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1.2 Coupa for Suppliers

The Coupa Supplier Portal (CSP) is a free tool for suppliers to easily do business with
customers who use Coupa. The CSP makes managing customers and transactions easy.

Depending on the customer's specific Coupa configuration, content and settings can be
managed on a customer-by-customer basis.

Purchase
order

COUPA TRAINING COUPA SUPPLIER 4
PORTAL (CSP) |
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1.3 Coupa functionalities 4. | ciencore

Coupa can be used for the following activities

Z\

L6

Receive RFPs, Submit legal Receive and Create ?nd Check Onboard and
RFQs, and submit agreements & acknowledge _submit payment communicate master
responses contracts Purchase invoices statuses data changes to

to Astron Energy Orders Astron Energy
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2.1 Supplier portal login 4. | GiEncorE

In this section you will learn how to register and log in to the supplier portal

An invitation to register with Coupa will arrive in your
inbox.

e At the bottom of the email, you will find two options:

Select the Join Coupa option to continue with the
a registration process.

Select the forward this option to forward the
invitation to another user of the company.

/\

NOTE: The invitation is sent to the supplier
main email that Astron Energy has, the
registration must be done by the person who
will administer the portal. Later you will be able
to add more users

f;}COUpaIAction Required - Glencore QA Registration Instructions I

Hello Supplier,

Glencore QA wants you to respond by updating your company profile on Coupa, their chosen platform for Spend Management.
This information is required so they can transact with you electronically.

Coupa's Supplier Portal is completely free, setup is fast, and it helps you better transact and communicate electronically.

You can easily update your company information if it ever changes, as well as do things with Glencore QA (and your other buying
organizations that use Coupa) like view purchase orders, create invoices, manage POs and invoices, get real-time SMS alerts,
and much more.

To forward this invitation, please select 'Join and Respond' and select 'Forward this to someone' in the account creation page.

Welcome!

Join Coupa Supplier Portal Forward Invitation

Zcoupa

Business Spend Management

To get immediate updates via SMS or change notification preferences, go here and adjust your settings

An invite with a Coupa registration link will be sent out to all existing/current suppliers who have a vendor number

A GLENCORE COMPANY
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2.2 Access to the supplier portal 4. | ciencore
O o

When you select the Join Coupa Supplier Portal, you will be taken
to the CSP page to create an account by choosing a password,

confirminfg the password and accepting the Privacy Policy & D o s o et D o oo vy Lo o b o UK end zesy
Terms of Use.

Create your business account

Email gacspsuppliertest@gmail.com

You must fill in the requested information by creating
your password

Password

Use at least 8 characters and include a number and a letter.

Password Confirmation

Confirm the terms of the platform and select Get ) et Prncy Py s e feme oftse
started to register.
(2 )
The option to forward the invitation to another user Having an issue with signup?
Of the Company |S avallable. Forward this to someone

Create your business account

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

ETA NOTE: The email field is already filled in,
this field cannot be changed. If you wish to
change the email address, please contact

Astron Energy to make the change. o

Email | Email @gmail.com

A GLENCORE COMPANY COUPA TRAINING COUPA SUPPLIER 8
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2.3 Supplier registration

Suppliers logging into CSP for the first
time will be prompted to create a basic
profile by entering the following details:

+ Company Name

« Country/Region
« Tax Registration
+ Address Line 1

« City
- Postal Code (Mandatory)
« Website

« Address Line 2
- State (Optional)

A GLENCORE COMPANY

Create an Account

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

* Business Name
GE Dev 02

Your legal business name (or legal personal name if an indivi dual)

demo.csp.supplier+gbd2@gmail.com

* First Name * Last Name
Mary Snow
* Password * Confirm Password
2] w®
Use at least 8 characters and include a number and a letter.
* Country/region * Tax Registration | |

[Ji do not have a Tax ID

1 accept the Privacy Policy and the Terms of Use

Create an Account

Already have an account? LOG IN

Forward this to someone

, . ‘ GLENCORE

COUPA TRAINING COUPA SUPPLIER 9
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2.3 Supplier registration

You will be asked to verify your email
address by entering the verification code
sent to your email address.

a Check your email for your unique Coupa
Verification Code.

Copy the number in the email and paste
into the fields on the Email Verification
screen.

Click Next to continue setting up your
profile.

A GLENCORE COMPANY

4. | GLENCORE

Coupa supplier portal

rcoupa

Your Coupa Verification Code

Below is the secure verification code you requested. Enter the 6-digit code in Coupa to verify

it's you.

Ofcro]

£rscoupa a seoe

Business Spend Management

Email Verification

We sent a one-time verification code to
demo.csp.supplier+gbd2@gmail.com

Didn't receive the Verification Code? Request a New Code

COUPA TRAINING COUPA SUPPLIER PORTAL (CSP) |10



2.4 Supplier portal login 4. | GLncore

In this section you will learn how to log in to the portal once you have registered

a Once you have registered in the platform, log in at the following page: https://supplier.coupahost.com/

e Supply your email and password and click on login.

"a' Log In

Welcome back! Login or click here for help.

* Email Address | Email Address

* Password | Password

Forgot Your Password?

A GLENCORE COMPANY COUPA TRAINING COUPA SUPPLIER11
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2.5 Supplier portal security 4. | GLENCORE

The Coupa Supplier Portal requires the use of multi-factor authentication as an additional
security measure on your account to protect sensitive business information

' @ @s

Account Settings

Adjust the security and multi-factor authentication (MFA) settings by selecting Notification Preferences
a Security & MFA in the user account settings area.
° Security & MFA

Log Out

First time use will require you to open your preferred authenticator app on your mobile
device and select Add Account (or the + icon).

Then either:

Multi Factor Authentication via App

+ Scan the QR code displayed on the screen using your authenticator app

o Scan this QR code using your mobile device.
a (recommended), Or + Open your preferred authentication app on your mobile device.
Learn more
* Enter the security key manually if you are unable to scan the QR code. + For most apps, select "Add" or *+* o scan the GR cods or copy
and paste the security key.
b
Once your authenticator app has been linked to your Coupa O e =
e Supplier Portal account, complete the setup by entering the 6-digit P5IPJBRPT2GB674UEBMSY

code provided by your authenticator app. GOVLIFIRIA

Click to copy Security Key

o Enter the 6-digit verification code from your

device. e

A GLENCORE COMPANY




2.5 Supplier portal security 4. | cencore

The Coupa Supplier Portal requires the use of multi-factor
authentication as an additional security measure on your account to

protect sensitive business information

© Keep your account
secure

Enable Two-Factor Authentication

No thanks, Il take the risk

When you complete the MFA setup process for your user profile, it’s important
to save your recovery codes.

Recovery Codes recovery_codes-2024-08-02.csv

Completed — 47 bytes
These codes were generated on July 31, 2024

Emergency recovery codes are the only way to restore  Show all downloads
if you lose access to your authenticating device or app.

ET‘A NOTE: Be sure to Download a copy of your
recovery codes. If you don’t have your

You can use each recovery code only once.

Keep these somewhere safe but accessible.
recovery codes, you may not be able to
access or make changes to your account. 9_nazA U@
jiaOKQ ohl3gA
Z6tv]Q ubrZ2w

A GLENCORE COMPANY °
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3.1 Navigation and use of supplier
portal

In this section you will learn how to use the supplier portal and the functionalities

available in the portal

i}coupa Supplier Portal Q. @ 1S

o Invoices Orders Business Profile Payments Service Sheets ltems ASN Sourcing Forecasts Setup More v

=/

NOTE: The layout of the Coupa Supplier Portal is subject to change as
Coupa may apply updates and new features to improve user experience.

Therefore, some screenshots in this deck may vary slightly to what you see
on the Coupa supplier portal.

A GLENCORE COMPANY 15



3.1 Navigation and use of supplier 4. | cLincore
portal

In this section you will learn how to use the supplier portal and the functionalities
available in the portal

{;}Coupa Supplier Portal ‘ I Q. @ IS

At the tOp you W|” ﬂnd the menu Or the ‘ Io Invoices Orders Business Profile Payments Service Sheets Items ASN Sourcing Forecasts Setup More v
options available within the portal.

ss SweetWater Services

jo | View Profile
‘ On the upper right-hand side is where you
can manage the platform s
a anag platio ool ch_ange Recent Activity view . @ Announcements
passwords, manage notifications and a
help section. ——
No activity found for Glencore DEV.
=A . . Multi Pendin: Join Mer: Linked
NOTE: If YOU Intel"aCt Wlth more than One Fauctor T:sks ’ Roequests Sueg:Zsti Custeomers
client in Coupa, you will find them in the iij“l“‘y — - o —
recent activity section. To work with Astron Users O Dvptitr
Energy, select the one that refers to Astron
Energy.

