
Coupa Supplier Enablement

There are two- ways of creating 

credit notes in Coupa:

• Through your Orders – see 

page 2

• Through your Invoices – see 
page 6

How to Create 

Credit Notes in 

Coupa
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Create a Credit Note from Orders

1. Go to the tab Orders

2. If there are any POs created, they will appear, listed 
below. 

POs can have the following status:

• Issued

• Soft Closed

• Closed

• Cancel

If the status is Issued, PO can be used to create an invoice

If any other of the status is displayed, please contact your 
Business Partner within Kantar, so they can provide a new 

PO.
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Create a Credit Note from Orders

1. Click on the red coins under Actions and it will open the screen to create the credit note. 

2. Under General Info, fill in the Credit Note #, as per the number on your system

3. Please add the Original Invoice Number and Original Invoice Date

4. Credit Reason must be filled with the reason for the credit note

5. If you have a document (PDF) issued from your system, attach it under Attachments, File

6. Under From, all the Fields marked with a red * should be filled
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Create a Credit Note from Orders

Your credit note number must be unique. If it has never been used, a green 

check will appear. If the number is repeated a red sign will appear. 

Once this is all filled in, please scroll down to Lines.

Under Lines, you will see the Description and Price. 

If the credit note is for the total amount of the PO, no change is needed. If it’s 

partial, please change the amount under Price.

Fill in the VAT Rate, accordingly. VAT Rates will appear according to the 

country you are invoicing from.
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Create a Credit note from Orders

The VAT Rate will be calculated based on 

the percentage and it’s automatically 

displayed.

To make sure the amounts are the same on 

your credit note and Coupa, click Calculate.

If everything is correct, click Submit.

Not sure if it’s correct and need more 

clarification? Click Save as Draft.

Invoice entered by mistake? Delete or 

Cancel.
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Create a Credit Note from Invoices

1. Go to the tab Invoices

2. Go to “Create Credit Note”

In this case, no POs will be displayed, but it will open a 

screen with the following Reason: Resolve issue for 

invoice number: opens a drop-down list with the invoices 

that have ben issued to Kantar and you can select the 

invoice you want to credit. 

This option will credit the total amount of the invoice.

Other (e.g. rebate): this option might not be available.



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

Create a Credit Note from Invoices

1. A yellow banner will appear informing that you are 

crediting a specific invoice.

2. Under General Info, fill in the Credit Note #, as per 

the number on your system.

3. Original Invoice Number and Original Invoice Date 

will be already filled.

4. Credit Reason must be filled with the reason for the 

credit note.

5. If you have a document (PDF) issued from your 

system, attach it under Attachments, File.

6. Under From, all the Fields marked with a red * should 

be filled.
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Create a Credit Note from Invoices

The credit number must be unique. If the invoice 

number was never used a green check will 

appear.

If the number is repeated a red sign will appear. 

Please make sure, you are not invoicing twice the 

same invoice.

At this point, as the information is being picked up 

from the previous invoice, the field Lines will be 

completely greyed-out and no changes are 

possible.
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Create a Credit note from Invoices

If everything is correct, click Submit.

Not sure if it is correct and need more clarification? Click Save as Draft.

Invoice entered by mistake? Delete or Cancel
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