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Invoices View

How to set-up your Invoices View in your Coupa Supplier Portal (CSP)

This guide will help you set-up your invoices view in your Coupa supplier portal (CSP) to show payment details from Mitie on the same view

This will process will add Invoice date, Paid status and Payment information to your view.

Invoices

Instructions From Customer

Please select the golden coins icon next to the relevant PO to 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, if 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

Export to - A\ Simon's view ~ - Search ,Ol

Invoice # Invoice Date Created Date Status

I Tests 1234 14/03/2024
CISTESTO050324F 12/03/2024
CISTEST050324E 12/03/2024
CISTEST050324D 11/03/2024

CISTEST1103C  11/03/2024
CISTEST1103B  11/03/2024
CISTEST1103A  11/03/2024

None 11/03/2024

CISTEST0503248 05/03/2024

14/03/2024 Draft
12/03/2024 Draft
12/03/2024 Approved
11/03/2024 Approved
11/03/2024 Approved
11/03/2024 Approved
11/03/2024 Pending
Approval
11/03/2024  Voided
05/03/2024 Draft

PO # Gross Total
G10000360053 10.00 GBP
G10000360053 12.00 GBP
G10000360053 12.00 GBP
G10000360053 10.00 GBP
G10000360053 100.00 GBP
G10000360053 100.00 GBP
G10000360053 100.00 GBP

G10000360053 1,000.00
GBP

G10000360053 100.00 GBP

Create Credit Note

Unanswered Comments Dispute reason Actions Paid Payment Information e

No ‘/ 0 No
No ‘/ e No
No No
No No
No No
No No
Yes No
No No
No 70 No

You will require a CSP account



CSP

Log into your CSP account.

g,zcoupa supplier portal

;= TN AR e
Login

* Email
Simon.hunt@mitie.com

* Password

nnsanene

Forgot your password?

New to Coupa? CREATE AN ACCOUNT

& Secure




‘Invoices’ £rzcoupa supplier portal SIMON ~ | NOTIFICATIONS HELP

: Home Profile Orders Service/Time Sheets ASN Invoices Catalogues Payments Business Performance Sourcin Add-ons
In the big blue bar at the top of your screen = . . .
click on Invoices Setup
Invoices Invoices Lines Payment Receipts
In the smaller blue bar,
CI ICk On the downward al’rOW In the VIeW 4 You have 1 customer announcements related to Invoices (Mitie Group Plc) View All Announcements
box
Select Customer Mitie Group Pl - Test Supplier SH -
Invoices
nmente Disniite reasnn
Instructions From Customer
Please select the golden coins icon next to the relevant PO to 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, if appropriate, contact the requester identified on the PO who can request a PO
Th IS WI I I Open a d rOdeWI"I . 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 @
Click Create View at the bottom.
Create Invoice from PO Create Credit Note
l B
o e Export to view [ ~ I Search g |
n
:‘ Abandoned |
' | Invoice # Created Date  Status PO # Gross Total Unanswered Comments Dispute reason Actions
A d
R I CR-DWP 22/02/2023  Approved B01200001095 -120.00 GBP  No

| Credit notes

Disputed

Disputes with a supplier response
Disputes without supplier response
Draft

! Overdue invoices

Payment Information

Pending Approval

Processing

Simon's view f

SRCL view

T - S -

Unpaid invoices
Voided

Create View




‘Create New data Table view’

Once you click create view it will open the
create view data table

In the name field you can call it your
company name view i.e. Simon’s View as an
example.

Visibility you can make it available to just
your account or everyone who has access to
your companies CSP.

Then go to Columns section.

nvoices

Profile  Orders  Service/Time Sheets  ASN

Invoices Lines  Payment Receipts

4 Youhave 1 related to |

Invoices  Catalogues Payments  Business Performance  Sourcing  Add-ons

-

Create New data table view
General

Name
Visibility @ Only Me
O Everyone

Start with view  All

Conditions

Match Conditions Match all conditions ~
Filter By | Invoice # ~ |Filter Clause  is
Columns

(Mitie Group Plc) View All Announcements

Select Customer Mitie Group Plc - Test Supplier SH

Add group of conditions

~ Filter Text o

Drag columns to the right to select, to the left to unselect and vertically to change column order.
You can also use your keyboard to modify the selected columns. Use TAB to focus and ENTER to move a column to or from the
Selected Column list. To reorder, use SPACE to grab an item and then UP or DOWN to move it. Press SPACE again to drop the item

or ESC to cancel the reordering

Available columns Selected columns
Commented Invoice #
Comments Created Date
Date Of Supply Status
Date Of Supply PO#

Dalivery Numbar Gross Total




‘Columns’

By using drag and drop

In Available Columns find Invoice date
and drag and drop it under Invoice #

in Selected columns.

Next find Paid & Payment Information
then drag and drop them at the bottom of

Selected Columns

Selected columns

Invoice #

Invoice Date

Created Date

Status

PO #

Gross Total
Unanswered Comments
Dispute reason

Actions

Paid

Payment Information

Columns

Drag columns to the right to select, to the left to unselect and vertically to change column order.
You can also use your keyboard to modify the selected columns. Use TAB to focus and ENTER to move a column to or from the
Selected Column list. To reorder, use SPACE to grab an item and then UP or DOWN to move it. Press SPACE again to drop the item

or ESC to cancel the reordering.

Available columns

Commented
Comments

Date Of Supply

Date Of Supply
Delivery Number
Disputed Date
Document Type
Invoice Date

Last Updated Date
Linked document
Original Invoice Date
Original Invoice Number
Paid

Payment Information

Payment Term

Selected columns

Invoice #

Created Date

Status

PO #

Gross Total
Unanswered Comments
Dispute reason

Actions




‘Columns continued’
Your Selected columns should look like the
example shown.

You can drag and drop more Options or
change the order of them.

Once you happy with your selection scroll to
the bottom.

Click Save

Available columns

Comments

Date Of Supply

Delivery Number
Disputed Date

Last Updated Date
Linked document
Original Invoice Date
Original Invoice Number
Payment Term

Document Type

Selected columns

Invoice #
Invoice Date
Created Date
Status

PO #

Gross Total
Unanswered Comments
Dispute reason
Actions
Commented
Paid

Payment Information




‘View’

Now your view should be shown on your
screen with the columns you selected.

To expand your screen click °

You will now see real time information on
when Mitie make payments for your
invoices.

Create Invoices @

Create Invoice from PO

Create Credit Note

v . Search

2]

# Invoice Date C d Date Status PO # Gross Total Unanswered Comments Dispute reason  Acti Ci d Paid Pay Infor °

ICR- DWP 22/02/2023 22/02/2023 Approved B01200001095 -120.00 GBP No one No

Inv3  22/02/2023  22/02/2023 Approved B01200001095 120.00 GBP No Invoice amount None No
greater than PO.

Inv DWP  22/02/2023 22/02/2023 Approved B01200001095 2,400.00 No Non No

GBP

In2 22/02/2023  22/02/2023 Disputed B01200001094 600.00 GBP No Invoice amount E None No
greater than PO.

Test 22 22/02/2023 22/02/2023 Approved B01200001094 1,200.00 No None No

For all Coupa supplier help and guides Click here for Mitie Suppliers website.



https://mitiesuppliers.com/mitie-supplier-faq/using-coupa/

