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Introduction to Coupa

WHAT IS COUPA SUPPLIER PORTAL (CSP)?

The Coupa Supplier Portal (CSP) is a platform for suppliers that makes working with Brenntag much easier and
comfortable. Registration and usage are free of charge!

i.,fCOUPa supplier LJOFJ[ dl With CSP, you can

http://supplier.coupahost.com Receive and view POs
from Brenntag

The CSP is a free web-based tool for suppliers to easily do
business with Brenntag. The CSP makes managing

transactions easy and consolidates all relevant information — Create and maintain catqlogs
in one easy-to-use location! - for Brenntag to order against

Please keep in mind: in one single tool

v' Brenntag will not be using e-Invoicing, ASN (advanced L?
| Manage your

shipping notice) or Add-ons in Coupa. company information

v' Each Brenntag site for which you have an existing ERP ID
will be a separate Customer, and therefore will be
designated as individual customers, and as a result, 0 Create and manage
separate profile. L O service time sheets



http://supplier.coupahost.com/

Coupa Supplier Portal (CSP) Registration

CSP REGISTRATION

E-mail Invitation: Registration Instructions

In order to connect your company to Brenntag via the CSP, you will receive an email from Coupa

Supplier Portal

(sender: do_not_reply@supplier.coupahost.com) inviting

This e-mail includes your legal consent

when you accept the invitation.

‘egister and join.

B BRENMTAG EBrenntsy RKegistration Instructions — Action Requined

Notice the

subject of the
message!

Helia Dermo Suppler 10

0 Click on the Join Coupa button in the
e-mail, which will direct you to the
Coupa Supplier Portal registration

e page.

You can also forward the invitation
(only to email addresses with the

Note: If you do not receive any email from Coupa, also

check your email spam or deleted items folder.

Wiekcome o e Bremntag Coupa Sopeler Porls

=

s e P

1 48 hagrs, ol on i

e Beafior Dekina 40§

egjoh et

BCcour, H you are not T Tehl peTson al your company, phease send this requess o e appopnaie

pErson by kg e Fonwaed ink

10in fhe Coupa Suppler Portal {C5F) you can manage the purchase onders placed by Brenniag with your
oompaTy. Wou can wse the CEF o

§ COmgany's PO Wansesssion pleled ane

CLICK ON JOIN COUPA



mailto:do_not_reply@supplier.coupahost.com

CSP REGISTRATION
Coupa Supplier Portal (CSP) Welcome Tour

Once you are signed in, Coupa offers you a welcome tour. We highly recommend that upon your first login you take the
tour in order to gain valuable insight to the functionality of the CSP

If this is your first-time logging in, a ERIE o GlPe SR L e
pop-up window will appear with a few

messages showing you all the features
available with the CSP. + Create Invoices & Get Status Updates + Update Profile & Payment Info

+ View & Respond to Purchase Orders + Create Time Sheets & ASNs Against Orders

Clicking Next takes you to the
succeeding pages of the tour. Once
you’re done on the tour, you will
reach the CSP homepage.

You can also click the Skip button if i&coupa Suppller portal

you want to skip the tour or click X

in the upper right corner to close PRESS NEXTTO
the window. CONTINUE

+ Host & Manage Catalogs + Get Real-Time SMS & Email Notifications




CSP REGISTRATION
Profile Completion

VIKTORLA MNOTIFICATIONS G HELP ~

After signing up to the CSP, you will complete the onboarding process. [ %:couggmuorie porial

Home . afile Orders Service/Time Shests. ASN Involoes Catabogues Business Performance Saurcing

First, you will see the homepage with the menu tab, profile
summary, actions needed.

