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Below is a link to the Coupa Supplier Portal 
(CSP) where you can log into Coupa or 
Register.  Please be aware that the email 
address for registering your CSP account must 
be the same as the one that the CSP invite 
was sent to

Log into Coupa using URL 
https://supplier.coupahost.com/sessions/new
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The below instructions provide the preferred method that a Supplier should use to create a Coupa credit note.  
Note:  Do not use the red coins icon to create a credit note as this leads to errors.

How to Create and Submit a Credit Note

Click ‘Invoices’

The ‘Invoices’ screen is displayed
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How to Create and Submit a Credit Note

Click ‘Create Credit Note’

Ensure that the radio button 
against ‘Resolve issue for invoice 
number’ and select the invoice 
numbers that you are crediting, and 
click ‘Continue’
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How to Create and Submit a Credit Note

Click ‘Completely cancel the 
invoice with a credit note’

Select the invoice number that you 
are crediting, and click ‘Continue’
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How to Create and Submit a Credit Note

The ‘Create Credit Note’ screen is 
displayed

’
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How to Create and Submit a Credit Note

Make the below updates:

• credit note number

• credit note date
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How to Create and Submit a Credit Note

Make the below updates:

• Input the credit reason

• Make sure that the buyer vat id 
is prefixed by the regional 
initials (i.e. GB)
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How to Create and Submit a Credit Note

The credit note line details are 
shown

The credit note has brought 
through lines from the invoice, and 
created a credit note
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How to Create and Submit a Credit Note

Check that the below is correct:

• Total VAT

• Net Total

• Gross Total

If all is correct, click ‘Submit’
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How to Create and Submit a Credit Note

If you are happy to continue, click 
‘Send Credit Note’

You are then asked if you wish to 
create a replacement invoice.  If 
you click Yes you will be taken to 
the invoice creation screen
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How to Create and Submit a Credit Note

If you click ‘No’ you are taken back 
to the ‘Invoices’ screen

You will see that the credit note 
that you have just created appears 
at the top of the list


