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Introduction to Coupa Munich RE

Munich Re has selected Coupa as the technology platform to streamline the procure-to-pay processes and enable electronic Purchase Order

and Invoice transmission.

Coupa is a leading e-Procurement platform, connecting buyers with their suppliers.

Coupa is an internet-based solution capable of accommodating a variety of different systems. (plug and play)
The Coupa Supplier Portal (CSP) will be used by Munich Re to request products and services, create and communicate Purchase Orders,

as well as receiving and paying Invoices.

l Suppliers |

PO, PO Change
Catalogs, Workflow

PO Acknowledgement

Munich RE =

3-way Match
Invoice




Introduction to Coupa
How will you benefit?

By working with Munich Re electronically, you will increase your order-taking efficiency, reduce

mistakes and delays fulfilling orders, be able to maintain a better presence with Munich Re.

] Greater control over the order processing.

] Ability for all suppliers to create electronic invoices improving efficiency and quality of transactions.

] Better communication and visibility with Munich Re.

] Improved directed buy for users to accelerate spend with our preferred suppliers.

] Improved quality & faster invoice-to-pay process with convenient visibility into the status of your invoices.
] No installation of hardware or software required.

] Web applications that are quick to set up and easy to use.

] Reduced manual paper transaction processing

= Best of all, it’s free of charge! There is no cost for you to transact through this application.

Munich RE =

Reduced
Manual
Handling

Reduced

Supplier
Costs

Accurate &
Efficient



Introduction to Coupa

Not just frustrating — Expensive for both parties!!

45

o
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Munich RE =

Enables Suppliers to create legally compliant electronic invoices in their
country of origin

Coupa reviews and implements invoice under all applicable laws,
going far beyond just tax related requirements.

Uses best effort to deliver high quality data, taking structured data directly
from the source instead of utilizing other sources (e.g. paper scanning)

Guaranteed delivery of invoices
Better visibility and increased straight-through processing

Fewer exceptions, fewer calls/email exchanges, a chance to get
paid on time

Easier audits, better transparency

Coupa invoice channels are clearly defined so everyone knows his
duties



Introduction to Coupa Munich RE

Supplier participation is key to project success
You will get support with requirements deriving from electronic processing if needed
Coupa is lifting suppliers globally to new levels of legal and commercial compliance
Coupa can enable you by:
Pushing legally required data fields per country (Tax and Commercial Laws)
Applying population rules to ensure presence of data (Line descriptions, VAT IDs etc.)
Applying validation rules to check accuracy of data where possible
Allowing you to immediately correct invoice data in case of errors
Using state of the art digital signatures according to locally applicable laws

Coupa saves all legal and compliant electronic invoices in the Coupa Supplier Portal, where suppliers can access and
download them



Introduction to Coupa
Coupa: 4 doors to send invoices to Munich Re

cXiL KOF Al PDF Paper

FREE ENTRY FREE ENTRY FREE ENTRY FREE ENTRY
DIRECT PORTAL AP INBOX
CONNECTION INVOICESMASH

© ©

Munich RE =



Introduction to Coupa Munich RE =
Invoice Transmission Methods

Transmission method

-3 5 ~
—>.‘:,-1 " > =

Supplier submits the PDF-
file via Email to a specific
Munich Re Mailbox:

MunichRe-invoices@mail.coupa.readsoftonline.com

Munich Re receives
invoice in Coupa

PDF Email Supplier creates from
his invoice a PDF-file.

3 Ivorce “
‘——»,g :{:& ;%} —> ‘ :8)

Supplier Supplier Coupa Supplier Supplierlogs Supplier flips PO Munich Re receives
receives a want to Portal (CSP) into CSP into invoice invoice in Coupa
Munich Re invoice

purchase order

o 8

cXML Munich Re receives

(machine to machine invoice in Coupa

integration)




Introduction to Coupa Munich RE

After reviewing this documentation you will have gained a basic understanding of the Coupa system and it’s introduction at Munich Re.

You will be ableto:

Register and setup your profile on the Coupa Supplier Portal (CSP).
Perform basic navigation of the Coupa Supplier Portal (CSP).
View/manage purchase orders through the Coupa Supplier Portal (CSP).

Create invoices/credit notes within the Coupa Supplier Portal (CSP) via the “PO flip” functionality.

10



Introduction to Coupa Munich RE =

Purchase orders sent from Coupa will have a haming convention of a 7-digits number #XXXXXXX (e.g. 0000307) and will require invoice

submission through Coupa via the new electronic invoicing procedures.
Any purchase orders received that do not contain the #XXXXXXX naming convention should be handled using the current processes.

Your local contact may still send POs to you manually for the foreseeable future, so please confirm all orders with the requester.

Munich Re is requiring electronic invoicing through Coupa, allowing suppliers to use the Coupa Supplier Portal to simplify & streamline the

receipt and acknowledgement of purchase orders and the submission of invoices to Munich Re.

11



Introduction to Coupa Munich RE

Munich Re will use Coupa’s Compliance-as-a-Service module.

As a supplier, you authorize Coupa to generate an invoice on your behalf based on invoice data you have provided. Coupa will send the PDF

invoice to you and to Munich Re.

Coupa generated PDF invoice is the only legal invoice for you and Munich Re. You are required to use the Coupa Invoice to file your VAT

declaration.

Subsequently, you explicitly agree to refrain from creating and sending your own invoices for these transactions outside of the Coupa platform or

to attach any invoice images to the Coupa transaction.

12
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Registration and Setup Munich RE =
Transactions in Coupa Via CSP

= With the help of Coupa, Suppliers will be able to quickly receive and acknowledge

POs, and create electronic invoices via online platform.

= As a Supplier, you will have the ability to :

1) Manage your company information
2)  Configure your PO and invoice transmission preferences

3) Create an online catalog

4)  View all of your purchase orders

5) Create and manage invoices to Munich Re



Registration and Setup Munich RE =
Connection to Munich Re via Coupa

It is imperative that all suppliers connect to the Coupa platform to transact with Munich Re successfully. Each of the below steps must

happen before a supplier can properly interact with Munich Re:

Update Accept Transact with
Contact Invitation

Details from CSP

Update
Account

Munich Re

* Notify Supplier * Will come from » Add users * Receive POs
Enablement Team of “Coupa Supplier » Update profile » Acknowledge POs
key contacts Portal” - Merge accounts « View PO details

« Identify Primary * Will be delivered to the - Update Banking * Create Invoices
contact primary contact details

* May land in junk mail
» Must be a unique email
address



Registration
How to join Coupa Supplier Portal (CSP)

Munich RE

You will receive an invitation email to the Coupa Supplier Portal from Munich Re with the subject line:

“Action Required from Munich Re - Click Below to Join Coupa”.

If you did not receive an invitation email, please send a request to: Procurement@munichre.com.

Please alert your team to keep a look-out for this
invitation and act upon it when it is received. Be sure
to click only on the direct link ,Join and Respond* (1)
at the bottom of the email invitation for CSP account
registration. This will take you to the registration

screens where you will complete your profile.

If you’re not the right
person or you'd like
someone else to

register instead, you can
later in the process
forward the invitation.

Munich RE =

Munich Re Test Profile Information Request - Action Required

Z,zcoupa
Invitation of Munich Re to the Coupa Supplier Portal .

Dear business pariner,

Munich Re would like to connect with you on the Coupa supplier portal, Munich Re's e-commerce platform. This information is required to enable you to work with us
electronically.

Coupa's supplier portal is completely free of charge, can be set up quickly and helps you to communicate and conduct business with us more effectively electronically.
Once registered, you can interact with Munich Re and, e.g. receive orders, create and manage invoices and catalogues, receive real-time notifications and much more.
Learn more about the following links and use the blue "Join and Respond” button to either register or to forward this information to another persen in your organisation.

- Link- Quick-Start Guide, which supports you during the registration (English version)
- Link: Quick-Start-Guide, der Sie bei der Registrierung unterstiitzt (German version)

Note: Failure to register may affect your ability to de business with us. Please let us know if you are unable to register for any reason. In this case, please send us an
email to coupasupplieradaption@munichre com.

We offer online trainings for registration and invoicing in Coupa. If you are interested, please send an e-mail to stefan.himmler@coupa.com.
Welcome!

Kind Regards
IMunich Re — Procurement

Join and Respond | o

16
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Registration
How to join Coupa Supplier Portal (CSP)

You will first be asked to create your password (1) for the Coupa Supplier
Portal.

Once the fields are complete, check the Privacy Policy and review Terms of
Use, then check box and click “Get Started”. You will then be asked to
complete the Munich Re profile form.

If you are not the right person, you can forward the invitation to the
appropriate individual (2).

