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Coupa Supplier Portal (CSP) 

HOME 

Creating and submitting invoices  



CSP Purchase Order (PO) email 
HOME 

1 CSP PO email 

1.1 
In your Purchase Order email, click on the 

‘View Order’ button to view your PO. 

1.1 



CSP Log In  
HOME 

2.1 

2.2 

2.3 

2 
Enter your login credentials to login 

to your account. 

2.1 Your email address. 

2.2 Password. 

2.3  Click on ‘Log In’. 



Creating an invoice 
Purchase Order (PO) 

3.1 

3.2 

3 Purchase Order (PO) 

3.1 Click on the ‘Orders’ tab in the CSP. 

3.2 
Click on the ‘PO Number link’ to 

open the purchase order. 

Refer to guide (07_CSP Managing Purchase 

Orders) for steps on managing POs  

HOME 



HOME 

3.3 

Your PO presents. 

View the details of your Purchase Order 

(PO). 

3.4 

Scroll to the bottom of your PO and click 

on the ‘Create Invoice’ button to start 

creating your PO.  

3.3 

3.4 

Creating an invoice 
Purchase Order (PO) 



Creating an invoice 

4 Orders Tab 

4.1 Click on the ‘Orders’ tab in the CSP. 

4.2 

Click on the ‘Create Invoice’ icon of 

the PO in the Actions column of the 

Purchase Orders table. 

4.1 

4.2 

Orders tab 
HOME 



 5 Invoices tab 

5.1 
Click on the ‘Invoices’ tab in the 

CSP. 

5.2 
Then, click on the ‘Create Invoice 

from PO’ button. 

HOME 

5.1 

5.2 

Creating an invoice 
Invoices tab 



2.2 

5.3 

You PO presents in the PO table. 

Click on the ‘Create Invoice’ icon for 

the PO in the Actions column of the 

Purchase Orders table. 

CSP: Creating an invoice 
Invoices tab 

HOME 



Compliant invoicing ‘Terms of Use’ 

6 Compliant invoicing 

6.1 
If the Terms of Use has not been signed 

yet or there is an updated version of the 

‘Terms of Use’, you are prompted to 

review and accept it. 

6.2 
Click on ‘I accept’ to accept the Terms of 

Use. 

HOME 

6.1 

To use the CSP and to allow Coupa to create invoices on your behalf when you use compliant e-invoicing, you must accept the 

Coupa Open Business Network legal Terms of Use. Otherwise, you cannot create and submit invoices through Coupa and the 

CSP. 

 

The legal terms of use lists the terms and conditions for using e-invoicing through Coupa and the CSP. You as a supplier, 

especially if you are responsible for managing legal tax invoices, are required to have read, assessed, and agreed to these 

terms of use and to be aware of your responsibilities towards the content and handling of these invoices. 

 

To issue a legal compliant invoice, you need to set up a remit-to address for a compliance country. When you use a compliance 

country remit-to address for the first time, Coupa validates if you have signed the latest terms of use.  

6.2 

Electronic Invoices submitted or generated via Coupa 

or the Coupa Supplier Portal (CSP) are legally 

compliant documents. Suppliers need not create 

invoices generated using their own systems. 



Create an invoice 

7 Create an Invoice 

7.1 

Complete invoice ‘General Info’ 

• Invoice number 

• Invoice Date 

• Date of Supply 

• Select the currency 

• Delivery Number  (if applicable) 

• Upload attachments (if applicable) 

Note: All the mandatory fields are 

marked with an Asterix. 

7.2 

The ‘From’ field contains details of your 

legal entity; i.e. 

• Supplier name 

• Supplier VAT ID 

• Invoice-From Address 

• Remit-To Address 

• Banking details 

• Ship-From Address 

Note: This would have been completed 

when setting up your legal entity. If not 

configured, refer to guide (03_CSP Add 

a Legal Entity) for more information 

HOME 

7.2 

7.1 



Create an invoice 

7.3 
The ‘To’ Field contains the buyer’s 

details; 

• Bill-To Address 

• Buyer VAT ID 

• Ship To Address 

HOME 

7.3 



Create an invoice 

7.4 

Scroll down to view and edit your line 

items. 

 

To delete a line item from your invoice, 

click on the delete icon. 

7.5 
Use the quantity field to edit the quantity 

of the items.  

7.6 

Note: Service providers will have a 

service start and end date in their line 

items. 

7.7 
Click on the VAT Rate dropdown arrow to 

select the applicable rate. 

HOME 7.4 

7.5 

7.6 

7.7 



Create an invoice 

7.8 

7.9 7.10 

7.8 
The ‘Gross Total’ displays at the bottom of 

the invoice with Total Taxes. 

