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What is Coupa?
Coupa Introduction

• Coupa is a leading e-Procurement platform, connecting KPMG China with the suppliers.

• Coupa is an internet-based solution capable of accommodating a variety of different systems.

• The Coupa Supplier Portal (CSP) will be utilized by KPMG China to request materials and services, as well as create and 

communicate Purchase Orders and Invoices.

Workflow

3-way Match

Suppliers
PO, PO Change

PO Acknowledgement

Invoice

KPMG China has selected Coupa as the technology platform to streamline the S2P processes and enable electronic Purchase Order transmission.
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How will you benefit from Coupa?
Coupa Introduction

1

2

3

4 

5

Better Transaction Status: Track all your Coupa transactions such as POs, invoices, and credit notes.

Automated PO Transmission: Coupa will notify suppliers via Email that a PO is transmitted. Supplier can receive and acknowledge PO 
through Email or CSP.

Manage Invoices: Supplier can issue invoices and credit notes on Coupa and monitor the status of the invoices.

Basic Profile Establishment: Use the platform as a self-serve tool to manage their contacts, addresses, and legal entity information.

Most importantly, these services are Free of Charge! There will be no cost for suppliers to use the Coupa Supplier Portal (CSP) or Email 
when transacting with KPMG China.

The Coupa Experience with KPMG China will provide you:
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Receive communication 
from KPMG China on 

e-Procurement platform 
(Coupa) Go-Live

June 11th-13th

Register on CSP and 
create profile

Late September
KPMG China will 

launch Coupa and 
start transaction with 
supplier via Coupa 

October 8th

Participate in supplier 
training organized by 

KPMG China

August 24th-26th

Key Project Dates
Training Overview

Key dates for supplier during the whole project:
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Term
Key Terminology

Term Description

Coupa Supplier Portal (CSP) A website portal for supplier to manage business with customers. Supplier could view sourcing events, view and 
track the purchase order issued by supplier, as well as create and manage the invoice/credit note on this portal.

Supplier Actionable 
Notifications (SAN) Notifications that supplier can receive via email to manage sourcing event, POs and invoices.

Sourcing Event The function utilized by customers to collect information and prices from suppliers, in order to be able to select 
the best suppliers for requested items and service.

Purchase Order (PO) A legal and commercial document sent from customer to a supplier committing KPMG’s purchase for goods or 
services. 

Acknowledge PO To receive and confirm the purchase order by supplier, after which the effectiveness of this PO will be admitted.

Invoice Billing document issued to KPMG stating financial obligations for received goods/services performed.

Disputed Invoice The invoice has been rejected and sent back by customer, for supplier to further cancel and re-submit.

Credit Note An invoice with negative value, to offer a credit to your customer or resolve the issue for invoice. 

Remit-To Accounts
Account where customer pays for their invoices. For suppliers, when creating invoice in CSP, you can just leave 
remit-to account as your physical address for KPMG China, since that the actual remit-to will be entered in 
KPMG Coupa instance.

Ship-From The address whether the supplier delivers the items/service to the customer, which is defaulted as the legal 
entity address.

Payment Term The expected duration between the date your customer received the invoice and sent payment.

Payment Base Date The invoice issue date, which will be the starting date for KPMG China to calculate the payment due date.
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Icon
Key Terminology

Multiple icons are used  to improve user experience.

Add item

Edit

Delete

Print

Create invoice

View

Create credit note

Calendar

Mark as read

Resolve

You can hover over the icon to see 
explanation of the icon.
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Coupa Training Guide
Training Manual

Two Interaction Channels:

You can receive SAN by email to participate in the sourcing 
event, receive and manage the real-time PO, and create 

invoice without registration and login.

Supplier Actionable Notification (SAN)

By registering on CSP, suppliers can not only manage the 
real-time and historical sourcing events, POs and invoices, 

but also can set up profile and contact information by 
themselves.

Coupa Supplier Portal (CSP)
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(SAN)
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Interaction Channel 1 – Supplier Actionable Notification (SAN)
Training Manual

Purchase Order  (PO)

• View PO
• Acknowledge PO
• Add comments on PO

Invoice

• Create invoice

Sourcing Event

• Participate in the Event
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Sourcing Event – Participate in the Event (1/6)
Training Manual – Supplier Actionable Notification (SAN)

Supplier may receive the invitation to the sourcing event via email.

1 Click View Event

11
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Sourcing Event – Participate in the Event (2/6)
Training Manual – Supplier Actionable Notification (SAN)

Supplier should respond to the received sourcing event as required.