Note: The language can be changed at any time at the bottom of the Portal.

zcoupa

Business Spend Management

B4 Engiish (US)

Munich RE

spzcoupa

Create your business account

Munich Re is using Coupa o transact electronically and communicate with you. We'll walk you through a quick and easy
setup of your account with Munich Re so you're ready to do business together.

Email

Password

Password Confirmation

1 accept the Privacy Policy and the Terms of Use.

Having an issue with signup?

Forward this fo someone e

17



Registration

How to join Coupa Supplier Portal (CSP)

Munich RE =

Would you like to offer discounts to get paid faster? @

Payment dscount peferences.

v

‘‘‘‘‘‘

vvwvw

Zxcoupa

[ 1

Once you have clicked on the
“Get Started” button, you will be
forwarded to the next screen to
enter your address. Click
“‘Next” if you have done the
entry.

4

You are now in the (Terms of) G)
Payment-Screen.

Please do not add the terms of
payment here, as these are
entered by Munich Re according
to your contractual agreements
with us.

Please click “Next” to finish this
wizard.

We need now some
information in our Munich
Re profile form. Therefore
please click on "Take me
there" to open this
guestionnaire.

Munich RE

X

£3coupa

Munich RE
[ ]

Tell us about your business @

©) Al cone or . On your st iveice with Murich R, we wil gusde you fheough yout legal ey

Munich RE

o —9

You are one step away from doing business with Munich Re!

Munich Re requires some additional information

18



Registration
Completing the Munich Re Profile form

Please complete the questionnaire in the “Munich Re*” profile as follows:
(Some fields may have already been completed by us - please check the

data entered and correct if necessary.)

Address:
Please have the following information ready:

*Street
*Postcode
City
*Country

This comment field (1) serves us to send you information in case of
an update request. There is nothing to be entered here from your side.

"Legal Name" (2) is the official name of your company.
"Company Name" is the name by which your company is also known.
(e.g. "Miinchener Ruckversicherungsgesellschaft AG" and "Munich Re")

Then enter the main address of your company under (3).

Munich RE

£,3coupa supplier portal

Home Profile Orders

Your Public Profile  Your Cus

Munich Re Test
Supplier Information

Comment

9 * Company Name

*Legal Name

* Primary Address

Country
Address Name

Street Address

Street Address 2

City

e State Region
Postal Code
Location Code
PO Box

PO Box Postal Code

Service/Time Sheets ASN

Invoices. Add-ons

Catalogs

Sample Gompany Inc.

1. Company Information

JOHN

Admin

Profile | Munich Re Test

NOTIFIGATIONS €D HELP

1.1 Basis Data

Sample Company Inc.

Sample Company Inc

Germany -

Main Street 1

Wiunich

80802

19



Registration Munich RE =

Tax numbers and contact details:

Please have the following information ready: o i
VAT ID
*PO e-mail (the e-mail address to which orders should be sent) e i
*Accounting contact e-mail (the e-mail for your bookkeeping/accounting)
*Main contact (e.g. Director, key account, etc.) (first and last name, e- 9 * PO Email \@gmail.com | @)
mail address)
0 * Accounting Contact i@gmail.com
E-Mail
Please check that the VAT-ID (1) is entered correctly.
If you do not have a VAT-ID you can enter a different tax number here (2). 1.2 Key Account Manager
The PO email address (Purchase Order) (3) is the email address to which Primary Contact (Only:orie can'e

orders are sent in your company.

First Name John

@

The Accounting Contact Email address (4) is the email address where we
can contact your bookkeeping / accounting department. Lot Nowe. | Do

Email address ) i@gm o
Under (5) you can enter the main contact person of your company for

Munich Re. (Initially, the contact person for Coupa Onboarding may also

be named here. You can change the details at any time).



Registration

Questions on corporate responsibility:

Question 3.1:

Question 3.2:

Question 3.3:

Question 3.4:

Confirm that your company/firm is committed to application of
the "10 principles of the UN Global Compact".
If not, please state why not.

Environment: Are you able to confirm that over the last 12
months there have been no serious incidents that adversely
affected your company’s reputation or its environmental
record, and that no information on events of this nature has
been published or distributed?

If you are not able to provide this confirmation, please give
details of the events concerned.

Human rights: Are you able to confirm that over the last 12
months there have been no serious incidents that adversely
affected your company’s reputation or its human-rights record,
and that no information on events of this nature has been
published or distributed?

If you are not able to provide this confirmation, please give
details of the events concerned.

How do you guarantee compliance with human rights and
environment regulations within your own supply chain?
Give a brief description of the procedure you have in place or
provide a link to your own commitments.

*3.1 UN Global
Compact record

Link: UN Global
Compact

3.2 Environmental

record

* 3.3 Human rights

record

* 3.4 Compliance in

Supply Chain

Munich RE =

2. Corporate Responsibility

Corporate Responsibility is an integral component of Munich Re sirategy and is of relevance for all our business fields and activilies. We
also incorporate ecological and social aspects with regard fo the procurement of products and services.

Munich Re is a member of the UN Global Compact initiative. This commits Munich Re to the protection of human rights, the prevention of
forced labour and child labour, and the combating of corruption. Accordingly, as a requirement for cooperation, Munich Re also expects its

business paritners to commit to the principles of the UN Global Compact. Should these principles be violated, Munich Re reserves the rig|
to exiraordinary terminafion of an agreement for good cause.”
Do you confirm that?

Yes' No

5 hitps: v unglobalcompact org/what is

In the past 12 months, have there been any serious events related to environmental issues that have negatively impacted your company
reputation and have been published in the media? (refers, for example, to violations of environmental regulations)
Yes® No

In the past 12 months, have there been any serious events related to human rights issues and compliance with labor laws that have

negatively impacted your company’s reputation and have been published in the media?
Yes© No

a link to your own commitments.

ht

'

How do you ensure human rights and environmental compliance in your own supply chain? Describe the implementation in brief or provide

21



Registration
Bank Account Wizard 1/8

Bank details:
Please attach a document (2) confirming your bank details (account
and account holder) that you intend to enter. To do this, click on

“File™

Click on the “Add Remit-To” button (1) to add the recipient of
payments (i.e. your bank details). You will then be forwarded to a
wizard, which will lead you automatically through the process of
setting up your account:

Use the

button to start the proCess
of setting up thefank data
required. A" wizard will
guide /yb'u through the
proe€ss and the next
_-Pages. Complete all of the

-~ fields on the following
- pages.

Choose a Remit-to Location below - Recommended
It's a few more fields, but provides compliance, venification, and re-usability Othenwise, ciick
‘Cancel" to add info to your customer's form manually.

Choose existing or create new Remit-To Address:

<
,/

| @ Create New Remit-To Address f

Cancel

Munich RE

“Create Ne,\Af'

3. Bank Details

Please add your bank accounts beneath. Press the button "REMIT to ADDRESS" to create an account. Please click on "File” to add the
document of proof of your bank account. You can add as many bank accounts as you wish. To remove an existing bank account you need
to deactivate it and create a new one.

Remit-To Addresses

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

Add Remit-To o
’

-
7 *Please add a document of proof to every bank account listed below

* Attachments Add File e

22



Registration
Bank Account Wizard 2/8

Please have the following information ready:

*Name of legal entity
*Country

The selected country determines the following questions,

which may vary depending on the country. The process for
Germany is shown in the following.

Click on the “Continue” button to go to the next step.

Munich RE

Where's your business located?

Setting up your business details in Coupa will help you meet your customer's invoicing and payment
requirements. For best results with current and future customers, complete as much information as

possible.

* Legal Entity Name | Sample Company Inc.

Country | Germany [

This is the official name of your
business that is registered with
the local government and the

country where it is located.

core

23



Registration Munich RE
Bank Account Wizard 3/8

You should enter general information on your company here. Miscellaneous Information
Please have the following information ready:
- Directors (names of board directors) Setting up your business details in Coupa will help you meet your customer's invoicing and payment
K f requirements. For best results with current and future customers, complete as much information as
- Lega orm or company possible

- Registered office

- Chief Executive Officer
- Registrar of Companies
- Number in commercial register Country | Comany -

* Board of Directors | Max Eil

* Legal Entity Name = Sample Company Inc.

Conducling business in certain
countries requires your invoice
to contain specific information

* Legal type of company | Inc. about your company.

* Registered seat | Munich

Steve Meyer

If you do not have a board of directors, enter the manager/owner. " Chairman of the Board

* Court of registration | Munich

* Commercial Register & | HRB12345675
Number

Remark if company in
liguidation v

Click on the “Save & Continue” button to go to the next step —

24



Registration
Bank Account Wizard 4/8

In the next step, you have the possibility of preventing customers from
seeing the information entered. You then continue the process, entering the
following:

- Sender address
- Bank account details
- Tax number

Enter the information required:
From what addresses will your invoices be issued? Enter the following:

1. An invoice (billing) address

The invoicing party's address appears on the invoices; in some countries it is even mandatory. If you
have a simple business structure, you may also use this address as the payee and the delivery
address. If not, uncheck the boxes to specify a different address for it.

