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Log in to the Coupa Supplier Portal
Go to supplier.coupahost.com and log in using your email and password.

Access the “Payments” Tab
Click the Payments tab in the top menu to view all payment records.

{;}Coupa Supplier Portal

Gﬂ Invoices Orders Business Profile

Invoice Payments PO Payments

Select Your Customer
Use the Select Customer drop-down menu and choose Geosyntec Consultants, Inc.

Invoices are Separated by Customer

o Choose your customer at the top right

Only shows linked customers. You must be linked to transact, so
if not listed, contact your customer offiine to get linked.

e Create new invoices

Your customer may or may not use Coupa for invoicing. Contact
them offline if an expected action is not available fo you
Remember, you can't edit or deleie invoices once submitted, and
contact your customer directly for payment info.

° Upgrade your account for strategic tools

Coupa Advanced users can view all their customer invoices in
one place. Click here to learn more. Learn more

Got It

Note: Select the appropriate customer to bypass this screen.

Invoice Payments Select customer Tv)

Remittance by Payment #  Remittance by Invoice #

“View All Customers” is exclusively offered through the 3% Advanced ®

You currently den't have Coupa Advanced.

Sign-up for your 30 day trial today!

Start Free Trial




Payment Status

The status of each payment shows you where that payment is within its overall lifecycle.

] Payment in Progress
Method 4 9
Bank Your buyer has sent you a bank payment. It may take up to 2-3 business days for you
Transfer to receive this in your account.
rer— Your buyer has sent you a virtual card payment. Please check your email to see the
irtuai 2 =
e full card details or view the card in the CSP. Once the card has been charged, the
ar
payment will move to completed successfully.
Digital Your buyer has sent you a digital check payment. Please download the check here
Check and deposit using your maobile banking app.
Physical . -
o Your buyer will be mailing you a check payment.
EC

Invoice Payments

Completed Successfully

The virtual eard has been fully eharged and the
payment has been completed successfully.

Your digital check has been downloaded and the
payment is completed. Please ensure it is deposited

in a timely manner

Your check is in the mail. It may take several days

for you to receive it

Your payment has been delivered and you should
see it in your bank account within 1 business day

Failed

There has been a problem with
your payment, please contact

your buyer

There has been a problem with
your payment, please contact
your buyer.

There has been a problem with
your payment, please contact

your buyer.

There has been a problem with
your payment, please contact

your buyer.

The chosen view (Remittance by Payment #or Remittance by Invoice #) determines the

sorting method in the far left column, and payments are sorted in either ascending or

descending order.

Invoice Payments

Instructions From Customer

Payments made by Coupa Pay Customaers will be displayed below

Select Customer

Cpay-Current-Release

Falled Cheock
Payment in Progress Virtual Card

ayment 1 Completed Successfully  Check

1o 2-3 business days for you 10 recaive this in your account

oer2223

s s ]

052323

JSD

1,000.00
UsD
100.00
usor
100.00
usoD

Remittance by Payment # Remittance by Invoice #
Exportto - view [ 3 = i |
Payment # - Invoice # Status Payment Method Payment Released Date  Total Actions
3 Vic Original Invoice 1 Payment in Progress Bark Transter D6/20/23 100,00
usD
Vie Virtual Gard Payment 2 Payment| Your customer has sent you a bank payment. It may take up 100,00 -

¥

o Payment Number: Click the payment number to drill into the details of the

payment.

¢ Invoice Number: The table shows up to the first 5 invoices associated with each
payment. If there are more than 5 invoices associated with a payment, you see an
information icon. Hover over it Status: This shows the same payment status as your

buyer sees in Coupa.

¢ Payment Method: Depending on your setup, this can be Bank Transfer, Check,

orVirtual Card.



« Payment Released Date: This is the date that your buyer released the payment. It is
not to be confused with the date your buyer created or approved the payment.
Payment release is the last part of the process on the buyer's side prior to that
payment being completed by a financialinstitution or payment processor.

o Total: Thisis the total value of the payment.

o Actions (for single buyers): If there are any actions available relating to the payment,
you can see them in this column. Forexample, if the payment is by digital check,
there is a download button. If the paymentis by virtual card, there is a button to view
the virtual card.

PO Payments (Single Customer)

Purchase order (PO) payments are always made by virtual card. The Purchase Orders
Payments table shows you the details of both the PO being paid and the virtual card used
to pay it.

Belnct Guntomer Cpay-Curani-Reloase

Purchase Orders Payments

Instructions From Cusiomer

Paymants made by Coupa Pay Customars wil ba displayed balow

Al ~ M Search
1 1
PO Humber PO Creation Date Card Delivery Method Card Valid To Total Charges Status PO Total Actions
I 3260 05/23/23 csP DB/22:23 0.00 USD Active 110000 USD
DE22/23 o210 DE22/23 0.00 USD Aclive 100,00 USD
DE/23/23 CSEP DE22/23 0.00 LISD Aclive 100,00 USD
DE/23/23 CEP DB/22/23 0.00 UBD Active 10000 USD
05/23/23 csP DB/22:23 0.00 USD Active 100.00 USD
DE23/23 o2z DE22/23 0.00 USD Aclive 100,00 USD
D8/23/23 CEF DE/22/23 0.00 USD Aclive 100,00 USD

¢ PO Number: Click the PO number to drillinto the details of the purchase order.

o PO Creation Date: This shows the date that your buyer created the purchase order.
It is not the date the purchase was made.

e Card Delivery Method: Virtual cards are delivered by email and through the CSP.

¢ Card Valid to: This is the expiration date of the virtual card. If the card expires before
you have charged it completely, you will need to contact your buyer to re-issue the
card forthe remaining balance.

o Total Charged: This shows how much has been charged on each virtual.

o« Card Status: This is the status of the virtual card, not the status of the payment.

e PO Total: This shows the total of the PO. The card may be charged for up to the total
value of the PO. Often a PO will have a tolerance builtinto the PO totalto make room
for potential price fluctuation or foreign exchange, if applicable. In this case, the
card could be charged for more than the value of the PO.

o Actions: Because all PO payments are by virtual card, the only action availableis
accessing thevirtual card.



View Virtual Cards in the CSP

When a buyer pays you by virtual card, you receive the card image, containing the card
number, expiration date, and CVV. You can access the virtual card through the email you
receive notifying you of the virtual card payment oryou can access virtual cards through
the CSP. This can be a more convenient option, since you can access all of your virtual
cards in one place.

Attention: Accessing the full virtual card image within the CSP requires multifactor
authentication (MFA). You must set up MFA for your user before you can access virtual
cards in CSP. For more information, see Manage Multifactor Authentication in the CSP.

You can access a virtual card from a payment details page. Click View Card to access the
complete card details. Once you authenticate, you can see all details needed to use the
card.

Virtual Card Details

Virtual Card srwemenenss 6892 BANK OF AMERICA %77
Card Status Active (View Card) Vil Travel Card
Transmission Status Sent *REX KEkE wwaN 6892
Good Thru: XX/XX

Validity Period 06/27/2023 to 07/27/2023
VISA oovicos Srrvces 1888 402273

You can also access the card directly from your Payments table. To do so, click the button
in the Actions column, then authenticate by MFAwhen prompted. You then have access to
the virtual card image.

BANK OF AMERICA %7
Virtua! Travel Card

Gond Thrw 08/

VISA cowcas Services 1888453273

200

06/27/2023 - 07/27/2023

100.0

05/24