22

23

24

2 Check the box for I intend to participate 
in the event

3 If there are any terms or conditions, you 
will also need to select Yes for all of them 
to accept the event

4 Click Send to Event Owner to confirm 
your acceptance of the Terms and 
Conditions
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Sourcing Event – Participate in the Event (3/6)
Training Manual – Supplier Actionable Notification (SAN)

Supplier should respond to the received sourcing event as required.

5 You can find the start date and the end 
date of the event here

6 Click Enter Response to confirm to
participate in the event

55

66

77

7 You will be navigated to Items and Lots. 
Hover over the item/service,        will 
show up if it is editable. Click on the 
item/service
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Sourcing Event – Participate in the Event (4/6)
Training Manual – Supplier Actionable Notification (SAN)

Supplier should respond to the received sourcing event as required.

18 19 110 111 8 Confirm you can provide this item/service

Ship to: The location where your goods 
should be shipped to

9

10 Item Details: You can download the 
attachment for detailed information 
provided by your customer

11 Need by Date: The customer wants to 
receive the item/service before this date
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Sourcing Event – Participate in the Event (5/6)
Training Manual – Supplier Actionable Notification (SAN)

Supplier should respond to the received sourcing event as required.

112

113

214

815

12 Enter your quoted price

13 Fill in the fields if you can provide the 
relevant information.
Your Item Name: Enter your goods/service name;

Lead Time: The expected days from receiving PO 
to shipping the item/service;

ID/Part Number: Component’s specific ID if 
applicable;

Description: Description of goods/service;

Image: Image of the goods/service if needed

Provide the detailed supporting
document of the product if applicable, 
including product specification, scope of 
services, quotations, etc.

14

Click Save Item15



20© 2021 KPMG Advisory (China) Limited, a limited liability company in China and a member firm of the KPMG global organisation of independent member firms affiliated with KPMG International Limited, a private English company 
limited by guarantee. All rights reserved. Printed in China.

Sourcing Event – Participate in the Event (6/6)
Training Manual – Supplier Actionable Notification (SAN)

Supplier should respond to the received sourcing event as required.

817

816

818

Confirm the total amount16

Click Submit Response to Buyer17

Coupa will notify you that ‘Response 
submitted to Buyer’

18
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Interaction Channel 1 – Supplier Actionable Notification (SAN)
Training Manual

Invoice

• Create invoice

Sourcing Event

• Participate in the Event

Purchase Order  (PO)

• View PO
• Acknowledge PO
• Add comments on PO
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PO – View PO (1/2)
Training Manual – Supplier Actionable Notification (SAN)

Supplier can find new PO in email box, which is sent from KPMG China.

11

22

1 Double click the attachment

Click Open2
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PO – View PO (2/2)
Training Manual – Supplier Actionable Notification (SAN)

After receiving PO via email, supplier could view the Purchase Order document.

33

PO NUMBER is provided in PO 
template, which should be the key 
information for you to create invoice 
against.

Payment Term has been defined in PO, 
which will be consistent in the following 
invoicing process.

Purchaser’s Email shows the contact 
information of KPMG China requester 
who places order to you.

3 The file of purchase order will be 
opened for your reference.
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PO – Acknowledge PO 
Training Manual – Supplier Actionable Notification (SAN)

Supplier should acknowledge PO, after receiving and confirming the order.

11

22

33

1 In PO email, click on Acknowledge PO

2 A website page will pop up automatically 
showing Order acknowledged on the 
top

3 You can find that the box of 
Acknowledged is automatically checked

Order Acknowledgement means the 
supplier has received and confirmed the 
order.
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PO – Add Comments on PO (1/2) 
Training Manual – Supplier Actionable Notification (SAN)

Supplier can add comments on the received purchase order via email.

11

1 Click on Add Comment in PO email
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PO – Add Comments on PO (2/2)
Training Manual – Supplier Actionable Notification (SAN)

Supplier can add comments on the received purchase order via email.

44

22

33

4 Your comment will be shown as below

2 You will be navigated to a website page. 
Supplier can enter the comment with 
mentioning KPMG China’s colleague, by 
typing ‘@name’ (no space between @ 
and name) and then selecting the name 
from the drop-down list of associative 
word search result generated by Coupa.
File and URL could also be added as 
comment attachment

3 Once completed, click Add Comment
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Purchase Order  (PO)

• View PO
• Acknowledge PO
• Add comments on PO

Interaction Channel 1 – Supplier Actionable Notification (SAN)
Training Manual

Invoice

• Create invoice

Sourcing Event

• Participate in the Event
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Invoice – Create Invoice (1/2)
Training Manual – Supplier Actionable Notification (SAN)

Supplier could directly create Invoice against received PO in PO email.

