# ORGANON ¢

Cai dat LEGAL ENTITIES

Huwéng dan st dung




%= ORGANON

Here for her health

Lam thé nao dé cai dat Legal Entities trén Coupa Supplier Portal

Viéc hoan tat hd so chinh c6 thé dam bao tat ca thdng tin doanh nghiép cta ban
duwoc lwu gilr tai cing mét van kién déng thdi cho phép ban Iwa chon théng tin
mudn chia sé t&i khach hang. Phan tiép theo sé& cung cdp huéng dan lam cach
nao thwc hién thay déi trong Organon profile cua ban.

Ké tir thang 5 nam 2023, ban can s dung xac nhan hai buéc dé xem va stra doi
thyc thé phap ly, thdng tin chuyén khoan va théng tin tai khoan ngan hang trén
Coupa Supplier Portal.

1. Dung Email va Password dang nhap vao Coupa Supplier Portal.

#coupa supplier portal s

Login

* Email
* Password
’ Forgot your password?

New to Coupa? CREATE AN ACCOUNT

2. Nhép vao nut Setup.
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3. Chon Legal Entity Setup.
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4. Chon Add Legal Entity.
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5. Dién tén chinh thirc ciia doanh nghiép (tén da dang ky véi chinh quyén
dia phwong), chon qubc gia/ving try s& doanh nghiép, sau do
chon Continue.
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Where's your business located?

Sefting up your business details in Coupa will help you meet your customer's invoicing and payment ;
requirements. For best results with current and future customers, complete as much information as 5=
possible.
HAPRENN e % This. is the official name of your
. Cuu-my-”ﬂgiaul—vl business that is registensd with
the kocal government and the
countryfregion where it s
boCated
Cancel Continee ]

Casdnmesm

6. Chon khach hang ma ban mudn xem théng tin thwec thé, sau d6 nhap Save
& Continue.

Tell your customers about your organization

Which customers do you want {o see this?

All
B Organon TEST - Demo Supplier

M erganon-dey -
Organon TES
organon-dev -
orgEnon.dey

organon-dey -

Organon TES

7. Thém dia chi va Ma sb thué, sau dé nhap Save & Continue.
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What address do you invoice from?

= Address Line 1
Address Line 2
= City

State

* Postal Code

Country/Region Algeria

Use this address for Remit-To o

Use this for Ship From address 0

What is your Tax ID? @

Country/Region | Algeria

VAT ID

() | don't have a VAT/GST Number

Add additional Tax ID

Miscellaneous

Invoice From Code

REQUIRED FOR INVOICING

Enter the registered address of
your legal entity. This is the
same location where you
receive government

documents. @

Cancel Save & Continue

Nov 1, 2022

New Feature Announcement

Beginning in December 2022, Coupa
may validate your business name and
Tax ID with the records held by the tax
authorities to ensure accuracy of your
records held by us, subject to
availability of such validation services
by the tax authorities. In case of any
mismatches, you will be notified and will
have an opportunity to make
corrections.

8. Trong trang tiép theo, di t&i muc Payment Type va chon tlr cac muc dwdi
day: Address, Bank Account va Virtual Card. Dia chi & day sé dwoc
dién san tr nhirng thdng tin ban da dién & cac budc trudc do.

Where do you want to receive payment?

* Payment Type | Address

What is your Remit-To Address?

Address Line 1
Address Line 2
City

State

Postal Code

Country/Region

test
test
test
test
test

Belgium

a. Lwa chon Address néu ban mudn nhan thanh toan bang chi phiéu.
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b. Lwa chon Virtual Card néu ban mudn dwoc thanh toan 3o va dién
thong tin thé. (khéng ap dung cho Organon)

c. Lwa chon Bank Account noi ban phai dién tat ca cac théng tin bat
budc.

Where do you want to receive payment?

* Payment Type || Address ~

Address

i Bank Account
What is your Re viryal Card

=

Address Line 1 test
Address Line 2 test
City test

State test

Postal Code test

Country/Region Belgium

Note: Di chuyén chudt qua biéu tuong théng tin dé biét thém chi tiét vé cac dinh
dang yéu cau.

Note: Thong tin phai ddm béo chinh xac trén Coupa va Organon dé han ché
tinh trang thanh toan tré.

Account Number:
]

|-.:|r| f||rr| n.l SCDUnt

must be 1-34 characters without spaces (letters and numbers only)

M b

9. Nh4p Save & Continue.
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10. O trang nay ban cé thé dién thém mot dia chi Remit-To khac (Address va
Bank Account), hay bo, hoac chinh stra Legal Entity. (Manage)

Where do you want to receive payment?

Remit-Toe lecations lat your customers know wheare to send paymant for their inveices. Click Add Remit-To to Add Femit-To
add more locations, othersdse click Next

Remmit-To Acoount Rémit-To Address Status

Bank Acciount Test Acthe Manage
8 Test

Test 2 505100

1 Algeria

................ 4012

conc

11. Chon Next.

12. Khéng chon Add Ship From, va Manage.

Where do you ship goods from?

For many countries/regions including different shipping details on the invoice is required if they are different to Add Ship From
where your legal entity is registerad.

Title Status

test Active Manage

test
test
test
test
Belgium

Deactivate Legal Entity m
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13. Chon Done. Legal Entity c6 thé sir dung trén héa don mai.

Setup Complete

Congratulations!

This legal entity can now be used on new invoices.

To get paid - Most customers require that you send them this payment info in in addition to

providing it on the invoice. L ]
= Click on the Profile Tab to see if your customer has a form that collects payment information.

= Otherwise, you'll have to send it to them through another channel.

Go to Orders Go to Invoices Return to Admin m

Néu ban mubn thay dbi bat cir théng tin vé& Banking hodc Remit-To
information, vui long lién lac ngwi lién hé Organon cua ban.

COUPA chi ¢6 thé dang ky moét tai khoan Remit-to cho méi nha cung cép.
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