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Flipping a Purchase Order into an Invoice



For Internal Use Only | Company Confidential

Coupa Supplier Guide
PO flip

When reviewing a PO, you can click on the create invoice button at

the bottom to flip the PO into an Invoice.

The same screen can be reached by clicking on the gold coin stack

on the orders tab
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Fill out all fields marked with

the red asterisk *

Make sure you select or enter

your remit to address when

prompted by the pop up box.

If you missed this or forgot, you

can click the magnifying glass

to the right of the address

fields.
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Please select the VAT rate from the drop

down menu which applies to the

respective line item.

VAT Amount will be automatically

calculated. Please note that it is a

mandatory field.

If applicable, use the Tax Reference

section to provide justification on the

selected VAT Rate.
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Add any additional costs at the bottom of

the invoice, and click on calculate to

update the invoice total with the changes

you added
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After clicking on submit, coupa will ask

you to confirm before sending the invoice.

Once invoices have been 

received/reviewed the status will updated 

automatically.
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After the invoice is in Approved status, the

invoice will be paid by Sherwin Williams
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