A GLENCORE COMPANY 16




3.2 Home tab 4. | GLENCORE

In this section you will learn how to view the functionalities of the home tab

{;}Coupa Supplier Portal Q. ©) Js
Announcements seCtlon Where AStron Energy o Invoices Orders Business Profile Payments Service Sheets Items ASN Sourcing Forecasts Setup More v
will be informing about new developments.
ss SweetWater Services
Profile Last Updated: 30 minutes ago | View Profile
Recent activity will be listed here ‘
‘ Recent Activity view . @ Announcements

Multi-factor security information will be displayed
here

‘ Glencore DEV

No activity found for Glencore DEV.

Number of Pending tasks appear here
Multi Pending Join Merge
Factor Tasks Requests Suggesti
Security ons
Join requests will be displayed here s 27asks I Ousers I 0 puplicates
Merge suggestions will be displayed here ‘ ‘ ‘ . '
If you have multiple customers, click here to view = L . .
thgm P A NOTE: The help option is directly with Coupa, at your disposal you

will find help material for support.

A GLENCORE COMPANY COUPA TRAINING COUPA SUPPLIER17
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3.3 Business Profile tab A . | GLENCORE

This section corresponds to the company profile where you can update your
business' information

Click to see the Business Profile .
@ Invoices Orders Payments Service Sheets Items ASN Sourcing Forecasts Catalogs Community Add-ons Setup
Business Profile Profile Submissions Legal Entities Payment Methods Information Requests Performance Evaluation

RS SweetWater Services <2 Share Profile

‘ Edit the business profile clicking the - ‘
penCil icon and add|ng information to Company Info Vs
the relevant field

Company Name Industry About
SweetWater Services Collection of hazardous waste

EA Tax ID Year Established Commodities

NOTE: This is your organisation's public South Africa - 4123456789

company profile. Additional business 7

information can be added and maintained

to ensure your profile remains complete

and up to date.
A GLENCORE COMPANY COUPA TRAINING COUPA SUPPLIER18
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3.4 Business Profile Update 4. | cLncore

In this section you will find all the information you need to update your profile

Business Profile Profile Submissions Legal Entities Payment Methods Information Requests Performance Evaluation

Review and update the applicable fields to maintain an ‘ SSal SweetWater Services :
accurate and up-to-date public business profile. .
Company Info Cancel ‘

Company Name Industry About

SweetWater Services Collection of hazardous waste - About

‘ Use this section to maintain your company information, et
including business addresses and contact details.

DUNS Company Size Ownership Type

DUNS - -

1
[ ———————————— e ———————————————

‘ Contacts ~

Add User Q
R R . . R . Jhon Smith Yes Accounting, Diversity. Legal, Procurement, Risk. Sales, Sourcing V4
Use this section to maintain your company information, -
including business addresses and contact details. ‘
Addresses A~
Add Address Q
2381 Glyn St Yes Pretoria-wes Gauteng 0183 ZA /

A GLENCORE COMPANY Porsase 81 18




3.5 Orders tab 4. | GLENCORE

This section corresponds to all the purchase orders you have received from Astron
Energy

Use the Orders tab to view purchase orders, their ‘
current status, and a brief description

@ Invoices @ Business Profile Payments Service Sheets Items ASN Sourcing Forecasts Catalogs Community Add-ons Dashboards

Orders Order Lines Returns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines Delivery Schedule Shipments

Select customer  Glencore DEV

Purchase Orders

Click the PO number in blue to view details of the A e TeETTne
Purchase Order ‘ —— o

Search

PO Number Order Date  Status Acknowledged At  Items Unanswered Comments Total Assigned To
C113113332  03/17/2026 Issued None 1 Each of Test Process Automator 3 No 200.00 ZAR
1 Each of Test process automator 2
C113113253  02/27/2026 Issued None 1 Each of Test process automator 2 No 2,000.00 ZAR
- . . - . 1 Each of Test Process automator 1
Use the ACtlonS SeCtIon to Create InVOIces and Credlt C113112831 12/03/2025 Issued None 1 Each of test quote No 10.00 ZAR

notes

. This icon creates an invoice from the
Purchase order

= L o , . ET‘ NOTE: Creating a credit note directly against a purchase
== Clicking this icon creates a credit note* (See NOTE) order is not allowed as part of the Astron Energy

design/process

A GLENCORE COMPANY 20



3.6 Orders tab 4. | ciencore
Purchase Order #342337

Ship-To Address 38 \Worley Parsons 2rd Floor
Revision Date 0802721 Melross Blvd Melrose Arch
2186

In this section you can review the

Status |zsued - Sent via Ema

information contained in a purchase order

Order Date 0802721

Requester GC Buyer 1

Email GCBuyerl@glencore.com f:::j:.ﬁ;:ce:moa
After selecting the purchase order, the purchase order details Cyment Term WLO1 - 12 daye et At GC Buyer 1
will be displayed. Buyer Faul Francis Terms CFR - Costs and freight
Purchasing Flag None T Shipment Tracking & n
Check the Acknowledged box to indicate the purchase Attachments 1‘ No shipment tracking.
order has been reviewed. Astron Energy requires that orders Acknowiedged (]
be acknowledged within 3 business days. Assigned to

. - - . . . Advanced Search Line Mumber: 0 —0  »
Review the Shipping section to view the address associated ‘ m I
With the purchase Order 1 Type Ilernl Gty Umt. . Price Total |I"I’\l'0l:}-l=_'ﬂ

- Service 2 Année/ 10.00 20,00 0.00
Year !
Afios
. . . [ELLINL]
Lines or items that are part of the purchase order will be ’
ViSIble under the Lines SeCtlon *Meed By PartMumber Manufacturer Name Manufacturer Part Mumber Iem Type Incoterms Location  Additional ltem Text
083121 None MNone Mone Services Mone Maone Mone
Use these buttons for the various options available to you for
processing the order R E

Total zar 20.00

Create Invaoice Save =i Print View

ET‘A NOTE: Astron Energy requires all 'l

purchase orders to be acknowledged

within 3 business days of receipt.
A GLENCORE COMPANY COUPA TRAINING COUPA SUPPLIER21
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3.7 Orders tab

This section corresponds to all the purchase orders you have received from Astron

Energy

4. | GLENCORE

The Purchase Order Lines section displays the
history of order lines associated with your purchase

‘I Purchase Order Linesl

Configure PO Delivery

orders and allows you to export the data to Excel.

PO Number (Header) Line Order Status (Header) Item

I 3423371 Issued 2 Année / Year [ Afios (annum) of Service
342335 1 Issued 10 Heure / Hour / Horas of SIT - CO005
3423341 Issued 3 Piéce / Each / Unidad of SIT - C002

,zcoupa supplier portal

Total tem Quantity Line Total

2 20.00
10 5.00
3 18.00

PAUL~  NOTIFICATIONS @D | HELP -~

Business Performance Sourcing  Add-ons Setup

Home  Profile | Orders  Service/Time Sheets  ASN Invoices  Catalogs
Orders Order Lines Returns  Order Changes Order Line Changes ~ Shipments
Use this section to review and track changes made ‘ Purchase Order Changes

Select Customer Glencore Dev ~

to your purchase orders over time.

v I Advanced I Search l

PO Change # ~ Order# Version# Ship To User Status [tems

I No rows

@

NOTE: Suppliers can submit
requests to modify purchase
orders. All requested changes are
subject to review and approval by

Astron Energy.
A GLENCORE COMPANY

Total Supplier Initiated Created By Reason Code Assigned To Justificatic

COUPA TRAINING COUPA SUPPLIER22
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3.8 Invoice tab

In this section you can review all your invoice information

4. | GLENCORE

Entering the invoices tab you will be able to see
everything related to all invoices in Coupa

‘ Use these buttons to create and submit invoices
and credit notes against purchase orders

Use this section to view invoices you have
‘ created, including their status and key invoice
details

ET‘A NOTE: 'Create Blank Invoice'
and 'Create Invoice from Contract'
options will only be allowed for selected
suppliers.

A GLENCORE COMPANY

@ Orders Business Profile Payments Service Sheets Items ASN Sourcing Forecasts Catalogs

Invoices

Invoices Lines Payment Receipts

Select customer Glencore DEV

Invoices

‘ Create Invoices @

Create Invoice from PO Create Invoice from Service Sheet Create e from Contre Create Biani oice Create Credit Note

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

None  04/01/2026 Draft C113113332 200.00ZAR  No 79

Perpage 15 | 45 | 90

COUPA TRAINING COUPA SUPPLIER
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4. | GLENCORE

3.9 Setup tab

The setup tab is where you can configure some features of your account.

