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Create an invoice
from a contract
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Click on the option to create an invoice from a
contract

2

Goto the invoicestab1

NOTE: The contracts you have with Glencore 
will appear in the drop-down list. This option 
will not always be enabled

Searchfor the contract you wish to generate the
invoicefor

3

Tocreatethe invoice,clickon create4

In this section you will learn how to create an invoice from a contract through the supplier portal. This section will only be available if 
you meet some requirements requested by Glencore and works only for services.
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5.1 CREATE AN INVOICE FROM A CONTRACT



In this section the creation of the invoice will take place

Complete the information in the general
information section. In scanned images and
attachments you must attach the graphic
representation or PDF of the invoice and the
dispatch or delivery fulfilment and/or service
recordapprovedby the administrator.

In the Currencyoption you can select the type of
currencyin whichyouwant to invoicein

5

Verify the information related to the supplier's
nameandaddresses.

6

Completethe information in the To section. You
mustbe the administratorof the Glencorecontract.

7

NOTE: Remember to attach the files 
requested in the image and attachments 
section. you will not be able to send the 
invoice if you do not have attachments. 

5 6
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5.2 CREATE AN INVOICE FROM A CONTRACT



Sectionwhere you will find the linesor items associated
to the invoice. Completeinformationif necessary.

8

a You have the option to select tax at the line
level. If you select this option, you will have to
specifytax for eachline of the invoice

NOTE: In the description field you must enter 
the service you provided, its respective quantity 
and price. This information will be verified by 
Glencore to continue with the invoicing. 

b Usethis option to add linesfrom the contract in
this invoice

8 a

b

COUPA TRAINING COUPASUPPLIER PORTAL (CSP)| 5

5.3 CREATE AN INVOICE FROM A CONTRACT

c

d

c

d

Toadditemsfrom the contract,click

Oncethe linesareadded,clickfinish



Sectionwhereyoucanaddthe salestax (VAT)associatedto the invoice.9

Optionsavailablefor invoicemanagement

a
Delete: delete the invoice, you will have to do the whole
managementagain.

b
Save as draft: You will be able to save the invoice and
continueeditingit at a later time.

c
Calculate: The invoice is updated and a final versioncan be
viewed.

d Send: Theinvoiceissentto Glencore.

10

Clickon send. Theinvoicehasbeensent to Glencore.11

9
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5.4 CREATE AN INVOICE FROM A CONTRACT



In this section you will see the invoice statuses

1 In the invoices tab, you will find the invoice status. 
You will be able to track the status of the invoice. 
Which statuses can be displayed:

a

Pending approval: The invoice is pending 
approval by Glencore.

b

Approved: The invoice has been approved 

Rejected: The invoice has been rejected.d

c
Draft: Refers to an invoice that is being 
managed but has not yet been sent.

e
In conflict: The invoice has incorrect 
information and needs to be modified.

1

5.5 CREATE AN INVOICE FROM A CONTRACT
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In this section you will learn how to add more lines or items to the invoice you are making

1 Whenyou are in the invoice,in the linessectionyou
will find the option to add lines. Youcan identify it
with the icon

2 A new line will be addedto the invoice,completethe
informationto continue.

NOTE: You have the option to select the 
type of line, you can must leave the 
default value as Qty. They must have their 
respective proof of approval.

2

1
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5.6 CREATE AN INVOICE FROM A CONTRACT



Additional support

V Coupa Guides 

V Glossary 



Dedicated to suppliers on success portal and available directly on CSP

Coupa Success Portal Information

https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal

Purchase Orders

https://www.coupa.com/success/purchase-orders

Invoices

https://www.coupa.com/success/suppliers-invoices

SUPPLIER PORTAL GUIDES
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https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal
https://www.coupa.com/success/purchase-orders
https://www.coupa.com/success/suppliers-invoices


�‡ CSP: Coupa Supplier Portalmeans suppliers will be able to make inquiries and upload information related 
to their invoices. The CSP also allows monitoring the invoice payment status, including payment problems. 
In addition, all related notifications will be sent to the registered email account.

�‡ Change request: Make change requests on a purchase order, it can be for example price or quantity. 

�‡ Credit note: Document through which you can cancel invoices previously made.

�‡ Invoice: Through Coupa you will have the possibility to generate an invoice against a purchase order (PO) 
and be able to follow it up

�‡ Sourcing Event: RFx Events consist of Request for Information, Request for Quotation, and Request for 
Proposal defined by one buyer and many sellers.

Glossary
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