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Introduction

AECOM is now using Coupa as our procurement tool, including the Coupa Supplier Portal (CSP), to be
used by you, our supplier, to receive Purchase Orders and submit invoices electronically.

The Coupa Supplier Portal is a 3" party tool that allows suppliers to connect to multiple customers to help
manage their purchase orders and invoicing. If you are already using the Coupa Supplier Portal, you will
not need to register a new account but will link to AECOM via an email invitation we will send you. The
Coupa Supplier Portal is developed and maintained entirely by Coupa so you may receive paid
subscription requests, it is not required for you to sign up for these services to transact with AECOM.

The benefits of using this Coupa Supplier Portal are as follows:

e There is no cost to you to use the Coupa Supplier Portal.

e This will provide you with increased transparency and visibility to the status of your invoices. You will
be able to see if your invoice has been submitted, approved, ready for payment or paid.

e You will be able to personalize notifications to keep you informed regarding Purchase Orders, invoices,
etc. via email.

This document provides an overview of the Coupa Supplier Portal (CSP), including registration and login,
responding to AECOM information requests, receiving Purchase Orders (POs) and invoicing.
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Registering for the Coupa
Supplier Portal
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Setting up your account in the Coupa Supplier Portal
AECOM requires Third Parties to register for the Coupa Supplier Portal (CSP). You will use the CSP to transact with AECOM for
purchase orders and invoicing. You will receive an email to register from do_not_reply@aecom.coupahost.com (please check

Spam folder):

1. Profile Information Request outlines what
AECOM needs you to do. Click on Join and
Respond to create an account for the CSP.

Profile Information Request

Hi,

As part of our supplier/subcontractor qualification and onboarding process, we have a few
actions we request that you complete. You can learn mare about the process here.

What You Can Expect

Coupa Supplier Portal

As an AECOM supplier, we require you Lo register for the Coupe Supplier Portal. This free
portal aliows you 1o submit and monkor Invoices and Purchase Orders (PO) electronically.
You can register for the portal by dicking cn "Join and Respond ™ below

You will need to provide relevant tax certifications (e.g., W9 or WB, as applicable), and your
payment details.

If you are asked to "Subscribe to Coupa Verified " for an annual fee, this is an advertisement
from Coupa and & not requined for you to use the pra S..(,vl &1 Portal with AECOM. You
can ignore this request or contact Coupa diredly via verifiec upa m ¥ you need to
unsubscribe.

Coupa Risk Assess

Depending on the services your compary willl be providing, you may be imvited to ceate a
Coupa Risk Assess acoount. This invitation will be sent via email with an authentication code
10 Setup your account and compléete an Inherent Risk Questionnaire (IRQ). The IRQ enables
us 1o understand your business practices (e.g., ethics, quality management and health, safety
& environmental). These emails will come from the AECOM Procurement Support

Conter, secom@email hiperos. corr

Not providing this informalion in a limely manner may impact your ability o do b
AECOM. The link you receive mill ¥ not used, in 48 hours for secur poses. If
your fir es or if you need addit

Ordoarding team

What We Need From You

As a supplier or subcontractor, for us Lo award work o you, it's important thal you provide
the requested information in our Coupa procurement system to finalize your onboarding

process.

Thank you for partnering with us!

Join and Respond

£:coupa

=u.ln-u P

2. Create your account in CSP by entering the information 3. Enter the Email Verification Code that was sent
required below. Click “I accept the Privacy Policy and Terms of to your email address and click Next.

Use”. Once you click ‘Create an Account’ you will be sent a

Verification code.

Create an Account Email Verification

i . We sent a one time verification code to AECOMUATS+39@GMAILcom
AECOM Technology Corp is using Coupa to transact

electronically and communicate with you. We'll walk you
through a quick and easy setup of your account with
AECOM Technology Corp so you're ready to do business
together.
Didn't receive the Verification Code? Request a New Code
* Business Name

UK Test 3-3

* Email
- Mo -
First Na Last Name Your Coupa Verification Code e«
Kol Marie
A o Coupa Supplier Portal
* Password * Confirm Password
........ ® | | sasennss * 0
fcoupa
Your Coupa Verification Code
Below Is the secure verification code you requested. Enter the §-digit code in Coupa to verify
* Country/Region * VAT ID s you.
United Kingdom ~ || GB708428738 883862
110U GIGN request this cooe please contac
1 do not have a Tax ID
o
,*u}coupa
Bonnass Soend Msnagement
&1 accept the Privacy y and the Tern
‘Create an Account

Alreody have an occoum? LOG IN

rwward this to someone
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Setting up your profile
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Entering your profile information

1. When you log into Coupa, you will see this screen. Enter
your Primary address and Company Information and click
Next. This should be your main office company address, not
a personal address.

