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Coupa Supplier Portal:

Invoicing — Disputed Invoices

R29S.02.15.2021




Disputed Invoices

In the Coupa Supplier Portal (CSP), a disputed invoice is one containing issues that must be resolved by the supplier and
resubmitted to UPS for approval.

Create Invoices @

Create Invoice from PO Create Invoice from Contract Create Credit Note
j" e I :Sea‘:h I
Invoice # Created Date Status PO# Total Unanswered Comments Dispute Reason Actions
I TEST120720 12/07/20 Approved 1,000.00 USD Mo
MNone 12/04/20 Draft 0.00 USD No e <)
I BAD-INV-2 12/04/20 Disputed 40.00 USD Yes Master ltern Description lssue E I
GOOD-INV-1 12/04/20 Pending Approval 40.00 USD No
UPS-BBB-2  12/04/20 Approved 150.00 USD No

Some of the common reasons which an invoice can be disputed are:

Coupa Disputed Invoice Reasons

Attachment missing or in incorrect format No shipping charges allowed
Billing code incorrect No miscellaneous charges allowed
Duplicate invoice. Already paid or payment review in progress Payment terms incorrect
No special handling charges are allowed Tax rate missing or incorrect

One or more invoice lines unit of measure (UOM) differs from the  This invoice does not contain a valid UPS Requestor. Please reach
corresponding purchase order (PO) line’s UOM out to your UPS contact for the proper Requestor
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Disputed Invoices

Suppliers will be notified of
disputed invoices via CSP
notifications, email, and/or SMS Home Profle  Orders Service/TimeShees ASN  Inwoices Catalogs Payments  BusinessPerformance  Sourcing
(text) messaging, depending
upon how notifications are
configured in the CSP.

g.scoupa supplier portal DORIAN v | NOTIFICATIONS @ | HELP v

Invoices  Invoices Lines  Payment Receipts

Create Invoices @

On the Invoices tab, disputed
invoices can be identified by the

word “Disputed” in the Status

column, a “reason” in the Dispute

Create Invoice from PO Create Invoice from Contract Create Credit Note

Invoice # Created Date Status PO# Total Unanswered Comments Dispute Reason Actions
Reason COlumn and/or the . . I TEST120720 12/07/20 Approved Mone 1,000.00 USD  No
appeara.nce Of the ReSO/Ve Icon In None 12104/20 Draft Nene 0.00 USD No ,/ o
the ACtlonS COIU mn. I BAD-INV-2  12/04/20 Disputed Mone  40.00 USD ez Master ltem Description lssue E I
GOOD-INV-1  12/04/20 Pending Approval Mone 4000 USD Mo
Click the Resolve icon to open the UPS-BBB-2 12104120 Approved None 150.00USD Mo @
disputed invoice. — Resolve
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Disputed Invoices — Change and Resubmission Options

. . . Please review the invoice and determine the resolution option: v
Most suppliers will have the option to P
Void or Correct disputed invoices. To Void
resubmit an invoice, choose the I this invoice was issued in duplicate or has been already paid for, you can Void this invoice from here.
Correct Invoice option. Correct Invoice

If the disputed invoice has some incorrect detail, please choose this option to allow for an in place correction to the invoice.

Disputed invoices submitted BEFORE
November 20, 2020 will give suppliers
the option to Cancel or Adjust the
invoice. Select Cancel Invoice

Note: Choosing to cancel invoices
submitted prior to 11/20/20 will prompt
the user to create a cancellation credit

note (see CSP - Creating a Credit Note ' b : v ~
guide) AND a new invoice. The invoice will Caniel bealie
have a new number and the credit note 4 i Brvoice wes issund in Gumikcele. o ¥ Yot scuire o armend on Brioe or cuanily information on ihis Boios. Bisess concal the invaios by thoosng BNl
will be used to void the amount of the pon. Wo will gusde you through a cancelation credit note and a roplacement imvoics creat
disputed invoice. Adjust

I vou noed 10 fix ¢

Proprietary and Confidential: This presentation may not be used or disclosed to other than employees or customers, unless expressly authorized by UPS.
2/ 1 7/202 1 © 2021 United Parcel Service of America, Inc. UPS, the UPS brandmark, and the color brown are trademarks of United Parcel Service of America, Inc. All rights reserved. COUPA is a registered trademark owned
by Coupa Software Incorporated. Used with permission.


https://www.ups.com/assets/resources/media/en_US/CSP_Creating_a_Credit_Note.pdf

Disputed Invoices — Correcting Items of a Disputed Invoice

O: General Info 2 Bill To &Ship To

Invoice # IFPO-DM-4 Supplier P035_3313610_TXDALLAPOBOX731_BEST BUY
FOR BUSINESS

Invoice Date 12/01/20
Invoice From  Another Test Corporation
H Payment Term EOAP + NET 45
In the General Info section of the 55 Glnlake Ploy
Currency USD andy Springs, 30328

disputed invoice, users will once again ety N
find the disputed status and the Status Disputed s Aot o Copuratc
d |Sp Ute reason (S) . Dispute Reason(s) Faulty or Wrongly Shipped Product or Excess shipment Sancy Springs, 30328

