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C o u r s e  O u t l i n e

This course explains the process of creating a credit note on the Coupa Supplier Portal (CSP).

After completing this course, you will be able to:

1. Create a credit note

2. Populate a credit note

3. Submit a credit note

4. Send comments to Distell

ObjectivesObjectivesObjectives

DescriptionDescriptionDescription
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H o w  t o  C r e a t e  a  C r e d i t  N o t e

To create a credit note against a submitted invoice you need to access your CSP and follow the steps :

Log into the CSP by populating 
your CSP credentials and click on 
‘Login’ to access the portal.

Navigation:

1

11
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H o w  t o  C r e a t e  a  C r e d i t  N o t e  f r o m  a  P u r c h a s e  O r d e r  ( P O )

Navigate to the Orders tab to create a credit note 

Navigation:

1

11

Navigate to the Orders tab. 
Under the listed ‘Purchase 
Orders’ identify the PO that you 
would like to create a credit note 
for.
Click  on the red coins to create a 
credit note.
This will bring up the Credit Note 
page which you can populate and 
submit.

NOTE : Of the 2 methods 
provided, creating a credit 

note from the PO is the 
easiest and the most 

preferred way to create a 
credit note.

NOTE : Of the 2 methods 
provided, creating a credit 

note from the PO is the 
easiest and the most 

preferred way to create a 
credit note.
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H o w  t o  C r e a t e  a  C r e d i t  N o t e  f r o m  a  P u r c h a s e  O r d e r  ( P O )

Populate the fields on the Create Credit Note screen:

Navigation:

2 Credit Note
Populate the credit note number 
as per your finance system.

3

4

5

6

Credit Note Date
Reflects the date on which the 
credit note was created.

Original Invoice 
The invoice number of the 
invoice you are creating a credit 
note for.

Original Invoice date
The invoice date of the invoice 
you are creating a credit note 
for. 

Supplier Note 
You can use the textbox to send a 
note to Distell, this note will be 
visible to the creator of the PO as 
well as the Accounts Payable 
team.

33

22

44

55

77

66

7

Image Scan 
Attach the credit note created in 
your finance system 
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H o w  t o  C r e a t e  a  C r e d i t  N o t e  f r o m  a n  I n v o i c e

To create a credit note follow the process below

Navigate to the ‘Invoices’ tab to 
create the credit note.

Click on the ‘Create Credit Note’ 
button to create a credit note. 

Once you have clicked on the 
Create Credit Note button a credit 
note pop-up will be displayed. 
Click on the drop-down and select 
the invoice you are creating a 
credit note for.

Navigation:

1

2

3

11

33

44

4 Click on the ‘Continue’ button to 
continue with creating the credit 
note.

22
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H o w  t o  C r e a t e  a  C r e d i t  N o t e  f r o m  a n  I n v o i c e

Navigate to the invoices tab to create a credit note 

Select the applicable option: 
Completely cancel the invoice 
with a credit note:
Use this option to fix any 
inaccuracies with the invoices  by 
cancelling the incorrect invoice  

Adjust invoice with a credit 
note:
Only quantity and price can be 
reduced through partial credit 
notes

Populate the  ‘Credit note 
number’ as per your finance 
system. 

Navigation:

5

6

55

77Click ‘Create’ to create the credit 
note .

7

8

66

Image Scan 
Attach the credit note created in 
your finance system 

88
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H o w  t o  C r e a t e  a  C r e d i t  N o t e  f r o m  a n  I n v o i c e

Navigate to the invoices tab to create a credit note 

The credit note will be displayed 
under the invoice tab with a 
minus amount in red. 

Navigation:

10

1010

Click on ‘Submit’ to submit the 
credit note. 

99

9
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S e n d  c o m m e n t s  t o  D i s t e l l

Coupa allows for communication with Distell via the comments section to send notes or enquires 

Invoices
To send a comment or
enquire about an credit note 
click on the invoice tab

Process Steps:

1

2 Click on the ‘credit note’ to  
open the invoice

11

22
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S e n d  c o m m e n t s  t o  D i s t e l l

Coupa allows for communication with Distell via the comments section to send notes or enquires 

Enter Comment
Populate a comment in the 
textbox 

Process Steps:

3

2 To send the comment click on 
‘Add comment’ 

11

22

NOTE : Payment of invoices 
on Coupa will not be 

immediate but as per the 
agreed payment terms 
between Distell and the 

supplier

NOTE : Payment of invoices 
on Coupa will not be 

immediate but as per the 
agreed payment terms 
between Distell and the 

supplier
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