2. A Beneficiary (Remit-To) address
Uncheck this box if your payee address is different from the legal entity address or if you have multiple
payee addresses.

3. A sender (ship from) address

Uncheck this box if your sender address for deliveries is different from your legal address or if you have
multiple locations. It is recommended that you include this information on the invoice if the addresses
differ. This information is mandatory in many countries.

Munich RE

Tell your customers about your organization

Which customers do you want to see this?
@Al
] Munich Re Test
What address do you invoice from? o
*Address Line 1 | Mainstrest 1
Address Line 2 REQUIRED FOR INVOICING
«City | Munich Enter the registered address of
your legal entity. This is the
State
same location whers you
* Postal Code | 50802 [ ] receive govemment

documents.
Country Germany

[£] Use this address for HEmil-Tuo
51 Use this for Ship From address @

What is your Tax ID? @

Country | Germany ~
*VATID | DE530200260

[ I don't have a VAT/GST Number

Add additional Tax ID

Miscellaneous
Irvotee-FromrEode [ ]

Preferret tamgmage | English (UK) - »

Cancel Save & Continue




Registration
Bank Account Wizard 5/8

Now enter your bank details. Please enter only one bank account per currency.

We recommend that you complete the following fields even though only the IBAN
is a mandatory field because the information will then also be saved in your
profile.

Please have the following information ready:

Country of bank account

Currency

Name of bank

Name of beneficiary (optional)

Bank code (please select “Routing Number”)
Account number

IBAN

SWIFT/BIC (if your SWIFT/BIC is shorter than 11 characters, please fill up
with “X”)

Type of bank account

Address of bank (optional)

Click on the “Save and Continue” button to confirm the information you have
entered.

Munich RE

Where do you want to receive payment?

*Payment Type  BankAccount

Banking information @
Bank Account Country: | Germany
Bank Account Currency: | EUR
Bank Name: | Deusche Bank
Beneficiary Name: | Sample Company Inc

Routing (Bank Code) | Routing Num ~ || 10070000
Number:

Account Humber:

Confirm Account
Number:

*IBAN: | DEOO10070001
SWIFTIBIC Code: | DEUTDEBBIXXX

Bank Account Type: | Business

Bank address

Address Line 1
Address Line 2:
City-
State-

Postal Code:

What is your Remit-To Address?

Address Line 1 Mainstreet 1
Address Line 2
City Munich
State
Postal Code 50302

Country Germany

B ===
Mote: Banking info added here
is NOT automaiically sent to
your customer(s). i they don't
have it siresdy - plesse use
their payment info change
process {which may be outside
of Coupa for some buying

arganizations). @

-

26



Registration Munich RE =

In the next step, you may add more beneficiaries if you wish. If no further beneficiaries are to be set up, click on Next.

Where would you like to receive payment? Where do you want ko recelve payment?
]
— If you would like to receive payments at an address other than that
entered above, click on “Add Remit-To” and add a new address.

Remii-To localions let your cusiomers knaw where fo send payment for their invoices. Click Add Remil-To to o Add RemitTo
204 more ocaions, olherwise cick Next
Remit To Address Status

Mainstreet 1 Active Manage

— If you wish to use the same address, click on “Next”.

e %zl
Where do you ship goods from?

Where do you ship goods from?
— If you send goods from a location other than that at which your legal
entity is registered, click on “Add Ship From” and add a new address.

— If you wish to use the same address , click on “Done”. For many countries including different shipping details on the invoice is required f they are diferent to where o,,dd Ship From

your legal entiy is registered

Title Status
mun r‘\:':reel 1 Active Manage
80802
Germany
%ﬂ:
. . Setup Complete
If all data has been saved, you return to the basic data entry form overview .

by clicking “Add now”.

o (I



Registration
Bank Account Wizard 7/8

You should now see the account details just entered. You can then finish
the process:

Use the “Submit for Approval” button (1) to transmit the information
to Munich Re for checking and approval:

You can now also copy the information into your public profile (1):

Save This Information to Your Public Profile?

With a complete and current profile, you can:

Q 3 A

Get discovered by Coupa's buying Help your other Coupa buyers link to your Set early pay discounts and more

community account
Not Now Yes, Copy to Profile

Munich RE

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

Remit-To Address

New Bank Account: Please keep in mind thal only ane single bank account per currency is to be added and that only cne single bank €
account will be used for all payments to you!

Account Data

Beneficiary Name Sample Company Inc.

=000 [ ]

Please provide IBAN if possible

IBAN Number =*===*

SWIFT Code (BIC) DEUTDEBBXXX [ ]
Bank Account Number  **000
Bank Country ~Germany -

Bank Account EUR ~
Currency

Bank Routing Number 10070000 0

Bank code

Bank Routing Numbers

" more info | 2 ipsdfmeveroutingnumbers.org/

Decline Save Submit for Approval

28



Registration
Bank Account Wizard 8/8

You can then see your entered data in your profile under “Legal entity”:
Click on the “Save” button (1) to finish this step.

Congrats! You have now completed set-up in the CSP and can wait for
approval from Munich Re.

p=
>

s

As soon as you receive confirmation from
Munich Re, we’re ready to go!

")-\__//\

By the way:

As soon as you log in again in the

Portal
(https://supplier.coupahost.com/), you will see this window. You can log into

Coupa Supplier

the CSP with your e-mail address and password:

Munich RE

Financial & Legal Information

A Accelerate Disabled Edit Preferences

Currencies | Select Some Options

DUNS Number

(3 Manage banking information, remit to location, and more in Legal Entity setup.

Legal Entity

Sample Company Inc

Invoice From Remit.-To Accounts
Mainstreet 1 Bank Account 1 customer
Munich
e Bank Name  Deusche Bank
Germany Beneficiary Name
Account Number =
Transit Gode

IBAN =

SWIFT/BIC Code =

Remit-To Address  Mainstreet 1
Munich
80802
Germany
Active

Add Legal Entity

[ Actons |

Locations Customers
Mainstreet 1 Munich Re Test
Munich

80802

Gemmany

f@coupa supplier portal

Register

New to Coupa? Create your account or click here for help

First Name
Last Name
Company

*Email

LogIn

Welcome back! Login or click here for help.

* Email Address | Email Address

*Password | Password

Forgot Your Password?

29
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© ®©® N o 0 &

Manage your Account
Home-Screen

Once you click the emailed link and sign up for the CSP, you will find the
Home-Screen with a rough summary about (your internal) registered
users and customers you are connected with via the CSP.

In the middle of the home page, is an "Improve Your Profile" button. This
will allow you to add various pieces of information about your company to
your public profile. Please note that any changes you make to your public
profile will be available to any of your customers that are using Coupa, not
just Munich Re.

On the right-hand side you are able to Merge Accounts if you have
multiple Coupa Supplier Portal accounts.

At the top is the Admin tab

At the top you find also your user-settings

Access to public and customer profiles

Access to manage orders of your customer

Access to manage invoices to your customer

Notifications sent to you (optional as e-mails)

£,scoupa

Home

supplier portal

Munich RE =

THOMAS v | NOTIFIGATIONS @) | HELP

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

8 4

Recommended: Complete your profile to get paid faster and get discovered Leam More Announcements viewan o

Profile Progress

I N ~ . ~ I Your Profil
— e Y- One-Click Savings veas

Profile Summary

) Banking Infa

) Diversity Info ) Accelerste

Website
ndustry

About
Established

Top Commodities
Currencies

Diversity

Corporate Social 4 MSCI Inc.

Responsibility Rating

Public Profile

Last Updated

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

a3
L x Merge Accounts 6

G Connected Customers If your company has more than one GSP account, we
TR 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
) Bribery Policy

here

Latest Customers

Munich Re

itps:/iwww.

Manufacture of metal-forming...

Manufacterer of tools and screws

ndustrial machine tools
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Manage your Account Munich RE
Account Settings

= Once, you click the emailed link and sign up for the CSP, you can manage your account information.
= Click on your user and Account Settings.

= Edit your first name, last name, email* and password.

