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

This course explains the process of resolving and updating an invoice that has been disputed by your customer.

After completing this course, you will be able to:

1. Access a disputed invoice

2. Resolve a dispute by cancelling an invoice

3. Resolve a disputed invoice by adjusting an invoice

4. Understand the different invoice statuses on Coupa

Objectives

Description
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H o w  t o  R e s o l v e  a  D i s p u t e d  I n v o i c e

If the invoice is incorrectly captured e.g. Invoice lines are different from PO lines Distell Accounts payable will Dispute the invoice prompting you to 
resolve the dispute. 

You will receive an email 
notifying you that your invoice 
has been disputed and the 
reason for the dispute .

The email notification will be 
sent to the person who had 
created the invoice.

Navigation:

1

2

1

Click ‘View Online’ to login to the 
Coupa Supplier Portal and view 
the invoice being disputed.

2
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H o w  t o  R e s o l v e  a  D i s p u t e d  I n v o i c e

Once you have accessed the invoices tab on the CSP follow the below steps to resolve the dispute:

The status of the invoice will be 
‘Disputed’.
You can filter for all your 
Disputed invoices by changing 
the View to reflect all Disputed 
Invoices.

Navigation:

3

4

3

Click on  ‘Resolve’, under 
‘Actions’ to resolve the disputed 
invoice.

4
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H o w  t o  R e s o l v e  a  D i s p u t e d  I n v o i c e

There are 2 options to resolve a disputed invoice. 

The ‘Cancel invoice’ option 
allows you to resolve the 
disputed invoice by cancelling it. 

Navigation:

5

6 The ‘Adjust’ option allows you to 
make adjustments to the invoice 
e.g. edit the Qty and Amount.

5 6
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H o w  t o  R e s o l v e  a  D i s p u t e d  I n v o i c e

Cancelling a disputed invoice:

To resolve the dispute by 
cancelling click on ‘Cancel 
Invoice’ button.

Navigation:

1

2

1

Populate the Credit Note details 
to cancel the disputed invoice.

2

3

3 Once the credit note details have 
been populated click ‘Submit’ to 
send the credit note to Distell 
Accounts payable. 
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H o w  t o  R e s o l v e  a  D i s p u t e d  I n v o i c e

Adjusting a disputed invoice: 

To resolve the dispute by 
adjusting an invoice click on the 
‘Adjust’ button.

Navigation:

1

2

1

Populate the Credit Note details 
to cancel the disputed invoice .

2
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H o w  t o  R e s o l v e  a  D i s p u t e d  I n v o i c e

Adjusting a disputed invoice. 

Select the ‘Adjustment type’ 
you want to edit .
If you click on adjustment type 
(e.g. Quantity) you need to edit 
the quantity in the QTY box.  

Navigation:

1

2 Once you have made the 
adjustments click on ‘Calculate’ 
to update the invoice amount 
and to cancel the disputed 
invoice .

2 3

3 Once the credit note details have 
been populated click ‘Submit’ to 
send the credit note to Distell 
Accounts Payable. 

1
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I n v o i c e s S t a t u s e s

Status Description

Abandoned
The disputed invoice has been abandoned. Your customer can choose to notify you of this invoice status change and provide instructions. You can set notification 

preferences for abandoned invoices.

Approved The invoice has been accepted for payment by your customer.

Disputed
The invoice has been disputed. Invoices with disputed status are invoices with information that your customer does not agree to, needs clarification on, or finds 

incorrect.

Draft The invoice has been created, but it has not been submitted to your customer yet.

Invalid
Specific for compliant e-invoices for clearance countries (for e.g.: Mexico). It indicates that a CFDI (Mexican legal invoice form) that you sent failed validation. 

Invoices with this status are visible only to you, not to your customer.

Pending Approval The invoice is currently under review by your customer.

Processing The invoice is being processed by the AP department and should be paid soon.

Voided Something is wrong with the invoice. Contact your customer to get the invoice back on track.

Invoices can have the following statuses: 


