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Quick Reference Guide

RESOLVING A DISPUTED INVOICE
AS YOU MOVE THROUGH THIS GUIDE YOU WILL NOTICE SOME TEXT IS UNDERLINED. THIS MEANS THAT YOU CAN JUMP
STRAIGHT TO THE RELEVANT SECTION FOR YOU.

Powersd by #,COUPA Step 1

When IRT dispute an invoice, you

it will receive an e-mail notification.
Invoice #465423423654dd has been marked as Disputed by IRT -
TEST This notification will advise why the
- invoice has been disputed and
Your Invoice 465423423634dd has been marked as disputed by your customer, IRT - TEST. PrOVidES yOU access to |0g into
Dispute Reason(s) your Coupa Supplier Portal to

. 'I;]his is a duplicate Invoice already paid or approved for payment.. Please CANCEL resolve the dispute,

this invoice.

Date 20230207 Select the Log in Now OR View

Online button.

Additional Comments: Duplicate invoice, please submit a credit note

Plzase review the Invoice that you've submitted as it has been disputed by IRT - TEST. After
you've comrected the reasons for the dispute, you can submit a new Invoice for approval

Manage your invoices and more with Coupa
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s +
Insight Opportunity Collaboration
srzcoupa supplier portal JOANNE v | NOTIFICATIONS @ = HELP v Step 2

HoAme Profile Orders Service/Time Sheets ASN Invoices Catalogues Payments Business Performance Sourcing Add-ons O n ce I ogge d i n to CO u p a S u p p I ie r
Setup . . .
Portal, click on the invoices tab

Grow Your Business with
Coupa

Get Noticed by Companies Spending Billions.

([0 Wew: Excusi dscounts o your busiess o tnankyau for beng  parto e Goupa Communy

Action needed: Complete your profile (o get paid faster and get discovered Leam More Announcements viewai

Puofile Py ¢ lindated
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Invoices Step 3

Instructions From Customer

(Example ot - s is s on your Compary Informaion stup page nd il dislayed for GSP and SAN spplsson s Invoie st ) 1. Inyour list of invoices, refer to
Create Invoices @ .
the Status column to find the

Create Invoice from PO Create Blank Invoice Create Credit Note
Disputed invoice.
Emm T — e—
Twic?  CrestedDete Status  PO¥ Toal  Unanswered Comments Disput resson we | 2. Review the dispute reason

MixedGST123  13/1/23 Approved  None 605.00 No .
| aup 2 located in the column called
465423423654dd 10/1/23 Disputed None 5500AUD No This is a duplicate Invoice already paid or approved fol .

payment. Please CANCEL this neice Dispute reason.
687457687as  10/1/23 Draft None -6,10500 No

AU - 3. Select the icon located under

5468797643 1011723 Draft None 55.00AUD No /0 . .
TestFailedEmail 10/1/23 Disputed None 55.00AUD Yes Invalid or missing PO reference E the ACtIons CO|umn to begln
12345ab 51723 Disputed  None 5.50AUD  No Aftachment missing or in incorrect format = resolving the disputed inVOice.
_ Step 4
Total Taxes P
You will be given two options to
Lines Met Totsl 40.00 . . . .
e s resolve the disputed invoice:
1. Void - If the invoiceis a
o o duplicate or has already been
paid, use this option.
2. Correct invoice — If the invoice
Total Tax 4.00 .—
_ is incorrect and needs
Met Totz 40.00 . .
amendment, use this option.
Total 44.00

Scroll to the bottom of the invoice
to make your selection.

Vaid Comect Invoice

OPTION 1 -VOID

Void Invoice Step 1

You have chosen to void this inveice in disputed status. Once voided, this invoice will be archived Once yOU have SEIECtEd ”VOid,
and will not be sent to the buyer team for review for payment. Please confirm if you would like to

continue? select the Yes button in the pop up
to continue to void the invoice.

This will void the invoice in IRTs
system and no further action is

[ R | required nor will payment occur on
Invoice #  Created Date Status PO# Total Unanswered Comments. Dispute reason Actions th|$ inVOice
MixedGST123 131123 Soiusdone 60500 No ’
AUD
4654234236540 10/1/23 Voided one 55.00 AUD No This is a duplicate Invoics already paid or approved for The invoice will Update to "VOided"
payment. Pleass CANCEL this invoice.
pme wew TR <a_| status in your Coupa Supplier
Portal.
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OPTION 2 — CORRECT INVOICE

Invoice #xyz =t

Geperal INfo
*Invoice # | xyz

nvoice Date | 4/1/23

Payment Term 14D

Date of Supply | 411723

#Currency | AUD »
Delivery Number

Status Draft

Image Sean [ Choose file | No file chosen

Supplier Note

From
* Supplisr 350HR Solution
* Supplier ABN | 11111111111 »

* Invoice-From Address 350

* Remit To Address

* Ship-From Address

s Pty Lta

Instructions From Customer

Create Invoices @

Perpage 15 | 45 | 90

{Example text - this is set on your Company Information setup page and will be displayed for CSP and SAN suppliers on the Invoice list page}

4
Attachments ) Add File | URL | Text _
[¢]
Customer
*Customer Address
* Buyer ABN
Ship To Address No addr
Visit 1D
Lines
Type Description aty uom e @
o - . 42.0U
Qty ~ et spproval 2 1 Esen
PO Line Service/Time Sheets Line Gontract Upplier part number
WO Number ClientID & Name

9 2

2|

Create Invoice from PO Create Blank Invoice Create Credit Note
ol
Invoice # Status. PO# Total Unanswered Comments  Dispute reason
Pending Approval 4550AUD  No
Voided 5500AUD No

Price different from PO/Contract or Catalog

Actions

Step 1

Once you have selected Correct
Invoice, the invoice will move to
edit mode.

At this point you will need to
update the invoice number so it is
unique. You can add ADJ (for
adjustment) to the end of the
invoice number that is populated.

Make any necessary adjustments
to quantity, price, GST, description
etc.

Once all adjustments have been
made, scroll down and select the
“Submit” button.

Step 2

A new invoice will be submitted
back to IRT for approval.

IRT will manually void the original
incorrect invoice.
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