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Create an invoice from a PO

£,xcoupa supgler portal ABHAY v | NOTIFICATIONS @) | HELP -
1 —

Home  Profile Ome:sU Service/Time Sheets ~ ASN  Invoices  Catalogs  Add-ons  Admin
. . [ ]
On the main menu, click on the
Orders tab ABHAY LADDU C0000319 Merge Accounts
’ If your company has maore than one CSP account, we
About try to list it below. Consider merging them to reduce
Indust confusion for existing and potential customers.
If yo u a re CO n n eCted to m O re tha n Wehsig Mot seeing the account you want to merge with? Click
one Coupa customer, select IQVIA ssnes here
Employses
name from the Select Customer
Latest Customers
dropdown menu.
Please note that before creation About
first invoice, there needs to be set- Public Profile
up E'invoicing Which includes Set- hitps:/fsupplier-test coupahost. comisuppliers/public /32104
up Remit-To Address with your ‘ -
. . . {;&coupa supplie portaﬂ ABHAY ~ | NOTIFICATIONS @) | HELP -
banking information. »
Profile | Orders = Service/Time Sheets  ASN  Invoices  Catalogs  Add-ons  Admin

i Select Customer QvIA th']

Configure PO Delivery

Purchase Orders

Instructions From Customer

Please make sure fo "Acknowledge” your Purchase Order prior to creating an Invoice sgainst the PO, Failure to acknowledge your PO, andior failure fo request
&n updste o the PO by contacting the Requester, may result in delays to invoice processing & payment if the quantity. amount or price you are invoicing is higher
than the Purchase Order.

Click the “= Action to Invoice from a Purchase Order

. -C==EmE= ]

POMNumber OrderDate  Status Acknowledged At  ltems Unanswered Comments Total Actions
056 0773018 lssued  Nane test supplier 2 lines Ne 37,580.00USD =Cs
test supplier 2 lines_2
265 07730018 lssued  None test supplier project Ne 39,00000USD =Cs
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Create an invoice from a PO

Click on the Create Invoice (

) icon for the PO or

in the Purchase Orders table.

$,¢coupa supplier portal

Home

ABHAY ~ | NOTIFICATIONS @) | HELP -

Click on the PO Number link to open the
purchase order and click on the Create
Invoice button.

Select Customer QviA -

‘Configure PO Delivery
Purchase Order #966

Status Issued - Sent vis Email Shipping

Order Date 072018 Ship-To Address 201 BROADVIAY

Profile

ce/Time Sheets

ers

ASN

Invoices

Catalogs

Add-ons

Admin

Order Lines

Select Customer QvIA ~

Configure PO Delivery
Purchase Orders

Instructions From Customer

Please make sure to "Acknowledge” your Purchase Order prior to creating an Invoice agsinst the PO. Failure to acknowledge your PO, andior failure to request
an update to the PO by contacting the Requester, may result in delays to invoice processing & payment if the quantity, amount or price you are invoicing is higher
than the Purchase Onder.

Click the “= Action to Invoice from a Purchase Order

i

PO Number Order Date Status Acknowledged At ltems

~ | sesren l

Total Actions

Unanswered Comments

Izsued Mone test supplier 2 lines Mo

o058 07/30M9
test supplier 2 lines_2

865 0773019 Izsued Mone test supplier project Mo 38,000.00 USD ;E

e USD

Revision Date 07/20/12 CAMBRIDGE , MA 02130-1955
. United States
Requester Zuzsna Tokolyiova At Zuzana Tekalyiovs
Email zuzsns.iokolyiova@quintiles.com
Terms None
Payment Term Z505_N5
Aftachments ngne
Acknowdedged [
Lines

[ o=

m Line humber 00~ |

1] Type Mem Price Total Invoiced
f  testsupplier 2lines 3600000 36,000.00 000
*Need By Part Number
082018 None

2| Type Hem Price Total Invoiced
ts testsuppiier 2lines_2 1,560.00 1,560.00 000

=Need By

Part Number

D&/Z7/18  None

Perpage 15 45 90

¢ Comments

Total 37,569.00 us=D

Create Invoice. Save = Print View
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Create an invoice from a PO

Before first creation of invoice, you need to set up E-invoicing (especially remit to address and banking
information, therefore when you click Create invoice button pop-up notification Choose Invoice From Address

will appear.

If you have already created remit-to address, you will have the option to choose your existing Remit-to or create
new one as it shows below:

Choose Invoice From Address

Create Mew Invoice Compliant Remit-to or Choose Existing

Cresate new Compliant Remit-To | |
Address | :} Create

=IQVIA



Create an invoice from a PO

£,¢coupa supplier portal ABHAY ~ | NOTIFICATIONS @ | HELF -
Fill in at least the mandatory fields (marked with
a red asterisk *).