Coupa Supplier Portal Onboarding

p

Account Details Payment Information

Primary Address ()

* Country/Region * Address Line 1 Address Line 2
United Kingdom - 29 Front Street

* City * State F L Cod
Chester-le-Street England DH3 3AT

Plassa Includé the typa of company i relation ta how
your company i legally registered. For cxampla,

whathor it is & Gmited company or not.

o * Type of Company e Bosrd of Directors ()
e Invoice From Code (1) Preferred Language

English (UK)

Select Next

o Enter how your company is legally registered
e.g. limited company

Pease Incdude thae type of company in relation to how
your company is lagally regictorad. For exammple,

wheathor it i 2 Genitad company or mot.

* Type of Company '\':

9 Enter the names of Directors on the Board of
your company

Plaase include the names of the Directors on the
Board of your company.
Board of Directors D.

9 Link your CSP invoice address to your ERP
held address

Use this field to tie your CSP Invoice From Address (i.e.

registered address) with the corresponding address in
your ERP.

Invoice From Code %
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Entering your profile information continued...

2. Enter your Payment Method Name and email address and click Next. The

payment method name is only for your reference

Coupa Supplier Portal Onboarding

Fill out required info for your Business Profile before proceeding to Coupa Supplier Portal

@ Primary Address saved successfully

Account Details Payment Information

Virtual Card @

* Payment Method Name
</

Customer Supported

* Email Address

[ Credit Card

) Testemail@test.com

Do not accept Virtual Card payments from th

IS customer

Select Next

3. Enter your Primary Banking information and click Next.

Coupa Supplier Portal Onboarding

(¥, Great News! The payment information has been ity shared with the following Customers and has been validated to
roceive payments Dwough Coupa Pay. AECOM Tachnalogy Corp

Bank Transfer

[-a..-:.';e;e

Email Addvens
Testomailgtest com

Supporting Documents

/(B

Select Next
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Entering your profile information continued...

4. Leave the Address details blank, check the box which states “Do not accept check payments from this customer” and click Next.

Coupa Supplier Portal Onboarding

(& Grest News! The payment information has been successfully shared with the following customers and has been validsted to receive

payments through Coupa Pay: AECOM Technology Corp

Account Details Payment Information

Check Not Supported by Customer
Coun
Uni v
* Str 1
-
F o Coc

Check the box

\( Do not accept Check payments from this customer '

Select Next

E;‘ aecom.com



Entering your profile information continued...

@ Great News! The payment information has been successfully shared with the following customers and has been validated to receive

payments through Coupa Pay: AECOM Technology Corp

Subscriptions

Registered

Easily do business with customers who
use Coupa

Free

Registered user includes:

Business Profile
Orders
E-Invoices
Catalogs
Payments

Select Continue to
complete your free Sourcing Events

portal registration \
Continue

Most Popular

3% Coupa Verified

Amplify your trusted brand across
Coupa's community of buyers

$549 / year
Everything in 'Registered' plus:

* Verified Badge
* Priority Search Rank

Purchase Verified

- Coupa Advanced

Optimize your cash flow and increase
productivity throughout your day

$4,800 / year

Everything in 'Registered’ plus:

* Automated invoice reminders
and reporting

* A seamless integration with your
account system

Purchase Advanced

Cancel

AECOM Does not require
you to pay for an account to
<« transact with us.

It is not required for you to
register for Coupa Verified or
Coupa Advanced.

Please note: If you have signed up for Coupa Verified or Coupa Advanced, and would like to cancel, you will need to contact Coupa directly.
* You can emalil verified@coupa.com to ask to unsubscribe from Coupa Verified.

10

» Here is a guide on how to manage, or cancel, a subscription for Coupa Advanced.
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https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers/core-supplier-onboarding/get-started-with-the-csp/programs-for-you/coupa-advanced

Your Business Profile

1. Click on Business Profile > Information Requests to access the “Supplier Profile” form.

gcoupa supplier portal KELLY v | NOTIFICATIONS @) = HELP-

ﬁ Invoices Orders ' Business Profile 'Setup Service Sheets ASN Sourcing Forecasts Catalogs Community More...

Business Profile Legal Entities ( Information Requests) Performance Evaluation

AECOM Technology Corp Profile | A£cOM Technology Corp .

Form Responses

Form Status Created Date Submitted At

[Supp!:er Profile (UK) ) New 03/03/25 None

Perpage 15 | 45 | 90

11 6\ aecom.com



atering the information required by AECOM

2. Your Primary Address information should
prepopulate from the information you already

provided.