@ Invoices Orders Business Profile Payments Service Sheets Items ASN Sourcing Forecasts Catalogs Community Add-ons More v

Admin Connection Requests

. . . ‘ Admin users ‘
‘ Here you can find the admin functions
available to you C— ] ]

Worker Portal Access

Click this button to invite a colleague
from your organisation to use the Coupa

User Name Email Status Permissions Customer Access Purpose Actions
Merge Requests
Jhon Smith jacob green@supplychainpartner com Active ASNs Glencore DEV Accounting, Edit
Merge Suggestions Admin Diversity,
Catalogs Legal
Requests to Join Community Procurement,
Contracts Risk, Sales,
Fiscal Representatives Early Payments Sourcing

Additional CaaS

sFTP File Errors (to
Customers)

sFTP File Status (from

Forecast Planner
Hidden, Private, and Public

! Information Inventory
Invoices
S u p pl ier Po rta | Early Pay Discounts Navi Access
Order Changes
sFTP Accounts Qrder Line Confirmation
Orders
cXML Emors

Payment Method Admin
Payments

Profiles

Service Sheets
Sourcing

ETA NOTE: All these functionalities will be oo SueplerDesnnoars
| detailed in section 8. e sl

A GLENCORE COMPANY COUPA TRAINING COUPA SUPPLIER24
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4.1 Adding a legal entity

4. | GLENCORE

Create a Legal Entity to represent your company and give your Coupa customers the information they

need to do business with you.

Business Profile Profile Submissions

Legal Entities

II Create I

Click the Create button under the Legal
Entities header.

Complete the details in the Create Legal Entity
form and click Save

A confirmation message confirms that the action is successful: "Your
Legal Entity setup is now complete. Click continue to add new Payment
Methods to this Legal Entity.

Your Legal entity setup is now complete. If you would like to add new Payment Methods
@ to this Legal Entity which your customers can use to pay you, please click continue
below.

¥

Navigate to the Business Profile > Legal Entities 5  iwices  orders Payments

Legal Entities Payment Methods

Service Sheets Items ASN Sourcing Forecasts Catalogs Setup More v

Information Requests Performance Evaluation Subscriptions

Create Legal Entity X

‘Legal Entity Name *

Country/Region *

Invoice From Address
Please enter the address that you invoice from or the address that you receive mailed and in-person payments.
Address Line 2

Country/Region * Address Line 1 *

v Address Line 2 @
City * State Postal Code *
City State Postal Code
Invoice From Code (7)
Ship From Address R

Please enter the physical address that your goods are shipped from? This can be a warehouse address.

coneet ﬁ



4.2 Adding a payment method (or
Remit-To) Information

Payment methods are the individual options you register for customers to pay you once an invoice has

m Invoices Orders | Business Profile I Payments Service Sheets ltems ASN Sourcing Forecasts Catalogs Setup More ~

4. | GLENCORE

been approved

‘ NaVigate to the BUSineSS PrOfiIe tab Business Profile Profile Submissions Legal Entities I Payment Methods Ilnformation Requests Performance Evaluation Subscriptions
Payment Methods
‘ Click the Payment Methods subtab ‘
I Add Payment Method ~ I Y Q
Payment Method Payment Method Name Country Currency Linked Legal Entity Shared With Customers Payment Method Status Actions
. Click Add Payment Method to select the
payment method to apply to a legal entity
Add Payment Method X
‘ Select the legal entity you want to link to Linked Legal Entity * I
the chosen payment method .

A GLENCORE COMPANY 27



4.2 Adding a payment method (or
Remit-To) Information

Payment methods are the individual options you register for customers to pay you once an invoice has

been approved
‘ Bank Transfer

Please enter the following information to receive Bank Transfer payments.

4. | GLENCORE

‘ Complete the Bank Transfer Information section by Account Nickname * (7) Beneficiary Legal Name * (1)
entering the banking details for the account to which you SweetWater Services
would like payments to be made.
Bank Branch Country / Region * Bank Account Currency *
South Africa - ZAR -
Bank Name * Account Number * @
9-17 digits

‘ Once the payment information has been saved
successfully, you can select the individual customers to Branch Code * (7) SWIFT / BIC Code (1)

whom this payment method will apply. o i 8 or 11 ch
1gits or characters

I Great News! The payment information has been successfully saved.

Select customers with whom you want to share SweetWater and click Save.

Cancel

Customer ﬁ SweetWater

Select All O

A GLENCORE COMPANY Glencore DEV [ O 28
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Electronic invoicing - important
information

Please remember:

Astron Energy’s required method of receiving invoices is digital submission as explained in this
document. All suppliers should adopt this method as soon as possible.

Once an invoice is submitted digitally, there is NO REQUIREMENT to send a copy by email to
any address you may have. Please do not send invoices by email and deactivate any
automated emails that may send invoices to Astron Energy.

For ease of reviewing and revising invoices (if required) it is recommended that suppliers
register on the Coupa Supplier Portal and manage their interactions with Astron Energy there.

A GLENCORE COMPANY COUPA TRAINING COUPA SUPPLIER30
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5.1 Creating an invoice from a
Purchase Order

In this section the creation of the invoice is demonstrated

4. | GLENCORE

I n th e p u rch a se O rd e rs ta b Id e ntlfy th e O rd e r to @ Invoices Business Profile Payments Service Sheets Items ASN Sourcing Forecasts Catalogs Community Add-ons Dashboards
create the invoice

Orders Order Lines Returns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines Delivery Schedule Shipments

Select customer  Glencore DEV

Click on the icon to create an invoice for the
corresponding order

Purchase Orders

g f} PO Number Order Date  Status Acknowledged At  Items Unanswered Comments Total Assigned To [ Actions || 8
. . C113113332  03/17/2026  Issued None 1 Each of Test Process Automator 3 No 200.00 ZAR ==
NOTE: In the orders tab you will find all S —————
th e p u rch ase h isto ry yo u h ave W|th C113113253  02/27/2026  Issued None 1 Each of Test process automator 2 No 2,000.00 ZAR -S=
. 1 Each of Test Process automator 1
Astron Energy. You cannot consolidate C113112831  12/03/2025 Issued None 1 Each of test quote No 10.00 ZAR _Ss

purchase orders to generate invoices.
You must perform the process for all
orders separately

A GLENCORE COMPANY COUPA TRAINING COUPA SUPPLIER31
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5.2 Creating an invoice from a

Purchase Order

/4.

GLENCORE

In this section the creation of the invoice from a purchase order is demonstrated

‘ Complete the General info section providing the following details:

* Your company invoice (PDF or image file) in the Image Scan

field*

*Do not upload an invoice if you are invoicing from a South

Africa Legal Entity as a legal invoice will be provided for you by

Coupa.

» Provide all necessary invoice supporting documentation in the

Attachments section providing a file, URL or text.

« Supporting documentation examples are:
« Delivery Note
« Goods Received Note (GRN)
« Signed Service Completion Confirmations
* Progress Reports

Review the invoice lines in this section and complete any
required information as needed and enter the required VAT
rate or Tax Code as appropriate.

.»\

Create Invoice create

General Info

From

6,

“NOTE: 1t is required to create and
setup a legal entity before submitting

A GLENCORE COMPANY the first invoice

*Invoice #

" Invoice Date | 06/10/2026

Payment Term NT30

Date of Supply | 06/10/2026

* Currency o ZAR w~
Delivery Number

Status Draft

Image Scan | Choose File

No file chosen

’ Lines

* Supplier AE - Supplier Test AE

* Supplier VATID

* Invoice From Address

“ Remit-To Address

* Ship From Address

4123456789 ~

Supplier Test AE O
2381 Glyn St
Pretoria-wes
Gauteng

0183

South Africa

No address selected ,©

Supplier Test AE O

2381 Glyn St
Supplier Note Pretoria-wes
Gauteng
y 0183
South Africa
Attachments @) Add File | URL | Text
- To
Customer Glencore DEV
Type Description Qty uom Price 100 OO
-4 Test Process Automato 1.000 Each ~ 100.00 .
PO Line Contract Credit Line Supplier Part Number
CHI3113332-1 Contract001 (Published) None O
Additional Item text Incoterms Tax Code Item Sales Tax

None

None

None



5.2 Creating an invoice from a

Purchase Order

In this section the creation of the invoice is demonstrated

Provide either the corresponding VAT rate or Tax code to the line
items as appropriate.

