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 Instructions 

Setup CSP Account 

1. Select Setup tab, Admin tab, select Legal Entity Setup from side menu 

2. Click Add Legal Entit

 

NOTES 
• You can deactivate a 

legal entity by 

selecting Deactivate 

Legal Entity from the 

Actions drop-down. 

Relevant for mkistakes  
• You cannot edit 

information once 

saved – mistake = 

deactivate and set up 

correct legakl entity  

• All data used in the 

Legal Entity pages will 

be included in invoices 

created in Coupa  

Create an Invoice from Purchase Order 
 

1. From the homepage, open the Orders tab. 

2. Select Inchcape on the Select Customer dropdown menu. 

3. Locate the relevant PO and click the Gold Coins icon. 

 
 

 

 

 

 

NOTES 
The invoice date must be 

the same as the tax date 

of the invoice. Do not 

leave it as submission 

date as it will cause 

delays to your payments 
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4. Complete the relevant fields and click Calculate to work out the VAT 

element of the invoice  

5. Click Submit 

 

 

 

Raise Credit Note 
 

1. Go to Orders tab from Home Page, locate the PO and click on Red Coins icon 

against it
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2. Complete the mandatory fields, Credit Note #, Credit Note Date, Original 

Invoice # and Original Invoice Date, currency fields 

 

3. Fill the relevant fields, Click Calculate to work out the VAT element of the 

invoice  

4. Click Submit 
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5. Alternatively, go to Invoices tab and click Create Credit Note 

 

 

NOTES 
You can create 

a credit note 

only for the 

invoices 

created by you 

in the CSP 

6. Select the Invoice from the drop-down and click Continue 

 

 

7. Choose how you want to correct the Invoice and click Create 
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8. Enter Credit Note #, Credit Note Date and Credit Reason 

 

NOTES 
You can attach 

Invoice/Credit 

Note copy in 

Image Scan 

field and attach 

additional 

documents in 

Attachments 

field 

9. Click Submit 

 

 

 


