Sealed Air

Submitting a NON-PO Invoice

Sign in to CSP (Coupa Supplier Portal)

https://success.coupa.com/Suppliers/For Suppliers/Coupa Supplier Portal

{,’;ﬂ:oupa SUDLJ”EI’ portal LORETTA NoTIFicaTiONS ) | HELP

Home Profile Orders  Service/Time Sheets ~ ASN Invoices  Catalogs  Add-ons  Admin

[ % New: Exclusive discounts for your business to thank you for being a part of the Coupa Community. X l

Action needed: Compleie your profile fo get paid faster and get discovered Leam More Announcements vewa )

Profile Progress Last Updated

- N y Improve Your Profile N .
- 1% Comelete  (§) 12 dlys ago _ One-Click Savings wews

@ Start saving today!
Explore deals for your company, exclusive fo the
Coupa Community.

Praofile Summary

@ b 3 &

1 1 1

Connacted Customer

Merge Accounts

If your company has more than one CSP account, we
try to list it below. Consider merging them to reduce
confusion for existing and potential customers

Mot seeing the account you want to merge with? Click
( Banking Info (%) Diversity Info (%) Accelerate (5 Bribery Policy here.

Click ‘Invoices’ and then Create Blank Invoice

Profile Orders Service/Time Sheets ASN Invoices Catalogs Business Performance Sourcing

Select Customer Sealed Air

Invoices

Instructions From Customer

Please provide the Requester Information (emai address) and the Ship To Address Information for your invoice to be processed successfully.
r 5
Create Invoices

Create Invoice from PO Create Credit Note



https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal

Fill in all required Invoice fields. Complete Remit-To and Ship From addresses.

Create Invoice create

General Info From
* Invoice # “ Supplier 645527-2010-645527-BECHTLE DIRECT LTD
“Invoice Date 113719 8 *Supplier VAT ID  GBE699374267 v
Payment Term Z013-NET 60 * Invoice From Address 645527-2010-645527-BECHTLE
= DIRECT LTD
Date of Supply  11/13/19 METHUEN PARK
CHIPPENHAM
Currency GBP ~ wi
SN14 OGF

Delivery Number
United Kingdom

Status Draft \ Limited
Image Scan | Choose File |No file chasen algowndwe

* Remit-To Address  645527-2010-645527-BECHTLE

Supplier Note DIRECT LTD
METHUEN PARK
CHIPPENHAM
wi
SN14 OGF
* Attachments @) acs Fie | URL | Text ‘ United Kingdom
Cash Accounting * Ship From Address 645527-2010-645527-BECHTLE
b DIRECT LTD
Early Payment Use N/A if not relevant METHUEN PARK
Provisions CHIPPENHAM
wi
Margin Scheme SN14 OGF
United Kingdom

Complete Ship To Address by clicking on magnify glass. Requester field is mandatory and
crucial. Fill in Requester email and name.

Customer Sealed Air
*Bill To Address No address selected
* Buyer VAT ID v

* Ship To Address No address selected

Requester Emaull I

Requester Name

Complete Invoice Line fields, select either quantity or amount and fill in the necessary values and
select the right VAT

] \ Suppior Part Musmber

In case you are invoiceing service select Amt
) In case you are invoicing material select Qty

VAT Rate VAT Amount Tax Reference

Add Taxes, Shipping, Handling, or Misc. Charges, if applicable.



Click ‘Calculate’ and if total matches invoice attached, click ‘Submit’.

tals & Taxe:
0o
0
Shipping
AT = ~
Tax Reference
Handling
Tax Reference
Misc
Tax Reference
Total VAT 0.00
et Total o
Gross Total 0.00
Delete Cancel Save as Draft Calculate




Supplier FAQ's

1. What ‘remit-to’ email address do | use when onboarding to Coupa?
It depends on your method of payment.

e ACH direct deposit from Sealed Air to your bank — use your Accounts Receivable email address

e Virtual Card (or VCard) by Citibank — use your Accounts Receivable email address. [VCard is an
individual credit card number issued to the supplier to use to pick up payments for invoices.]

e Virtual Card (or VCard) using Boost as your payment facilitator -- use your Boost email address
(ends in @BOOSTINTERCEPT.COM). If a vendor does not have credit card functionality, a
service called BOOST is used to issue an ACH payment based on that credit card number.

