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Our Dedicated Suppl

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 BESEETERXNEN to expand

Introduction to the Coupa Supplier Portal (CSP)

What is the CSP?

provide you with full vi of th

the service incurs no fee for you to pay.

How do | login to the portal?
Click on the image below to login to the CSP.

« Bookmark the link/add it to your favourites tab

¢ The email address used to login should be the same as the
primary contact held on Mitie’s Vendor Master

« |f you already use Coupa with other customers, please

provide an email address for your current CSP administrator.

(coupa

Login

all customers who u:

platform wil

uicker process. No

Who can | contact for support?

Please emall askmitieprocurement@mitie.com for any support
using the CSP, our friendly team are happy to help guide you
through the process

You can also find help and information on the Coupa website,
please click here to visit,

How to manage / setup your CSP

How o Register & Setup your CSP Account
» 000/1430 .

B Qlick for How to Guides

+ How to manage your preferved language in your CSP

How to Invoice Mitie

Depending on the volume and frequency of transactions there are multiple ways you can iwolce via Coupa, you can either choase:

1. The Coupa Supplier Portal
2. Supplier Actionable Notifications (please refer to the how-to-guide below)

Before vaice Miti, ple: at you have read t < that are isted In the menu below for your country.

make sure that you downioad the most up-to-date version®

B Click for How to Guides

* UK CIS and VAT Guide
. Guide

. W VAT Guide
*  Gibraltar VAT Guide

er Vebsite

Supplier Maintenance (SMT)

& New Suppliers
& Existing Suppliers

& Managing your company information with Mitie

Source to Contract (S2C)

Participate in eAuctions

ing and eAuc

How to Guides

Website address: https://mitiesuppliers.com/mitie-supplier-fag/using-coupa-2/
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If you cannot find the help you
need, please email
askmitieprocurement(@mitie.com

@ mitie



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

My screen show a Coupa 30-day Free Trial

Invoices and Orders —When you click on
Invoices or orders for the first time you may
see this Page

Go To “Select Customer” change it to Mitie
Group PLC to see your Invoices screen for
Mitie

Remember: Coupa with Mitie it is free to use,

you don’t need to sign up to any subscription
services with Coupa to work with Mitie.

The future of high-performing places

£.xcoupa supplier portal ANTHONY ~ | NOTIFICATIONS @ | HELP

ﬁ Orders Business Profile Setup Service Sheets ASN Sourcing Forecasts Catalogs Community More.

Invoices Lines Payment Receipts Advanced

Invoices Select customer | All (Offered by Advanced) v

“View All Customers” Is exclusively offered through the Advanced Subscription @ Q Y

You currently don't have Coupa Advanced.

Sign-up for your 30 day trial today!

Start Free Trial

Or Purchase Coupa Advanced




Can you add users to my CSP account!?

Mitie cannot add users to your Companies CSP account.The CSP
belongs to your company and we at Mitie do not have access to it.

Supplier must manage their users.This can be found in Setup on
your CSP homepage.

To add a user there are 2 options,

* If they do not have a CSP account registered to there Email —
Invite user

* If they have a CSP account registered to there email — Merge
requests

The guide will take you through the process How to Manage Users

£,zcoupa supplier portal

F Invoices Orders Business Profile

Service Sheets Items ASN Sourcing

sivoN~ | @ | HELP -~

Forecasts More...

and Merge Requests in your CSP or refer to our related guide on
our dedicated Supplier VWebsite
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Admin  Connection Requests

Admin users

o T

‘Worker Portal Access
User name Email

Merge Requests

Simon Hunt simon.hunt@mitie.com

Merge Suggestions
Requests to Join
Fiscal Representatives

Additional CaaS
Information

Early Pay Discounts
SFTP Accounts
GXML Errors

sFTP File Errors (to
Customers)

sFTP File Status (from
Customers)

