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Receive orders

According to your nofification preferences you will receive orders
via mail or Coupa nofifications.

The listed “PO email” will always receive the order notification by
mail.

Via “View order” or “Manage order” you will be directed to the

order in the CSP.

All other users can disable the mail.
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Vitra Factory GmbH Purchase Order #479

Order Summary

Date 20/08/2023

PO Total )0 EUR

Delivery Terms

Contact Karglina Bles

Bestellung an PO-E-Mail-Adresse

New PO
. vitra
-
¥ Englisch » > Deutsch = N

vitra, vira Purchase Order 2486

fycoupa

Subrritied By Seima Albayrak

On Behalf Of Selma Albayrak

Supplier SKT GmbH
Total 25.00 EUR

ltems Pos. 00010 LEA Sor.Prestige 5 Squ. Meter X 5.00

(40675) wine red (Fl) .00

Bestellung an registrierte Benutzer

vitra.



Acknowledge an order

-> Attention! If you click the field “Acknowledge PO” the
order will be acknowledged directly!

In this case the order acknowledgement number will not be
transmitted.

-> Therefore, we recommend to click on “Manage order”.

When clicking on “Manage Order” you will be redirected to
the Coupa Supplier Portal. There, you can view your order,
indicate your order confirmation number and then check the
box “Acknowledged” (further explanation can be found on the

page 9)
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Test-Instanz

Vitra Factory GmbH Purchase Order #929

Order Summary
Date 20/10/2023

PO Total 10 000,00 PLN

Delivery FCA
Terms

Contact Kerstin Steinebrunner
kerstin.steinebrunner@vitra.com

| Manage Order |

Acknowledge Add Add
PO Delivery Comment
Tracking
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View your orders

£,3coupa supplier portal PETRA“ | NOTIFICATIONS @) | HEL®

To view all orders, click on "Orders" in the blue header line.

Home Pro le Orders | Ser ice/Time Sheets ~ ASN Invoices Catalogs Business Performance Sourcing  Add-ons  Setup

Order Changes

Order Confirmations Order Confirmation Lines

Order Line Changes Promised Deliveries Shipments

Now you can see all orders and filter them through the drop-down
menu "View”.

« “ou have 1 customer announcements related to Orders (vifra) View All Announcements

Select Customer [ o

. . . . Orders
In «orders» you will see all orders and view the information of the

header line.

Instructions Frorg Customer

eachten Sie dass neben

2arch ] |

PO Number Order Digte

Status Acknowledged At ltems ig To Actions

In «<order items» you can see the individual order items and view the [ e
information about each order item. 71 ouzs

Issued Mone 12 Piece of Pos. 00010 AC4 Fixiereiste fiir Rickenb. unten.. Mo 144.00 EUR

Issuad Mone 2,000 Piece of Pos. 00010 AC4 Fraereiste fur Rickenbezug No 4,000.00

@) sUR
476 0872023 12 Fieoe of Pos. 00010 AC4 Abschiussleiste fir Na 12.44 EUR
Riickenbezug...
5 Squ. meter of Pos. 00010 LED Sér.Prestige (40670) white .. No 18.65 EUR

Since some data is only available either on the header or on the
ifem, you can display things like order number or order confirmation
only in one of the views.

Profile Orders

Order Lines Returns

09.1.2023 Order processing 5
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View order details

c.scoupa supplier portal FETRA v | NOTIFICATIONS @ | HEL®
By C| |C kl n g O n The PO N U m ber yo U Wl | | be d | reCTed TO The d eTO I |S O‘F Home Profile Orders | Service/Time Sheets ~ ASN Invoices Catalogs Business Performance Sourcing  Add-ons  Setup
Y
yo U r O rd e r K Order Lines Retumns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines Promised Deliveries Shipments
« “ou have 1 customer announcements related to Orders (vifra) View All Announcements
Select Customer [ i -

Purchase Orders

Instructions From Customer

Please note that in addition to this electronic order, only the pdf order generated from cur SAP ERP and viewable in the Coupa Supplier Portal is binding. — Bitte beachten Sie dass neben

dieser elekironischen Bestellung, susschliessiich die aus unserem SAP-ERP erzeugte und im Coupa Supplier Partal einsshbare pdf Besteliung bindend ist.

view [ ~ l Search ,3]

