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1. There are several reasons an invoice can be disputed by

the PO Owner or Accounts Payable:

The invoice does not match what is on the PO. This

could be a quantity issue or a price issue.

The invoice does not have appropriate tax rate

How will I know if the invoice is disputed?

You will receive an e-mail notification with the invoice

number and the dispute reason (see right).

Any disputed invoices will also show in your To Do and

Notifications tab on the Coupa Supplier Portal.
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From the invoice page on the CSP, find your disputed

invoice and click the “Resolve” button in the Actions

column.

This will take you to the invoice.

You can also click the “View Online” button in the dispute e-mail or enter

through the notifications tab and you will be taken directly into the invoice.

Once in the invoice, you can click the “Cancel invoice” button to create a

full credit note against the previous invoice or click the “Adjust” button to

create a partial credit note.

By clicking this

“Resolve” button for a

disputed invoice, you

will be taken to the

invoice to fix the issue

why it was disputed.
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There are two options when resolving an invoice namely a full or partial credit note. Follow these steps for a full credit

note:

1. Cancel Invoice: Always fully cancel the disputed invoice by clicking “Cancel Invoice”. Give this full credit note a Credit

note # and make sure that it is a Credit Note for the same amount as the original Invoice.

After clicking cancel invoice, a credit note window appears.

2. Please create a new credit note # (never exceeds 16 characters). You can select an adjustment type (quantity, price or

other) but this will not have different effects on your credit note as you are canceling the full amount of the invoice invoice.

You will not have the possibility to change neither the quantity nor the price.

Coupa Supplier Guide
Disputed invoice – Full credit note
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3. Click on submit and send credit note. After cancelling the disputed invoice, a box will show up asking to “Create a new

invoice to replace the one that you have just canceled.” CLICK NO

4. Go back to the order tab and find the purchase order. Click on the yellow coins to create manually a new invoice

associated to that PO

5. When creating the new invoice, make sure that you give it a new Invoice # (never exceeds 16 characters) and resolve

the issue why the previous invoice was disputed. Once you have created the new invoice with the issues resolved, click on

submit. Assuming there are no other issues, this will resolve the dispute and the invoice will flow into the payment process
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There are two options when resolving an invoice namely a full or partial credit note. Follow these steps for a partial credit

note: Click on Adjust to create a partial credit note

1. Fill in all information just as any invoice/credit note creation. Make sure the length of your Invoice # and Credit note # never exceeds 16

characters

2. The amount of the partial credit note should be less than the total amount of the invoice. Verify also that the amount is negative.

You can select the adjustment type before submitting the credit note :

a) If you select quantity, only the field “Qty” will be editable. This should be selected in cases for which the discrepancy

is related to the quantity

b) If you select price, only the field “Price” will be editable. This should be selected in cases for which the discrepancy is related

to the price

c) If you select other, both fields “Qty” & “Price” will be editable.
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