VIEW PAID INVOICES IN COUPA SUPPLIER PORTAL
(CSP)

This Job Aid provides guidance to suppliers on how to a) view payment information on individual
invoices, b) view payments by date, and c) create recommended FE Payments custom view.

NOTE: Payment information can only be viewed in the Coupa Supplier Portal. It may take up to
48 hours for a payment to appear in the CSP after it has been processed.

NOTE: Suppliers may see two tabs in the Coupa Supplier Portal: Payment Receipts and
Payments. These tabs ONLY appear for customers using Coupa Pay. FirstEnergy is NOT using
Coupa Pay, so suppliers will need to use the steps below to view payment information.

a) To view payment information on an individual invoice

1 Log into the Coupa Supplier Portal
(CSP)

fucoupa supplier port & seare

Login

2 Select Invoices on the ribbon

s,coupa supplier porta

Home Profile Orders Service/Time Sheets ASN Invoices Catalogs

3 Click on the invoice #

4 Scroll down to the Payments -
section, and click on the arrow to
expand the section and view all
payment details

Payment Reconciliation Details

tal Reconciled 0.00

nvoics Total 30,000.00
Remaining Balance 30,000.00
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b) Use the existing Payment Information view to view listing of all payments by date

STEP

ACTION

VIEW

1

Log into the Coupa Supplier Portal
(CSP)

£acoupa supplier portal

& szare

Select Invoices on the ribbon

gxcoupa supplier portal

davs Due net

Home  Profle  Orders Service/TimeSheets ASN | Invoices  Catalogs  Business Performance
INVOICEeS. CI|Ck on the view Create Blank Invoice  Create Credit Note
d d d I t th P t ACUR Payment Information il Search pel
ropdown, and select the Faymen 2o 1 |
I nfor ati on Vle Status Inveice Date Payment Term bandoned Payment Information
m W. Draft 09/06/22  3027Iwithin 25 days 2 % cash di; ApProved
Jaye Due net Credit Notes
¥ Disputed
Draft 09/08/22 3027|within 25 days 2 % cash di: Disputes with a supplier response
D Disputes without supplier response
Draft
Pending 09/06/22  3027|within 25 days 2 % cash di Overdue invoices
Approval days Due nst Payment Information
Pending Approval
Draft 09/0622 3027 |within 25 days 2 % cash di Processing
days Due net Unpaid invoices
Voided
Draft 09/0622  3027Iwithin 25 days 2 % cash di Create View

o

This view provides the total paid an
date paid.

This view can be exported to csv/excel
by clicking the Export To button at the
top left of the table.

Exportto -~

| CSV plain (current columns) Stati
C8YV for Excel (current columns)
Appr
Excel (current columns)
Legal Invoice (zi
\ g (zip) Sraft

Paid PO#

Yes  TSOO015H 117430

1

Invoice#  Status  Invoice Date Payment Term
HOODS- Approved U223

Yes TSO001153 H17430-00004- Approved 032223

Yes  TSO00115D 117430

13

00005 Approved UN2223

Date Of Supply
0101|Payable immediately 032223
Due net

0101|Payable immediatsly 03722/23
Due net

0101|Payable
Due net

Payment Information

Paymentt Ameuni = (ross Total + Tax - Disoount on
042523 for USD 12019
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c) Create recommended FE Payments custom view to view paid invoices with payment

information.
STEP ACTION VIEW

1 Log into the Coupa Supplier Portal S ———————

(CSP)

Login
2 Select Invoices on the ribbon
$xcoupa supplier portal
Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Business Performance

3 Scroll down to see a table of

invoices. Click on the view
dropdown and select the Create
View.

Create Invoices @
Creats nvoice rom PO

Pala PO¥ Invoice s Status Invoice Dats Paymant Tams

Creste Crean Nete

No  TEOODIISE iz Approved 072823 O101)ayabis mmad
Dug net

Mo TS0001150 faa17 Foprowd  DRINDE 010 Payable sk
e

Lue nst

4 Editing Data Table View page will
display.

Complete General section with
recommended details.

1. Name FE Payments
2. Chose visibility

Editing Data Table View

General

*selecting “Everyone” will allow condtions
everyone who has CSP access to this kb ot Mk b orions PR T
custom view. i i o ) T N oo
and Filter By Pad v 5 Vs v o0
3. Start with view All
Source to Pay (S2P) Project Team 9/22/2023
Version 1.0 Page 3 of 5




STEP ACTION VIEW

5 Complete Conditions section with

recommended conditions/filters. Editing Data Table View
1. Match Conditions Match all
conditions .
2. Filter By Payment Information eany o
Filter Clause is not blank
3. Filter By Paid Filter Clause Yes || ... oo . s
Filter By Pait v s Yes w [+ X %]

6 Select the recommended fields to be
included in view.

1. Invoice # Columns
Drag columns to the right to select, to the left to unselect and vertically to change column order

CreatEd Date You can also use your keyboard to modify the selected columns. Use TAB to focus and ENTER to move a column to or from the
Selected Golumn list To reorder, use SPAGE to grab an item and then UP or DOWN to move it Press SPACE again to drop the

PO # Available Columns Selected Columns

item_ or ESC to cancel the reordering

Account Number for Invoice &

TOtaI e Created Date
Commented
Unanswered Comments — status
PO#

.. . Date Of Supply _
Original Invoice Date
Delivery Number
Unanswered Comments
Disputs Reason
Paid Original Invoice Date
Disputed Date

© © N 2 0~ w D

Paid

Payment information oot e
Payment Information

10. Actions rielee et Actions

Last Updated Date
Linked Document
Original Invoice Number

Note: Default Sort Order can be
selected per your preference.

Period Star Date

Default Sort Order

Sort by ~ in ascending ~ order

7 Click Save
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STEP

ACTION

VIEW

Custom View will display on screen
and is available in drop down for
future use.

This view can be exported to csv/excel
by clicking the Export To button at the
top left of the table.

Exportto -

| CSV plain (current columns) Stati
CSV for Excel (current columns)
Appr
Excel (current columns)
Legal Invoice (zi
1 ¢ (@ip) Jraft

Ereate Invoice from PO

1740000215 o457

Source to Pay (S2P) Project Team

Version 1.0

9/22/2023
Page 5 of 5




