Creating an Invoice from a Purchase Order
in Coupa

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

1. Select the "Invoices" tab at the top of the page

{}coupa Supplier Portal o @ eN

e TestingAUSSUB

Recent Activity N Announcements

Customers

2. Select Geosyntec from the "Select Customer" dropdown

£,3C0UPA supplier Porta ™ ® 1
Involces Uploaded Invaices Invoices Lines Payment Receipts Advanced

Invoices Select customer Al (Offered by Avanced -

Wiew All Customers” is exclusively offesed through the Advanced Subscripfion '__'_‘_. Q W

Tog el c

You currently don't have Coupa Advanced.
Sign-up for your 30 day trial today!

Or this:

Either way select the customer and "skip and view invoices" to get out of the advanced Coupa
subscription page.
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https://supplier.coupahost.com/sessions/new

Invoices Select cusiomar | Al (Offered by Advanted) B Upload Invoice

# ADVANCED Lcarm More »

Manage Your Invoices In One Place
All Customers

* View and organize all of your Invoices/Orders in a single table . .
* Set up csv exports and regular reports based on specific invoice statuses or other fields -
> Progessing
All Customers View is an Advanced feature. You can continue managing invoices for ] Draft
individual custemers at no cost. Your 1 Customaer Pad
Try for Free ) Talk to Sales Skip and View Invoices

Preview of All Customers View See all your invoices from 1 customer in one place
Invoice Number Created Date Status PO Mumber Due date Payment Term Customer Total Actions

&

Upgrade to unlock

Start your 30-day free trial of Coupa Advanced
to access and manage all invoices in one place.

Optional: Suppliers can now use Coupa’s Al-powered invoice upload feature to submit invoices.

Selecl CUSImer Al {(fered by Advanced N | Upload Invoice
- |

Once Geosyntec is selected the subscription pop up will disappear and the Create Invoices
options will appear.
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For more information on how to use this feature, go here: Submit invoices using the Al Invoice
Upload | Coupa Documentation
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https://docs.coupa.com/en/supplier-documentation/coupa-for-suppliers/the-coupa-supplier-portal-or-csp/features-and-processes-in-the-coupa-supplier-portal/invoices/create-or-edit-an-invoice-in-the-csp/submit-invoices-using-the-ai-invoice-upload
https://docs.coupa.com/en/supplier-documentation/coupa-for-suppliers/the-coupa-supplier-portal-or-csp/features-and-processes-in-the-coupa-supplier-portal/invoices/create-or-edit-an-invoice-in-the-csp/submit-invoices-using-the-ai-invoice-upload

@ =

£}(:oupa Supplier Porta

] m Oudbers Business Profile Paymernts Service Sheets ltems ASN Sourcing Forecasts Catalogs Community Add-ons Dashboards Setup Cuality Contracts

Invoices Uploaded Involces ivoices Lines Payment Receipts Advanced

Iseuccl_'.:l:nef Geomyntec Famiy of Companies-1 Ih

Invoices

Create Invoices @

Create Invesce from PO Create invoice from Contract Creats Crecit Note
Invoice # Crexted Date ‘Status POR Toual Unanswered Comments Dizpute Reason Actions
I Mobe  OSZ9EUE Dt ' 0.00 USD No g~}
hone OSEWITE Dras . 000 USLE No £
Per page 43| 90 =n
3. Select "Create | icef PO"
. Delec reate invoice rrom
£COUPA supplcr Por f o
Catalogs Comeranity Add-ans Cashboards Satup Quality Cantra

m @ Drdars Business Profile Paymants Servioe Sheets tems ASN Sourcing

Invsices nvaices Linas Paymant Racaipts Advancad

Select cminres | G

A0 rea Lipleses Famaining | Shsee et

Invoices

Instructions Fram Customer
Far impertant informatian on e A0 11 400ms, HEase 9o hers IS inenaymee comiaheuts) pRlr-rsoirmes-sn na for Coupa 1€y an sl having Bsies
Dl vl SupplisSuppor EossrmlEc com. Bl ey ieC CuniEhoulsunple (esounes Coups

Create Invoices @

Create Sredin Note

[ Exorro - o 3 B <]

Invoice ¥ Created Date Seatus Fad Tedal Unanswensd Comments. Dispute Reason Acticns

INo o,

Porpage 13 | 25 | S0 Show Counl

4. Locate and select the correct PO

{;}coupa Supplier Partal C’ @ Pl

I Orders Service Sheets Items AEN Seurcing Forecasts Catalogs unity Add-ons Dashioards Setup Quality Centracts
nvaices Uplaaded |nvaices Invaices Lines Advanced
Select cusiomer | Geosyniec Family of Compankes- 1w
Instructions From Customer
For impartant infaration an hew 1o @l ul forrs, please go hess: Suppier Resourcss for Coupa 17 you are still having issues ph SigrlierSu IECSIVE COM

View B sarch o

Expart to

PO Humber Order Date Status  Acknowledged At Items Unanswered Comments Tatal Assigned To Actions

23918 0972472026 Issued None TestWoro No 350.00 USD
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5. Navigate to the bottom and select "Create Invoice"

Purchase Order #P023918

General Info Shipping
Status Issued - Sent via Emai Ship-To Address 777 W Yamato R

Order Date 09/24/2026
Revision Date 09242026

Requester Casey Ehmann

Email
Terms Stand.