7.9 
Click on the ‘Delete’ button to erase the 

invoice. 

7.10 
Click on the ‘Cancel’ button to withdraw the 

draft invoice. 

7.11 
Click on the ‘Save as draft’ button to edit 

and submit at a later stage. 

7.12 
Click on the ‘Calculate’ button to determine 

the total value of the invoice. 

7.13 
Click on the ‘Submit’ button to send the 

invoice to TFG for processing. 

7.14 

To send a message to the requester, in the 

comments field, enter your message in the 

field provided. 

7.15 

Click on ‘Add Comment’ to send a 

message or to respond to a message sent 

to you regarding your invoice.  

7.11 7.12 7.13 

7.14 
7.15 

HOME 

The comments functionality serves as a means for direct communication with TFG. This can be used at any time to communicate relevant information to TFG. 

Comments will be seen by anyone in TFG with access to the invoice. 



Create invoice 

7.16 

Confirmation screen appears after 

clicking the submit button.  

 

Click ‘Send invoice’ to submit your 

invoice. 

7.17 
A green bar appears confirming your 

submission. 

7.18 

Get the status of your invoice by 

checking the status column on the 

invoice table. 

7.16 

7.17 

7.18 



Creating an invoice 
Create an invoice from Contract 

8.1 

8.2 
8.3 

8 Create an invoice from contract 

Suppliers who have contracts with TFG will be able to 

create an invoice from contract instead of a purchase 

order. 

8.1 

Click on ‘Create Invoice from Contract’ 

above the invoices table. 

Note: Should you not have a contract with 

TFG, this button will be greyed out. 

HOME 

8.2 
Select the relevant contract 

from the dropdown list. 

8.3 Click on the ‘Create’ button. 



Create invoice 

9.2 

9.1 

9 Create an Invoice 

9.1 

Complete invoice ‘General Info’ 

• Invoice number 

• Invoice Date 

• Date of Supply 

• Select the currency 

• Delivery Number  (if applicable) 

• Upload attachments (if applicable) 

Note: All the mandatory fields are 

marked with an Asterix. 

9.2 

The ‘From’ field contains details of your 

legal entity; i.e. 

• Supplier name 

• Supplier VAT ID 

• Invoice-From Address 

• Remit-To Address 

• Banking details 

• Ship-From Address 

Note: This would have been completed 

when setting up your legal entity. If not 

configured, refer to guide (03_CSP Add 

a Legal Entity) for more information 

HOME 



Create invoice 

9.3 

Click on the search icon to choose the ‘Bill-to Address’. 

 

Note: More than one Bill-To address is presents as a contract could be 

linked to more than one TFG legal entity. Please select the requester of 

goods/services correct Bill-To address. 

 

It is important that the correct Bill-To address is selected as the 

requestor must RECIEPT the goods in order for your invoice to be 

approved and processed. 

9.3 

9.4 

HOME 

9.4 

To select the correct 

address, click on 

‘Choose’. 



Create invoice 

9.5 

9.5 
Click on the dropdown menu to 

select the correct ‘Buyer VAT ID’. 

HOME 



Create invoice 

9.6 
Enter the requesters email in the 

field provided. 

9.7 
Enter the requesters name in the 

field provided. 

9.6 

9.7 

HOME 



Create invoice 

9.8 
9.9 9.10 

9.8 
Type in the ‘Description’ of the item 

in the field provided. 

9.9 
Update the quantity using the field 

provided. 

9.10 
Update the ‘Unit of Measure’ by 

selecting from the dropdown list. 

9.11 
Select the applicable VAT rate from 

the dropdown list 

9.11 

HOME 



Create invoice 

9.15 9.16 9.17 9.18 

9.12 
Click on ‘Add Line’ to add an additional 

line item. 

9.13 
The ‘Gross Total’ displays at the bottom 

of the invoice with Total Taxes. 

9.14 
Click on the ‘Delete’ button to erase the 

invoice. 

9.15 
Click on the ‘Cancel’ button to withdraw 

the draft invoice. 

9.16 
Click on the ‘Save as draft’ button to edit 

and submit at a later stage. 

9.17 
Click on the ‘Calculate’ button to 

determine the total value of the invoice. 

9.18 
Click on the ‘Submit’ button to send the 

invoice to TFG. 

9.12 

9.13 

9.14 

HOME 



Create an invoice 

9.19 

Confirmation screen appears. Click 

‘Send invoice’ to submit your 

invoice. 

9.20 
A green bar appears confirming your 

submission. 

9.21 

Get the status of your invoice by 

checking the status column on the 

invoice table. 

