Quick Reference Guide — Checking Invoice Status

How to Check Invoice Status

1. To view all invoices, click Invoices tab. Status of each invoice is displayed.

;‘,';'.coupa ONN NOTIFICATIONS @ | HELP

Select Customer  Commercial Metals Company v
Invoices
Create Invoices @
Create [nvoice from PO Create Blank Invoice ~ Create Credit Note

Invoice#  Created Date  Status PO# Total Unanswered Comments  Dispute Reason Actions
| TESTOO7 0212122 Pending Approval 10000000 Ne

TESTO06 02725122 Pending Approval 250000000 Yes

TESTO05 0272522 Disputed 55000000  No (G000s/Service over received E
TESTO04 02125022 Pending Approval 6,00000000 No

CNTEST002 0272522 Draft 7600000089 -2000.00 N 4 Q
CNTESTO01 0272922 Approved 7600000089 100000 N

TESTO03 022222 Approved 975000 No

3. Fill out the relevant information of your company. Click Next.
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Quick Reference Guide — Checking Invoice Status

How to Check Paid Invoices

1. To view all invoices, click Invoices tab. Status of each invoice is displayed.

2. Click Create View on the View dropdown.

{;}COUPE ONIN NOT\F\CAT\ONS@ HELP
Home Profile  Orders Service/TimeSheets  ASN Invoices | Catalogs  Business Performance  Sourdng  Add-ons  Setup
Invoices  Invoices Lines  Payment Recaipts
Select Customer | commercal Metls Company v
Invoices
Create Invoices @
Create Invoice from PO Create Blank Invoice Create Credit Note
Exportto v Vm: Search
Al
Ivoice#  Created Date ~ Status po# Total Unanswered ( Aandoned Actions
|TEsrmwoaoo2 WO PendagApproval 000000 No Approved
Credit Notes
TEST Inv100001 04130122 Pending Approval 1500000 No Disputed
) Disputes with a suppler response
None 032222 Dra 000 No Disputes without supplier response § 0
Draft
1l (
None 032222 Draft 000 No Overdieinoies /0
Nre 0322 Dot mw o N PaidInoces /0
Payment Information
None 032222 Draft 7600000089 100000 No Pending Approval X Q
Processing
TESTOOR 02522 PendngApproval 7600000069 200000  No Unpaid invices
5 /2! | I
TESTOT R PendogAgpovd 100000 o w
TESTO06 0225122 Pending Approval 250000000 Yes

3. Enter the name of the report. Then, Add condition: Paid=Yes.

4. Drag the information that you need in your report. Then, click Save.

Create New data table view

Genera

Name I Paid Invoices I

Visibility O Only Me
@ Everyone

Editable by all

Start with view | Al ~

Conditions

Match Conditions | Match all conditions ~
l:iller By | Paid v | is |Yes ~ | I
Columns

Drag columns to the right to select. to the left to unselect and vertically to change column order.

You can also use your keyboard to modify the selected columns. Use TAB to focus and ENTER to move a column te or from the
Selected Column list. To reorder, use SPACE to grab an item and then UP or DOWN to move it. Press SPACE again to drop the
item, or ESC to cancel the reordering

Available Columns Selected Columns
Commented Invoice #
Comments Created Date
Date Of Supply Status
Date Of Supply PO#
Delivery Number Total

4. Paid invoices are displayed.

Invoices

Create Invoices @

Create Invoice from PO Create Blank Invoice Create Credit Note

Invoice # Created Date Status PO# Total i Actions
| TEST002 0222122 Approved 7600000089 1,000.00
TESTO0 2122122 Approved 7600000089 1,000.00
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