> Shipment Tracking © s

Payment Term Pay

Anachments
PO PDF Snapshot View PDF No shipment tracking
Acknowledged
Assigned to
Lines
1| Type item Price Total nvoiced
TestWOPO 35000 350.00 0 00

Need By  Supplier Part Number  Supplier Auxiliary Part Number  Manufacturer Name  Manufacturer Part Number  Downpayment?
09/30/2026 No

Ingicate if this line is for Retainage

No

Total 350.00

uso
save i

6. Select the magnifying glass next to the Remit-To Address

Note: If there are multiple legal entities or remit to addresses shown, select the one that

matches the remit to information on the physical invoice.

Note: Ensure that the currency matches the physical invoice.
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Create Invoice create

Creating your first invoice? Just enter in your invoice number. Check the line details, make any necessary changes and put in any extra

charges. Once you are ready, click Submit. You'll be notified if the invoice is approved or placed on held.

> General Info

* Invoice #

* Invoice Date

*Payment Term Net 30
Date of Supply (g
*Currency USD w 'ﬁ
Delivery Number

Status Draft

Image Scan | Choose File | Mo file chosen

- From

* Supplier
* Supplier GSTIHSTID

* Invoice From Address

* Remit-To Address

* Ship From Address

NEW SIM SUB TEST - 17235

806380747 w

NEW SIM SUB TEST O
1413 Cantre Rd

Calisle, ON LO15ER
Canada

Mo addiess selel:t

NEW SIM SUB TEST O
1413 Cantre Rd

Calisle, ON LO15ER
Canada

X

6.1. Choose Invoicing Details and select Save.

* Legal Entity
* Remit-To
+ Ship From Address
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Choose Invoicing Details

*Legal Entity Select
* Remit-To

* Ship From Address

Choose Invoicing Details

% This customer can pay you by Bank Account,
@) Tnis customer aiso offers payment by Digital Check or Credit Card.

*Legal Entity R45 - BENCHMARK GEOTECE »

Invoice From 170 Old Enfield Road
Belchertown, MA 01007
Uinited States
United States (123456789)

*Remit-To | 170 Oid Enfield Road, Belcherh

* Ship From Address 170 Old Enfield Road, Belchert »

7. Fill out all the required fields

Select the "*Invoice #" field and enter the invoice number and fill out all the required fields.
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Select customer | Geosyntec Family of Companies-1 w Upload Invoice @

10 Free Uploads Remaining | Share Feedback

Create Invoice create

Creating your first invaice? Just enter in your invoice number. Check the line details, make any necessary changes and put in any extra 5%

charges. Once you are ready, click Submit. You'll be notified if the invoice is approved or placed on hold

- General Info 2 From

* Invoice # * Supplier R45 - BENCHMARK GEOTECHNICAL LABS, LLC -
16799

* Invoice Date m

Supplier Tax ID | 123456789 w

* Payment Term Pay When Paid

* Invoice From Address R45 - BENCHMARK ,f-‘
b ATECH o
Date of Supply B GEOTECHNICAL LABS, LLC
170 Oid Enfield Road
*Currency USD w Belchertown, MA 01007
United States
Delivery Number
Status Draft " Remit-To Address R45 - BENCHMARK .O
GEOTECHNICAL LABS, LLC
Image Scan | Choose File |No file chosen 170 OK Enfield Road
Beichertown, MA 01007
Customer Account Uniled States
Number
*Ship F Addi R45 - BENCHMARK o
Supplier Note 1P From Address ‘
GEOTECHNICAL LABS, LLC
170 Old Enfield Road
“ Belchertown, MA 01007
Attachments Add File | URL | Text United States

" To

Note: Attachments can be uploaded in the highlighted area. File size limits apply, so files may
need to be reduced in size before uploading.

When scanning documents, please use black text whenever possible, as the system may have
difficulty reading other colors, such as red.

For international suppliers:

Select the tax information from the supplier info or "from" and then add the tax rate on the PO
line and calculate.
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7.1. When finished, select the “Calculate” button at the bottom of
the page. This will calculate the invoice total and allow you to
verify that the amount is correct before submitting.

Tax

v £ 0.000
Q Tax Reference
Tax v 0.000 % 0.00
4+
Total Tax 0.00
Met Total 350.00
Total 350.00

Delete Cancel Save as Draft Calculate m

7.2. Click "Submit" and "Send Invoice"

Are You Ready to Send?

Coupa is about to create an invoice on your behalf Please make sure you are
not attaching another invoice to this transaction as the Coupa-generated
nvoice 15 your and your customer's legal invoice

Continue Editing Send Invoice
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7.3. Once the invoice has been submitted successfully, a green
confirmation banner will appear at the top of the page. The
invoice status should display as either “Processing” or “Pending
Approval.”

£3COUPA. s
rooice: et i i ) T Add-ons Dashboards Setu

Invoices

R45 - BENCHMARK GEOTECHNICAL LABS, LLC - 16799 invoice #5E77 is processing b4

Instructions From € ustom er

OF IMPCILANT IIDOMANON on Row 50 Ml Ul S0NME, PIRASE G NENS’ ATPS e0syiEC COMYANCUISUNPISTESoumEs-Coupa for Coupa I you A Sill Naving Eues

please contact SupplerSupport@igecsynie: co
Create Invoices @

‘Create Invoice from PO ‘Create Invoice from Contrast Create Credit Hote
- T
Irvaics # Crated Da Slas POW Tatal LInanswenes Commants Disputs Reasen ACUIRI
I R4 Erocessing POZIH 350 00 LSO o
K00 wat POZENE 350 00 USD Ma 70
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