Add-ons Seup

. . . % Mew: Exclusive discounts for your business ank you for being a af the Coupa Commaunt »
To properly onboard as a supplier, you need to click on the Profile - o R ———
tab then on “Edit profile” Action nesded: Complste your prafie 1o get paid taster and gel dscovensd Learm Mors ANNOUNCEMENTS v
’ Profile Progress Last Updated
. 6% Ciowrglisty () @ minutes ago One-Click Sa'l.-':""lE__S fr—

This way, you can enter the basic information such as address,
contact information, company related information e.g. shipping, Profile Summary - dimpianit e A

bank information, price listings, discounts for customers... @% 3 I " tho Cougn Communty

Merge Accounts

{;}coupa supplier port al VIKTORIA~  NOTIFICATIONS ) HELP ~
C' 1 I:I isdditional accounts have been found for
: " Conmserad CUttanmss yaur company. Merge thess acoounts 1o

resduce confution for your cuslomarns. Leam

Hame Profile Orders Service/Time Sheets ASM Invoices Catalogues Business Performance Sourcing

Y
Add-ons Setup

Whao you are #E  Complete your profile to get discovered by Coupa buyers that are looking for items in your category.

What sets you apar
Profile Progress

wnat you do ViktoriaF| - o [

[-_," Last Updated 5 minutes ago

Financials

Who you work with Profile preview Copy profile URL ©* Downdoad Profile as PDF




CSP Homepage Navigation

CSP HOMEPAGE NAVIGATION

How to login to CSP

a Go to CSP link:

http://supplier.coupahost.
com

e Enter Email Address

e Enter your Password.

Click Log in

\. Note: This is applicable only if you have

-@ already registered for the CSP.

:,,:-coupa supplier port:

" Login Sign up

Login to your Coupa account

Enter your Email Email Address
Address _ sy

®

N
Password
L,
m Forgot Password Please fill out this field



http://supplier.coupahost.com/

CSP HOMEPAGE NAVIGATION
Homepage overview

On the top right side of the page, next to your username, you will find the account settings, notifications and
help buttons.

In this slide, we will explain their functions.

WILLIAM NOTIFICATIONS €D |ELP v
»
> WILLIAM ~ | NOT I HELFP ~ I
An information update request is received ®
Account Setti ﬂgS Update your profile for Brenntag - Demo Vendor 06
- . A form response needs your attention Online Hel -
Notification Preferences Second reminder from Brenntag - Demo Vendor 06: Your
ZEcoupa supplier portal WILLIAM NOTIFICATIONS @) = HELP information request is still pending. B- I {:}g
A form response is approved
Home  Profile  Orders  Service/Time Sheets ~ ASN  Invoices  Catalogs  Business Performance  Sourcing  Add-ons  Setup LDg Out The Supplier Information you submitted was approved by I I E; i::' I O u r
Brenntag - Demo Vendor 06.

Grow your business with Coupa. Get noticed by companies spending billions Get Coupa Verified

¥ New: Exclusive discounts for your business to thank you for being a part of the Coupa Community. X ‘ Accou nt Settings: N OtlflcatlonS: Help.

Action needed: Complete your profile to get paid faster and get discovered Learn More Announcements viewai 0) O n th e “My accoun t” H OVe r yo u r C u rSO r Ove r C li C k O n t h e “H elp” I.i n k

Profile Progress Last Updated o . 1
- ’ 18% Complete Oed:ysago One-Click Sa\/ings View All page you can make the NOtIfICCltIOﬂS tClb tO on the top rlg ht corner
Profile summary oy s e changes to your see your unread system 0;: thg [?agth‘f acoess
3 & Coupa Communty. personal notifications. t. e nline Help, or to
@ L 1 Merge Accounts information (name, view the . Blog & Help

3 1 4 If your company has m.u\tiple CSP accounts, merge photo PQSSWO rd) TOU r O.nytl me.
Legal Entities Registered User Connected Customers them to reduce confusion for your customers. Learn 3

more

Request Merge

You can also set
your Notification
preferences, (Online
/ E-mail / SMS) and

enable/disable two-
factor B

authentication



CSP HOMEPAGE NAVIGATION

Header Bar

o Home: You can view
and edit your company
profile, access list of
connected customers,
and merge accounts.

Profile - This is where
you create, modify, and
manage your profiles,
and manage which

remit-to addresses
which Brenntag can
use.

Orders: This is where
you can find the
Purchase orders issued
by Brenntag.

