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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.



Find Invoices: Search All Invoices

CLICK on the Invoices tab from the Coupa Homepage to view all invoices

RACHEL v & CART@D HELP v

o Requests Orders Invoices

Forms v Order Lists v Catalogs v Policies v

Good afternoon!

Q. What do you need? Start your search here [ Write a request

Welcome to Our New Purchasing and Expense Reporting System v To Do viewsi v
This is our new purchasing and reporting system that you will use to easily submit purchase requests. Once you submit your .
request, approvers are immediately notified via email and the whole process has been automated. We expect that this will enable You have no To Do's.

us to send your orders faster, saving time and money for all.

m Additional Stores v

(g(P(,(.m( O g deluxe
assisT Travel & Expense Payment Request FAQs ana Training — =

o Gragare ... IEET
P ‘@mg F“E“A .
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Recent Activity viewa o

You have no recent activity
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Business Spend Management - Accessibility » Coupa Cares

Back to index




Find Invoices: Search All Invoices

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

What do you need? Q RACHEL v & CART @ HELP v
M Requests  Orders
Invoices Invoice Lines Uninvoiced Orders

Invoices

~ Il Advanced l Search

Match Conditions | Match all conditions

Filter By Invoice #

Invoice #

Add group of conditions

~  Filter Clause | is ~ | Filter Text 0

Supplier

I RECURRING20234427298378CN070770_4 Broadridge Mail LLC

1200380073 ACCESS NURSE PM, LLC
2275541252 MEDLINE INDUSTRIES, INC
n 2275800194 MEDLINE INDUSTRIES, INC
2275752191 MEDLINE INDUSTRIES, INC.
KentukyJuly2023 MICHAEL A ILLOVSKY DBAADVANCED
CARDIAC DIAGNOSTICS LLC
2275753511 MEDLINE INDUSTRIES, INC.
2275541246 MEDLINE INDUSTRIES, INC
2275798512 MEDLINE INDUSTRIES, INC
LasVegasJuly2023 MICHAEL A ILLOVSKY DBAADVANCED
CARDIAC DIAGNOSTICS LLC
UniversityJuly2023 MICHAEL A ILLOVSKY DBAADVANCED
CARDIAC DIAGNOSTICS LLC
INV1518955 RAIN AGENCY, INC. DBA RAIN THE
. GROWTH AGENCY
w 2275753522 MEDLINE INDUSTRIES, INC.

Net Due Date Total Status Delivery Method Actio
None 4,800,000 00 Approved Integration (API)
None 1,000.00 Approved Integration (API)
Non. 4,903 24 Approved Integration (API)
Non. 552 Approved Integration (API)
None 16.57 Approved Integration (API)
Non 660.00 Approved Integration (API)
None 44.30 Approved Integration (API)
Non 608 37 Approved Integration (API)
Non. 2,943 56 Approved Integration (API)
None 15,345 00 Approved Integration (API)

None

None

None

330,00 App

181,016.50 App

659.61 App

roved Integration (API)
roved Integration (API)

roved Integration (API)




Find Invoices: From a Purchase Order (PO)

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

General Info  Lines  Comments (1)  History

Advanced I Search P m Line Number 0 — § ~ l

Bulk Change Status

1 Type Item Qty Unit Price Total
(w] o Exam Table Paper: Standard Exam Table 4 Case 2352 USD 94.08 USD
Paper, Smooth, 21&amp;quot; x
225&amp;apos; 1 2 3
Status Received Approved Invoiced Pending Invoiced Total Invoiced
Soft Closed for Recelving and 0 -24.08 UsD .0.00 UsD 94.08
Invoicing
Supplier Part Number Contract * Commodity Manufacturer Name
NON23326 Master Agreement ... MEDICAL SUPPLIES MEDLINE
Manufacturer Part Number Receipt Approval Required Savings (%) Assist Case Number
NON23326 No 0 None

APRIMO # Contract Type Tax Amount DPAS Rating
Back to index None None 7.830000000000001 None




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).

