Ako vystavovat faktury spolo¢nosti CBRE

Ako vystavovat faktiry spolo¢nosti CBRE

E-fakturu mdzete vytvorit priamo na zaklade prijatej objedndvky (PO) pomocou dodavatelského portdlu Coupa (Coupa
Supplier Portal) alebo priamo prostrednictvom prijatého emailu (Supplier Actionable Notification, SAN).

Vyuzijete vyhody rychleho a jednoduchého elektronického predkladania faktur a bezproblémového spracovania pre
rychlejSie platby. Coupa je pouzivatelsky privetiva a poskytuje vdm nepretrzity pristup k stavu faktury a podrobnostiam
o platbach v redlnom Case.

%}coupa :z::zlritz:ik;:ru na doddvatelskom ‘}ﬁ'{’ Vytvorte fakturu zo svojho e-mailu SAN
Otvorte e-mail s prijatou objednéavkou od Otvorte e-mail s prijatou objedndvkou od spolo¢nosti
spolo¢nosti CBRE. CBRE.

Prihldste sa na dodavatelsky portal Coupa. Vyberte moznost Vytvorit faktiru.

Vvyberte mpzncgst Objedn?vkg, faby ste: Vlde!l Zadajte Udaje do povinnych poli na fakture.
vSetky objednavky zadané vasej spolo¢nosti.
Kliknite na tlaéidlo Vykonat a premeiite

S . Fakturu odovzdajte kliknutim na tlacidlo Odoslat.
objednavku na fakturu.

oo

Vasa faktira bola odoslana spoloénosti CBRE.
Ak si chcete ulozit svoju vytvorenu fakturu, prihlaste sa na portal Coupa.

Po vytvoreni faktury mozete v dodavatelskom
portali Coupa
sledovat stav platby.

Po Uhrade faktury dostanete
potvrdenie platby.

H

OTAZKY?

Zistite viac o dodavatelskom portéli Coupa a Zistite viac informacii o SAN.
o sposobe registracie.

ESte nie ste zaregistrovani?
Registrdcia do sluzby Coupa je bezplatnd a trva menej ako 5 minut.

Registrdcia na Coupa Supplier Portal (CSP) je rychla, jednoduchd a hlavne bezplatna!

= Zaregistrujte sa tu pre CSP.

= Po registracii poslite primarne kontaktné meno a e-mailovu adresu, ktoré ste pouzili (vratane odkazu na vas
verejny profil), timu CBRE Tim pre uznesenie.

Zaberie vdm to len niekolko minut. Po poskytnuti Udajov vam tim CBRE Resolutions dé vediet, ked bude vas pristup
do Coupa Supplier Portal (CSP) vytvoreny.
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http://supplier.coupahost.com/
https://supplier.coupahost.com/sessions/new
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Ako vystavovat faktury spolo¢nosti CBRE

Odosielanie faktar

Elektronicka fakturacia - preferované fakturaéné kanaly spolo¢nosti CBRE.

DOLEZITE! Faktury vytvorené prostrednictvom nasich kanalov elektronickej fakturacie su okamzite k dispozicii na
spracovanie nasim AP timom.

= Vytvarajte faktury prostrednictvom Coupa Supplier Portal - CSP (pozrite si pokyny na strane 1).

= Vytvdrajte faktury priamo z e-mailového oznamenia PO, zndmeho aj ako SAN (pozrite si pokyny na strane 1.

Dodavatelia mézu vynimocne posielat faktury vo formate PDF do schranky Z+M ako doteraz, avsak vylu¢ne zo
zavaznych dévodov ktoré neumoznuju vyuzitie portalu Coupa a na zaklade schvélenia poverenej osoby zodpovednej
za obstardvanie v krajine:

= QOdosielat faktury e-mailom do postovej schranky Z+M podla niz8ie uvedenych pokynov.
Upozorrniujeme, Ze faktiry odoslané prostrednictvom schranky Z+M moézu byt spracované s oneskorenim.

Opakované odosielanie faktir prostrednictvom schranky Z+M sa monitoruje a neodporucéa sa.

= Jeden e-mail by mal obsahovat najviac 20 suborov PDF (velkost prilozenych suborov by nemala presiahnut 25 MB).

= PDF subor md byt prilozeny ako priloha a neméze byt sucastou tela e-mailovej spravy.

= VSetky faktury musia byt zadané vo formate PDF; podporované verzie PDF su: subory verzie 1.3, 1.4, 1.5, 1.6 a 1.7
vratane PDF/A (PDF/A-1, PDF/A-2, PDF/A-3) a PDF/X (PDF/X-1a:2001, PDF/X-1a:2003).

= Subor PDF nesmie byt chrdneny heslom alebo obsahovat bezpe€nostné nastavenia, ktoré obmedzuju pristup k
Udajom v fnom; PDF musi byt mozné vytlacit.

=V subore nebude aktivny dynamicky obsah, ddtovy obsah vo forme XFA, nebude obsahovat zvyraznenia, komentdre
a poznamky.

= Nespdjajte viacero faktur do jedného dokumentu. Kazda fakttra musi byt odovzdand ako samostatny stbor.

= QOstatné dokumenty finanéného a nefinanc¢ného charakteru (vykazy, objedndvky, upomienky, letdky) budu
adresované timu podpory CBRE AP.

Struktura objednavky, ako je uvedené nizsie, faktiru je potrebné poslat (komu):

Stl:uktu'ra CSP | SAN | Schranka pre fakturaciu

objednavky
Coupa/ o
iScala BSSKXXXXXXXX v N4 CBRE-GWS-SK-Apinvoices@dcprague.com
Non-coupa | Iny format PO X X Pozri pokyn ku konkrétnej objednavke

POZNAMKA: Faktury, ktoré nebudu zaslané na spravnu adresu, nebudl spracované.