11

12

Click on Create Invoice

2 You will be navigated to Create Invoice
page. 
Then, click Create New Remit-To in the 
pop-up window of Choose Invoice-From 
Address

1
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Invoice – Create Invoice (2/2)
Training Manual – Supplier Actionable Notification (SAN)

Supplier could directly create Invoice against received PO in PO email.

33

34

25

36

4 Enter your registered address

Enter your Registered company legal 
name

3

5 Click Create and Use

You can then create the invoice according 
to your own business situation by 
following the instruction of Coupa.
How to create the invoice will be 
introduced in detail in the following 
sessions from page 60 to page70

6
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Coupa Supplier Portal (CSP)
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Interaction Channel 2 – Coupa Supplier Portal (CSP)
Training Manual

Purchase Order  (PO)

• View PO
• Acknowledge PO 
• Add comments on PO
• Create view on historical PO
• View actual receipt

CSP Setting

• First time registration 
• Returning supplier registration
• CSP link and recommended browser
• Overview of CSP user interface
• Change language
• Set up Legal Entity information
• Invite additional users

Invoice

• Create invoices
• Create credit notes
• Manage a disputed invoice 
• View invoices
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Coupa Setting – First Time Registration (1/3)
Training Manual – Coupa Supplier Portal (CSP)

11

Click Join Coupa1

Supplier can register on CSP when receiving Coupa registration invitation email.
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Coupa Setting – First Time Registration (2/3)
Training Manual – Coupa Supplier Portal (CSP)

Supplier can register on CSP when receiving Coupa registration invitation email.

32

13

Set you password. Check the box to 
accept the Privacy Policy and the Terms 
of Use.
Then, click Get Started

2

Fill in your company information by 
following the setup instruction of CSP and 
click Next

3
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Coupa Setting – First Time Registration (3/3)
Training Manual – Coupa Supplier Portal (CSP)

14

15

Supplier can register on CSP when receiving Coupa registration invitation email.

Click Next

Coupa will notify you that Welcome to 
the Coupa community. You’re all set 
with KPMG!
Then, click X

4

5
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Coupa Setting – Returning Supplier Registration
Training Manual – Coupa Supplier Portal (CSP)

Some suppliers may have already registered on the CSP previously.

11

11

2

Click Login to Coupa

Enter your previously used credentials of 
the CSP, and click on Log In

1

2

• In case you cannot retrieve your 
password, you can click on 
Forgot Password? to reset it.
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Coupa Setting – CSP Link and Recommended Browsers
Training Manual – Coupa Supplier Portal (CSP)

The CSP website link and browsers recommended to access CSP.

Link to access Coupa Supplier Portal: 
• https://supplier.coupahost.com/

Coupa supports the latest versions of 
these web browsers:

• Google Chrome 91.0
• Mozilla Firefox 90.0
• Microsoft Internet Explorer 11
• Microsoft Edge 91

https://supplier.coupahost.com/
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Coupa Setting – Overview of CSP User Interface
Training Manual – Coupa Supplier Portal (CSP)

Supplier can access CSP UI after login.

6

11 12 13 14 15 Home: View and improve public profile 
and see the list of connected company.

Profile: Create and manage your profile, 
including addresses and contacts.

Orders: View and access the purchase 
orders you received from different 
customers.

Invoices: Create and manage invoice.

Sourcing: Sourcing event launched by 
your customers

Service/Time Sheets and ASN are tabs 
that will not be used for KPMG China at 
the time of Go-Live.

2

3

4

5

Setup: Manage users, remit-to 
addresses, merge requests, etc.

6

1
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Coupa Setting – Change Language
Training Manual – Coupa Supplier Portal (CSP)

Supplier can change the display language of CSP as needed.

11

22

2 Select the language you preferred

Scroll down to the bottom of the page and 
hover over the current language

1
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Coupa Setting – Set up Legal Entity Information (1/7)
Training Manual – Coupa Supplier Portal (CSP)

1 Click Setup

2 Click Legal Entity Setup

Click Add Legal Entity3

Supplier should create the legal entity, to be able to create invoice on CSP.

11

22

33
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Coupa Setting – Set up Legal Entity Information (2/7)
Training Manual – Coupa Supplier Portal (CSP)

Supplier should create the legal entity, to be able to create invoice on CSP.

