
Page 1 

Detailed Guide 
Creating an Invoice from a Purchase Order 

Navigate to https://supplier.coupahost.com/sessions/new 

1. Select "Create Invoice from PO"

2. Locate and select the correct PO
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3. From here, select "Create Invoice" 
 

 
4. Select the "*Invoice #" field and enter the invoice number 

 

 
Note: if you want to upload an attachment add it here in the highlighted area. Please be aware 
that there is a size limit, so you may need to resize the file according so that it fits the 
requirements. Additionally, please note that if you do a scan, it is best to have it in black font 
color as the system has a very hard time reading other colors (like red for example).  
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5. Select the "Buyer VAT ID" 
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6. Select the “VAT Rate” 
 

 
7. Select "Calculate" at the bottom of the page 

 

 
8. Click "Submit" 
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9. Click "Submit" and "Send Invoice" 
 
 

 

 

 
10. The invoice has been successfully submitted. 

 


