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How to Create and Submit a Credit Note

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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scoupa supplier portal

m— |

Login ‘ Sign up

Login to your Coupa account

Email Address

Forgot Password?
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How to Create and Submit a Credit Note

Click ‘Invoices’

The ‘Invoices’ screen is displayed

Home Profile Orders Service/Time Sheets ASN Invoices Catalogues Payments Business Performance Sourcing Add-ons

-~ N

Setup
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Invoices

Instructions From Customer

Please soloct the goldon coins icon next 1o the relevant PO 10 create an associated invoice. invoices above the PO value are likely to be disputed. If the relovant PO
does not fully cover the invoice, you should raview the invoice for correctness and, if appropriate, contact the requester identified on the PO who can request a PO
Change. You can contact the requester directly in the of the PO by entering @ and the requesters name and highlighting any PO discrepancy.
Create Invoices @

Create Invoice from PO ' m Cont ¢ 1 Create Credit Note
Exportto - LT Simon's view v lSu.x'ch ,13]
Invoice # Invoice Date C dDate Status PO# Gross Total Unanswered Comments Dispute reason Actions Commented Paid Document Type
fest 1 01032022 23/06/2022 Pending G100000004564 120.00 GBP No None No  lInvoice
Approval
None 230872022 23062022 Drat  G10000000454 1,00000  No L tooe No lnvoice

@ mitie
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.
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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’

Invoices

Instructi From C:
Please select the golden coins lcon next to the relevant PO 1o create an associated invoice. Invoices above the PO value are likely to be disputed. If the relevant PO

does not fully cover the invoice, you should review the invoice for and, if app . contact the fiod on the PO who can request a PO
Change. You can contact the directly in the soction of the PO by G @ and the name and highlighting any PO
Create Invoices @
Create Invoice from PO [ Create %oml Note ]
Invoice # Invoice Date Created Date Status PO # Gross Total Unanswered Comments Dispute reason Actions C Paid D
fest 1 0103/2022 23/06/2022  Ponding G10000000464 120.00 GBP No None No  Invoice
Approval
None 2306/2022 23/06/2022 Dran G 10000000464 1,000.00 No ,/ 0 Nong No  Invoice

Ann
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Credit Note

If you are issuing a credit note in regards to a problem with an invoice or goods shipped, please
include the invoice number. If you are issuing a credit note purely to offer a credit to your
cuslomer, please select other.

Reason (@) Resolve issue for invoice number

Other (e.q. rebate)
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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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Credit Note

How do you want to correct invoice "est 17 ?

[ @ Compietely cancel the invoijps with a credit note O ]
() Adjust invoice with a credit note

Credit Note

if you are issuing a credit note in regards to a problem with an invoice or goods shipped, please
i e-the invoice g U are issuing a credit note purely to offer a credit to your

cuslomer, please selecl other.

Reason (@) Resolve issue for invoice number

Other (e.g. rebate)
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How to Create and Submit a Credit Note

The ‘Create Credit Note’ screen is
displayed

@ mitie
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Select Customer Mitie Group Plc

Create Credit Note creae

This credil note applies to invoics lest 1, When approved, the credit will fully cancal the invoice's impact to the ransaction

General Info From
* Credit Note # * Supplier Tesl Supplier 5H
* Credit Note Date ~ 27/D6/2022 "‘ * Supplier VAT ID GB416T06E54 ~
Payment Term VB0 - 60 Days (Frd]n Invoice Date) * Involce-From Address  Test Suppliar 5H
— London Bridge House
Original Date of Supply D1032022 = Lomdan
. e SE1 935G
Currency GHF ~ Unibid Kingdom
Delivery Number Consullancy
Status Draft * Remit-To Address Tes! Supplier 5H
o ) London Bridge House
Original Invoice test1
London
Number
SE1 958G
Orlginal Invoice Date 01/032022 United Kingdom

Image Scan | Choose file ]Nl:l file chosen
: * Ship-From Address  Test Supplier SH

Lendon Bricge House
Supplier Note Lesdan
S5E195G
r: United Kingdom

- Test Supplier 5H
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How to Create and Submit a Credit Note ® mitic

Make the below updates: Select Customer | it Group Pic - Test Suppler SH -
Create Credit Note create