OAuth2/OpenlD
Connect Clients

Perpage 5110115

‘Status

Active

Permissions

ASNs

Admin

Catalogues

Community

Early Payments
Forecast Planner
Inventory

Invoices

NAVI Access

Qrder Changes

Order Line Confirmation
Orders

Payment Method Admin
Payments

Profiles

Restricted Worker Access
Restricted Worker Assignment
Access

Service Sheets
Sourcing

Supplier Dashboard

ASNs

Admin
Catalogues
Early Payments

Order Changes
Order Line Confirmation
Orders

Payment Method Admin
Payments

Profiles

Service Sheets
Sourcing

Supplier Dashboard

Customer Access Purpose Actions

Mitie Group Plc - None Edit
STRAKER TECH UK
LIMITED_0000642139

Mitie Group Plc - SRCL None Edit
LTD_0000601291

Mitie Group Plc -
Vodafone PLC Test Site
Mitie Group Plc -
Filmtek Ltd

Mitie Group Plc - Test
Supplier SH

Mitie Group Plc -
RICHARD
BROOM_0000549617

@ mitie


https://mitiesuppliers.com/wp-content/uploads/How-to-Manage-Users-or-Merge-Requests-in-your-CSP-May-24.pdf
https://mitiesuppliers.com/wp-content/uploads/How-to-Manage-Users-or-Merge-Requests-in-your-CSP-May-24.pdf
https://mitiesuppliers.com/mitie-supplier-faq/using-coupa-2/

My Multi Factor Authentication (MFA) is not

working, can Mitie reset it!

Link to supplier Guide How to set-up your two-Factor Authentication in your CSP

Multi Factor Authentication (MFA) is a Coupa requirement. If your MFA
code is not recognised, please try the options below,

* Use One of your Backup codes, these would have popped up during the
MFA setup process, which you saved in a safe place.

* If you have more than one user on your companies CSP account, ask
the other user to go to setup, find your user account, click edit and see
if you have the “Disable MFA” option at the bottom.

* If you cannot use any of the above, you will need to contact Coupa
Support directly to have your MFA reset. Use the Chat icon in the
bottom righthand corner of your CSP screen

Please Note: Mitie does not have access to reset MFA for suppliers

The future of high-performing places

Save Your Backup Codes

Backup codes are the only way to restore access if you
lose access to your authenticating phone or app.

Keep these somewhere safe but accessible

gSpDgg 8cwKDg
aB9sMA DiUIAA

aJiARA Gx0vbQ

You can only use each backup code once

These codes were generated on August 07, 2023

Download m

Cancel Deactivate User Disable MFA

S



https://mitiesuppliers.com/wp-content/uploads/How-to-setup-Two-Factor-Authentication-May-24.pdf
https://mitiesuppliers.com/wp-content/uploads/How-to-setup-Two-Factor-Authentication-May-24.pdf
https://mitiesuppliers.com/wp-content/uploads/How-to-setup-Two-Factor-Authentication-May-24.pdf
https://mitiesuppliers.com/wp-content/uploads/How-to-setup-Two-Factor-Authentication-May-24.pdf
https://mitiesuppliers.com/wp-content/uploads/How-to-setup-Two-Factor-Authentication-May-24.pdf

Coupa Pos, the differences between qty & amount-
based Pos including invoicing rules

Mitie has 2 different types of Pos which are issued,

Amount based PO Lines — for services / blanket orders Type

Only a price box is available, A supplier can submit multiple invoices against an amount-based PO = until the value of the PO has been
consumed. If you go over the PO amount the invoice is auto disputed. If you know the PO does not have enough funds, contact your mitie
business contact or Requester to get the PO uplifted.

1 | Type ltem Price Total
=] TEST 100.00 100.00

Qty Based PO Lines - goods only e

You will see these types of Pos have a QTY = | unit, Price and total. A supplier can submit only one invoice against qty of one. If you go
over the PO qty the invoice will be auto disputed. If you know the PO does not have enough funds / Qty contact your mitie business
contact or Requester to get the PO uplifted. Mitie does not accept QTYs as a fraction i.e. |.4 or 0.4 and your invoice will be Disputed.

