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Searching and Viewing Invoices 

The following steps outlined below are for searching and viewing invoices and their statuses.  

1. Log in to your Coupa Supplier Portal http://supplier.coupahost.com/ 

2. From the main menu, select the Invoices tab. 

3. Select CBRE from the Select Customer drop-down. 

  

4. In the View drop-down select from the pre-defined views. 
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Finding Payment Information 

1. To check whether an invoice has been paid, in the View drop-down, select the Payment Information 

view. You can also create your own view where the columns Paid, Payment Term, and Payment 

Information are included. 

 

2. Additional information can be seen when you open the invoice and scroll down to the Payments 

section. 
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3. For any payment questions or issues, please contact your PO requester. 

 Use the table below to understand the different invoice statuses and descriptions. 

 

 

 

 

 

 

 



Coupa Supplier Portal 

September 5, 2023| Procurement 
Platforms/Resources 

Proprietary & Confidential Information ©2022 CBRE, Inc. 4 

              

 

For additional support, please contact your Procurement Buyer Support Team based on region. 

 

mailto:APAC_ProcurementBuyerSupport@cbre.com
mailto:CBRE-GWS-AT-Resolution@cbre.com
mailto:CBRE-GWS-BE-Resolution@cbre.com
mailto:CBRE-GWS-CZ-Resolution@cbre.com
mailto:CBRE-GWS-DK-Resolution@cbre.com
mailto:CBRE-GWS-FI-Resolution@cbre.com
mailto:CBRE-GWS-FR-Resolution@cbre.com
mailto:CBRE-GWS-DE-Resolution@cbre.com
mailto:CBRE-GWS-HU-Resolution@cbre.com
mailto:CBRE-GWS-IR-Resolution@cbre.com
mailto:CBRE-GWS-IT-Resolution@cbre.com
mailto:CBRE-GWS-LU-Resolution@cbre.com
mailto:CBRE-GWS-NL-Resolution@cbre.com
mailto:CBRE-GWS-NO-Resolution@cbre.com
mailto:CBRE-GWS-PL-Resolution@cbre.com
mailto:CBRE-GWS-SK-Resolution@cbre.com
mailto:CBRE-GWS-SI-Resolution@cbre.com
mailto:CBRE-GWS-ES-Resolution@cbre.com
mailto:CBRE-GWS-SE-Resolution@cbre.com
mailto:CBRE-GWS-CH-Resolution@cbre.com
mailto:CBRE-GWS-UK-Resolution@cbre.com
mailto:LATAM_ProcurementBuyerSupport@cbre.com
mailto:GWSNAM_ProcurementBuyerSupport@cbre.com
mailto:APACSupplyChainBuyers@cbre.com
mailto:ADVEMEA_ProcurementBuyerSupport@cbre.com
mailto:USProcurement@cbre.com