. Options available for invoice management

Delete: Deletes the current invoice from the system only if the
invoice has yet to be submitted

Cancel: Cancels the invoice after it has already been submitted to
Astron Energy.

Save as draft: Save the invoice and continue editing it later.

Calculate: The invoice total is updated, including tax added
® ciick submit.

A GLENCORE COMPANY

| GLENCORE

Type Description Qty UoM Price Q
5 100.00
Test process automator 1.000 Each ~ 100.00
PO Line Contract Credit Line Supplier Part Number
C113113332-2 e None O
Additional Item text Incoterms Tax Code Item Sales Tax
None None None
~
Billing
4037-DCMTET1012-68490200
Taxes
VAT Rate VAT Amount Tax Reference
- 0.00
@ AddLine ) Pick lines from Receipt  }) Pick lines from Contract
Totals & Taxes
Lines Net Total 200.00
Lines VAT Totals 15.00
Total VAT 15.00
Met Total 200.00
Gross Total 215.00 ‘
Delete cancel Save as Drafl Calculate | E




5.2 Creating an invoice from a
Purchase Order

In this section the creation of the invoice is demonstrated

, . ‘ GLENCORE

A confirmation message will appear. Click Send
Invoice to submit the invoice or Continue Editing to
return and make changes.

‘ If required*, ensure the image scan of your Are You Ready to Send?

invoice is attached before submitting the , o .

. . If it is missin a notification message Coupa is about to create an invoice on your behalf. Please make sure you are not attaching another
|n_v0|ce. X 9, g invoice to this transaction as the Coupa-generated invoice is your and your customer's legal

will be displayed. invoice.

*Please note: if you are invoicing from South Africa,
uploading an invoice is not needed.

Continue Editing ' Send Invoice

. Click Continue Editing to return to the invoice
and provide any missing information.

Eh

NOTE: If the invoice is incomplete, you
will be requested to supply the required
information

A GLENCORE COMPANY 34



5.3 Creating a Partial Invoice
from a Purchase Order

In this section the creation of a partial invoice is demonstrated

4. | GLENCORE

Purchase Orders

Navigate to the Orders tab and select the purchase order

. . . Click the Action to Invoice from a Purchase Order
for which you want to create an invoice.

view [ 4 X ]

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

lssued Mo 1 Each of test No 1,000.00 EE
ZAR
Complete the invoice general info section. In the Lines

section, delete any purchase order lines that should not :
be included in the invoice using the Delete Line icon €3. . | Create Invoice | Save
Do not use a quantity or price of 0 to exclude a line. For
partial invoicing, adjust the Qty field to the amount being !

nes O Line Level Taxation

invoiced.
Type Description Qty uom Price 'I O
‘ H H H H = test 1.000 Pigce / Each/ ~ 1,000.00 ! g

Verify the purchase order data and click on create invoice

=i Print View

Complete the tax information and click on submit

PO Line Contract Supplier Part Number
3423451

Service Contract ~

A NOTE: To invoice the remaining lines you
must search the purchase order again 0030100015300
and invoice the remaining lines. The ones
you have already invoiced will appear as
zero, you must remove them from the
invoice.

Delete Cancel Save as Draft Calculat.l m I

A GLENCORE COMPANY COUPA TRAINING COUPA SUPPLIER35
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5.3 Creating a Partial Invoice

from a Purchase Order

4. | GLENCORE

In this section the creation of a partial invoice is demonstrated

Purchase Orders

Navigate to the Orders tab and select the purchase order
for which you want to create an invoice.

Verify the purchase order data and click on create invoice

view [
PO Number Order Date Status Acknowledged At Items
342345 08/06/21 lssued No ,000.
ZAR

Click the Action to Invoice from a Purchase Order

~ I Search |

Total Assigned To Actions

Unanswered Comments

1 Each of test No 1,000.00

ﬁjﬂ

After completing the General Info section. Review the

. . . . Create Invoice Save Print View
purchase order lines and determine which items you want . | | _-
to include on the invoice.
For a partial invoice: Adjust the Qty field for each line Lines e Level Texation
to reflect only the quantity being invoiced. Type BEacwing Qty LT s
y q y g g test 1.000 Piéce [ Each/ ~ 1,000.00 1 ’O - E
To exclude a line completely: Click the Delete Line o . _
. . R R ine ontract Supplier Part Number
icon €3 to remove it from the invoice. Do not set the 3423451 e o .
quantity or price to 0 to exclude a line, as this is not
supported. Billing
2300-2302100015-3000
‘ Complete the tax information and click on Submit
Delete Cancel Save as Draft

A GLENCORE COMPANY

Ao ]
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5.4 Monitoring invoice status /| e

In this section you will see how to monitor the status of an invoice submitted to Astron Energy

Select Customer Glencore Dev
Invoices
Create Invoices @
Create Invoice from PO Create Invoice from Contract Create Blank Invoice Create Credit Note
Use the Invoices tab to monitor the view I v
progress of your invoices. The invoice list
dispiays the current status Of eaCh invoice, Invoice # Created Date Status PO # Total Unanswered Comments Dispute Reason Actions
indicating its stage in the approval and I None 08.-'05;21. Draft 342345 1,00000 ZAR  No e )
payment process. The definitions of the INV080621-1  08/06/21 Pending Approval | 342337 20.00 ZAR No
available invoice statuses are explained on None 08/05/21 Draft None 0.00 No /70
the fOHOWIng page KP072821-2 0712821 Draft 342331 300.00 ZAR Mo ,/e
KP072821-1 0712821 Voided 342330 300.00 ZAR Mo
KP072821-1 0712821 Draft 342330 300.00 ZAR Mo ,/e
GCSITCO0091  07/27/21 Approved 342329 90.00 ZAR Mo
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Invoice statuses explained 4. | GLENCORE

Invoice Status

Description

The invoice has been accepted for payment by Astron Energy and payment will be made in line with the payment terms of
the PO.

Approved

The invoice has been disputed. Astron Energy must give a reason for the dispute and leave additional comments for you

Disputed while the invoice is in disputed status.

To resolve the dispute, you need to review and correct the mistakes using a credit note.

A draft invoice has been created against a specific PO, but it has not been submitted to Astron Energy. These invoices can be
edited and submitted at any time.

The invoice is being processed and is either pending the receipt of the goods/service, or a tolerance was exceeded and
SN RLGGAE B requires someone  at  Astron Energy to approve the change. Examples of tolerances include additional
shipping/handling/misc. fees being added to the invoice, price discrepancies, QTY discrepancies, etc.

Voided The invoice has been voided. Typically, this will happen automatically after an invoice has been disputed. Submit a valid
invoice to ensure the corrected invoice will be paid.

A GLENCORE COMPANY COUPA TRAINING COUPA SUPPLIER38
PORTAL (CSP) |



YastroN T ENCORE




6.1 Creating an invoice from a
contract

In this section you will learn how to create an invoice from a contract through the CSP. This section
will only be available to those suppliers that have service contracts with Astron Energy

4. | GLENCORE

' Orders Business Profile Payments Service Sheets Items ASN Sourcing Setup More ~

Go to the Invoices tab

Invoices Invoices Lines Payment Receipts
Click on the option to Create An Invoice From Select customer |
A Contract |nV0|CeS
Create Invoices @ ‘
Search for the contract you wish to generate the _ _ ; .
. . Create Invoice from PO Create Invoice from Service Sheet Create Invoice from Contract Create Credit Note
invoice from
View Rl Search 4
Invoice # Created Date Status PO # Total Unanswered Comments Dispute Reason Actions
‘ Click on Create to begin the invoice from I None  08/11/2026 Draft C113113332  20000ZAR  No 79
contract creation 116351651  06/10/2026 Draft C113113332 230.00 ZAR No 70
Select Contract
A NOTE: The contracts you have with Astron Select a Contract
Energy will appear in the drOP'down list. Demo Direct Contract Invoicing w
This option may not always be enabled
Cancel ‘ Create ‘
A GLENCORE COMPANY COUPA TRAINING COUPA SUPPLIER40
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A GLENCORE COMPANY

6.2 Creating an invoice from a

contract

Complete the General Info section. If outside
of South Africa, upload your company’s
invoice in the Image Scan field.

Submit all supporting documents in the
Attachment section, these required documents
can be Delivery notes or Service Entry Sheets,
for example. Refer to your Astron Energy
contact to determine the supporting documents
required.