What do you need? Q RACHELv & CART@) HELP v
M Requests  Orders
Invoices Invoice Lines Uninvoiced Orders
Invoices
view [ 1@ 20 EE ]
Match Conditions | Match all conditions ~ Add group of conditions
Filter By PO ID ~ | Filter Clause | is ~ | Filter Text| 48979 9
and Filter By | Line ~ | Filter Clause | is ~ |Filter Text| 1 0
il iz | Abandoned Q
and Filter By | Status ~ | s AP Hold
Approved
Al
and Filter By  Document Type ~ v 0
Invoice # Supplier Net Due Date Total Status Delivery Method Actions
I 2276713717 MEDLINE INDUSTRIES, INC. Non 1,153.27 Approved Integration (API)

Back to index

ecoupa

Business Spend Management - Accessibility - Coupa Cares




Invoice Details: Invoice Header

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

Back to index

What do you need? Q RACHEL~ & CART@) HELP v
M  Requests  Orders
Invoices Invoice Lines Uninvoiced Orders

Invoice #2276554537

General Info Lines  Totals & Taxes  Comments  Payments  History

’ﬁ Add Tag

o General Info

< Bill To &Ship To

Supplier MEDLINE INDUSTRIES, INC. (Active)
Invoice # 2276554537
Invoice Date 07/18/23
Payment Term 1% 45, NGO
Currency USD
Control Total Mone
Coupa Import Status Approved
Payment Due Date None

Supplier Note MNone

Attachments | RE_ ACTION_NEEDED_Vendor_Mame-
MEDLINE_INDUSTRIES _INC__Invoice
_2276554537_on_HOLD_-
_Purchase_Order_CN032095_Overbilled.
msg

Chart of Accounts Humana Inc

Buyer Tax 1D None

& Supplier Info

Remit To No address selected
Invoice From No address selected

Ship From No address selected

Supplier Tax ID None

Override Tax Country None

| 7



Invoice Details: Invoice Line Detail

* Selecting the Lines hyperlink will navigate to the lines of the invoice
* Allinvoice line detail will be shown in this area

Back to index

General Info  Lines Totals & Taxes Comments Payments  History

- Lines

Search Line Number: 9 — 0

T Type Description Quantity uom Price
o Injections: Prevnar 13 Pneumococcal 3 BX 2161.79 6’485 37
13-valent Conjugate Vaccine, Prefilled
Syringe, 10 x 0.5 mL

PO Line Supplier Part Number Commodity Contract
CND32095-1 0005-1971-02 MEDICAL SUPPLIES None
Period Oracle Line ID

MNone 80439 7

Billing

Humana Inc

Conviva Care Solutions-'Conviva Military Trail; Conviva Military Trail] 875 MILITARY TRAIL 103, 200, 208, 210| JUPITER]| FL 33458-5700°-Conviva Staffed

Medical Center Admin-Medical Supplies-Default-Product-Default-Geography-Default-Business Segment-Defauli-Platform-Default-Contract-Default-
Intercompany

423-06015-10719-62426-000-0000-00-00-00000-000

Taxes
Tax Code Rate Amount Tax Reference Tax Supply Date
None 0.00
€ Add Tag
1  Type Description Quantity Uom Price
. ; ’ e 0.00
billed eroneously See history for




Invoice Details: Invoice Payment Detail

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

General Inffo Lines  Totals & Taxes Comments Payments  History

Mute Comments

o Comments

Enter Comment

Add File 1URL
Send Comment nofification to a user by typing @name (ex. @JohnSmith)
Add Private Comment

- Payments

Status Externally Paid
Paid-in-Full Date 08/09/23

Payment Reconciliation Details

Status Date Type Description Amount
Posted 08/09/23 Payment Payment #36358- 375.74
Discounted Amount:0-
Payment

Method:EFT_HUM

Back to index
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