*Do!

ing Business As
Name

UK Test 3-3

* Primary Address

12

Address Purpose

* Region
Country/Region

State Region

State I1SO Code

Address Name

* Street Address

Street Address 2

Street Address 3

Street Address 4

* City

* Postal Code

Location Code

Select Some Options

United Kingdom

20 Front Street

Chester-le-Street

3. Attach the relevant Supporting Documents before selecting
Add Remit-To and choose from your existing bank details
and click on Add Selected

Supporting Documents: Copy of a redacted invoice OR your details
(e.g. legal name, postal address, contact number, web address) on
official Company Headed paper AND a Bank Certificate clearly
showing your registration with the bank.

* Supporting Document
* Attachments

Add File

*Remit-To Addresses
Add one or more Remit-To Addresses by either filling out a new Compliant Invoicing Form or choosing an Existing Remit-To Address.

Add Remit-To

When you click on “Add remit to” it takes you to the below screen
e ———— S

How would you like to be paid?
All Methods Bank Transfers Checks Credit Cards Add Payment Method ~

AECOM Technology Corp prefers Credit Cards, Bank Transfers Payments.

D - Card YT Customer Preferred

20 Front Street. Chester-le-Street. England, DH3 3AT, United Kingdom, United Kingdom (GB708436738)

CHOARE & CO ¢ Customer Preferred
= 20 Front Street, Chester-le-Street, England, DH3 3AT, United Kingdom

Account Number Transit Code Re

Ss8s7150 601319
D Q 20 Front Street, Chester-le-Street, England, DH2 2AT. United Kingdom, United Kingdom (GE7084368738)

Cancel Add Selected

Please ensure you provide the required attachments to avoid any delays in setting up your profile.

4. Confirm your bank details and Submit for
Approval to complete setup of your profile

* Remit-To Address

Active

*VAT /GSTID

* PO First and Last
Name

* PO Email

Active v

GB7008426738

Kelly Martyn

Testemail@test.com
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Entering the information required by AECOM continued...

5. Confirm your bank details and Submit for Approval to complete setup of your profile and you will receive a notification on screen stating Pending Approval

~ We have auto-filled some information from your Public Profile.

* Bank Country/Region

* Sort Code

* Bank Account
Number

IBAN Number

SWIFT Code (BIC)

* Bank Name

* Branch Name

* Beneficiary Name

Account Currency

Payment Currency

* Invoice Currency

Bank Account Details

801319

----- 150 [ /]

GBe2ZHOAB159000458771! P

@

C HOARE & CO

UK Test 3-3

+ We have auto-filled some information from your Public Profile.

Accounts Receivable
First Name

Accounts Receivable
Last Name

Accounts Receivable
Remittance Email

Accounts Receivable
Phone Number

Street Address

Street Address 2

City

Postal Code

Region
Country/Region

State Region

State I1SO Code

Intermediary Bank
Details

Remit-to Details

Kelly

Martyn

Testemail@test.com

TTrIITTT? Y

29 Front Street

Chester-le-Street

(o)
X
W
w
>
=

[n]
o
m
=
@

Decline Save

AECOM Technology Corp

Pending Approval

E;‘ aecom.com



Payment methods

Bank transfer
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Adding your Payment Method — Bank Transfer

Click Add Payment
Method

How would you like to be paid?

All Methods Checks Credit Cards

AECOM profers Credit Cards, Bank Transfers Payments.

Select relevant
payment method

Currently, there are no valid accounts available for your selection

15 6\ aecom.com



Adding your Payment Method — Bank Transfer Continued...

Where's your business located?

e Tell your customers about your arganization

Sefting up your business detalls in Coupa will help you meet your customer's invoicing and payment -
requirements. For bes! results with curment and future customers, compiete as much information as Wich CusioimeEsrs u n L= I
possible
Al
B AECOM Teshnedagy Coip
* Legal Entity Mame | 523 T
* Countryifiegion | Unted States - 1 ] I
.
* Rcsdrean Line 1 e
paee *Crly | Spsburgh
it
Posisl Code | 152700
wirtr FAegpsn et o
Select o
) [ Uns thin askiness for Beml-Tor
Continue o
[ Uss this tur Shep From addiean
wWhial is your Tax 107 @
sasiryPngion | Uned States = Enter address
i information and select
Save & Continue
e srpm T |0 =
- 1
Wescellansous
Frwvisid Foom e n
Prelered Langeage | Englab (L) w

16

Cancel

Where do you want to recelve payment?