44

45

4 Fill in your official Legal Entity Name and 
located Country/Region by following the 
instruction of Coupa in the pop-up 
window

5 After filling out the fields, click Continue
to turn to the next page.
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Coupa Setting – Set up Legal Entity Information (3/7)
Training Manual – Coupa Supplier Portal (CSP)

6 Select the applicable customers

Supplier should create the legal entity, to be able to create invoice on CSP.

7 Fill in the registered address of your 
company, and choose if you want to use 
this address as Remit To/Ship-From 
address

9 Click Save & Continue

Miscellaneous: Optional. This field is 
used to tie this registered address with 
your ERP system

8

66

67

68

69
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Coupa Setting – Set up Legal Entity Information (4/7)
Training Manual – Coupa Supplier Portal (CSP)

Confirm the Payment Type is defaulted to 
Address

Supplier should create the legal entity, to be able to create invoice on CSP.

If you check the box for ‘Use this 
address for Remit To’ in the previous 
page, the information here will be 
defaulted as your registered address

9

810

811

12

10

Click Save & Continue

11

12
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Coupa Setting – Set up Legal Entity Information (5/7)
Training Manual – Coupa Supplier Portal (CSP)

Supplier should create the legal entity, to be able to create invoice on CSP.

416

Click Add Remit-To to add new Remit-To 
address if it is different from the your 
previously registered one

13

Click Manage to manage the existing 
address(es)

14

Click Next to turn to the next page16

413

415

814

Click Deactivate Legal Entity to cancel 
the current setup of legal entity

15
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Coupa Setting – Set up Legal Entity Information (6/7)
Training Manual – Coupa Supplier Portal (CSP)

Supplier should create the legal entity, to be able to create invoice on CSP.

420

417

419

818

Click Add Ship From to add new 
shipping address if it is different from the 
your previously registered one

Click Manage to manage existing 
address

17

18

Click ‘Done’ to finish the procedure.20

Click ‘Deactivate Legal Entity’ to cancel 
the current setup of legal entity.

19
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Coupa Setting – Set up Legal Entity Information (7/7)
Training Manual – Coupa Supplier Portal (CSP)

Supplier should create the legal entity, to be able to create invoice on CSP.

821

21 ‘Congratulations!’ will show up after 
completing the setup.
Then, click Done at the right bottom to 
finish the set up
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Coupa Setting – Invite Additional Users (1/3)
Training Manual – Coupa Supplier Portal (CSP)

Supplier can have multiple user accounts.

1

2

Click Setup on the top menu

Click Users

Click Invite User3

11

22

33
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Coupa Setting – Invite Additional Users (2/3)
Training Manual – Coupa Supplier Portal (CSP)

Supplier can have multiple user accounts.

User information (except email) is still 
editable at your convenience after the 
invited user joins in CSP

44

85

46

4

6

Fill in contact information of the invited 
user. And, email is a mandatory field

Click Send Invitation. The invited user 
will receive the invitation by email soon

5 Select invited users’ access to CSP 
modules (Permissions) and Customers
according to your own company policy
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Coupa Setting – Invite Additional Users (3/3)
Training Manual – Coupa Supplier Portal (CSP)

Supplier can have multiple user accounts.

67

7 The invited user can click Join Coupa to 
start his/her journey in CSP
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Interaction Channel 2 – Coupa Supplier Portal (CSP)
Training Manual

CSP Setting

• First time registration 
• Returning supplier registration
• Overview of CSP user interface
• CSP link and recommended browser
• Change language
• Set up Legal Entity information
• Invite additional users

Invoice

• Create invoices
• Create credit notes
• Manage a disputed invoice 
• View invoices

Purchase Order  (PO)

• View PO
• Acknowledge PO 
• Add comments on PO
• Create view on historical PO
• View actual receipt
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PO – View PO
Training Manual – Coupa Supplier Portal (CSP)

Supplier can view PO on CSP.

1 Click Orders on the top menu. You can 
view all the purchase orders here

2 Make sure you select KPMG as the 
customer when you have multiple 
customers using Coupa

3 You can use the search bar to search for 
the relevant purchase order

Status:
Issued: Purchase Order has been created in Coupa 
and issued to supplier;

Cancelled: An issued PO that has been cancelled.
There is no need for supplier to deliver 
goods/service against this PO;

Soft Closed: A PO is closed but still can be 
reopened. Supplier cannot create invoice against a 
PO in this status because this transaction has been 
marked as completed;

Closed: A closed PO can't be reopened. Supplier 
cannot create invoice against a PO in this status 
because this transaction has been completed

4

11

12

13

14
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PO – Acknowledge PO
Training Manual – Coupa Supplier Portal (CSP)

Supplier should acknowledge PO, after receiving and confirming the order.

