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DETAILS INSIGHTS ATTACHMENTS
(3] WO Status: 1 Pending Acceptance
PR customer: Flynn
il ocation: Kensington , 1002, San Diego
Pl store Number: 0350
Asset: Flat Top Grill
[ W service Provider WO ID: 45345435345
Category: Repair
‘\ Created Date: May 01,2019 01:50 AM
Priority: | L1-Emergency
o) A X REJECT ‘ B ADD COMMENT | -
Confirm to Accept the Work Orde Age of
o 1204
Beveraaes Ealinment Jun 0

» T
i (o WO ID:
a8
B DETAILS ATTACHMENTS
() WO Status: +2 Accepted
P customer Flynn
il Location Kensington , 1002, San Diego
Pl Store Number. 0350
Asset: Flat Top Grill
[ W service Provider WO ID: 45345435345
Category: Repair
A Croated Date: May 01,2019 01:50 AM
Priority: L1-Emergency
@ X REJECT <4 ADD PROPOSAL B ADD COMMENT
B © ViewETA /
[l Arlene McCoy ) S0 D h,
@  Pending Parts
Cooking Equipment L
9 it O Return Visit Required
r origin
Plumber B  CreateProposal

e) Work Orders

» f
_ L WO ID: 1846
[} —J
) DETAILS ATTACHMENTS
¢ Customer: Flynn
Location: Kensington , 1002, San Diego
Store Number: 0350
Asset: Flat Top Grill
al Service Provider WO ID: 45345435345
Category: Repair

V3

Created Date: May 01,2019 01:50 AM

Priority: L1-Emergency
e X REJECT <+ ADD PROPOSAL B ADD COMMENT »
& ©  ViewETa

Technician Assigned ol
[l Ariene McCoy Q  Arived ., Confirm the status change to

i @  Pending Parts ‘Arrived
Cooking Equipment
©  Return Visit Required
Trade hareTa
Plumber B CreateProposal 01,2019 01:50 AM

WO ID: 1846102

COMMENTS

Partial Warranty

days
ETA
1.2019 01:50 AM

1846102

COMMENTS

Confirm the status change to

@ ACTIVITY

® ACTIVITY

L

CANCE! CONFIRM

8T ETA

lJun 01, 2019 01:50 AM

102

COMMENTS

® ACTIVITY

=

CANCE CONFIRM

Asset
Flat Top Grill

Location

Work Order ID
#1846102

Asset
Flat Top Grill

Location

Work Order ID

#184610;

*

Asset
Flat Top Grill

Location
Kensington
Diego - Store #

Work Order ID
#1846102
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If Applicable, select the drop-down arrow next to Actions, a drop-down menu will appear, giving you the option to Add
Proposal.

DETALS

® @ o

»

e B B

Work Order ID:
WO Status:

Customer:

Location:

Store Number:

Asset:

Service Provider WO ID:
Category *:

Priority:

Last Comment: /

Update ETA
Add Propasal

Print Work Order

Fill out the proposal and tap Save to submit the proposal to us. The Flynn team will review the proposal and approve it if

3912025

‘ ARRIVED

Flynn Restaurant Group
Applebes's Lacey 9524
9524

GU Sink

Repair
| 14- 48 Hours
Return visit roquired to cut w...

® avocommenT |

everything looks good!

EXT*

ATTACHMENTS

WO ID #3912025

COMMENTS

Allocated Inventory

+ ALLOCATE INVENTORY

525 Sleater Kinney Road Southeast, Lacey, WA 98503 US

Aot Groap
Sinks

Add Proposal

Beverage Cooler / Under Counter

Kensington, 1002, San Diego - Store #35576

Proposal Title*

Increase NTE to $20,000.00

Sarvice Provider Proposal 1D

66547

Completion Time

5 day(s) .