My Account sewings

THOHAS NOTIFICATIONS @ | HELP - setings User Details
Motification Preferences
BuSIneSS Performa ‘ otmcaton Preferences Authentication *First Name
Log Out * Email
AnnniincementS e anm Department | Sales -
Role | Sales Manager -
=

Change Password

* Current Password

* Password

Use at least § characters and include a number and a letier

* Password Confirmation




Manage your Account Munich RE
View and Manage Notifications

= On the Notification Preferences page, you will be able to select notifications you want to receive as well as the channel where you want to

receive the notification: online (“Notifications” in the CSP) - recommended, email - recommended, or SMS* (short text message).
(* SMS: You can choose to receive notifications in short text messages only if you have an SMS-capable device and you validate your phone number. SMS notifications are turned
off by default. Your SMS notification selections are deleted if you disable mobile phone verification. You can verify your mobile phone for SMS notification receiving on Security

and Two-Factor Authentication page.)

THOMAS NOTIFICATIONS G HELP ~ My Account Notification Preferences

You will start receiving nofifications when your customers enable them.

Account Seflings Setings
1 Notification Preferences
Business Performa I | Notification Preferences Announcements

Log Out i:;”e’ir":‘i:;;:'o‘:"“':““" New Customer Announcement Online [] Email [J sms
ANNNiNcemMentS e anm Catalogs

A new comment is received [4 Online Email O sms

A catalog is approved O ©Online [ Email [ sms

A catalog is rejected [ ©Online [] Email [ sms

A catalog is about fo expire O Online [ Email [ sms

Coupa Accelerate

Mew Early Pay Customer [ Online Email O sms




Manage your Account
Updating your Public Supplier Profile

Once, you click the emailed link and sign up for the CSP, you can verify and complete your Profile information.

Select Profile — Your Public Profile from the top menu bar.

Edit Company

Info

To start, complete your Public Profile*:

*Public profile is what other Coupa customers, aside Munich Re, can
see about your company on the CSP.

You can also edit specific profiles for each customer (Your Customer
Profiles).

Only information within the customer profile of Munich Re will be
transferred to Munich Re system.

Munich RE =

THOMAS NOTIFICATIONS €3 HELP

$xcoupa supplier portal

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

Contact Information
Address

Website ) hitps:/iwww.
Industry ¥ Manufacture of metal-forming. [

About #§ Manufacterer of tools and screws Primary Contact

Established

Top Commodities & Industrial machine tools Work Phone +49
Currencies § Mobile Phone +40

Diversity @ Fax Number +49
Corporate Social 4 MSCl Inc
Responsibility Rating

i

Description

Edit Profile

Click Edit Profile

= Confirm existing company information and complete any missing fields in at least the

General Information, Address, Primary Contact sections (Required fields are
marked with an asterisk)

= Click Save when finished
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Manage your Account
Invite internal Users 1/2

Add Users

If desired, you can allow additional users access to
your supplier account to perform all tasks*:

(*You can manage user permissions and customer access by
assigning certain users to only certain customers and by
limiting what types of documents they can access and what
functions they can perform with their assigned customers.)

= From the top menu bar, select Admin, then click Invite User
= Enter at least the employee’s email address in the Invite

User popup window and click Send Invitation

= You can restrict access to specific customers and

permissions by checking/unchecking customer name boxes
and permission boxes in the user table

NOTIFICATIONS ([

Catalogs  Business Performance  Sourcing  Add-ons = Setup

HELP -

Munich RE
Invite User
First Name [
Last Name
* Email
Permissions @ Customers

Al Al
Admin Munich Re

Orders
() Restricted Access to Orders

@A

Invoices
Nogs
E .
g
ice/Time Sheets
Restricted Access to Service/Time Sheets

An

lents

I Changes

e Now

fess Performance
cing

0EEEE

Cancel | Send Invitation |
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Manage your Account Munich RE
Invite internal users 2/2

Notification sample
After you have sent the invitation, the employee will receive an email notification, with a link to register.

srecoupa

Action Required for IRTestSupplier Supplier - Click Below to Join Coupa

HiNanda H,

A coworker invited you to join their account on Coupa. Once registered, you can view and manage purchase orders, create and manage invoices, getreal-time SMS aleris for these fransactions, and much more when working with buying
organizations that use Coupa

The Coupa Supplier Portal is completely free and helps you better fransact and communicate electronically. Find out more using the links below, and use the buttons to either register or forward this invitation to another person at your
company. Welcome!

Overview Learn more about the Need Help? Answers to Coupa Info Learn more about
Coupa Supplier Portal common questions and issues how companies use Coupa

36



Manage your Account Munich RE
Editing Users

You can edit and manage individual user access at any Edit user access for suppliemame
time:
Edit Existing User info
Users = From the top menu bar, select Admin, then click Edit

* First Name  suppher

under the desired User’s name
= Modify the specific permissions and customer access
by checking/unchecking respective boxes in the

“Last Name name

* Email

popup window user table Permissions Customers
= Click Save when finished . gc _
= For auditing purposes, Coupa doesn't allow users to be ksl

deleted. You can deactivate a user when you no B

longer want that user to be able to access the account. o Asws

You can also reactivate users later. e

Admin users m

Users Permissions Customer Access

Coupa Pay Customer 1




Munich RE

Manage your Account
Setting up and maintaining your profile

Once you have registered for the CSP, complete the information on scoupa supplier portal
your company. You can make changes directly from the homepage H e orer Severas - ——

. - . . ome rofile rders ervice/Time Sheets nvoices atalogs -ons
by using the “Improve your Profile” button or the Profile button in 1

the m en u . Action needed: Complete your profile to get paid faster and get discovered Learn More

Profile Progress Last Updated _
Improve Your Profile
One-Click Savings view

— 26% Complete (© 3 minutes ago

Option 1: Amend your profile via the homepage (1)
@, start saving today!

Profile Su mmary Explore deals for your company, exclusive to the
Coupa Community.

@ 1 Sx’. Merge Accounts

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

JOHN ~ | NOTIFICATIONS @ | HELP ~

Admin

Announcements view i ©

Legal Entity Registerac User

Option 2: Amend your profile via the Profile menu item (2) : erec

© Bribery Policy

Not seeing the account you want to merge with? Click
here.

Jomn | NoTiFicaTions @ | HELP~ lnfo  © Diversity Info  © Accelerate

g,3coupa supplier portal

Latest Customers

ASN  Invoices  Catalogs  Add-ons  Admin Company Inc

Home | Profile = Orders  Service/Time Sheets

2

Munich Re Test

Your Public Prof four Customer Profiles
Website ()
Industry &
Sample Company Inc. Contact Information Avout
Established “(_
Address Mainstrest 1
i Top Commodities &
Website @ Munich ‘
- 80802 Currencies §
Indus -
oy % Germany Public Profile @ Profile
About Primary Contact John Doe
Established t com
Top Commoadities & Work Phone
Currencies § Mobile Phone
Fax Number

Description

Edit Profile
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Manage your Account Munich RE
Public and client-specific company profiles

There are generally two different profiles: £:coupa supplier portal s~ | womrcaions @ | HeLP

— Public profile: contains genera| information on your company Home | Profile  Orders  Service/Time Sheets ~ASN  Invoices  Catalogs ~ Add-ons  Admin
(e.g. name, logo, area of activity, number of employees, profiles in VoS Ve S e R

social networks or contact information). Your public profile enables
other companies to find your company in the Supplier Portal | Generalinformation Address
Register and then contact you. The public information is stored in
the General information area.

*Name | Sample Company Inc. Address Line 1 | Mainstreet 1

Logo Address Line 2
— Client-specific company profile: contains general information of R == ‘ M: i
interest to customers or suppliers such as addresses, contact '“” o e
persons and contact details, and corporate identity information Country | Gemany -
(DUNS and VAT number). Full Bescription
stered Users o Primary Contact
Note: Changes to the client-specific company profile are forwarded © add Hew
directly to Munich Re, and our basic data system is updated. fen st * FirstMame | foin
Linkedin Prumem htip:/fwenw linkedin comicompany/99585 * Last Name | Doe

Data for the client-specific company profile is stored in the
Company details area.

Facebook Profile n hittp: /i facebook comiyourcompany *Email | s d@gmail com

- +493

Twitter Profile a htip:/iwenw twilter com/yourcompany Work Phone | B

Mobile Phone | [+ +497
Fax Number | ™~ +49

PO Delivery Email | jm s J@gmail.com

When you have made all the changes, click on “Save”. cance ([0
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Manage your Account Munich RE
Process for updating information - Changes/updates at vendor’s request

- Log in to CSP Register LogIn
New to Coupa? Create your account of click here for heip. Weilcome back! Login of Click here for help.
First Name * Email Address  Email Address
Last Name *Password  Password
Company m
“Emall Forgat Your Password?
[ e |
£xcoupa supplier portal JOHN~  NOTIFICATIONS @  HELP
= Choose from the top navigation "Profiles” (1) - "Your Customer
Profiles” (2) . VourPuble sl Your Cuor
. Munich Re Test Profile | Munich Re Test e ”
= Then select the profile of the customer you want to change (3) .
Applied L]

Supplier Information Sample Company Inc

= In the “Comment” field we will address our reason for the
change request. (4)

1. Company Information

1.1 Basis Data

Comment it

= With the button "Update Info" (5) you can enter the edit mode
of the form.

