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1. About This Document




Background and Purpose

®  From Monday, June 8, 2026, LY Corporation (hereafter "LY") plans to gradually switch to processes using

the purchasing system Coupa.
Background

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




2. Overview of Coupa



What is Coupa?

Usage / Fees

Registration

Overview of 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/

It can be used from a web browser without installation.
No license fees or other costs are incurred for using Coupa.

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.)




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

Access Coupa from the link in each email sent
to you

Check by individual case

Cannot issue invoices on Coupa

Access Method

How to Check
Order Information

Invoicing Method

If Using CSP

Log in to CSP to access

Centralized management and confirmation are
possible

Can issue invoices on Coupa




Scope of Coupa Use (Image)

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

Currently handled Supplier / )
in Coupa Case Survey )

n
»

]

Submit Quotation

/ Quotation Request

Receive Quotation

New scope to be
handled in Coupa

K K K| K

LY Corporation e . i Delivery / Work ! Supplier
. Completed .
required to issue invoices

(described later).
r Coupa j

i




Projects Subject to Coupa Use

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

Cases handled byl:gg?):r?rf;:tfmg / Procurement Cases other than those at left

SUIIRIED § Crers Already handled in Coupa Already handled in Coupa
Survey
Quotation In Scope Out of Scope

(Switch to Coupa)

In Scope

(Switch to Coupa) Out of Scope
Invoice In Scope In Scope
(Switch to Coupa) (Switch to Coupa)

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



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
No Ch
(LY to Your Company) 0 Change
Quotation Response No Change Monday, June 8 (planned), gradual switch
(Your Company to LY) g (switching from new cases created within LY after release)
Order
(LY to Your Company) No Change
Invoice No Ch Monday, June 8 (planned), gradual switch
(Your Company to LY) o -hange (we will contact suppliers who should register for CSP in phases)




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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Quotation
Request

Communicatio

n Method

Quotation
Request

Requirements

Quotation
Response

Communicatio
n Method

Overview of Changes in Quotations

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

Before Coupa

Email sent from LY

Written in the email body, file

attachments, etc.

Reply to the email and attach a

quotation, etc.

Quotation
Request

Communicatio
n Method

Quotation

Request
Requirements

Quotation
Response

Communicatio
n Method

After Coupa

Email notification from Coupa
(sender address is Coupa)

Access Coupa from the link in the
email and confirm

Enter amounts and attach quotations,
etc. in Coupa
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Login(1/2)

Click the link in the email you received.

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

Click “View Event” in the email body.

LINEY? 2

2025N2/2(

~ From

To

—HAEH V- U T AV - LY_RBEH_UER# A TL ERAEEI T LB #10122 181

Coupa Sourcing#&fl<sourcing@lycorp-jp-dev.coupahost.com> +——%2 FEHS

Powered by £,3C0UPA

DEV-BIFIRIR-

LINEVY 7—#%REat V- 7/RV b -LY_BRE&KE CBH X
TL_EFRXEEBES AT LME #10122 137

ERA AT LBXARMELINEY 7 -BA2HICS OLY_RBGH_KRH A T7L_BRE
ERATILMBOY =S AR MIBRENELE,
WOLAESHIEZICZ>TEN T, UNEY 7—HXAH BEEBYTT. PIETIHN R
ADRFORPERIL. Fid "BNERL 2L ARREERAT I LALE
Lo CoupaBfER=a7/IICDF X LTI TRRURLE D CTHBL L.  (RURLEREB
i) LBEEXEA-ILRARERTHD. ZUOBBPRIEVNRTILOTREBD ZLA.
ME EFBESMILETH. LALCEBVVWELET, #EBX—ILTKRLRIZXE
ERLLEDET. MLAHEOBIDETICTER/LEE L,

EIEMMIZ20255128318 KEE F#11:20JSTTT

=D &=
0 =

sr:coupa

EJXAZNRY
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Login(2/2)

Enter the login code you received and access Coupa.

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

= From LINE® 2 — B30 234 <do_nol_reply@lycorp-jp-dev.coupahost.coms> | —2

Enter the verification code from step (3) and click
6 “Submit.”The verification code expires after 15 minutes. If it
expires, click “Resend One-Time Password.”

© LY Corporation

HiEfOCoupan v VEEI-F

To

o Powered by £,3C0UpPA

DEV-H R HRm-

HT-=MOCoupad s -r ERIEI—F
LINEY 7 —#X &1t

—0f FiE REHS AT LEREHE
CoupaiBiI 2T ¥ 3ICid. MTOI—-FK2AHTEHD. FD

E,
I—-FIRISPTEUMLET,
BOHESTEVET

Powered by £,3COUPA

THOU e RETZO. Fleo 7H
DUMMITIEALESELTVWADH
CERANTHACERBT A0, 7
RALINZADT—FEERA=ILTELR
ICEELEL. X=IHEBL ETICHK
DHDZBEDHD T, ERA—-ILD
FIWAHTHWEBLLIES L, |

J—-FIR15S9TERMLET. BiIFW-
EA=FZUTOTHFIAR 71 =L FIC
ABDLTLIEEE W,

£r:coupa

EVFAEHER

Y RALINRT— K =L
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Event Participate(1/1)

Participate in the event on the screen after logging in.