Unanswered Comments Total

Acknowledpged At Items Assigned To Actions

12 Piece of Pos. 00010 AC4 Fixierleiste fir Rickenb. unten.. Mo

14400 EUR =
Nane 2,000 Fiece of Fos. 00010 AC4 Fodereiste fir Rickenbezug  No 4,000.00
@) sUR
082023 lssued Nane 12 Pieoe of Pos. 00010 AC4 Abschiussleiste fiir Na 12.44 EUR A
Riickenbezug. .
5 Squ. meter of Pos. 00010 LED Sér.Prestige (40670) white .. No 18.65 EUR
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View order details
Header line

Select Customer

vitra v

On the header level of the order you can see the general order Purchase Order #460
details. In the "Revision" drop-down menu, you can track all order . General Info
ChO nges Which hOVe been mgde_ Status Issued - Sent via Email

Order Date 19/6/23

ping
Ship-To Address Alle Positionen haben dieselbe Anlieferadresse
Siehe Positionsebene / See on item-level Al
positions have the same ship-to-address
Germany

Location Code: DUMMY_ALL_POS

Attn: Karolina Bleil

Revision Date 19/6/23

The PDF purchase order that accompanies each order is created Requester s i

by the SAP ERP and it is binding. Email karoina i@ com

Payment Term

Terms FCA

7 Shipmay Tracking CHRS

Incoterms 2 FCA Krosno
Vitra PO Number 4501407968 Mo package fracking
Einkédufergruppe DB1
Zahlungsbedingungen 30 days net

Vitra Bestellkopftext

Attachments

4501407968 _20230619_131957_6d3e0

156471_dr
156471_drw_000_b_3zip

Acknowledged

Revision | 3 (Current) 20. Jun
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View order details
Position line

The general details are followed by an order breakdown on item
level.

Here you will find all important data such as delivery quantity, unit,
unit price, delivery date, delivery location and other data.

You will also see two dates: the delivery date and the pickup date.
(This depends on the agreed Incoterms).

The delivery date refers to the day of delivery at Vitra and the pick-
up date refers to the day of loading of the goods at the supplier.

vitra.

Lines

Type Item Gty Unit Price Total Invoiced
- Pos. 00010 Testmaterial Coupa Kerstin 10 Stiick 32.00 320.00 0
Need By  Part Number Name  Manuf; Part Number  Pricing information for supplier  Pick up date
10M18/23  Mone MNone one 32.00 PLN per 1 5T 10712123

Order Acknowledgment Number Delivery Schedule Line Coyliter  Position Terms of Delivery  Requirement Tracking Mumber

00010_0001
Delivery to StreetiHouse number 'ostal Code/City Vitra Part code  Description
Modo GmbH Gebaude A Tor AB-A11  George-Melson-Strasse 1 JDE-TB578 Wei am Rhein  TEST1234 Testmaterial Coupa Kerstin

Einkaufsbestelliext

Additional Information  Components
340744 DRWF »

m om om

TE0040 DR
61101151
V0000072
V0000212
V0000214
V0000215 AR
V0000216 ZWP AM

1018723 Mone MNone

Need By Part Number Manufacturer Name  Manufacturer Part Mumber  Pricing information for supplier  Pick up date

one 32.00 PLN per 1 5T V1222

09.11.2023

Order processing

Total P 320.00

Request Change Save =i Print View
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Acknowledge an order

To acknowledge an order, first type in your confirmation number in
the given field of every position. Then set the checkmark at
confirmed.

Acknowledged

1. Indicate first your order confirmation number.
2. Then check the box next to “Acknowledged”. o o TN oo Prttomber Trng et o supples e e
3. Please click “Save” to save the order

acknowledgement number.

-> When the box is not checked, the order is not
acknowledged.

If you uncheck the box the order will again be considered as not

acknowledged. Acknowledged

Order Acknowledgment Number D

-> Attention! When confirming the date, always confirm
the delivery date, not the pick-up date.

0001

09.1.2023 Order processing %



Request order change

An order change is a change in quantity, delivery date, or item

price.

To request an order change, click on "Request change”.

