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Tao hdoa don hoac Credit Note
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M6t trong nhiing wu diém chinh ctia Coupa Supplier Portal & ban c6 thé tao hoa
don hoac credit note va gtri ban dién tr cho Organon dé thanh toan.

Lam thé nao tao héa don

1. Pang nhap Coupa Supplier Portal bang dia chi email va mat khau.

& Secure

gxcoupa supplier portal

y©

2. Chon Orders, Select Customer, st ding thanh tim kiém dé tim PO cu thé ,

.
Login
* Email

* Password

Forgot your password?

Login

New to Coupa? CREATE AN ACCOUNT

bam vaol | hodc bdm vao sb PO.

DEMO NOTIFICATIONS HELP

f.=coupa supplier portal

Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Business Performance Sourcing Add-ons Setup

Order Lines Retumns

Order Changes Order Line Changes Order Header Confirmations Shipments
g 9

Select Customer arganon-uat -

Purchase Orders

Instr From C

{Example text - this is set on your Company Information setup page and will be displayed for CSP and SAN suppliers on the Purchase Order list page)

Click the "= Action to Accept the Purchase Order and Create an Invoice using its data

| Exportto -] view [

Showing results for 9500001621

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

| 9500001621 04/03723 Issued None 10 Each of Test User Revalidate No 10,000 00 USD =
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3. Néu thiéu chi tiét héa don, ban cé thé chon Add New dé bb sungthdng tin.
Ban c6 thé tim thém théng tin chi tiét vé cach thyc hién viéc nay bang cach
truy cap Hwéng dan " Lam cach ndo dé cai dat Legal Entities ".

Choose Invoicing Details X
*Legal Entity Select vI 0 id N

*Remit-To = v

* Ship From Address ~

Cancel

4. Sau khi Legal Entity dwgc tao, hay chon thdng tin twong ng tr danh sach
va bam Save.
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Choose Invoicing Details X

* Legal Entity v 0 \dd Ne

Invoice From Electra Way

AR

* Remit-Te Electra Way, Crewe, AR Wil & 0 \dd ?
* Ship From Address Electra Way, Crewe AR, CW11 v | QD Add N

5. Sau khi hoan thanh tat ca cac théng tin bat budc (dau hoa thi mau dd), néu
qubc gia cta ban khéng phai 1a thanh vién cia Coupa Compliance-as-a-
Service (CaaS) ,vui long dinh kém hoéa don & dinh dang PDF vao hoa don
hé thdng. Néu la thanh vién:

— Coupa sé xét duyét nhirng thong tin cia hoa don theo luat thué cta qubc
gia nha cung cép.

— Coupa sé thay mat nha cung cap tao hoéa don PDF.

— Nén tang Coupa phét hanh héa don hop phap bang cach ky dién tlr vao
ban PDF thay mét cho nha cung cép.

— Organon c6 thé nhan dwoc hda don nay, va nha cung cap cling co thé
tai xudng.

Coupa Compliance-as-a-Service (CaaS) countries are : Australia, Austria,
Bahrain, Bangladesh, Belgium, Brazil, Bulgaria, Canada, China, Colombia,
Croatia, Czech Republic, Denmark, Estonia, Finland, France, Germany,
Greece, Hong Kong, Hungary, India, Ireland, Italy, Japan, Latvia, Lithuania,
Luxembourg, Malaysia, Malta, Mexico, Montenegro, Myanmar, Namibia,
Netherlands, New Zealand, Norway, Pakistan, Poland, Romania, Serbia,

@ @ organon.com @



% ORGANON

Here for her health

Singapore, Slovakia, Slovenia, South Africa, South Korea, Spain, Sweden,
Switzerland, UK, United Arab Emirates, USA.

Create Invoice

@ @ organon.com @



%= ORGANON

Here for her health

Note: Sé va ngay Héa don trong Coupa phéi khép chinh xac véi sé va ngay trén
héa don thuc té, néu khéng hda don sé bj nhom Xd ly Héa don tir chéi (dé biét
thém chi tiét, vui long truy cdp huwéng dédn Thuc hanh Tét nhat vé Tuan thd). Néu
céc dija chi trong “Ttr dia chi”, “Pja chi g dén” hodc “Gii hang tur dia chi” khéng
xudt hién, hay nhdp vao kinh Ilip dé chon dia chi tuvong img. Néu khéng c6 gi dé
chon nghia Ia ban chwa hoan téat thiét 1ap Hoéa don dién tir. Néu cé nhiéu héa don
cho mét Bon dat hang thi chang phai duwoc giv riéng.

