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Lam thé nao dé quan ly tai khoan ngan hang

Viéc hoan tat ho so chinh cé thé dam bao tat ca thong tin doanh nghiép cta ban
dugc lwu gilr tai cing mot van kién dong thoi cho phép ban Iwa chon thong tin
muon chia sé t&i khach hang.

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

Note: Ngoai cac thoéng tin c6 sén trén Coupa va trén héa don, Organon con thu
thdp théng tin phép ly va phuong thic thanh todn tee nha cung cép bang céch dién
vao biéu mau Supplier Information form. Théng tin thanh toén trén héa don
thwong chi duoc dung 14 tai liéu tham khdo va KHONG phai cach thanh toan cho
khach hang. Néu khong chdc chdn vé quy trinh, vui 16ng xac nhan véi nguoi lién
hé Organon cua ban.

Hwéng dan dwdi day mo ta cach nhap tai khodn ngan hang méi vao hd so chinh
cua ban.

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

$.scoupa supplier portal & secure

Login
* Email

* Password

Forgot your password?

New to Coupa? CREATE AN ACCOUNT
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2. Ditdi Thiét 1ap, Quan tri vién va chon Phwong thiec thanh toan

#coupa supplier portal TEST~ | THONGBAO @ @ TRO GIUP -

ﬁ Héa don Don hang Hé sd doanh nghiép I@ Phiéu dich vu ASN Tim nguén cung Ung Du bdo Thém...

I Quan tri vién I Thiét lap khach hang Yéu cau két néi
2 H H . B - LA
Quan tri Vién ia chi nhan tién

o1 du l LR i i fién e e I c I
Ngurdi ding

Yéu cu gop

Payment Method Name Dia chi nhan tién Loai hinh thanh toan Phéap nhan Trang thai chia sé v&i khach hang Hanh déng
Goi y hop nhét i
EEHET8 test Tai khoén ngéan hang test Organon - ’ €«
Cac yéu chu tham gia test account 000100594 1-Test Bang hoat dong
12345 Account
Bai dién tai chinh Vuong qudc Anh organon-uat - COUPA DonEnoataaE
UAT TEST LTD .
I Phuong thire thanh toan I organon-uat - TEST Bang hoat dong
COUPALTD
Tai khoén sFTP
~ bank test ****5678 Landon, UK Tai khoan ngan hang TEST Organon - I
Loi cXML London COUPA 0001005941-Test Bang hoat déng
. Anh NPO LTD Account
Loi tép sFTP (&1 Khach 1234 organon-uat - COUPA .
N 5 Pang hoat déng
hang) Vuong qubc Anh UAT TEST LTD
X Y ~ A > ~ N
3. Nhap vao Thém dia chi Nhan tién
£:coupa supplier portal TEST~ | THONGBAC @ TRO GIUP -

ﬁ Hda don Bon hang Hé s doanh nghiép Thiét lap Phiéu dich vu ASN Tim ngudn cung Ung Du bao Thém...

Quan tri vién Thiét lp khach hang Yéu cau két néi

Quan tri Vién via chi nhan tién

o Thém dia chi Nhan tién AU Tatca v (0]
Nguoi dang

Yéu cau gop

Payment Method Name Dia chi nhan tién Loai hinh thanh toan Phap nhan Trang thai chia sé v&i khach hang Hanh dong
Goi ¥ hop nhét A
THET8 test Tai khoan ngan hang test Organon - ’
Cac yéu ciu tham gia test account 0001005941-Test Bang hoat dong
12345 Account
Pai dién tai chinh Vurong quéc Anh organon-uat - COUPA Pang hoat dong
UAT TEST LTD
Phwong thirc thanh toan organon-uat - TEST Pang hoat dong
COUPALTD
Tai khoén sFTP
- bank test ****5678 London, UK Tai khoén ngén hang TEST Organon - ’
Lol cXML London COUPA 0001005941-Test Bang hoat dong
L i i Anh NPO LTD Account
Loi tép sFTP (toi Khach 1234 organon-uat - COUPA .
. 5 Pang hoat dong
hang) Vuirong quoc Anh UAT TEST LTD
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4. Lya chon Phap nhan trong danh sach réi nhap Tiép.

Thém dia chi Nhan tién

Phap nhan] TEST COUPANPO LTD v

Dia chi Bén gtri héa don London, UK
London, England, 1234
United Kingdom

Quay lai Tiep

5. Chon phwong thirc thanh toan theo danh sach phia dwdi: Chi phiéu, Thanh
todn ngan hang hoac Vitual Card. Dién théng tin twong (rng theo cac muc
cé san.
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Add a new Payment Method

* Loai hinh thanh toan | Tai khoan ngan hang ~
Chi tiét tai khoan ngan hang ctia ban 1a gi? @

Quéc gialkhu vire cta tai | Vwong qudc Anh ~
khoan ngéan hang:

Pon vi tién té caa tai | GBP v
khoan ngan hang:

Tén bén thu hwéng: | TEST COUPA NPO LTD
Tén ngan hang:
$6 tai khoan: (/]

Xac nhan sb tai khoan:

Mé phan loai:

Ma SWIFT/BIC:

(J Ngéan hang cua t6i khéng cé mé BIC

Note: Duéi ddy Ia danh séch céc tai lidu cén thiét cho Europe va APAC.
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Europe - Required Documentation

EMEA standard

proof: void check, bank
PO vendor cate, branch stamp or bank

letterhead..