BTSSP —LNEY 7 —BRRUICLDLY_RAKH_KRHS AFL_ ERAERS ATLBEOY 2 Ay MIBRTAE LI, LWOLAESEEICL-TENET,
LINEY 7 —#tat BEBNTT,

“ . . . » PETTH, REORAFORBZRILC, T "BNZEL K2V LN REEEEEAT 2RIV,
In response to “Would you like to participate?”, select Cowpl#fE =2 72> £ LTIS TRURLE D THEEC
« .. ” . « - .. . k (HURLAEH:REZ)
9 Participate,” and then click “Submit.”Participation in the _‘ _ o
. . . . . . AEFEA=LIIREBEEMATHD. DHORBPRIENETELOTRBNEA.
event (project) is required in order to submit a quotation BE SFBESDILETH, 5LCHBULELET.

reS ponse HEA=LTFLAREEERLLEDE7. HVWSHEORIDo TICTEBC LIV,

CDARY CADEMEFLELETH?

BMERZLETH? (BN 3 v m o

HEICEE

HEQA RV FIRBHBRANIZD FLA.
AR MMEREALIL—IL RIBE

ARYFRARY METHEICBT LET,

@ Click "Enter Response" at the bottom right.

BEOTATFLEMMICEETSCCE. /AP RBRTIET
FUME e AMLER
JPY KRW USD

I EIEEAN
LS

> b d

125 A~ hmS (125 LT 3

BB 2320500 31| 23:20 dapan
108 : OB : 05} 00:00

© ===
15
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Instant Message(1/1)

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.

LY RS CRH > AT L _EFXREES AT LEE - AR F#10122 7054
9 Click “Instant Messaging” at the bottom left of the event e
page.
AMIEE “
Enter your message.
@ RS LUHEELOE]E - TR AAiRs JUBHELOINE - ZWEBAOEE
If you need to send a file, click “Attach File” and attach the 0..
fl I e. W_I Excelth5 1 b &% E5Exm
ARy MER HOBE KRHZTABHSEI - #5094
Click “Send Message. “ —
An email will be sent to LINE Yahoo. o
9 BERPREOERERULET. 5 RS S URHES
Instant messages can be sent and received for 13 months 2n 770
after the event ends (after the quotation response is s © [E===m|
submitted). o S

© LY Corporation 16



Quotation
Response

Quotation Response(1/2)

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

e Enter your company name in the “Name” field.

Example: LINE Yahoo Corporation

Click “File” in the response field for the quotation and your
@ company'’s order form/contract format, and attach the
quotation.

<If there are additional questions>
9 Click the “File” link to download the file, then attach the
completed file.

AMTEE

B ek hH BUrOBE

RRESLUBHERDINE - BT

EL) e
BRAESIUAREROENE - TWENBSER13. FELELTRELTIRIL, : ,

Eabioto]

BINER] EMEMAOEE
EL g
IENEEAERE sy BHY Y0 FL. CEEFRALEL. FRICEHLTEELT AW = El
LNy ATOREHN ML WESIR. 72 —LAOHEHRELLLBI AR b A yE—JTERE( I

RAZHIUBHERDOENE - RUEAOEE
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Quotation Response(2/2)

Enter the quotation amount and complete the response.

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

@

5

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

6

6 FERE - B
lin“
Jy t

S EEEEEEEEE———————N—N——————————

o JFy

TATL&Y—EZXR
Click "Submit Response"

Oy FEBFhEVWPATL (IPATL)

*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.)

D R

WATERE

"RE

W
JPY

Exceltr 51 ¥ #— b

iy

CEEF ]
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4. Checking Order Detalils

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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Order Method

Order Details

Overview of Changes in Ordering

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

Before Coupa

Email sent from LY

Purchase order attached to email

Order Method

Order Details

After Coupa

Email notification from Coupa(Sender
email address is Coupa)

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.

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

20



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

* EMRIALLYO000001583IRTINELR

From INE 172 = 8 R 11 <00 AL Dy By Cor- 5 Orv.COupShONt Com »

.

DEV-RRAN
LINEY 7 - 211 0O R F#LY0000001583

—ERes

UNEY 7 =02 U ORI ELY000001583FRITINE L &, MU S0 Coupa Suppher

# LINEYD - Ri2#LY0000001583

« From R M NS 8 _23 <co_not_reply@lycorp-jp-dev.coupahost. com>

o I

DEV-RREN-

LINEY 27— 3:F#LY0000001583

Potalic 72 A TABF =LAV =S LMAIhELE, ‘%i@‘%g
8 24218
5,308 ] BREMBSE RASOBH 30,000 JPY
1 EREM BHE 2 SUAN 0031 HARE
NIV = REHLATLBARY AR DRI E W21
ai 30,000 HyOtnOmura =02 1@ Com <o o
7T L 722 ;o[;égx 30,000 4+ TestU " FR(ZAY7 M TOPORM A~ LERMIC AN L ARG ERRINET
< &=

¥

3210 LY0000001583 BM MO (v)

AF-52R RiTAH - FHRNWAS PR %L S

nagwas 251218 Riz%t8 %L
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Check Order
Details

[CSP] Check Order Details (1/4)

<When confirming from the email received only by CSP-registered suppliers>
Click the link provided in the email you received.