1| Type tem Qty Unit Price Total
g Test QTY line 1 Bag 1,000.00 1,000.00

The future of high-performing places . mitie



We have changed our address or Bank details on
the portal, has this updated Mitie Group PLC!?

£xcoupa supplier portal swon v | (@) | HeLP v
0 Invoices Orders Business Profile Payments Service Sheets tems  ASN Sourcing Forecasts Setup More...

If you have recently updated any of your company [ Test Supplier SH

information i.e. company name, address or Bank details on

your CSP profile, this does not automatically update Mitie Recent Activity v @] | Announcements

Group PLC, you must email vendormasterdata@mitie.com (s s e s e ) .

and adVise them Of your Changes° :w‘:’:;;::tli'g:::ﬁd([?TEC‘|UKLIMITES_C'UC'U{BJZJ.?B-IUDUG-GBP-\Iulpdld-BueﬁgdaysaguA ppppppp o

To update your company insurances, you will need to U 23rie Oes  7oulestes 19 Comections

request an Insurance update form, please email
askmitieprocurement@mitie.com

The future of high-performing places
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My legal entity is blank

Invoices and Orders —When Creating an invoice for the
first time and you get this screen, it can mean a couple of
things

Z,coupa supplier portal SIMON v NOTIFICATIONS @  HELP

ﬁ Orders Business Profile Payments Service Sheets Items ASN Sourcing Forecasts Setup More...

Invoices Invoices Lines Payment Receipts

Select customer  Mitie Group Plc - SRCLLTD_0000

|.  You have not set up a Legal entity in your CSP

2. You have multiple Legal entities/Payment methods with
Mitie Group Plc as a customer

3. Your Legal Entity / Payment Methods do not have Mitie
Group Plc as a linked customer

Choose Invoicing Details

*Legal Entity Select v @ Add New

*Remit-To Select v

* Ship-From Address Select ~

Please refer to our related guide ,How to set up Legal entity
& Payment Methods guide on our dedicated Supplier Vebsite

To access legal entities, payment methods you may need to
have MFA (Multifactor authentication) set up

(Screenshot is an example only)

The future of high-performing places


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

My legal entity is blank

Legal Entities — Please refer to
Legal entity Guide

If your Legal Entity is blank

Click Create

Related Guides

Please refer to our related guide
,How to set up Legal entity &
Payment Methods guide on our
dedicated Supplier VWebsite

Z,zcoupa supplier portal ANy~ | @ | HELP -
ﬁ Invoices Orders Business Profile Payments Service Sheets Items ASM Sourcing Forecasts Setup More...
Business Profile Profile Submissions Legal Entities Payment Methods Information Reguests Performance Evaluation
Legal Entities
Create Qv

Legal Entity Name

Test Supplier

Perpage 5| 101 20

Invoice From Address

32 London Bridge Street.
London, England, SE1
956G, United Kingdom

Tax ID Linked Payment Method  Payment Information

GB:GB1234567389 Bank Account Any Bank
shssssssamAssar L ETE

If your legal Entity is blank you will need to click Create and follow the process using our related Guide.

If your legal Entity is not showing any Customer’s, you can add them on Payment Methods.

Customers

Mitie Group Plc

Its recommended you have one legal entity with one Linked Payment method and one bank transfer in payment methods in your CSP otherwise you
have keep selecting remit to etc when invoicing.

The future of high-performing places
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https://mitiesuppliers.com/mitie-supplier-faq/using-coupa-2/

My legal entity is blank

Payment methods ‘
gwcoupa supplier portal vy | @ | HELP-

ﬁ Invoices Orders Business Profile Payments Service Sheets ltems ASN Sourcing Forecasts Setup More...