United States

returned

Ship From Another Test Corporation

55 Glenlake Pkwy
Supplier Notes None Sandy Springs, 30328
United States

Attachments RNone

Totals & Taxes

Lines Net Total 100.00
Header Tax Totals 18.00

Scroll down, below the Totals & Taxes Sripping 000
section of the invoice, and click the
Correct Invoice button to open the e 1800

invoice in editable form. e e
Total 118.00
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Disputed Invoices — Correcting Items of a Disputed Invoice

Invoice #IAC-DM-020521

A correction for the original disputed
invoice is now available. Corrections can
be made in the General Info, To, Lines,
and Taxes & Totals (if applicable)
sections of the invoice to resolve the
dispute reason(s).
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Disputed Invoices — Correcting Items of a Disputed Invoice

| Lines O Line Level Taxation
1 Type Description Qty uom Price (]
Qty ~ i 9732900000_MI_WINCHING 5.00 Work Hour - 100.00 5 O O e OO
HEAVY TRUCK HR . .
PO Line Supplier Part MNumber

When making corrections to the Lines :
section, users should create a new line for 0 Add Line
each incorrect line by clicking on Add Line. -

A new blank line will appear below the line

to be corrected.

Totals & Taxes

2 Type Description Qty Uuom Price 0
R R o e
PO Line Supplier Part Number
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Disputed Invoices — Correcting Items of a Disputed Invoice

Leave Qty as the item Type.

Begin typing the good or service OR
type the number “9” in the Description
field and SELECT the appropriate item
from the dropdown that appears.

Note: To receive a complete list of
master items aligned with a contract,
email supplyline@ups.com. Use the
subject line: Coupa Rate Sheet
Request

The UOM and Price fields will auto
populate according to the terms of the
contract rate sheet when the item is
properly selected.

Once the item is properly selected and
the quantity is adjusted in the newly
added line, delete the incorrect line by
clicking the €9 in upper left corner.

Lines

Type Description Qty UoM Price

Qty ~ 9 \ 1000 Acres - 000

|

- .:1.w"l--r|¢ MISC. MUST PREOVIDE DOCUMENTAT N

PO Line | 97320000dasMI_WINCHING HEAVY TRUCK HR |

Khia 9732900000_MI_DRIVE SHAFT REMOVAL WHEN NEED (EA)
9732900000_MI_DAMAGED SMALL FLATBED HR
9732000050_MI_ROAD SERVICE (EACH)

((i; Add Tag

0 Add Line Totals & Taxes

O Line Level Taxation

0.00 @

OLine Level Taxation i

- Lines
1  Type Description Qty UoM Price
ay v ] 9732900000_MI_WINCHING 5.00 WorkHour 100.00 BOOOD a
HEAVY TRUCK HR

PO Line Supplier Part Number
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Disputed Invoices — Correcting Items of a Disputed Invoice

Suppliers can also make necessary changes to
the Totals & Taxes section such as adding
shipping charges and applying approved taxes.

Totals & Taxes

Click Calculate below the Totals & Taxes section to lock in

Lines Net Total 5,400.00 . . .
the changes and to update the invoice total, then click
Shpine Submit. A message box will appear, click Send Invoice to
continue.
Are You Ready to Send?
Tax - % 0.000 You're about to send an invoice to UPS for a total amount of 1,000.00. Once sent, you'll have o
o contact your customer directly to make changes to the invoice.
Total Tax 0.00 i
Net Total 8400 00 Continue Editing _ Send Invoice
Total 8.400.00

Delete Cancel Save as Draft Calculate m
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Disputed Invoices — Invoice Status

The green bar of success should
appear at the top of the Invoices
screen.

Suppliers will see that the
original disputed invoice will
have a Voided status and the
corrected invoice will have the
same invoice number with a
Pending Approval status.

Invoices

P035_3313610_TXDALLAPOBOX731_BEST BUY FOR BUSINESS invoice #1AC-DM-021021 is pending approval

Instructions From Customer

When creating an Invoice against Contract, the ltem must be selected from the drop down menu. Enter keyword and then select the item.

Create Invoices @

Create Invoice from PO Create Invoice from Contract Create Credit Note
| Exportto - | View
Invoice # Created Date  Status PO # Total Unanswered Comments  Dispute Reason Actions
I IAC-DM-021021 0211721 Pending Approval Mone 1,000.00 USD Mo

IAC-DM-021021 0210721 Voided Mone 500.00 USD Yes Incorrect line item selection process
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