Receive the purchase order email.

Subject: A new purchase order #LYXXXXX has been issued
Sender email domain: @lycorp-jp.coupahost.com

Click “View Purchase Order.

(2

"For the displayed purchase order details, see P25.

> 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.

# FARIHLY0000001583HRTANILE

2025/12/18(7) 13:28

-~ From LINE+ 7 —#45t &4t <do_not_reply@lycorp-jp-dev.coupahostcom> +—2 FEfaH

To

o DEV.MRNI&_

LINEY 7 —# A &+t O FiF#LY0000001583

BB Rt B
LINEY 7 — X2 0 F:FBLY00000015830 BiTEh & L. FIL@HH Coupa Supplier
Portalil 7 7 € AT EBF—LAXN—ICBLEEINFE LT,

EEE TORERPI IBHE_21

{12 BRAPI B4E_21

HISIY— KEASATLHRASH

& 30,000 +v

TATL _ 1 Each X ‘

FRY 30,000 30,000 s+
©

H:IID LY0000001583 P ¥ FDiv
AF—82 FITES - FHNEFHS b Ed ] %L
HRAEZA 25/12/18 3301 #ZL
##ER 2512118 TR 0031_%A%A
RINES 3085 b3 51 %L

BISFIY— 53

358
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Check Order
Details

[CSP] Check Order Details (2/4)

<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.

9 Subject: LINE Yahoo Purchase Order #LY
XXXXXXXXXXXX
Sender email domain: @lycorp-jp.coupahost.com

Receive the purchase order email.

9 Subject: LINE Yahoo Purchase Order #LY
XXXXXXXXXXXX
Sender email domain: @lycorp-jp.coupahost.com

# LINET?D— RiE#LY0000001583

5M1218(&

~ From AR EEMY B Y ¥ _23<do_not_reply@lycorp-jp-dev.coupahost.com> -4 FFidis

o

o DEV-MRRIN-

LINEY 7 — F:3#LY0000001583

FHEDOHE
Bt 251218
RixEOEH 30,000 JPY
Eiha&ft 0031_%HAFE
WK DREM BHE 2N

Test"F&#) (7O 7 ) TOPOREX—ILEERFICAHLEABTHREINET

o &=
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Check Order
Details

[CSP] Check Order Details (3/4)

<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 Orders” tab on the CSP top page.

gecoupa supplier portal

€ =x=z Q;w:m«—» H—EFRL—k  FAFL ASN  @EE  FR

QR %EE#‘/Z?A&EC‘%‘H

Click the purchase order number provided in the purchase
order email.

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

A #xz P coxzxIor—L  H-ERS—F  FAFLA AN @

RABE BR RIEE  RIBEZET IR RIWNSZBEE AKX Ta-)

I E
=

REES MaRBEA RAF—422 RIBHE TATL KEIZEIAV B

o ILYOOOOOO1583 25/12/18 FITHS 2 1Each/ 7RX7 (AlAY3

"LY0000001580  25/12/17 RITHAH /3 1Each/PC Lwnx
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Check Order
Details

© LY Corporation

[CSP] Check Order Details (4/4

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

g,coupa supplier portal i @ AXH:2025%128188
A Ere ESR2IO74—  $—ERS—F  TAFA AN ®mE  FA  H%0Y  2Tazie MR F2%:LY0000001583

BE RINE ER RIZT RIBEZTE  REEE  RINEBE 2 #BRxroa-)l RxER

FHF#LY0000001583
—ARIE IR T X &
AF=HR RITHAH - A= TEEHH R flgggjlgrg — LI N E-‘I 7 =
MIBLA 251218 A,n FRERIREHET-3 QRHS ZF LB Eh T
#ER 251218 .

BIRE BRBMEYHE 2

o eranase texmmai R wsE])

EIEA 0031_%AKE > ERBIRBR Q =n

FHEX
“BER SRFLBEIZ 2 FILE_CSP2 R SBEHNB D F LA KLRHB1-3
BERNE % Japan
ZRMEE % 18y I BRAPIBHEF_21
RHKTH ~

BAEE

EftAs O K$§5: N2025121813
BE4A KGR O RFLBFT=27ILE_CSP2
1 847 F4A BE M@ mis att WRAS L CIES RAZWBORENZ SR EBRNBORSZ NUAD BEERHNERE B 3 -=
- FRY 1 Each 30,000 30,000 0 BOPLUREE LT b OZ G b8 =

*NeedBy #75/v—R8 ¥75/v—FRAE NINEE BINESE FEABRK)
281231 7 5L : 5 :

1 [Fz2 2025%12A31) 0031 4A%8 1 | 30,000 30,000
g
R=URAR 15 | 45 | 90 ’ ‘

30,000 JPY
FEEERICARRBIINICEA

&it Jpy 30,000

= Y= ##HCSP (Coupa Supplier Portal) £FAETNTUVZBEIE. CSPLTORBRBNEBESHALVVELET,
#HH'CSP (Coupa Supplier Portal) M L TWELWEEIZ. #RE3vicorp-31f07fc7-38d8@bill-one.comFB TUS ZXF T E Voo

*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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Comments

[CSP] Send Comment

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

G Enter text in the “Enter Comment” field.