Na e-mailovu adresu vyssie nie je mozné odpovedat. Faktlra bude po prijati naskenovand a odovzdana na spracovanie.
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Ako vystavovat faktury spolo¢nosti CBRE

Poziadavky na faktiru pre spolo¢nost Z+M

Nizsie uvedené poziadavky sa vztahuji len na faktiry predloZené prostrednictvom spoloénosti Z+M.

Ak sa chcete vyhnat oneskoreniu spracovania faktur a ich zamietnutiu, pouzite nase novo zavedené kanaly
elektronickej fakturacie (pokyny na strane 1).

Klu¢ové poziadavky, ktoré musia byt splnené, aby vSetky dodavatelské faktury predlozené prostrednictvom spolo¢nosti
Z+M mohli byt spracované a uhradené nasim centralnym timom pre platby, ndjdete nizSie.

Poziadavky na faktiry

o Nazov pravnickej osoby spolo¢nosti CBRE - faktura musi byt vystavena spolo¢nosti CBRE pod spravnym
ndzvom pravnickej osoby a so sprdvnym dafovym identifikatnym Cislom:

Nazov pravnickej osoby spolo¢nosti
CBRE

CBRE Global Workplace Solutions s.r.o.
Mlynské Nivy 5 Bratislava 821 09

I€ DPH/DIC spolo&nosti CBRE

SK2022559770

e PO - faktura musi obsahovat platné a pouzitelné Cislo objedndvky spolo¢nosti CBRE. Ak objednavku nemaéte,
kontaktujte SPOC svojej prevadzky. Uvedomte si, Ze kazda faktura bez PO alebo s neplatnou PO bude
zamietnutd - ZASADA ZIADNA PO, ZIADNA PLATBA.

POZNAMKA: Ak faktura nebude spitiat vyssie uvedené podmienky, Z+M vam ju zamietne a nebudeme ju vidiet v
nasom u¢tovnom systéme.

1. Dodévatel - meno a adresa a IC DPH/dafiové registraéné

Eislo 5. Cisté sumy rozpisané podla dafiovych sadzieb

2. Déatum vystavenia faktury 6. Déatum dodania

3. Zakaznik (CBRE) — meno a adresa zdkaznika a IC

DPH/darové registracné ¢islo 7. MnoZstvo a opis sluzieb

4. Cislo faktury a &islo objednévky 8. Vyska DPH

Vzorova faktura vo
formate PDF Slovakia Supplier

Zahradnicka, Bratislava
Slovakia

82108

$K0123456789

D Bratislava, 30/08/2022

821 09 Bratislava Slovakia

$K2022559770

CBRE Global Workplace Solutions s.r.o.
Miynské Nivy 5

CiSLO FAKTURY: 12345
CisLO OP: BSSK00030371

Potreba do i teridl/sluz é naklady Naklady na
détumu polozku
31/08/2022 First PR 1000 1000

1
Total net 1000
b Vyska DPH 10% 100
Celkova suma PO 1100 (EUR)
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Ako vystavovat faktury spolo¢nosti CBRE

Otazky a podpora

V suvislosti so zadanymi fakturami, stavom platieb, informaciami o Ghrade, Coupa Supplier Portal a dal$imi otdzkami
kontaktujte tim pre rieSenie pohladavok (AP Resolution), ktory je k dispozicii od pondelka do piatka v ¢ase od 9:00 do
17:00 SEC:

= E-mailové adresa: CBRE-GWS-SK-Resolution@cbre.com
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Ako vystavovat faktury spolo¢nosti CBRE

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.

A\

Create an invoice in the Coupa Supplier (@) L .
{,}coupa Portal [>X] Createaninvoice 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 the required fields on the invoice.
raised towards your company.

Or

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 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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Ako vystavovat faktury spolo¢nosti CBRE

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 7).
Create invoices directly from the PO email notification, also known as SAN (please see the guidelines on page 1.

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.

All invoices 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 | BSSKXXXXXXXX Vv v | CBRE-GWS-SK-Apinvoices@dcprague.com
Non-Coupa Other PO Format X X Refer to guidance shared along with the Purchase Order.

Note: Invoices not sent to the correct address will not be processed.

The 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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Ako vystavovat faktury spolo¢nosti CBRE

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.
Mlynské Nivy 5 Bratislava 821 09 SK2022559770
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.

e Invoice Quality - invoice has to meet the minimum required quality i.e. readability (applies to invoices
submitted via Z+M).

Note: If an invoice does 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, address & VAT/Tax registration number 5. Net amounts broken down by tax rates

2. Invoice date 6. Delivery date

3. Customer (CBRE) - Name, address of customer & VAT/Tax

) ) 7. Amount and description of services
registration number

4. Invoice number & PO number 8. VAT amounts

Sample PDF Invoice

D Bratislava, 30/08/2022

Slovakia Supplier
Zahradnicka, Bratislava
Slovakia

82108

SK0123456789

821 09 Bratislava Slovakia

CBRE Global Workplace Solutions s.r.o.
Miynské Nivy 5

$K2022559770

CiSLO FAKTURY: 12345
CisLO OP: BSSK00030371

Potreba do Z idl/sluzl é naklady Naéklady na
détumu polozku
31/08/2022 First PR 1000 1000

1
Total net 1000
b Vyska DPH 10% 100
Celkova suma PO 1100 (EUR)
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Ako vystavovat faktury spolo¢nosti CBRE

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:

=  Resolution Team e-mail: CBRE-GWS-SK-Resolution@cbre.com
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