Total

NTE

Incurred Costs (S)

@ MoActive Warranty

1846102

Legs are not stable

after approval

AcTIVITY

Asset
GU Sink

Work Order
3912025

$20,000.00

$15,000.00

$10,000.00

$10,000.00

5 0.00
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Finished with the job? Once the work order is complete, pull up the work order in Ecotrak, change the status to Complete and
then select Confirm.

ay w
ork Orders Search
<. 2 .
»
i (o WO ID: 1846102 slnfefe]|x
a8
B DETAILS ATTACHMENTS COMMENTS ® ACTIVITY Asget
Flat Top Grill
(5] WO Status: 1fle Proposal Approved Possible Warranty Location
Customer: Flynn Kensington , 1002, San
¢ : Diego - Store #35576
Location: Kensington, 1002, San Diego
Store Number: 0350 Work Order ID *
Asset: Flat Top Grill #1846102
] Service Provider WO ID: 45345435345
Category: Repair Proposal
] #822453
CreatedData, May 01,2019 01:50 AM

Bfiority: | L1-Emergency

omplete a Work Grd Age of Work Order

1204 day(s)

-]

X CANCEL | B ADD COMMENT

B o

o

urrent ETA

Jun 01,2019 01:50 AM

Cooking Equipment

D WO ID #3913052 ;e
th
oETALS ATTAGHMENTS conmenTs AcTviTY Rsset
B Shake achine
o It 3913052 @ Portelarreny A Work Order
3013062
o I comPLETED
Customer: Fiynn Resiaurant Group
El Lccotion: Abys Brightan 0500
Store Number: 8600
Assot: Shaks Wachine
Servies Pravider WOID:
- cotegory Repair
Priasity: / | 13-24 Hours
wenons | - || @ aoocomment |
Add nvoice
Add Proposal

Allocated Inventory
Print Work Order

1 15180 BRIGHTON RO, Erighion, 0 80601 US

Aot g
exe ‘Shake Machine

Missing/broken parts

o Add your Failure Types.

Add Invoice

[J Invoice is not required

Please add Failure Types to get your Coupa Order link.

Faiure Types*
Dust and Clean /Pwﬂ/ Bin Door Add More 36
o M

Dust and Clean

<]

<]

Paint

<]

Bin Door

Contactor

Dust and Clean

Bin Door

0O 0O 0O o

Dust and Clean
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o Add your Resolution and if a Warranty was used in the repair, then tap Complete.

Add Invoice

[J Invoice is not required

Please add Failure Types to get your Coupa Order link.

Failure Types*

Dust and Clean Paint | ( Bin Door €3 ) Add More X >

Dust and Clean REMOVE

No Warranty

Resolution* -

Paint REMOVE

[J No Warranty

Warranty Period® Resolution*
12 months - Replaced -
Bin Door REMOVE

[J No Warranty

Warranty Period*

12 months = Resolution* -

CANCE! COMPLETE

NOTE: If an invoice is not required in situations where the warranty covered the entire cost, check the “Invoice
is not Required” box and fill out why the invoice was not required. In this case, it was covered under a
warranty. You can also add comments.

Warranty Used in Repalr

Add Invoice

Invoice is not required

Failure Types*

Why is the Invoice not Required?*

Covered under Warranty -

Comment

Max. 1000 characters

@ Select View Coupa Order to login to Coupa to complete your invoice for payment and select Done. You can also login on
the work order too.

%) Work Orders

= WO ID #1846102 s/ O/8 o x
DETALS INSIGHTS ATTACHMENTS. OMMENTS » ACTIVITY Assat
[SQ wostaws [ @ completed Location
¢ Customer. Fiyon . % .
o Location: Kensington , 1002, San Diego <
zecoupa - [ o : o
Asset Flat Top Grill i

[L W service Provider WO ID.

45345435345
Please log in to Coupa to complete your Invoice for Category

payment. Bl ciostedpate May 01, 20190150 M

SRS
[2 VIEW COUPA ORDER
e
]

Proposal
Rep: st

Invoice.

VIEW COUPA ORDER




fiyn

STEP 2: Create an Invoice

m Login to the Coupa Supplier Portal.

,xcoupa supplier portal

Login
* Email

* Password

Forgot your password?
Login

New to Coupa?«

Select Orders from the top of the navigation.