Click “Add Comment.”

L. LisLn

il

1| #8147 PAF4 HE L 1] it ait
FAY 1 Each 30,000 30,000

*NeedBy H751v—R#E Y7577 FHRE NEXEEZ NENERE FEREWKK)

2512131 £ £

A—-UR®m 15| 45| 90

(1

ARHAS

a&t Jey 30,000

R

= BT LEa—

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

aAX bk
AV READ
REBEWRBLELL

B Z7-7JL |URL

O X > hOEHNRE

v

A bEEN
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Comments

[CSP] Check Received Comments

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

9 Receive the comment notification email.

Click “View Purchase Order” or “Reply.”

9 >:Both options will take you to the purchase order details
screen in CSP.

LINEV? D —-BHESHTAORIBICMTSHM IV -

T EE

From <do_not_reply@lycorp-jp-dev.coupahost.com:

To |

0 DEV-JSRMIA-

LINEVY 7—#%ASH TAOEIB/ICEAITAFHAIAX b

LINEY 7 — #4240 E P 84%_23F A h'Purchase Order #LY00000015831CBI L T
251218 17:38ICFH I X > FEBMUE L7

AXYMIRDEEDTY ICHBBOHESTTVET)
RIBOHAEWRT AN UTEIVYILTHRET AN TEET,

a mrgERE | | EE

CoupadDFixz BT L

= (B3

R RE Xih

gI<nI1>
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[Not Registered with CSP] Check Order Details (1/4)

Click the link in the email you received.

Receive the purchase order email.

9 Subject: LINE Yahoo Purchase Order #LY
XXXXXXXXXXXX
Sender email domain: @lycorp-jp.coupahost.com

9 Click “Manage Purchase Order.”

# LINEY? T — RiF#LY0000001583
2025/12118(%) 14:20

~  From iR E EEM B8 #_23<do_not_reply@lycorp-jp-dev.coupahost.com> |

o DEV-MRRIN-

LINEY 7 — F:3#LY0000001583

FHEDOHE
Bt 251218
RixEOEH 30,000 JPY
Eiha&ft 0031_%HAFE
EEK DERBMEYEN

Test"F&#) (7O 7 ) TOPOREX—ILEERFICAHLEABTHREINET

o &=
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Check Order
Details

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

Receive the one-time password to access Coupa.

Receive the one-time password email to access the
purchase order details in Coupa.

9 Subject: Please verify your access to Purchase Order #LY
XX XXX XXXXXXX
Sender email domain: @lycorp-jp.coupahost.com

» From <do_not_reply@lycorp-jp-dev.coupahost.com> F—% FEBi

HEHLYO00000158IND PO EZREERLTLEECL 2

o [

DEV-PIRIRIR-

FIEHALY0000001581ND 7 7 AZHR L TLET L

VY24 LRI = KOTPRRDLEDTY:
004209

(mEr B @
F 114 X: Windows Windows 10 Chrome
Bf$: 10:27 PM, 17 December 2025 (JST
IP: 103.2.246.100

Powered by %,+COUPA
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Check Order
Details

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

Enter the one-time password.

6 Enter the one-time password in the “Enter One-Time
Password” field.

FiE#LY0000001581AD T I A ZFHEBLTL T WL

p-rreessnssrrn@lyrerererere CRR I N LT R LNNAT—EEANDLTCES
R¥

6 Check “I'm not a robot.”

004209

6 W BidoFy FTRSBD a5y
FHA TCARTCHA

@ Click “Verify One-Time Password.”

DyETLNAT7—FERE

Q- FESBHMD FLATLE, V2T LNART—FEBRELET
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Check Order

Details

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

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

R RBLTORERBLEL & 35 - Coupat 751 ¥ —THH > DR

DEV-HIFRIA- HAUTPI b
F;F#LY0000001581
—ARIER X
AF—RR R{IEH - A-ILTEEAS RiXKEMR T102-8282
mag\ea 251217 :;ﬁﬂrﬂu@::mm&
5iEEB 2511217 Or=33>»0-FK:JP-01
Rk EREr E4E 21
BIRE BREMENE 21
> RENEHE 0

FHh&F 0005_%558

"EFE CATLBEYZaT7ILA_SAN REGWEBHHI B LA,

BE2HE 4
2wRea
2yrTa 7
BIEW L
2#S» O
B
1| 817 FITL mE L i) b2 at WRAA
! PC 1 Each 90,000 90,000 0

*NeedBy #7535 v—a# H75/r—FRad NWEREE NERILE FRHAWMaE)
251231 A % % ®L

R=URFE 15 | 45 | 90

&% Jey 90,000

AXH: 20255124188
$3%:1Y0000001583

X &

LINEY 27—

BEHADZATLBRASH @ LINEY 7 — 5ttt
exmmains @)
102-8282

FRER

LR B3

Japan

18 | ERGPIIBUE 21
e-Mai

ZFES:N2025121813
EFR: AT LT =2 7ILAE_CSP2
B | &6 3 | BEWR(FER)

=

30,000 30,000

0031_¥B%8 1

2025%12831Y)

30,000 JPY

HERERICHARRIIINIEA

##HCSP (Coupa Supplier Portal) 2FATNTVSBEIE. CSPETOFRENEBESHEVOWELET,
#HHEH'CSP (Coupa Supplier Portal) ZFA L TULWEWMERIE. #REZyjcorp-31f07fc7-38d8@bill-one.comFB TIZ TEF T E Lo




[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 CSP Not Registered Suppliers

Although it is available, please do not

: use it because our company cannot
Posting comments from the Availabl
supplier to LINE Yahoo varaple post comments.
Please communicate separately by
email.

