Quick Reference Guide J— :.::
Monitor Invoice Payment Status

The aim of this document to provide an overview of the process of monitoring payment status
in the Coupa Supplier Portal (CSP).

1. Loginto the CSP.

1 $r:coupa supplier portal MARA~ | NOTIFICATIONS @ | HELP ~
Q Invoices Orders Business Profile Setup Service Sheets ASN Sourcing Forecasts Catalogs Community More...
LI
Recent Activity view v @ Announcements
[ sasol Chemicals Test |

No activity found for Sasol Chemicals Test.

Multi Factor Join Requests Merge Linked
Security Suggestions Customers
0Oof 1 Users 0 Users 0 Duplicates 1 Connection

2. Click the Invoices tab to view all invoice created by you.

3. Open the relevant invoice for which you want to see the payment status by clicking on the

invoice number.

<"3coupa supplier portal MARA - | NOTIFICATIONS @ | HEL

2 'S w Orders  BusinessProfile  Setup  ServiceSheets ~ ASN  Sourcing  Forecasts  Catalogs ~ Community  More..

Invoices  Invoices Lines  Payment Receipts

Select customer Sasol Chemicals Test

Invoices

Instructions From Customer

{Example text - this is set on your Gompany Information setup page and will be displayed for CSP and SAN suppliers on the Invoice list page]

Create Invoices @

Create Invoice from PO Create Credit Note
C— C—2
Invoice # Created Date Status. PO# Total Unanswered Comments Dispute Reason Actions

Training 123 02/10/25 Pending Approval 8500003042 62043EUR  No
3 asol Training  02/10/25 Pending Approval 8500003042 620.49 EUR No
1345 02/07/25 Approved 8500000090  26.84 EUR No

None 02/05/25 Draft 8500003042 62043EUR  No _/ Q

None 02/05/25 Draft 8500003042 62043EUR  No _/ Q

None 02/05/25 Draft 8500003042 62043EUR  No _/ Q
12345 0119725 Voided 8500000090  26.84 EUR No
test_1123 01/14/25 Voided None 7.32EUR No
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Enter Legal Entity Details

4. Once the Invoice is Open, please navigate to the bottom of the page where you can see the

Payment Status for that Invoice.

Total Tax 484
Net Total 2200
Total 26.84
oI Comments Mute Comments
Enter Comment
s
Add File | URL
Payments v
Statws Extemally Paid
haid-in-Full Date 02120125
~ayment Reconciliation Details
Status Date Type Description Amount
Posted 0272025 Payment 26384
Total Reconciled 2684
Invoice Total 2684
Remaining Balance 0.00

5. Additionally, once the invoice is market as paid from SASOL you will get an email notification

automatically from the system in the day of payment, that looks like below:

do_not_reply@sasolchem-dev.coupahost.com 1:32AM (O minutes ago) ¥

to sasolcoupasupplier+1000000046 +

Poweredby £,3COUPA

.

saso. 28

Invoice #INVOICETEST marked as Paid by Sasol Chemicals
Development

Hello Pournami,
Your Invoice has been marked as 'Paid' by your customer, Sasol Chemicals Development.

If you have any questions you can simply contact your customer through normal channels or
enter a comment on the Invoice.

View Invoice
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