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Elektronickou fakturu miZete odeslat/preklopit pfimo na zakladé pfijaté ndkupni objedndvky (PO) pomoci portalu pro
dodavatele Coupa nebo ozndmeni o akci pro dodavatele (Supplier Actionable Notification - SAN), vice viz nize.

Vyuzijete rychlé a snadné elektronické odesilani faktur a bezproblémové zpracovani pro rychlejsi platby. Coupa
je uzivatelsky pfivétiva a umoziuje vdm nepfetrzity pristup ke stavu faktur a podrobnostem o platbach v redlném cCase.

Vytvoreni faktury na portalu pro <@, " o
{}coupa dodavatele Coupa [~] Vytvoreni faktury z e-mailu SAN

1 Oteviete e-mail od spoleCnosti CBRE s pfijatou Oteviete e-mail od spolec¢nosti CBRE s pfijatou
ndkupni objedndvkou. nakupni objednavkou.

2 Prihlaste se na portalu pro dodavatele Coupa. Vyberte moznost Create Invoice (Vytvorit fakturu).

Vybérem moznosti Purchase Orders (Nakupni
3 objedndvky) zobrazite vSechny ndkupni objednavky Zadejte Udaje do pozadovanych poli na fakture.
vystavené vici vasi spole¢nosti.

Kliknéte na tlacitko Action (Akce) a pomoci nabidk Y . , ., .
. " ( ) ? , y,Fakturu odeslete kliknutim na tladitko Submit
4— Flip (Vytvorit fakturu) vytvorte z nakupni
: , (Odeslat).
objednavky fakturu.

Vase faktura byla timto zaslana spole¢nosti CBRE.
Pro pfistup k fakture odpovidajici pozadavkim a jeji stazeni se prihlaste do systému Coupa.

5 Po vytvoreni faktury mlzete sledovat stav platby Potvrzeni o platbé obdrzite
na portalu pro dodavatele Coupa. po uhrazeni faktury.

MATE NEJAKE DOTAZY?

Zjistéte dalSi informace o portélu pro dodavatele DalSi informace o SAN.
Coupa a registraci.

Jesté nejste zaregistrovani?

Registrace do systému Coupa je bezplatna a rychlg, trvd méné nez 5 minut.
Registrace do Coupa Supplier Portal (CSP) je rychld, snadna a hlavné bezplatna!
= Zaregistrujte se zde pro CSP.
= Po registraci poskytnéte hlavni kontaktni jméno a e-mailovou adresu, které jste pouzili (véetné odkazu na vas
veiejny profil), tymu Tym pro FeSeni.
= Zabere to jen nékolik minut. Po poskytnuti Udajli vdm tym CBRE Resolutions da védét, jakmile ziskate pfistup
do Coupa Supplier Portal (CSP).
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Odesilani faktur

Elektronicka fakturace - preferované fakturacni kanialy CBRE.

DULEZITE! Faktury vytvoiené prostiednictvim nasich kanali elektronické fakturace jsou okamzité k dispozici
nasim tymiim AP ke zpracovani.

= Vytvafejte faktury prostfednictvim Coupa Supplier Portal - CSP (viz pokyny na strané 1).
= Vytvérejte faktury pfimo z e-mailového ozndmeni PO, zndmého také jako SAN (viz pokyny na strané 1).

Dodavatelé mohou vyjimeéné zasilat faktury ve formatu PDF do schranky Z+M jako tomu bylo doposud, av§ak pouze
ze zavaznych davod(, které neumoznuji vyuzit portalu Coupa:

= Qdesilat faktury e-mailem do schranky Z+M, jak je popsano nize.
Upozornujeme, ze faktury zaslané prostiednictvim schranky Z+M mohou byt vyfizeny se zpozdénim.
Opakované zasilani faktur prostfednictvim schranky Z+M je sledovano a nedoporucuje se.

E-maily by mély splfiovat niZze uvedené standardy

= Jeden e-mail by mél obsahovat maximalné 20 soubor( PDF (velikost pfilozenych soubor(l by neméla presdhnout
25 MB).

=  Pfilozeny soubor PDF je vloZen jako pfiloha, nikoliv do téla e-mailu.

= V8echny faktury musi byt zaslany ve formatu PDF; podporované verze PDF jsou: soubory odpovidajici verzim 1.3,
14,15, 1.6 a 1.7, vCetné PDF/A (PDF/A-1, PDF/A-2, PDF/A-3) a PDF/X (PDF/X-1a:2001, PDF/X-1a:2003).

= PDF nesmi byt chranéno heslem ani obsahovat bezpe¢nostni nastaveni, které omezuje pfistup k datim
obsazenym v souboru PDF; PDF musi mit k dispozici moznost tisku.

=V PDF se nezobrazuje Zadny aktivni dynamicky obsah, datovy obsah formuldie XFA, znacky, komentare a pozndmky.

= Nespojujte vice faktur do jednoho dokumentu. Kazd4 faktura musi byt v samostatném souboru.

