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Go to Tab “Invoices”

Select Customer then click Create Blank 

Invoice.

If the button is greyed out, please contact 

Coupa Supplier Enablement 

(coupasupplierenablement@kantar.com), so 

the team can enable the button for your 

company.

Create Blank Invoice

mailto:coupasupplierenablement@kantar.com
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Please ensure that the information used to generate the 

invoice from Coupa is the same data from your own Invoicing 
system.

If button is enabled, please click on the button:
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General Info 

Invoice #: Enter the invoice number 

generated in your Invoicing system.

Payment Terms: Select the 

payment term as per your 

agreement with Kantar.

Date of Supply: Select the data 

that you provided the products 

and/or

services.

Currency: Select the currency for 

this invoice.

Delivery Number: Provide if 

applicable.

Attachments: You can attach a 

copy of an invoice from your

System.
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Bill To Address: Please choose the correct bill to legal entity 

by clicking on the magnifying glass: 

A new window will open, and you can check what address you 

want to use:

To details 
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Buyer VAT ID: Once the Bill To Address is selected, the field will have a drop-down 

list with the VAT ID, and you just need to select the VAT ID:

Ship to Address: Please choose the Ship to Address by clicking on the magnifying 

glass: 

To details 
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To details 

5

A new window will open, and you can check what address you want to 

use:

Requester Email: Fill in with the email address of your contact

Requester Name: Fill in with the Name of your contact

*Although this is not a mandatory field, it would be good to have this 

information, to make the invoice processing faster. If you don’t have an 

email or name, please fill in with “unk”
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• Type: Please choose what fits with your invoice: Qty (Quantity) or Amt (Amount)

• Description: Fill in with the description on your invoice

• Qty: you will need to specify the quantity, the UOM (Unit of Measure) and the Price per unit. The total amount will be 

calculated based on that.

• VAT Rate: Choose from the drop-down list, the percentage that should be applied. VAT amount will be calculated 

automatically.

Please Note: If your invoice has more than one VAT Rate, please see the next page. If not, you can skip it.

Lines
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Repeat the same process to add more lines. You will need to change 

the VAT Rate every time.

My Invoice has several Lines with Different VAT Rates

Please fill in the 1st line as described in the previous slide. Once this is done, click on Add Line. This will 

automatically add a 2nd line:
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Once everything is filled, please click calculate, to check the final amount of the invoice (if applicable, with Tax).

If you are not sure if all the information is correct, you can click on Save as 

Draft and return later to proceed with changes and submit the invoice 

afterwards.

If you are sure that the invoice is correct, please click on Submit, then click 

Send Invoice in the pop-up confirmation window.

If you have questions or find any difficulties with the submission of the invoice, please contact coupasupplierenablement@kantar.com 
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My Invoice has several Lines with Different VAT Rates
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