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1. About This Document
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Background and Purpose

Background

• From Monday, June 8, 2026, LY Corporation (hereafter "LY") plans to gradually switch to processes using 
the purchasing system Coupa.

For the series of purchasing processes with LY, from quotation to order to invoice, we intend to gradually 

switch to communication through Coupa as the standard process.

Purpose of

this document

• This document is intended to help suppliers understand business processes using Coupa and to serve as 
an operation manual when using Coupa.



© LY Corporation 5

2. Overview of Coupa
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Overview of Coupa

What is Coupa?

Coupa is a cloud service provided by Coupa, Inc.* that can manage purchasing processes from 
quotation to order to invoice.

*Coupa corporate website: https://coupa.co.jp/

Usage / Fees
It can be used from a web browser without installation.

No license fees or other costs are incurred for using Coupa.

Registration
Coupa can be used without account registration, but issuing invoices on Coupa requires prior 
registration with CSP (Coupa Supplier Portal).

(See the next section for CSP. CSP registration is also free of charge.)
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Overview of CSP

CSP (Coupa Supplier Portal) is the Coupa portal site used by suppliers. Use requires an invitation from LY and registration by the 
supplier.

To request registration, please contact us using the inquiry form described later.

If Not Using CSP If Using CSP

Access Coupa from the link in each email sent 
to you

Log in to CSP to access

Check by individual case
Centralized management and confirmation are 

possible

Access Method

How to Check

Order Information

Cannot issue invoices on Coupa Can issue invoices on CoupaInvoicing Method
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Scope of Coupa Use (Image)

Quotation Request

LY Corporation Supplier

Coupa

Submit Quotation

Receive Quotation

order Receive Order

Delivery / Work 
Completed

Issue Invoice*1Receive Invoice

Inspection

*1 CSP registration is 

required to issue invoices 
(described later).

You will check and enter information in Coupa starting from email notifications.

Supplier /

Case Survey
Response

Currently handled

in Coupa

New scope to be

handled in Coupa
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Projects Subject to Coupa Use

Cases handled by the Purchasing / Procurement 
Department*

In Scope

(Switch to Coupa)
Quotation

order

Invoice

Not all cases for which LY requests quotations or places orders will change to processes using Coupa.

Cases other than those at left

Out of Scope

In Scope

(Switch to Coupa)

In Scope

(Switch to Coupa)

In Scope

(Switch to Coupa)

*This includes goods, hardware, outsourced services, cloud services, etc.; many items procured by LY are in scope.

Supplier / Case 
Survey

Already handled in CoupaAlready handled in Coupa

Out of Scope
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Timing of Switch to Coupa

Because the switch to Coupa will be gradual from Monday, June 8, cases already in progress will continue using the current method. 

Therefore, cases using different methods will run in parallel.

Quotation Request

(LY to Your Company)

Quotation Response

(Your Company to LY)

Order

(LY to Your Company)

Invoice

(Your Company to LY)

May June July August

No Change

No Change

No Change

No Change

Monday, June 8 (planned), gradual switch

(switching from new cases created within LY after release)

Monday, June 8 (planned), gradual switch

(we will contact suppliers who should register for CSP in phases)
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3. Quotation Response

P12：Overview of Changes in Quotations

P13-14：Login

P15：Event Participate

P16：Instant Message

P17-18：Quotation Response
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Overview of Changes in Quotations

Before Coupa After Coupa

Email sent from LY

Quotation 
Request

Communicatio

n Method

Written in the email body, file 
attachments, etc.

Quotation 
Request

Requirements

Reply to the email and attach a 
quotation, etc.

Quotation 
Response

Communicatio

n Method

Email notification from Coupa

(sender address is Coupa)

Quotation 
Request

Communicatio

n Method

Access Coupa from the link in the 
email and confirm

Quotation 
Request

Requirements

Enter amounts and attach quotations, 
etc. in Coupa

Quotation 
Response

Communicatio

n Method

From quotation request to response, two-way information exchange will take place in Coupa.



© LY Corporation 13

Login(1/2)

Open the email with the subject line “LINE Yahoo 

Corporation Sourcing Event - (Event Name) #xxx Invitation.