* Company Name Sampla Company Inc
*Legal Name  Sample Company Inc

*Primary Address

IPNVVN VNNV PV VIV VPNV S VPV VPV VYV VIV VY VPV VIV VN 4|

TV A ot

Update Info
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Manage your Account

Munich RE

Process for updating information - Changes/updates at vendor’s request

If you want to update and change data, you can do this in the update process by
simply overwriting the current data.

When changing bank data, please note that only a complete bank data
record can be updated.

— This means that you have to set the existing bank data record to be
updated to Inactive (1), then

— add anew bank datarecord (2).

— Don‘t forget adding the proof of bank account (3):

- Proof of bank account: A digital document proving that the bank account details you have
provided belong to your company. (Confirmation letter from the bank or copy/scan of (blackened)
bank statement) You must be able to upload this document during the completion process.

- Your bank details (Remit-To-Addresses) to which the payments should be transferred:
- Bank Code / Routing Number
- Account Number
- SWIFT/BIC Code
- IBAN Code (if EU)

To complete the change process, click on the “Submit for Approval” button (4) to
forward the update to Munich Re for approval.

3. Bank Details

Plesse add your bank accounts benesth. Press "ADD" fo create an sccount. You can add as many bank aceounts s you wish. To remove
an existing bank aceount you need to deactivate it and create 2 new ane.

*Please add a decument of proof to every bank account listed below.

Saved Attachments
Canfirmiation_of_bank_scoount docx

Attachments Add Fie e

Remit-To Addresses

Add one or more Remit-Ta Addresses by either filing out a new Compliant Invoicing Farm or chaosing an Existing Remit-To Address.

Add Rerit Ta e

Remit-To Address

Updste Bank Account: Please keap in mind that only one single bank account per currency is o be added and that only one single bank
account will be used for sl payments to you!

Account Data

Beneficiary Name  Sample Company Inc.

|BAN Numbar | =seemssescgo) (@)
SWIFT Code (BIC) DEUTDEBBXXX (]
Bank Account Number  ~**000
Bank Country ~Gemany -

Account Currency  EUR »

Bank Routing Number 10070000 (i}
Active [IEETS
Inactve
Decline Save s..' for Approval
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Manage your Account Munich RE
Process for updating information - Changes/updates at Munich Re’s request

If Munich Re needs your data to be changed or updated, you will receive an e-mail
from Munich Re requesting you to make the changes. Please use the “Update
Profile” button to |Og in. Please update your profile for Munich Re

Munich RE =

Zecoupa

ed
Munich Re asks you to update your company profile on Coupa, the e-commerce platform chosen by
Munich Re. This information is required to enable us to conduct business with you electronically.

Please use the "Update profile” button to log in. You will then be informed on the Munich Re profile page in
the "Comment” field which information should be updated.

Thank you!

Munich Re Procurement

Your Public Profile  Your Customer Profiles

You will find more information on the need for changes in the Munich Re Test .
upper comment field (1) on the Munich Re profile page.

Supplier Information Sample Company Inc.

1. Company Information

Comment |Hello John, please
change your street
address_ This seems

to be the old address
Thank you!

1.1 Basis Data

Please save your input when the changes have been made and
Ssubmit for approval to Munich Re.
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Purchase Orders Munich RE =

Your current open POs will go through a transition period. The PO transition strategy will have two scenarios:

PO sunset strategy :
The old POs will continue to be invoiced as usual, through the old invoicing method you are using today, until they are completed.

All new POs, sent to you after the Go Live date, will be sent through Coupa. As a result, all invoices for these new POs need to be
submitted through Coupa.
The old invoicing method will NO LONGER be in operation after the Go Live date.

PO cutover strategy :
Open POs will be converted from our legacy system to Coupa. Converted POs will have a nhew PO number. The hew PO number will be

communicated to you in a separate communication, once the transition is completed.
To be able to migrate the POs to Coupa we will have a short blackout period in which we will not be able to process invoices or create new
POs. The short blackout period for invoicing against the cutover POs will be communicated to you in a separate communication.

Please DO NOT submit invoices during the blackout period, as they will not be processed.



Purchase Orders
Receive & View Orders (1/2)

Regardless of the PO delivery preference set, you will have access to POs within CSP.

Select Orders from the top menu bar.

Munich RE

xcoupa supplier portal

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

Coupa Software

# About Value as a Service
¥ Industry Software

) Website http://www.coupa.com
<, Established 2006
At Employees 500-1999

Improve Your Profile

About

Ensure Customer Success, Focus on Results, and Strive for Excellence

Public Profile

https://supplier.com/publicprofile
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Purchase Orders Munich RE
Receive & View Orders (2/2)

= A Purchase Orders screen will display and show all purchase orders sent by Munich Re. Please choose Munich Re at Select Customer.

= Tofind purchase orders, you can use the Search functionality. You can also sort by column headers by clicking on any of the column headers (PO
Number, Status, Acknowledged At, Items, Unanswered Comments, Total, and Actions).

= In addition, as you start to receive multiple purchase orders, you can use the View functionality to filter the purchase orders.

= All purchase orders on this screen are hyperlinked, and you can view additional information about the purchase order by clicking on that blue
hyperlink, i.e. PO Number.

f,:;gl:nupa supplier portal THOMAS ~ | NOTIFICATIONS (@) | HELF

Home  Profile  Orders = Service/Time Sheets ASN  Invoices  Catalogues  Add-ons — Admin

Orders  Orderlines  Returns  Order Changes  Order Line Changes  Deliveries

T i
ISElect Customer ~ I

" Configure PO Delivery
Purchase Orders

Instructions From Customer

Coupa provides two channels in which suppliers can take action over the POs raised from Munich Re: SAN which allows you to take action over the PO directly in
your mailbox or the Coupa Supplier Portal (CSP), which requires the creation of a free CSP acsount

Click the == Action to Invoice from a Purchase Order

View v |Ssa-c-| l

PO Number | Order Date  Status Acknowledged At Items Unanswered Comments Total Assigned To Actions
| 0001520[06/07/2020  Issued Mone 9 Each of Testmaterial No 200.00 EUR E;@
2 Each of Testmaterial 2
000157001/07/2020 Issued Mone Consulting Ne 3,000.00 EUR ;l Create invaice far PO #0001590
0001550 26/06/2020  Issued 30/08/2020 Consulting Ne 3,000.00 EUR.
0001558 [26I06/2020  Issued Mone Consulting No 3,000.00 EUR
0001557 [26/06/2020  Issued Mone Consulting No 3,000.00 EUR.
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Purchase Orders
Acknowledge Orders

The page refreshes to display the PO details and shipping address.

Munich RE

Check the Acknowledged box (1) to let the requester know that you have received the PO and will act. Munich Re can see the status update

(*If you do not agree with any aspect of the order, please send your concerns or requests to the requester’'s email address)

= You can print the PO in PDF version by clicking Print View.

Purchase Order #0003037

Status Issued - Sent via Email o Sh\pplng

Order Date 02/03/21

Ship-To Address
Revision Date 02/03/21

Requester
Email

Payment Term Terms DDP

Delivery Info

Attachments And None
Comments

Acknowledged o

Assigned to I

1

‘ /
s

Lines

h 3Une Number 0—9  ~ |

Type  hem Qty
o est

Unit Price
1 EACH 200

Part Number  Special Requirements
None None

\ Perpage 15 45 90

Total Invoiced

200 0.00

Total 2.00 usD

Save =1 Print View

Create Invoice

47



L

ooo
s
. *
L
ooo
. oo
LI
A4 .
‘..‘
el
"~
-

@®
o
>
@)
@)
L
=
=
0
(0]
Q
o
>
=
Q
C
o
e
(®]
Q
L
(@)}
=
+—
@©
(]
LS.
@)

n
b
&)
@)
>
-



Invoices — Coupa Supplier Portal (CSP) Munich RE
CSP Orders — Viewing orders

The Orders tab at the top of the home page will display all Purchase Orders sent by Munich Re. Use the Search functionality to find purchase
orders by number. You can sort by column, by clicking on any of the column headers (PO Number, Status, Acknowledged At, Items, Unanswered
Comments, Total, and Actions). View functionality should be set to “All”.

All purchase orders on this screen are hyperlinked and you can view additional information about the purchase order by clicking on the blue PO#
hyperlink.