This credit note applies to invoice test 1, When approved, the credit will fully cancel the invoice’s impact to the transaction
i General Info From
* credit note number
» [Crodi( Note # | Test1CH ] * Supplier Test Supplier SH
* credit note date (oo owe zromos &) esauaec T ERRTRRS
Payment Term V060 - 60 Days (From Invoice Date) * Invoice-From Address Test Supplier SH
ot London Bridge House
Original Date of Supply 01032022 5= London

SE1 9SG

CUnoncy [(REE United Kingdom
Dellvery Number Consultancy
Status Draft * Remit-To Address Tes! Supplier SH
London Bridge House
Original Invoice tost1 b riviton
Number )
SE1 9SG
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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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General Info

* Crodit Note #

* Credit Note Date
Payment Term

Original Date of Supply
* Currency

Dellvery Number

Status

Original Invoice
Number

Original Invoice Date

Image Scan

Supplior Note

Tost1CR
2710612022 (55

V080 - 80 Days (From lnvoice Date)
01/03/2022

PN

Draft

fost 1

010372022

Choose file | No file choson

Anncnmomso Add Fie RL | Tex
Cash Accounting
Schome
[ * Credit Reason | Correction ]

Margin Schome

From

* Supplior

* Supplier VAT ID

* Involce-From Address

* Romit-To Address

* Ship-From Addross

To

Customer

* BIB-To Address

Tost Supplier SH

Test Supplior SH
London Bridge House
London

SE1 085G

Unites Kingdom

Consultancy

Test Supplier SH
London Bridge House
Lo on

SE1 958G

United Kingdom

Tost Supplior SH
London Badge House
London

SE19SG

Unitec Kingdom

Mitie Group Pl

MITIE Group PLC

Lovel 12 The Shard

32 London Bridge Streel
London

SE198G

Unsted Kingdom

* Buyor VAT IDVAT

GBA16706654 + ]

Ship To Address

MITIE Grouwp Pic

The Shard, Level 12

London

SE198G

Ursted Kingdom

Location Code: 0000793607
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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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Lines

Adjustment Type FPrice ~

Type Description
= Test PO
PO Line
G10000000464-1
illing
1400200
Tax,
Ral
0.0%

-100.00

Contract Supplier part number

Total Taxes

Lines Net Tatal
Lines VAT Totals

Tatal VAT

Nt Total

Gross Total

Delete Cancel Save as draft

-100.00

=100.00

=100.00

-120.00

Calculate Suhmﬂ
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How to Create and Submit a Credit Note

 Total VAT
* NetTotal
* Gross Total

If all is correct, click ‘Submit’

Check that the below is correct:
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Lines
Adjustment Type Frice ~
Type Description
=] Test PO
PO Line
G100 04E4-1
Billing
14002001
Tax
Ral
0.0% W

-100.00

Confract Supplier part number

Total Taxes

Lines Net Total
Lines VAT Tolals

Total VAT

Net Total

Gross Total

Delete Cancel Save as draft

-100.00
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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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Are you ready to send?

Coupa is about 1o treate a credit nole on your behall, Please make sure you ara nol attaching
anothar credit note to this transaction as the Coupa generated POF is your and your customar’s
legal eradit note,

Continue Editing | Send Credit Note

Create Replacement Invoice

Do you want to create a new invoice 1o replace the one you just canceled?

5
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How to Create and Submit a Credit Note

@ mitie

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

Invoices

Instructions From Customer

Select Customer Mitie Group Pic - Test Supplier SH

Please select the golden coins icon next to the relevant PO 1o create an associated invoice. Invoices above the PO value are likely to be disputed. If the relevant PO
does not fully cover the invoice, you should review the invoice for correctness and, Iif appropriate, contact the requester identified on the PO who can request a PO
Change. You can contact the requester directly in the comments section of the PO by entering @ and the requesters name and highlighting any PO discrepancy.

Create Invoices @

Create Invoice from PO

Invoice # Invoice Date Created Date Status
Test1CA 27/06/2022 2700612022  Approved

Create Credit Note

Simon's view

fest 1 01/03/2022  23/06/2022 Pending
Approval

None 2300672022  23/06/2022 Draft

PO# Gross Total Unanswered Comments Disput Acti Commented Paid Document Type °
G 10000000464 120,00 GBP No Non No  Credit Note
G10000000464 120.00 GBP No Nore No  Invoice

7 Non No Invoice

G10000000464 1,000.00 Ne
GBp
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