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I have an invoice for several POs. How do I upload my invoice? 
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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 1st line.

Once this is done, click on Add Line:

A 2nd line will be created. Before moving forward, fill in 

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



4.78cm

0 cm

6.35 cm

15.93cm 15.93 cm

Content Bottom

Content Top

Left Margin Right Margin

Middle 

0cm 

0.26cm 0.26cm

8.33cm
Title Top

7.54 cm
Image Bottom

A new window will open will show the PO number. Delete the 

information on Filter Clause. Once deleted, the other PO 

numbers will appear:

I have an invoice for several POs. How do I upload my invoice? 
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Go to PO Line and click on the magnifying glass:
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If you need support, please contact coupasupplierenablement@kantar.com 

The system will pick up on what is on the PO:
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Choose the PO number, click on Search and then on Choose:

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

mailto:coupasupplierenablement@kantar.com

	Slide 1: I have an invoice for several POs. How do I upload my invoice? 
	Slide 2: I have an invoice for several POs. How do I upload my invoice? 
	Slide 3: I have an invoice for several POs. How do I upload my invoice? 