£,xcoupa supplier portal

Home Profile Orders

1 2'3'4_5_6

Service/Time Sheets

Invoices Catalogs Business Performance Sourcing ~ Add-ons Setup

Grow your business with Coupa. Get noticed by companies spending billions

WILLIAM ~ | NOTIFICATIONS @@  HELP ~

Get Coupa Verified

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

Action needed: Complete your profile to get paid faster and get discovered Learn More

Profile Progress

Last Updated

- 18% Complete (© 6 days ago

Profile Summary

Improve Your Profile

R

3

Legal Entities

5 3

1

Registered User

18

4

Connected Customers

Announcements viewa o

One-Click Savings views

G Start saving today!
Explore deals for your company, exclusive to the
Coupa Community.

Merge Accounts

If your company has multiple CSP accounts, merge
them to reduce confusion for your customers. Learn
more

Request Merge

Please note that for Brenntag, only the tabs marked are
relevant. Brenntag will not use the CSP to process Invoices.

Service / Time sheets:
List view of service-
based time sheets, and
related Purchase order
lines

e Catalogs: In this tab,
you can create and
manage Brenntag
catalogs.

G Setup: This is where
you can manage users,
merge requests, add
legal entities, accept
terms of use.

=



CSP HOMEPAGE NAVIGATION
Orders Tab (1/9) - Introduction

To interact with Brenntag and receive Purchase Orders you will either use ...

! v

The Coupa Supplier Portal (CSP) a free of Supplier Actionable Notifications (SAN)* to act
charge online platform ¢z xcoupa supplier portal directly on e.g. new POs from your E-Mail inbox

*See Appendix for the
details

Within the CSP you will always have an overview and be able to receive your Purchase Orders (POs) from Brenntag!

{,‘;coupa supp%ier port al TOMASZ NOTIFICATIONS @) HELP

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

Note that depending on your notification settings, you will receive E-Mail and/or SMS notifications first, with the information
about a new PO.
The PO will be added as an attachment to your E-Mail.

. =



CSP HOMEPAGE NAVIGATION
Orders Tab (2/9) - Introduction

Click on the Orders tab from the main menu to see the full list of Purchase Orders issued to you from the selected customer.
You will be able to find your purchase orders from Brenntag and their status. For a detailed look at a specific PO, click the PO
number you wish to review

Brenntag might also

Home  Profile | Orders | Service/TimeSheets ASN  Invoices catal Create announcements

o If Brenntag is not displayed right away, you o - soeelic o ihe oree
-0Nns etu
can use the Select Customer menu (should i page
there be more than One Customer Of yours Orders Order Lines Returns Order Changes Order Line Changey Shipments
uS”‘]g the CS P) 4 You have 1 customer announcements related to Orders (Coupa Customer #1) View All Announcements
. . . . Select Customer Coupa Customer #1 v
You will see a list of all orders with their PO 0' - e
numbers, items selected, their status & total a r'
Purchase Orders
amount.

Click the == Action to Invoice from a Purchase Order

o Let customers know

Acknowledged at: refers to the date when | e e et

H PO Number Order Date  $13 Acknowledged At Items
you aCknOWledge the recelpt Of A PO. Can be 2819 07131119 Issueq 08/19/19 ’ Print Services POS by CliCking here
seen as “none” if it hClS nOt been done yet- 2818 07/31/19 Issueqd None Print Services Ctnd flulng OUt the
2817 07/31/19 Issued None Print Services required fields
2816 07/31119 Issueq None Print Services No 20000USD o Eg -
2815 07/31/19 Issueq None Print Services No 200.00 USD = 35

11



CSP HOMEPAGE NAVIGATION

Orders Tab (3/9) - Create custom views for your POs

12

The View option helps manage filtering among POs, which is useful

in case the table is quite populated.

If you want something more customized, you
can select “create view” from the dropdown
in order to create your own table.

You are being taken to a new table to create
your view. Give it a hame and select the
columns you want to be displayed in the
area Columns. If you only want to display
specific POs, you can also apply some filters
in the area Conditions.

Click “save” once the assembly of your view
is finished.