= QOstatni finanéni a nefinanéni dokumenty (vypisy, objedndvky, upominky, letdky) budou pfeddny na helpdesk
oddéleni véfitelskych uctl spole¢nosti CBRE.

Struktura ndkupni objedndvky je uvedena nize, faktura musi byt zaslana prostfednictvim téchto kanald:

Systém Stl:uktu'ra nakupni CSP | SAN Schréanka pro fakturaci

objednavky
Coupa/ iScala BCCZXXXXXXXX N v CBRE-GWS-CZ-APInvoices@dcprague.com
Non-Coupa Jiny forméat PO X X Viz pokyny na konkrétni nakupni objednavce

POZNAMKA: Faktury, které nebudou zaslény na spravnou adresu, nebudou zpracovany.

VySe uvedena e-mailovd adresa je e-mailova adresa bez moznosti odpovédi. Po obdrzeni faktury bude naskenovdna
a odeslana ke zpracovani.
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Pozadavky na faktury pro spolecnost Z+M

NiZe uvedené pozadavky se vztahuji pouze na faktury predkladané prostrednictvim spole¢nosti Z+M.

Abyste se vyhnuli zpoZdéni pfi zpracovani faktur a jejich odmitnuti, vyuzijte nové zavedené kandily pro
elektronickou fakturaci (pokyny na strané 1.

Nize jsou uvedeny kliCové pozadavky, které musi byt splnény, aby vSechny dodavatelské faktury predlozené
prostfednictvim spoleénosti Z+M mohly byt zpracovdny a uhrazeny nasim centrdlnim tymem pro placeni u¢ta.

Pozadavky na faktury

Nazev pravnické osoby CBRE - faktura musi byt vystavena spole¢nosti CBRE na sprdvnou pravnickou osobu
aDIC:

Nazev pravnické osoby CBRE DIC spoleénosti CBRE
CBRE Global Workplace Solutions S.R.O.
Libalova 1/2348, Prague 149 00 CZ27157547

Nékupni objednavka - Faktura musi mit platné a pfislusné Cislo ndkupni objednavky spole¢nosti CBRE. Pokud
Zadnou ndkupni objedndvku nemate, obratte se, prosim, na své jednotné misto kontaktu (SPOC). Pamatuijte,
prosim, Ze jakdkoli faktura bez uvedeni isla ndkupni objednavky nebo s neplatnym ¢islem ndkupni objedndvky
bude odmitnuta - plati zdsada: ZADNE PLATBY BEZ NAKUPNi OBJEDNAVKY.

POZNAMKA: Pokud faktura nebude splfiovat vy$e uvedené podminky, Z+M ji odmitne a nebudete si ji moct zobrazit
v naSem ucetnim systému.

1.

Dodavatel - nézev a adresa a DIC

5. Cisté ¢astky rozdélené podle dafovych sazeb

2. Datum vystaveni faktury 6. Datum doruceni
3. Zéakaznik (CBRE) - jméno, adresa zékaznika a DIC 7. Castka a popis sluzeb
4. Cislo faktury a &islo nakupni objednavky 8. Céstka DPH

Ukazka faktury ve
formatu PDF

PROPRIETARY & CONFIDENTIAL INFORMATION

Czech Republic Supplier
Industrivaenget 12, Lind
Herning

7400

712345678

D Prague, 30/08/2022

CZ27157547

CBRE Global Workplace Solutions S.R.0.
Libalova 1/2348
149 00 Prague Czech Republic

CiSLO FAKTURY: 12345
CisLo PO: BCCZ00030566

Potfeba podle | MnoZstvi Material/sluzba | Jednotkové naklady Radkovénaklady
data

31/08/2022 First PR 1000 1000

-

Total net 1000
Vy3ka DPH 10% 100
Castka DPH 1100 (EUR)

©2024 CBRE, INC.
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Dotazy a podpora

Pokud jde o zaslané faktury, stav plateb, aviza o provedené platbé, Coupa Supplier Portal a dal$i dotazy, obratte se,
prosim, na n&$ tym fedeni véfitelskych G&td, ktery je k dispozici od pondéli do patku od 9:00 do 17:00 SEC:

=  E-mailova adresa: CBRE-GWS-CZ-Resolution@cbre.com
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How to Invoice CBRE

You can submit an e-invoice directly against the received PO using the Coupa Supplier Portal or Supplier Actionable
Notification (SAN).

You'll benefit from quick and easy electronic invoice submission and seamless processing for faster payments. Coupa
is user friendly giving you 24/7 access to your invoice status and payment details in real-time.

Create an invoice in the Coupa Supplier <@, L .
i,‘}coupa Portal [)X] Createinvoice from your email SAN

Open the email from CBRE with the received PO. Open the email from CBRE with the received PO.

Log in to the Coupa Supplier Portal. Select Create Invoice.

Select Purchase Orders to see all purchase orders

. Insert data in required fields on the invoice.
raised towards your company.

NN e

Click the Action Button and Flip PO to invoice. Submit your invoice by clicking Submit.