Verify the information in the From section

Complete the information in the To section. Add
the name and email address of your Astron
Energy contact in the requester fields

In this section you will learn how to create an invoice from a contract through the CSP. This section

will only be available to those suppliers that have service contracts with Astron Energy

. IGeneraL Info I

4. | GLENCORE

From ‘

* Invoice #
* Invoice Date

Payment Term

* Currency
Delivery Number

Status

Contract
[

08/09/2026

NT30

ZAR  w

Draft

Legal Firm Contract
|

Image Scan
S——

Supplier Note

Attachments

ET‘A NOTE: Remember to attach the supporting
documentation requested in the
attachments section. Astron Energy will
not accept the invoice if you do not have
the appropriate attachments.

Choose File | Mo file chosen
|

Add File | URL | Text

* Supplier

Supplier Tax ID

*Invoice From Address

* Remit-To Address

Bank Name:
Beneficiary Name:
Bank Account Number:

* Ship From Address

“ To

AE - Supplier Test AE
1234756789 ~

SweetWater Botswana
12311 Sefhare

Gaborone, Gaborone 99999
Botswana

SweetWater Botswana
12311 Sefhare

Gaborone, Gaborone 99999
Botswana

Botswana Bank
Botswana Ltd

rexExpyOq

Sweet\Water Botswana
12311 Sefhare

Gaborone, Gaborone 99999
Botswana

P

O

*

o]

4

Customer

Glencore DEV

4460101563 ~

’ Buyer VAT ID

* Requester Email

* Requester Name




6.3 Creating an invoice from a
contract

In this section you will learn how to create an invoice from a contract through the CSP

I Lines I . el O Line Level Taxation I
Type

4. | GLENCORE

Description Qty uom Price (%)
. . . . . . Qty « 1.000 Year ~ 0.00 OOO
Find the lines or items associated to the invoice here
and complete all necessary information.
PO Line Service/Time Sheet Line Supplier Part Number
None None
e You may have the option to select tax at the
line level. If you select this option, you will
have to specify a tax code for each line of the
Invoice ° QAdd Line Io Pick lines from Contractl Totals & Taxes

Click to add lines from the contract in the Pick Lines from Contract
invoice
Invoice #
Line Desc Total
1 RELAY,O/L,SWH,EVALUATOR,LD SENSG 4,154.00 9

0 Add items from the contract by cIicIOg the (62421

Icon 1Lines €3 Delete Invoice

View Advanced Search

Once the lines are added, click Finish

Name Contract Name Contract# Part Number Auxiliary Part Number Price Actions
RELAY,PROTV,RECTR,MSR AMPR, 110 V (GZ-1218854) GZ-2200-1070694-GDSR- 7611 None None 3,990.00 G
AAA
RELAY,O/L,SWH,EVALUATOR LD SENSG (GZ-1218856) GZ-2200-1070694-GDSR- 7611 None None 4,154.00 o
AAA
SET,PRT (GZ-1218857) GZ-2200-1070694-GDSR- 7611 None None 2,789.00
AAA
TRANSMITTER,LVL,GUID WVE RDR,+/-0.2 IN (GZ- GZ-2200-1070694-GDSR- 7611 None None 4,411.00 o
1218862) AAA
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6.4 Creating an invoice from a
contract

In this section you will learn how to create an invoice from a contract through the CSP

| GLENCORE

Click to add the taxes associated to the invoice. (only if line level
taxation is disabled)

‘ Click these buttons for invoice management

Delete: delete the draft invoice.

Cancel: Cancels the invoice after it has been submitted

Save as draft: You will be able to save the invoice and
continue editing it later.

Calculate: The invoice total is updated, including added
taxes and other fees.

. Click on Submit. The invoice has been sent to Astron Energy.

A GLENCORE COMPANY

Totals & Taxes

Lines Net Total

Shipping

Handling

Misc

Tax

1,000.00

v % 0.000
Total Tax 0.00
Net Total 1,000.00
Total 1,000.00
Delete Cancel Save as Draft Calculate m .

43
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7.1 Confirmation of invoice

payment

4. | GLENCORE

In this section you will learn how to verify the payment of an invoice made by Astron Energy

In the invoices section look for the invoice you want
to verify, Click on the invoice number

The invoice status must be in approved status

Go to the payment section at the bottom of the
invoice and you will be able to verify the amount

paid, the date and description.

ETA NOTE: The payment section
relates to the corresponding
invoice.

A GLENCORE COMPANY

{kcoupa Supplier Portal

[ ]
D <o -

‘ @ -I Orders Business Profile Payments Service Sheets Items ASN Sourcing Forecasts Setup More -

Invoices Uploaded Invoices Invoices Lines

Invoices

Create Invoices @

Payment Receipts

Advanced

Select customer = Glencore DEV

Create Invoice from PO

Create Invoice from Service Sheet

Create Invoice from Contract Create Credit Note

view I « M search 0
Invoice # Created Date Status PO # Total Unanswered Comments Dispute Reason Actions
CR#2207 07/22/2026  Approved  C113113964 -2300.00  No
ZAR
2207-15 07/22/2026 Disputed C113114209 18,630.00 Yes Quantity does not match the quantity from PO, E
ZAR Contract or Catalog
220759  07/22/2026  Pending C113114207 2,300.00 ZAR No
Approval ( $
‘ |= Paymentsl
Status Fully Paid
Paid-in-Full Date 2024/03/20
Payment Reconciliation Details
Status Date Tyvpe Description Amount
Posted 2024/03/20 Payment 200000001621002024 28,75
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8.1 Create a credit note A | cLENCORE

In this section you will learn how to create a credit note through the supplier portal

. In the Invoices ta b you can View invoices )] Invoices Orders Business Profile Payments Service Sheets Items ASN Sourcing Setup More ~
previously created and create credit notes _ _ o _
Invoices Uploaded Invoices Invoices Lines Payment Receipts Advanced
Invoices
Create Invoices @ ‘
Create Invoice from PO Create Invoice from Service Sheet Create Invoice from Contract I Create Credit Note I

In the create invoices section click Create Credit

Note =xn viw =

Invoice # Created Date Status PO # Total Unanswered Comments Dispute Reason Actions
CRO708- 08/07/2026 Approved C113114289 -18,630.00 No
023 ZAR
A GLENCORE COMPANY COUPA TRAINING COUPA SUPPLIER47
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8.2 Create a credit note A | cLENCORE

In this section you will learn how to create a credit note through the supplier portal

Select a reason for the credit note, to resolve an
issue with a particular invoice or Other

Credit Note X

If you are issuing a credit note in regards to a problem with an invoice or goods shipped, please

include the invoice number. If you are issuing a credit note purely to offer a credit to your
Select the invoice number from the drop-down customer please select other. .
menu for which you want to create a credit note

. I Reason @ Resolve issue for invoice number Il v |

Other (e.g. rebate) ‘
‘ Click Continue
S

Choose the option to either completely cancel Credit Note X
the invoice with credit note or to adjust the

invoice with credit note

How do you want to correct invoice "ZINCCORP TEST 3" ?

Click Create to complete the credit note creation ‘
process

(O Adjust invoice with a credit note o

@ Completely cancel the invoice with a credit note o ‘

s [ E]

COUPA TRAINING COUPA SUPPLIER4S8
PORTAL (CSP) |
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8.3 Create a credit note A . | GLENCORE

In this section you will learn how to create a credit note through the supplier portal

. O General Info

Complete the General Info section with a credit note #, credit * Credit Note #
note date, and provide a credit reason for the credit note. * Credit Note Date | 08/09/2026

Payment Term 04 | Within 60 days net due

Original Date of Supply 08/07/2026
*Currency @ ZAR ~
Delivery Number 1241541

Status Draft

‘ Select the Adjustment Type you wish to make in the Lines section Originalnvolce # 0705004

Original Invoice Date 08/07/2026

Image Scan No file chosen
Quantity: Allows changes related to the quantity of the
purchase order.

Supplier Note

Attachments Add File | URL | Text
* Credit Reason

Price: Allows changes related to price adjustments.
Must be negative ( - )

Adjustment Typdll Quantity

Type Qty uom Price o
- 4 1.0 Piéce / Each | 1,000.00 1 ,OO0.00
Other: This change allows for price and quantity
PO Line Contract Supplier Part Number
Ch an g €s. 3423454 Service Contract w
Billing

2300-2302100015-3000

A GLENCORE COMPANY

@ AddLine @ Pick lines from Contract

Tntale R Tavas



8.4 Create a credit note SULENCOIRE

In this section you will learn how to create a credit note through the supplier portal

‘ Totals & Taxes

‘ Review the Totals & Taxes section Lines Net Total -16,200.00
Shipping 0.000
. Options for credit note management RETETE 0.000

Delete: Deletes the current draft of the invoice

Misc 0.000
Cancel: Cancels the invoice if it has already been submitted
Save as draft: Save the invoice and continue editing it later. T ZA AE[W - 15 & 15000 %  -2,430.000
Calculate: The invoice total is updated, including tax

Total Tax -2,430.00
added

Net Total ~16,200.00

Total -18,630.00

A GLENCORE COMPANY Delete Cancel Save as Draft Calculate m




8.5 Create a credit note A | cLENCORE

In this section you will see notifications when sending credit notes

. Once submitted, a notification box will appear
each time you send a credit note to confirm
submission of the credit note

. Click Continue Editing to return to the invoice
and complete any missing information.