Open Orders
PO witt o

view
All ’“

Total Actions

. 200.00 USD = -
Create View 258 =
No 20000USD g Eg
No j 20000USD o EE “
e(:reate New data table view
General
Name | Acknowledged At
Visibility ® Only Me
Everyone
Start with view | All ~
Conditions
Match Conditions | Match all conditions v Add group of conditions
Filter By | Acknowledged At ~ Filter Clause I this month ~ 0
Columns
Drag columns to the right to select, to the left to unselect and vertically to change column order
Available Columns. Selected Columns
Comments PO Number
Estimated Arrival Date Order Date
POID Status

12




CSP HOMEPAGE NAVIGATION
Orders Tab (4/9) - Header Details

After clicking on the PO number on the list, the system will display all the PO Details to the specific order.

13

PO Number

Status of the PO

Order Date

Revision Date (if applicable)
Requester’s name
Requester’s e-mail
Payment Terms
Attachments

After the PO is reviewed, ensure to
acknowledge the PO by ticking the
box.You can also uncheck this box
again.

Select Customer Brenntag

Purchase Ordern #ACUGS |0

o: General Info 9 Shipping

I 9 Ship-To Address Schweizerhall
I 0000 Basel
Switzerland

I Status Issued - Sent via Email

I Qrder Date 22/03/2022

Ql Revision Date 22/03/2022 I
Requester Amrit Saravanan 6

IEmaiI amrit saravanan@accenture.com I@
I Attachments nope Ie

[o]

Attn: Amrit Saravanan

Terms None

=~ Shipment Tracking

@ Add

No delivery tracking.

IAckncwIedged O

Lines




CSP HOMEPAGE NAVIGATION

Orders Tab (5/9) - Line-ltem Details

After clicking on the PO number on the list, the system will display all the PO Details to the specific order.

Review product description,
quantity, unit of measure (UoM),
price and total amount

@ Review required Need By date

Review total values for the entire
PO

Action buttons, you may save the
PO or print the view of the same

Comments can be made to raise
any concerns, or in general for
clarity purposes.

14

Lines
10
1 Type Item Qty Unit Price Total
§ Pencil HB 6 Box 5.00 30.00

Need By Part Number
26/03/2022 | 654

Perpage 15 | 45 | 90

Manufacturer Name

Steadlter

Manufacturer Part Number
654

0/ Comments

Enter comment

Comment made by supplier would go here |

Add Comment

Total usD 30.00

Invoiced

0.00

Save

= Print View

=



CSP HOMEPAGE NAVIGATION
Orders Tab (6/9) - Create Shipment Tracking (optional)

o In the Shipment Tracking section in the PO,
Click on the Add (§p ) icon.

In the appearing Create Shipment

Tracker popup window, enter the tracking
number for the entire PO.

Select a carrier (FedEx, USPS, UPS) from the
drop-down window,

°And add a note (optional), and Save

real-time shipment tracking needed.
You can enter only one tracking number on a PO.

@ Note: You can add shipment tracking information to POs if

15

T Shipment Tracking o €D Add

Mo shipment tracking.

Create Shipment Tracker

Enter tracking number for entire PO. To ship PO partially, create ASN.

" Number

* Carrier v

Note




CSP HOMEPAGE NAVIGATION
Orders Tab (7/9) - PO Changes

You can request changes to POs created in Coupa, Purchase Orders
and then submit them for Brenntag "s approval.

Instructions From Customer

{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}

Exportto -~ view I ~ I Search ,OI

Click on the number of the PO you wish to

mOdrFy. >0 Number_Order Date Status Acknowledged At Items Unanswered Comments Total Assigned To Actions
e 4100000334 P9/16/22 Issued None 25 Hours of German Translator No 2,500.00 EUR [
M [13 3
Scroll down and click on “Request change” (If
Type Item * Qty] Unit * Price Total

you previously saved but not submitted your
change request, click on “edit change®).

4 Box v 1,244.000000 4976.00 €3

Request Change

Need By Date

09/27/22

The editable fields are Quantity and Need by

Date.