09.11.2023

Lines

1 Type Item
W  Pos 00010 Omar the Owl

_ Advanced I S

vitra.

bl m Line Number: 0 — 9 ~ ]

Need By Part Number
01/26/23 000000000021500401

Order Acknowledgment Number

Delivery to
Contura GmbH Gebaude C, Tor 15 - 18

Description
Omar the Owl, George Nelson 1965
255 x 270 x 35 mm

Perpage 15 | 45 | 90

Order processing

Qty Unit Price Total Invoiced
20 Stiick 99.07 1,981.40 0.00
er Name  M; er Part Number  Pricing information for supplier  Pick up date
None None 99.07 PLN per 1 ST None

Delivery Schedule Line Counter Position Terms of Delivery  Requirement Tracking Number
00010_0001 None None

Street/House number Postal Code/City Vitra Part code

George-Nelson-Strasse 1 DE-79576 Weil am Rhein 21500401

Additional Information  Components

None 62903039 20.000 ST
Label "Design Nelson Zoo Timers" #5

Total PLN 1,981.40

Request Change =i Print View

Request Change
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Request order change

It is possible to request a change in quantity, delivery date or price Lines
per item. Furthermore, you can leave a comment in the field e hem | Ly I uni " e o

. 1 o Pos. 00010 Omar the Ow . 28070000 12140 @
provided.

Afterwards, please click on "Submit change request".

Pricing information for supplier Pick up date Order Acknowledgment Number Delivery Schedule Line Counter

-> If you have submitted a change request, you must wait
for its approval/rejeCtion before you can Smeif a new Pasition Terms of Delivery Requirement Tracking Number Delivery to StreetHouse number

Contura GmbH Gebaude C, Tor 15 - George-Nelson-Strasse 1

change request for the same order/order position. 1@

Postal Code/City Vitra Part code Description Additional Information
DE-TA575 Wei am Rhein 21500401 Omar the Cwi, George Nelson 1965 ne
255 %270 x 35 mm

Components
62003030 20.000 ST

Lzbel "Design Nelzon Zoo Timers" #5

Total 1,981.40 PLN

* Reason for Change

Comment (required for "Other")

e

\D Cancellation Save Chaooads Submit Change Request
Submit {:I—ne

09.1.2023 Order processing



Split an order

If you cannot deliver an order item collectively, you should not
confirm it or request a change.

Please indicate in the comment field (here: blue box) the item
number, the subdivided quantities and the delivery dates.

=>Then click «xAdd comment» to submit the comment.

Wait until your contact person gets in touch with you to transfer the
changes and send them back to you.

09.11.2023

vitra.

Lines
1 Type Item Qty Unit Price Total Invoiced
!— Pos. 00010 Fernando the Fish 40 Stiick 10183 07320

Need By Part Number Manufacturer Name  Manufacturer Part Number  Pricing information for supplier  Pick up date

01/26/23  0000O00000021500404 lone one 101.23 PLN per 15T

Order Acknowledgment Number Delivery Schedule Line Counter  Position Terms of Delivery  Requirement Tracking Number

00010_0001
Delivery to Street’House number Postal Code/City Vitra Part code

Contura GmbH Gebaude C. Tor 15- 18  George-Melson-Strasse 1 DE-78576 Weil am Rhein 21500404

Description Additional Information Components
Fernando the Fish, Gaorge Melson 1085 one 62003030 40.000 ST
250 x 280 x 35 mm Label "Design Nelson Zoo Timers" #5

Perpage 15 | 45 | 20

Total PLH 4,073.20

Add Comment

Edit Change Save = Print View
0 Comments e Comments 4
Enter Comment
E
Add UR!

Order processing
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Split an order

After adding the comment, please wait until your contact person
gets in touch with you to transfer the changes in the system and
send them back to you, y

The sent comments can still be viewed and edited afferwards. A Comment
No order changes may be made in Coupa when waiting for )
approval of the order splitting. L 3 _

-> Attention! A comment itself is no order split yet, but a
regest to split an order.

09.11.2023 13
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Orders

#,scoupa supplier portal XENIA~ | NOTIFICATIONS B

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

vitra.

HELF

rF

Crders Cirder lines Returns Order Changes Cirder Line Changes Crder Confimnations Order Confirnation Lines Promised Delivenes Deliveres

On the tab ,Orders”, you find many options in the subheader.

Order lines: You will see every position of every order.

Order changes: You will see which orders were changed by yourself and if a change request was approved or not.
Order line changes: You will see every position which was changed.

Order confirmations: You will see all confirmed orders here.

Order confirmation lines: You will see every position which has been confirmed.

Deliveries: You will see all shipments here.

09.1.2023 Order processing
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