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This guide walks you through managing purchase orders and submitting invoices in the Coupa Supplier Portal (CSP) and through Supplier
Actionable Notifications (SAN), so you can acknowledge orders and get paid faster. Select a topic below to jump to it.

1. Locate and Acknowledge Purchase Orders (CSP)
Find and confirm purchase orders sent to you directly within the Coupa Supplier Portal.

2. Manage and Acknowledge Purchase Orders (SAN)
Review and acknowledge purchase orders straight from your email using Supplier Actionable Notifications.

3. Create a Purchase Order-Backed Invoice (CSP)
Turn an existing purchase order into an invoice in the portal to request payment.

4. Create a Purchase Order-Backed Invoice (SAN)

Generate an invoice from a purchase order directly through email notifications.

5. Create a Blank Invoice, Non-PO Backed (CSP)

Submit an invoice in the portal when no purchase order is associated with the charge.

Need help? Book a Microsoft Teams meeting with Supplier Enablement Support.

zascoupa supplier portal



https://bookings.cloud.microsoft/book/SupplierEnablementSupport@ledcor.onmicrosoft.com/?ismsaljsauthenabled=true

Coupa Supplier Portal (CSP)

Locate and Acknowledge Purchase Orders
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Getting started!

Coupa Supplier Portal (CSP) gives you the ability to track and
manage all your transactions with Ledcor.

We will guide you to:

* View Purchase Order details

* Acknowledge Purchase Orders

* Provide Shipping Information, and

« Communicate with the Requestor in Coupa.




Step 1: Log into the CSP and click on the Orders tab from the home page

s.ecoupa supplier porgal JOHN ¥  NOTIFICATIONS HELP v

ﬁ Invoices m Business Profile Payments Service Sheets Items ASN Sourcing Forecasts Setup More...

NS

Verify Your Account And Get Noticed

customers looking for products like yours.

—
: E—
Coupa Verified builds trust and gets you in front of more Get Verified O

1 12345 Supplier Ltd. <o

Profile Last Updated: about 1 month ago | View Profile

Recent Activity view v @ Announcements
No Announcements
Ledcor Group
a
Order # PO00000399 Issued Nov 27

Ledcor Group « 7610.6 « CAD e Not Invoiced

Order # PO0O0000398 Issued Nov 27




Step 2: Make sure that Ledcor Group is selected as your active customer

{,’;coupa supplier portal JOHN ~ | NOTIFICATIONS @) = HELP -
ﬁ Invoices m Business Profile Payments Service Sheets ltems ASN Sourcing Forecasts Setup More...
Orders Order Lines Returns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines More...
v
Select customer v

Ledcor GI{"DUD

Purchase Orders Al (OffoR by Advanced)

Instructions From Customer

{Example text - this is set on your Company Information setup page and will be displayed for C5P and SAN suppliers on the Purchase Order list page}

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




The table contains details such as the PO number, Order date,
ltems Ordered, Oder Total and quick Action Shortcuts.

You will now see a
list of Purchase
Orders that you
have received from
Ledcor in the table.

Step 3: To view the
full details of a
Purchase Order,

click the PO number.

PO Number Order Date Status

PO00000400 11/27/25

PO00000399 11/27/25

PO00000398 11/27/25

PO00000396 11/27/25
PO00000395 11/27/25

Issued

Issued

Issued

Issued

Issued

Acknowledged At Items

None

11/27/25

1727125

20 Each of 4X8X1 / dinch (6MM} GIS FIR No
PLYWOOD

24 Each of 4X8X3/ 8inch OSB

18 Each of 4X8XV/ 2 inch STD FIR PLYWOOD

22 Each of 4x8x3 / 4inch (18.5MM) STD FIR SE
PLYWOOD

24 Each of Barricade Leg - O-Frame - White, Plastic

40 Each of Barricade Panel - 8' Reflective

20 Each of 4X8X1 / 4inch (6MM} GIS FIR No
PLYWOOD

24 Each of 4X8X3/ 8inch OSB

18 Each of 4X8XV 2 inch STD FIR PLYWOOD

22 Each of 4x8x3 / 4inch (18.5MM) STD FIR SE
PLYWOOD

24 Each of Barricade Leg - O-Frame - White, Plastic

40 Each of Barricade Panel - 8' Reflective

20 Each of 4X8X1 / 4inch (6MM} GIS FIR No
PLYWOOD

24 Each of 4X8X3/ 8inch OSB

18 Each of 4X8XV/ 2 inch STD FIR PLYWOOD

22 Each of 4x8x3 / 4inch (18 5SMM) STD FIR SE
PLYWOOD

24 Each of Barricade Leg - O-Frame - White, Plastic

40 Each of Barricade Panel - 8' Reflective

15 Each of Barricade Panel - 8' Reflective No

15 Each of 4X8X1 / 4inch (6MM} GIS FIR No
PLYWOOD

Unanswered Comments

Total

7,610.60
CAD

7,610.60
CAD

7,610.60
CAD

877.50 CAD
73425 CAD

Assigned To Actions

(&(‘((0

i

({00

&(‘(( ' (&(.(( {




The PO detail page provides detailed information related to the selected Purchase Order.

Select customer Ledcor Group v
IMPORTANT: Purchase Order #P000000400
Step 4: Make sure - General Info - Shipping
tO Use th IS B I I I TO Status Issued - Pending Manual Ship-To Address PO Bag 16, Highway 15
s Fort Saskatchewan, AB T8L2P4
address for your O e LS
. . Revision Date 11/27/25 Location Code: 1197707
InVOICe aS We” - pRequester Ledcor User Alin: Ledeorser
Email ledcortestings+41@gmail.com Terms None
el T i > Shipment Tracking O ra

If you are not sure - o

— " Bill To ( No shipment tracking

Or have questions Bill To (cXML): Ledcor ( 5 ( i
related to the Bill To Attachments o [

Acknowledged (]

Address, contact —

the Requester Lines
| EEN) > -

1 Type Item Qty Unit Price Total Invoiced
/] “R o 4X8X1 / 4inch (6MM} GIS FIR 20 Each 48 95 979.00 0.00
g “ v ‘ PLYWOOD
\ - -
~ o




Acknowledge the Purchase Order to help the requestor know that you received and
Wi” prOCeSS the PO Select customer = Ledcor Group
Purchase Order #P0O00000400

The Ship to Address o
- General Info Shipping
Status Issued - Pending Manual Ship-To Address PO Bag 16, Highway 15

Is display on header
Ievel Of your PO_ Order Date 11/27/25 E(;rr:;e:;ka!chowan AB T8L2P4

Revision Date 11/27/25 Location Code: 1197707

Attn: Ledcor User
Requester Ledcor User

Step 5: CheCk the Email ledcortestings+41@gmail.com Terms None

A k I d d b Payment Term None > Shipment Tracking o -
C nOW e ge OX *Bill To: Ledcor Construction Ltd No shipment tracking
Bill To (cXML): Ledcor Construction Ltd
Attachments None %

» Acknowledged

Assigned to
Lines
1 Type Item Qty Unit Price Total Invoiced
o 4X8X1 / 4inch (6MM} GIS FIR 20 Each 48 95 979.00 0.00
PLYWOOD

-




Step 6: Once the order is shipped, enter the tracking details in the Shipment Tracking

section.