1

Click on the PO number. Then you will be 
navigated to the Purchase Order page

2 Check the box of Acknowledged

3 An Order acknowledged message bar 
will show up on the top of the PO page

Please do not forget to acknowledge 
PO, in order to confirm that you have
received the Purchase Order and you 
agreed to the terms & conditions set 
out in the Purchase Order

1

33

22

1
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PO – Add Comments on PO
Training Manual – Coupa Supplier Portal (CSP)

Supplier can use comments to communicate with the client.

11

12

13

Click Add Comment2

1 Scroll down. Supplier can enter the 
comment with mentioning KPMG China’s 
colleague, by typing ‘@name’ (no space 
between @ and name) , and then 
selecting the name from the drop-down 
list of associative word search result 
generated by Coupa.
File and URL could also be added as 
comment attachment

Your comment will be shown as below3
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PO – Create View on Historical PO (1/3)
Training Manual – Coupa Supplier Portal (CSP)

Supplier can create view to filter orders according to his/her own needs.

11

12
13
14

15

Name: Name the view2

Visibility: Who will see the view. Suggest 
always select ‘Only Me’. If you select 
Everyone, all other users will be able to 
see the report under your created view

3

Start with View: Allow you to set a 
starting condition for the view (i.e. Start 
with all Invoices, a specified view)

4

1 Click Create View in the drop-down list of 
View. You will be navigated to Create 
New data table view page

5 Conditions: Select Match all conditions 
or Match at least one condition to 
identify the match conditions of this view.
You can add multiple conditions by 
clicking on the ‘      ’ icon
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PO – Create View on Historical PO (2/3)
Training Manual – Coupa Supplier Portal (CSP)

Supplier can create view to filter orders according to his/her own needs.

66

67

68

Columns: Drag and drop fields from the 
Available columns section to the 
Selected columns section. The order of 
fields will determine the order they appear 
in the view

Defaulted Sort Order: Allow you to sort 
the data by specific criteria in the view

6

7

Click on Save to complete your setting for 
the view

8
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PO – Create View on Historical PO (3/3)
Training Manual – Coupa Supplier Portal (CSP)

Supplier can create view to filter orders according to his/her own needs.

9

710

A View created message bar will show 
up on the top of the page

You can access the view you created by 
clicking it from the drop-down list under 
View

9

10

You can also create view by following the 
same procedure in other pages, such as 
Order Lines, Invoices, Invoice Lines, 
etc.
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PO – View Actual Receipt (1/3)
Training Manual – Coupa Supplier Portal (CSP)

Supplier can create view to check actual receipt confirmed by KPMG by PO line.

11

12

Click Create View in the drop-down list of 
View

2

Click Order lines under Order tab

Name: Name the view 4

You will be navigated to Create New data 
table view page

3

14

13

1
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PO – View Actual Receipt (2/3)
Training Manual – Coupa Supplier Portal (CSP)

Drag Received from Available columns 
to Selected columns

5

6

Scroll down to Columns15

16

Supplier can create view to check actual receipt confirmed by KPMG by PO line.
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PO – View Actual Receipt (3/3)
Training Manual – Coupa Supplier Portal (CSP)

17

18

89

Click the view that you just created in the 
drop-down list of View

7

8

Click Save to save the view

You can find the actual receipt 
amount/quantity of each line received by 
the customer

9

Supplier can create view to check actual receipt confirmed by KPMG by PO line.
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Interaction Channel 2 – Coupa Supplier Portal (CSP)
Training Manual

Purchase Order  (PO)

• View PO
• Acknowledge PO 
• Add comments on PO
• Create view on historical PO
• View actual receipt

Invoice

• Create invoices
• Create credit notes
• Manage a disputed invoice 
• View invoices

CSP Setting

• First time registration 
• Returning supplier registration
• Overview of CSP user interface
• CSP link and recommended browser
• Change language
• Set up Legal Entity information
• Invite additional users
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Invoice – Create Invoices (1/11)
Training Manual – Coupa Supplier Portal (CSP)

Supplier can directly create invoice against PO in CSP.

