
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
   

 
CREATE AN INVOICE VIA 
SUPPLIER ACTIONABLE 
NOTIFICATION 
How To Guide 
 
  

 



   

 

 

One of the primary advantages of the Supplier Actionable Notification is 
the ability to create an invoice and submit it electronically to Organon 
for payment directly from your indirect PO notification. 

 

How to Create an Invoice via SAN 
 

 

To submit the invoice via Supplier Actionable Notification, you must 
have received an email from Coupa notifying you that the Purchase 
Order (PO) has been created. 
 

 
 

1. Click on the button Create Invoice to begin creating the invoice 
directly from the email. 

 
 



   

 

 

2. Click on Create New Remit-To. 
 

 
 
 

3. Fill out the Company information and Banking information, click 
on Create and Use. 

 

 



   

 

 

4. Fill out invoice number, invoice date and attach PDF legal invoice 
in the Attachments field. 

 

 
 

 
 

 
 
 
 



   

 

 

Note: The Invoice number in Coupa must be unique and must match 
the invoice number in the attachment. 
If there are multiple invoices for a Purchase Order, they must be 
submitted separately. 

 

5. If you need to delete a Purchase Order line or you are invoicing 
against a Purchase Order with multiple lines, please click on the red 
X next to the line you would like to remove.  

 

 
 
 
 

 

6. Adjust the Quantity field (depending on how the PO was created) 
to reflect the billing amount 
 



   

 

 

 

Note: If you are not invoicing for the entire Purchase Order, you must 
delete all the unused lines, including the lines having 0.00 
amount/quantity. 
 

7. Enter the Tax Amount under the Tax field at the bottom of the 
screen and click Calculate to calculate the total price including Tax. 
Once the VAT is calculated, you are ready to send the invoice to 
Organon by clicking the Submit button. 

 

 



   

 

 

 
 

 

 

 

 


