
The future of high-performing places

Aug 26

How to set-up your Invoices View in your 

Coupa Supplier Portal (CSP)

1



The future of high-performing places

Invoices

This guide will help you set-up your 

invoice's view in your Coupa supplier 

portal (CSP) to show payment details 

& invoice due date from Mitie by 

creating a new view.

 

Following this setup will enable you to 

view invoice date, document due date, 

paid status and payment information 

to your view.

You will require a CSP account
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Login to your CSP Account

Log into your CSP account 
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Invoices

At the top of your screen click on 

“Invoices” tab.

In the smaller blue bar,

Click on the downward arrow in the View 

box

This will open a dropdown. 

Click Create View at the bottom.
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Create New Data Table View

When you select Create View it will open the Create New 

Data Table View.

In the name field you can call it your company name view 

i.e. ‘Mitie Payment and Due Dates’ as an example or 

whatever you decide what your report name should be.

In the Visibility section you can make the report available 

to just your account or everyone who has access to your 

companies CSP.

Then go to Columns section.
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Create New Data Table View - Columns

By using drag and drop:

In the Available columns section on 

the left you can drag and drop each 

criteria required into the Selected 

columns section. 

Ensure you have these as mandatory 

criteria in the Selected columns, 

Invoice Date, Document Due Date, 

Paid & Payment Information as per 

the example shown.
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Create New Data Table View - Columns

Your Selected columns should look like the example 

shown.

You can drag and drop more options or change the 

order of them as required.

Once you’re happy with your selection scroll to the 

bottom of the page.

Click 
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Invoices – New View

Your new view should be shown on your screen 

with the columns you selected.

To expand your screen click 

You will now see real time information for 

Document Due Dates once your invoice is 

approved. Payment information will also be 

available when Mitie have settled your debt.

 

You will still be able to see all the views by clicking 

the down arrow (see example) to switch between 

Views.
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Supplier support for using the Coupa Supplier Portal (CSP)

1st

2nd

3rd

Coupa CSP Navi is a Coupa “Supplier Assistance Agent” — an AI-powered tool that helps 

suppliers get quick, accurate answers about using the Coupa Supplier Portal (CSP) by drawing 

on Coupa’s official documentation. This is found on the supplier’s account at the bottom right-

hand side of the CSP homepage.

Mitie’s dedicated supplier website with FAQs and guidance for all Mitie’s suppliers. 

Using Coupa | Mitie Suppliers

Coupa is a self-service portal where you can obtain information regarding Purchase Orders, 

invoice due dates , status updates & payment information. Guides are available on the webpage.

Please email askmitieprocurement@mitie.com for any support using the CSP.

 If you have been unable to self-service using the Mitie guides and have an enquiry in regard to 

any invoice/ payment queries, please email accountspayable@mitie.com

https://mitiesuppliers.com/mitie-supplier-faq/using-coupa-2/
mailto:askmitieprocurement@mitie.com
mailto:accountspayable@mitie.com
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Our Dedicated Supplier Website
Mitie has a dedicated supplier website Mitie Suppliers 
You will find lots of How to Guides.

Each section in this document will have reference to How to Guides

 

Click     to expand  

Website address: https://mitiesuppliers.com/mitie-supplier-faq/using-coupa-2/

If you cannot find the help you 

need, please email 

askmitieprocurement@mitie.com 

https://mitiesuppliers.com/mitie-supplier-faq/using-coupa-2/
mailto:askmitieprocurement@mitie.com
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