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• Log into the Coupa Supplier Portal 
(CSP) at: 
https://supplier.coupahost.com/ using 
the previously established email 
address and password.

• For best results, Google Chrome is the 
recommended web browser.
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• Click the Orders tab on the 
navigation bar.

• On the Purchase Orders 
screen, locate the PO from 
which the invoice is to be 
created.



Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
© 2020 United Parcel Service of America, Inc. UPS, the UPS brandmark, and the color dark brown tone are trademarks of United Parcel Service of America, Inc. All rights reserved.

Creating an Invoice from a Purchase Order (PO)

10/28/2024 4

• Under the Actions column, 
click on the gold coins     
icon.
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• Suppliers in India will 
encounter the Indian GST 
Council e-Invoicing popup.

• If applicable, suppliers can 
select the Upload response 
JSON file option and upload a 
decrypted response JSON file 
from their computer.

• If not, leave the Use Coupa 
India presentation template 
option selected.

• Click Continue.
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• On the Choose Invoicing 
Details pop up, select or 
add a new legal entity, 
remit-to, and ship from 
address.

• Click Save.
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• In the General Info section, enter a 
unique invoice number in the Invoice 
# field (50 character limit). 

• Verify that the Payment Term field is 
defaulted to the contractually agreed 
upon terms.

• Suppliers can add comments in the 
Supplier Note or Attachments fields.  
Supporting documentation can also be 
added in the Attachments field. 

Note: If there are Miscellaneous line items, 
supporting documentation is required. 
India and UAE suppliers must attach a pdf 
copy of the invoice.

• Click Add.

• Select the correct number from the 
Supplier GSTIN dropdown, if 
applicable.

These fields are 
only visible to 
suppliers in 

India.



Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
© 2020 United Parcel Service of America, Inc. UPS, the UPS brandmark, and the color dark brown tone are trademarks of United Parcel Service of America, Inc. All rights reserved.

Creating an Invoice from a Purchase Order (PO)

10/28/2024 8

• Scroll down to the To section and click 
the magnifying glass next to the Bill To 
Address.

• On the Choose an Address pop up, find 
the appropriate address and click 
Choose.
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• Choose the applicable value 
(C+S, GST, Bill, or RCM) from the 
Invoice Type Code dropdown.
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• Scroll down to the Lines section. 

• Verify the description, unit of measure 
(UOM), and price in the corresponding 
fields. 

• Verify or, if necessary, adjust (lower) 
the quantity (Qty). 
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• Scroll down to the Lines section. 

• Verify the description, unit of measure 
(UOM), and price in the corresponding 
fields.

• Verify or, if necessary, adjust (lower) 
the quantity (Qty).

• Enter the correct number in the 
HSN/SAC field.

• Use the Tax Type dropdown menu to 
select the appropriate value.

Note: The Tax Rate and Tax Amount fields 
will auto-populate once the Tax Type is 
selected.
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• Scroll down and click the Calculate 
button to validate the total amount.

• Once the total is validated and all 
required fields are completed, click the 
Submit button.

• Click Send Invoice on the Are You 
Ready to Send pop up.
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• On the Invoices page, the newly 
created invoice should have a status of 
Processing. 

• Users will be notified of invoice status 
updates via online, email, and/or SMS 
(text) messaging, depending on how 
notifications were set up.

• Got questions? Need help? Email 
supplyline@ups.com for assistance.



THANK YOU
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