Posting comments from _ .
LINE Yahoo to the supplier Available Not Available




5. Inspection Certificate




Inspection Certificate

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

Before Coupa

Inspection
Certificate
Sending

Inspection
Certificate

Format

Handled proactively by LY

LY format is standard
(supplier format can be used if
necessary)

Inspection
Certificate

Sending

Inspection
Certificate

Format

After Coupa

Handled upon request from the
supplier

Your company format is standard
(please provide it together with your
request for submission)

X 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.




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

Invoice

Issuance/Sen
ding Method

@hiﬁ/ BillOne / Postal Mail

*BillOne: Send the invoice to yjcorp-31f07fc7-38d8@bill-one.com

Enter invoice information in Tradeshift
and issue it

Issue the invoice using your
company’s format and send it by email
to BillOne*.

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

New Pattern

Enter invoice information in Coupa and
issue it (CSP registration required in
advance)

Issue the invoice using your
company’s format and send it by email
to BillOne*.

Issue the invoice using your
company’s format and send it to the
business division contact by email or
postal mail.

In
- principle

Future
transition
to issuing
~invoices
via CSP

@/ BillOne / Postal Mail

* TradeShift is scheduled to end in October 2026.
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Invoice
Issuance

Invoice Issuance(1/5)

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

{;}coupa Supplier Portal 2 e
@ m. " ESxR7OQ71-0L H=ER—-+ FTAFL ASN ;s M b Ei=-E4 OA=Ea=F 1 TEX nE ok~

50 202512093 BRSBTS 1Vv3

BEDTIT1ET1 - O SHstE

Click “Purchase Orders” on the home screen.
3::1:1": :.#41 BBRM ;g;;; "i:;éh
9522 02— 1 mm 1%
pe (/]

Click =“Create Invoice” in the Action column for the
purchase order number for which you want to create an
invoice.

g,zcoupa supplier portal

A BRE ES%27074—L  H—EIL—k

FATL ASN e

FH huod BE T oft...

RERM  ER REEE  RENEEE RUENR

SRR

MBATrTa—IL  RENE

MEEMEIR  LINEY 7158

WMREREE AF-2X RIABHE TITL
67 26112724 RITAS
6 25(1212 RITHAS

11,000 Each / test1234

FEFIAS

(AIRY

10 Each / BP1,2,4_019%¢B)FE2A W

01455  25(12/11 RTHES 10 Each/ 475 1 VERL RIAF 3
4 261211 RITAS 10 Each / % 75 1 P 1ERL VR
25/12/09 RiTHAS 10 Each / % 731 v {ERL (RT3

110,000 JPY
100,000 JPY
100,000 JPY
100,000 JPY

100,000 JPY
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Invoice
Issuance

Invoice Issuance(2/5)

<Add a payment method>

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

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

3/

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).)

© LY Corporation

FAREBEZIER nm

Creating your first invoice? Just enter in your invoice number. Check the line details, make any necessary changes and put in any extra X

charges. Once you are ready, click Submit. You'll be notified if the invoice is approved or placed on hold.

—AR1ER XETT

CIRES YT SV~ 202512092 BIEHEEY 75 1v3

‘MRME 251224 [ BRES T4444444444444

*IRTERR 202512002 BEHIEAY 75 1v2,0
22-22

FHh&MF 0127_BxR@oHEE278

EE JPY Los Angales, CA 22-2222

United States

1
s EMEERN GASRIRSNT ua

*REFTERT 202512002 SRWEAY 75 1v2,0
22-22
Los Angeles, CA 22-2222
United States

RXES
RF—8Z K37 h

BERZF¥r> | 53 )LOBR | 77 A LHBRThTVELA

HITF1V—X%E

AREFRITOFMEER

202512092_$2HBABY75- v @ wem

HWRT 2222
Los Angeles, CA 22-2222
United States

2
ﬂi- S

*ihk | ER

0
XA
22-22, Los Angeles, CA 22-2222, United States

SRITOE

xxxBANK LA ***567 (22-22, Los Angeles, CA 22-2222, United States)
? SHERERT BABXE B8 XXHTVFH Uy 2385912 912 (22-22, Los Angeles, CA 22-2222, United States

Frotl
%
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Invoice Issuance(3/5)

<Add a payment method>

ARERITOFMEER

*EA | 202512002 $IRHRAY 7 5- v Q) wLEm
MRT 2222
Los Angeles, CA 22-2222

United States

SHERBT BFEEE 8 v (@ wmem

e Click the “Save” button. il ~ i
* REFTEPT | 22-22, Los Angeles, CA22-222 ~ Q) #isien

4

AREZIER rm R
BREZEMR na

6 Confirm that the selected values are set for “Pay-To
Address,” “Bank Name,” and “Bank Account Number.”

O —r3>1—F:JP-01

ZISEIRITIRR

* TSR 202512002 EBRBEY 751v2,0

22-22 e e e

@ Review the notes regarding “Pay-To Bank Information,” and Los Angees, A 22.2222 B RSN, CEER.
if there are no issues, click the checkbox. United Stotee

878 ZHERNBT BEEIE B8 XXHhT FH1>
v 2385912

ERARS: YYiRad -

SRTOE#S: 5912

|EFI—




Invoice
Issuance

Invoice Issuance(4/5)

<Enter the invoice header and line item details>

Enter the general information.