Ensure you have one payment

. N Business Profile Profile Submissions Legal Entities Payment Methods Information Requests Performance Evaluation
method Bank Transfer with Mitie -
customer.
@ Sharing process for Bacs has started. We will notify you by email if there are any issues with the sharing.
Add Payment Method - v Q
Re I ated G u id es Payment Method Payment Method Name Country Currency Linked Legal Entity Shared With Customers Payment Method Status Actions
@ Bank Transfer ~ Bacs United Kingdom GBP Test Supplier Mitie Group Plc (Active ) ) E@:& |

Please refer to our related guide
,How to set up Legal entity & Porpage 5110 | 20
Payment Methods guide on our

dedicated Supplier VWebsite

If your Payment method is not showing Mitie group PLC as a “Shared with Customers”, Click G2 in the actions column and select the customer’s, you
was to associate with that payment method.

The future of high-performing places . mitie
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My legal entity is blank

Click on Business Profile and then Legal
Entities

You will see your Legal Entity set up
If you see there are 2 linked Payment methods,
Please follow the next steps

Hover over your company name (in Blue) and
click on the pencil

Legal Entity Name Invoice From A

TEST SUPPLI... / 32 London Bridge

London, England
TEST SUPPLIER SH . .
9SG, United King

The future of high-performing places

zecoupa supplier portal any v | @ | HELP v

ﬁ Invoices Orders Business Profile Service Sheets Items ASN Sowurcing Forecasts Catalogues Setup More...

Business Profile Profile Submissions Legal Entities Payment Methods Information Requests Performance Evaluation

Legal Entities

Create Qv
Legal Entity Name Invoice From Address  Tax ID Linked Payment Method  Payment Information  Customers
TEST SUPPLI... 32 London Bridge Street, GB:GB123456789  Remit-To Address 32 London Bridge Mitie Group Plc
London, England, SE1 Street, London,...
9SG, United Kingdom Bank Account Any Bank Mitie Group Plc
Ty

Perpage 51101 20




My legal entity is blank

The Edit Legal Entity pop-up opens

Go down to the bottom and untick Remit-To-
Address

Remit-To Address N

Please enter the address to which you receive in-person payments.

() Same as Invoice-From Address

Manage

() Paymentinformation and customer connections can be modified on the Payment Methods page. Click here to make changes.

Cancel Delete Legal Entity m

Click €3

The future of high-performing places

Edit Legal Entity X
Legal Entity Name * Country/Region *
TEST SUPPLIER SH United Kingdom -

Tax Registrations
Country/Region * VAT ID *
United Kingdom - GB123456789

(O Idon't have a Tax ID Number

Additional Company Information
Type of Company * () Board of Directors (1)

Ltd

Invoice From Address R

Please enter the address that you inveice from or the address where you receive posted and in-person payments.

Country/Region * Address Line 1 * Address Line 2
United Kingdom - 32 London Bridge Street ®
City * State Posteode *
Londan England - SE1 956
Inveice-From Code (7} Preferred Language
English (UK} -
Ship-From Address R

Please enter the physical address that your goods are shipped from. This can be a warehouse address.

@ same as Invoice-From Address

Remit-To Address N

Please enter the address to which you receive in-person payments.

Same as Invoice-From Address

(©) Payment information and customer connections can be modified on the Payment Methods page. Click here to make changes.

Cancel te Legal Entity m

<




My legal entity is blank

You will now see that you have one Linked
Payment Method

Your setup is now complete

The future of high-performing places

£,zcoupa supplier portal

ﬁ Invoices Orders Business Profile Service Sheets

ltems ASN Sourcing Forecasts Catalogues

any~ | @ | HELP -

Setup More...

Business Profile Profile Submissions Legal Entities

Legal Entities

Create

Legal Entity Name

TEST SUFPLI...

