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Coupa Supplier Guide
Creating reports

1. To extract a report, navigate to the tab you

£,ecoupa supplieuta[ SUPPLIER v = NOTIFICATIONS @ | HELP -
want to generate a report from.

Home  Profile  Orders  Service/Time Sheets ASN  Invoices  Catalogs  Business Performance  Sourcing

-

Add-ons  Setup

2. Click on the Create view tab to add a new view if the
data you want to extract a report from is not already
mentioned in the views list.

Create Invoice from PO Create Credit Note

VG Al v Wl Search L2

All

Invoice # Created Date Status PO # Total Unanswe Abandoned son Actions
I 21234 09/11/23 Approved  DEP00535930 169.40 EUR No APW?VECI
Credit Notes
None 09/11/23 Draft DEP00535930 140.00 EUR No Disputed ,/ 0
Disputes with a supplier response
None 09/11/23 Draft DEP00535930 140.00 EUR No Disputes without supplier response ,/ Q
1234 09/07/23 Approved  ESS00535928 968.00 EUR No Drait N
Overdue invoices
1717171 09/05/23 Approved  DEP00535927 363,000,000.00 EUR No Payment Information
Pending Approval
171716 09/05/23 Approved = DEP00535927 84,700.00 EUR No Processing
ATA717  09/05/23 Approved  DEP00535927  84,700.00 EUR No Unpaid invoices
1717 09/05/23 Approved = DEP00535927 169.40 EUR No Create View
123CN  09/05/23 Approved  DEP00535927 -169.40 EUR No
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Select Customer Sherwin-Williams

Create New data table view
Genera

= |

Visibility @ Only Me
() Everyone

3. Give your view a name, add conditions if
desired, select the columns you want to view
and add a sort order. Congitions

C | i C k O n SaVe O n Ce yo u are d O n e = Match Conditions | Match all conditions ~ Add group of conditions
o

Start with view | All ~

Filter By  Invoice # ~ |Filter Clause | is ~ | Filter Text

Columns

Drag columns to the right to select, to the left to unselect and vertically to change column order.

You can also use your keyboard to modify the selected columns. Use TAB to focus and ENTER to move a column to or frem the
Selected Column list. To reorder, use SPACE to grab an item and then UP or DOWN to move it. Press SPACE again to drop the
itern, or ESC to cancel the reordering.

Default Sort Order

‘ Sort by ~ | in | ascending ~ | order. \

Cancel m
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answe

3

Abandoned N
Approved

. Credit Notes
4. To extract the report, select the view you want B
to extract the data from the CSP Dot PRerEspense

Overdue invoices
Payment Information
Pending Approval
Processing

Unpaid invoices
Voided

Create View

5. Click on the export to menu and select the file 'W

format you prefer. CSV plain (current columns) ati
You now have your data in a format aIIowing you I CSV for Excel (current columns) br
to extract reports from. Excel (current columns)
Legal Invoice (zZip) i
INOne U9l 11125 praft
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