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Detailed Agenda
• Supplier Actionable Notification - Email Flip 

— Receiving and viewing an Order
— Acknowledging an Order
— Create Invoice via email











Acknowledge a Purchase Order via 
Email
Coupa will open in a new browser tab or window. You will see the



Create Invoices via Email
To flip this PO into an invoice, click ,&"02" ?5@-3#".







Create Invoices via Email
Scroll down to the F35"6 section and ensure all details are accurate, specifically the Price and the
Quantity.
§ Enter any shipping and 

handling information.

§ If applicable, add any tax in 
the proper section by one of 
the following methods: 

– Select a tax code from 
the D0G',-;"'
dropdown and click 
,0:#.:02"

– Manually enter a 20G'
/"&#"520<"

– Manually enter a 20G'
0$-.52 ($)

§ Enter any comments for 
Jabil and then click 7;;'
,-$$"52.



Create Invoices via Email
After you click Submit, a pop up appears to confirm if you are ready to send the invoice. Click 
H"5;'?5@-3#"'to complete the process. Note that once submitted, the invoice cannot be 
changed.



Thank you!