**If you are unsure of your payment method/provider, contact your Sealed Air Buyer or your
Receivables team**

Under Profile, Your Customer Profiles:

s,zcoupa supplier

Home  Profile Orders  Service/Time Sheets ASN  Invoices  Catalogs  Add-ons  Admin

Sealed Air Profile | Se

Scroll down to Remit-To Address and be sure the correct remittance email is entered.

~

Remit-to Address Information
* Street Address PO Box 1205
Street Address 2
* Postal Code 02721
*City Burlington

* State Region NC

Country United States ~

*Account Currency USD ~

\ | * Remittance Email remit@A-1company.com /




2. How do | need to submit my original invoice copy with the Coupa invoice?
**|t is required to attach a copy of your original Invoice when creating an invoice in Coupa**

The original vendor invoice must be attached in Coupa in PDF format in the ATTACHMENT field (not
Image Scan field) when an invoice is created in Coupa. It cannot be attached later.

= Use the Attachments ‘File’ Option only (see green arrow and box in screenshot below)

= Do not use Image Scan field to attach the invoice

= Do not attach a link to the vendor’s website

= Do not add a message in the attachment field

= Only attach a PDF copy of the original invoice in Attachments field

= |nvoice must be attached at invoice creation in Coupa; it can’t be attached after it is submitted

SEIECL L USLOINIED o 1
Create Invoice create
General Info 9 From
* Invoice # * Supplier 670
* Invoice Date | 05/06/20 |_| Supplier Tax ID None
Payment Term Z007- * Invoice From Address
*Currency |USD w )
United States
Delivery Number
Status Draft * Remit-To Address
Image Scan | Choose File | No file chosen

Supplier Note

* Attachments @)

Add File | URL | Text

* Ship From Address

' To
Customer
* Bill To Address
Buyer Tax ID
Ship To Address

Requester Email

United States

United States

Sealed Air

MNo address selected

Mo address selected




4. Create a VIEW for the Sealed Air address when creating non-PO invoices.

**This can be done for both ‘Bill To’ and ‘Ship To’ addresses**

Go to Invoices on your Home page:

£,2coupa supplier portal

Home Profile Orders Service/Time Sheets ASN Invoices

Catalogs

Add-ons Admin

Click Create Blank Invoice:

f Invoices

Instructions From Customer

Create Invoices @

Create Invoice from PO

Please provide the Requester Information (email address) and the Ship To Address Information for your invoice to be processed successfully

Create Credit Note

~ I Search l

PO#

Total

Invoice # Created Date Status

.

Unanswered Comments

Actions

_J

Scroll down to the To section and click on the magnifying glass in the Bill To Address field:

{"fr To if—

Customer _Sealed Air

I * Bill To Address No address selected

Buyer Tax ID v
Ship To Address No address selected
Requester Email

Requester Name

Tax Text

Payment Reference #
\ ISR #

z

v l Advanced Jf Search
Legal Entity Name  Line 1 Line 2 City State Postal Code Country » Actions

SEALED AIR LIMITED RIVERSIDE ONE, SIR JOHN DUBLIN DB PE192HN Ireland ©
IRELAND ROGERSON'S QUAY ooes
SEALED AR LTD 1 MARSTON ROAD STNEOTS CA  PE192HN  United

