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How to Resolve a Disputed Invoice  
   

When invoices are disputed by your customer you have the option to correct the invoice or void the invoice. 
The instructions below will outline how to do both options.  

NOTE:  For suppliers in EMEA region, please refer to Disputing an Invoice – EMEA. 
  

1. Navigate to the Invoice tab and click on the Notepad Icon under Actions to open the Invoice screen 
and resolve from there.  

 

  

2. At the top of the screen, you will see the resolution option description.  

 
 
 
 

https://cbre.ent.box.com/s/xkr46oc6esbhyhdbuquu6gb4khvpmp8q
https://cbre.service-now.com/nav_to.do?uri=%2Fcom.glideapp.servicecatalog_cat_item_view.do%3Fv%3D1%26sysparm_id%3D68dfe01fdb20549021d45fc4e29619a0%26sysparm_link_parent%3D5ce57f6bfc3cb10077ae33bb6620f65a%26sysparm_catalog%3De0d08b13c3330100c8b837659bba8fb4%26sysparm_catalog_view%3Dcatalog_default%26sysparm_view%3Dtext_search
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Let’s first review how to Correct the Invoice.  
 

1. Scroll Down to the Totals section of the invoice and click on Correct Invoice.  

 
 

2. Choosing Correct Invoice will open up the Invoice in an Edit format.  You may need to select the 
Legal Entity and Remit To address if you have several to select from.  Select the correct information 
and click on next.  

 
3. Once the invoice opens, make the corrections that are needed. 
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4. In this example, I needed to remvoe the taxes.  When you complete the changes, selelct Calculate and 
then Submit.  

 
 

5. An Are You Ready to Send? Message will prompt. If you are ready to submit your invoice correction, 
select Send Invoice.  

 
 

6. A Warning from CBRE message will appear. Asking you to validate that the Ship To address has been 
selected.  Once confirmed, select Submit.  

 
 

7. A notification will appear about the top of your Invoice screen confirming the invoice was submitted 
for processing.  



   
 

  
Coupa Supplier Portal 

 

 
   

        4   August 15, 2024| Enterprise Platforms/Resources Proprietary & Confidential Information ©2022 CBRE, Inc.                                                                                                   
  

 
 

Voiding an Invoice 
 

1. If you would just like to Void the invoice and submit a new invoice, navigate to the Invoice tab and 
click on the Notepad Icon under Actions to open the Invoice screen and resolve from there.  
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2. Scroll to the Total section and select Void. 

 
3. You will receive a notification that the invoice was voided  

 

 

For more information or assistance, reach out to your Procurement Buyer Team. 

 Region & Line of Business Support Email Contact 

GWS APAC APAC_ProcurementBuyerSupport@cbre.com 

GWS EMEA GWSEMEAsupplychainbuyer@cbre.com 

GWS Latin America LATAM_ProcurementBuyerSupport@cbre.com 

GWS US & Canada GWSNAM_ProcurementBuyerSupport@cbre.com 

Corporate/Advisory APAC APACSupplyChainBuyers@cbre.com 

Corporate/Advisory EMEA ADVEMEA_ProcurementBuyerSupport@cbre.com 

Corporate U.S. USProcurement@cbre.com 
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