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My invoice has several VAT Rates, but my PO just have one line? How do I upload my 

invoice? 

After filling in all the General Info on your invoice, 

please go to Lines and fill in the 1st line.

Once this is done, please click on Add Line:

A 2nd line will be created, and by default, it will be 

created in Quantity (Qty). If your PO is set with 

Amount (Amt), please change this on Type:

Regardless of Amount or Quantity, you will 

need to enter the Description and the Price:
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Once this is entered, please fill in the VAT Rate, that will 

be applied to this line:

This being filled in, please go to PO Line and click on the 

magnifying glass:

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

on Choose:
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If you have questions, or you need support, please 

contact coupasupplierenablement@kantar.com 

Your lines should look like this:

mailto:coupasupplierenablement@kantar.com
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