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Finding Invoices and Payments in Coupa

Find Invoices
1. Find an invoice by searching all invoices via Invoices tab
2. Find an invoice from the purchase order (PO)

Invoice Details
1. Invoice header
2. Invoice lines
3. Invoice payment details

If you wish to verify if a purchase order has been paid, an invoice must be submitted against the 
purchase order by the supplier before it can be paid. 
You must find the invoice(s) invoiced against the PO and verify the payment(s) on the invoice(s) 
using Find an invoice from the PO and then verifying the Payment details on the invoices linked 
to the PO.

| 2

PaymentPurchase Order 
(PO) Invoice



Find Invoices: Search All Invoices
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CLICK on the Invoices tab from the Coupa Homepage to view all invoices

Back to index



Find Invoices: Search All Invoices
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Search and Advanced Filtering Capabilities
1) Use the Search box to do a simple search of all invoices
2) Use the Advanced option to enable the Match Conditions and Filter By options for use in your search parameters

a) Selecting the + icon will add additional Filter By parameters
3) Select Search once you’ve finished filling in your parameters to populate your results
4) Once you find your invoice, select the Invoice # hyperlink to view the invoice details
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Find Invoices: From a Purchase Order (PO)
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Selecting the Lines hyperlink will navigate to the line details for the PO
Select any of the following Invoiced Amount hyperlinks to view invoiced amounts: 

1) Approved Invoiced: Shows all approved invoices that correspond to this PO line
2) Pending Invoiced: Shows you all submitted invoices that are pending the PO requester’s approval that 

correspond to this PO line
3) Total Invoiced: Shows you all submitted invoices, both approved and unapproved, that correspond to this PO 

line
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Back to index



Find Invoices: From a Purchase Order (PO)

1) Selecting any of the Invoiced Amounts hyperlinks brings you to the Invoices tab, showing you the list of all 
invoices associated to the PO line

2) It does this by automatically Advanced filtering invoices using criteria of the PO, PO line, and if you selected 
Approved or Unapproved

3) You may remove any of these filters by selecting the x to the right of the filter you desire to remove and select 
Search again to re-populate your results

4) Once you find your invoice, select the Invoice # hyperlink to view the invoice details

Tip: To view all invoices submitted against the 
PO in total and not just the PO line, select x
to the right of all filters excluding PO ID and 
Document type.
These two conditions filter invoices
associated to the PO you came from (also 
shown in the PO ID Filter Text parameter 
field, excluding the CN prefix and any 
preceding 0s).
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Invoice Details: Invoice Header
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Once in the invoice, the header will show you the invoice’s General Information
1) A copy of the invoice will be available under Attachments
2) Invoice tab hyperlinks will take you to that designated area of the invoice, expanding on their respective details
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Invoice Details: Invoice Line Detail
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• Selecting the Lines hyperlink will navigate to the lines of the invoice
• All invoice line detail will be shown in this area

Back to index



Invoice Details: Invoice Payment Detail
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Selecting the Payments hyperlink will navigate to the payment details for the invoice
1) The Status will show if the invoice has been paid yet
2) The Payment Reconciliation Details will show the details of the payment
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