Purchase Order #P0O00000400

- General Info

Status Issued - Pending Manual
Order Date 11/27/25
Revision Date 11/27/25
Requester Ledcor User
Email ledcortestings+41@gmail.com
Payment Term None
*Bill To: Ledcor Construction Ltd
Bill To (cXML): Ledcor Construction Ltd

Attachments None

Acknowledged

Assigned to
Lines
1 Type Item Qty
o 4X8X1 / 4inch (6MM} GIS FIR 20
PLYWOOD

J

Select customer = Ledcor Group

Shipping

Ship-To Address PO Bag 16, Highway 15
Fort Saskatchewan, AB T8L.2P4
Canada
Location Code: 1197707
Attn: Ledcor User

Terms None

This will keep the
requestor informed
that the order has
been shipped.

—Click Add

A

~ Shipment Tracking @ s

No shipment tracking

>y 4

Price Total Invoiced

48.95 979.00 0.00




Step 7: A new window will open where you will need to complete the
mandatory fields marked with a red asterisk (*): Tracking Number and
Carrier. You may also add Notes if needed.

Create Shipment Tracker X

L \7

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

* Tracking Number | 123456789

* Carrier | Fedex "

Once the tracking
Note | Sent with prlorky information has been
——entered, click Save

et (IR |-—

10



You can confirm that the shipment tracking has been saved when the tracking
information appears in the PO details section.

Purchase Order #P000001365

o General Info < Shipping
Status Issued - Sent via Email Ship-To Address 6 Booth Street
Ottawa, ON K1R 6K8
Order Date 2026-01-15
Canada
Revision Date 2026-01-15 Location Code: 1304287

Attn: Ana Valles
Requester Ana Valles

Terms MNone

Email Ana.Valles@ledcor.com
Payment Term MNone T Shlpment TraCking (1) 0
* Bill To: 125-Ledcor Projects Eastern Limited M 123456739 (] p
Bill To (cXML): 125-Ledcor Projects Eastern Limited X Status In Transit
Attachments None - [ [~

Acknowledged

Assigned to

Lines

1 | Type ltem Price Total Invoiced
U @ Water Damage Cleanup 2.000.00 2,000.00 0.00
Service Sheet Required Worker Assignment  Service Start Date  Pending Approval Received via Service Sheet

No 2026-01-17 0.00 0.00



Step 8: Scroll down to see the Purchase Order lines section and save your

Lines
1| Type ltem Qty Unit Price Total Invoiced
L Electrical wire cable 10 Each 20.00 200.00 0.00
Need By Supplier Part Number  Supplier Auxiliary Part Number Manufacturer Name  Manufacturer Part Number
2026-01-17 | Mone None Mone Mone
Perpage 15 | 45 | 90
Total caD 200.00
Create Invoice Save =i Print View

—

———

See the Need by date or
Service dates, quantity,
~ price, part numbers and
invoiced amount in the
PO lines section.

_[~ Click Print View to print

0 Comments Mute Comments

the PO.

Enter Comment

“
Add File 1 URL

d Comment nofification to a user by typing {@name (ex

Click Save to save the
PO acknowledgment or
tracking details.

12



Step 9: Communicate with the requestor.

Use the Comments section to attach files or add links (URLSs) to share relevant
information with the requestor or request changes to the Purchase Order.

Type the details
OI’ your request ’ CDmments Mute Comments %
|n the bOX. - ] Enter Comment

> | Price is incorrect, please update the price to $1550.

Click File or URL._,LM File | URL 2

@JohnSmith

g (@name {(ex. @

Add Comment
Add File | URL
Add File |URL | |w'.f.r'.'.'.m}rcumpanypricedetails.mm | X
Browse X >
Drop files here Wh
en your
"'€0R comment is ready
\y“- T2 click Add Comment

- _6'19’0[/#



Step 10: Communicate with the requestor.

Once submitted, your comment will appear in the Comments section, where you
will also be able to view the requestor’s reply.

1 Comment Mute Comments %

Enter Comment

Add File 1 URL

Participants: Ana Valles

from supplier

Ana Valles 2026-03-05at 517 PM

-

Price is incorrect, please update price to $1550.

- N
Original_Quote. pdf = www.mycompanypricedetails.com

L) History >




Thank you for Managing your POs in the CSP!

If you need any additional support, please contact the Ledcor Supplier Enablement Team
at: supplier.enablement@ledcor.com.
You can also book a Microsoft Teams meeting with the Supplier Enablement team:
Supplier Enablement Support.

Zr:coupa



mailto:supplier.enablement@ledcor.com
https://bookings.cloud.microsoft/book/SupplierEnablementSupport@ledcor.onmicrosoft.com/?ismsaljsauthenabled=true

Supplier Actionable Notifications (SAN)

Manage and Acknowledge Purchase Orders

Zscoupa




Getting started!

Supplier Actionable Notifications (SAN) are email notifications that allow you to
receive and act on your Purchase Orders (POs) without needing to create a
Coupa Supplier Portal (CSP) account.

When Ledcor issues a PO, you will receive an email containing all the key details
of the order.

If your company already has a CSP account, the SAN email will list your CSP
admins, and you can request access if needed.

The email is sent to the Purchase Order email address you provided in the
Supplier Questionnaire. If you need to update this email address, please contact
us at supplier.enablement@ledcor.com. *



mailto:supplier.enablement@ledcor.com

Step 1: Receive your Purchase Order via email with all the key details.

= M Gmail Q,  Search mail g @D @ 4+
/ Compose N O w & &> 10f54 < >
O Inbox - Ledcor Group Purchase Order #PO00000401 D inbox x a o
Y¢ Starred Ledcor Group <do_not_reply@ledcor-uat.coupahost.com> @ 1:48PM (6 minutes ago)  Y¥ @ “
® s q to ledcorsupplier+san «
nooze
B>  Sent Powered by {;}COUpa
[ Drafts
D Purchases @
v More |§
Ledcor Group Purchase Order #P0O00000401
Labels L
® Training Order Summary

Date 11/27/25
PO Total 7,610.60 CAD

Contact Ledcor User
ledcortestings+41@gmail.com




Step 2: From the email you can acknowledge the order, create an invoice, add
shipment tracking or add comments to the PO, without needing to create a CSP

account.
< O© W &5 : 10f 54 >
Click Manage [ o
Order

Orders details below

© ® ©

Acknowledge PO Add Shipment Add Comment
Tracking

Never Miss an Order with Coupa

] (A=l fo=-]




You will be directed to a Coupa screen to generate a One-Time Password
that will be sent to your email.

. Verify Your Access for Purchase Order #7000000401
Step 3: Click
. Your access to this page has expired. Please click on the button below. You will
Generate One' Tlme receive an email with the one-time password (OTP), using which you can access

Password. SESESES

Generate One-Time Password

Already have an account? Log in

v

Save Time and Money with Coupa

g O

Orders Invoices Payments

N
[ Create Your Account J




Step 4: Enter the
password, then
check the I’m not a

Verify Your Access for Purchase Order #2000000401

Enter the one-time password sent to [e*****¥¥Xx¥xxxx@gm*******,

Enter One-Time Password

» 780305

robot box to
continue.

Step 5: Click Verify
One-Time
Password to

Please check the box below to proceed

access the PO
detail page.

-
Q‘ fr‘ﬁﬂ”ﬁ

RN
’. aCOR
S

»
>

> \/ I'm not a robot ==
reCAPTCHA
Privacy - Terms

Verify C‘\hne-ﬁme Password

Didn’t receive the code. Resend One-Time Password.

Save Time and Money with Coupa

21



The PO detail page provides detailed information related to the selected Purchase Order.