A GLENCORE COMPANY

Are You Ready to Send?

You're about to send an credit note to Glencore Dev for a total amount of -1,000.00. Once sent,
you'll have to contact your customer directly to make changes to the credit note.

Continue Editing Send Credit Note

COUPA TRAINING COUPA SUPPLIERS1
PORTAL (CSP) |




8.6 Create a credit note A | cLENCORE

In this section you will see the status of the credit note

‘ In the invoice tab, you W|” f|nd the Status Of the A Invoices Orders Business Profile Payments Service Sheets Items ASN Sourcing Setup More ~
credit note you created. The statuses displayed _ _ o _
are: Invoices Uploaded Invoices Invoices Lines Payment Receipts Advanced

Approved: The credit note has been
approved Invoices

Pending Approval: The credit note Create Invoices @

is pending approval by Astron Energy. Create Invoice from PO Create Invoice from Service Sheet  Create Invoice from Contract Create Credit Note

Draft: Refers to a credit note that is
being managed but has not yet been

CRO708- 08/07/2026 Approved C113114289 -18,630.00 No
sent. s D

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

A GLENCORE COMPANY COUPA TRAINING COUPA SUPPLIER52
PORTAL (CSP) |



YastroN T ENCORE




9.1 Catalogue update

Throughout this section, you will learn how you can update your catalogue pricing

directly in the Coupa Supplier Portal

4. | GLENCORE

ET‘A NOTE: Suppliers may only adjust the pricing for
items on offer to Astron Energy. Please note that
not all suppliers may have a catalogue and that
Astron Energy will load all initial catalogues for

suppliers.

Go to the Catalogs tab on the Coupa Supplier Portal

Find the approved catalogue you wish to update pricing
for in the available catalogue list

Click Create to create a new catalogue that will contain
the new pricing.

A GLENCORE COMPANY

i;}coupa Supplier Portal

] Invoices Orders Business Profile Payments

Catalogs

= views All

Create

Catalog Name Crated Date

GZ1088192 -
Emerald Slate
Solutions
2026 Catalog

08104/2026

GZ1088192 -
Emerald Slate
Solutions
New Catalog

08104/2026

Create

Catalog Name

671088192 -
Emerald Slate
Solutions

2026 Catalog

671088192 -
Emerald Slate
Solutions
New Catalog

Created Date

08/04/2026

08/04/2026

Service Sheets Items
Submitted Date  Start Date
None None
08/04/2026 None

Submitted Date  Start Date
None None
08/04/2026 None

ASN Sourcing

[
Upgrade 0

Forecasts Catalogs Community Setup More ~
Select Customer Glencore QA -

Configure Punchout

Search Q\ v
Expiration Date  Status Unanswered Comments Er
None Draft No N
None Pending No N
Approval
Search Q v
Expiration Date  Status Unanswered Comments  Ei
None Draft No N
None Pending No N
Approval

COUPA TRAINING COUPA SUPPLIER54
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9.2 Catalogue update 4. | GiENCORE

Throughout this section, you will learn how you can update your catalogue pricing
directly in the Coupa Supplier Portal

Customer Glencore QA

Adjust the catalogue name (See Note for naming

conventions) = Catalog Name = GZ1088192 - Emerald Slate

Status Draft

Add the Start Date, Expiry date and currency of .
the catalogue, as appropriate Start Date date when cfjtalog prices become effective

Expiration Date date when cfitalog prices become expired
Click the ellipses next to the search bar to Load
From File and use an Excel template to adjust the Currency CAD w
prices
Export the items list on offer to Astron Energy = views  All

Create Search Q

ET‘A NOTE: The catalogue name must retain the
original taxonomy, as it is essential for Name PartNumber  Status Change Price  Price Change  Price Am
catalogue approval. Please use the same name
as the buyer did in the initial catalogue, and
append "V2" or a version identifier of your
choice at the end of the name. «

E— Load from file

D—; Export as CSV Plain Text (Current Columns)

Mo results found
D—’ Export as CSV for Excel (Current Columns)

D—’ Export as XLSX (Current Columns)

A GLENCORE COMPANY COUPA TRAINING COUPA SUPPLIER55
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9.3 Catalogue update 4. | ciencore

Throughout this section, you will learn how you can update your catalogue pricing

directly in the Coupa Supplier Portal

Follow the instructions in the Bulk Load Items to
complete the pricing update

Download the Item List using the Export to
button

Update the prices in the downloaded item list.

Choose Load the updated file to select the
updated file to upload and update the catalogue

. Bulk Load Item Updates for GZ1088192 - Emerald Slate Solutions 2026
Catalog

Follow these steps to upload

1. Download the SV EMPIEETOME o.rrent list (Based on the CSV File Field Separator in your Language and Region settings.)
Download -

V plain (current list)

2. Fill in or update ti
+ Fields marked wil

lescription of the required and optional fields in the template.
CSV for Excel (current list)

Each row uploaded will create a new .
. * Click Start Upload and the system will attempt to load the first 6 rows from your file and show the results.

3. Load the updated file

Choose File | No file chosen

ith non-English characters, please consult the following help note.

Start Upload

Press Submit to send the catalogue for
approval.

v s o=

A , B ‘ C D | E , F , G
Name Part Number Status Change Price rice Change Price Amount Change  Currency
Wireless Bluetooth Mou: TCH-MOU-1001 Active 29.99 ncrease 2.00 CAD

27-inch 4K Monitor TCH-MON-2002 Active 349.99 o Change 0.00 CAD

USB-C Docking Station TCH-DOC-3003 Active 89.50 ecrease -10.00 CAD
Mechanical Keyboard RUTCH-KEY-4004 Discontinued 74.99 o Change 0.00 CAD

1TB NWVMe 55D TCH-55D-5005 Active 109.99 ncrease 5.00 CAD

A GLENCORE COMPANY
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10.1 Supplier onboarding 4. | ciencore

This section will explain how to respond to a request for information from Astron

Energy

You will receive an email from Astron Energy that .
an action is required from you.

Hello Supplier,

Astron Energy has requested you to update information about your company. This
information is required so they can fransact with you electronically.

Use the "Log In" button to update your information under Information requests in the
CSP

Astron Energy

‘ From the received email, click on Log in .
-]

A GLENCORE COMPANY COUPA TRAINING COUPA SUPPLIER58
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4. | GLENCORE

10.2 Supplier onboarding

This section will explain how to respond to a request for information from Astron

Energy

@ Invoices

Business Profile

Under the Business Profile tab, go to information
requests

Complete the form and all
information and send your response.

the required

Orders Business Profile Payments

Profile Submissions Legal Entities Payment Methods

GZ CAForm 2 - SIM External Supplier Update v3

Glencore QA

ew All Responses

Supplier Information

Emerald Slate Solutions

Service Sheets

Items ASN

Glencore Canada - Supplier Collection Form

* Legal Entity Name

Emerald Slate Solutions

0 Comments

Sourcing Forecasts Catalogs Community Setup More v
Information Requests IPerformance Evaluation Subscriptions
Select Customer | Glencore QA
o
Decline Save Submit for Approval

Mute Comments W

A GLENCORE COMPANY
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4. | GLENCORE

10.3 Supplier onboarding

This section will explain how to respond to a request for information from Astron

Energy

* Legal Entity Name

‘ Emerald Slate Solutions

There are multiple required fields that have been R : :
. . . Please indicate your Company Registered Name or Company Legal Name
determined by Astron Energy. These fields will
have a red asterisk next to the question. )
* Company Trading Name

‘ Emerald Slate Solutions Pty Ltd

Plaacea indirata wniir comnanv tradina nama

‘ Banking Information

For banking details, ensure that all the fields that
apply to your company are filled in. Not all fields
that apply to your company will be required on the

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

Add Remit-To

-Banking Details

-Remit-To Addresses

Is your financial institution located within Canada or the United States?