& Secure

£73C0UPA SUD itk TARALYN ~ | NOTIFICATIONS HELP
ﬁ Invoices Business Profile Payments Service Sheets ASN Sourcing Forecasts Catalogs Add-ons Setup More...
Orders Or irns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines Promised Deliveries Shipments
Select Customer Flynn Group - PRIORITY U INC |
Purchase Orders
Instructions From Customer
{Example text - this is set on your Company Information setup page and will be displayed for CSP and SAN suppliers on the Purchase Order list page}
Click the =g Action to Invoice from a Purchase Order
2 ET—Y
PO Number Order Date Status Acknowledged At Items Unanswered Comments Total Assigned To Actions
TEST149487 05/22/25 Issued None Public Relations Retainer - Panera June 2025 Line No 4,999.98
Public Relations Retainer - Panera July 2025 Line
Public Relations Retainer - Panera Auqust 2025
Click on Select Customer to select your customer.
grcoupa supplier portal TARALYN ~ | NOTIFICATIONS HELP
ﬁ Invoices Business Profile Payments Service Sheets ASN Sourcing Forecasts Catalogs Add-ons Setup More...
Orders Order Lines Returns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines Promised Deliveries Shipments

Purchase Orders

Instructions From Customer
{Example text - this is set on your Company Information setup page and will be displayed for CSP and SAN suppliers]

Click the

= Action to Invoice from a Py

Select Customer

Flynn Group - PRIORITY U INC

- Richard Cooney L

moval

bn the Purchase Order list] |

PO Number

Order Date

Status Acknowledged At  Items
TEST149487 05/22/25 Issued None Public Relations Retainer - Panera June 2025 Line
Public Relations Retainer - Panera July 2025 Line
Public Relations Retainer - Panera August 2025 ...
TEST149486 05/21/25 Issued None Test Item
TEST149485 05/15/25 Issued None 1 Each of TEST 5.15
TEST149472 05/08/25 Issued None 1 Each of Super Lube

Flynn Group - Name Test #4
chase Order Flynn Group - Name Test #5
| Flynn Group - NAME T

| Flynn

p - St. Louis Automatic Sprinkl

Flynn Group - PRIORITY U IN

awn

Co w
Unanswered Comments Total Assigned To Actions
Toee e =13
No 0.00 N Y
No 250.00
No 2517
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Find the Work Order or PO Number and select the Gold Coin Icon labeled “Create Invoice for PO #”. Please
note that your Work Order will become your PO number in Coupa. Note: if the amount displayed on the WO/PO
line is different from the amount you invoice, you can modify it.

Purchase Orders

Instructions From Customer

{Example text - this is set on your Company Information setup page and will be displayed for CSP and SAN suppliers on the Purchase Order list page}

Click the =g Action to Invoice from a Purchase Order
PO Number Order Date Status Acknowledged At Iitems Unanswered Comments Total Assigned To Actions
WO1846103 00/22/23 Issued Non Walk-in Cooler + Labor No 20,000.00 =E=8&

Walk-in Cooler + Material
Walk-in Cooler + Freight
Walk-in Cooler + Tax
Walk-in Cooler + Other

WO01846102 09/22/23 Issued None Walk-in No 20,000.00
Walk-in Cooler + Material
Walk-in Cooler + Freight Create invoice for PO #W0184610,

Walk-in Cooler + Tax
Walk-in Cooler + Other

Under General Info, Add your Invoice Number, Invoice Date, Notes and the PDF invoice image is added to the
Attachments. The From and To fields will automatically populate your information from the Coupa portal. The
From and To Sections are auto populated and do not need to change.

o' General Info 5 From
*Invoice # * Supplier PRIORITY U INC
* Invoice Date Supplier TaxID | v
Payment Term Net 60 *Invoice From Address Priority U yel
6200 Oak Tree Bivd. S
" Currency USD Independence, OH 44139

Delivery Number United States

Status Draft * Remit-To Address  Priority U L
6200 Oak Tree Blvd. S
Independence, OH 44139
United States