Select customer Ledcor Group v
IMPORTANT: Purchase Order #PO00000400
Step 6: Make sure General Info Shipping
tO Use th IS B I I I TO Status Issued - Pending Manual Ship-To Address PO Bag 16, Highway 15
s Fort Saskatchewan, AB T8L.2P4
address for your O e LS
. . Revision Date 11/27/25 Location Code: 1197707
InVOICe aS We” . SR Lo 1SS Attn: Ledcor User
Email ledcortestings+41@gmail.com Terms None
Payment Term None > Shipment Tracking O ra

If you are not sure o o

— " Bill To ( No shipment tracking

or have questions T
related to the Bill To At o &

Acknowledged (]

Address, contact —

the Requester Lines
| EEN -

1 Type Item Qty Unit Price Total Invoiced
/] “R 4 4X8X1 / 4inch (6MM} GIS FIR 20 Each 48 95 979.00 0.00
g “ v PLYWOOD
\ - -
~ Gpoor

22



Acknowledge the Purchase Order to help the requestor know that you received and
Wi” prOCeSS the PO Select customer = Ledcor Group
Purchase Order #P0O00000400

The Ship to Address o
- General Info Shipping
Status Issued - Pending Manual Ship-To Address PO Bag 16, Highway 15

Is display on header
Ievel Of your PO_ Order Date 11/27/25 E(;rr:;e:;ka!chowan AB T8L2P4

Revision Date 11/27/25 Location Code: 1197707

Attn: Ledcor User
Requester Ledcor User

Step 7: CheCk the Email ledcortestings+41@gmail.com Terms None

A k I d d b Payment Term None > Shipment Tracking o -
C nOW e ge OX *Bill To: Ledcor Construction Ltd No shipment tracking
Bill To (cXML): Ledcor Construction Ltd
Attachments None %

» Acknowledged

Assigned to
Lines
1 Type Item Qty Unit Price Total Invoiced
o 4X8X1 / 4inch (6MM} GIS FIR 20 Each 48 95 979.00 0.00
PLYWOOD

-

23



Step 8: Once the order is shipped, enter the tracking details in the Shipment Tracking

section.

Purchase Order #P0O00000400

- General Info

Status Issued - Pending Manual
Order Date 11/27/25
Revision Date 11/27/25
Requester Ledcor User
Email ledcortestings+41@gmail.com
Payment Term None
*Bill To: Ledcor Construction Ltd
Bill To (cXML): Ledcor Construction Ltd

Attachments None

Acknowledged

Assigned to
Lines
1 Type Item Qty
o 4X8X1 / 4inch (6MM} GIS FIR 20
PLYWOOD

J

Select customer = Ledcor Group

Shipping

Ship-To Address PO Bag 16, Highway 15
Fort Saskatchewan, AB T8L.2P4
Canada
Location Code: 1197707
Attn: Ledcor User

Terms None

This will keep the
requestor informed
that the order has
been shipped.

—Click Add

A

~ Shipment Tracking @ s

No shipment tracking

>y 4

Price Total Invoiced
48 95 979.00 0.00

24




Step 9: A new window will open where you will need to complete the
mandatory fields marked with a red asterisk (*): Tracking Number and
Carrier. You may also add Notes if needed.

Create Shipment Tracker X

L \7

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

* Tracking Number | 123456789

* Carrier | Fedex "

Once the tracking
Note | Sent with prlorky information has been
——entered, click Save

et (IR |-—

25



You can confirm that the shipment tracking has been saved when the tracking
information appears in the PO details section.

Purchase Order #P000001365

o General Info < Shipping
Status Issued - Sent via Email Ship-To Address 6 Booth Street
Ottawa, ON K1R 6K8
Order Date 2026-01-15
Canada
Revision Date 2026-01-15 Location Code: 1304287
Attn: Ana

Requester Ana

Terms MNone

Email Ana @ledcor.com
Payment Term MNone T Shlpment TraCking (1) 0
* Bill To: 125-Ledcor Projects Eastern Limited M 123456739 (] p
Bill To (cXML): 125-Ledcor Projects Eastern Limited X Status In Transit
Attachments None - [ [~

Acknowledged

Assigned to

Lines

1 | Type ltem Price Total Invoiced
U @ Water Damage Cleanup 2.000.00 2,000.00 0.00
Service Sheet Required Worker Assignment  Service Start Date  Pending Approval Received via Service Sheet

No 2026-01-17 0.00 0.00



Step 10: Scroll down to see the Purchase Order lines section and save your

Lines
1| Type ltem Qty Unit Price Total Invoiced
L Electrical wire cable 10 Each 20.00 200.00 0.00
Need By Supplier Part Number  Supplier Auxiliary Part Number Manufacturer Name  Manufacturer Part Number
2026-01-17 | Mone None Mone Mone
Perpage 15 | 45 | 90
Total caD 200.00
Create Invoice Save =i Print View

—

———

See the Need by date or
Service dates, quantity,
~ price, part numbers and
invoiced amount in the
PO lines section.

_[~ Click Print View to print

0 Comments Mute Comments

the PO.

Enter Comment

“
Add File 1 URL

d Comment nofification to a user by typing {@name (ex

Click Save to save the
PO acknowledgment or
tracking details.

27



Step 11: Communicate with the requestor.

Use the Comments section to attach files or add links (URLSs) to share relevant
information with the requestor or request changes to the Purchase Order.

Type the details
OI’ your request ’ CDmments Mute Comments %
|n the bOX. - ] Enter Comment

> | Price is incorrect, please update the price to $1550.

Click File or URL._,LM File | URL 2

@JohnSmith

g (@name {(ex. @

Add Comment
Add File | URL
Add File |URL | |w'.f.r'.'.'.m}rcumpanypricedetails.mm | X
Browse X >
Drop files here Wh
en your
"'€0R comment is ready
\y“- T2 click Add Comment

- _6'19’0[/#



Step 12: Communicate with the requestor.

Once submitted, your comment will appear in the Comments section, where you
will also be able to view the requestor’s reply.

1 Comment Mute Comments %

Enter Comment

Add File 1 URL

Participants: Ana

from supplier

Ana 2026-03-05 at 517 PM

-

Price is incorrect, please update price to $1550.

- N
Original_Quote. pdf = www.mycompanypricedetails.com

L) History >




Thank you for Managing your POs in the CSP!

If you need any additional support, please contact the Ledcor Supplier Enablement Team
at: supplier.enablement@ledcor.com.
You can also book a Microsoft Teams meeting with the Supplier Enablement team:
Supplier Enablement Support.

Zr:coupa



mailto:supplier.enablement@ledcor.com
https://bookings.cloud.microsoft/book/SupplierEnablementSupport@ledcor.onmicrosoft.com/?ismsaljsauthenabled=true

Coupa Supplier Portal (CSP)

Create a Purchase Order-Backed Invoice
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Getting started!

Coupa Supplier Portal (CSP) gives you the ability to track
and manage all your transactions with Ledcor.

We will guide you to generate an invoice from a Purchase
Order to create invoices using Coupa and track their status.
Please note that only service suppliers will be able to

submit invoices in Coupa without using a Purchase Order.




Step 1: Log into the CSP and click on the Orders tab from the home page

s.ecoupa supplier porgal JOHN ¥  NOTIFICATIONS HELP v

ﬁ Invoices m Business Profile Payments Service Sheets Items ASN Sourcing Forecasts Setup More...

NS

Verify Your Account And Get Noticed

customers looking for products like yours.