”Depending on the supplier’s email system settings, the 

email may be sorted into the spam/junk folder.Sender email 

domain: @lycorp-jp.coupahost.com

・sender email domain: @lycorp-jp.coupahost.com 

❶

Click “View Event” in the email body.❷

Click the link in the email you received.

Login
Event 

Participation

Instant 

Message
Quotation 
Response
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Login(2/2)

Receive the email with the subject line “Your Coupa Login 
Verification Code.”❸

Enter the verification code from step ③ and click 

“Submit.”The verification code expires after 15 minutes. If it 

expires, click “Resend One-Time Password.”
❹

Enter the login code you received and access Coupa.

Login
Event 

Participation

Instant 

Message
Quotation 
Response
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Event Participate(1/1)

In response to “Would you like to participate?”, select 

“Participate,” and then click “Submit.”Participation in the 

event (project) is required in order to submit a quotation 

response.

❶

Click "Enter Response" at the bottom right.❷

Participate in the event on the screen after logging in.

Login
Event 

Participation

Instant 

Message
Quotation 
Response



© LY Corporation 16

Instant Message(1/1)

Click “Instant Messaging” at the bottom left of the event 

page.
❶

Enter your message.

If you need to send a file, click “Attach File” and attach the 

file.

❷

When a supplier needs to make an inquiry when submitting a quotation response, they should use “Instant Messaging,” which allows
messages to be sent and received within Coupa.

Click “Send Message.”

An email will be sent to LINE Yahoo.

Instant messages can be sent and received for 13 months 

after the event ends (after the quotation response is 

submitted).

❸

Login
Event 

Participation

Instant 

Message
Quotation 
Response
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Quotation Response(1/2)

Enter your company name in the “Name” field.

Example: LINE Yahoo Corporation
❶

Click “File” in the response field for the quotation and your 

company’s order form/contract format, and attach the 
quotation.

❷

Enter the required information and attach the quotation file and other necessary documents in order to submit a quotation response.

<If there are additional questions> 

Click the “File” link to download the file, then attach the 
completed file.

❸

Login
Event 

Participation

Instant 

Message
Quotation 
Response



© LY Corporation 18

Quotation Response(2/2)

Enter the total quotation amount in the “Unit Price” 
field.❹

Click "Submit Response"❻

Enter the quotation amount and complete the response.

●❹

●❻

*If there are any additional matters 

to communicate or additional 

documents to submit after 

submitting the quotation response, 

use Instant Messaging. (For 
instructions, see P16.)

●❺

●❺Change the currency if submitting the quotation response in 
a currency other than JPY (Japanese Yen).❺

●❹

Login
Event 

Participation

Instant 

Message
Quotation 
Response
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4. Checking Order Details

P20：Overview of Changes in Ordering

P21：Order Email

P22-25：[CSP] Check Order Details 

P26-27：[CSP] Send Comment

P28-31：[Not Registered with CSP] Check Order Details 

P32：[Not Registered with CSP] Communication
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Overview of Changes in Ordering

Before Coupa After Coupa

Email sent from LYOrder Method

Purchase order attached to emailOrder Details

Email notification from Coupa(Sender 

email address is Coupa)
Order Method

Access Coupa via the link in the email* 

and confirm the details.

*The notification email differs 

depending on whether or not you are 

registered with CSP.

Order Details

Note: The execution of contracts using electronic signatures such as DocuSign is not subject to this change. Please continue to follow 
the existing process.

As with quotations, purchase order details are confirmed in Coupa.
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Order Email

If you are registered with CSP, you will receive two emails. If you are not registered with CSP, you will receive one email.
If you are registered with CSP, you may access Coupa from either email.

Email received only by CSP-registered suppliers Email received by both CSP-registered and non-registered suppliers

Check Order 
Details

Comments
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[CSP] Check Order Details (1/4)

Receive the purchase order email.

Subject: A new purchase order #LYXXXXX has been issued

Sender email domain: @lycorp-jp.coupahost.com

❶

Click “View Purchase Order.

”For the displayed purchase order details, see P25.
❷

<When confirming from the email received only by CSP-registered suppliers> 

Click the link provided in the email you received.