X Fields marked with “*”
completed.

are required and must be

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 “ltem Name,

LE A1

Quantity,” and “Unit Price,” and if

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

BEHA
HA4F FAFLE i 4 T W
! test1234 11,000 ~ 10.00
Creating your first invoice? Just enter in your invoice number. Check the L
charges. Once you are ready, click Submit. You'll be notified if the invoice|
b 21 ZLSy AR |
a—ﬁﬁ'fﬁﬁ LY0000001657-1 - o
*MRES 20251224101001 °
e —— ERBENR MR
g b 4 251224 [
MEREH 22 - 22700999-03123-520
FH&ft 0127_BA&xEn¥H278
Q
CER PY o~ I
RRXES #1894 / Not Applicable
AF—RZ K57 h SHEBE HBE wEeR
ERAFr> | SPILOBR |77 LHSERIATVERA T
HTSAYP—RE
BARSE @ Em 77 | URL
B
HEHE
-
55 1
x 110,000 © ] _
o
wame e e e 10.0%
8.0%
0.0%
@ = *h 5
UN=2Fv—2
Eon - 215
BhA2 W 110,000 I’ H!
L —
,,,,,,,,, % == |
40




Invoice Issuance(5/5)

<Send the invoice>

aiabig

B ERDSH 110,000

6 Confirm the recalculated tax-inclusive amount, and if all - e

details are correct, click the “Submit” button. OB 110,000
BiAsmm 121,000

s *votl K57 M ELTRE Ll =z |

EELEITH?

Coupa I3 —H—ICBD>THARBZIERL T, COBGIICHOARBEFMILBVNTLT

W Coupah' MY BPDF 7 7 LIE1—H — L BEMOERLARBL DX T,

@ Click the “Send Invoice” button.

BEE®RIR LNEY 7 —H#lait

FARE

2

Confirm that an invoice has been created for the purchase 202512092 AR Y7513 WR¥20251224101001 AT x

RIRSSMRBEER D LPy b AEDIER

. . . EREFEER
6 order number selected for invoice creation. °

BLART EEIFEIA FEERMOEE Forax
121,000 JPY [AINT-§

HWRES

fERER AF=82A REES

>¢You can review the registered invoice details by clicking

20251224101001 26112124 R LY0000001657

the |nv0|ce number_ N 251224  ESTh LY0000001657 110,000 JPY [RINF 70
N 251224 KS7h LY0000001657 110,000 JPY [RIAF3 P x]
Nane 281224 K37 h LY00000! 110,000 JPY [AAE3 >
N 251224 ESTH LY0000001657 110,000 JPY [RIRF Y 70
N 25112724 K37 R LY00000 110,000 JPY LI 70
None 281224 K37h LY0000001657 110,000 JPY [RIRE3 >
X—UHEHR 15 | 46 | 90

© LY Corporation



Invoice
Issuance

Invoice Issuance(Reference1)

<Register a pay-to account>

Click “Business Profile” on the home screen.

g,scoupa supplier pggtal

€ mxa =z

EYxA7071-)

Click "Payment Methods"

Click "Select Payment Method"

In the displayed dropdown, click “Bank Transfer.”

Y—EZA¥—t  TAFL 4
scoupa supplier portal v @ AL
A #xz o ECEEEElPEEY) FATL ASN ¥ PR HhE0Y  BE  Eoft.
ESR7074—)L 7O71—LORE BRUITR NI7A—IIVRFHE HTRIVT>ay
XINFE
3
FHHEEEM - 7 Q
FiBE FKES B W UYOEhISEA BELHEHRD FUFEORF—RR  FovaY
s.zcoupa supplier portal v @ AT
A mRE #—ERS—k  TFAFL ASN  @E FH  hg0s  BE  Toft.
ESXR7070—)L  7O70—LORY EA  ZIGE  WEYSIRL TF—IVAFE HTRZUTSav
XiFE
HiAEEEM - v Q
| RITHRA
¢ B i Yy oEn #4573 EDAF— 23y
N—FrLn_p i O BR USSTNIEA TELREAD FUFEDAT—ER  TIVaAY
i ORTRA  BAERLT TAUNGRE ~ USD 202512002 BEEBEY TSAVQ LINEY 7 —#st &%t TO547 VA<330]
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Invoice Issuance(Reference1)

<Register a pay-to account>

. . A EEEM X ZHhAEEEMN
Enter the bank information.
ofﬁﬂ‘f? " o
Fields marked with “*” are required and must be completed. e e 3
0 In the “Bank Name” field, enter the bank name, branch, SET— amsnirn
account type (ordinary/current, etc.), account holder name, o I 51
and account number. s ) (w .
The bank address is optional and may be entered as e
needed b WiFI—F * SWIFT/BICO—F
@ Click the “Save” button.
9 Select the company you want to associate with the bank
information you entered. “s :
ERX-LTFLR () EEI-F ()
##-+x® ()
6 Click the “Save” button.
Froel E




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 Supplier name in kana

(Kana)

Bank Branch Japan (fixed value)

Country/Region

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)



Invoice

Issuance

Invoice Issuance(Reference1)

<Register a pay-to account>

,xcoupa supplier portal xitv @ ALY

M #xm  xr CEEEEPEERY Y-EZL—+  FATFL  ASN  BE  FA  h&0Y BE TOf.

