
Supplier Instructions on 
How to create an Invoice by 
Supplier Actionable 
Notification (SAN)

Mar 2023



Creating and Submitting a SAN Invoice 



How Create and Submit a SAN Invoice
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You as a supplier to Mitie should have received 
an PO by email with a PDF PO as an attachment

To do a PO Flip into an Invoice without 
registering on for Coupa CSP
Click on Create Invoice 
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You will now have to accept the Coupa’s Terms of use 

Click 



How Create and Submit a SAN Invoice

11

Click 

The first time you use it you will get this PO up If you don’t 

get this po up continue to create Invoice

Populate the following,

• Country/Region – change from US if your UK based

• Registered company legal name – must match your registered name with 

company’s house

• Type of Company – i.e., Telecoms

• Remit to address (line1, City & Postcode)

• Tax registration 

• Tax Country/ region – change from US if your UK based

• VAT ID

• Bank Info is not mandatory

Click Create and Use
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Create Invoice (AMT/Price or QTY based POs)

The Invoicing screen opens



How Create and Submit a SAN Invoice
Your PO will be either Amount or Qty based

Amount:  Usually used for POs relating to services.  More 
that one invoice can be submitted against a Purchase Order.  
As you may need to submit more than one invoice you will 
find that the price can be changed according to the value of 
the invoice that you wish to submit

Qty Usually used for POs relating to goods.  A Single 
invoice may be submitted against such purchase orders and 
the Qty field cannot be changed

Note:  If you find you are not able to invoice against the PO 
(i.e. due to a QTY PO being issued and not able to change 
the price) you must contact your Mitie requester by adding 
a comment against the PO asking them to cancel the PO 
and re-raise an AMT based PO.  You are unable to create an 
invoice with a greater value than the PO

17



How Create and Submit a SAN Invoice

Invoice # – enter the invoice number from your ERP system

Invoice Date – must be the same as your invoice date 
otherwise it could affect your payment terms if it’s not 
changed

Buyer VAT IDVAT - Ensure Buyer VAT IDVAT is GB for UK
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If you have multiple lines on a PO, you are able 
to adjust the Amount price against each line.  
You may also remove the lines that you do not 
wish to invoice against this time by clicking the 

Taxes – Select the correct Tax Rate in the drop 
down

If you select an ‘Exempt’ tax rate, a reference 
box is displayed

In the Tax reference box start typing exempt 
and it will start to show exception options from 
which you can make a selection
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Taxes - 0%, Exempt and Reverse Charge

• 0%.

• The tax reference can be left blank 

• Exempt 

• In the Tax Reference type E and select an option

• Reverse Charge

• In the Tax Reference type C and select an option

Note: You can only have one VAT rate per line (if PO is one line, you can only PO flip one invoice line, if you invoice 2 VAT rates you need 2 lines on the PO)

Always click calculate to check the invoice values before you submit as mistakes can not be changed without a credit note and re-invoice.

In the VAT drop down select the relevant VAT  – Options depending on country, UK are 20%, 12.5%, 5.0%, 0.0% Exempt and Reverse Charge 



CIS Invoices

• CIS is Construction Industry Scheme each supplier must select if their invoice is in scope or out of scope.

• CIS invoices can be submitted by the CSP. It is the responsibility of the supplier to indicate the labour cost of the service
they provide and indicate the tax treatment by selecting “Reverse Charge” as the correct Tax Rate.

• Submission warnings will guide the supplier to ensure they provide the correct information on the invoice.

• Note: CIS gross status suppliers supplying materials only, select CIS related cost to In Scope, set “0 pence" Labour and use 
Reverse Charge (Tax) to ensure the invoice is automatically processed
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Click ‘Calculate and you will see that the 
Tax total align with the VAT status that you 
selected

Review the invoice that you have created 
and the entries that you have made.  If this 
aligns with the invoice in your ERP system 
click ‘Submit’

Against ‘Are you ready to send?’ click ‘Send 
Invoice’

Your invoice has now been submitted to 
Mitie, The status will be Pending approval 
until its been validated then it will update to 
Approved which means its ok2Pay 20
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