—
: E—
Coupa Verified builds trust and gets you in front of more Get Verified O

1 12345 Supplier Ltd. <o

Profile Last Updated: about 1 month ago | View Profile

Recent Activity view v @ Announcements
No Announcements
Ledcor Group
a
Order # PO00000399 Issued Nov 27

Ledcor Group « 7610.6 « CAD e Not Invoiced

Order # PO0O0000398 Issued Nov 27




Step 2: Make sure that Ledcor Group is selected as your active customer.

{,’;coupa supplier portal JOHN ~ | NOTIFICATIONS @) = HELP -
ﬁ Invoices m Business Profile Payments Service Sheets ltems ASN Sourcing Forecasts Setup More...
Orders Order Lines Returns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines More...
v
Select customer v

Ledcor GI{"DUD

Purchase Orders Al (OffoR by Advanced)

Instructions From Customer

{Example text - this is set on your Company Information setup page and will be displayed for C5P and SAN suppliers on the Purchase Order list page}

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

34



The table contains details such as the PO number, Order date, ltems Ordered, Oder
Total and quick Action Shortcuts to Create an Invoice or to create a Credit Note.

A list of Purchase

Orders that you have
received from Ledcor

will display.

Locate the Purchase

Order than needs to
be invoiced.

PO Number Order Date Status

PO00000400 11/27/25

PO00000399 11/27/25

PO00000398 11/27/25

PO00000396 11/27/25
PO00000395 11/27/25

Issued

Issued

Issued

Issued

Issued

Acknowledged At Items

Nnon
None

11/27/25

1727125

view EZEE

Unanswered Comments Total
20 Each of 4X8X1 / 4inch (6MM} GIS FIR No 7.610.60
PLYWOOD CAD

24 Each of 4X8X3/ 8inch OSB

18 Each of 4X8XVl/ 2 inch STD FIR PLYWOOD

22 Each of 4x8x3 / 4inch (18.5MM) STD FIR SE
PLYWOOD

24 Each of Barricade Leg - O-Frame - White, Plastic
40 Each of Barricade Panel - 8' Reflective

20 Each of 4X8X1 / 4inch (6MM} GIS FIR No
PLYWOOD

24 Each of 4X8X3/ 8inch OSB

18 Each of 4X8XV/ 2 inch STD FIR PLYWOOD

22 Each of 4x8x3 / 4inch (18.5MM) STD FIR SE
PLYWOOD

24 Each of Barricade Leg - O-Frame - White, Plastic

40 Each of Barricade Panel - 8' Reflective

20 Each of 4X8X1 / 4inch (6MM} GIS FIR No
PLYWOOD

24 Each of 4X8X3/ 8inch OSB

18 Each of 4X8XV/ 2 inch STD FIR PLYWOOD

22 Each of 4x8x3 / 4inch (18 5SMM) STD FIR SE
PLYWOOD

24 Each of Barricade Leg - O-Frame - White, Plastic

40 Each of Barricade Panel - 8' Reflective

15 Each of Barricade Panel - 8' Reflective No

15 Each of 4X8X1 / 4inch (6MM} GIS FIR No
PLYWOOD

7,610.60
CAD

7,610.60
CAD

877.50 CAD
73425 CAD

Assigned To

i

(]

&(.(u i




Step 3: Locate your Purchase Order to Invoice.

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}

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

PO Number Order Date Status
PO00000400 11/27/25 Issued

You can use the tab View to
select and filter to see all the
Orders not invoiced available.

Select customer Ledcor Group v

Acknowledged At Items

11/27/25

20 Each of 4X8X1 / 4inch (6MM} GIS FIR
PLYWOOD

24 Each of 4X8X3/ 8inch OSB

18 Each of 4X8XI/ 2 inch STD FIR PLYWOOD

22 Each of 4x8x3 / 4inch (18.5MM) STD FIR SE
PLYWOOD

24 Each of Barricade Leg - O-Frame - White, Plastic
40 Each of Barricade Panel - 8' Reflective

A\

Unanswer

No

A 4

Or use the Search
function to find the
specific Purchase
Order that you are
looking to invoice.

EEE

All «

Open Orders

(&(‘((0

({{]

Orders not acknowledged

Orders not invoiced

Orders past due

Orders with pending changes
POs Pending Rework

POs Requiring Service Sheets

Click enter or
the search icon
to continue.



Once you locate the correct Purchase Order:

Step 4: Click the Gold coin icon under actions Create Invoice.

g.scoupa supplier portal JOHN~ | NOTIFICATIONS HELP

ﬁ Invoices Business Profile Payments Service Sheets ltems ASN Sourcing Forecasts Setup More...

Orders Order Lines Returns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines More...

Select customer Ledcor Group v

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}

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

Showing results for 400

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

PO00000400 11/27/25  Issued 11/27/25 20 Each of 4X8X1/ 4inch (6MM} GIS FIR PLYWOOD ~ No 7.61060
24 Each of 4X8X3/ 8inch OSB CAD
18 Each of 4X8X/ 2 inch STD FIR PLYWOOD
22 Each of 4x8x3 / 4inch (18 5MM) STD FIR SE S Click
PLYWOOD .
24 Each of Barricade Leg - O-Frame - White, Plastic > Cr eate I nvoice.

40 Each of Barricade Panel - 8' Reflective

©
@




The invoice creation screen is divided in five sections, and most fields are auto
filled from the Purchase Order.

Step 5: Enter the required details marked with a red asterisk (*).

Create Invoice create

I n th e G e n e ra I I n fo S e Ctl O n b) yo u Creating your first invoice? Just enter in your invoice number. Check the line details, make any necessary changes and put in any extra

n e e d to charges. Once you are ready, click Submit. You'll be notified if the invoice is approved or placed on hold.
o General Info “ From

* E nte r th e I nvo I ce N u m be r—l—b *Invoice # | INV_400 Q * Supplier 12345 Supplier Ltd -1503763
exa Ctly aS It a p pea rS O n yo u r Invoice Date Set automatically at time of submission Supplier GSTHSTID 123456789 »

X

. . P D F Payment Term v * Invoice From Address 12345 Supplier Ltd L
26¢ astings Stree
Invoice “Cumoney CA0 VarcoovrBOVBE 455
Canada
« Attach the PDF of your invoice. _I_.
Image Scan || Choose File |[No file chosen * Remit-To Address 12345 Supplier Ltd L

* Youcan add notes and o \ s o
supporting documents to your - D
Coupa invoice in the > Atachments Add e | URL | T
Attachments section.

© To
Customer Ledcor Group

““R Bill To Address 1500 - 1055 West Hastings Street
g Vancouver, British Columbia V6E 2E9

Canada

-
‘ ﬁlﬂllﬁ




Step 6: In the From and To sections, check the information to verify your

company’s information and Ledcor’s details.

Create Invoice create

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

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

o General Info
*Invoice # INV_400

Invoice Date Set automatically at time of submission

Payment Term v
*Currency CAD w

Status Draft

Image Scan | Choose File ]No file chosen

Supplier Note [

Attachments Add File | URL | Text

9 From

* Supplier 12345 Supplier Ltd -1503763

Supplier GSTHSTID 123456789 w

* Invoice From Address 12345 Supplier Ltd P

* Remit-To Address

* Ship From Address

9 To

Customer

Bill To Address

1269 West Hastings Street
Vancouver, BC V6E 4S8
Canada

12345 Supplier Ltd e
1269 West Hastings Street
Vancouver, BC V6E 4S8
Canada

12345 Supplier Ltd L
1269 West Hastings Street
Vancouver, BC V6E 4S8
Canada

Ledcor Group

1500 - 1055 West Hastings Street
Vancouver, British Columbia V6E 2E9
Canada

You can edit the fields in the
From section with the
addresses from your Coupa
Legal Entities.