9 Total 4,976.00 EUR
Select a Reason for change from the drop- Moo
down list

Comment (required for "Other”)

After changing the needed fields, you can
decide to Save, or Submit the change request.
Wait until the request is processed by Brenntag.
You can always withdraw it in the meantime.

Cancel Request PO Cancellation Save Change Request Submit Change Request

16



CSP HOMEPAGE NAVIGATION
Orders Tab (8/9) - PO Changes

17

Changes are effective when a change request is approved. When a PO change request is rejected, you receive the "Order

change requestis rejected" notification. For more information, see View and Manage Notifications.

View

O

O

All

My Notifications

N

Message

Brenntag rejected your change request - PO #338.

Notification Preferences

Received

09/27/22 10:36 AM



https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Get_Started_with_the_CSP/Your_Account/View_and_Manage_Notifications

CSP HOMEPAGE NAVIGATION

Orders Tab (9/9) - PO Changes

On the Order Changes and Order Line Changes tabs, you can see tables listing all your PO and PO line changes.

You can filter both tables by columns, use the search bar to filter with a search term(next to “advanced”), or click on
the View drop-down list to perform advanced filtering.
0 The Purchase Order Changes table has the Change orders initiated by suppliers and Pending approval order

changes built-in filters

The Purchase Order Line Changes table has the Pending approval order line changes built-in filter.

Order Changes J Order Line Changes

n Order Lines ~ Retumns

Purchase Order Changes

PO Change # » Order#

Al
Version# Ship To User Status Items

Shipments

Select Customer

Brenntag

Change orders initiated by suppliers|
Pending Approva
Create View

Order Changes

149 4100000334 Vikforia Draft 25 Hours of G|
Foldes
148 4100000331 Requester BT Pending 4 Box of 12.9" Ipad Pro

Approval

Cur

4,976.00 Yes
EUR

Initiated Created By Reason Code

William
Jones
William
Jones

None

Cannot fulfll
orders by the
Need-by date

18

Shipments

eers Order Lines  Retumns  Order Changes

Order Line Changes

Select Customer Brenntag

Purchase Order Line Changes

Al
Pending Approval Order Line Changes Item# Marked for Dele
Q23CLNT100_1462_pr.Lreate View
GmbH

Item

PO Change # ~ Order # Line# Line Type Supplier Account

149 4100000334 1 German None No

Translator

B-Buy
Supplier  Cost Center-321110-
80000000-1010

4003 sample-Cost Center- 4003 - BRENNTAG  IT Hardware 12.9"
Ipad Pro

Quantity
Services

B-Buy None No

Supplier  10958-43200000-1250 SE

148 4100000331 1 Quantity

=



CSP HOMEPAGE NAVIGATION
Service/Time Sheets Tab (1/4) - Introduction

Service-based Time sheets and the related Purchase Order lines can be found under the Service/Time Sheets tab.

Z,gcoupa supplier portal TOMASZ ~ | NOTIFICATIONS HELP

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

Service/Time Sheets Service/Time Sheets Lines

Select Customer ‘ Brenntag - B-Buy Supplier v

Service/Time Sheets

Service/Time Sheets ~ Purchase Order Status Submitted At Approved At Created By Assigned To Actions
I 65 4100000334 Draft None None William Jones QD
64 4100000334 Draft 09/16/22 None William Jones ‘/ 0

19



CSP HOMEPAGE NAVIGATION
Service/Time Sheets Tab (2/4) - How to create and submit

To create a time sheet, click cv:he icon as
shown on the right side; or click on a PO and
click the button.

Create Service/Time Sheets

0 Enter the hours per day against the PO
line item. You can enter only one week at
a time.

You can save as draft or submit the time
sheet to your customer.

e You can also add a comment for your
customer.

