Credit Notes

To fix invoice inconsistencies or resolve invoice dispute, consider this quick reference guide. There are two ways

you can create and submit a credit note:

e Through the Coupa Supplier Portal (CSP) OR
e Sending a PDF credit note via email.
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1 . 1 lect Customer Exxaro Resources

Invoices

Create Invoices @

Create Invoice from PO Create Invoice from Contract Create Blank Invoice

Exportto ~ View EYI
Invoice # Created Date. Status PO# Total
I MNane 08/30119 Drait GGCB000299 -172.50 ZAR Na
None 08/30119 Drait GGCB000297 11,900.00 ZAR Na
None 08/3019 Draft GGCB000297 11,900.00 ZAR No
invaa7 08/30119 Approved GGCB000297 0.00 ZAR No
inv2gg 08/30119 Approved GGCB000299 402.50 ZAR Na
inv 345 0B/3019 Appraved GGCB000297 0.00 ZAR Na & Chat with Goupa Support
o pmenaro stz coupshostcom/supser.nvoces st for_coupe_comrect7usernam. -

Credit Note
If you are issuing a credit note in regards to a problem with an invoice or goods shipped, please

include the invoice number. If you are issuing a credit note purely to offer a credit to your
customer please select other.

Reason @ Resolve issue for invoice number inv299

© Other (e.g. rebate)

Cancel

Credit Note

How do you want to correct invoice "inv299" 7

) Completely cancel the invoice with a credit note e
@ Adjust invoice with a credit note (@

Cancel

Create Credit Note create

This credit note applies to invoice inv299. roved, the credit will adjust the invoice's impact to the transaction.

General Info From
@Credit Note #  CRN299 *Supplier Carpet Cleaning Services

*Credit Note Date | 08/30/19 *Supplier VAT ID 4000005678 »~

Payment Term 30DAYS *Invoice From Address Mandla Mahlangu

23 Time street
Original Date of Supply  08/30/12 Johannesburg
2001
*Currency ) ZAR ~ South Africa

Delivery Number
* Remit-To Address Mandla Mahlangu

Status Draft 23 Time street
. Johannesburg
Original Invoice # inv299 2001
South Africa

Original Invoice Date 08/30/119
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1. Create credit note in the
CSP

The first option is to create a credit
note on the Coupa Supplier Portal.

1.1.

1.2.

il

1.4.

1.5.

1.6.

1.7.

1.8.

1.9.

(Release R25)

Navigate to the Invoices
tab.

From the Select
Customer dropdown list,
select Exxaro Resources.
Click Create Credit Note.

In the credit note pop-up,
select the reason for your
credit note.

From the drop-down list,
select the invoice number
Click Continue to
proceed.

Coupa will prompt for
more information on how
you want to rectify the
invoice. To fix
inaccuracies, select
Completely cancel the
invoice, or, to fix price or
quantity discrepancies,
select Adjust invoice.

Click Create.

Populate all the mandatory
fields marked by a red
asterisk.
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| Lines
Adjustment Type | Price v@
g" D."Ce::'t'l':; Sevices ?{v)uo U:u:rs ~ P’-h=° H::: -350.00 @
Submit
> v ljilv & ‘lAvenir VH " V’
(@ .
Send Paste 3 B I U &b x, X

To: | | O coupa.invoices@exxaro.com |

Ce: |

Subject: |Credit note #299

?: basic-credit_note.pdf

_wr | 13.6 KB

@

Hi Accounts Receivable,
Herewith credit note #299

Kind regards
Mandla

1.10.Proceed to your line items.
In the Adjustment Type
drop down options, select
Price.

1.11. Specify the new amount.

1.12.Click Submit to submit your
credit note.

2. Send a PDF credit note

The second option is to send a PDF
document via email.

2.1. Open a new email and
attach the PDF document.

2.2. Click Send to send your
credit note to coupa.
invoices@exxaro.com

For additional support contact 0872 839 704, or email vendor.services@exxaro.com for assistance
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