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Raising an Invoice against a PO

Navigation from the home screen
I.  To login you will need your email address and password. The Coupa Supplier Portal link is:
https://supplier.coupahost.com/sessions/new. If you have forgotten your password you can reset via the
“Forgot Password” link.
You should already have access to the Coupa system as we planned to go live in 2021. Log-in with your
email and password. Your password can be reset by clicking on the forgot password link on the login page.
If you have have not yet registered please email home.service.supplier.onboarding@johnlewis.co.uk

$xcoupa supplier portal & secure

Login to your Coupa account

Email Address

2. Once logged in you will need to select Orders from the toolbar across the top to view Purchase Orders.

gxcoupa supplier portal PAULv | NOTIFICATIONS @ | HELP v

Home Profile Orders Service/Time Sheets ~ ASN Invoices Catalogs Payments Business Performance Sourcing  Add-ons

-

Setup

3.  Under the Actions section click the ‘Yellow Coin’ symbol alongside the Purchase Order (PO) you wish to
raise the Invoice against.

Purchase Orders

Instructions From Customer

Please n ‘chase Order & Invoice functionality is not yet live, but w

Click the == Action to Invoice from a Purchase Order

\/=""8l Open Orders v

PO Number Order Date Status Acknowledged At Items U wered Cc t \Pozil Actions
IJLDOOODOOODS1 27182021 Issued None 1 Amount of Consulting Charges (dummy fine) No 1,000.00 GBP@g

Purchase Order starting JLD
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Filling out the Invoice

General Info

I.  Invoice Number - Must be entered, this is your own reference that you
would like to use for the invoice

2. Invoice Date - will automatically populate to the date of entry o General Info

3.  PaymentTerms - will automatically populate from the PO R

4. Currency - will default to the currency of the PO Finelen e | 2

5. Delivery number - Please leave this blank PYC”"; 12;:110

6. Invoice Description: Enter here the details of the fit being invoiced for: —
® Flooring: CR number / Customer Surname / Fit Date Status. Drat
e Windows: FF CPM number / Customer Surname / Fit Date mogeScan. SRR Mo S chosen
o Kitchens & Bathrooms: FK/FB CPM Number / Customer Surname Invoice Desciption

7. Image Scan - Add any Delivery note images

8.  Attachments - Add any files required here and text lines for individual Adtachements @) Add Pl | URL | Teut
charges lines as required (see below) Faek Rooguens

9.  Cash Accounting Scheme - Leave blank if field is showing Margin Scheme

0.  Margin Scheme - Leave Blank if field is showing

Where you break down your total invoice cost against multiple values, please use the Text function to enter each
value:

Invoice Description

I. Click Text
Attachments @ Add Fiie TUR

Cash Accounting
Scheme

Margin Scheme 2. Enter the line detail in the box

Attachments @ Add File | URL | Text

Cash Accounting Uplift £35.00 x
Scheme

3. Click Add = ) -
\K m =

bd

4. Repeat by adding as many lines Attachments @) Add File | URL | Text
as required

Tt Uplift £30.00

-

Tr Disposal £22.55
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These will all automatically populate from the PO. If you have more
than one Address with us then please use the magnifying glass to
select your other Address.

9 From

* Supplier
* Supplier VAT ID

*Invoice From Address

* Remit-To Address

Bank Name:
Beneficiary Name:

Bank Account Number:

SACS
GB6!

SACS Plc
Crz
Ste
Lor
SW
Uni

Distributors

SACS Plc
Cre
Ste
Lor
SW
Uni

Lioyds Bank
SACS Plc

7159

Sort Code: *694

* Ship From Address SACS Plc
Cre
Ste
Lor
SW
Uni

(o]

(o]

o}

ﬁis will all populate from the PO, the only area that requires
your entry is Tax Point Date. (Same date as the Invoice)
Tax Point Date cannot be future dated.

0 To

Customer John Lewis Partnership

*Bill To Address John Lewis plc
171 Victoria Street
London
SW1E 5NN
United Kingdom

*Buyer VAT ID | GB232 | v

Ship To Address John Lewis
The
Cal
CF
Uni

Debit Note No
Rebate No

*Tax Point Date

True Payment Due Date None

ESD

VAT Only Invoice No
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Lines
The Lines will populate with the full order values from the PO.

If you are not invoicing for the full PO amount then please amend the Qty field for the value of the invoice - DO
NOT amend the price from £1.00.

Kitchens and Bathrooms only: If you are a CIS Supplier please select the CIS Line Type from Labour, Materials and
OOS (Out of Scope). OOS acts the same as your PXXXXXXNonCIS site number as we have closed these sites
down. This will not be calculated within any withholding tax calculations

Lines
Type Description Qty uoMm Price Q
4 J} Deli Glue Stick 10 Each 5 1.00 20.00
PO Line Contract Supplier Part Number Catalogue Item
JLD0000000990-1 O Clear Office Simrlics “SACS O Yes

CIS Line Type

None

Billing
301-0022-23002-32020-000-00000

Taxes Section

VAT Rate = Use the drop down to select the correct % or EXEMPT, REVERSE CHARGE or OUT OF SCOPE.
Remember you may only charge VAT if you are VAT registered.

The VAT amount will automatically be calculated, you will not be able to amend this field.

Tax reference =Your VAT registration number.

‘Add Lines’, ‘Pick lines from PO’, ‘Pick lines from Contract - DO NOT use these options

Taxes

VAT Rate VAT Amount Tax Reference

v 0.00

@ AddLine @) Picklines from PO ) Pick lines from Contract
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Totals & Taxes act
This will show the totals for lines & VAT. You will be
able to enter any shipping in this section.

Totals & Taxes

Lines Net Total

Lines VAT Totals
The shipping section should be left blank as these
charges do not apply to Home Services.

Shipping

VAT

Tax Reference

Total VAT

Net Total

Gross Total

10.00
0.00

0.000

10.00

10.00

Delete Cancel Save as Draft Calculate m

Finalising the Invoice

Click Calculate and check the values are correct as per what you are expecting to invoice.
Click Submit, you will get the following warning - ‘Coupa is about to create an invoice on your behalf. Please
make sure you are not attaching another invoice to this transaction as the Coupa generated PDF is your and your

customers legal invoice.” Any other warnings will detail any errors with the invoice.

Click Send Invoice, you will return to your invoice homepage where you will see the invoice as a status of

‘Processing’.You can use this screen to see the status of all your invoices too.

Delete Cancel Save as Draft Calculate

Are you ready to send?

Coupa is about to create an invoice on your behalf. Please make sure you are not attaching another
invoice to this transaction as the Coupa generated PDF is your and your customers legal invoice

Continue Editing Send Invoice
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