9.19 

9.20 

9.21 

HOME 



Invoice status’ 

1. Draft The invoice has been created, but it has not been submitted to your customer yet. 

2. Pending approval The invoice is currently under review by the AP department. 

3. Processing 
This status is visible for a few seconds after invoice submission. This happened while Coupa is creating an invoice 

PDF of behalf of the supplier. This is only a technical status. 

4. Approved The invoice has been accepted for payment by our AP department. 

5. Disputed 
Invoices with a disputed status are invoices with information that our AP department does not agree to, needs 

clarification on, or finds incorrect. 

6. Abandoned The disputed invoice has been abandoned. 

7. Voided 
Something is wrong with the invoice. An invoice can be voided if it was issued in duplicate or has already been paid 

for through an earlier invoice. 

8. Paid Your invoice has been paid. 

HOME 



NON-Coupa Supplier Portal (CSP) 

HOME 

Creating and submitting invoices  



Non-CSP Purchase Order (PO) email 
PO email 

1 PO email 

1.1 

In your Purchase Order email, click on the 

‘Create Invoice’ button to start creating 

your invoice. 

1.1 



Compliant invoicing ‘Terms of Use’ 

Compliant invoicing 

1.2 
If the Terms of Use has not been signed 

yet or there is an updated version of the 

Terms of Use, you are prompted to 

review and sign it. 

1.3 
Click on ‘I accept’ to accept the Terms of 

Use. 

1.2 

To allow Coupa to create invoices on your behalf when you use compliant e-invoicing, you must accept the Coupa Open 

Business Network legal Terms of Use. Otherwise, you cannot create and submit invoices through Coupa. 

 

The legal terms of use lists the terms and conditions for using e-invoicing through Coupa. You as a supplier, especially if you are 

responsible for managing legal tax invoices, are required to have read, assessed, and agreed to these terms of use and to be 

aware of your responsibilities towards the content and handling of these invoices. 

 

To issue a legal compliant invoice, you need to set up a remit-to address for a compliance country. When you use a compliance 

country remit-to address for the first time, Coupa validates if you have signed the latest terms of use.  

 

1.3 



Create Remit-To Address 

1.3 

To update the ‘Invoice-From details on 

your invoice, click on the ‘Create New 

Remit-To’ button. 

1.4 



Create Remit-To Address 

1.3 

1.4 

Another pop-up window appears prompting you to 

update 

1.3  

Your ‘Company Information’ including  

• Country/Region 

• Registered company legal name 

1.4 • Your address 



Create Remit-To Address 

1.5 

1.6 

1.5 

Scroll down to update your ‘Tax 

Registration’ details. 

Note: The VAT ID is a mandatory field 

1.6 

Update your Banking Information 

Note: The Bank Name & the Bank Account 

Number are mandatory fields. 

1.7 
Once all the fields have been completed, 

click on the ‘Create and Use’ button. 

1.7 



Create invoice 

2.2 

2.1 

2 Create an Invoice 

2.1 

Complete invoice ‘General Info’ 

• Invoice number 

• Invoice Date 

• Date of Supply 

• Select the currency 

• Delivery Number  (if applicable) 

• Upload attachments (if applicable) 

Note: All the mandatory fields are 

marked with an Asterix. 

2.2 

The ‘From’ field contains details of your 

legal entity; i.e. 

• Supplier name 

• Supplier VAT ID 

• Invoice-From Address 

• Remit-To Address 

• Banking details 

• Ship-From Address 



Create invoice 

2.3 
The ‘To’ Field contains TFG details; 

• Bill-To Address 

• Buyer VAT ID 

• Ship To Address 

2.3 



Create invoice 

2.4 

2.4 
Update the quantity using the field 

provided. 

2.5 
Select the applicable VAT rate from 

the dropdown list 

2.5 



Create invoice 

2.6 
The ‘Gross Total’ displays at the bottom 

of the invoice with Total Taxes. 

2.7 
Click on the ‘Delete’ button to erase the 

invoice. 

2.8 
Click on the ‘Cancel’ button to withdraw 

the draft invoice. 

2.9 
Click on the ‘Save as draft’ button to 

edit and submit at a later stage. 

2.10 
Click on the ‘Calculate’ button to 

determine the total value of the invoice. 

2.11 
Click on the ‘Submit’ button to send the 

invoice to TFG. 

2.12 
Select the checkbox to have status 

updates for invoices emailed to you. 

2.12 

2.6 

2.7 2.8 2.9 2.10 2.11 



Create invoice 

2.13 

Confirmation screen appears. Click 

‘Send invoice’ to submit your 

invoice. 

2.14 
A green bar appears confirming 

your submission. 

2.15 

Get the status of your invoice by 

checking the status column on the 

invoice table. 

2.13 

2.14 

2.15 



THANK YOU 
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