Your invoice is sent to CBRE.
To access and download your compliant invoice log in to Coupa.

5 Once the invoice is created, you can track the You will receive confirmation of payment once
payment status in the Coupa Supplier Portal. your invoice is paid.

QUESTIONS?

Learn more about Coupa Supplier Portal and Learn more about SAN.
how to register.

Not yet registered?
Registering for Coupa is free and quick taking less than 5 minutes.

Registering for the Coupa Supplier Portal (CSP) is quick, easy and most importantly free!

= Register here for the CSP.

= Once you've registered, provide the primary contact name and email address you used (including a link to your
public profile) to the CBRE Resolutions Team.

= |t will only take a few minutes. Once the details have been provided, the CBRE Resolutions Team will let you know
once you have access to the Coupa Supplier Portal (CSP).
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Invoice Submission

Electronic invoicing - CBRE’s preferred invoicing channels.

IMPORTANT! Invoices created via our e-invoicing channels are available immediately for our AP Teams to process.

= Create invoices via the Coupa Supplier Portal - CSP (please see the guidelines on page D.
= Create invoices directly from the PO email notification, also known as SAN (please see the guidelines on page D.

Exceptionally, suppliers can send PDF invoices to the Z+M mailbox:

= Send invoices via email to Z+M mailbox as detailed below.

Please note that invoices submitted through Z+M mailbox might be handled with delay.
Repeatable invoice submission through Z+M mailbox is monitored and discouraged.

Emails should meet below standards:

= A single e-mail should contain 20 PDF files maximum (Size of attached files should not exceed 25 MB).

=  PDF must be inserted as an attachment only and not in the body of email.

= Allinvoices need to be submitted in PDF format only; supported PDF versions are: 1.3, 1.4, 1.5, 1.6 and 1.7 compliant
files, including PDF/A (PDF/A-1, PDF/A-2, PDF/A-3) & PDF/X (PDF/X-1a:2001, PDF/X-1a:2003).

=  PDF must not be password protected or contain security settings that restrict access to the data contained in the
PDF file; PDF must have print option available.

= Active dynamic content, XFA form data content, mark-ups, comments and “sticky notes” in PDF will not be rendered.

= Do not combine multiple invoices in one document. Each invoice needs to be submitted in a separate file.

= Other financial and non-financial documents (statements, orders, reminders, flyers) will be forwarded to CBRE AP
Helpdesk.

PO structure as below, the invoice must be sent to:

System PO structure CSP | SAN | Mailbox
Coupa/iScala BCCZXXXXXXXX N4 Vv CBRE-GWS-CZ-APInvoices@dcprague.com
Non-Coupa Other PO Format X X Refer to guidance shared along with the Purchase Order

NOTE: Invoices sent to the incorrect address will not be processed.

Above e-mail address is a no reply email address. Once your invoice is received it will be scanned and submitted for
processing.
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Invoice Requirements for Z+M

Below requirements are only applicable to invoices submitted through Z+M.

To avoid invoice processing delays and rejections, please use our newly introduced e-invoicing channels
(guidelines on page 1.

Key requirements that must be met for any supplier invoices submitted through Z+M to be processed and paid by our
central Accounts Payable Team can be found below.

Invoice requirements
e CBRE legal entity name - invoice must be issued to CBRE to the correct legal entity and tax number:

CBRE Legal Entity Name CBRE VAT/Tax Number

CBRE Global Workplace Solutions S.R.O.

Libalova 1/2348, Prague 149 00 C227157547

e PO - Theinvoice must have a valid and applicable CBRE PO Number. Should you have no purchase order, please
contact your operations SPOC. Please remember, that any invoice without PO or with invalid PO will be rejected
- NO PO NO PAY POLICY.

Note: If invoice will not meet the above conditions it will be rejected to you by Z+M and will not be available for view in
our accounting system.

1. Supplier - Name and address & VAT/Tax registration number 5. Net amounts broken down by tax rates

2. Invoice date 6. Delivery date

3. Customer (CBRE) - Name and address of customer &

VAT/Tax registration number 7. Amount and description of services

4. Invoice number & PO number 8. VAT amount
Sample PDF Invoice
Czech Republic Supplier Prague, 30/08/2022
Industrivanget 12, Lind G
Herning
7400
CZ12345678
CBRE Global Workplace Solutions S.R.O.
Libalova 1/2348
149 00 Prague Czech Republic
@ CZ27157547
CiSLO FAKTURY: 12345
CisLO PO: BCCZ00030566
Potieba podle | MnoZstvi Material/sluzba | Jednotkové naklady Radkovénaklady

data
31/08/2022 First PR 1000 1000

1
Total net 1000
Vyika DPH 10% 100
Castka DPH 1100 (EUR)
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Queries and Support

On submitted invoices, payment status, remittance advice, Coupa Supplier Portal and other queries, please contact our
AP Resolution team who are available from Monday to Friday, 9AM - 5PM CET:

"  E-mail: CBRE-GWS-CZ-Resolution@cbre.com
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