Zcoupa supplier portal THOMAS~ | NOTIFIGATIONS @) | HELP -
Home Profile Orders = Service/Time Sheets ~ ASN Invoices Catalogues  Add-ons  Admin

Orders Order lines Returns Order Changes Order Line Changes Deliveries

T T
IEeIent Customer - |

Configure PO Delivery
Purchase Orders

Instructions From Customer

Coupa provides twa channels in which suppliers can take action over the POs raised from Munich Re: SAN which allows you to take action aver the PO directly in
your mailbox or the Coupa Supplier Pertzl (CEF), which requires the ereation of a free CEP acsount.

Click the = Action to Invoice from a Purchase Order

View ~ l Search k 'l

PO Mumber | Order Date  Status Acknowledged At Items = Total igned To  Actions
| 0001520§06/07/2020  Issued None 9 Ezch of Testmatarial No 280.00 EUR E%
2 Each of Testmaterial 2
000157001/07/2020  Issued Mone Consulting Mo 2,000.00 EUR ;] Create invoice for PO #0001590
0001550 |26/06/2020  lssued 30/D6/2020 Censulting Ne 3,000.00 EUR
0001552 26/08/2020  Issued MNone Consulting No 3,000.00 EUR
0001557 [26/08/2020  Issued Mone Censulting Ne 3,000.00 EUR
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Invoices — Coupa Supplier Portal (CSP) Munich RE
CSP Orders — Viewing orders

= Set your PO delivery preferences by clicking the Configure PO Delivery button.

Let Munich Re know how you'd like to receive purchase orders by entering an email address or cXML credentials. For cXML requests,
please reach out to us at: Procurement@munichre.com

Home @ Profile | Orders  Service/Time Sheets ASN  Invoices  Catalogs  Admin

Order Lines

Orders

Select Customer | Ingersoll Rand -

Configure PO Delivery

Purchase Orders

Instructions From Customer

Rand is driving strategic improvements in the way we purchase and pay for goods and services. One of the benefits of these changes is more consistent, on
s intended for suppliers that provide materials and/or services to Ingersoll Rand focabions and provides the standard
1o receive payment from Ingersoll Rand. Please review with all personnel involved with customer invoicing and update y|

Configure PO Delivery for

y bow how you ‘Your customess wil be sble to select from these options to
send When you fillout these f customer

v seacn

Method | Email v

PONumber OrderDate  Status  Acknowledged At ltems Unanswered Comments Total =
PO oo
I CPO-10000207 08106/18 jssued None 1 Each of Training item 1 No 500.00 USD o o
CPO-10000202 03102113 Soft Closed 0802118 1 E3ch of Training Item 1 No 500.00 USD (S o
o
CPO-10000201 08/02118  Soft Closed 08/02/18 1 Each of Training tem 1 No 4,000.00 USD S

1 Each of Training ltem 2 XML Supphor Domain

CPO-10000200 08/02/18 Soft Closed 08/02/18 1 Each of Training #em 1 No 4.000.00 USD
1 Each of Training item 2

CXML Sapplier identity
CXML Sacrot

XML Protocol


mailto:Procurement@munichre.com

Invoices — Coupa Supplier Portal (CSP) Munich RE
CSP Orders — Viewing orders

= When you click on a purchase order blue hyperlink the purchase order will open.

PO Number Order Date Status Acknowledged At Items Unanswered Comments Total Actions

I CPO-10000207 D3/06/18 Issued Mone 1 Each of Training item 1 Na 50000USD =_ E_i
CPO-10000202 03/02/18 Soft Closed 03/0213 1 Each of Training ltem 1 Mo 500,00 USD
CPO-10000201 03/02/18 Soft Closed 03/02/12 1 Each of Training ltem 1 MNo 4.000.00 USD

1 Each of Training ltem 2

= Atthe top it will show you: Select Customer v

= Status, Configure PO Delivery
= QOrder Date,

= Revision Date,

Purchase Order #CP0O-10000207

Status llissued - Sent via Email S."]'meg

Order Date§02/06/128 s
Ship-To Address 300-E Beaty Street

= the original Requester, Revision Datel]03/06/18 Box 840

Davidson, NC 28038
United States
Email}landrewemery@kpmg.com Location Code: US122456
Aftn: Andrew Emery

Requesterf] Andrew Emery

= the requester’s Email,

= the Payment Terms you've negotiated Payment TermfInets0
Wlth Mun'ch Re, AttachmentsfNone Terms None
Acknowledged|

= Attachments.

= In the upper right hand corner you can see the shipping address.



Invoices — Coupa Supplier Portal (CSP)
CSP Orders — Viewing orders

= Scrolling down you can see the Lines on the purchase order. Here you can see

= The type of order QTY or AMT

= Quantity Ordered and Price

= A Description of what has been ordered

= How much has been invoiced against the purchase order.

= By clicking on "acknowledged" you confirm the receipt and content of
the order.

= Create Invoice will take all of the PO information and turn it into aninvoice.

= Print View will open another window displaying additional information, such

as currency and contact information and Munich Re Terms & Conditions.

= The Comments section will allow you to add comments to the purchase
order.

Munich RE

=
Munich RE = San o
Purchase Order #0001565
Status. Issued - Sent vis Email Shipp\ﬁg
Order Date 06/28/20
Ship-To Address Koeniginsirasse 107
Revision Date 06/28/20 80802 M nchen

Germany
Requester Andreas Schiemes Atin: Andreas Schismer

Email aschiemer@munichre.com
Terms DOP
Payment Term DE28-SAPMRE (within 14 days 2 % cash discount

8D days Due net) > Shipment Tracking [+ 2

Delivery Info Mone

Mo shipment tracking
Attachments one

Acknowledged £

Assigned to
Lines
1 Type ltem Qty Unit Frice Total Invoiced
R Tesm 10 Each 100.00 1,000.00 0.00
Need By Name Part Number
06/30/:20 None None

Perpage 15 1 45 | 80

Total 1,000.00 =ur

Create Invoice Save =i Print View
Comment v
Enter Comment
Add Comment
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Invoices — Coupa Supplier Portal (CSP)
CSP Orders — Creating an invoice

=  As seen in the previous slide, you can create an invoice by clicking on the create invoice button when you review your PO.

= You can also create an invoice in the Orders view.

= Onthe Home page of the Coupa Supplier Portal click on the “Orders” tab.

$,scoupa supplier portal LYNN~ = NOTIFICATIONS @ = HELP~

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

Merge Accounts

If your company has more than one CSP account, we
try to list it below. Consider merging them to reduce

# About
S Industry confusion for existing and potential customers.
) Website Not seeing the account you want to merge with? Click
(. Established here
2 Employees

Coupa Training Supplier

Improve Your Profile

Request Merge Remove

About

Latest Customers

Public Profile

https://supplier-test coupahost com/suppliers/public/24391

Munich RE =
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Invoices — Coupa Supplier Portal (CSP)
CSP Orders — Creating an invoice

Click the Gold Stack of Coins in the actions column of the purchase order you want to invoice.

PO Number Order Date Status
I CPO-10008495 02/22/19 Issued
CPO-10008465 02/13/19 Issued

Acknowledged At [tems

Mone Security Services E2E 8 No

None Security Services E2E 8 No

Unanswered Comments Total Actions
100,001.00USD “=Eg
E-

20000USD =g

Munich RE

You will be taken to the Create Invoice page and the Choose Remit-To Address pop-up will display. Select the address you would like to remit-to by clicking

Choose.

If there is only one Remit-To address stored in your profile, then Coupa will default to that address and there will be no pop-up to choose an address. If there is no

Remit-To address stored, Coupa will ask you to create one. After the address is selected/entered, you can begin to build the invoice.

=
Munich RE ==
Create Invoice cres=

General Info From

* Invoics # * Supplier ¢

*invoice Date | 082820 (i * Supplier VAT ID -

Choose Remit-To Address - (X]

Most Recently Used

123, Central Avenue
Washington, 90423

SWIFT Code: B

United States
United States
! 1234, Central Avenue g Choose P
Washington, 90423
United States
United States
A
Bk Recount NOmber. <0000
IBAN: s

= -
Munich RE == San Out
Create Invoice crese

General Info From

*Invoice # * Supplier ¢
*Invoice Date | 062820 il * Supplier VATID ~

Payment Term DE38-SAPMRE (within 14 days 3 % cash dissount 60 * Invoice From Address ¢
a2y Due ety

*Currency | EUR ~
Delivery Number

Status Draft -

Supplier Note
Attachments @ Add Fie | URL 1 Tex # Remit-To Address

Margin Scheme

Bank Name:
Beneficiary Name: &

Bank Account Number.
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Invoices — Coupa Supplier Portal (CSP)

CSP Orders — Creating an invoice

Invoice # field: Please enter your invoice number which has
been created within your finance system. This will be the
identification, on your bank account to identify the
corresponding payment. If you do not have a finance system,
it is your choice how the invoice number is created.