¥ Payment Type | S -

your Remil-To Addness?

Ackchreds Lins 1 TDS (gt Sireat
City Pmsbury
Postsl Cods 15310

Countryfegion Unded States

Cancel

Select Save &
Continue

E;‘ aecom.com



Adding your Payment Method

° Where do you want to recelve payment?

il are your Bank Accoun! Details? i

Bank Accownl | Lnted Stael

CousirpFegics

Saate
s Acztunt Currency
Beosficiany Nese | pay aryn Tas:

Eank Name ! | ey Farga Sene Mk

-
Accoust Humber! | 5135505517 1]
Canfirm Accor | £T2807217
Hisnisér
ACH Rousing Wumber], | [21000248 Li ]
SWIFTARC Codle: | WESIUSOWEEX 0
o

Enter payment
R information and select
= Save & Continue

My ek dowt mid hawe 3 [BC o

Bank Ascoaml Typs: | Bouras
Supporting Documents | Chocss ’-N_l | TEET g n

Emaif Aadmis | AECOULAT e T S@erad corm 0

FameTo mestoes ot you
DCFLONE. DHharee Thox e
Rermril- T Ascacrisrnt

Baric Accounl

VWisls Fargs Bas

CLANSTETE IO W B RN Dy Tt o

— Bank Transfer Continued...

Where do you want 1o receive payment?

P real. Diel Ao Flaerss-Te: i s oy

Confirm the details by
selecting Next

Fmtiir-Te AsSeii Bty
5 et Srmet =
3 Mansge
Ferturar
121
Uit St
m

L
Where do you ship goods from? c o0
e ’ Pe Confirm the shipping
4] details and click Done
Foov reayy counirissmagesna inshusng Sifarest Inppng Seinly =a T invesos B e IF Py e SPeett 10 whare Add Jrap Frem

o DS aRty O rgEie

Fr. - e

Setup Complete
Click Add Now to add your

[« details to your profile

e
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Adding your Payment Method — Bank Transfer Continued...

Akl Rared T

Carry out a final validation of ™"
your details

om




Adding your Payment Method — Bank Transfer Complete

gy Addrens Select Yes, Save to Profile
r 708 Grant Strewt to complete your updates

6‘ aecom.com



Navigating CSP once you
have created your account
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How to Login to your Coupa Supplier Portal*

Once your profile has been set up

» Suggested browser to use when logging
into Coupa is Google Chrome

Log In
u Once your account IS Created, you Can Welcome back! Login or click here for help.
login to the portal Coupa Supplier Portal ¢ Emai s, | vl Akress
* Password | Password i
= Note: Please bookmark or save the

Forgot Your Password?

above URL, as this will be used each
time to login to the Coupa Supplier Portal

6‘ aecom.com


https://supplier.coupahost.com/sessions/new

Your user profile

Navigating the CSP: Overview of the Homepage alows you o change

The navigation
ribbon on the top of
the CSP allows for
quick access to all
sections of the portal
(orders, invoices,
profile, etc.)

Any recent activity
including information
requests will be
displayed in this
section

The ‘Summary’
section provides
high level CSP
connection
Metrics

0[ Invoices ) Orders

g.xcoupa supplier portal

and notification
preferences

NoTIFicATONg @ | HELP

Business Profile

Setup Service Sheets

ASN Sourcing Forecasts Catalogs Community More.

w1 W1-UK-SUBC-17-2

View Profile

Any notifications
can be viewed by

@:ent Activity

Information Request

AECOM Technology Corp = Received 5 days ago

Information Request

AECOM Technology Corp » Received 5 days ago

Information Request

AECOM Technology Corp » Received 5 days ago

\ clicking on the
View « @ Announcements Notifications icon

Approved Feb 19
Submitted Feb 19

Due Now Feb 19

Multi Factor Join Requests
Security
0 of 1 Users 0 Users

Merge
Suggestions

0 Duplicates

Linked
Customers

1 Connection

E;‘ aecom.com



Updating your CSP supplier profile

23

» To update your supplier profile, please
click on ‘Business Profile’ on the
Coupa homepage

= Basic company and contact
iInformation can be updated in the
General Information, Address and
Primary Contact sections

NOTE: Completing a CSP supplier
profile does not automatically send
supplier information to AECOM.

Suppliers must complete and submit
AECOM Information Requests.

g,zcoupa supplier portal

ﬁ Invoices Orders Business Profile Setup

Service Sheets

STEWART ~  NOTIFICATIONS @  HELP -

ASN Sourcing Forecasts More...