※This email is received only by suppliers who are registered with CSP.

If you are not registered with CSP, please refer to the procedures from P27 

onward.

Check Order 
Details

Comments
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[CSP] Check Order Details (2/4)

❶

❷

<When confirming from the email received by both CSP-registered and non-registered suppliers>  

Click the link provided in the email you received.

Receive the purchase order email.

Subject: LINE Yahoo Purchase Order #LY 

XXXXXXXXXXXX

Sender email domain: @lycorp-jp.coupahost.com

Receive the purchase order email.

Subject: LINE Yahoo Purchase Order #LY 

XXXXXXXXXXXX

Sender email domain: @lycorp-jp.coupahost.com

Check Order 
Details

Comments
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[CSP] Check Order Details (3/4)

❸

❹

<When confirming from the email received by both CSP-registered and non-registered suppliers>  

Log in to CSP and confirm the relevant purchase order details.

Click the purchase order number provided in the purchase 

order email.

*For the displayed purchase order details, see P25.*

Click the “Purchase Orders” tab on the CSP top page.

Check Order 
Details

Comments
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[CSP] Check Order Details (4/4)

Click “Print Preview” at the bottom right to display the purchase order.

※The CSP functions “Advance Ship Notice (shipping notification function)” and “Acknowledged (receipt confirmation)” are not used in 

transactions with our company, so you do not need to click either button.

Check Order 
Details

Comments
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[CSP] Send Comment

After an order is issued, use the comment function when contacting LY.

❶

❷
Click “Add Comment.”

※To attach a file, click “File” at the bottom left.

Enter text in the “Enter Comment” field.

❶

Check Order 
Details

Comments
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[CSP] Check Received Comments

The following explains how to check comments sent from LY to suppliers after an order is issued.

❶

❷
Click “View Purchase Order” or “Reply.”

※Both options will take you to the purchase order details 

screen in CSP.

Receive the comment notification email.

●❶

Check Order 
Details

Comments
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[Not Registered with CSP] Check Order Details (1/4)

❶

❷

Click the link in the email you received.

Click “Manage Purchase Order.”

Receive the purchase order email.

Subject: LINE Yahoo Purchase Order #LY 

XXXXXXXXXXXX

Sender email domain: @lycorp-jp.coupahost.com

Check Order 
Details

Comments
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[Not Registered with CSP] Check Order Details (2/4)

❸

Receive the one-time password to access Coupa.

Receive the one-time password email to access the 

purchase order details in Coupa.

Subject: Please verify your access to Purchase Order #LY 

XXXXXXXXXXXX

Sender email domain: @lycorp-jp.coupahost.com

Check Order 
Details

Comments
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[Not Registered with CSP] Check Order Details (3/4)

❹

Enter the one-time password.

Enter the one-time password in the “Enter One-Time 

Password” field.

❹

❺
❺ Check “I’m not a robot.”

❻ Click “Verify One-Time Password.”
❻

Check Order 
Details

Comments
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[Not Registered with CSP] Check Order Details (4/4)

Click “Print Preview” at the bottom right to display the purchase order.

Check Order 
Details

Comments
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[Not Registered with CSP] Communication (1/1)

If you are not registered with CSP, our company cannot post comments in Coupa.

Please contact us by replying to the email sent separately by our company, rather than replying to the purchase order email from Coupa.

CSP Registered Suppliers

Available

CSP Not Registered Suppliers

Posting comments from the 

supplier to LINE Yahoo

Although it is available, please do not 

use it because our company cannot 

post comments.

Please communicate separately by 

email.

Posting comments from 

LINE Yahoo to the supplier
Available Not Available

Check Order 
Details

Comments
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5. Inspection Certificate
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Inspection Certificate

Before Coupa After Coupa

LY format is standard

(supplier format can be used if 

necessary)

Inspection 
Certificate

Format

Handled proactively by LY

Inspection 

Certificate

Sending

Handled upon request from the 
supplier

Inspection 
Certificate

Sending

Your company format is standard

(please provide it together with your 

request for submission)

Inspection 
Certificate

Format

We will not send an inspection certificate, but please contact us if one is required, and we will accommodate your request.

