| have an invoice for several POs. How do | upload my invoice?

Select the PO you wish to invoice and after filling in all
the General Info on your invoice, go to Lines and fill
in the 1stline.

Once this is done, click on Add Line:

A 21 line will be created. Before moving forward, fill in

the VAT Rate, that will be applied to this line:

Lines
Type Description Price 438 94 Q
T3] Sample 438.94 '
PO Line Service Sheet Line Contract Credit Line
91013387-1 O Clear None None O
> b 4
Supplier Part Number Withholding tax Late Fees

Billing

91254109-KA10

Taxes

GST Rate

~

Taxes

GST Rate

10.0%

~

GST Amount

]

GST Amount

43.89

Tax Reference

Tax Reference

Add the total am

UsD ~

ount that are incurred by

ICANTAR

© Kantar 2025 | 1



| have an invoice for several POs. How do |

Go to PO Line and click on the magnifying glass:

A new window will open will show the PO number. Delete the
information on Filter Clause. Once deleted, the other PO

numbers will appear:

Pick Order Line(s) X
Invoice Line

Line Type Description uom Quantity Price Total

2 Amount Each 1.0 0.00 0.00
PO Lines

All v Advanced Search Q

Match Conditions | Match all conditions ~ Add group of conditions.
Filter By | PO Number v IFiIler Clause || 91013387 x | ‘ 0
PO Number Line « Item uom Qty Price Invoiced Actions
91013387 1 Sample None None 438.94 0.00 © Choose

upload my invoice?

1 Type Description Price Q
Amt 0.00 OOO
PO Line Service Sheet Line Contract Supplier Part Number
None O Clear None -
Withholding tax Late Fees
~ UsD «
Applicable for WHT relevant Spain suppliers  Add the folal amount that are incurred by
late fees
Taxes
GST Rate GST Amount Tax Reference
10.0% 0.00
Pick Order Line(s) X
Invoice Line
Line Type Description UOM Quantity Price Total
2 Amount Each 1.0 0.00 0.00
PO Lines
Match Conditions | Match all conditions v Add group of conditions
Filter By | PO Number | Filter Clause || 0
91012597
91013372
PO Number Line « ltem | g1p13387 Uom Qty Price Invoiced Actions
|91D1338? 1 Sample None None 438.94 0.00 °Ch005e
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| have an invoice for several POs. How do | upload my invoice?

Choose the PO number, click on Search and then on Choose:

Pick Order Line(s)

Invoice Line

Line Type Description
2 Amount

PO Lines

Match Conditions | Match all conditions ~

UoM Quantity Price Total
Each 1.0 0.00 0.00

view KU ~ l Advanced I Search QI

Add group of conditions

| +]

Filter By | PO Number « |Filter Clause | 91012597 x |
PO Number Line Item
91012597 1 Sample

Uom Qty Price Invoiced
None None 6830.00 0.00

I @ Choose
P

The system will pick up on what is on the PO:

PO Line
910133871 O Clear

Supplier Part Number

Billing
91254109-KA10

Taxes
GST Rate
10.0% ~
Type Description
=3 Sample
PO Line

91012597-1 O Clear

If you need support, please contact coupasupplierenablement@kantar.com

Service Sheet Line Contract
MNone -
Withholding tax Late Fees
~ uUsD ~
Applicable for WHT relevant Spain suppliers  Add the total amount that are incurred by

late fees

GST Amount Tax Reference
43.89
Price
300.00
Service Sheet Line Contract
None

~

Credit Line
Nene O

Credit Line
o
&

None

300.00 @
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