20

Purchase Orders

Instructions From Customer

{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}

Total Assigned T

PO Number Order Date Status Acknowledged At Items Unanswered Comments

I 4100000334 09/16/22 Issued None 25 Hours of German Translator No 2,500.00 EUR

o]

¢

Actions

W

4100000331 09/14/22 Issued None 4 Box of 12.9" Ipad Pro No 4,976.00 EUR

Service/Time Sheets #55

PO 4100000289

(] Time Sheet 4 August 07, 2022 - August 12, 2022 »
Sun Mon Tue Wed Thu Fri Sat * Total
7 8 9 10 1" 12 13
PO Line# Item
1 German Translator 00 6 6 8 6 9 5 40.00
Submitted: 0.0 Hours

Attachments
Add File | URL | Text

Total Hours: 40.00

CanQ Save as Draft m

Mute Comments s

0 Comments
eter Comment

Send Comment notification ta a user by typing @name (ex

Attachments Add File | URL




CSP HOMEPAGE NAVIGATION
Service/Time Sheets Tab (3/4) - Rejected time sheets

If more hours than agreed are gntered, the My Notifications Noification Preferences
Brenntag resource manager will not be able to
approve the timesheet, and the order will not be View Al v
completed.
O Message Received
0 Service/Time Sheets has been rejected. o 09/16/22 01:40 PM

0 You will receive a Notification about the
rejected timesheet.

1 Commé Mute Comments s

Enter Comment

e Resource Managers can include
comments for their reason for rejection. | e 1ure ’

Send Comment notification to a user by typing @name (ex. @JohnSmith)

e In this case, you will have to create a
time sheet again.

Participants: Resource Manager Viktoria Foldes

Resource Manager rejected on 09/16/22 at 03:40 PM

Rejecting due to more hours entered than what is agreed upon.

21

=



CSP HOMEPAGE NAVIGATION
Service/Time Sheets Tab (4/4) - Advanced View

The “advanced” option provides a more punctual way for you to filter time sheets easily. You can filter and
customize your view to:

e Match conditions

View
* Filter by,
* Filter clause and text, Approved
| Draft
* Or even adjust the view depending on their status | Pending Approval
| Pending Rework
Create View
Service/Time Sheets
Match Conditions Match all conditions ~ Add group of conditions
Filter By Service/Time Sheets » | Filter Clause  is ~ | Filter Text 0
Service/Time Sheets ~ Purchase Order Status Submitted At Approved At Created By Assigned To Actions
65 4100000334 Draft None None William Jones 7 Q
64 4100000334 Draft 09/16/22 None William Jones V4 Q

22



Supplier Actionable
Notification (SAN)



WHAT IS SAN?

SAN stands for Supplier Actionable Notification With SAN you can:

SAN will allow you to act on items processed by

Brenntag out of Coupa directly. There is no need to
register to an additional portal or remember any new

passwords.

Receive POs

The idea is that you can control everything via your E- Act on received POs
Mail inbox by Action Buttons. v

The service is free - you can register for the CSP at any
point later if you wish to no longer use SAN.

| ‘? Fillin onboarding

forms*

*Covered in Coupa Supplier Information Management (SIM) job aid

g =



SAN Overview
Receiving POs

POs will arrive directly via E-mail to your Mailbox.

Q  search in emails T @ &3

E] - @ m] M @ G/_'_ = ) . 1-50 of 1,795 > BE -

Ld Primary © Promotions 2. Social

Brenntag Brenntag Purchase Order #4100000344 | Powered by Brenntag Purchase Order #410... 15:49
B purchase order...

25



SAN Overview
Receiving POs

Once you open the E-mail, a brief overview of the PO will
become available to read

0 Issuing Site and PO-number
e Actionable buttons

e “Create your account” button
Only relevant if you want to create an accountin the
Coupa Supplier Portal (CSP) but not required for
processing POs via SAN

26

5 BRENNTAG

Brenntag Purchase Order #4100000344

Order Summary

D 107047
PO Total 20 00 BUR

Conthed Vanwis Foloes

P




SAN Overview
Receiving POs - PO Header and Information

The PO header contains

27

000000

Supplier name, address

PO-number, buyer contact information

Delivery information

Terms and Conditions

Line [tems information

Payment Terms & Shipping terms (if
specified)

5 BRENNTAG

Bastollung 4100000344

Dl 010202

Pnsprechpainetin ) Telelon Wikiorin ¥
Bronntag GmbM = Messaalies [ Lnasm Emsl-Addrasss vilkiorip 0 ol T A

