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Coupa Invoice

Guidance Material for Suppliers



Invoice Overview

➢ Invoice processing is the end-to-end process used by Molex to handle supplier invoices.

➢ The process begins when an invoice is received and finishes when the payment is made

➢ Invoices should be submitted electronically through Coupa. However, PDF invoices will still be received in 

invoices@molex.com and by paper from suppliers who are not digitally enabled.  Note: China domestic suppliers will not be 
using CSP for invoice processing, Italy suppliers will continue processing invoices using SDI.

➢ Coupa Invoicing enables electronic invoicing by the supplier, automates exception handling workflows, and shortens cycle 

times, improving ability to get paid on time with automated invoice matching.
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Key Terms and Concepts

The document (usually electronic) submitted by the Supplier that itemizes what they are owed for the products or services pro vided to an 

organization. An Invoice will usually include the quantity of purchase, price of goods and/or services, date, unique Invoice number, tax 
information and a corresponding PO number. 

Invoice

The process of creating an Invoice pre-populated with PO information. PO Flips reduce the chance for error as Supplier, line description, 

quantity and pricing information is automatically matched to the original Purchase Order. Suppliers can perform this function via the 

Coupa Supplier Portal or Supplier Actionable Notification

Supplier PO Flip

For purchases backed by Purchase Orders (PO), suppliers can send Electronic Invoices through cXML, CSP and SAN. For suppliers that are 

not able to submit an Electronic Invoice, paper invoices are accepted. 

PO Backed Invoicing



Invoicing Entry Methods
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Coupa electronic invoicing enables suppliers to “flip” Purchase Orders into invoices with just one click

Electronic submission via Coupa Supplier Portal 

(CSP)

Response directly from PO email 

(Supplier Actionable Notification - SAN)

Direct electronic submission (system to system)

Paper (mailed, hand delivery)

PDF email attachment (invoices@molex.com)

A “flip” is when the purchase 
order is “flipped”, or converted, 

into an invoice electronically

INVOICING METHODS

1

2

3

4

5

E
le

c
tr

o
n

ic
 (

p
re

fe
rr

e
d

)
Five Invoice Entry Channels for Suppliers to Submit Invoices
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Coupa Supplier Portal (CSP)1

Electronic Submission via Coupa Supplier Portal

Background

• Suppliers can receive PO’s and send invoices directly from their CSP account to Molex

• CSP is the recommended method of invoicing for all suppliers

• Suppliers can manage their POs and Invoices for all Coupa customers via the portal

• Click here to access a quick CSP Invoice video

• View additional material guidance – next 2 slides

Electronic 

Invoicing

InvoicesOrders

https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Additional_Resources/CSP_Videos#Invoices
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Supplier Submission of Invoices Directly from Purchase Orders Part 1 of 2 

One of the primary benefits of Coupa is the Coupa Supplier 

Portal (CSP). Suppliers enabled by this technology will be 

able to directly view purchase orders that have been 

transmitted to them and automatically turn them into 

invoices. Suppliers who are not enabled by the CSP will still 

be able to send invoices in PDF form to invoices@molex.com

or in other cases send paper invoices to your Molex site.

Molex expects all CSP enabled suppliers to use the 

“Create Invoice from PO” functionality first, before 

resorting to any other functionality.

Suppliers will go through the following steps to Create an 

Invoice directly from a purchase order (PO Flip)

1. From the Coupa supplier portal, access Invoices by 

clicking on the Invoices tab.

2. Click the Create Invoice from PO button

3. The Coupa Supplier Portal will direct suppliers to their 

Purchase Orders tab an direct them to find the purchase 

order they wish to invoice. The Supplier will then click on 

the        icon

Note: If partial lines are being invoiced, the supplier 

needs to 0 out or adjust the lines to be only the ones 

ready to invoice now. 

mailto:invoices@molex.com
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Supplier Submission of Invoices Directly from Purchase Orders Part 2 of 2 

Submission of Invoice from Purchase Order Continued

4. By using the direct PO Flip a supplier reduces the 

workload required to fill out an invoice and 

simultaneously reduces the likelihood of human error

5. Invoice Date Automatically populates based on current 

date

6. Payment Term is frozen based on Purchase Order

7. Currency dropdown allows adjustments

8. Remit-To-Address allows adjustments

9. Ship from address auto-populates (like ship to address 

for Requesters)

10. Ship To Address is frozen based on purchase Order

11. Requester assigned to PO is defaulted based on the 

Requester associated with the purchase order. When a 

uses the on-behalf-of function, the on-behalf-of-user is 

assigned to the invoice. This reduces the manual 

Requester assignment by the AP Invoice Processor.

12. Click the Submit button to send the invoice to Molex
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Supplier Actionable Notification (SAN)2

Electronic Submission via email

Background

• Suppliers that are reluctant to join another “network”, remember another password, and go to another website to 
occasionally receive a purchase order (PO) or send an invoice can transact with their Coupa customers without 
having to register for or log in to the Coupa Supplier Portal (CSP) or any other website.