Home  Profile | Orders  Service/Time Sheets ASN  Invoices  Catalogs  Add-ons  Admin

Orders Order Lines

Invoice # - enter your specific invoice number Select Customer | 1VIA v

Configure PO Delivery

Invoice Date - enter the date from the invoice. Create Invoice creae

Invoice date cannot exceed 10 days. Coupa General Info From

calculates the Payment date based on the *Invoice # | NY111 ] * Supplier ABHAY LADDU COO00318

Payment terms. +invoice Date [0811/10 Supptier Tax 1D | 15250853

Example: Invoice date 15th Jan.2020 + PT 30 days Payment Term ZB05_N5 s From pgaress 4200
*Currency | USD ~ Erookiyn

Mew York, NY 11234

Delivery Number United States

Payment date will be 14th Feb 2020.

Status Draft
* Remit-To Address ABCD
Image Scan I— Browse... 2341 Summit Ave.
. Brookdyn
Payment Terms - depending on what you have Supplier Note w‘;m N 11224
agreed with the IQVIA e
* Ship From Address ABCD
2341 Summit Ave.
. . . . Attachments @ Add File | URL | Text Brockiyn
Currency - uneditable - if displayed currency is Mook, 234
. . Ini tates
not correct, please contact requester directly as it
is automatically created based on purchase order T
Customer IKQVIA
*Eill To Address  1QVIA Market Intelligence LLC
You can create or choose an invoice from, a e oo
remit-to, and/or a ship from address by clicking e siates
on the corresponding Search (magnifying glass) BuyerTaxi fere
icon in the From section. e ermes i carea s
United States

=IQVIA



Create an invoice from a PO

Lines

Type Description Price

. . . 24 0 Y (]
« Select the line against which you 36,000.00
would like to raise an invoice

PO Line Contract Supplier Part Number

« Remove rest of the lines by clicking
red icon available on the top right
corner of all existing lines

Tax Description Tax Rate Tax Amount Tax Reference
- 0.000 0.00
Type Description Price [P .
569.00
= test supplier 2 lines_2 1,589.00 gt Delete line
PO Line Contract Supplier Part Number
oB8-2 o
Billing

QUB0OS-53400-162-633-823220

Taxes
Tax Description Tax Rate Tax Amount Tax Reference
- 0.000 0.00
=|QVIA



Create an invoice from a PO

Change the Price box of the line if needed

Setup the tax rate by selecting it from the Tax Description sheet or typing Tax Rate manually in the Tax rate box - then the amount
in the Tax amount box will be recalculated from thetotal amount

Lines
1 Type Deseription N . ()
264 0 ) ima
[£5] test supplier 2 fines 10,000.00 -L-rjE’“’rJE’ Lines
I,
1 Type Description Price = 'jC - rjc 0
=6 000 00
FO Line Contract Pplier Part Number a1 test supplier 2 fines S0, AL
e ~
PO Line Contract Supplier Part Number
Billing 2648 o
QUBOE-54450-162-623-023220
Billing

Taxes QUBOS-54450-162-683-923220

Tax Description Tax Rate Tax Amount Tax Reference

— Taxes

| v || [oom

Tax Description Tax Rate Tax Amount Tax Reference
US: 01 - Purchases/Sves not subject to salesiu... - 0.0%
J Registion... - 0.0% ———
~ | 10.000| | 1,000.00
Purch of Food not immed cens/clothime.... - 0.0%
- Purchases for resale US - 0.0%
US: 11 - Contributions/Donations to Charity US - 0.0%
0 | US: 17 - Tax included in total - Se: oice US - 0.0%
A Us: GENERIC;G - GENERIC TAX CODE - 0.0% Totals & Taxes B 2dd Tag
CODE - 0.0% € N
us: G - KS Use Tax - 0.0%
. 38,000.0¢

us: S - KE Uza Tax - 0.0% Lfr‘e: MNet Tota! 38,000.00

us s Tax - Taxable US - 0.0% Lines Tax Totsls oo @ Acd Line

US: U1- AP Use Tax, taxable, self sssessed US - 0.0% Totals & Taxes

Please note, that the price should be always created with positive value, not negative. For negative, create Credit note.
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Create an invoice from a PO

Add Shipping fees and Tax if required Clicking Calculate will give you the gross total amount including the tax
amount.