Business Profile Legal Entities Information Requests

Company Info

Company Name Industry

W1-UK-SUBC-17-2

Tax ID Year Established

United Kingdgfn: GB809428514

Producyf and Services PO Email
Contacts
Add User
Name Primary Contact Email
Yes AECOMUATS5+114@gmail.com
Addresses
Add Address
Address Primary Address City
First Avenue Yes MANCHESTER

Performance Evaluation

Work Number

State

England

7
About
Commodities
Website
~
Q
Purpose Actions
Accounting, Diversity, Legal, Procurement, /
Risk, Sales, Sourcing
~
Q
Postal Code Country/Region Actions

M1 2EP GB Vi
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Updating and completing AECOM'’s supplier information requests

= Supplier Information Requests sent from AECOM can be completed and submitted by going to the
‘Information Requests’ tab under ‘Business Profile’

Access Information

Requests from AECOM
.scoupa supplier portal MARTYN -  NOTIFICATIONS @ If your company works with

multiple customers on the
ﬁ Invoices Orders Business Profile Setup

ervice Sheets ASN Sourcing Forecasts Catalogs Community More. CSP, they can be selected
Business Profile Legal Entities

via the dropdown
Performance Evaluation Subscriptions

AECOM TeChnOIOgy Corp Profile | AECOM Technology Corp v

Information Requests

Form Responses

view (D

Form Status Created Date Submitted At

lSuppHer Profile (Ireland) Draft 02725125 None

Remember to click
‘Submit’ to send

updates/responses to
AECOM

rd

E;‘ aecom.com
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Managing purchase orders
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Managing Purchase Orders (PQOs)
» Purchase Orders (POs) sent from AECOM can be managed by going to the ‘Orders’ tab

Access Purchase
Orders from AECOM

{;}coupa supplier portal STEWART ~  NOTIFICATIONS @)  HELP v
If your company works

ﬁ- Invoices . -
with multiple customers

Orders Order Lines Returns Order Changes Order Line Changes Order Confirmations More... on the CSP, they can be
selected via the dropdown

Business Profile Setup Service Sheets ASN Sourcing Forecasts More...

Select Customer AECOM Technology Corp v

Purchase Orders Views can be set to see specific types of orders
(i.e. open orders, orders past due, etc.). Views can
Clicking on the PO # also be used on all tabs in the CSP (Invoices)
allows users to see all Click the == Action to Accept the Purchase Order and Create an Invoice using its data
information about the

Purchase Order View Search

PO Number Order Date Status Acknowledged At ltems Unanswered Comments Total Assigned To Actions '\
3001958 03/01/23 Issued None Aggregate Surfacing No 1,000.00 USD - G
3001956 02/28723  lIssued Nor Aggregate Surfacing No 1,000.00 USD = _
o Yellow Coin: Create
po_ 3001955 02/28/23 Issued Non Aggregate Surfacing No 1,000.00 USD =5z (flip the PO into) an
= invoice
. Red Coin: Create a
T - ] 5
= Key information on credit note.
) each Purchase Order

E)\ aecom.com
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Ship-To Address — For

Pu rc h ase Ord ers goods this is the delivery

Purchase Order #UK1691278 | revision 3 (Current Mar 11 v address and for services
this is where the work is
performed.
General Info Shipping
[ Status Issued ] Ship-To Address 10 Bricket Road

. St Albans
Order Date 03/11/25 ALT 3UX
Stat D . t Revision Date 03/11/25 United Kingdom
atus escrlp 1on - Location Code: UK - St Albans, 10 Bricket Road
Requester Clair Colgan] Attn: Clair Colgan +44 7425 646367
Closed The issued PO was received and then Emall Clak.Coigan@aecom.com S Néne Requestor name and
cI_osgd, either manually or automatically ayment Term NET 45 DAYS email and telephone
within Coupa. .
Legacy PO # None number for enquiries.
Issued The PO was approved and sent to International None Supplier can contact the
Supplier. Withholding Tax Requestor with any
Applicable a
queries.
Soft Closed The PO is closed but can be reopened. Retention N
You cannot invoice against a PO in this Alinchenesta
status. AECOM.2025 XX_Fully_Executed. pdf
. Tr The terms of contract AECOM/2025/XX
Cancelled The PQ is cancelled and does not need to dated 01-Mar-2025 apply to this purchase Reference to contract
be fulfilled. order and all good§ andr services < terms and attached
associated or provided in accordance with
. contract document.
Acknowledged O
Assigned to
Note: If you have a PO in the Coupa Supplier Lines
13 n I
Portal that has a status of “soft closed” or
“ ” @] i I — ~
Cancelled” and you expected the PO to be v S0t by i
open, please contact the requestor. 1 Type Item Price Total Invoiced
&y  ELECTRICAL WORKS - BIG BEN - 17- 10,00000  10,000.00 0.00
MAR-2025
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Invoicing
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Managing Invoices: PO Backed and Non-PO

you don’t have a PO.