= Currency: Please create the invoice in the currency in which
the purchase order was created.

= Supplier Note: Please add here information to Munich Re

= Attachments: Here you can attach a related document to the
invoice (time sheets, excel sheets, PDF etc.)

Munich RE

—
Munich RE = Sign Out
Create Invoice creze
General Info From
®Invoice # * Supplier {
* Invoice Date | 062820 i + Supplier VAT ID w

Payment Term DEZS-SAPMRE {within 14 days 3 % cash discount 80
days Due net)

*Currency | EUR ~
Delivery Number

Status Draft

Supplier Note

Attachments ) Add File | URL | Text

Margin Scheme

Inveice From Address ¢
I
I
i

* Remit-To Address

Eank Name:
Beneficiary Name: 3
Bank Account Number: *+*0000
|EAN: evemssnsmsnns 0000
SWIFT Code: *+~=BXXX
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Invoices — Coupa Supplier Portal (CSP) Munich RE =
CSP Orders — Creating an invoice

= Go to the “Lines” section of the invoice, where you can review (and update if applicable) the value being invoiced.

Lines
Type Description Qty uom Price 2 OO Q 0
- IRl summary updates 1 Each ~ 2.00 : ‘k_
Delete line
PO Line Contract Supplier Part Num|
CPO-10022533-1 -
Billing

9984-311102--210103-99999-8815-00000-0000

ﬁapplicable, in case of an Amount based
PO update the amount in the “Price” field
with the amount you are invoicing. Delete the
VAT Rate watamouj Value shown and enter your invoice amount .

Taxes

If applicable, in case of a Quantity based
PO update the quantity in the “Qty” field with

& rid Tag &he quantity you are invoicing. J Note: If you do not wish to include a
particular order line in the current
© nddLine ot o invoice, please remove th.IS 9rder line
by removing the line by clicking on the
Lines Net Total 200

red X.

Lines VAT Totals
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Invoices — Coupa Supplier Portal (CSP)
CSP Orders — Creating an invoice

Lines
Type Description Qty UoM Price @
= IRl summary updates 1 Each ~ 2.00 200
PO Line Contract Supplier Part Number \
CPO-10022533-1 . Please select the VAT
rate from the drop-down
Billing menu which applies to the
9984-311102-210103-99998-8815-00000-00000 . . .
respective line item. VAT-
s Amount will be
automatically calculated.
VAT Rate VAT Amount Tax Reference Please note that It |S a
v mandatory field.
If applicable, use the Tax
€raomeo Reference section to
provide justification on the
Totals & Taxes

Lines Net Total 2.00
Lines VAT Totals 0

selected VAT Rate. /

If you have any additional charges (e.g. shipping,
handling, etc.), please add a line by clicking on the add
Line button

Munich RE =

Note that if a 0% rate or a tax
exemption is applied, a

justification must be provided in
the Tax reference Box.




Invoices — Coupa Supplier Portal (CSP)
CSP Orders — Creating an invoice

Munich RE

For any additional lines, add, in the Description box, the type of charges, and fill in the amount of the charge in the “Price” field .

Please select the VAT rate (1) from the drop down menu which applies to the respective line item. VAT Amount will be automatically

calculated. Please note that it is a mandatoryfield.

If applicable, use the Tax Reference section to provide justification on the selected VAT Rate

|_| nes Totals & Taxes
Lines Met Total
Type Description Qty uom Price 1 OIO O O O 9 Lines VAT Totals
| 10 Each - 100.00 ! .
Shipping
Category o PO Line Contract Period
e . : w @ -
Supplier Part Number Service start date Service end date Billing Notes
= ; Total VAT
Met Total
Gross Total
Billing
K-31001-8124100000
Delete Cancel Save as Draft

1,000.00
0.00

0.000

0.00

1,000.00

1,000.00

Click the calculate button (2) just under the Totals and Tax section : This will update the total value being invoiced based on the

amount in the “Price” field above and any additional charges entered.
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Invoices — Coupa Supplier Portal (CSP) Munich RE =
CSP Orders — Creating an invoice

Click on the Submit button © Delete  cancel  save as Dran Calculate

Are You Ready to Send?

Please acknowledge that Coupa will create an invoice on your behalf and

Click the “Send Invoice” button in the pop Up. Coupa is abpul to create an invoice on your behalf Pleage make sure you are not attaching a_nother
invoice to this transaction as the Coupa generated PDF is your and your customers legal invoice.

Continue Editing

Coupa generated PDF invoice is the only legal invoice for you and Munich Re. Coupa is creating an invoice on your behalf.
Please make sure you are not attaching another invoice to this transaction as the Coupa generated PDF is your and Munich Re’s legal invoice.

Congratulations, your invoice is now submitted!

Invoices

-[_,. ]

Unsoswered Comments Actons

Once invoices have been received/reviewed the status will updated
automatically.

o

No
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Invoices — Coupa Supplier Portal (CSP) Munich RE =
CSP Orders — Creating an invoice

= After the invoice is in Approved status, it will be paid according to the payment terms and payment schedule contractually agreed upon between

Munich Re and the supplier.

Invoices

Coupa Training Supplier invoice #911806 is processing

Invoice # Created Date Status Total Unanswered Comments Actions
I 211808 080818 Processing 0,00 USD MNo
3488r18 080818 Approved 500.00 USD MNo
None oa0ans DOraft 500.00 USD No / g
Hone 0808118 Draft 500.00 USD MNo / a
Test 508 080818 Draft 500.00 USD MNo / a
Test12345 020813 Draft 500.00 USD MNo / 9
Maone 0a08/13 Dwaft CPO-10000207 500.00 USD MNo / 9




Invoices — Coupa Supplier Portal (CSP)

There are several reason an invoice can be disputed:
An automated dispute will happen immediately after the invoice is submitted.
The invoice does not match what is on the PO. This could be a part number issue, a quantity issue or a price issue.
A manual dispute done by the PO Owner/Requestor.

How will | know if my invoice is disputed?
You will receive an e-mail notification with the invoice number and the dispute reason (see below).

Any disputed invoices will also show in your To Do and Notifications tab on the Coupa Supplier Portal.

Invoice &l is in dispute

=, COUpa

Dispute Reason(s)

Date:

Munich RE
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Invoices — Coupa Supplier Portal (CSP) Munich RE =
Resolving a Disputed Invoice

= First, you'll need to review the reason for dispute. If there is no reason listed or its unclear what the issue is, please reach out directly to the

PO requestor for details.

Hi

Example of what the e-mail notice will look like: Invoce has been disputed by

Dispute Reason(s)

Invoice #

Invoice Date

Example of what the disputed invoice will look like in Notifications: Pyt Tarm
Currency

S-t:mE Disputed

IDlspule Reason(s) Price different from PO/Contract or l'.f||;|::34

Next you'll start the invoice resolution process.
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Invoices — Coupa Supplier Portal (CSP) Munich RE =

Resolving a Disputed Invoice

From the invoice page find your disputed invoice and click the “Resolve” button in the Actions column. This will take you into the invoice.

Invoices Catalogs Add-ons  Admin

Unanswered Comments

Invoice # Created Date Status POW¥ Total
I Disputed

Profile Orders Service/Time Sheets ASN

Home

(1] E
3

Yes

You can also click the “View Online” button in the dispute e-mail or enter through the notifications tab and you will be taken directly into

the invoice.
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Invoices — Coupa Supplier Portal (CSP)

There are two options when resolving an invoice:

Void: If this invoice is a duplicate, if PO is over invoiced or invoice is invalid you can void the invoice. Click the Void
button at the bottom of the invoice.
Correct Invoice: If the disputed invoice has some incorrect detail please choose this option to make changes to the
invoice and resubmit.
Click the Correct Invoice button at the bottom of the invoice.
Once you've clicked the correct invoice button you will be taken back into the invoice. (Similar to when you created
the invoice).
In the example above invoice was disputed because the price was not matching with the PO price.
Toresolve you will update the “Price” field.

Once the price is entered, scroll to the bottom and click “Submit”.
Assuming there are no other issues, this will resolve the dispute and the invoice will flow into the

payment process.

Other disputes, such as Quantity discrepancies can be resolved by correcting the corresponding fields.

For any questions regarding this process, please reach out to us at Procurement@munichre.com

Munich RE

Void

Correct Invoice

Price

104,11 |
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Creating a Credit Note for Munich Re 1/3

Option 1

Munich RE

In the “Purchase Orders” tab choose the red coins icon associated with that PO from the Purchase Orders table. The Credit Note creation screen is similar to the invoice creation
screen but contains additional fields which you should populate such as “Original Invoice Number”. Fill out the header level information. Mandatory fields are indicated with a red

asterisk*.