IMPORTANT:

The Bill To must match your
invoice PDF, if you have
guestions or want to make
sure, please reach out to the
requestor indicated in the
Purchase Order.

Then scroll down to continue.



Step 7: In the Lines section, confirm or Edit the line details.

In the Lines section, you

need to:

* Ensure the line details
match those on your
invoice PDF, including the
guantity, items listed, and
tax amounts.

Lines O Line Level Taxation
Type Description Qty UOM Price 979 OO Q
4 ] 4X8X1 / 4inch (6MM} GIS FIR 20.00 h v 48 .95 a

PLYWOQOD

PO Line Contract Credit Line Supplier Part Number b

P0O00000400-1 O Clear None O
4 e @

Billing
2115029-41-9951918
Type Description Qty uoMm Price 765 60 Q
| e Emch SSE R 5.4/ 0 Eac v 31.90 :

PO Line Contract Credit Line Supplier Part Number

PO00000400-2 ,©O Clear i None O

Billing
2115029-41-9951918




Step 7: In the Lines section, confirm or Edit the line details.

Type inside
the Qty field
to edit the

Check the Line Level Taxation box the
enable taxed in the item lines.__

item quantity.

Lines
Type Description Qty
- {1 4X8X1/ 4inch (MM} GIS FIR 20.00
’ PLYWOOD —
PO Line Contract
D00000400-1
b4

Billing
2115029-41-9951918
Type Description Qty
g‘ 4X8X3/ 8inch OSB 24.00
PO Line Contract
PO00000400-2 Clear

> N

Billing
2115029-41-9951918

UOM Price

Credit Line

UOM Price

v

Credit Line

3190

\ 4

_J Line Level Taxation

979.00 @

Supplier Part Number [k‘

765.60

Supplier Part Number

Click the
— red X mark

. {o delete

® | the line

from this
Invoice.



Step 7: For single-line Purchase Orders issued by Ledcor, invoice against the existing
PO line only. Enter the applicable quantity on that line and do not create any
additional invoice lines in Coupa.

Type Description Qty UOM Price )
o {}) Barricade Panel - 8' Reflective 40 00 Eac) = 58 50 2 ,340 OO
PO Line Contract Credit Line Supplier Part Number
PO00000400-6 ’ Clear N e O

& N 4
Billing

2115029-41-9951918

Totals & Taxes

Lines Net Total 7.610.60




Step 7: In the Lines section, if necessary, you can pick lines from a different
Purchase Order related to the invoice, pick lines from a Contract, or add a line
for items that are not associated with a Purchase Order issued by Ledcor.

Type Description Qty UOM Price (3¢
4 {}) Barricade Panel - 8' Reflective 40 00 — G 58 50 2,340 . OO
PO Line Contract Credit Line Supplier Part Number
N~
Billing
2115029-41-9951918
GHl c} K lines from Ol'lk

Totals & Taxes

Lines Net Total 7,610.60

‘&\‘,OR Then scroll down to the Totals & Taxes section.

-
' 6':70[/’




Step 8: In the Totals & Taxes section, enter additional charges like Shipping,

Handling and Tax information.

Totals & Taxes

Lines Net Total 7.610.60

Shipping
Tax % 0.000

Tax Reference

Handling
Tax

v % 0.000

Tax Reference

Click Calculate and confirm
the Total amount of Coupa
Invoice matches the total

Tax v 0.00
Tax Reference
Misc
Tax s [:l I:I'
Tax Reference
Tax v 0.000 % 0.00
Total Tax 0.00
Net Total 7,610.60
Total > 7,610.60
Save as Draft Calculate

=~ amount of your Invoice PDF.
/4 6“0“ Delete Cancel
Sz

Once everything
looks correct,
Click Submit.

A



Step 9: A confirmation box will appear, click Send Invoice to complete the process.

Are You Ready to Send?

You're about to send an invoice to Ledcor Group for a total amount of 7,610.60. Once sent, you'll
have to contact your customer directly to make changes to the invoice.

Continue Editing l Send Invoice l




Step 10: A bar message notification should appear to confirm that your invoice has
been sent successfully.

Select customer Ledcor Group v

Invoices

12345 Supplier Ltd.-1503763 invoice #INV_400 is processing

Instructions From Customer

Please refer to the purchase order when creating your invoice to ensure that the correct Ledcor legal entity is being billed.

Create Invoices @

Create Invoice from PO Create Invoice from Service Sheet Create Invoice from Contract Create Blank Invoice Create Credit Note
| Exportto - | View

Invoice # Created Date Status PO # Total Unanswered Comments Dispute Reason Actions
| INV_400 11/27/25 Processing PO00000400 7,610.60 CAD No
INV_400112233  11/27/25 Voided PO00000400 7,610.60 CAD No
INV_400112233  11/27/25 Voided PO00000400  7,610.60 CAD No
INV_4001122 11/27/25 Voided PO00000400 7,610.60 CAD No
INV-002-11072025 11/07/25 Pending Approval  PO00000312  345.00 USD No

INV-001-11072025 11/07/25 Approved PO00000314 1543468USD No




Step 10: To check the status of your invoices, go to the Invoices tab.

s.scoupa supplier portal
\ 4

@ Orders Business Profile

Payments

Service Sheets

ltems

JOHN NOTIFICATIONS

ASN Sourcing Forecasts Setup More...

HELP ~

| Invoicef Uploaded Invoices Invoices Lines Payment Receipts Advanced

Invoices

The ta ble Instructions From Customer

Select customer | edcor Group

Please refer to the purchase order when creating your invoice to ensure that the correct Ledcor legal entity is being billed.

Create Invoices ©

displays the
Invoice
creation date

Showing results for 4003

Create Invoice from PO Create Invoice from Service Sheet

and StatUS . 1 Invoice # Created Date  Status PO #
| INV_400 11127125 Pending Aperoval PO00000400
INV_400112233 11/27/25 Voided by PO00000400
INV_400112233 11/27/25 \oided PO00000400
INV_4001122 11/27125 Voided PO00000400

Perpage 15 | 45 | 90

Total

7,610.60 CAD
7,610.60 CAD
7,610.60 CAD
7,610.60 CAD

Create Credit Note

vew 5

Unanswered Comments Dispute Reason Actions
No
No
No
No

Make sure to
have Ledcor
Group as
your active
customer.



Thank you for Invoice your POs in the CSP!

If you need any additional support, please contact the Ledcor Supplier Enablement Team
at: supplier.enablement@ledcor.com.
You can also book a Microsoft Teams meeting with the Supplier Enablement team:
Supplier Enablement Support.

Zr:coupa



mailto:supplier.enablement@ledcor.com
https://bookings.cloud.microsoft/book/SupplierEnablementSupport@ledcor.onmicrosoft.com/?ismsaljsauthenabled=true

Supplier Actionable Notifications (SAN)

Create a Purchase Order Backed Invoice

Zscoupa




Getting started!

Supplier Actionable Notifications (SAN) are email notifications that allow you to
receive and act on your Purchase Orders (POs) without needing to create a
Coupa Supplier Portal (CSP) account.

When Ledcor issues a PO, you will receive an email containing all the key details
of the order.

If your company already has a CSP account, the SAN email will list your CSP
admins, and you can request access if needed.