A GLENCORE COMPANY
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11.1 Setup Tab

4. | GLENCORE

The portal contains some features that may not be enabled for your use. The following is a short description of the setup tab and

some administrator functions.

Admin users

Administration of platform users. Here you
can invite users

Users

v

Worker Portal Access

Merge Requests —» Merge accounts and manage merge

requests.
Merge Suggestions

Requests to Join

. Add tax representatives in countries where
you are not registered with a local address

Additional CaasS but need to be registered for tax purposes.

Fiscal Representatives

Information

Early Pay Discounts

sFTP Accounts

\

Option not available
cXML Errors

sFTP File Errors (to

Customers)

v

Option not available

sFTP File Status (from
Customers)

v

Option not available
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11.2 Adding Users

4. | GLENCORE

In this section you will learn how to manage the account profile and add users to the supplier portal

{;}CDUpa Supplier Portal ‘ I:_]. @ Js
AS the Admin User, gO tO the Setup tab Of the portal- @ Invoices Orders Business Profile Payments Service Sheets Items ASN Sourcing Forecasts More ~
Admin  Connection Requests
Admin users ‘
‘ Click on Invite User e (e z 3 | °]
WWorker Portal Access User Name Email Status Permissions Customer Access Purpose Actions
Invite User
‘ Fill in the required data and select the ‘
permissions that will be enabled for the user you User Information Phone Number
are addlng' First Name Country/Region
Leigh ~
Last Name ArealCity
Scroll to the bottom of the pop-up screen and Grove
click on Send Invitation and the user will be * Emai Local
notlfled demo.csp.supplier+lg@gmail.com
Purpose ) Extension
ETIA Procurement x
NOTE: Assign a user specific permissions and Permissions @

customers as required. The user will only see tabs
and customers they have permission to see.

Al
Admin
Orders ‘
® All
A GLENCORE COMPANY (O Restricted Access to Orders Cancel 3

Invoices




11.2 Adding Users

4. | GLENCORE

In this section you will learn how to manage the account profile and add new users to the supplier portal

‘ The user will receive an email invitation to the CSP ‘AC“O” Required - Join the Coupa Supplier Portal Sl

Coupa Supplier Portal <do_not_reply@supplier-test.coupahost.com>
to demo.csp.supplier+lg *

{;}coupa Action Required - Join the Coupa Supplier Portal Create an Account

Hi Leigh Grove, Grow your Business on Coupa with a Free Account

A cowarker invited you to join their account on Coupa. Once registered, you can view and manage purchase orders, create and manage
invoices, get real-time SMS alerts for these transactions, and much more. * Business Name

Find out more using the links below, and use the button to register. Welcome!

Your legal business name (or legal personal name if an individual)

As the invited user, click Join Coupa Supplier I e

Portal
* First Name * Last Name
. Leigh Grove
Vi,
Ecoupa
* Password * Confirm Password
Business Spend Management
@ >

Use at least 8 characters and include a number and a letter.
* Country/Region * Tax Registration

[J1 do not have a Tax ID

[J1 accept the Privacy Policy and the Terms of Use

. Complete the information to Create an Account ‘

Create an Account
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11.2 Adding Users 4. | cLencorE

In this section you will learn how to manage the account profile and add new users to the supplier portal

£r:coupa
Check your email for a verification number to verify your ‘ o
email address Your Coupa Verification Code

Below is the secure verification code you requested. Enter the 6-digit code in Coupa to verify
it's you.

413257

Email Verification

We sent a one time verification code to
demo.csp.supplier+lg@gmail.com

Copy the code and paste it into the Email ‘

Verification fields and click Next
‘ 4 ‘ 1 3 2 5 7

You are then logged in to the Coupa Supplier

Portal and linked to your company’s account.
Didn't receive the Verification Code?  Request a New Code
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12.1 Notification management

In this section you will learn how to manage notifications from the supplier portal.

4. | GLENCORE

You will be able to set it to receive notifications to your email address

Go to the notifications section on the top right-
hand side.

You will find all the notifications that you have as a

supplier, you can configure it to be sent to your
email as well.

Click on notification preferences to manage
notifications. You will be able to set them to be
sent to your email address

A GLENCORE COMPANY

Invoices

Orders

’upa Supplier Portal

Business Profile Payments

Tasks & Notifications

Take action on important requests and stay up to date

Upgrade m @ CR

Service Sheets Items ASN Sourcing Forecasts Catalogs Community Setup More v~

m @ Notification Preferences I

Select Customers

All Customers -

= Open

Open

@ Overdue

@ Due Today

@ Completed

1

0

0

®

Overdue Medium

Credit note enhancements (Glencore
QA) Dear Valued Glencore Supplier
Glencore will be introducing a new
enhancement that will prevent
submission of credit notes not
linked with invoices. Please ensure

zecoupa

Credit note enhancements (Glencore QA) Dear Valued Glencore Supplier Glencore
will be introducing a new enhancement that will prevent submission of credit notes
not linked with invoices. Please ensure that all credit notes are created from the
Invoices tab and the credit notes are linked to invoices. This change will be

COUPA TRAINING COUPA SUPPLIER6G7
PORTAL (CSP) |



12.2 Adjust notifications 4. | GLENCORE

In this section you will learn how to adjust or configure the account according to

your needs.

Click on your account name in the upper right-
hand corner to change password or add basic
profile information

You can manage notifications in the Notification
Preferences area

Check the SMS option if you want to
receiveSMS notifications.

Check the Email option if you want
notifications to be sent to your e-mail
address.

Scroll to the bottom of the page and click
Save to save your changes.

A GLENCORE COMPANY

m®-

SetL IAccount Settings

Community

Notification Preferences

Security & MFA

My Account Notification Preferences

You will start receiving notifications when your customers enable them
Settings

Motification Preferences I i i
Email Mobile{SMS) * +1

Security & Multi Factor

Authentication 1 Verify number to receive SMS

App Connections

Account Access
Request to Join
Merge Request Email [ sMs
Announcements

New Customer Announcement [ Email [ sms
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13.1 Invitation to sourcing event 4. | ciencore

In this section, you will learn how you will receive an invitation to participate in a

sourcing event

‘ You will receive an invitation from Astron
Energy to participate in an RFQ, RFI or
RFP in your e-mail inbox.

‘ Select the View Event to see details
regarding this sourcing event.

Select "I intend to Participate” if you do not
yet wish to enter the event.

Powered by £ 3COUPA

¥ ASTRON

ENERGY

Glencore QA Sourcing Event - AE-CSP-2026-Provision of Cleaning
Services-Refinery Operations- NEW #932939 Invitation

AN

NOTE: Sourcing Events are not
accessible through the Coupa
Supplier Portal but rather powered by
Coupa by email.

A GLENCORE COMPANY

AE QA Demo Supplier 12 Simplified has been invited by Glencore QA to participate in a
sourcing event for AE-C SP-2026-Provision of Cleaning Services-Refinery Operations-
NEW.

Participation and submission is easy and all done within the system. Response may require
forms, attachments, price quotes, and/or descriptions of products or services.

Responses are due by Monday, 31 August 2026 08:00 PM EDT

| intend to Participate | decline to Participate




13.2 Event information 4. | CLENCORE

In this section we will learn how to participate in the event

| AE-CSP-2026-Provision of Cleaning Services-Refinery Operations- NEW - Event #932939 active

Event Info My Response

In the Event Info area, you will find the required
agreements needed to access the sourcing event

Supplier has been invited by Glencore QA to pariicipate in a sourcing event for AE-CSP-2026-Provision of Cleaning Services-Refinery Operations- NEW. Farticipation and submission is easy and all done within
services.

Do you intend to participate in this event?

ndicate your intent to participate. Buyer will be notified of your intent.

‘ SE|eCt your |ntent|on tO part|C|pate Do you intend to participate? | Choose an answer ~ ‘

Accept Event Disclaimer

. - - . Event Disclaimer Do you accept this Event Disclaimer
‘ Review the Accept Event Disclaimer and provide an fesion Req amac Clariicatons ‘

Yes
answer to “"Do you accept this Disclaimer”. Finally select the . "
Sen d Respo n se to owner b u tto n Bidders are required to provide a fully completed response to this Request for Proposal (RFP) exclusively through the Coupa Sourcing platform. It is essenfial that all sections

of the response are leted in d. with the i ion: i and that ission is made by the specified deadline.

Contractual Obligations

The submission of a response to this RFP does not imply any contractual or binding obligation on Astron Energy. No contract, nor any other legally binding commitment, will
be formed between the Company and the Bidder unless and until both parties have executed one or more definitive agreements on terms and conditions deemed acceptable
by Astron Energy.