Note: Péi véi Na Uy, Dan Mach, Ba Lan va Han Qudc, truong “Tham chiéu don
hang thanh toén” la b&t buéc.

svzcoupa supplier portal ¥ | THONGBAO @ | TROGIOP -

ﬁ Ddn hang Hé so doanh nghiép Thiét Lap Phiéu dich vu ASN Tim nguén cung dng Du bio Thém..

Hda dan Muc hang trong héa ddn Bién lai thanh toan

Chaon khach hang ~

Tao hoa don Tao

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 netified if the invoice is approved or placed on hold.

o Thong tin chung o Ty
* Sé Hoa don *Nha Cung Cép 0001005726-WWT EMEA UK LIMITED
*Ngay Lap Hoa don | 27/01/2025 *ID Thué GTGT cia  GB675121247 ~

nhé cung cap

Lz . . i -
Diéu khoan thanh todn Z511-Within 90 days from invoice date, due net *Bia chi noi lap hoa  Test Account 'O

Ngay cung cip | 27/01/2025 don REGENT HOUSE
LONDON
“Loai Tién EUR ~ London
. W3 0XA
56 Giao Hang United Kingdom
Trang thai Ban nhap LTD
Biéu khoan van chuyén | DAP hg *Dia chi nhan tién  Test Account L
REGENT HOUSE
Ghi Chii Ciia Nha Cung LONDON
ch London
ap
W3 0XA
< United Kingdom
Tép dinh kem @ Thém Tép | URL | Van ban
5 Tién Chiét Khéu *Bia chi gi¥i hang  Test Account yel
REGENT HOUSE
Tham Chiéu Yéu Cau LONDON
Thanh Toidn London
W3 0XA
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6. Néu ban can x6a mét dong trong don hang ho&c ban dang tao héa don cho
mét don hang cé nhiéu dong, vui long bam vao dau X mau dé bén canh dé
x0a dong ban muon.

Lines

@ Line Level Taxation

Type Description

- TR-22782

PO Line
95000016271 ’D Clear

UNSPSC

$4 tax Error

o

Contract

Down Payment Amount

Tax GL Account

* Quantity

uom

5 Each

Supplier Part Number

Down Payment Due Date

.

Acc Tax Code

-

* Price

100.00

Commodity

It Consulting

500.00 ==

v

0

S/4 Line Tax Amount

7. Diéu chinh Quantity hodc Price (dwa vao PO da tao) dé hién thi sb tién
thanh toan.

Lines

Type
L - 4

POL

* Description

TR-22782

ine

9500001627-1 ‘O Clear

Contract

* Quantity UOM
5 Each

Supplier Part Number

-

* Price

100.00

Commodity

It Consulting

Line Level Taxation

<
500.00 &

~ommodity Defaull Appbed
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Note: Néu ban khéng cé tao héa don cho toan by don hang, ban pét budc >g(’)a
hét tat ca cac dong khéng st dung, bao gém cac dong c6 so tién/so lrong bang
0.

8. Nhap so tién thué vao cho thué & cudi man hinh va bam Calculate dé tinh
sO tien bao gom thué. Sau khi tinh VAT, ban co thé givi hoa don dén Organon
bang bam nat Submit.

Total Tax

Net Total 9.000.00

Total 9,000.00

Delete Cancel Save as Draft Calculate m
Néu thué khac nhau méi dong, ban cé thé bdm Line Level Taxation, sau
khi bam vao, thué sé xuat hién & moi dong va ban cé thé dien thué xuat
twong wng tai day.

@ @ organon.com @
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Lines & Line Lovel Taxation
Type Description Qty UoMm Price 0

. JUIU) O
- Test User Revalidate v
PO Line Service/Time Sheet Line Contract Supplier Part Number

~

Billing

10 ITED KINGI A 11

!-Yl' s

Tax Description Tax Rate Tax Amoumt Tax Reference

Lam cach nao tao Credit Note
1. Bang nhap Coupa Supplier Portal bang dia chi email va mat khau.

gzcoupa supplier portal & secure
e ——
Login
* Email
* Password

Forgot your password?

