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You can create a credit note in multiple ways.

a) Either from the invoice screen selecting create

credit note; this will pop up a new screen asking

for which invoice the credit note should be created

and if the invoice should be completely cancelled

or only adjusted.

b) By navigating to the Purchase order and

clicking on the red coin stack.

b

a
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Fill out all fields marked with the

red asterisk *
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Verify that the line level amount

is negative
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Click on submit if all is filled in
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Coupa will ask for a confirmation

before sending out the Credit

note.

After sending out the Coupa

Credit note, Coupa will ask if you

need to create a replacement

invoice. If you click on yes, you

will be brought to the screen

allowing you to create a new

invoice for the original PO. The

same can be done by clicking on

No, navigating to the PO and

clicking on the gold coin stack.
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