Mature of the Request for Proposal
The issuance of this RFP and the submission of any tender response do not obligate Astron Energy to award a contract or to purchase any goods or services from any Bidder.

. - - - This decument is not an offer to enter into any contract of any kind, nor is it intended to create a binding agreement between the Company and any Bidder.
‘ Review the Event Information & Bidding Rules and the

Buyer Attachments before entering your response. o Event Information & Bidding Rules ‘ Buyer Attachments

- _ - Tr ABOUT US
Event will end at the Event End Time as seen in the timeline section below. . -
Astron Energy is one of Southem Afica’s

A G LE N CO R E CO M PANY top petroleum suppliers, operating over 850

Responses are sealed until event closes . .
service stations set to become the region’s

W individual line items second-largest network.



13.2 Event information A . | GLENCORE

In this section we will learn how to participate in the event

In the Timeline section provides a graphical view of Timeline I

‘ when the event ends » it

Aug Event Start Event End
08:00 AM AfricalJohannesburg 20 07:67 AM Africa/Johannesburg

23h : 56min 00:00

‘ The Instant Messages section is available to .II

communicate with the owner of the event

. Instant Messages 0

To continue with the process and see the details of

the event, select the option to Enter Response. R
YA\ NOTE: The message option will be
enabled during the time the event is . YL
aCtive . Having Technical Issues? Contact sourcing.support@coupa.com

COUPA TRAINING COUPA SUPPLIER
A GLENCORE COMPANY PORTAL (CSP) | 72



13.3 Response to the event 4. | GLENCORE

Entering the event, here you will find all the information related to the event and

where you will have to provide your response

The My Response section is where you provide all Attachments .
the information, documents, and responses required . ity e i —
for the sourcing event s
‘ In the Attachments section, you will find the files Crrrra
provided by Astron Energy that require your review . e
and response. Review the instructions for each ‘ LA Fom | Company Profle & Sucture -
attachment and complete any required actions
accordingly. Please note that some attachments are Company Profile
mandatory and must be completed before you can
submit your response.
Complete the Forms section by providing all g8
‘ required information. Ensure that all mandatory
fields are completed before submitting your ' items and Services .
response. Hems NotIn Lots (4 items)
Enter your bid in the Items and Services section of T , _ T
‘ the event. Click the chevron (>) next to an item or e )
service to expand it and view additional details or T o
provide additional information. ; '
= BROOM(EL132738) Expecied Quantiy ‘Eami\k
A GLENCORE COMPANY :

Total  931.00 7AR



13.3 Response to the event 4. | GLENCORE

Entering the event, here you will find all the information related to the event and
where you will have to provide your response

1566.00 ZAR

% BROOM(EL132738) ) ) ’
If preferred, you can complete the Forms and Items and e

Services sections using Microsoft Excel. Click Import Expected Quantty < price per it < currency
from Excel to begin the process 1 Esch 160 2R v

* Required field ‘ Total 931.00 zAR

I Import from Excel I Save Draft Submit Response

Steps for uploading your response in Excel dialog box

will open and guide you through the import process.
Download the provided response template by following the

on-screen instructions 2

Steps for uploading your response in Excel
1. Download th: Response Template BNote: This template will only work for this event)
2. Fill in or update the Excel file.

O pe n the res pO n Se te m p | ate In M ICFOSOft Excel a n d Fields marked with a "*" are mandatory. Do not unlock/unprotect the Excel file if you plan to upload it.
com plete a ” req u | red | nfo rmatlo n Values in the uploaded file will replace anything currently saved to your response.

Once you click "Start Upload" values in the excel file will be saved, but not submitted.

3. Load the updated file

Save the completed template and return to the Import IEEEEERT o fle chosen
‘ from EXCE' dialog bOX. Select the updated flle in Choose Uploading will only save your response. You must click "Submit” to send it to the buyer. IWI

File, then click Start Upload to import the information

into the Forms and Items and Services sections of the ‘

sourcing event

Once upload is complete, review your response and click "Submit.” Your response will not be sent until you do so. l

The yellow cells below are your inpt fields. You can upload this file to save the information you entered in the editable cells to your response.
NOTE: This Excelfile is locked to ensure it uploads carrectly, and you must still click "submit” after uploading to submit!

Question Fields

Label Text

Supplier Company Information Narme: Name

Answer Fields

=
No

Supplier Company Information Year Established Year Established No
Supplier Company Information Number of Employees Number of Employees No
Supplier Company Information DUNS Number DUNS Number No
Supplier Company Information Taxld Taxld No
Supplier Company Information Ownership Type Ownership Type No Private

H H H Supplier Company Information Company Size Company Size No Self-Employed

Once the upload is complete, review the imported o e Seety oy e

. . . Supplier Address Street 2 Street 2 No
Si lier Addi Re Re N C: be added or edited in E: |

information to ensure it has been transferred correctly Supper acroos R e B e e anvol b et o ecedn Bl
Supplier Address City Gity No

before submitting your response. feneme i e

Supplier Contact

Supplier Gontact Phone Work Phone Work No
Supplier Contact Phane Mobile Phone Mobile No
Supplier Contact Preferred Phone Preferred Phone No [Work
A G LE N Co R E Co M pANY Supplier Gontact Email Email No
Supplier Contact Role Role No
AE Form | Company Profile & Structure Company Registration Number Text Field No

AE Form | Company Profile & Structure Organisational Structure Attachment No




13.4 Submit response to event 4. | ciencore

This section will explain how to send your response and the different options you
have

Once completed, click Submit response to Astron

Energy - | .‘ o ‘

‘= Items and Services ~

send any more responses.

900.00 GBP

w Catering Services
Expected Quantity x Price per Unit

Expected Quantity * Price per Unit * Currency
10 Hour 90 GBP v

AN

Note: Astron Energy will not be able to
view your response until the sourcing ' Total - 900.00 cBP
event has closed. You may update or
revise your bid at any time before the

event end date and time L) History 5

* | have reviewed the changes to this event Import from Excel Save I Submit response I .

A GLENCORE COMPANY COUPA TRAINING COUPA SUPPLIER75
PORTAL (CSP) |
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14.1 Supplier portal guides 4. | GLENCORE

Information and resources dedicated to suppliers on success portal and

available directly on CSP

Coupa Supplier Portal Information and Documentation

https://docs.coupa.com/en/supplier-documentation/coupa-for-suppliers

Purchase Orders

https://docs.coupa.com/en/supplier-documentation/coupa-for-suppliers/the-coupa-supplier-portal-or-csp/features-
and-processes-in-the-coupa-supplier-portal/purchase-orders

Invoices

https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers/coupa-supplier-
portal/set-up-the-csp/invoices

A GLENCORE COMPANY COUPA TRAINING COUPA SUPPLIER77
PORTAL (CSP) |
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14.2 Glossary 4. | cincore

General glossary

e CSP: Coupa Supplier Portal means suppliers will be able to make inquiries and upload information related to their invoices. The CSP also
allows monitoring the invoice payment status, including payment problems. In addition, all related notifications will be sent to the
registered email account.

» Change request: Make change requests on a purchase order, it can be for example price or quantity.

* Credit note: Document through which you can cancel invoices previously made.

» Invoice: Through Coupa you will have the possibility to generate an invoice against a purchase order (PO) and be able to follow it up

» Sourcing Event: RFx Events consist of Request for Information, Request for Quotation, and Request for Proposal defined by one buyer

and many sellers.

A GLENCORE COMPANY COUPA TRAINING COUPA SUPPLIER78
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14.3 Glossary 4. | cincore

Sourcing events glossary

RFX: RFI, RFQ or RFP

RFI: Request for Information. Type of sourcing event used to collect qualitative information about suppliers or initiatives.

* RFQ: Request for quotation. Type of sourcing event that is used to obtain specific prices for products or services

» RFP: Proposal request. Type of sourcing event used when the product or service you obtain is complex in nature and requires a qualitative and

guantitative assessment of the suppliers.

* Lots: Group of Items/Services That Need to Be Purchased Together from the Same Provider.

» Items: Lists of items to be procured. These can be set-up to be purchased together or from multiple suppliers if needed.

* Questionnaire: Form that the supplier must complete with the options indicated (checkbox, text, attachments, or radio buttons) for further

evaluation in the event evaluation process.

A GLENCORE COMPANY COUPA TRAINING COUPA SUPPLIER79
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Questions?

Please send them to

AstronEnergyProcurement@Astronenergy.co.za

v

We are here to support you every step
of the way

2 'a GLEN(?T COMPANY 80
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