※The CSP functions “Advance Ship Notice (shipping notification function)” and “Acknowledged (receipt confirmation)” are not used in 

transactions with our company, so you do not need to click either button.
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6. Invoice Issuance

P36：Overview of Changes in Invoice Issuance

P37-47：Invoice Issuance

P48-52：Invoice Cancellation / New Creation 

P53-56：Quantity and Unit Price Adjustment Using a Credit Memo
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Overview of Changes in Invoice Issuance

Current Pattern New Pattern

Issue the invoice using your 

company’s format and send it by email 

to BillOne*.

Invoice

Issuance/Sen

ding Method

Enter invoice information in Tradeshift 
and issue it

Issue the invoice using your 

company’s format and send it to the 

business division contact by email or 

postal mail.

Invoice

Issuance/Sen

ding Method

Tradeshift / BillOne / Postal Mail Coupa / BillOne / Postal Mail

Issue the invoice using your 

company’s format and send it by email 

to BillOne*.

Enter invoice information in Coupa and 

issue it (CSP registration required in 
advance)

Issue the invoice using your 

company’s format and send it to the 

business division contact by email or 

postal mail.

*BillOne: Send the invoice to yjcorp-31f07fc7-38d8@bill-one.com ★TradeShift is scheduled to end in October 2026.

Future 

transition 

to issuing 

invoices 

via CSP

In 
principle

mailto:yjcorp-31f07fc7-38d8@bill-one.com
mailto:yjcorp-31f07fc7-38d8@bill-one.com
mailto:yjcorp-31f07fc7-38d8@bill-one.com
mailto:yjcorp-31f07fc7-38d8@bill-one.com
mailto:yjcorp-31f07fc7-38d8@bill-one.com
mailto:yjcorp-31f07fc7-38d8@bill-one.com
mailto:yjcorp-31f07fc7-38d8@bill-one.com
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Invoice Issuance(1/5)

<Select the purchase order for which to create an invoice>

Check 
Order

Comm
ents

❶

❷
Click      “Create Invoice” in the Action column for the 

purchase order number for which you want to create an 

invoice.

Click “Purchase Orders” on the home screen.

❶

Invoice

Sending

Invoice

Issuance

❷
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Invoice Issuance(2/5)

<Add a payment method>

❶

❷ Click the dropdown button for the “Pay-To” field.

Click the (magnifying glass) icon for “Pay-To Address.”

❸

Select the bank account you want to specify as the pay-to 

account.

*If the pay-to address is registered later, values such as the 

invoice number will be reset, so it must be registered first.

*If the account number you want to select has not been 

registered, add the account by clicking “Create New.” (See 

Reference ①.)

Check 
Order

Comm
ents

Invoice

Sending

Invoice

Issuance
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Invoice Issuance(3/5)

❹

❺ Confirm that the selected values are set for “Pay-To 

Address,” “Bank Name,” and “Bank Account Number.”

Click the “Save” button.

❻ Review the notes regarding “Pay-To Bank Information,” and 

if there are no issues, click the checkbox.

Check 
Order

Comm
ents

Invoice

Sending

Invoice

Issuance

<Add a payment method>
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Invoice Issuance(4/5)

<Enter the invoice header and line item details>

❶
Enter the general information.

※Fields marked with “*” are required and must be 

completed.

❷

❸

❹

Select the applicable option for whether each line item is 

subject to the reduced tax rate or not.

Select the consumption tax rate for each line item.

※If you need to add handling fees, shipping fees, or 

miscellaneous expenses, see Reference ②.

Confirm the “Item Name,” “Quantity,” and “Unit Price,” and if 

all details are correct, click the “Calculate” button.

❶
❷

Check 
Order

Comm
ents

Invoice

Sending

Invoice

Issuance
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Invoice Issuance(5/5)

<Send the invoice>

❺ Confirm the recalculated tax-inclusive amount, and if all 

details are correct, click the “Submit” button.

Click the “Send Invoice” button.

Confirm that an invoice has been created for the purchase 

order number selected for invoice creation.

※You can review the registered invoice details by clicking 

the invoice number.

