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Submitting an invoice

Quick Reference Guide

GUIDE TO SUBMITTING AN INVOICE AGAINST A BLANKET PURCHASE ORDER
You can invoice using your Coupa Supplier Portal account. This is IRTs preferred method of

invoicing.

This guide provides the step by step actions required to submit your invoice against a blanket

(bucket) purchase order.

A blanket purchase order (PO) can be a single line that covers an extended period of time or it could
have multiple lines split out to cover each month in the extended time frame. The lines are designed
to allow you to invoice multiple times against the appropriate invoice line.

Mowing for John Smith - April 23
Mowing for John Smith - May 23
Mowing for John Smith - June 23
Mowing for John Smith - July 23

0 None =
Example
multi-line
blanket PO

Example
IRTO077736 8/3/23 Issued None Lawn Mowing Services Jan 23 to Jun 23 None =E=
) blanket PO =
for J Smith
IRTO077546 2/3/23 Issued MNone Mowing for John Smith - March 23 S

,zcoupa supplier portal

Home Profile Orders Service/Time Sheets ASN Invoices

-

Setup

Catalog

Step 1
Navigate to your “Orders” tab in
your Coupa Supplier Portal.

Purchase Orders

Instructions From Customer
{Example text - this is set on your Company Information setup page and vill be displayed for CSP and SAN suppliers on the Purchase Order list page)

Click the “= Action to Invoice from a Purchase Order

Exportfo ~

view B\

~ [l search

0

PO Number Order Date Status Acknowledged At Items

IRTO077736 8/3/23 Issued None Lawn Mowing Services Jan 23 to Jun 23 No None

T RSSTET T FeCTom

o

Step 2

In the orders tab, find the correct
PO by searching in the Purchase
Orders table.

Mouing for John Smith - April 23
Wouing for John Smith - May 23
Wowing for John Smith - June 23
Moving for John Smith - July 23

ford it You can use the “View” drop down
IRTO077546 2/3/23 Issued  None Mowing for John Smith - March 23 No None &,
Moring o Jt SeithAgr 23 = | toreduce the number of purchase
Mowing for John Smith - May 23
R e e orders, or use the search bar to
Mowing for John Smith - July 23
assist finding the correct PO.
Purchase Orders Step 3
Instructions From Customer . . . . .
{Evample ot i st s Company e s pge s il e iy o G5 and S5 scpplers o s Futchse o i pge] If you are invoicing a multiple line
Click the “= Action to Invoice from a Purchase Order blanket PO' Check Wh|Ch |ine you
71| wantto invoice.
PO Number Order Date Status Acknowledged At ltems Unanswered Comments Total Assigned To Actions
IRTOOT7736 8/3/23 Issued None Lawn Mowing Services Jan 23 to Jun 23 No None 25
IRT0077546 213123 Issued None Mowing for John Smith - March 23 No None 3@

For example —in this screenshot,
we will invoice the month of April
which is the second line listed.
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Purchase Orders Step 4
Instructions From Customer . . .
{Example text - this is set on your Company Information setup page and vill be displayed for GSP and SAN supplirs on the Purchase Order list page) Click on the g0 Id coin icon to the
Click the "= Action to Invoice from a Purchase Order r|ght of the PO that W|” be
1) invoiced
PO Number OrderDate Status Acknowledged At ltems Unanswered Comments  Total Assigned To Actions
IRTO077736 813723 lssued  None Lawn Mowing Services Jan 2310 Jun 23 No None .

for J Smith

IRT0077546 213123 Issued None Mowing for John Smith - March 23 No None
Moving for John Smith - April 23
Mouing for John Smith - May 23

Mowing for John Smith - June 23
Mowing for John Smith - July 23

. Step 5
Create Invoice creze

The invoice has now been created

n and reflects the PO information.
o- General Info

Enter the following information
* Invoi 9100 : .
Invoice # : @ | into the General Info section
* H jar . .
Invoice Date | 8/3/23 1. Enter your invoice number.