Access Invoices

Backed

Invoices can be sent via the CSP. Invoices can be created from a PO or you can create blank invoice if

If your company works with
multiple customers on the
CSP, they can be selected via
the dropdown

to send to AECOM
{:}coupa Suppller port al MARTYN v NOTIFICATIO @ HEP-
ﬁ Orders Business Profile Setup Service Sheets ASN Sourcing Forecasts Catalogs Community More...
Advanced /

Payment Receipts
To create a PO backed

Invoice, select ‘Create
Invoice from PO’

Invoices Invoices Lines

To create a Non-PO
backed Invoice, select

Select Customer AECOM Technology Corp

To create a Credit

Invoices
C_Iicking on the Create Invoi © IR el vees Note, selgct ‘Cr’eate
Invoice # allows users l Credit Note
to see all information Create Invoice from PO Create Blank Invoice Create Credit Note K
about the Invoice
Search P

1 rmto ~

Paid PO# Invoice # Status Invoice Date
B | No 3001972 PK TEST CSP 25 Pending Approval  03/01/23

No 3001971 PK TEST CSP 24 Pending Approval  03/01/23

No 3001970 PK TEST CSP 23 Pending Approval  03/01/23

29

Payment Information v

Payment Information

Payment Term  Date Of Supply

NET 60 DAYS 03/01/23
NET 60 DAYS 03/01/23
NET 60 DAYS 03/01/23

E;‘ aecom.com



Invoice Statuses

Status

Abandoned

Approved

Disputed

Draft

Pending

Approval

Processing

Description

The disputed invoice has been abandoned. AECOM
can choose to notify you of this invoice status
change and provide instructions. You can set
notification preferences for abandoned invoices.

The invoice has been accepted for payment by
AECOM and will be paid in line with payment terms

The invoice has been disputed and needs to be
reconciled through a credit note or cancellation

The invoice has been created, but it has not been

submitted to AECOM yet.

The invoice is currently under review by AECOM

The invoice is being processed by the Accounts

Payable Team.

Invoice #PK TEST CSP 25 &:«

General Info

Invoice #
Invoice Date
Payment Term
Delivery Date

Currency

PKTEST CSP 25
03/01/23

NET 60 DAYS
03/01/23

usD

Delivery Number N

[

Status

A

| |

Pending Approval ]

Shipping Term None

Invoice PDF Document

Image Scan

download

Supplier Notes None

Attachments

Tr PKTEST CSP 25

Payment Order None

Reference

Payment Order Number Nor

Select Customer AECOM Technology Corp

Bill To & Ship To

Supplier

Invoice From

Remit To

Ship From

Supplier Tax ID
Customer

Bill To Address

VAT ID

CJ HENSCH & ASSOCIATES INC

Test CJ Legal Entity
Test Address 1

Test Address 2
Atlanta , GA 30305
United States

Test CJ Legal Entity
Test Address 1

Test Address 2
Atlanta , GA 30305
United States

Test CJ Legal Entity
Test Address 1

Test Address 2
Atlanta , GA 30305
United States

4586325
AECOM Technology Corp

AECOM Technical Services Inc
PO Box 203970

Austin, TX 78720-3970

United States

54-3965486
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Managing Invoices: Invoice Attachments

Create Invoice crea=

What invoice requirements should you be
aware of on the Coupa Supplier Portal? e T Gl S

General Info From

Creatingyour first invoice? Just enter in your invoice number. Check the line details, make any necessary changes and puLin any extra carges. 3¢

® Invoice # * Supplier BNF PARIBAS 5A

The nature of AECOM'’s business requires us to SupptervATD | o768
provide invoice backup from our suppliers to our Pt ey R A o
clients for audit purposes. - SO

* Remit-To Address BNP

When submitting an invoice, supporting
documentation contractually required must be
provided in the attachment section. p SR e

Attachmients Add File | URL | Text — I
|Es]
Cash Accou WWhen staching files to this invoics, pleass remember, only

Schan

If any documentation is omitted, this may result in e | P e i -EJf:ZZZ P
the invoice being disputed. TS

Endorsement On
o

Invoices
New Means OF
Transport *Buyer VAT ID | RO15201432
* Exchange Rate 0 * Ship to Address §3-7.

