Creating an Invoice

About this Guide

This guide will review the process for creating an invoice from either a PO email from WM or the Coupa
Supplier Portal.

Step la: Via Email

Click the blue “Create Invoice” button at the top of the email you received from WM.

WM National Services, Inc. Purchase Order #10008025 nbex x 1. WM x

Waste Management Test <0o_nal_realy@wi-tesl coupaRost Sams
mme =

WA WM National Senices, Inc. Purchase Order #10008025

Powered by €300UPA

Create Acknowledge Add Shipment Add
Ivoice PO Tracking Comment

WM National Services, Inc.

m PURCHASE ORDER
- =ml ‘Waste Management's General Terms and Conditions for

Purchase as found on wim.com apply to this Purchase
Order.

Note: Clicking the “Acknowledge PO,” button will notify WM that you have received the PO.
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Creating an Invoice

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 the PO number.

£,scoupa supplier portal UNDA~ | NOTIFICATIONS @B | HELF

Home Profile Orders Service/Time Sheets ASN invoices Catalogs Payments Business Performance Sourcing Add-ons

o~

Setup

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 "= Action to Accept the Purchase Order and Create an Invoice using its data

Exportto - view v fl Search P
PO Number Order Date Status Acknowledged At Items Unanswered Comments Total Assigned To Actions
I 11342712 03/29/23 Issued 03/29/23 1 Each of Doggie Bag No 210.00 USD = ea
11342623 02/27/123 Issued None Large Service PO No 10,000.00 USD \‘ =E= &
11342622 02/27/23 Issued None 10 Each of HAIR GEL No 100.00 USD . ==
11342621 02/27/123 Issued None 1 Each of Dog Belt No 500.00 USD =Sz
Step 2:

The Choose Invoicing Details screen will appear if you have not previously chosen a Legal Entity.

Once the Legal Entity has been selected, you can select the “Remit-To” and “Ship From Address”
from the dropdowns and click “Save” at the bottom of the screen.

Choose Invoicing Details X
* Legal Entity | John's lcehouse 3} Add New
Invoice From 360 Lil Jon Road
Afianta, GA 12345
United States
United States (1234557800) /

* Remit-To | Amegy Bank **123 (1021 ME id New

* Ship From Address | 280 Lil Jon Road, Atlants, GA Bo Add New

o [EE]
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Step 3:
Complete the required fields noted with a red asterisk (*).

Attach the PDF Invoice in the Attachments field.

Select Customer Waste Management - John's loehouse

Create Invoice cese

5 General Info S From

*Invoice # | Test-Ken (]
Invoice Date | 032123 [

Payment Term NET 75

* Supplier John's lcehouse | 883888 8

Supplier Tax ID | 1234567800 o

* invoice From Address John's lcehouse O

360 Li Jon Road
*Cumrency USD « Atlanta, GA 12345
Untted States
Status Draft
Image Scan mﬁem * Remit-To Address  John's loshouse O
1021 Main Strest @
. Houston, TX 77002 p-3
Supplier Note United States

., ———————— Bank Name: Amegy Bank
Attachments Add File | URL | Tex

mry e e
. Bank Account Number: “****0123

Routing Number: *****1258

* Ship From Address John's loshouse O
366 Uil Jon Road
Atlants, GA 12345
Untied States

S To

Cust Waste Manag:

* Ship To Address 200 CAPITOL ST STE 3000
HOUSTON, TX 77002-2825
{initad Sextec

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

If the Invoice 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-Invoicing setup (see the Coupa Supplier Registration
and Electronic Invoicing guide).

If there are multiple invoices for a Purchase Order, they must be submitted separately.
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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(s) you are not invoicing against.

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.

Lines (O Line Leve! Taxation

o st —————— =]
. 10,000.00

Large Service PO 10,000.00

PO Line Servica/Time Sheet Line Contract Supplier Part Number

113428231 O Ciear None Fig

Unit Number AR Number

None None

Billing

KDO033-A00007-TX0166-8100-572000-800-00000000

© Addline ) Picklines fomPO ) Pick lines from Contract Totsls & Taxes
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Step 5a:
If applicable, 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.

Totals & Taxes

Lines Nat Totl 10,000.00

Shigeing

- -] [um

o
Total Tax 0.00
Net Total 10,000.00
Total 10,000.00

Delete Cancel Save as Draft Calculate
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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.

Lines
. = — 10,000.00 ©
= Large Service FO 10,000.00 ; .
PO Line Service/Time Sheet Line Contract Supplier Part Number
1134268231 'O Claar None Fa
Unit Number AR Number
None None
Billing
KO0033-A00007-TX0166-8100-572000-800-00000000
Q@ Addline ) Picklines fromPO ) Pick lines from Contract Totals & Taxes

Step 6:

After clicking the Submit button, you will receive the below message, Are You Ready to
Send? From here you can continue to edit the invoice (Continue Editing) or send the invoice

Send Invoice).

Are You Ready to Send?

‘You're about to send an inwoice to Waste

for a total amount of 10.000.00. Once sent.

you'll have to contact your customer directly to make changes o the invoice.

Continue Editing | Send Invoice |
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Step 7:

After sending the invoice, you will be taken to the Invoice screen where you can see the
invoice # and status of the invoice.

Select Customer | Waste Management - John's lcehouse -

Invoices

Jonn's icenouse \ 888888 _8 invoice #Test-Ken is processing X

Instructions From Customer
{Example text - this is set on your Company Information setup page and will be displayed for CSP and SAN supgliers on the Invoice kst page}
Create Invoices @

Create Invoice from PO Craats Invoice from Contract Creste Biank Invoice Create Credit Note
view [ = 7]

Invoice # Created Date Status PO# Total Unanswered Comments Dispute Reason Actions

Naone 030223 Dratt 11342522 15000USD  No 70
2282023 TEST 022823 Pending 11342520 5.010.00 USD No
Agproval
test 12345 02128123 Agproved 11342822 -5000USD  No
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