Perpage 51101 20

Invoice From Address  Tax ID

32 London Bridge Street, GB:GB123456783
Londan, England, SE1
95G, United Kingdom

Payment Methods

Linked Payment Method

Bank Account

Information Requests Performance Evaluation

Payment Information  Customers

Any Bank Mitie Group Plc
sresesesasa s sETE




How do | add CIS to my invoice

* It’s the supplier’s responsibility to inform Mitie if you are Registered for Construction Industry Scheme with HMRC.You must email
vendormasterdata@mitie.com and notify them your company is registered for CIS giving them your Unique Tax Reference (UTR).
They will update your Mitie supplier record accordingly.

*  We have dedicated guides on how to submit CIS and non-CIS invoices for CSP and SAN methods. These can be found on Supplier
Website

* It is your responsibility (the supplier) to indicate when your invoice relates to a project that is In Scope for CIS and value of labour
cost of the invoice lines is provided, (Gross Status with HMRC, please complete the labour field for the full value of the supply).

*  You must indicate the Tax Rate by selecting “Reverse Charge” and populate Tax Reference legal statement’s by selecting one of the 2
CIS Tax reference options.

Type  Description Price

v
1 & CIS UAT TEST SCRIPT 19 ITEM 1,000.00 1,00000
PO Line Contract Supplier part number Commoeodity
G10000000772-1 Landscaping Manual Tools & X ~
Commodity Default Applied
UNSPSC Credit Line CIS related cost? CIS Labour Cost

None O

~

In Scope 500

Select whether this invoice line is In Enter the value of CIS Labour Costs
Scope for Construction Industry on this line
Scheme deductions.

The future of high-performing places
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How do | add CIS to my invoice

* CIS Registered suppliers - CIS Related Cost? — select In Scope for supplies
that relate to a project that is within the scope of the CIS scheme (In Scope)

* CIS Labour Cost Box - It is the responsibility of the supplier to indicate the
CIS labour cost of the project (see the options below),

* Non-Gross Status - you must provide the Labour Cost for the Invoice
Line l.e. (Net cost less Materials = CIS Labour Cost).

* Non-Gross Status Materials only - If the invoice line is materials only
and no labour cost involved, enter 0.01

* Gross Status with HMRC - please complete the labour cost field for the
full value of the supply for the Invoice Line l.e. (Labour cost plus Materials =

CIS Labour Cost)

CIS related cost?

q pe
In Scope (In Scope)
Out of Scope (Out of Scope)

CIS Labour Cost
100.00

Enter the value of CIS Labour Costs on this
line.

CIS Labour Cost
0.01

Enter the value of CIS Labour Costs on this
line.

CIS Labour Cost
100.00

Enter the value of CIS Labour Costs on this
line.

Submission Blockers and warnings will guide you to ensure you provide the correct information on your invoices.

The future of high-performing places
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How do | add CIS to my invoice

* In the VAT Rate drop down select the relevant VAT — Options in the UK are 20%, 5.0%, 0.0% Exempt, Reverse Charge and Out
of Scope

* Reverse Charge In the Tax Reference box type “C” and select one of the relevant legal statements,

» CIS suppliers have 2 options shown below,

CS — 20% construction reverse charge - VAT: you must account for VAT at 20%
CR — 5% construction reverse charge - VAT: you must account for VAT at 5%

Taxes

VAT Rate VAT Amount Tax Reference

CR - 5% construction reverse charge - VAT: you must account for VAT at 5%

CS — 20% construction reverse charge - VAT: you must account for VAT at 20%

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 cannot be changed without a credit note and re-invoice.

The future of high-performing places



Buyer Vat ID field is blank

Invoices —VWhen you are processing an invoice and the the Buyer VAT IDVAT
field is blank, you must click the drop-down unieéd Kingdom
and select the relevant Mitie VAT number.

* Buyer VAT IDVAT v
Suppliers must ensure that the correct Mitie Buyer VAT Id is selected when
processing invoices. Ship to Address Level 12 The Shard
When supplies are being delivered to a UK site, the Mitie VAT ID will be United Kingdom

GB416706654.