ESRZ27071—IL 707 1 —ILORH EA 5k 8| Y T+ INT #—X > XFHE HIRIN T3>

&

L FEEEM - v Q
9 Confirm that the payment method (account information) has been
added. T HLAER mes ER ULOERIEA BELHERS  SEEORF-22A  ToVaY
T Tma  SBUFRT AFERE &8 Xxn7  BF JPY 202512092 $EIRREEAY  LINEY 7 —#at 705717 ol
FAA vy 3344239 14239 TIMve &t
i FRA  SHER_BAERE B JPY 202512002 SSIEREAMY  LINEV 7 —#st TUF17 o
EERRE it
T TR ESRIT FAUNE  USD  202512002_{RIRERMY LINEY 7 —#43t FOF4 7 VA=3A0]
RE EERadE 24t

R—AE® 5110 20
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Invoice Issuance(Reference2)

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

nrmengo. BE#E
. ) . . . s '5;7 £ 4 ] 4 L L 110‘000 Q
Complete the entry of the invoice line item details. —— _ .
@) | Ciick the *Add Line” button. |
Add the shipping fee, handling fee, or miscellaneous @—— — .
: ; e 300
expense information. e T T :
9 *The type should match the type used for the main line item. s @ e —
*The cart icon indicates a quantity-based type, and the i
banknote icon indicates an amount-based type.*
==
9 Click the “Calculate” button and confirm that the tax-
- - PTrELTES - 0 o : 5 0 e B "
inclusive amount has been recalculated. S =
© | Ciick the "Submit’ button. e o=
4 5
R Fyritl F37 X LTR#E n




Invoice
Sending

Invoice Issuance(Reference2)

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

Click “Send Invoice.”

Click the "Submit" button.

EELEIN?

Coupah'HRBRT=ORHLDICERBZERLEISE LTUVWET, CoupaTEMRINTI-PDFIZHET-L
HBRT-DREBEDELHGHEREBICEDE T, JOFBRBZCORSOHF I aVICRMILBVWTLE

red AN

BT | REBODEE

o« EHFOFERABICHBZENLLES. BFEAC 2 7(@EMH— 72V BB o BE7r3V 1 &
BHE—THZZEEELTLEEE L. /When adding a line item for charges such as shipping, please
ensure that its type (shopping cart icon: quantity or money icon: amount) matches the type of the existing line

LINEY 7 —#AEHHI 5 DES

COBRBICRDBEEN B ET:

®

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.

© LY Corporation

items.
|
£,coupa supplier porta . © -
A RS ES2RTOTq—I  H—ERL—F FIFL ASN W@ FM  HS0Y OS2z s  BE  EOR.

: RIEM B RIEE RIFEEE RIEE RIEEEE WMSIrYa-il RENE

AREEER 0

RAWS SMREEIE FLPy b AEONRE
s (R = 7]
F2 REES WA REBEIAS - HERMORS Tovay
260114 K37 F  LYDOODOO1ES? 110000 PY  LWWE 70
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Invoice
Issuance

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>

Click “Invoices” on the home screen.

Confirm the reason for the correction request.

Click the “Resolve” button in the Action column for the
purchase order number for which you want to create an
invoice.

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.*

s,¢coupa supplier portal
1
P Y| ARE | ®r  Esxa7O7q-0

BARE

HREBEFEL 0

Ra@roMREE

FLYy R AEDIR

IO -

AREBZER O

REWHSMREBENR

IOAR=bE ~

ARES I8 27-22 RiINS Bagn
| 50121134005 26101721 #TE4M 1618 32,670 JPY

260121 K37+ 1818 29.700 JPY

LTy P AEONR

a7 EB v Nl ex ]
#BEIAY b WESHORS gav
(4% BEZER0
(AIAF 3

mEes e 2F¥-22 R2ES BAE® HEFIAL HERBORE Foia
I o 26001721 WEEN 32670 JPY 38 HETERD | =
£,2c0upa suf (]
A @D 2 veUrr707c-0 4-EIL-F  PATL AN @R FH  s%07 MR toR
R& Fy70-FSNAMRE WREE HUEWE  Advanced
wE v
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Invoice
Issuance

Invoice Cancellation / New Creation (2/5)

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

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.

£3coupa

L]

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.

R#20260121134005

— N e BRES LURER

L]
74

®

:::::::

| MREEMDAT

i

32,670.00

TLTy b AEOERE

aaaaa

ke

-29,700
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Invoice
Sending

Invoice Cancellation / New Creation (3/5)

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

6 Click the “Send Credit Memo” button to complete the
creation of the credit memo.

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

© LY Corporation

EELEID?

