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Coupa Supplier Portal (CSP) 

Purpose: 
The Coupa Supplier Portal (CSP) provides suppliers with the opportunity to submit Credit Notes directly to 
the order and previous invoice 

 

1. Inside the CSP 
 

1. You will log in to the Coupa Supplier Portal https://supplier.coupahost.com/ 
 

 
 

2. Select “Invoices” located on the top ribbon. 
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Coupa Supplier Portal (CSP) 

3. Click on the “Create Credit Note” Button 
 
 
 

 

 

4. Select the invoice that needs to be credited from the drop-down box and click “Continue”. 
 

 

 

 

 

 

 

 

 

 

 

 



 

                                                                   

 

 
Hosted Catalog Job Aid 

  
 

 

  
  3 

Coupa Supplier Portal (CSP) 

5. Select the desired option to either completely cancel the invoice, or adjust the invoice with a 
Credit Note, and click on “Create”. 

 

 

 

6. Make sure that all fields marked with a red asterisk are filled. 
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Coupa Supplier Portal (CSP) 

 

7. Make the adjustments that are required for the Credit Note. 
 

 

 

8. Click on “Calculate”, review the total and click “Submit”. Please note that all amounts and 
quantities must be positive numbers. 
 

 

 

9. You will see a Pop-up asking if you are ready to send. If you’re ready to send it click on “Send Credit 
Note”. If it needs more editing, click on “Continue Editing”. 
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Coupa Supplier Portal (CSP) 

 
10. A second Pop-up will appear asking to make sure the tax information is correct. If it is, click on 

“Submit”.  
 

 


