Geosyntec {;}Coupa

Jfamily of companies

Detailed Guide

Creating an Invoice from a Purchase Order

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

1. Select "Create Invoice from PO"

£xcoupa supplier portal AARON ©  NOTIFICATIONS @~ HELP

A @@ oces  Pofie  Payments  Setup  Service/TmeSheets  ASN  Sourcing  Forecasts  Catalogs  More..

Invoices  Invoices Lines  Payment Receipts.

Select customer  Geosyntec Family of Companies-1

Invoices
Instructions From Customer
vpl txt - this i set o you supplirs on the
Create Invoices @
| Create Invoice from PO reate Invoice from Contract Create Blank Invoice Create Credit Note

view [ 8 X 1 |

Invoice # Created Date Status. PO# Total Unanswered Comments. Dispute Reason Actions
| 6789 1r1ae onaft PO1623 180000USD  No /70
DB_UAT_BC_UK 10130124 Approved None  500.00 GBP No
NPOINZa 029026 PondngApproval  Noae  350000GEP  No

Perpage 15 | 45 | 80

2. Locate and select the correct PO

£.acoupa supplier portal AARON“  NOTIFICA]

® _ Orders  Profile  Payments  Setup  Service/TimeSheets ~ ASN  Sourcing  Forecasts  Catalogs

Inwoices  Invoices Lines  Payment Receipts

Purchase Orders

Instructions From Customer

ATTENTION - By invoicing against Purchase Order you ace acknowledging and accepting all|
Terms and Condtions of the Purchase Order

Click the “e Action to Accept the Purchase Order and Create an Invoice using its data
view [ g X
PO Number Order Date Status Acknowledged At  ftems Unanswered Comments Total Assigned To
Iw 1WA424  lssued None TEST OF Invoice No 450,00 GBP s
PO1623 10/30/24 Issued None 15 Each of Desk. No 7.500.00 USD e
PO1579 10730024 Issued None Business Licenses Test No 4,200.00 GBP e
Office Commons Test
University & Earty Tost

10 Each of Paper & Stationery Test
5 Each of Promotional Item Test
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3. From here, select "Create Invoice'

Geosyntec

Jfamily of companies

e

i ate i thes line s for Retanage

Enter Comment

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

Create Invoice

Genegallofo

invoice # ||

*Invoice Date 1111324
Payment Term Not 30
Date of Supply 111324 ()
*Currency AUD v
Delivery Number

Status Draft
Contract WO -AUJ23161-700

tmage Scan | Choose File | No f

Supplier Note

*Invoice From Address

From

* Supplier SIM 10 - Aus

* Supplier ABN 74

*Remit-To Address

* Ship From Addr

To

Customer

* Bill To Address Red Earth Er

Select customer  Geosyntec Family of Companies-] ~

zecoupa

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).

Create Invoice

Wiwance &

* imeoice Date =

Payment Torm hut ¥

Date of Supply TN 02
*Curency AD w

Detrrery Numter
Status Dot
Contract W

age Soan ani'-'fh‘}c'cm

Sagpher Nots

* Spoier

* Suppler ABN  TE0S

* evoxce From Address

Mot To ASSrees Mo 230wss sewcied

¢ g Foomm AdTress

Crrtmer

Select cstomer  Geowyrec Far ! Compares! v

*58 o Adowes Sed Fad Cogress
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5. Select the "Buyer VAT ID"

Geosyntec

Jfamily of companies

zecoupa

‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘

.....
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Geosyntec £racoupa

Jamily of companies

6. Select the “VAT Rate”

Billing

NCOH-****/****/1191/0610-AccGL Account

Taxes
VAT Rate VAT Amount Tax Reference
200% ~ 0.00

@ AddLine ) Pick lines from Contract Totals & Taxes

Lines Net Total
Lines VAT Tota

Shipping
7. Select "Calculate” at the bottom of the page
VAT O 0.000
Tax Reference
Total VAT 0.00
Net Total 450.00
Gross Total 450.00

Delete Cancel Save as Draft @

Mute Comments v

8. Click "Submit"

Total VAT 90.00
Net Total 450.00
Gross Total 540.00

Delete Cancel Save as Draft Calculate m

Mute Comments v
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9. C(Click "Submit" and "Send Invoice"

mtec Family of Companies-TEST

Are You Ready to Send?
ing warning:

t Managers email and name is entered on the Requester Email and Requester

Continue Editing m

10. The invoice has been successfully submitted.

Coupa is about t creale an invoice on your behall, Please
invoice 1o this lransaction as the Coupa generated POF i

Geosyntec £rcoupa

Jfamily of companies

hing another

Select customer  Geosyntec Family of Companies-1 w

Invoices

SIM 10 - Australian Sub - SC7786 invoice #123456 is processing X
© Invoice submitted successfully. However - your customer requested an information update to ensure successful payment: Update.
Instructions From Customer
{Example text - this is set on your Company Information setup page and wil be displayed for CSP and SAN suppliers on the Invoice list page}
Create Invoices @
Create Invoice from PO Create Invoice from Contract L E v Create Credit Note
Invoice# CreatedDate  Status PO#  Total Unanswered Comments Dispute Reason Actions
| 12158 111324 Processing None  275000AUD  No
12345 11324 Draft None  2.750.00AUD  No 70
None 111324 Draft None  0.00AUD No 70
None 171324 Draft None  0.00AUD No 70
None 111324 Draft None  0.00AUD Ne 70
4562234 111224 Draft None  550000AUD  No 70
75552 1112124 Pending Approval Jone  66.00 AUD No
2518 11224 Draf 16500AD Mo /0
252 112724 Pending Approval » 550,00 AUD No
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