There is a separate field for tax for the shipping fee if Total Tax is Tax Amount + tax from shipping

it's taxable. Net Total is line item + shipping
Total line item + tax + shippina + tax for shippina

Lines

Lines
1 Type Description Price A
- _ 36,00000 @ - o
] test supplier 2 lines 0,000.00 10.000.00
[T} test supplier 2 lines 10.000.00 diddh
PO Line Contract Supplier Part Number
086~ o PO Line Contract Supplier Part Number
- ~
Billing
QUBOS-54450-162-683-823220 Billing

QUB0S-54450-162-682-923220

Taxes
Taxes
Tax Description Tax Rate Tax Amount Tax Reference
Tax Description Tax Rate Tax Amount Tax Reference
~ 10.000 1,000.00
- 10.000 1,000.00
&
@ Add Line Totals & Taxes
D #dd Line Totals & Taxes
Lines Net Tots| 25,000.00
Lines Tax Totsls 0.00
Lines Net Tots| 10,000.00
Lines Tax Totsls 1,000.00
Shipping 100
Shi
Tax - ‘ ‘u’ i oa
N
Tax Referance 153 = - 5% 500
Tax Reference
Misc
Misc
TS - % 0.000
Tax Referance e - % 0.000
Tax Reference
Total Tax 0.00
Net Tota 26,000.00 o Total Tax 1,005.00 |
Total 36,000.00 °| Net Total 10,100.00 ]
e [ Total 11,105.00 |
O Delete  Cancs Save as Draft Calculate Submit

D pelete Cance Sawve as Draft | Calculate Submit -

IQVIA




Create an invoice from a PO

If filled out correctly, click Submit or Save it as a draft to submit it later.
You can also add comments for IQVIA.

Taxes
Tax Description Tax Rate Tax Amount Tax Reference
~ 10.000 1,000.00
f 2da

@ ~dd Line Totals & Taxes
Lines MNet Total 10,000.00
Lines Tax Totals 1,000.00
Shipping P
Tax o 5w oo
Tax Referance
Mise
1 ~ % 0.000
Tax Reference
Total Tax 1,006.00
Met Tota 10,100.00
Total 11,105.00

0 pelete Sance Save as Draft Calculate Submit
o/ Comments v

Add Comment

IQVIA



Create an invoice from a PO

First you will get a pop-up notification ,, if you are ready to send your invoice”. There are following options:

Continue Editing - if you forgot to change anything, you can go back
Send Invoice

Are You Ready to Send?

Cioups is about to create an invoice on your behsalf. Please make sure you are not stiaching another
imeoice fo this fransaction as the Coupa generated PDF is your and your customers legal ineoice.

Continue Editing Send Invoice

=IQVIA



Create an invoice from a PO

The submitted invoice will have the status ,Processing”. You can open your invoice again and doublecheck.

After you submit your Coupa invoices, invoicgs will be routed to the AP Team for review and approval. During
this time, all invoices are visible just for the AP team. It is all that needs to be done. Based on agreed payment
terms, you will receive payments subsequéntly. If there will be some issue with submitted invoice, you will
receive notification saying your invoice was rejected because of some reason.

Select Customer QW 1A ~

Configure PO Delivery

NOTE: Before submitting the
A LADDU 000019 e #AY11 = procesting invoice, you can ca ncel or

delete it. You can delete only
draftinvoices.

Invoices

Instructions From Customer
Please make sure to "Acknowledge" your Purchase Order prior o creating an Invaoice against the PO. Failure to acknowledge your PO, andfor failure to request
an update to the PO by contscting the Requester, may result in/delays to invoice processing & payment if the quantity. amount or price you are invoicing is higher
than the Purchase Order.
Create Invoices @ I
Lag"
Create Credit Note

Create Invoice from PO

Invoice # Created Date Status PO # Total Unanswered Comments Actions
I MY 11 0s/og/18 Processing Bae 11,105.00 USD Mo
None 08/06/18 Drsft 066 37,560.00 USD Mo A x ]
None 08/06/18 Draft 9aE -11,000.00 USD Mo AN x ]
MY111 0&/0518 Pending Approval fellc] 11,1058.00 USD Mo

Perpage 15 45 @80
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Create an invoice from a PO

Available funds on the PO

The approved invajced amount will appear as a hyperlink on the right side of the PO line.
To calculate the availabte<funds, subtract the invoiced amount from the PO amount (Total), which is visible in

the middle of the PO line.

Line Number. 0 — 8 v

Type Item Price Total Invoiced

= test supplier progect 30,000.00 36.000.00 0.00

*Need By Part Number

0821718 None

Perpage 15 45 o0
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