Switzerland

No exception << see
column EMEA
Standard

Ukraine

No exception << see
column EMEA
Standard

United Kingdom

C) Bank details proof OR
(Paying-in slip accepted for
domestic UK vendors)

North Macedonia

D) Accept document
without bank letterhead or
bank logo but that are
signed and stamped by the
Bank

MIDDLE EAST/AFRICA

No exception << see column
EMEA Standard

proof: void check, bank

NON-PO vendor cate, branch stamp or bank

No exception << see
column EMEA
Standard

No exception << see
column EMEA
Standard

C) Bank details proof OR
(Paying-in slip accepted for
domestic UK vendors)

D) Accept document
without bank letterhead or
bank logo but that are
signed and stamped by the
Bank

No exception << see column
EMEA Standard

A) Bank details proof: check or bank letter:
or certificate or branch stamp document
or bank letterhead or Organon contract or
Honorarium form (with signed and bank

HCP/HCO details)

No exception << see
column EMEA
Standard

No exception << see
column EMEA
Standard

C) Bank details proof OR
(Paying-in slip accepted for
domestic UK vendors)

D) Accept document
without bank letterhead or
bank logo but that are
signed and stamped by the

No exception << see column
EMEA Standard

(online banking screen shot acceptable for

HCP). Invoice doesn't have to be signed. Bank
A) Bank details proof: void check, bank
letter or certificate, branch stamp or bank
letterhead..
D) Accept document

without bank letterhead or
bank logo but that are
signed and stamped by the
Bank

B) Bank proof can be replaced with Legal
Governmental Site with the bank data
screenshot + finance AD approval (or
higher)

OR a letter (invoice) from the Department
Public Sector + finance AD Approval
igher)

No exception << see
column EMEA
Standard

No exception << see
column EMEA
Standard

No exception << see
column EMEA Standard

No exception << see column

Government Agencies EMEA Standard

APAC standard
A) Proof of bank details (void check, bank letter or certificate, branch stamp or bank
letterhead...) - Mandatory for all bank detail add or change.

Vietnam

PO vendor No exception << see column APAC Standard

B) Valid business license from authorized local agency /National ID

C) Letter from tax authorities
A)Proof of bank details (void check, bank letter or certificate, branch stamp or bank
letterhead...) - Mandatory for all bank detail add or change.

NON-PO vendor

No exception << see column APAC Standard
B) Valid business license from authorized local agency /National ID P!

C) Letter from tax authorities
A)Proof of bank details (void check, bank letter or certificate, branch stamp or bank
letterhead...) - Mandatory for all bank detail add or change.

HCP/HCO No exception << see column APAC Standard

B) Valid business license from authorized local agency /National ID

C) Letter from tax authorities

A) Bank details proof: check or bank letter or certificate or branch stamp document
or bank letterhead or Organon contract or Honerarium form (with signed and bank
details).

(online banking screen shot

Government Agencies No exception << see column APAC Standard

for HCP). Invoice di 't have to be signed.
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Note: Théng qua di chuyén chudt vao nit thdng tin (chdm xanh), ban sé thady mét
thdng b&o bat kém theo huéng dan cu thé vé dir liéu can dién trong 6 twong ing.

Péi v6i cac nha cung cép khéng phéi US, vui long dién S6 Ngan Hang va Sé Tai
Khodn ngan hang, tai muc Bank Routing Number dién sé thay thé “123456789”
(sd nay sé khéng duoc chuyén sang MDG). Véi cac nha cung cép US, dién Bank
Routing Key va Sé Tai khodn ngan hang, dién sé thay thé trong muc Sé Ngan
Hang.

Pinh kem tai liéu ngan hang vao biéu m4u. Néu c6 nhiéu tép, vui long tao thuw muc
Zip va dinh kem.

Add a new Payment Method

* Loai hinh thanh toan | Tai khoéan ngén hang

Chi tiét tai khodn ngan hang cla ban la gi? @
Quéc gia/khu vue cda tai | Vuong qudc Anh v
khoan ngan hang:

Don vi tién té cha tai | GBP v
khoan ngéan hang:

Tén bén thu hweéng: | TEST COUPA NPO LTD
Tén ngan hang:

86 tai khoan:

Xac nhan so tai khoan:
M4 phan loai: ()

Ma SWIFT/BIC: ()
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6. Chon Lwu va Tiép tuc.
Nhirng khach hang nao c6 thé str dung tai khoan nay?