(
* Buyer VAT IDVAT | 4

When supplies are being delivered to a non-UK site, such as Germany, the TPTY GB416706654
Mitie VAT ID will be DE367524157 Ry

: : e N DE367524157
Since there is no VAT regime in Gibraltar, please note the correct Mitie Buyer

VAT ID is "GIBRALTAR". CY99000247Y
IT10550711211 14

GIBRALTAR
Work Order ID ).

(Screenshot only for reference you may not get all options listed)

The future of high-performing places . mitie



| Get a Reverse Charge Warning

Invoices and Orders —VWhen
processing an invoice which has 0% VAT Warning from Mitie Group Plc
you will get this pop-up message.

This Invoice has the following warnings:

If you have selected 0% vat rate you can

ignore this warning and click submit * You have select VAT Rate "Reverse Charge" without Tax Reference. Please refer to the “Tax Reference” and
select the relevant reference. Non-UK vendors should note that there is a free text option available to
populate the required statement.

If you invoice has Reverse charge the Tax -
SWO01- You have selected VAT Rate "Reverse charge” you must select the relevant Tax Reference to

Reference must be updated by typing populate the legal statement. Refer to www.mitiesuppliers.com for the UK CIS and VAT Guide. If you have
“C” and select one of the relevant legal selected VAT Rate "0%" please ignore this warning.

statements,
Continue Editing

The future of high-performing places



How can | see my payment date?

You can set-up your invoices view in your Coupa supplier portal (CSP) to show Document due date, paid status and payment details from
Mitie on the same view.

This will process will add Invoice date, Document Due Date, Paid status and Payment information to your view.
* Document Due date = Invoice payment date
* Paid = If yes invoice has been paid

* Payment Information = The payment Date and amounts

To set up your CSP to show this information please see our guide : How to set-up your Invoices View in your Coupa Supplier Portal
(CSP) Inc Payment Due Date Refer to our related guide on our dedicated Supplier VWebsite How to manage Disputed Invoices

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 Create Credit Note
Invoice # Invoice Date Created Date Status PO # Gross Total Unanswered Comments Dispute reason  Actions Paid Payment Information g
| Tesls 1234 14/03/2024  14/03/2024  Draft  G10000360053 10.00 GBP  No 7O No
CISTEST050324F 12/03/2024  12/03/2024 Draft G10000360053 12.00 GBP No l/ 0 No
CISTEST050324E 12/03/2024  12/03/2024  Approved G10000360053 12,00 GBP  No No
CISTEST050324D 11/03/2024  11/03/2024 Approved G10000360053 10.00 GBP  No No
CISTEST1103C  11/03/2024 11/03/2024 Approved G10000360053 100.00 GBP No No
CISTEST1103B  11/03/2024  11/03/2024  Approved G10000360053 100.00 GBP No No
CISTEST1103A  11/03/2024  11/03/2024 Pending G10000360053 100.00 GBP Yes No
Approval
None 11/03/2024  11/03/2024 Voided  G10000360053 1,000.00 No No
GBP

The future of high-performing places

CISTEST050324B 05/03/2024  05/03/2024 Draft G10000360053 100.00 GBP No _/ 0 No


https://mitiesuppliers.com/wp-content/uploads/How-to-setup-your-Invoices-View-inc-payment-due-date-May-25-1.pdf
https://mitiesuppliers.com/wp-content/uploads/How-to-setup-your-Invoices-View-inc-payment-due-date-May-25-1.pdf
https://mitiesuppliers.com/wp-content/uploads/How-to-setup-your-Invoices-View-inc-payment-due-date-May-25-1.pdf
https://mitiesuppliers.com/wp-content/uploads/How-to-setup-your-Invoices-View-inc-payment-due-date-May-25-1.pdf
https://mitiesuppliers.com/wp-content/uploads/How-to-setup-your-Invoices-View-inc-payment-due-date-May-25-1.pdf
https://mitiesuppliers.com/mitie-supplier-faq/using-coupa-2/
https://mitiesuppliers.com/wp-content/uploads/How-to-Resolve-Disputed-Invoices-May-24.pdf

Why is my invoice in dispute and what do | need to do!