%

New to Coupa? CREATE AN ACCOUNT

2. Néu ban muén tao Credit note, cé nhiéu cach dé tao:
a. Dé gtri Hoéa don diéu chinh chung (héa don diéu chinh cho nhiéu hoa

don trong cung mét sé PO):
Chon Orders, Select Customer , tim PO twong &ng & thanh tim kiém,

bam vao tién xu dd & codt Actions hodc bam sb PO.
@» @ corganon.com @
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Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Business Performance Sourcing  Add-ons Setup

Qrders Order Lines Returns Order Changes Qrder Line Changes Order Header Confirmations Shipments

Select Customer arganen-ust - -

Purchase Orders

View updated x

Instructions From Customer

{Example text - this is sat on your Company Information setup page and will be displayed for C5F and SAM suppliers on the Purchase Order list page}

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

view [P9E g

Showing results for  S500001185 %

PO Number Order Date Comments Payment Agreements POID « Status Total Assigned To Actions

I 8500001186 01/04/23 1186 Issued 3,000.00 EGP

Create Credit Mote

b. Bé glri Hoa don diéu chinh cho mét hoa don cu thé:
Bam Invoices -> Select Customer va bam Create Credit note.

Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Business Performance Sourcing  Add-ons Setup

-

m Inwoices Lines Payment Receipts

Select Customer arganan-ust - -

Invoices -

Instructions From Customer

{Example text - this is set on your Company Information setup page and will be displayed for CSP and SAM suppliers on the Invoice list page}

Create Invoices @

Create Invoice from PO Create Credit Note
Exportto - View A e l Search L l

Invoice # Created Date Status PO # Total Unanswered Comments Dispute Reason Actions

Mot thong bao sé xuat hién, ban can chon credit note nay diing dé giai quyét van
de cua héa don twong trng hay vi ly do khéc.
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Credit Note
If you are issuing 3 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.

Reasoff|®|Resolve issue for invoice number
Other (e.g. rebate)

Chon Resolve issue for invoice number , va chon sb héa don tir danh sach, sau
d6 badm Continue dé chon cach ban mudn stra héa don.

Credit Note

If you are issuing a credit note in regards to 3 problem with an invoice or goods shipped,
please include the invoice number. If you are issuing a cradit note purely to offer 3 credit to
your customer please select other.

Reason @ Resolve issue for invoice numberl‘ Test01 ~ I

Other (e.g. rebate)

@» @ organon.com @
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Credit Note

How do you want to correct invoice "Test01* ?

@ Completely cancel the invoice with 3 credit note
() Adjust invoice with a credit note 9

3. Sau khi hoan thanh tt ca cac 6 thdng tin bat budc (dau hoa thi mau dd), néu
quédc gia clGia ban khéng phai 1a thanh vién cta Coupa Compliance-as-a-
Service (CaaS) ,vui Iong dinh kem héa don & dinh dang PDF vao héa don
hé thdng. Néu la thanh vién:

— Coupa sé xét duyét nhirng théng tin ctia hda don theo luat thué cua
quéc gia nha cung cép.

— Coupa sé thay mat nha cung cap tao héa don PDF.

— Nén tang Coupa phat hanh héa don hop phap bang cach ky dién
t&r vao ban PDF thay mat cho nha cung cap.

— Organon c6 thé nhan dwoc hda don ndy, va nha cung cap ciing ¢
thé tai xudng.

Coupa Compliance-as-a-Service (CaaS) countries are : Australia, Austria,
Bahrain, Bangladesh, Belgium, Brazil, Bulgaria, Canada, China, Colombia,
Croatia, Czech Republic, Denmark, Estonia, Finland, France, Germany,
Greece, Hong Kong, Hungary, India, Ireland, Italy, Japan, Latvia, Lithuania,

@» @ organon.com @
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Luxembourg, Malaysia, Malta, Mexico, Montenegro, Myanmar, Namibia,
Netherlands, New Zealand, Norway, Pakistan, Poland, Romania, Serbia,
Singapore, Slovakia, Slovenia, South Africa, South Korea, Spain, Sweden,
Switzerland, UK, United Arab Emirates, USA.