0o ~NO O WNPRE

. Input your credit note number and Date.
. Input your Original Invoice Date and Original invoice Number.
. Add a Credit Reason.
. At the line level enter the quantity or the amount that you wish to credit as a negative number.
. Choose the appropriate tax code from the “VAT Description” dropdown.

. When completed, select “Calculate” to see the gross value of the invoice.
. When completed, select "Submit”.
. You will be asked to confirm the value via a pop-up window.

Create Credit Note crea

General Info

“Credit Note Date | 22/12

Payment Tarm DE35-SAP)

*Oniginal Date of | 221122020

Supply

“Currency EUR »

Delivery Number

M

Original invoice Date

Supplier Note

avachments @ acd File

Gradit Reason o

Margin Scheme

From

* Supplier

* Supplier VAT ID

/5-3% | 3002ys-1% 1 90days-ner) " MVOICe-From Address

.--e * Remit-To Address

Bank Account Number: ™

RL | Text IBAN:
SWIFT Code

Routing Number/Sort

* Ship-From Address

B0

10070000

+0000

Lines
Aajustment Type | Guanity vo
Type Description aty uom

Taxes

VAT Amount

VAT Rate

-160.00

10.7%
7.0%
@ A(5.0%
Exempt
Reverse Charge|

k lines from PO

Delete Cancel

Save as draft

Price

1000

Tax Reference

Total Taxes

Calculate

Purchase Orders =

Instructions From Customer

Coupa provides two channals in which suppiers can take sction over the POs raised from Munich Re: SAN which allows you to taks action aver the PO directly in
your mailbex or the Coupa Suppler Portal (CSP), which requires the creation of 8 free CSP sccount

Click the “s Action to Accept the Purchase Order and Create an Invoice using its data

T

PO Number Order Date Status Acknowledged At ltems
| 0002966 1172620 lssusd Nons

-1,000.00 ©

« [l search

Unanswered Comments

No

Totsl Assigned To t
1.750.00 =fs

EUR
Craate Cradit Note
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Creating a Credit Note for Munich Re 2/3

Option 2
In the “Invoices” tab you will find a “Create Credit Note” button.

1. Click on the “Create Credit Note”. You will have the choice between two options :
a.). Issue a credit note purely to offer a credit. You will have then to select “Other”. You will then be redirected to the screen to create the credit note as in Option 1.
b.) Issue a credit note regarding a disputed invoice. You will have then to select “Resolve issue” and select from the drop-down list the invoice number. You can choose to issue a credit

note to completely cancel the invoice or to adjust invoice with a credit note (only quantity or price can be reduced through this adjust invoice). Choose one option and a window with

creating Credit Note will appear similar to Option 1.

Munich RE

You can edit only the following fields: Credit Note Number, Credit Note Date and Credit Reason. The other fields are pre-populated and not editable so that all the information is carried
over from the original invoice. When approved, the credit will fully cancel/adjust the invoice's impact to the transaction.

INVOICES dwm

Instructions From Customer

Coupe provides the possibility to raise an e-invoice via the Coupa Supplier Portal (CSP) which will bring both sides benefits in terms of transparency over the duration
of the invoicing process.

Create Invoices @

Create Invoice from PO Create Blank Invoice Create Credit Note ’

Credit Note X

If you are issuing a credit note in regards to a problem with an invoice or goods shipped, please
include the invoice number. If you are issuing a credit note purely to offer a credit to your
customer, please select other.

easonResolve issue for invoice number ~
() Other (e.g. rebate)
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Creating a Credit Note for Munich Re 3/3

Option 3

When you have an invoice in dispute status option 3 is highly recommended:

1. Inthe “Invoices” tab you can find your disputed invoice. To credit these invoices, you can click the “Resolve” icon in the Actions column..

Munich RE

2. This will take you into the invoice to review it and choose between “Void” the invoice or “Correct Invoice”. Depending on the reason for rejection, click the option of your choice..

3. You will be redirect to a window to create your Credit Note.

Like Option 2, you can edit only the following fields: Credit Note Number, Credit Note Date and Credit Reason. The other fields are pre-populated and not editable so that all the

information is carried over from the original invoice.

When approved, the credit will fully cancel/adjust the invoice's impact to the transaction.
4. After submitting your credit note, Coupa will ask you if you want to create a new invoice to replace the one you have just cancelled. Click on the option of your choice according to the

reason for rejection.

INVOICes dwe

Instructions From Customer

Coupe provides the possibility to raise an e-invoice via the Coupa Supplier Portal (CSP) which will bring both sides benefits in terms of transparency over the duration

of the invoicing process.

Create Invoices @

Create Blank Invoice Create Credit Note

Create Invoice from PO

A\ C"l Disputed -

Search

1

Invoice # Created Date Status PO# Gross Total Dispute reason
I 02/12/2020 Disputed 378.00 EUR Price different from PO/Contract or Catalog

Perpage 15 | 45 | 90

Please review the invoice and determine the resolution option:

Void
If this inveice was issued in duplicate or has been already paid for, you can Void this invoice from here.

Correct Invoice
If the disputed invoice has some incorrect detail, please choose this option to allow for an in place correction to the invoice

Actions
=4

Resolve

Void

Correct Invoice

68



.

v
g
o"'
i..."
Q.."'
S PP e
I W N

St I

1

- - - -
. 9.9, 9.9 ¢
S UM NN A N
9= 9."0 ‘
Wittt 000
§ e S 0 %.,9,¢ o "
N " _ " oo .
OO ¥ 00 E) . » «
® OO.O O. .‘ “ ‘
s % .0 2 ® ’ » .
N s oo 00 . .
o .. .. . . ’
’ ’ o ! o. .. .
0% e ® ® » » e
N s o ? £ K
N AN YA s "
AN ANK b . .
-oo¢0..oo..0““
. ® s 0
..oooo .Q‘.

s 00 ?
'........C....‘..
A ....ooooO.

AR I L L




Support Munich RE =

The purpose of this training slides is to review best practices and provide a training overview for working with Munich Re via Coupa. This document will
not be addressing other potential areas of interest, such as Coupa punch-out or cXML.

We recommend the following links to learn more about Coupa and Munich Re processes:

General information about Munich Re and Coupa

Information about different options to manage orders, invoices and credit notes from/to Munich Re
Supplier Quick Registration Guide

Reference guide / Overview for working with Munich Re via Coupa (this slide-deck)

General Terms and Conditions

FAQ
We recommend the for additional info, videos and help:
We offer , please contact Jasmina Svilenova:

For general questions, please contact

Thank you for your cooperation and partnership!


https://www.munichre.com/
https://success.coupa.com/
https://supplier.coupahost.com/
mailto:jasmina.svilenova@coupa.com
mailto:Procurement@munichre.com

Support Munich RE =
Statuses

Below lists all of the PO and Catalog statuses in Coupa Supplier Portal (CSP):

POs Statuses Catalogs Statuses

Status Description Status Description

Buyer Hold The PO is approved but pending buyer Draft The catalog has been created, but may be missing
review. information necessary to send it to the customer.

Cancelled The PO is cancelled and doesn't need to be éggg;rr:g/ The catalog has been received by your customer, but
fulfilled. Approvgl it has not gone through the approval chain yet.

Closed The issued PO was received and then closed, The catalog has been accepted by your customer,
either manually or automatically within Coupa. Accepted and all the items in it are now available for purchase

Currency  The PO s on hold due to a currency within Coupa.

Hold exchange rate issue. ) The catalog has been rejected. Contactyour customer to

: : Rejected find out why, and then resubmit

Error There's something wrong with the PO. Contact Y, :

your customer to get the PO back on track. Error There's something wrong with the catalog. Contact
your customer to get the catalog back on track.

fesee The PO was approved and sent to you.

Soft Closed The PO is closed but can be reopened. You cannot
invoice against a PO in this status.

Supplier )

Window The PO was approved outside of the order

Hold window schedule under contract terms.




Support Munich RE

Coupa centralizes Munich Re’s procure-to-pay processes and practices, providing our strategic supplier relationships bringing about
additional several benefits.

Suppliers online capabilities have been expanded: Receive/acknowledge Purchase Orders, and create hosted catalogs (if enabled on
CSP).

Supplier expectations: Working online (no paper) to review and acknowledge Purchase Orders, ensure that purchase order information
can be directly corresponding to the invoice.

When the purchase order amount matches the receipt amount and the invoice amount, the invoice will be automatically paid (according to
the payment method set by Munich Re); no follow-up action by Munich Re staff is required (to ensure the timeliness of payments).
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