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Invoices

How do I create an invoice?

On the main menu, click on the Orders tab. If you are connected to more than one Coupa
customer, select their name from the Select Customer dropdown menu. In the PO table that
appears, choose the PO you want to invoice, and then click on the yellow coins to create an
invoice. See Coupa Supplier Portal for more info.

How do I create an invoice that isn't backed by a purchase order?

To create a non-PO backed invoice, click on the Invoices tab on the main menu. If you are
connected to more than one Coupa customer, select their name from the Select Customer
dropdown menu. Select the No Contract checkbox and click on the Create button on the page
that appears.

If you don't see the Create button, contact your customer and ask them to configure your
supplier account so that you can submit invoices without a backing PO.

How do I submit an invoice?

Your account needs to be configured to handle invoices through your customer's Coupa instance.
Contact them to get set up with an invoicing method.

What options are available for me to submit invoices to my customers?

You should talk to your customer about which of the following methods they want to use:

e The CSP, where you sign in to manually flip a PO to create an invoice.

o Supplier Actionable Notifications (SAN), where you act on an email without logging in
to the CSP.

o cXML, where you can automate the process of sending an invoice file using Coupa's
standard cXML format.

Can | reuse an invoice number once my customer has deleted it on their end?

Yes, if a customer deleted an invoice number, you can reuse it.

Can | submit PDF invoices created from my system instead of using online invoicing?
Yes, you can. You can upload your PDF invoices in the following ways:

e Loginto the CSP to create an invoice and attach the PDF. You don't need to contact your
customer to do this, and it only takes a moment.

o Email the PDF directly to your customer. This is ideal for invoices without a PO.
However, your customer might have to manually enter the PDF invoice information into

v.01.20180417


https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal

'Y§ MEMBERS t*

FEDERAL CREDIT UNION

Coupa, which may cause a delay in payment. Check with your customer if this option
works for them. They need to set up a specific email address where you can send the
PDF.

Why can't | send cXML invoices?

Check if you are using the supported protocols: TLS 1.1 or TLS 1.2. If you still have problems,
contact CoupaSupport@membersist.org

How do I know if an invoice has been registered?

On the main menu, click on the Invoices tab. For the desired customer, look for invoices that are
still listed as drafts. They need to be edited and then submitted. If the invoice is not there, it's not
in the system.

How do I add shipping charges to an invoice?

You can add shipping charges at the bottom of the invoice or at the line item level. Ask your
customer which method they prefer.

Do I need to include accounting information on cXML invoices?
Invoices against a PO don't need accounting information, because that information is part of the
requisition and is carried over to the PO. When an invoice references a PO line number, Coupa

takes the accounting information associated with the line and adds it to the invoice.

How do | make a part claim on an invoice?

You can invoice multiple times against a single PO. Just click the gold coin icon and enter the
amount you'd like to appear on the invoice.

Why can't | edit, void, or delete an invoice?

Once an invoice has been submitted, it can't be changed in any way. This ensures invoice
processing integrity. However, you still have options:

1. Ask your customer to reject or void the existing invoice. You can then create a new one.
2. Create a new credit memo that credits the customer for the original value, and then create
a new invoice.
Ask your customer which method they prefer.
What does the status ""Tolerance Hold" on an invoice mean?
It means your invoiced amount differs from the PO by more than your customer allows without

manual approval. If an invoice has been on hold for a while, ask your customer to review it.
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What do | do if an invoice was rejected?
Just create a new invoice to replace the one that was rejected.
Once an invoice has been approved, what do | need to do next?

Nothing. The invoice is your customer's queue and you'll be paid based on the payment terms
you set with your customer.

What if I have an invoice that hasn't been paid?

For questions regarding payment information, contact your customer directly. Some payment
details might be on the invoice document in Coupa, but not all customers update this
information. Also, in your notification settings you can choose to receive payment notifications
via email or short text message (SMS).

Do I need to see a purchase order on the CSP before I can invoice my customer?

It depends on how your customer has you set up. Contact them and ask how you're configured,
and if you can send non-PO backed invoices.

What does the Export to button do?
You can export the rows to a CSV file or an Excel document.

By default, the maximum number of rows that you can export is 10,000. If you try to export a
larger table, you receive an error message stating that only 10,000 rows are exported.

When you export a table with less than 500 rows, the file downloads to your computer
immediately. When a table has more than 500 rows, you receive the exported file zipped in an
email.

Why do | get the "VAT ID format incorrect™ error?

You need to add GB or ABN in front of the VAT number for British or Australian
suppliers/invoices. On the main menu, click on the Admin tab to add a legal entity with the
correct VAT ID under E-Invoicing Setup.

What do I do if | get the ""Please fix the below error' message?
Something is wrong on the customer's end. Ask your customer to check their Coupa instance to
see if there is any custom mandate field which can't be viewed on your side or if the billing

account is active. Your customer can open a ticket with Coupa support if they can't solve the
problem.
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