2

1 Click Orders

2 Find relevant PO. Click       to trigger the 
action of flipping the PO into an invoice

11

2

If there is any issue with your CSP account, 
please send invoice through backup channels:
1. Paper Invoice:Send original version to KPMG DC

• Recipient: KPMG KDC Finance Filing team
• Address: 8th Floor One AIA Financial Center 1 East 

Denghu Road, 528000 Foshan, Guangdong, China
• Tel: +86 757 8163 0163

2. E-Invoice: Please send the original file to KPMG 
DC AP functional mailbox:
• Address: cn-accountspayable@kpmg.com
• Subject: PO Number + Supplier Name

Please remark PO number (You can use ‘ / ’ to 
separate multiple PO numbers) on the invoice. 
Otherwise, payment could be delayed.
Once KPMG AP receives the invoice, KPMG China 
will start processing invoice in Coupa.

mailto:cn-accountspayable@kpmg.com
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Invoice – Create Invoices (2/11)
Training Manual – Coupa Supplier Portal (CSP)

Supplier can directly create invoice against PO in CSP.

3 The first time you conduct this procedure, 
a notification will show up. 
Click I Accept

4 You will be navigated to Create Invoice
page

3

4

3

4
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Invoice – Create Invoices (3/11)
Training Manual – Coupa Supplier Portal (CSP)

Supplier can directly create invoice against PO in CSP.

Confirm KPMG is selected as customer

If you have any question on the non-
editable fields, please reach to the point 
of contact within KPMG China

Invoice#: Fill in invoice number

Payment Base Date: Fill in invoice date. 
It should be the date you create this 
invoice

Payment Term: Confirm payment term, 
which is the duration between the date 
your customer received the invoice and 
sent payment

Currency: Confirm currency

Date of Supply: Select supply date

7
48
59
610

6

7

8

9

10

96

5

55
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Invoice – Create Invoices (4/11)
Training Manual – Coupa Supplier Portal (CSP)

Supplier can directly create invoice against PO in CSP.

Scanned Invoice: If the current invoice 
has a printed version, you can upload the 
scanned one here

12

Supplier note: Not required13

13

14

Attachments: Upload related supporting 
documents as required

14

711

912

Delivery Number: Courier No. of the 
delivered item’s parcel

11

Please also remark the PO number on 
the Scanned Invoice. If the invoice 
contains several PO, use slash ‘/’ to 
separate the PO number.
If the Coupa invoice you have created is 
not consistent with information contained 
in Scanned Invoice, KPMG China will 
return this invoice, which may result to 
delayed payment.
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Invoice – Create Invoices (5/11)
Training Manual – Coupa Supplier Portal (CSP)

Supplier can directly create invoice against PO in CSP.

These fields will be filled automatically if 
you only set up one legal entity.
Invoice-From Address: Where your 
legal entity registered. Should be same as 
the Remit-To address;
Remit-To Address: Where you want to 
receive payment;
Ship-From Address: Where your goods 
ship from.

15
16

16 Click         to select other addresses

15
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Invoice – Create Invoices (6/11)
Training Manual – Coupa Supplier Portal (CSP)

Supplier can directly create invoice against PO in CSP.

Select the legal entity or address you 
want from the drop-down list 

17

18 Click Add New to add new legal entity or 
address. 
Please refer to Coupa Setting – Set up 
Profile and Payment Information from 
page 40 to 45 for step-by-step 
instructions

218

217

219

Click Save19
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Invoice – Create Invoices (7/11)
Training Manual – Coupa Supplier Portal (CSP)

Supplier can directly create invoice against PO in CSP.

The address under To section is 
defaulted from PO

20220
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Invoice – Create Invoices (8/11)
Training Manual – Coupa Supplier Portal (CSP)

Supplier can directly create invoice against PO in CSP.

For more PO details, click PO Number, 
you will be navigated to the PO page

21

23 You can modify the Price to create a 
partial invoice223

21

124

24 If you want to have several PO lines on 
this invoice, click Pick lines from PO, 
otherwise skip step 25 to 28. 

222

For service-based lines:

22 You can modify Qty to create a partial 
invoice if the PO is quantity based

For item-based lines:

Item-based lines:

Service-based lines:



68© 2021 KPMG Advisory (China) Limited, a limited liability company in China and a member firm of the KPMG global organisation of independent member firms affiliated with KPMG International Limited, a private English company 
limited by guarantee. All rights reserved. Printed in China.

Invoice – Create Invoices (9/11) – Pick Lines from PO
Training Manual – Coupa Supplier Portal (CSP)

Supplier can directly create invoice against PO in CSP.