The email is sent to the Purchase Order email address you provided in the
Supplier Questionnaire. If you need to update this email address, please contact
us at supplier.enablement@ledcor.com. *



mailto:supplier.enablement@ledcor.com

Step 1: Receive your Purchase Order via email with all the key details and scroll
down.

= M Gmail Q. Search mail g @D @ 4+
/ Compose N O w & &> 10f54 < >
O Inbox - Ledcor Group Purchase Order #PO00000401 o inbox x a o
Y¢ Starred Ledcor Group <do_not_reply@ledcor-uat.coupahost.com> @ 1:48PM (6 minutes ago)  Y¥ @ “
® s q to ledcorsupplier+san «
nooze
B>  Sent Powered by {;}COUpa
[ Drafts
D Purchases @
v More |§
Ledcor Group Purchase Order #P0O00000401
Labels L
® Training Order Summary

Date 11/27/25
PO Total 7,610.60 CAD

Contact Ledcor User
ledcortestings+41@gmail.com




Step 2: From the email you can acknowledge the order, create an invoice, add
shipment tracking or add comments to the PO, without needing to create a CSP

account.
€ ® M &9 : 10f 54 >
Click
Create Invoice Orders details below
RY
Acknowledge PO Add Shipment Add Comment

Tracking

Never Miss an Order with Coupa

] (A=l fo=-]




You will be directed to a Coupa screen to generate a One-Time Password that will be
sent to your email.

S tep 3 Click Verify Your Access for Purchase Order #P000000401

. Your access to this page has expired. Please click on the button below. You will
Generate One' Tlme receive an er:'latil wifh fhe one-tiFr)ne password (OTP), Esing \:/thich yOou can access
Password. ——

v

Generate One-Time Password

Already have an account? Log in

Save Time and Money with Coupa

g O

Orders Invoices Payments

N
[ Create Your Account J




Verify Your Access for Purchase Order #2000000401

Step 4: Enter the
password, then

Enter One-Time Password
check the I'm not a o[ 780205
rObOt bOX to Please check the box below to proceed
continue.
> \/ I'm not a robot e

reCAPTCHA
Privacy - Terms

Enter the one-time password sent to [e*****¥¥Xx¥xxxx@gm*******,

Step 5: Click Verify

One-Time e —— )
Password to Didn’t receive the code. Resend One-Time Password.

access the PO
detail page.

Save Time and Money with Coupa

-
Q‘ f'ﬁﬂ”ﬁ

/. aCOR
O
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The invoice creation screen includes five sections, and most fields are auto filled from
the Purchase Order.

Never miss an order - create your Coupa supplier account Create Your Account

Most fields are
automatically &
populated based Create Invoice create

on the Purchase

O General Info 9 From
Order deta”S. * Invoice # * Supplier SAN Supplier
H Oweve r, yO U Invoice Date Set automatically at time of submission * Invoice From Address N:E address selected,o
mu St e nte r yo ur Payment Term v * Remit-To Address No address selected ,©O
com pany *Currency CAD w * Ship From Address No address selected ,O
= = Status Draft 9 To
information for B —— |
Image Scan | Choose File ‘ No file chosen
Customer Ledcor Group

each invoice In | |
. supplier Note Bill To Address 1500 - 1055 West Hastings Street
the From SeCtlon Vancouver, British Columbia V6E 2E9

Canada

‘ N Attachments Add File | URL | Text Ship to Address c/o 1000,1066 West Hastings
4 “““R Vancouver, BC V6E 3X1
' - D Canada

- _6‘#0[//




The invoice creation screen is divided in five sections, and most fields are auto
filled from the Purchase Order.

Step 6: Enter the required details marked with a red asterisk (*).

Create Invoice create

I n th e G e n e ra I I n fo S e Ctl O n b) yo u Creating your first invoice? Just enter in your invoice number. Check the line details, make any necessary changes and put in any extra

n e e d to charges. Once you are ready, click Submit. You'll be notified if the invoice is approved or placed on hold.
o General Info “ From

* E nte r th e I nvo I ce N u m be r—l—b *Invoice # | INV_400 Q * Supplier 12345 Supplier Ltd -1503763
exa Ctly aS It a p pea rS O n yo u r Invoice Date Set automatically at time of submission Supplier GSTHSTID 123456789 »

X

. . P D F Payment Term v * Invoice From Address 12345 Supplier Ltd L
26¢ astings Stree
Invoice “Cumoney CA0 VarcoovrBOVBE 455
Canada
« Attach the PDF of your invoice. _I_.
Image Scan || Choose File |[No file chosen * Remit-To Address 12345 Supplier Ltd L

* Youcan add notes and o \ s o
supporting documents to your - D
Coupa invoice in the > Atachments Add e | URL | T
Attachments section.

© To
Customer Ledcor Group

““R Bill To Address 1500 - 1055 West Hastings Street
g Vancouver, British Columbia V6E 2E9

Canada

-
‘ ﬁlﬂllﬁ




Step 7: In the From and To sections, check the information to verify your

company’s information and Ledcor’s details.

Create Invoice create

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

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

o General Info
*Invoice # INV_400

Invoice Date Set automatically at time of submission

Payment Term v
*Currency CAD w

Status Draft

Image Scan | Choose File ]No file chosen

Supplier Note [

Attachments Add File | URL | Text

9 From

* Supplier 12345 Supplier Ltd -1503763

Supplier GSTHSTID 123456789 w

* Invoice From Address 12345 Supplier Ltd P

* Remit-To Address

* Ship From Address

9 To

Customer

Bill To Address

1269 West Hastings Street
Vancouver, BC V6E 4S8
Canada

12345 Supplier Ltd e
1269 West Hastings Street
Vancouver, BC V6E 4S8
Canada

12345 Supplier Ltd L
1269 West Hastings Street
Vancouver, BC V6E 4S8
Canada

Ledcor Group

1500 - 1055 West Hastings Street
Vancouver, British Columbia V6E 2E9
Canada

You can edit the fields in the
From section with the
addresses from your Coupa
Legal Entities.

IMPORTANT:

The Bill To must match your
invoice PDF, if you have
guestions or want to make
sure, please reach out to the
requestor indicated in the
Purchase Order.

Then scroll down to continue.



Step 8: In the Lines section, confirm or Edit the line details.

In the Lines section, you

need to:

* Ensure the line details
match those on your
invoice PDF, including the
guantity, items listed, and
tax amounts.

Lines O Line Level Taxation
Type Description Qty UOM Price 979 OO Q
4 ] 4X8X1 / 4inch (6MM} GIS FIR 20.00 h v 48 .95 a

PLYWOQOD

PO Line Contract Credit Line Supplier Part Number b

P0O00000400-1 O Clear None O
4 e @

Billing
2115029-41-9951918
Type Description Qty uoMm Price 765 60 Q
| e Emch SSE R 5.4/ 0 Eac v 31.90 :

PO Line Contract Credit Line Supplier Part Number

PO00000400-2 ,©O Clear i None O

Billing
2115029-41-9951918




Step 9: In the Lines section, confirm or Edit the line details.

Type inside
the Qty field
to edit the

Check the Line Level Taxation box the
enable taxed in the item lines.__

item quantity.

