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Create an invoice from a PO 
1. Log in to CSP https://supplier.coupahost.com/sessions/new. 

2. Go to the Orders page or, on the Invoices page, click on the Create Invoice from PO button above the table 
to go to the Orders page. 

 

3. On the Orders page, do one of the following: 

o Click on the Create Invoice  icon for the PO in the Actions column of the Purchase Orders table. 

 

o Click on the PO Number link to open the purchase order and click on the Create Invoice button. 

https://supplier.coupahost.com/sessions/new
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4. Add new or choose existing invoicing details, that is, add or select an invoice from, remit-to, and/or ship from 
address. 

When you select a legal entity, the popup displays the Invoice From addresses available for your legal entity. 
In case of multiple Remit to addresses, you might see multiple Remit-To and Ship From addresses. 
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If you do not have a legal entity, you need to add one by clicking on the Add New link or on the 

add/plus  icon. You are guided through creating your legal entity. For more information, see Set up Legal 

Entities. 

The selected or newly created legal entity is added to your invoice. 

5. On the Create Invoice page, fill in at least the mandatory fields (marked with a red asterisk) in your invoice. 
Some of the fields are pre-populated with information from the PO.  Then click on Submit. 

 

https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers/coupa-supplier-portal/set-up-the-csp/financial-setup/set-up-legal-entities
https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers/coupa-supplier-portal/set-up-the-csp/financial-setup/set-up-legal-entities

