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Coupa Supplier Portal (CSP) – How to 
Raise an Invoice against a Purchase Order

COUPA in INCHCAPE



CREATING AN INVOICE – PO FLIP

1. Select the Inchcape Entity/ Brand you need to raise an invoice against. You do this by selecting 
from the “Select Customer” Drop Down Box.

2. Find from the list the Purchase Order you wish to invoice against
3. Click on the Gold Coins Icon – this takes you to the create an Invoice Page (see page 3)
4. The Red Coins Icon is for raising a credit note.
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1. Add an Invoice Number 

2. Change the Invoice Date 

THIS IS THE CREATE AN INVOICE PAGE

1. Check the quantity and net value is correct
2. Select your VAT rate
3. Click Calculate to work out the VAT element of the Invoice
4. Click Submit - Invoice Completed

Section 1 Section 2
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