Legal Entity -

E;“ aecom.com



Guidance for invoicing and removing zero values

When invoicing against a PO, every line should include a value. Invoiced PO lines that do not require a charge
need to be removed before submitting an invoice by clicking on the red cross on the associated line.

To delete zero line/s, click

on the red cross
LITIES Line Level Tar;:hon/
Typ Description Pric Q
RA - age t
D Lin heet Lin t t Supplier Part Number
-
Billing
03001047-8000
Re
Type Description Price S (%]
R £
L S e Sh L t t Supplier Part Number
~
Trav
-TRA
G G Pic s&T
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Credit notes and disputes

Delivering a better world

A=COM



Credit Notes & Disputes

The system will automatically dispute an invoice that has been submitted if the invoice violates any of the

invoice tolerances defined by AECOM or if it was rejected by an AECOM user

Credit notes can be issued to resolve a dispute on an invoice, correct an invoice or cancel a duplicate

invoice.

sscoupa supplier portal

ﬁ Orders Business Profile Setup Service Sheets ASN Sourcing Forecasts Catalogs Community

MARTYN~  NOTIFICATIONS @) HELP-

More...

Invoices Invoices Lines Payment Receipts Advanced
Select Customer AECOM Technology Corp
Invoices ,
To create a Credit
- Note, select ‘Create
Create Invoices @ A Mo
Create Invoice from PO Create Blank Invoice Create Credit Note /

view

Paid PO# Invoice # Status Invoice Date  Payment Term  Date Of Supply =~ Payment Information
I No 3001972 PK TEST CSP 25 Pending Approval  03/01/23 NET 60 DAYS 03/01/23

34
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Credit Notes & Disputes continued...

UK version

Users will be able to see on their Invoice page the reason for Dispute in the Invoice tab. Dispute reasons can

also be noted in the comments section of the Invoice.
Select customer AECOM Technology Corp
Invoices
Create Invoices @
Create Invoice from PO : e Create Blank Invoice Create Credit Note
view [ « J] searon ]
Invoice # Created Date Status PO # Total Unanswered Comments  Dispute Reason Actions
I None 02/28/25 Draft RO1691233 50,000.00 RON No P %]
28/02/24 02/28/25 Pending Approval None 123.00 EUR No
ROREVALIDATE  02/27/25 Pending Approval RO1691137 20,000.00 RON No
CSPNONPO26FEB25 02/26/25 Disputed None 1,230.00 EUR  Yes Tax rate missing or incorrect E

f

Clicking on the

“Resolve” icon

will present 2
options

' Comment

Enter Comment

Participants: Emma Threadgall Hackett Testing 3

: 4

please change 1o res

Emma Threadgall

verse cha

rge

E;‘ aecom.com



E— UK version

Credit Notes & Disputes continued...

If the invoice is disputed, there are 2 options available for the supplier in CSP:

Cancel Invoice - If this invoice was issued in

duplicate, or if you require to amend non price or

guantity information on this invoice, please cancel the

invoice by choosing this option. We will guide you

through a cancelation credit note and a replacement e .
iInvoice creation. o

Gross Total 1,230.00

Adjust - If you need to fix the price and/or quantity on )
this invoice choose this option. You would be required

to choose the credit line adjustment type to denote if N ——

you are attempting to issue credit to reduce quantity, _—

reduce price or issue an amount based credit.

6‘ aecom.com



Credit Notes & Disputes continued...

= Clicking on Cancel or Adjust will direct the user to the Credit Note page

Create Credit Note ¢

Creating your first invoice? Just enter in your invoice number. Check the line details, make any necessary changes and put in any extra charges.

Once you are ready, click Submit. You'll be notified if the invoice is approved or placed on hola.

SR CUBWIRT AL

*Highlights required fields

This credit note applies to invoice CSPNONPO26FEB2S5. When approved, the credit will fully cancel the invoice's impact to the transaction.

General Info

* Credit Note #

* Credit Note Date
Payment Term

Original Date of Supply
* Currency

Delivery Number

Status

030825 (i)