Kingdom ° Choose
SEALED AR OY SENTNERIKUJA2 HELSINKI 5 440 Finland © Choose
SEALED AR PACKAGING  9/151-154 MOO 5, PHAHOLYOTHINRD PATHUMTHANI C 12120 Thailand @ ch
(THAILAND) CO nose
SEALED AIR PACKAGING SLU HOSTAL DELPI, 16 ABRERA 8 8630 Spain © Choose
SEALED AIR PERUSAC JR. LUIS CARRANZA 1882 LIMA LM LIMAD1 Peru © Choose
CRYOVAC MALAYSIASDN  LOT 115 GEBENG INDUSTRIAL KUANTAN PAH 26080 Malaysia
BHD ESTATE © choose
SEALEDAIRPOLSKASPZ  OZAROW BUSINESS CENTER UL OZAROW PL  05-850 Poland © Choose
00 OZAROWSKA 40/42 MAZOWIECKI
CRYOVAC BRASILLTDA DE BARROS (SP 340) KM 133 JAGUARIUNA  SP  13917-470  Brazil © Choose
SEALED AIR SAS 53 RUE SAINT-DENIS EPERNON 28 28230 France @ Choose

m 2 3 Next

Start typing Charlotte in the text field and click on charlotte when it appears, then click on the I:"

Choose an Address

Charl

~ I Advanced

Line 2

RIVERSIDE ONE, SIR JOHN
ROGERSON'S QUAY

1MARSTON ROAD

City
DUBLIN

Legal Entity Name « Line 1

Nor SEALED AIR LIMITED
IRELAND

SEALED AIR LTD STNEOTS

State Postal Code Coun | anotte

DB PE192HN  lIrelanc

%# Lnoose

CA  PE192HN  United

Kingdom ° Choose




You will see the address for Charlotte only and you can choose the appropriate billing address (either
Sealed Air Canada or Sealed Air US)

Choose an Address (|
k
A” - l Acheanced I charotte J]

Showing results for | chariotte X

Legal Entity Name ~  Line 1 Line 2 City State Postal Code Country = Actions
|‘ one SEALED AIR (CANADA) CO/CIE 2415 CASCADE POINTEBLVD  CHARLOTTE NC 28208 United States @ Choose

2415 CASCADE POINTE BLVD ] CHARLOTTE NC 28208 United States

\__ | ,

To create and save a View for future use, click the dropdown arrow next to All and click Create View

Choose an Address

charlotte

Showing results for | eharata x

I

Legal Entity Name = Line 1 Line 2 City Creais View ;! jode  Country = Actions
None SEALED AIR (CANADA)COMCIE 2415 CASCADE POINTEBLVD CHARLOTTE NC 23208 United States ° Choose
None 2415 CASCADE POINTE BLVD Mone CHARLOTTE NC 23208 United States ° Choose

Name your view, tick who can have visibility, and set up Conditions. Drag & drop under Columns to set
up Columns. Be sure to scroll down and Save your view.

£coupa supplierportal ai < | NoTFIGATIONS @)

Home Profle  Orders  Service/Time Sheets ASN  Invoices  Catalogs Addons  Admin

Create New data table view

Genera

Mateh Conditions Mstch sl consisens - Add group of conditions

Fiter By | Logal Entey Name w | Filler Clause | 5 ~ Filter Text

Available Columns Selected Columns.

5. Ensure the correct tax is calculated when creating invoices in Coupa.

To add Tax, if needed, scroll to the bottom of the screen and enter the Tax (either by % or by Amount).

Click Calculate to review your invoice balance/total to ensure a match with your pdf invoice copy.

Then click Submit.



DO NOT enter the Tax on the Shipping, Handling, Misc lines. If you do, your invoice will be rejected.

Totals & Taxes

Lines Net Total 0.00

Shipping

Tax “ " % 0.000

Tax Reference

Handling

== “ - % 0.000

Tax Reference

= 98 - £ 0.000

Tax Reference

LEE v % 0.000 «

Total Tax o.0o0
Met Total o.0o0
Total 0.00

Delete Cancel Save as Draft Calculate ml




