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Correcting Invoices in Disputed or Approved Status

These steps will outline how to correct an invoice in Disputed or Approved Status in Coupa Supplier Portal (CSP).

Steps Iltem Description
1 Action | Open Coupa Supplier Portal http://supplier.coupahost.com/
Note: The use of Google Chrome is recommended
2 Action | Log into your Coupa Supplier Portal http://supplier.coupahost.com
3 Info If an invoice is in Pending Approval status, you may coordinate with your customer to determine

the reason it is pending. If you need to correct your invoice, please request your customer to
dispute the invoice.

When the status of an invoice changes to "Disputed’, you will receive an email notification. Your
customer can leave comments on the invoice while it is in "Disputed" status.

Disputed invoices will not be processed for payment until a resolution has been made.

If you experience the below issues, proceed with these actions:

¢ Incorrect amount or quantity: Issue a partial credit note

e Other incorrect information (incorrect tax rate or item description): issue a full
credit note to cancel the invoice and a new corrected invoice

e Duplicate invoice: Issue a full credit note to cancel

4 Action | Toresolve an Invoice in Disputed Status, in the Invoices table, click on the Resolve button in
the Actions column.

Exportto ~ View LU VI Search I

Invoice # Created Date  Status PO# Total Unanswered Comments Actions

| ’H Demo 12 10/24/19 Disputed TBAU00006680  550.00 AUD No ’—:

You will have below options to resolve the invoice:

Cancel Invoice: If this invoice was issued in duplicate, of if you require to amend non price or
quantity on this invoice, please cancel the invoice by choosing this option. We will guide you
through a cancelation credit note and a replacement invoice creation.

Adjust: If you need to fix the price and/or quantity on this invoice choose this option. You would

be required to choose the credit line adjustment type to denote if you are attempting to issue
credit note to reduce quantity, reduce price or issue an amount-based credit.
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Scroll to the bottom section of the invoice and click the appropriate button.

Totals & Taxes
Lines Net Total 500.00
Lines GST Totals GST 10% 50.00
Shipping 0.00
Handling 0.00
Misc 0.00
Total GST 50.00
Net Total 500.00
Gross Total 550.00
Cancel Invoice Adjust >

If you select Cancel Invoice, a yellow bar will appear confirming the credit will fully cancel the
invoice.

This credit note applies to invoice 123455. When approved, the credit will fully cancel the invoice's impact to the transaction.

If you select Adjust, the yellow bar will appear confirming the credit will adjust the invoice.

This credit note applies to invoice 123456. \When approved, the credit will adjust the invoice's impact to the transaction.

Correcting an Invoice in Approved status

If an invoice is in approved status, but the invoice needs correction, you must create a credit
note from the invoices tab.

Go to Invoices tab, then click Create a Credit Note.

£3coupa supplier port soREOAONS )

Home Profie Orders Servce/TimeSheets ASN  Invokes Catdlogs Addons  Admin

Invoices

Instructions From Customer

Fep—

If you select ‘completely cancel the invoice with a credit note’, a yellow bar will appear
confirming the credit note will fully cancel the invoice.

This credit note spplies to invoice 123456, When approved, the credit will fully cancel the invoice's impact fo the transaction.

If you select ‘adjust invoice with a credit note’, the yellow bar will appear confirming the credit
note will adjust the invoice.

This credit note applies to invoice 123456. \When approved, the credit will adjust the invoice's impact to the transaction
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7 Action | Creating a Credit Note

If you are required to create a Credit Note, populate all required fields marked as mandatory.

Note: Credit Note number: please provide the PO/Invoice number that you wish to credit and
add the letter “C” on the end. This will help the easy identification of credit notes.

Create Credit Note create

This crecit note applies tn invoice 123456, When Spproved, the crecit will uly cancel the invoioe's Impect ta the ransction
From

* Supplier CBRE Test Suppiier
Supplier Tax ID None

*Invoice From Address

#Remit-To Addrass.

# Ship From Address

Makati, 1630
United States

To

8 Action = Adjust the quantity and amount.

e A credit note for Products/Quantity should have a negative quantity.
e A credit note for Services should have a negative amount.

Click “Calculate” and “Submit”.

.....

Total [ -20.00

9 Action = After clicking Submit, click the “Send Credit Note” button if you are done with the editing.

If you wish to continue editing just click the “Continue Editing” button.

Continue Editing g Send Credit Note 2
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Info Your Credit Notes will be listed together with your Invoices, however, Credit Notes shows a

negative amount.

Invoices

Actions

Info End of Procedure.

Info For more information about COupa, please visit the Coupa Training Portal page.
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