Lines
Type Description Qty
- {1 4X8X1/ 4inch (MM} GIS FIR 20.00
’ PLYWOOD —
PO Line Contract
D00000400-1
b4

Billing
2115029-41-9951918
Type Description Qty
g‘ 4X8X3/ 8inch OSB 24.00
PO Line Contract
PO00000400-2 Clear

> N

Billing
2115029-41-9951918

UOM Price

Credit Line

UOM Price

v

Credit Line

3190

\ 4

_J Line Level Taxation

979.00 @

Supplier Part Number [k‘

765.60

Supplier Part Number

Click the
— red X mark

. {o delete

® | the line

from this
Invoice.



Step 10: In the Lines section, if necessary, you can pick lines from a Contract or
add a line for items that are not associated with a Purchase Order issued by

Ledcor.
Type Description Qty UOM Price (%]
o 3 Barricade Panel - 8' Reflective 40.00 Each a 58 50 2 3 3 ‘40 O O
PO Line Contract Credit Line Supplier Part Number
PO00000400-6 Clear o ‘ '
Billing

2115029-41-9951918

0 Add Line c Pick lines from Contract

Totals & Taxes

Lines Net Total 7,610.60

@GUR Then scroll down on the section.

-
' Flﬂ[/ﬁ




Step 11: In the Totals & Taxes section, enter additional charges like Shipping,
Handling and Tax information.

Totals & Taxes

Lines Net Total 7,610.60 Misc
Shipping Tax " % 0.000
Tax > % 0.000 Tax Reference

Tax Reference

Tax v 0.000 | % 0.000
Handling
s v % 0.000
Tax Reference Total Tax 0.00 .
Net Total ens  ONCE everything
Click Calculate and confirm Total {7,610.60 IO(_)kS correc_t,
Click Submit.

the Total amount of Coupa
InVO|Ce matCheS the total Email me status updates for invoices | create this way

. Delete Cancel Save as Draft Calculate
amount of your Invoice PDF.

@“;‘."3.

Az You can opt in to receive email status updates for your invoices.

A 4

A




Thank you for creating your invoice via SAN!

If you need any additional support, please contact the Ledcor Supplier Enablement Team
at: supplier.enablement@ledcor.com.
You can also book a Microsoft Teams meeting with the Supplier Enablement team:
Supplier Enablement Support.

Zr:coupa



mailto:supplier.enablement@ledcor.com
https://bookings.cloud.microsoft/book/SupplierEnablementSupport@ledcor.onmicrosoft.com/?ismsaljsauthenabled=true

Coupa Supplier Portal (CSP)
Create a Blank Invoice (Non — PO Backed)

Zscoupa




Getting started!

As of March 16, 2026, Ledcor will transition to Coupa for invoice processing.
Please review the guidelines below to ensure invoices are submitted through
the correct method based on the purchase order date.

* Invoices related to Purchase Orders from our previous system, sent by
Ledcor before the go-live date March 16th, 2026, must be sent to the usual
method of invoicing.

* Invoices related to new Purchase Orders from Coupa, (created on March
16th or after), can be invoice in Coupa.

* |nvoices non-Purchase Order related, can be invoice in Coupa after the
go-live date on March 16th without a PO, going to the tab Invoices->
Create Blank Invoice.




When to Submit a Non-PO Invoice.

Examples of common scenarios where a non-PO invoice may be submitted
iInclude:

Government entities or regulatory payments

Professional service fees

Utility invoices

Donations or sponsorships

Other services or payments where issuing a PO is not practical

Currently, Ledcor does not enforce a strict “No PO, No Pay” policy, therefore non-PO
invoices are permitted when appropriate.

Following the Coupa go-live, Ledcor may review non-PO invoice usage and work with
departments to reduce them where feasible and encourage the use of Purchase Orders
where appropriate. However, some business groups may continue to use non-PO invoicing
depending on operational needs.

Suppliers should ensure that all required invoice details and appropriate internal contact
information are included when submitting a non-PO invoice to support efficient processing

and approval.
%““.‘.“3- PP



Step 1: Log into the CSP and click on the Invoices tab from the home page.

srzcoupalsupplier portal ANA~ | NOTIFICATIONS @ = HELP -

Orders Business Profile Payments Service Sheets ltems ASN Sourcing Forecasts Setup More...

Save Time Managing Invoices

Automate invoice collections and integrate with QuickBooks Register for Trial

for seamless financial operations.

o Store of very good supplies -

Profile Last Updated: 14 days ago | View Profile

Recent Activity view . @ Announcements

Mo activity found for ledcor-test.

No Announcements

66



Step 2: Make sure that Ledcor Group is selected as your active customer.

v 1 U d ANA~ | | NOTIFICATIONS HELP -
£r:coupa supplier portal o
ﬁ Orders Business Profile Payments Service Shests ltems ASN Sourcing Forecasts Setup More...
Invoices Uploaded Invoices Invoices Lines Payment Receipts Advanced
\ 4
Select customer ~
5!
| . ledcor-test
NVOICES All (Offered by Advanced)
Instructions From Customer
Please refer to the purchase order when creating your invoice to ensure that the correct Ledcor legal entity is being billed.
Create Invoices @
Create Invoice from PO Create Invoice from Service Sheet Create Invoice from Contract Create Blank Invoice Create Credit Note
Invoice # Created Date Status PO # Gross Total Unanswered Comments Dispute Reason Actions

67



g,zcoupa supplier portal

ﬁ Orders Business Profile Payments Service Sheets ltems ASM Sourcing Forecasts Setup More...

e CEl ANA~ | NOTIFICATIONS @  HELP -

Invoices Uploaded Invoices Invoices Lines Payment Receipts Advanced

Select customer | ledcor-test

Invoices

Instructions From Customer

Please refer to the purchase order when creating your invoice to ensure that the correct Ledcor legal entity is being billed.

Create Invoices ©

Create Invoice from PO Create Invoice from Service Sheet Create Invoice from Contract Create Blank Invoice Create Credit Note
View
Invoice # Created Date Status PO # Gross Total Unanswered Comments Dispute Reason Actions
I 113992 2026-02-27 Pending Approval PO00001365 1,000.00 CAD MNo
430169  2026-01-16 Approved PO00001362 193.00 CAD MNo
MNone 2026-01-16 Draft PO00001365 2.000.00 CAD No ,/ Q
430168  2026-01-16 Pending Approval PO00001364 1,000.00 CAD MNo
11399 2026-01-15 Approved PO00001364 1,652 50 CAD MNo

Perpage 15 | 45 | 90

Step 3: Click
Create Blank Invoice.

68



Step 4: The next window will open; fill out the mandatory
fields marked with a red asterisk (*).

Choose Invoicing Details | Select v | > Invoicing Details

Select

Store of very good supplies

i customer offers payment by Credit Card, Bank Account or Digital

* Remit-To Select STORE OF GOOD SUPFLIES INC

* Legal Entity | Select

* Legal Entity | STORE OF VERY GOOD SUP| ~

* Ship From Address Select

Invoice From Highway 401
Lakeshore, ON v3b 4v4
Canada

Canada (123456789)

* Remit-To | Highway 401, Lakeshore, ON v ~

* Ship From Address | Highway 401, Lakeshore, ON v «~

Select the Legal Entity from your list of entities
3 y Y Click Save —I

in Coupa to display its associated addresses. _
to continue.




The invoice creation screen is divided in five sections.

Step 5: Enter the required details marked with a red asterisk (*).