2. Enter the invoice date

3. Enter the supply date

4. Upload your invoice document
*Currency | AUD ~ by selecting the “Choose file”
beside the “Image Scan”.

Payment Term 14D

Date of Supply | 8/3/23

Delivery Number

Status Draft

Image Scan | Choose file |No file chosen

Supplier Note

Attachments @) Add File | URL | Text

_________________________________________________________________________________________|
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Lines Step 6
Type Description Price 0.00 [x)
= Hoving for o vt 000 ‘ Scroll down to the lines section of
PO Line Service/Time Sheets Line Contract Credit Line the invoice
IRT0077546-1 'O Clear - None 'Q
Supplier part number WO Number Client ID & Name In Step 3 we IdentIfIEd WhICh Iine
o we wanted to invoice, in this
Bilng o roto example it was the second line.
Scroll to the second line and enter
ST Rate GST Amount Tax Reference your price, if quantity is required,
. 0.00 enter quantity-
If you need to double check you
= —— o| | have the correct line, click into the
= Mowing for John Smith - 200.00 ZOO OO . . .
Description and use your right
T;)TLD:;EW“ e S%lt\{\taﬁ\ma Sheets Line Contract C\:etluLQine arrow to SCI‘O” across to see the fu”
description.
Note — if you invoice the wrong
line, your invoice may be rejected.
Lines Step 7
Type Description Price [x] .. . . .
& Vi o Jo St 0 ooke | As the remaining invoice lines are

not required, these need to be
deleted to enable you to submit
your invoice.

PO Line ServicelTime Sheets Line Contract Credit Line
IRT0077546-1 ,O Clear ne N

Supplier part number WO Number Client ID & Name

Locate the & at the end of each
invoice line that has not been
updated with a price and/or
quantity.

Select the e to delete the lines
that are not required.

You should only have the one line
remaining that has the price and/or
quantity.
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Supplier part number

Billing
10113-307015-1050-01-0

Taxes

GST Rate

100%

WO Number
Nane

GST Amount

2000

Type Description Price 200.00 [x)
= Mowing for John Smith - 200.00 .

PO Line Service/Time Sheets Line Contract Credit Line

IRT00775462 O Clear None o None O

Client ID & Name
None

Tax Reference

Step 8

On the remaining line update the
GST rate to reflect the required
GST charge.

@ AddLine ) PicklinesfromPO @) Pick lines from Contract

Total Taxes
Lines Net Total 200.00
Lines GST Totals 2000
Shipping
€t - 0.000

Tax Reference

Total GST 2000
Net Total 20000
Gross Total 220.00

Saveasdn ==

Step 9

Scroll to the bottom of the invoice
and select the calculate button to
ensure the gross total is correct.

Tax Reference

Total GST 2000

Net Total 20000

Gross Total 220.00
Delete Cancel Save as draft Calculate m

Delete Cancel

@ AddLine ) Picklinesfrom PO @ Pick lines from Contract 001 Toves Step 10
s T T S0 Select the submit button.
Shipping
ol v 0.000
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Are you ready to send?

Coupa is about to create an invoice on your behalf. Please make sure you are not attaching another
invoice to this transaction as the Coupa generated PDF is your and your customers legal invoice

Continue Editing

Step 11

A pop up will confirm that you
want to send the invoice. Hit the
Send Invoice button.

Home

Setup

Profile Orders ASN

Service/Time Sheets Invoices  Citalogues  Payments

Orderlines  Retums  Order Changes  Order Line Changes  Order Header Confimations  Deliveries

Verify Your Account

Coupa Verified makes your account more visible to and trusted by
thousands of customers.

Get Verified

4 You have 1 customer announcements related to Orders (IRT - TEST) View All Announcements

Invoices

Instructions From Customer

Select Customer

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

Create Invoices @

Business Performance

IRT- TEST

Sourcing  Ad|

The invoice is now submitted to IRT
to approve. You can monitor the
status in your Invoices table
located in the Invoices tab.

You can submit as many invoices
that you need against the relevant
month. For example if you provide
two services per month, you can
submit two invoices against the
monthly line.

Create Invoice from PO Create lnvoice from C Create Blank Invoice Create Credit Note

view [ v [ searcn B |
Invoice#  Creatdd Date Status  PP#  Total  Unanswered Comments Dispure reason Actions
9100a 8323 Processing  IHI0077545 22000 No
AUD
o P Peni \BT007756 16500 N
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