• Supplier Actionable Notifications (SAN) allow them to act on POs directly from email notifications for POs created in 
Coupa, having the options to acknowledge, create an invoice from, or add a comment to a PO, or create a CSP 
account if they want to take advantage of the benefits of working with their customers through the CSP, meaning
Suppliers can receive POs via email, acknowledge the PO, and flip into an invoice directly from the PO email

• Click here to access a quick SAN Invoice tutorial video

Electronic 

Invoicing

https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Get_Started_with_the_CSP/07_Log_in_to_the_CSP
https://www.molex.com/suppliers/coupa/SAN.mp4
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cXML (Punchout Catalog) 3

Electronic Submission via cXML

Background

▪ Suppliers with cXML invoicing capability can 
send invoices directly to Coupa

▪ These invoices can be either PO or contract-
backed and can refer to multiple purchase 
orders

▪ Once the cXML invoice is submitted by the 
supplier it will automatically transfer into the 
Coupa platform, triggering the matching and 
tolerance check

Considerations

▪ Only suppliers that have cXML capabilities 
can have punchouts in Coupa

Electronic 

Invoicing
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Invoices@molex.com4

Manual Submission via PDF

Background

• PDF Invoices are still considered “paper invoices”

Considerations

• This is the method for invoice submittal for countries 
that do not allow electronic invoicing

• If suppliers are not leveraging the CSP, cXML or 
SAN to invoice Molex, they will need to send their 
invoice via PDF to invoices@molex.com

Manual 

Invoicing

mailto:invoices@molex.com
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Paper5

Invoices Received by Paper

Background

• Recommendation is to accept paper invoices by 
exception only (should have suppliers submitting 
electronically)

• If paper invoices are received, invoices should be 
scanned and sent to invoices@molex.com.

• Multiple PDFs can be sent in one email, but each 
attachment is treated as a separate invoice

Considerations

• Inefficient process as invoices are scanned and then 
entered manually

Manual 

Invoicing
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Supplier expectations when sending invoices …

There are few areas in which we need your support when submitting invoices…

➢ Invoice channels: 

o Suppliers should submit invoices through one channel: via the Coupa 

Supplier Portal (CSP), Supplier Actionable Notification (SAN), cXML, or 

email. 

➢ Invoicing same PO using multiple channels

o Using multiple channels to invoice the same PO delays payment 

process. Molex prefers any of the Coupa channels.

o If there is a local government requirement to keep a paper invoice in 

your country, please continue to submit by mail. Please ensure the PO 

number is visible on all deliveries and invoices. send invoices via PDF to 

invoices@molex.com

➢ Partial fulfillment and PO flip invoicing

o When the supplier flips a PO, Coupa automatically populates the entire 

PO for invoicing. This is fine IF all lines are ready to be invoiced. 

o If partial lines are being invoiced, the supplier needs to 0 out or adjust 

the lines to be only the ones ready to invoice now. The impact is that we 

are paying sooner than we should when the supplier invoice the whole 

PO and should have done partial.

mailto:invoices@molex.com
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Additional Guidance Material

Coupa Training Videos
o Introduction to Coupa

o Orders

o Invoices

Frequently Asked Questions

o Invoices

o Orders

o Account, Login Registration

Coupa Supplier Support Portal

o Visit our supplier-support site at  

https://www.molex.com/coupa-
supplier-support to help with the 

transition and to orientate you to 

Coupa. The site includes material to 

get you started, including a README 
First Supplier Checklist, training 

material, and guidance videos.  

https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Get_Started_with_the_CSP/04_CSP_Videos#Intro
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Get_Started_with_the_CSP/04_CSP_Videos#Orders
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Get_Started_with_the_CSP/04_CSP_Videos#Invoices
https://www.molex.com/suppliers/coupa/en-US/faq/faq_Invoices.pdf
https://www.molex.com/suppliers/coupa/en-US/faq/faq_Orders.pdf
https://www.molex.com/suppliers/coupa/en-US/faq/faq_Account_Login_Registration.pdf
https://www.molex.com/coupa-supplier-support
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Supplier Submission of Credit Note on Coupa Supplier Portal (1 of 3)

Suppliers are also able to submit credit notes on the Coupa 

Supplier Portal. These credit notes are often given as a 

refund for returned goods or services that were not rendered. 

Therefore, Coupa will direct Suppliers to create a credit note 

directly off an existing invoice (similar to a PO Flip). However, 

Suppliers are also able to create credit notes independent of 

an invoice. 

Suppliers will go through the following steps to create a 

credit note:

1. From the Coupa supplier portal, access Invoices by 

clicking on the Invoices tab.

2. Click the Create Credit Note button. 
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Supplier Submission of Credit Notes Part 2 of 3 

Once a Supplier clicks on the Create Credit Note button the 

Supplier will be asked to make two decisions:

3. The Supplier decides whether the credit note is meant to 

resolve an issue on an invoice (overcharging, refund, etc.) 

which would require associated with an existing invoice 

on Coupa. The Supplier will use the dropdown menu to 

select the invoice they wish to create a credit note for

4. The Supplier can also select Other for credit notes that 

do not need to be associated with existing invoices (e.g.

rebates)

5. The Supplier must then decide whether the credit note is 

meant to complete cancel (i.e. completely refund) the 

invoice or if the credit note is meant to adjust the 

invoice. By selecting the adjust option, the Supplier can 

change the credit note value, otherwise it is frozen at the 

value of the invoice
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Supplier Submission Credit Notes 3 of 3 

By creating a credit note directly from an invoice, the credit 

note will default all information fields that it pulls from the 

invoice. However, if the credit note is created independent 

of an invoice (e.g. for rebates) the credit note template will 

be much like a Blank Invoice Template with only basic 

information defaulted.

6. After filling out the relevant fields, the supplier will click 

the Submit button to pass the credit note to Molex.
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Coupa Help

Thank you for viewing! Below are some additional links to use in case 

you need support using Coupa

▪ Coupa Supplier Support Home

▪ Support Request

https://www.molex.com/supplier/coupa/
https://www.molex.com/supplier/coupa/CoupaSupportForm/

