Creating an Invoice or Credit Note

About this Guide

This guide will review the process for creating an Invoice or
Credit Note in S2P-Coupa.

Creating an Invoice

Step la: Via Email

Click the blue “Create Invoice” button at the top of the email you received from Waste Management.
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Note: Clicking the “Acknowledge PO,” button will notify WM that you have received the PO.

Step 1b: Via the Coupa Supplier Portal
Login to the Coupa Supplier Portal.
Click on the “Orders” tab to view Purchase Orders and to find the PO you need to invoice against.

Click on the stack of gold coins in the “Actions” column OR click into the PO.

4£,zcoupa supplier portal NPWWM~ | NOTIFIGATIONS @8 IR -

/ SeectCustomer Wit anageman ooy -

Cenfigure FO Delivery.

Purchase Orders

Instructions From Customer

ANNOUNCEMENT This s example announcement You can st Up this Message on your Company Informsiion Setup page and will be aspiayed for CSP and
SAN suppliers on the | urchasa Order st page

Click the “& Action to Accept the Purchase Order and Create an Invoice using its data

] ~ [ Saarch 3 |
PO Number Grder Date Status Acknowledged At Wems Unanawered Commenta Total Actions.
|sPusizaas o1nene  closed none Project Description or Identification No 2.400%Q USD
SPUS1Z386 01H118  Closed Noms Project Deseripti ation No 400.00
SPUS12347 O1MOAB  lssued Nome Project Deseription or Identification No 52400,
uso 5
SPUS12348 01USNB  Closed Noma Project Beseription or Identification o 3,500.00 USD
SPUS12349 O1DSAB lssusd Noms Project Deseription or Identification No £00.00USD =




Step 2:
“Choose Invoicing Details” will appear if you have not created a Legal Entity.

Once the Legal Entity has been created, you can select the “Remit-To” and “Ship From
Address” from the dropdown and click “Save” at the bottom of the screen.
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Step 3:
Complete the required fields noted with a red asterisk (*).
Attach the PDF Invoice in the Attachments field.
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Notes:

The Invoice number in Coupa must be unique and must match the invoice number in the
attachment.

If the Invoice “From Address,” “Remit-To Address,” or “Ship From Address” do not
appear, click the magnifying glass to select the respective addresses. If there is nothing to
select, you have not completed the e-Invoicing setup.

If there are multiple invoices for a Purchase Order, they must be submitted separately.




Step 4:

If you need to delete a Purchase Order line or you are invoicing against a Purchase Order
with multiple lines, please click on the red X next to the line you are not using.

Adjust the “Price” field to reflect the desired billing amount.

Note: If you are not invoicing for the entire Purchase Order, you must delete unused lines.
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Step 5a:
Enter the Tax Amount under the “Tax” field at the bottom of the screen.
Click “Calculate” to calculate the total price including Tax.

Click “Submit” once complete.
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Step 5b:

If there is line level taxation, you can input the Tax per Purchase Order line by checking the

“Line Level Taxation” checkbox.

A Tax box will appear on the individual PO line where you will enter the “Tax Rate.”
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Creating a Credit Note

Step 1:

Login to the Coupa Supplier Portal.

Click on the “Orders” tab to view Purchase Orders and find the PO you need to apply a Credit Note.

Click on the stack of red coins in the “Actions” column OR click into the PO.

£xcoupa supplier portal

NPWWM - | NOTIFIGATIONS @B 1171 -

Purchase Orders

Instructions From Customer

ANNOUNCEMENT. Th io You can set ug th
SAN suppliers on the | 'urchass Order st cags.

Select Customer  Wasts Managsment Uev ~

Configure PO Delivery.

veur Company Informsiion setup pege and will be dsplayed for CSP and

Click the “e Action to Accept the Purchase Order and Create an Invoice using its data

nems
Project Description or Identification

PO NumBor OrdorDate Status Ackmowledged At

|spusizaas omnene  closed none

SPUS12346 O1M118  Clased Nona Project Descript
SPUS1Z347 O1MOMB  lssued Nome Project Descript cation
SPUS12348 010518 Closed None Project Description or Identification

SPUS12349 010518 lssued None Project Description of Identification

™ =

2 |

Total Actions.
2,400mg usD
400.00
32,400,008 —_

usp)

3,500.00 USD
60000 USD

S

11
i




Step 2:
A screen will appear prompting you to select a reason for the Credit Note.

If the Credit Note is related to a problem with an Invoice or the goods shipped, select “Resolve issue
for invoice number,” choose the invoice number from the dropdown menu, and click “Continue” to
select how you want to resolve the issue.
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To record a credit, select “Other,” and click “Continue” to select a contract, if available.
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Step 3:

Coupa will redirect you to the Credit Note page where you can create the Credit Note similarly to
creating an Invoice.

You will notice that many of the fields have been pre-populated and are not editable as this information
is carried over from the initial invoice.

If you have a PDF credit note, please attach it to the Credit Note.

Click “Submit,” confirm the information, then click “Send.”




