Invoice via PO Email / PO Flip

Invoice via PO email is one of the simplest ways to submit invoices through Coupa / SupplyNet.
This method allows you to flip the Purchase order you received via email to an invoice.
Suppliers also get notifications after they submit an invoice, this improves transparency and
further reduces the need for suppliers to track down the status of their invoices through phone
calls or emails.

How to flip an Order into an invoice right from the Purchase Order email.

You will receive an email containing your purchase order from:
do_not_reply@ualberta.coupahost.com

Step 1:

Click on the ‘Create Invoice’ button at the bottom of the email. You can also forward the PO
email to someone within your organization to create the invoice.

Shirin Pirwani <do not reply@ualberta-test.coupahost.coms
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TEST ONLY- University of Alberta Purchase Order #UA271917

Order Summary
Date 08/16/22
PO Total 2,000.00 USD
Payment Terms 30

Contact Shirin Pirwani
spirwani@ualberta.ca 1

Manage Order Create Invoice

Step 2
Enter the information indicated below.

a) Enter the invoice number
b) Enter Invoice date
c) Attach your PDF invoice or Supporting documents if applicable
d) If required:
o You can edit qty or pricing for your invoice for partial invoicing
o You can click on X for partial invoice or deleting lines
o Do not add lines, this is not supported
o Add shipping and handling in Shipping Field



e) Click Calculate and confirm total and GST
f) Check the box if you wish to be notified regarding your invoice status
g) Click ‘Submit’
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ONE-TIME SET-UP ONLY:

The first time you create an Invoice from the PO email you need to create an address.

Choose Invoice From Address

No Invoice From Addresses to choose from.

To add a new address click Create New Remit-To.

Cancel Create New Remit-To

Enter the Required Fields:

Enter a new address

Create a Remit To address to make it available on invoices to specify the details of
how you would want to be pald The Remit To name helps when creating invoices
online
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- Tax ID is a mandatory field enter your Tax ID # here. And if you do not have a

Tax ID Number enter 999999999
- Do not enter Banking information. If you wish to be paid by EFT please on the

form below.

Electronic Funds Transfer form



https://www.ualberta.ca/finance-procurement-planning/media-library/finance/documents/fs-office-site/forms-cabinet/supplier_change_request.pdf