When the status of an invoice changes to "Disputed", notification will be sent via email and via the Coupa Supplier Portal (based on your
notification preferences). Supplier must resolve disputed invoices are per our guidance.

Invoice # Invoice Date Created Date Status PO # Gross Total Unanswered Comments Dispute reason Actions Paid Payment Information
1858423 31/08/2023  08/09/2023 Disputed NO0O100318833 38,008.60 No Invoice amount greater E No
GBP than PO.

Disputed Invoices are mainly where there are not enough funds on the PO for your invoice/s, Coupa will automatically dispute your
invoice if there is not enough value/ QTY left on the PO for your invoice. (The full table of Disputed reasons are available in our guide)

This could be for some of the reasons listed below,

*You are charging for more than the PO.

*You have submitted multiple invoices already, but your disputed invoice takes it over the PO value/ Qty.You as a supplier will need to
work out why your invoice is disputed, check the PO value and what invoices you have submitted against the PO already. In all cases you
as a supplier will have to click the resolve button in the invoices section to Credit the disputed invoice.

Please Note:

* Mitie does not process disputed invoices for payment until you resolve the dispute.

* If an invoice has been submitted in error and has been put in disputed status, you must use the resolve button [= to create a
cancellation document (Credit Note) against this invoice or in some cases it gives you the void option.

Refer to our related guide on our dedicated Supplier VWebsite How to manage Disputed Invoices

The future of high-performing places . mitie



https://mitiesuppliers.com/mitie-supplier-faq/using-coupa-2/
https://mitiesuppliers.com/wp-content/uploads/How-to-Resolve-Disputed-Invoices-May-24.pdf

How do | see what | have invoiced against a PO?

If you want to see what you have invoiced
against a PO in your CSP account. On the

Invoices or invoice lines tabs, go to the search Invoices
box
Instructions From Customer
searﬂh .rc} 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 FO by entering @ and the requesters name and highlighting any PO discrepancy.
Create Invoices @

Add the 6 / 7 digits of the PO number and click - A R
v

Showing results for 434261 %

434261 P
Invoice # Created Date Status PO # Gross Total Unanswered Comments Dispute reason Actions
I INV _smoke2  19/12/2025 Approved NOO100434261 1,800.00 GBP No
INV_smokel 19/12/2025 Voided NOO100434261 1,800.00 GBP No
This will bring back all invoices relating to that Porpage 151 45 1 90

PO number, this will enable you to check what
you have invoiced against that PO number.

This could help when you get disputed invoices.

The future of high-performing places



My dates are showing as American date format

Scroll to the bottom of your screen

Invoice # CISTEST050324D Approved 12 Mar
Select your required Language from the pop Mitie Group Plc - SRCL LTD_0000601291 s 10.0 « GBP s Not paid s Due 79 days ago
up
You can change your CSP language, click on
the language button (English (UK) shown Two-factor Join Requests Merge Linked
bel OW) Security Suggestions Customers
0 of 1 Users 0 Users 7 Duplicates 4 Connections

Once you select the required Language you Dansk (Danmark) I
will see your CSP account update Deutsch (Belgien)

Deutsch (Deutschland)

Deutsch (Luxemburg)

Deutsch (Schweiz)
Note: if your account was English (US) and Deutsch (Osterreich)
you change to English (UK) you will notice W Engish (Australa)
the date formats change to UK format from _English (Canada)
US format) BA Engiish (UK)

© 2006-2024 Coupa Software Incorporated
Related Guide Privacy Policy - Terms of Use
How to manage your preferred Language in
your CSP.

The future of high-performing places
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