-
022625 (i)
Draft

Original Invoice # CSP

Original Invoice Date

Image Scan

Supplier Note

Attachments o -

Cash Accounting
Scheme

* Credit Reason
Margin Scheme
Pre-Payment Date

Endorsement On
Invoices

New Means Of
Transport

37

02/26/25

v

From

* Supplier

* Supplier VAT ID

* Invoice From Address

* Remit-To Address

* Ship From Address

To

Customer

* Bill To Address

* Buyer VAT ID

* Ship to Address

BNP PARIBAS SA
BNP PARIBAS SA

TERMINI3 ARKLE ROAD
SANDYFORD, Dublin D18COC5

reland

BNP PARIBAS SA
TERMINI3 ARKLE ROAD
SANDYFORD, Dublin D18COC5

Ireland

BNP PARIBAS SA

TERMINIZ ARKLE ROAD
SANDYFORD. Dublin D18COC5
reland

AECOM Technology Corp

AE

CONSTRUCTORS ROMANIASR.L
11-15 Tipografilor Street

S-Park Business Centre, A2, 1st Floo
013714 Bucharest

Romania

RO15001432 ~
141-143 Calea Floreasca St 3nd Floor (
N/A Bucharest

Romania
Location Code: RO - Bucharest - 141-

143 Calea Floreasca St

ENGINEERS & o]

Misc

VAT

Tax Reference

Total VAT

Net Total

Gross Total

Delete Cancel

UK version

v 0.000
0.00 EUR 0.00 RON
-200.00 EUR -1,000.00 RON
-200.00 EUR -1,000.00 RON
Save as Draft Calculate

The user will be able to either:
1. Fill in the create the credit note

and click Submit

2. Cancel the Invoice

E;‘ aecom.com



Inviting others to join CSP,
notifications and language
and settings
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UK version

= Suppliers can add multiple users to the Coupa Supplier Portal. To do this, please navigate to the
‘Setup’ tab and click ‘Invite User’.

Witing Other Users at your Company

» Users invited will receive an email invitation to join. User permissions can be setup on this tab as well.

Review your
CSP settings

-‘.{;;‘-COUpa SUDD“@F portal TEST~ | NOTIFICATIONS P HELP -

Click ‘Invite User’ to
send someone at
your company an

emalil to join the CSP

ﬁ Invoices Orders Business Profile etup Service Sheets ASN Sourcing Forecasts Catalogs Community More...

Admir Connection Requests

Additional CSP .
settings can be found admm Users )

Note: these SettlngS g l m i I l Invite User

can only be changed Merge Requests poe. — e

User Name Email Permissions Customer Access Purpose Actions At ot
by users with ‘admin’ Merge Suggesti
Y e AN DUJGOIONG Test AECOMUAT5+138@gmail com Active ASNs AECOM Technology Accounting, = =
permissions Requests 1o Join Supplier Admin Corp Diversity, —
Business Performance Legal,

Fiscal Representatives Catalogs Procurement, e o
Community Risk, Sales, =
Payment Methods Early Payments Sourcing "a
Forecast Planner e
sFTP Accounts Hidden, Private, and Public r—
Invoices ——
cXML Errors Order Changes -
Order Line Confirmation
sFTP File Ermors (to Orders
kCusmmersj ) Payments Q ‘ ) 2
Bsm Click Edlt_ to_ adjgst
Service Sheets user permissions in
Saurcinn

the CSP
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E— UK version

Updating User Notifications

= You can update your account settings and notification preferences by hovering over your username
on the top right corner of the CSP home screen

= User will need to update their account settings and notification preferences upon initially logging into
the Coupa Supplier Portal. Note: the ‘Online’ notification checkbox stands for notifications that occur within
the CSP itself.

My Account Notification Preferences

‘You will start receiving notifications when your customers enable them

Settings
Notification Preferences
NOTIFICATIONS HELP v Email cjhensch232@gmail.com Mobile(SMS) | +1201-555.5555
Security & Two-Factor
' Authenticati 1 Verify number 1o recieve SMS
Account Settings
Notification Preferences
Announcements
New Customer Announcement Online [ Email ) SMs
Log Out
Business Performance
Business Performance Role Granted Online [J Email [ Sms
Catalogs
Anew comment is received Online Email ) Sms
A catalog is approved ) Online [ Email ) SMs
A catalog is rejected (] Online [ Email [ SMS
A catalog is about to expire () Online () Email ) SMs

E;‘ aecom.com



- UK version

Updating Language Settings

You can change your language settings by scrolling to the bottom of the screen on any page and
selecting from the language’s dropdown

Join Requests Merge Linked
Suggestions Cuetamaere
Dansk (Danmark) '
0 Users O Duplicates Deutsch (Belgien)

Deutsch (Deutschland)
Deutsch (Luxemburg)

Deutsch (Schweiz)

Deutsch (Osterreich)
English (Australia)

English (Canada) Select Language

- : icon to adjust
BA Engiish (US) settings

© 2006-2025 Coupa Software Incorporated

Privacy Policy - Terms of Use
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If you need help with
registering or using the
Coupa Supplier Portal, email
us at

Delivering a better world
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