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RESOLVING A DISPUTE

1. From the Invoices tab, select the Inchcape Entity/ Brand you need to raise a correction against. You do this by selecting from the “Select 
Customer” Drop Down Box.

2. You can change the view options to only show disputed invoices Click the drop down box and choose Disputed – Any invoices Disputed by 
Inchcape will always have comments included advising of the reason for the dispute.

3. Find from the list, the invoice you wish to credit and click on the resolve icon, under Actions. This will take you to the invoice you submitted 
previously. 

4.       Once you are in the invoice page you will see the below options available to you.

5.       Once you have decided how you would like to resolve your disputed invoice, scroll to the bottom of the invoice and under the ‘Gross Total’ of              
the invoice, you will see the option to either ‘Cancel invoice’ or ‘Adjust’, 
6.       To ‘Cancel Invoice’, please continue to Page 3
7.       To ‘Adjust’ the invoice, please continue to Page 4
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CANCELLING AN INVOICE

1. Insert a Credit note number
2. Insert a Credit note date
3. Insert the original invoice number
4. Insert the reason “Resolve Dispute” 

1. Select the ‘Adjustment Type’
2. Check the quantity and net value is correct
3. Select your VAT rate
4. Click Calculate to work out the VAT element of the 

Invoice
5. Click Submit – Credit Note is completed
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ADJUSTING AN INVOICE

1. Insert a Credit note number
2. Insert a Credit note date
3. Insert the original invoice number
4. Insert the reason “Resolve Dispute” 

1. Select the ‘Adjustment Type’ as Price not Qty
2. Check the quantity and net value is correct
3. Select your VAT rate
4. Click Calculate to work out the VAT element of 

the Invoice
5. Click Submit – Credit Note is completed
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Useful Contacts 

Invoice/ Payment Queries - Enquiries.AccountsPayable@inchcape.co.uk

Supplier Statements - SupplierStatements@inchcape.co.uk

Inchcape Coupa Queries - GlobalCoupa.Support@Inchcape.com

You can also visit https://www.inchcape.co.uk/suppliers/

Where you will find additional guides and support.
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