Pick Lines to Add page shows up. 
Search the PO you want to include in this 
invoice

25

26

27 The PO line will be removed automatically 
from the available column to the selected 
lines on the top226

225

227
228

28 Click Finish. You will be navigated back 
to the Create Invoice page

Click        to add the line in the invoice
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Invoice – Create Invoices (10/11) – Over-Invoicing
Training Manual – Coupa Supplier Portal (CSP)

Supplier can’t create invoice with amount exceeding non-invoiced PO amount.

In the Lines section, you can find all the 
lines you just picked from PO

29229

If you submit the invoice with a price 
larger than non-invoiced PO price, CSP 
will inform you that price needs to be 
between 0 and xxxx(PO line price)

230

30



70© 2021 KPMG Advisory (China) Limited, a limited liability company in China and a member firm of the KPMG global organisation of independent member firms affiliated with KPMG International Limited, a private English company 
limited by guarantee. All rights reserved. Printed in China.

Invoice – Create Invoices (11/11)
Training Manual – Coupa Supplier Portal (CSP)

Supplier can directly create invoice against PO in CSP.

Confirm the total amount of the invoice32

33 Click Submit
232

134

34 Click Send Invoice in the pop-up window.
233

131

If you adjust the amount of the invoice,
Net Total won’t change automatically. 
Always click Calculate before submitting

31
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Invoice – Create Credit Notes (1/5)
Training Manual – Coupa Supplier Portal (CSP)

Supplier can directly create credit note against PO in CSP.

2

1

1 Click Orders

2 Click       to trigger the action of flipping 
the PO into a credit note

1

2

If there is any issue with your CSP account, please 
send credit note through backup channels:
1. Paper Credit Note: Send original version to KPMG DC

• Recipient: KPMG KDC Finance Filing team
• Address: 8th Floor One AIA Financial Center 1 East 

Denghu Road, 528000 Foshan, Guangdong, China
• Tel: +86 757 8163 0163

2. E-Credit Note: Please send the original file to KPMG 
DC AP functional mailbox:
• Address: cn-accountspayable@kpmg.com
• Subject: PO Number + Supplier Name

Please remark PO number (You can use ‘ / ’ to separate 
PO number) on the credit note, if it is to resolve the 
invoice issue.
Once KPMG AP receives the credit note, KPMG China 
will start processing in Coupa.

mailto:cn-accountspayable@kpmg.com
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Invoice – Create Credit Notes (2/5)
Training Manual – Coupa Supplier Portal (CSP)

Supplier can directly create credit note against PO in CSP.

5

6

Credit Note Date: It should be the date 
you create and issue this Coupa credit 
note

4

Supplier Note: Not required5

Attachments: Upload related supporting 
document as required

6

3
4

Fill in ‘Credit Note#’3



73© 2021 KPMG Advisory (China) Limited, a limited liability company in China and a member firm of the KPMG global organisation of independent member firms affiliated with KPMG International Limited, a private English company 
limited by guarantee. All rights reserved. Printed in China.

Invoice – Create Credit Notes (3/5)
Training Manual – Coupa Supplier Portal (CSP)

Supplier can directly create credit note against PO in CSP.

As the credit note is created based on an 
existing invoice, the information of From
and To sections are defaulted and non-
editable

7 7
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Invoice – Create Credit Notes (4/5)
Training Manual – Coupa Supplier Portal (CSP)

Supplier can directly create credit note against PO in CSP.

The value of credit note must be negative

Item-based lines:

Service-based lines:

28

29

For item-based lines:

For service-based lines:

8

9

You can choose the adjustment type:
1. Quantity: Only qty is editable;
2. Price: Only unit Price is editable;
3. Other: Both Qty and Unit Price are 

editable

Price is editable
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Invoice – Create Credit Notes (5/5)
Training Manual – Coupa Supplier Portal (CSP)

Supplier can directly create credit note against PO in CSP.

As you adjust the price, click Calculate

Total of this credit note will be updated11

Click Submit12

Click Send Credit Note in the pop-up 
window

13
610

613

611

212

10
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Invoice – Manage a Disputed Invoice (1.1/4) 
Training Manual – Coupa Supplier Portal (CSP)

Supplier can access and manage disputed invoices from notification/email box.

1

Find the email in your email box with 
subject <Invoice # is in dispute>. Click 
View Online

2

Method 1 to access the disputed invoice:

Click     2a

1a

2a

1a
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Invoice – Manage a Disputed Invoice (1.2/4) 
Training Manual – Coupa Supplier Portal (CSP)

Supplier can access and manage disputed invoices from notification/email box.