❻

❼

Check 
Order

Comm
ents

Invoice

Sending

Invoice

Issuance
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Invoice Issuance(Reference1)

<Register a pay-to account>

❶ Click “Business Profile” on the home screen.

Click "Payment Methods"

Click "Select Payment Method"

In the displayed dropdown, click “Bank Transfer.”

❷

❸

❹

Check 
Order

Comm
ents

Invoice

Sending

Invoice

Issuance
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Invoice Issuance(Reference1)

❶

Enter the bank information.

Fields marked with “*” are required and must be completed.

In the “Bank Name” field, enter the bank name, branch, 

account type (ordinary/current, etc.), account holder name, 

and account number.

The bank address is optional and may be entered as 

needed.

Click the “Save” button.

Select the company you want to associate with the bank 

information you entered.

Click the “Save” button.

❷

❸

❹

Check 
Order

Comm
ents

Invoice

Sending

Invoice

Issuance

<Register a pay-to account>
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Invoice Issuance(Reference1)

<Registration Method for Direct Debit (Automatic Withdrawal)>

If the payment method is “Direct Debit (Automatic Withdrawal),” enter the information as follows.

This registration is required as a formality due to system specifications and does not involve registering actual bank account information.

Account Nickname Any name that identifies it as direct debit 

(e.g., Direct Debit)

Account Holder Name 

(Kana)

Supplier name in kana

Bank Branch 

Country/Region

Japan (fixed value)

Bank Account Currency JPY (fixed value)

Bank Name Direct Debit (fixed value)

Account Number 00000 (fixed value)

Bank Code 000 (fixed value)

Recipient Account Type Any value (not used)

Check 
Order

Comm
ents

Invoice

Sending

Invoice

Issuance
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Invoice Issuance(Reference1)

<Register a pay-to account>

❶ Confirm that the payment method (account information) has been 

added.

Check 
Order

Comm
ents

Invoice

Sending

Invoice

Issuance
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Invoice Issuance(Reference2)

<Add line items other than those in the purchase order (handling fees / shipping fees / miscellaneous expenses)>

❶ Complete the entry of the invoice line item details.

Click the “Add Line” button.

Add the shipping fee, handling fee, or miscellaneous 

expense information.

*The type should match the type used for the main line item.

*The cart icon indicates a quantity-based type, and the 

banknote icon indicates an amount-based type.*

Click the “Calculate” button and confirm that the tax-

inclusive amount has been recalculated.

❷

❸

❹

❺ Click the "Submit" button.

Check 
Order

Comm
ents

Invoice

Sending

Invoice

Issuance
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Invoice Issuance(Reference2)

<Add line items other than those in the purchase order (handling fees / shipping fees / miscellaneous expenses)>

❻ Click “Send Invoice.”

Click the "Submit" button.❼

Confirm that an invoice has been created for the purchase 

order number selected for invoice creation.

You can review the registered invoice details by clicking the 

invoice number.

❽

Check 
Order

Comm
ents

Invoice

Sending

Invoice

Issuance
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Invoice Cancellation / New Creation (1/5)

<Issue a credit memo and a new invoice for an invoice for which a correction request has been received>

❶ Click “Invoices” on the home screen.

❷

❸

❹

Confirm the reason for the correction request.

Check whether there are any supplementary comments from 

the buyer regarding the correction request in the comments 

section at the bottom of the invoice details screen.

*Communicate via comments as needed.*

Check 
Order

Comm
ents

Invoice

Sending

Invoice

Issuance

Click the “Resolve” button in the Action column for the 

purchase order number for which you want to create an 

invoice.
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Invoice Cancellation / New Creation (2/5)

<Create a credit memo to fully cancel an invoice for which a correction request has been received>

❶

Revise the general information.

*The invoice number is copied into the credit memo number 

field, so it must be changed to a new number. If it is not 

changed, an error will occur.

Click the "Submit" button.

On the screen for the invoice you want to correct, click the 

“Cancel Invoice” button.

*The button is located at the bottom of the screen.

❷

❸

Check 
Order

Comm
ents

Invoice

Sending

Invoice

Issuance
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Invoice Cancellation / New Creation (3/5)

❹

❺ Click the “Yes” button to create a replacement invoice.