Coupat' BB 1T=DRDLDICIL DY FXEEZERLELSELTWET, CoupaTERINI=IL D
VX ERHBI-LHLBI-OBBDELHLILY CXEILLBDET, JOI2LD Y R XEEZID
FSIH O VICRELBVWTLSETL,

LTy B XEEEE

RO D DFEREBZERT S

WMOALIERBORDDICHLVAERBZERLETN?
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Invoice
Issuance

Invoice Cancellation / New Creation (4/5)

<Create a replacement invoice>

Enter the general information.

9 *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.

Revise the line item information.

9 *Since the information from the original invoice has been
copied, revise it to the correct invoice information.

9 After revising the line item information, click the “Calculate”
button.

BREBEIER

20251205 MINWEURY 794 Y0 5L 07 b X € 0260121135501 BERSTT X
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Invoice
Sending

<Create a replacement invoice>

Invoice Cancellation / New Creation (5/5)

SitaHig
BB IEK OS5 19,800
@) | Ciick the "Submit’ button.
CToast 1,980
ED &5 19,800

BLAEER

6 Click the "Send Invoice" button.

HUBR Fyotell

F37 FELTRE

EELEID?

AN

@ Confirm that the credit memo created through step 3/5 and
the new invoice have been created.

Coupad'BLT-DRODICHRBEMERL LIS LTVET, CoupaTEMINIPOFIRBLL
BLETOBEDELLHRRBICLEDET, NORRBECOFSI I3 VICRFLAVTE

5

HAREEFR 0

REEDSMREENM

IZ2ZE—rE -

202512092 EHRERY 731 v@ MR#20260121150612 RARFTT X

fEER 27— 52 Ri@S
26i01721 SRR
26101721 AR

PPy FAEDER

T2xax

BRAEM FEEIA> - SEGENONE
318 21,780 JPY [RIRE
818 -32670JPY  LLIZ

LY 000!

2601121 FEEBS 18 26700PY 3L BEEEDD
26101121 K37 - 700 JPY % <)
260121 K37k LYDOODDO1818 29700 JPY L\ <]
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Invoice
Issuance

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>

,xcoupa supplier portal

BE Evzx7071—=L H—E 2

0 Click “Invoices” on the home screen.

WEEHER | LUNEY 7 —BA2HR

sAREZ{ER 0

9 Confirm the reason for the correction request. 1= =1
H (13 ” . . %*%
Click the “Resolve” button in the Action column for the
. AKE
9 purchase order number for which you want to create an IREE{E 0
REFHOSMRELNR LTy P AEOER

invoice.
WRES fFB Z7-%2 RiIES BasH *EFIXAV BESHORS 3 23y
|~ 260121134005 26/01721 #IELKE  LY0000001818 32,670 JPY (=4} HEZERD
Check whether there are any supplementary comments from /0
the buyer regarding the correction request in the comments | @ :
. . . . aX» v
@ section at the bottom of the invoice details screen.

*Communicate via comments as needed.

feme: &N &

Er ]

1 -




Invoice
Issuance

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

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

On the screen for the invoice you want to correct, click the
9 “Adjust” button.

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

Revise the general information.

9 *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.

9 *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.)

@) | cGiick the "Calculate” button.

#8R#20260121090011

®

g
- rrras

alteHie

2Ly b AEDER

-240,000 @
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Invoice
Sending

Quantity and Unit Price Adjustment Using a Credit Memo(3/4)

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

BEHE
;'ﬁ T::b.:}ﬁ% 5"’( o ~ = 20,000.00 -120,000 @
6 Click the "Submit" button.
© B
ﬁ:&;lﬁ -132,000
@ Click the “Send Credit Memo” button to complete the o El
creation of the credit memo.
EELEITH?
Coupah' BB 7=DRDODICIL DY FXEZERL LS L LTVWET, CoupaTERINIILY
VM XERBLBI-CHBI-OBRBDELLIL Y P XEBILBEDET, JOILS Yy XEEZZD

FSUH O I UICFFLBVWTLESL,

ILTy b AEEEE |




Invoice
Sending

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

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

9 Confirm that the credit memo created through step 3/4 has
been created.

#yzcoupa supplier portal e ©

TATL ASN oz A hxod BE Zofth...

AT v

A €D x: cUxrFOIc-L H-ERS—b
ARE Py 7O-FSNBRE  FHRBE  HIBHESB = Advanced
BAZEBR LINEY 7 —#latt v
==
FARE
202512092 EERBAY 75172 7 LIy b XE #20260121121815 [ZBFTY X
==
AREZIERL O
RAEDSEREEFR ILTy b AEDER

E. 5l TAT
{EEEE 2 T332 DIES AR EEEO bk SESENIEE
20260121121815 26/01/21 Lich LY0000001817 -132,000 JPY  L\AX
20260121090011 26/01/21 #EIE4R#R  LY0000001817 264,000 JPY (F4A)

ERHRAE. RO, FLEHI0J/0&BMe—BLFE
A

E

one ZoI0TZT R o 7 LTU0U000TGTT 230,000 JPY Ty
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7. Contact Information



Contact

m 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.

m 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
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