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1.) To view purchase orders, click on the Orders tab. 

 

 

 

2.) Select The Andersons 

 

3.) To create an invoice, click on the gold coins. 

 

 

4.) Choose Invoicing details from the dropdowns or add New. 
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5.) Click on save. 

 

 

 
6.) Enter the Invoice #  
7.) Enter the Invoice Date – Change the Invoice Date field in Coupa to match Invoice Date  
8.) Attach a copy of the invoice by clicking on File  
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9.) Scroll down into the Lines section. 
• If the price is correct and matched your invoice, don’t change anything. 
• Do NOT include shipping cost or taxes in this section. 

10.)  If the Price is to be adjusted, click in the Price box, and change the dollar amount. 
• Do NOT include $ signs. 
• Do NOT add an invoice line. 
• If there is an item on the screen that is NOT going to be included in this invoice 

submission, do NOT zero out the price or quantity. Delete the line item form the invoice by 
clicking the rex X button.  

• Do NOT submit any invoice lines totaling $0.00 

 

11.)  Add any shipping costs or taxes.  
12.)  Click on Calculate 
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13.) Click Submit 

 

 

14.) Click Send Invoice 

 

 

 

 