- 45131 Enn

P ———
Bitte lonfern Sie an:
Stlokgut: MO — DO 0700 — 13:00,

Cinnaman Rell BT
Blrcaskona,
Spnin

FR O7:00 — 12:00
Harmitnarg, 21078

Grmany
| Unter Zugrundalegung unserer Aligemeinen Einkaufsbadingungen, die Sie p
R} T T ——— oy

T T —
Ihman felganden Aufirag

e Material Menge Preis/PE Nattoprais

Pas.
Baz«alchnunﬂammmmn Wiihr
1 Ad Nolebook 10010022 1 20.00/Centimeter 20,00
Santimelgr

Gesamtnettowert ochne MwSt. 20.00 EUR

Lieferbedingungen:
Zahlungsbedingungen




SAN Overview
Actionable Buttons

28

Manage Order

Orders details below

\ 4

Acknowledge PO

e Not Relevant

for Brenntag
Add Shipment

Tracking

a

Add Comment

Acknowledge PO allows you
to directly acknowledge the
PO and send this
information to Brenntag.

—

Add shipment tracking
information can be used to
enter detailed information
about a delivery you sent.

Add Comment to the specific
PO. You are being redirected
to the PO-page, where you can
enter the comment.




SAN

Actionable Button - Acknowledge PO

0 Amongst the actionable buttons,
click on “Acknowledge PO” button
from the PO E-Maiil you received.

Purchase Order #4100000344

e Then, you can tick the Acknowledged v \'a
Box, so the Buyer will be able to see —
the date the PO was acknowledged. Astovisegs RO

If it has been acknowledged and for
any reason you would like to un-
acknowledge the PO, simply click on
the box again so that it will be
removed.

Note: If you un-acknowledge the PO, please also reach out
and inform the Brenntag contact.

N U
@

29

Status

Order Date 1

Revision Date 1

Requester
Email

Payment Term

ssued - Sent via Ema

4

[ [
ra 5]

=] [=]
(=] [=]

4

Viktoria Foldes

viktoria foldes@accenture.

Attachments
Acknowledged

g

Lines

_ fdvanced lEEE-:-

Gty

Type Item

o A4 Notebook

Need By

101022

O

Shipping

Ship-To Address  5c
Terms

sNIpment frac

£ m S - |

Unit
Centimet
=

Part Number Manufacturer Name  Manufacturer Part Number

Price

20.00

Invoiced

Total eur 20.00

Save =i Print View

=



SAN

Actionable Button - Create Shipment Information

o Amongst the actionable buttons, click on

“Add shipment tracking” button from the
PO E-Mail you received.

In the appearing Create a send
tracker popup window, enter the tracking
number for the entire PO

Select a carrier (FedEx, USPS, UPS) from
the drop-down window

And add a Remark (optional), and Record

Add Shipment
Tracking

Note: You can add shipment tracking information to POs if

'@' real-time shipment tracking needed.
You can enter only one tracking number on a PO.

30

Create a send tracker

Enter the tracking number for the entire BOC. For partial delivery of the BoC, create an ASN.

* Tracking number

* Carrier

Ve

Remark

Cancel

LI 78
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SAN

0 Amongst the actionable buttons, click
on the “Add Comment” button from
the PO E-Mail you received.

e Then, you can leave comments that
will be visible for Brenntag. Both ends
will be notified when a new comment
is added, or if a response to one was
created.

The “Comments” box should be used
for ALL communication between you
as a supplier and Brenntag, related to

e a specific PO.

Lastly, click on “Add comment”.
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Actionable Button - Add Comment

©,

Add Comment

1 Type  ltem Gty Uit Price Total
ﬂ' A4 Notebook 1 Centimet 20.00 20.00

Need By Part Number Manufacturer Name  Manufacturer Part Number
101022

Perpage 15 | 45 | B0

Total sur 20.00

Sawve

Invoiced

=i Print View

Enter Comment

CLICK “ADD

COMMENT” BUTTON

=



Thank You!
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