Create

Note: Sé va ngay Héa don trong Coupa phéi khép chinh xac véi sé va ngay trén
héa don thuc té, néu khéng hda don sé bj nhom Xd ly Héa don tir chéi (dé biét
thém chi tiét, vui long truy cdp huwéng dédn Thuc hanh Tét nhat vé Tuan thd). Néu
céc dia chi trong “Ttr dia chi”, “Dia chi gt dén” hodc “Gui hang tir dia chi” khdng
xudt hién, hay nhép vao kinh Iip dé chon dja chi tuwong tmg. Néu khéng cé gi dé
chon nghia la ban chwa hoan tat thiét 1ap Héa don dién tir. Néu cé nhiéu héa don
cho mét Bon dat hang thi chang phai duoc g riéng.

Note: Péi véi Na Uy, Pan Mach, Ba Lan va Han Quéc, truong

“Tham chidu don hang thanh toan” Ia bat buéc.

@» @ organon.com
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" i ~ | THONG BAO TRO GIUP ~
,zcoupa supplier portal o
ﬁ Badn hang Hé sd doanh nghiép Thiét lap Phiéu dich vu ASN Tim nguédn cung (ing Dy bédo Thém...
Hda ddn Muc hang trong héa ddn Bién lai thanh todn
Chon khach hang ~

Tao hoda don tao

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 hold.

o Thong tin chung

° T

X

* 86 Hoa den

*Ngday Lap Hoa don
Diéu khoan thanh toan
Ngay cung cép

* Loai Tién

S6 Giao Hang

Trang thai

Diéu khoan van chuyén
Ghi Chii Ciia Nha Cur’g
Cap

Tép dinh kem @

S$6 Tién Chidt Khau

2710112025

Z511-Within 90 days from invoice date, due net

2710112025

EUR w

Ban nhap
DAP

Thém Tép | URL | Vén ban

*Nha Cung Cép

*ID Thué GTGT ciia
nha cung cép

* Bia chi noi lap héa
don

3

~ *Dia chi nhan tién

* Dia chi gi¥i hang

Tham Chiéu Yéu Cau
Thanh Toan

0001005726-WWT EMEA UK LIMITED

GBE75121247 ~

TestAccount O
REGENT HOUSE
LONDON

London

W3 0XA

United Kingdom

LTD

TestAccount O
REGENT HOUSE
LONDON

London

W3 0XA

United Kingdom

Test Account L
REGENT HOUSE
LONDON

London

W3 0XA

4. Néu ban can x6a mét dong don hang hodc ban dang tao héa don cho mét
don hang c6 nhiéu dong, vui long bam vao dau X mau dé bén canh dé x6a

dong ban mudn.

@» @ organon.com @
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Lines

@ Line Level Taxation

9 T soo.ool-éI

Type Description

- TR-22782

PO Line
9500001627-1 O Clear

UNSPSC

S4 tax Error

o

Contract

Down Payment Amount

Tax GL Account

" Quantity uom

5 Each

Supplier Part Number

Down Payment Due Date

aa
(=

Acc Tax Code

Commodity

It Consulting

S/4 Line Tax Amount

5. Diéu chinh Quantity ho&c Price (dwa vao PO d3 tao) dé hién thj sé tién

t

Lin

hanh toan.

€s

Line Level Taxation

Type
U - §

POL

9500

* Description

TR-22782

ine

001627-1 ‘D Clear

Contract

Each

* Quantity UOM
5

Supplier Part Number

* Price

v 100.00

Commodity

It Consulting

<
500.00 &

efaull Apphed

Note: Néu ban khong tao hda don cho toan bé don hang, ban bat bugc xéa hét tat
ca cac dong khéng str dung, bao gom cac dong c6 so tién/so lirong bang O.
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6. Nhap so tién thué vao cho thué & cudi man hinh va bam Calculate dé tinh
sO tien bao gom thué. Sau khi tinh VAT, ban co thé givi hoa don dén Organon
bang bam nut Submit.

Totals & Taxes

Lines Net Total 9,000 00

Shipping
Tax

0 Tax Referance

Handling
Tax

O Tax Reference

Tax

L

Total Tax 0.00

Net Total 9.000.00

Total 9,000.00

Delete Cancel Save as Draft Calculate

@» @ corganon.com @