Hover over NOTIFICATIONS

Click the relevant notification, with 
message ‘An invoice is disputed’

2b
22b

21b 1b

Method 2 to access the disputed invoice:
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Invoice – Manage a Disputed Invoice (2/4) 
Training Manual – Coupa Supplier Portal (CSP)

You will be navigated to Invoice #xxx
page.

Scroll down to the end of the page. 
Only click Cancel Invoice

4

53

4

3

Supplier can access and manage disputed invoices from notification/email box.
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Invoice – Manage a Disputed Invoice (3/4) 
Training Manual – Coupa Supplier Portal (CSP)

You will be navigated to ‘Create Credit 
Note’ page
Please refer to ‘Invoice – Create Credit 
Notes’ from page 71 to 75 for step-by-
step instructions

After submitting the credit note, click ‘Yes’ 
to create a replacement invoice in the 
pop-up window.

6

75

86

5

Supplier can access and manage disputed invoices from notification/email box.
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Invoice – Manage a Disputed Invoice (4/4) 
Training Manual – Coupa Supplier Portal (CSP)

A notification message bar will show up 
on the top of the page

You will be navigated to ‘Create Invoice’ 
page
Please refer to ‘Invoice – Create 
Invoices’ from page 60 to 70 for step-by-
step instructions

8

78

77

7

Similarly, if your credit note has been 
disputed, you need also cancel the 
disputed credit note with an invoice for 
correction. 
Then, you can create a new credit note if 
needed.

Supplier can access and manage disputed invoices from notification/email box.
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Invoice – View Invoices/Credit Notes (1/2)
Training Manual – Coupa Supplier Portal (CSP)

Supplier has access to all his/her invoices.

Click ‘Invoices’. You can have access to 
all your invoices/credit notes in this tab

Click ‘Invoice#’, you can view the detail 
of this invoice

2

Created Date: Created date of the 
invoice/credit note

3

Status:

• Draft: Invoice created but not submitted yet.
• Pending Approval: Invoice currently under 

reviewed by KPMG China.
• Approved: Invoice accepted for payment.
• Disputed: Invoice is disputed by KPMG and 

needs supplier’s correction. The disputed 
reason will be provided.

4

11

12 13 14

1
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Invoice – View Invoices/Credit Notes (2/2)
Training Manual – Coupa Supplier Portal (CSP)

Supplier has access to all his/her invoices.

Click ‘PO#’, you can view the detail of the 
related PO

Total: Total amount involved in the 
invoice/credit note

6

Unanswered Comments: If there is  
comment that you haven’t answered

7

Dispute reason: The reason why this 
invoice is disputed given by KPMG China

8
15 16 17 18

5
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Next Step
Next Step

Following steps that supplier should pay attention to:

KPMG China goes live on 
Coupa and start transaction 

with supplier via Coup.

Go Live Time: October 8th

If there is any issue with your CSP account, please send the paper invoice or e-invoice to KPMG DC:
o Paper Invoice:  Please deliver it to KPMG DC Team

Recipient: KPMG KDC Finance Filing team  Tel: +86 757 8163 0163
Address: 8th Floor One AIA Financial Center 1 East Denghu Road, Foshan, Guangdong, China

o E-Invoice: Please send the original file to KPMG KDC AP functional mailbox:
Address: cn-accountspayable@kpmg.com
Subject: PO Number + Supplier Name

2

CSP is the required channel for suppliers to manage the business with KPMG China, including 
creating invoice/credit note, managing purchase order and etc.

1

Please make sure to accept the email invitation to register on Coupa Supplier Portal, which will be sent 
out in late September. 
o After invitation acceptance, please complete the CSP legal entity information at your convenience.

Suppliers will receive Coupa emails successively after Go-Live. If supplier’s contact email address is 
provided by 126, 163 or QQ mailbox, the notification sent from Coupa may be tagged as junk email. Please 
kindly check junk email folder, to avoid missing any purchase order or urgent notification

3

Training materials and videos will be shared in the Coupa Go-Live announcement email. If you have 
any questions regarding CSP, please reach to your point of contact from KPMG China.

4

KPMG China will arrange cutover against the current transactions. It is possible that supplier may receive 
duplicated PO after Coupa Go-live. Please reach to your point of contact if you meet with this issue.

5

mailto:cn-accountspayable@kpmg.com
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Q & A
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