Click the “Send Credit Memo” button to complete the 

creation of the credit memo.

Check 
Order

Comm
ents

Invoice

Sending

Invoice

Issuance

<Create a credit memo to fully cancel an invoice for which a correction request has been received>



© LY Corporation 51

Invoice Cancellation / New Creation (4/5)

<Create a replacement invoice>

❶

Revise the line item information.

*Since the information from the original invoice has been 

copied, revise it to the correct invoice information.

After revising the line item information, click the “Calculate” 

button.

Enter the general information.

*The original invoice number is copied into the invoice 

number field, so it must be changed to a new number. If it is 

not changed, an error will occur.

❷

❸

Check 
Order

Comm
ents

Invoice

Sending

Invoice

Issuance
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Invoice Cancellation / New Creation (5/5)

❹

Click the "Send Invoice" button.

Confirm that the credit memo created through step 3/5 and 

the new invoice have been created.

Click the "Submit" button.

❺

❻

Check 
Order

Comm
ents

Invoice

Sending

Invoice

Issuance

<Create a replacement invoice>
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Quantity and Unit Price Adjustment Using a Credit Memo(1/4)

<Create a credit memo for an invoice for which a correction request has been received, and adjust the quantity and unit price>

❶ Click “Invoices” on the home screen.

❷

❸

❹

Confirm the reason for the correction request.

Check whether there are any supplementary comments from 

the buyer regarding the correction request in the comments 

section at the bottom of the invoice details screen.

*Communicate via comments as needed.

Check 
Order

Comm
ents

Invoice

Sending

Invoice

Issuance

Click the “Resolve” button in the Action column for the 

purchase order number for which you want to create an 

invoice.
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Quantity and Unit Price Adjustment Using a Credit Memo(2/4)

❶
On the screen for the invoice you want to correct, click the 

“Adjust” button.

*The button is located at the bottom of the screen.

Revise the general information.

*The invoice number is copied into the credit memo number 

field, so it must be changed to a new number. If it is not 

changed, an error will occur.

Revise the line item information.

*Adjust the quantity or unit price using negative numbers.

*(Example: If you want to revise an invoice quantity of 3 to 2, 

enter “Quantity = -1” in the credit memo.)

Click the "Calculate" button.

❷

❸

❹

Check 
Order

Comm
ents

Invoice

Sending

Invoice

Issuance

<Create a credit memo for an invoice for which a correction request has been received, and adjust the quantity and unit price>
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Quantity and Unit Price Adjustment Using a Credit Memo(3/4)

❺ Click the "Submit" button.

Click the “Send Credit Memo” button to complete the 

creation of the credit memo.
❻

Check 
Order

Comm
ents

Invoice

Sending

Invoice

Issuance

<Create a credit memo for an invoice for which a correction request has been received, and adjust the quantity and unit price>
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Quantity and Unit Price Adjustment Using a Credit Memo(4/4)

❶ Confirm that the credit memo created through step 3/4 has 

been created.

Check 
Order

Comm
ents

Invoice

Sending

Invoice

Issuance

<Create a credit memo for an invoice for which a correction request has been received, and adjust the quantity and unit price>
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7. Contact Information



© LY Corporation 58

Contact

■ FAQ

If you have any questions, please check the FAQ at the URL below.

https://workers-hub.ent.box.com/folder/365284672716

*The FAQ will be updated as needed based on inquiries received.

■ Inquiry Form

If the FAQ does not resolve your issue, please contact us using the URL below.

https://form-business.yahoo.co.jp/claris/enqueteForm?inquiry_type=coupasupplier

https://workers-hub.ent.box.com/folder/365284672716
https://workers-hub.ent.box.com/folder/365284672716
https://workers-hub.ent.box.com/folder/365284672716
https://form-business.yahoo.co.jp/claris/enqueteForm?inquiry_type=coupasupplier
https://form-business.yahoo.co.jp/claris/enqueteForm?inquiry_type=coupasupplier
https://form-business.yahoo.co.jp/claris/enqueteForm?inquiry_type=coupasupplier
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Change History

Version Updated Date Update Details Supplement

1.0 2026/5/26 Newly Created
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