
 
  
 
 
 
 
 
 

 

How to create an invoice in CSP 

This document describes how to create an Invoice in the Coupa Supplier 

Portal (CSP) 

 STEPS 
1. Log in to Coupa Supplier Portal (CSP). Go to the navigation bar at the top and click on Orders. 

 
 

2. After opening Orders, you can see all the orders sent to your company. Ensure that Elekta is a selected 

customer. 

 
 

Purchase orders can be found in the PO Number column (1) or by searching for the order number 

using the search bar (2). After finding the purchase order for which you want to create an invoice, click 

on  (3) in the Action column to start creating an invoice (  is used for credit note creation). 

 
 

Note: If you see the below window, you need to set up your legal entity and Remit-to address. In such 

case, please follow the instruction on how to set up your account in the Coupa Supplier Portal. 

 