Tét ca
organon-uat - TEST COUPALTD
organon-uat - COUPA UAT TESTLTD

Organon - 0001005941-Test Account

[

Hay Liwru & Tiép tuc

7. Mot phuong thire thanh todn méi da dwoc tao ra. Tuy ban cé thé tao mot tai
khodn Phuong thirc thanh toan khac bang cach Thém dia chi Nhan tién,
nhwng vui 16ng khéng thém mét tai khodn Remit-To khac (COUPA chi c6 thé
tao mét dia chi chuyén khoan tai mét théi diém cho mébi nha cung cap, vay
nén trong qua trinh tao chi c6 thé chon mét dia chi). Chinh sira tai khoan
Remit-To c6 s8n thdng qua nhap vao Manage va Deactivate Legal Entity.
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Add a new Payment Method

Payment Method let your customers know where to send payment for their invoices. Click Add Payment Add Payment Method
Method to add more locations, otherwise click Next.

Payment Method Name Bia chi nhén tién Trang thai

Bia chi London, UK Dang hoat ddng Quén Iy
London
Anh
1234

Vurong quéc Anh

Tai khoan ngan hang London, UK Bang hoat ddng
bank test London

TEST COUPANPO LTD Anh
srsrmsrsesasag TR 1234

112233 Vurong quéc Anh
e

Hiy kich hoat phap nhan Huay

8. Chon Tiep
Add a new Payment Method

Payment Method let your custormnears know where to send payment for their inveices. Click Add Payment Add Payment Method
Method to add more locations, otherwise click Next.

Payment Method Name Pia chi nhan tién Trang thai
Bia chi London, UK Blang hoat ding Quan Iy
London
Anh
1234
Virong quic Anh
Tai khoan ngén hang London, UK Bang hoat ddng Quan Iy
bank test London
TEST COUPANPO LTD Anh
sssrsrsssssmensagaTn 1234
112233 Virong qudc Anh
smnwnrenesass s TRET

Hiy kich hoat phap nhan Huy
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9. Khdéng thém Ship From, chi chon Xong.

Add a new Payment Method

Nhiéu quf'nc gialkhu virc yéu céu cung cép thdng tin vin {:huyén khac nhau trén héa don néu théng tin doé khac vai ¢

! Thém Van chuyén ti
diém ma phap nhan 43 dang ky.

Tiéu dé Trang théi

London, UK DBang hoat déng Quan Iy
London

Anh

1234

Vwrong qudc Anh

Hiy kich hoat phap nhan

Tai trang nay ban sé& nhan dwoc tin nhan Setup Complete.
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Hoan tat thiét 1ap

Chuc mirng!

Hién co thé sir dung phap nhan nay trén cac hda don mdi.

Cach nhan thanh toan - Hau hét khach hang déu yéu cau ban glri cho ho théng tin thanh toan nay
bén canh viéc cung cap théng tin d6 trén héa don. @

« Nhap vao Thé Ho so dé xem khach hang c6 biéu mau thu thap théng fin thanh toan khéng.

« Néu khong, ban sé& phai glri cho ho qua mét kénh khac.

Thém sau Thém ngay

Note: !\Ié'u ban dang hop tac voi Organon, vui long lién lac voi nguwoi lién hé cua
ban dé cung cap thém théng tin hodc chinh sdra thdng tin vé tai khoan thanh toan
hién co6 cua ban.

Cach nhan thanh toan - Hau hét khach hang déu yéu cau ban gt cho ho théng tin thanh toan nay
bén canh viéc cung cap thong tin do trén héa don. @

« Nhap vao Thé Hb so dé xem khach hang c6 biéu mau thu thap théng tin thanh toan khéng.

« Néu khéng, ban sé phai glri cho ho qua mét kénh khac.

Note: Tai khodn Remit-To c6 thé hdy hodc chinh sdra thdng qua nhdp vao nit dudéi
day trong muc Actions:
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gzcoupa supplier portal TEST+  THONG BAO @ | TRO GIUP ~

ﬁs Hda don Bon hang Hé sd doanh nghiép Thiét lap Phi&u dich vu ASN Tim nguén cung tng Du béo Thém...

Quan tri vién Thiét lap khach hang Yéu cau két ndi

Quan tri Vién oia chi nhan tién

01 du [ Lol chi S fién T hd I ° I
Nguoi dang

Yéu céu gd) R
TiF Payment Method Name Dia chi nhan tién Loai hinh thanh toan Phéap nhéan Trang thai chia sé vé&i khach hang Hanh déng
Goi y hop nhat A
**h878 test Tai khoéan ngén hang test Qrganon -
Céc yau cau tham gia test account 0001005941-Test Bang hoat dong
12345 Account
Pai di&n tai chinh Vuong quoc Anh organon-uat - COUPA Bang hoat dong
UAT TEST LTD
Phuong thirc thanh toan organon-uat - TEST e A
COUPALTD
Tai khoan sFTP
- bank test ****5678 London, UK Tai khoén ngén hang TEST Organon - ’
Loi XML London COUPA 0001005941-Test Bang hoat dong
. i ) Anh NPO LTD Account
L feTp LA™ ({0 LGETeD 1234 organon-uat - COUPA .
. P Bang hoat dong
hang) Vuong quéc Anh UAT TEST LTD

organon-uat - TEST

Dimimm s A
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