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Bulk Purchase Order - Invoicing Guide
 

To begin invoicing in Coupa:  

1. Navigate to the Coupa Supplier Portal and click on the Orders tab.  
2. Select Customer: Make sure to select Flynn Group as your customer.  
3. To begin invoicing you can either: Click on the gold coins icon to the right of the PO that you’re 

invoicing against OR select the PO number > scroll to the bottom of the PO > select “Create Invoice”. 

 
4. After selecting Create Invoice, enter the Invoice # and Invoice Date 
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5. Add the required invoice document by selecting Add File under the Attachments section. 

 
6. Invoice against the line associated with the current billing period. For example, if you are invoicing for 

the month of June, look for the line item associated with that month, adjust the price if needed. 

*Remove the lines associated with the billing period that you are not currently invoicing against by either 
entering 0 in the price field OR selecting the X to delete the line. This will NOT remove the PO lines, this 
is just removing them from the invoice as you are not invoicing for future fees.  
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7. Once you’ve removed the lines for future fees, select Calculate. Ensure that the total matches the 
invoice you are submitting and select Submit.  

 

 
 

8. A message will appear asking you to confirm that you’ve attached the correct documents to the invoice. 
Select Send Invoice. 

 
 

9. Once your invoice is sent, under the Invoices tab the status will say “Pending Approval”. The 
requester for the Purchase Order will review and approve if the information is accurate.  

 