Create Invoice create

Creating your first invoice? Just enter in your invoice number. Check the line details, make any necessary changes an

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

In the General Info section, you E— o
n eed tO : P~ Invoice #] INV_400 (] * Supplier Store of very good supplies-1517578

Invoice Date Set automatically at time of submission Supplier GSTHSTID | 123456789 -

o E n te r th e I nvo i ce N u m be r Payment Term v *Invoice From Address STORE OF VERY GOOD SUPPLIES |

(ONTARIO)
*Currenc y | CAD Highway 401

exactly as it appears on your

Canada

- - P»image Scan } | Choose File | jo file chosen
I n VO I Ce . * Remit-To Address STORE OF VERY GOOD SUPPLIES |

(ONTARIO)

- Attach the PDF of your invoice A SR

Canada

250 b - I - 't e \ttachments Add File | URL | Text
I I l Slze I I I I I N * Ship From Address STORE OF VERY GOOD SUPPLIES |

* You can add notes and
supporting documents to your—__| 0 To
Coupa invoice in the

Bill To Address No address selected .

Attachments section. S o A No s skt
"'enn * Requester Email
\39

*Requester Name

-
Q‘ —I:‘lﬂllﬁ

Bill To: MNone

Zip Code



Step 6: In the From and To sections, check the information to verify your
company’s information and Ledcor’s details.

Create Invoice create

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

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

> General Info
*Invoice # INV_400

Invoice Date Set automatically at time of submission

Payment Term v
*Currency CAD w
Status Draft

Image Scan | Choose File | No file chosen

Supplier Note ||

Attachments Add File | URL | Text

9 From

* Supplier 12345 Supplier Ltd -1503763

Supplier GSTHSTID

* Invoice From Address

* Remit-To Address

* Ship From Address

9 To

123456789 ~

12345 Supplier Ltd o
1269 West Hastings Street
Vancouver, BC V6E 4S8
Canada

A

12345 Supplier Ltd LO
1269 West Hastings Street
Vancouver, BC V6E 4S8
Canada

12345 Supplier Ltd O
1269 West Hastings Street
Vancouver, BC V6E 4S8
Canada

Customer Ledcor Group

Bill To Address

1500 - 1055 West Hastings Street
Vancouver, British Columbia V6E 2E9
Canada

The From section will have the
addresses you selected in the
previous window from your
Coupa Legal Entities.

——FEdit the From addresses

clicking the Search icon.

Then scroll down to continue.



Step 7: In the From and To sections, check the information to verify your

company’s information and Ledcor’s details.
Always select the Bill To

Address 71500 - 1055 West

To Hastings Street, Vancouver, BC
Customer V6E 2E9 Canada, for Ledcor
S e invoices.
Canada
i o ddress o address seleeed |07 Click the search icon in the
Requeser s cqusr@aseorcon | | . __ Ship To Address field to view
“Requestorame (Lo T J and select from the list of
- Ledcor addresses.

—— Type the requestor’s contact
and then scroll down to
continue.




Step 8: In the Lines section, edit the line details to match your invoice pdf.

For mate rial Lines 0 Line Level Taxation
I I _|_’ Type Description Qty UOM Price a
InVOICeS SeIeCt Type Qty 1.000 $1000s of Sal ~ 0.00 DOD

Qty and enter Unit
Of Measurement Plt:].I:-ine . Contract Supplier Part Number
and Price per unit.

{} Add Line O Pick lines from PO O Pick lines from Contract
For service invoices

Lines U Line Level Taxation
select Type Amt——_ » ,

Type Description Price O OD f:j
and enter At 000 -
Description and PO Line Contract Supplier Part Number
Price. .

-
'« o {} Add Line O Pick lines from PO o Pick lines from Contract

e R
\&Qﬁ“




Step 8: In the Lines section, edit the line details to match your invoice pdf.

Check the Line Level Taxation box
the enable taxed in the item lines.

Lines ] Line Level Taxation

Type Description Price f:}

Amt Car Rental 560 0.00 Click the

L red X mark
PO Line Contract Supplier Part Number
. to delete the
line from
this invoice.
© Adstine @ Pic ©

Then scroll down to the Totals & Taxes section.




Step 9: In the Totals & Taxes section, enter additional charges like Shipping,

Handling and Tax information.

Totals & Taxes

Lines Net Total 7.610.60

Shipping
Tax % 0.000

Tax Reference

Handling
Tax

v % 0.000

Tax Reference

Click Calculate and confirm
the Total amount of Coupa
Invoice matches the total

amount of your Invoice PDF.
 O00R

Misc
= v 0.000
Tax Reference

Tax v 0.000

Total Tax 0.00
MNet Total 560.00
Total » 560.00

Delete Cancel Save as Draft Calculate m |

Once everything
looks correct,
Click Submit.

<
<«




Step 9: A confirmation box will appear, click Send Invoice to complete the process.

Are You Ready to Send?

You're about to send an invoice to None for a total amount of 560.00. Once sent, you'll have to
contact your customer directly to make changes to the invoice.

Continue Editing




Step 10: A bar message notification should appear to confirm that your invoice has
been sent successfully.

Select customer Ledcor Group v

Invoices

12345 Supplier Ltd.-1503763 invoice #INV_400 is processing

Instructions From Customer

Please refer to the purchase order when creating your invoice to ensure that the correct Ledcor legal entity is being billed.

Create Invoices @

Create Invoice from PO Create Invoice from Service Sheet Create Invoice from Contract Create Blank Invoice Create Credit Note
| Exportto - | View

Invoice # Created Date Status PO # Total Unanswered Comments Dispute Reason Actions
| INV_400 11/27/25 Processing PO00000400 7,610.60 CAD No
INV_400112233  11/27/25 Voided PO00000400 7,610.60 CAD No
INV_400112233  11/27/25 Voided PO00000400  7,610.60 CAD No
INV_4001122 11/27/25 Voided PO00000400 7,610.60 CAD No
INV-002-11072025 11/07/25 Pending Approval  PO00000312  345.00 USD No

INV-001-11072025 11/07/25 Approved PO00000314 1543468USD No




Step 10: To check the status of your invoices, go to the Invoices tab.

s.scoupa supplier portal
\ 4

@ Orders Business Profile

Payments

Service Sheets

ltems

JOHN NOTIFICATIONS

ASN Sourcing Forecasts Setup More...

HELP ~

| Invoicef Uploaded Invoices Invoices Lines Payment Receipts Advanced

Invoices

The ta ble Instructions From Customer

Select customer | edcor Group

Please refer to the purchase order when creating your invoice to ensure that the correct Ledcor legal entity is being billed.

Create Invoices ©

displays the
Invoice
creation date

Showing results for 4003

Create Invoice from PO Create Invoice from Service Sheet

and StatUS . 1 Invoice # Created Date  Status PO #
| INV_400 11127125 Pending Aperoval PO00000400
INV_400112233 11/27/25 Voided by PO00000400
INV_400112233 11/27/25 \oided PO00000400
INV_4001122 11/27125 Voided PO00000400

Perpage 15 | 45 | 90

Total

7,610.60 CAD
7,610.60 CAD
7,610.60 CAD
7,610.60 CAD

Create Credit Note

vew 5

Unanswered Comments Dispute Reason Actions
No
No
No
No

Make sure to
have Ledcor
Group as
your active
customer.



Thank you for using the CSP to submit your
invoices!

If you need any additional support, please contact the Ledcor Supplier Enablement Team
at: supplier.enablement@ledcor.com.
You can also book a Microsoft Teams meeting with the Supplier Enablement team:
Supplier Enablement Support.

£r:coupa



mailto:supplier.enablement@ledcor.com
https://bookings.cloud.microsoft/book/SupplierEnablementSupport@ledcor.onmicrosoft.com/?ismsaljsauthenabled=true
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