Supplier Note

* Ship From Address Priority U yel
Attachments @) Add File | URL | Text 6200 Oak Tree B, &

Independence, OH 44139
United States

9 To

Customer Flynn Group

*Bill To Address Flynn Group
6200 Oak Tree Bivd Ste 250
Independence, OH 44131
United States

Buyer Tax ID v
* Ship to Address 6200 Oak Tree Blvd, Ste 250
Independence, OH 44131

United States
Location Code: SupportCenterCLE

Ecotrak work order
number

When you scroll down the page, you will see all the individual line items associated with an invoice. For each invoice line
adjust the price (if needed) to match your invoice and select the appropriate “Item Classification” field. Do not delete
any invoice lines from the invoice. If you are not invoicing a line, you should select the red X.
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I_| nes [ Line Level Taxation
Type Description Price 400 OO
= Labor - Bar Sink 400.00 3
PO Line Service/Time Sheet Line Contract Supplier Part Number
WO2564807-1 'O Clear None
Item Classification Serial Number Billing

Type Description
= Material - Bar Sink
PO Line

WO2564007-2 'O Clear

Item Classification

~
Type Description

= Other - Bar Sink
PO Line

WO2564007-3 'O Clear

Item Classification

~

Under Totals & Taxes you can add Shipping, Handling, Misc and Tax if needed. Tap Calculate before submitting

the invoice to see the total.

© Add Line

Opex-2007-0-2070014-660000-M&RAAG240001-A1200000-C018-A002

Price

Service/Time Sheet Line
None

Serial Number

250.00

Contract

Billing

250.00 ©

Supplier Part Number

Opex-2007-0-2070014-660000-M&RAAG240001-A1200000-C018-A001

Price

Service/Time Sheet Line
None

Serial Number

@ Picklines fromPO ) Pick lines from Contract

Delete

100.00

Contract

Billing

10000 @

Supplier Part Number

Opex-2007-0-2070014-660000-M&RAAG240001-A1200000-C018-A002

Totals & Taxes

Lines Net Total

Shipping

Handling

Misc

Tax v

Total Tax

Net Total

Total

Cancel Save as Draft

20,000.00

150.00

0.000 % 0.00

0.00

20,150.00

,20,150.00
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Select Submit to send to the Flynn team for proper processing, approvals, and payment. Once approved, the Coupa invoice
will automatically sync in Ecotrak.

O Ad O Fi Q Picklines from Contract  Totals & Taxes

Lines Net Total 20,000.00

Shipping

Handling

Mis

Net Total 20.150.00

Total 20,150.00
[

Delete Cancel Save as Draft Calculate

e) Work Orders | + CREATE SERVICE REQUEST

» Frmacs) N
s Bl Invoice ID: 223355 4 LIE
[ DETAILS SP RATES & TERMS ATTACHMENTS » COMMENTS ACTIVITY Asset
Flat Top Grill
() Status: [ @ Paid ] Fartial Warranty Location
R _dadbomm
e Location: Kensington , 1002, San Diego
gl Store Number: 0350
= Asset: Beverage Cooler / Under Counter i Work Order 1D *
SP Invoice Number: 4436 18012
al Service Provider. 216 Maintenance
‘\ Category: Cap Ex Proposal
§34234
(D Please iog in to Coupa to view your Invoice VIEW COUPA ORDER
+
1+) Involce
[ B ADD COMMENT {{ VIEW APPROVAL HISTORY 223355
Q
B
Appro 9
o 3users Tota $20,150.00
N » NTE $15,000.00
Refrigeration e $3,000.000
T Materis $1,000.000
Refrigeration Repair
Freight $14,000.00
rooe Tax $2,000.00
Legs are not stable
S $150.00
Feilure Type
Bin Door Payment Mothos
Warranty Periods: 3 months Check
Resolution: Replaced Chosk Numbor
Door 3
No Warranty dayment Dats
Resolution: Replaced Jun 5,2019

Last Updated: 9/22/2025



