
 

 
 

 
  

BD BUYSMART (COUPA)  
E-INVOICING GUIDE 

  Step-by-Step Instructions for Seamless E-Invoicing Process 

Abstract 
This guide outlines the use of BD BuySmart (Coupa) for e-invoicing, offering step-by-

step instructions for suppliers to manage purchase orders (POs) and invoices, thereby 
improving accuracy, speeding up processing, and ensuring compliance. 



 

 

1 
 

Table of Contents 

 
1.0 BD Invoicing Method  ............................................................................................................................. 2 
2.0 How Do I Enroll?  ...................................................................................................................................... 2 

2.1  Coupa Supplier Portal (CSP) ..................................................................................................... 2 
2.1.1  Pre-requisites for Onboarding New Suppliers to the CSP .......................................... 2 

2.2  Supplier Actionable Notification (SAN) ................................................................................ 3 
2.3  Coupa cXML Integrated Invoicing ......................................................................................... 4 

3.0 CSP Welcome Tour  .................................................................................................................................. 4 
3.1 CSP’s Home Page & Important Features – Initial Setup .................................................. 5 
3.1.1  Legal Entity Setup ...................................................................................................... 5 

3.1.2  Language ................................................................................................................... 6 

3.1.3  Notification Preferences ............................................................................................ 6 

3.1.4  Inviting Additional Users to CSP ................................................................................ 7 

3.1.5  Security & Multi Factor Authentication ..................................................................... 7 

4.0 How to Acknowledge a Purchase Order .............................................................................................. 8 
4.1  Acknowledging a PO from an HTML-formatted email – SAN.......................................... 8 
4.2  Acknowledging a PO in the Coupa Supplier Portal (CSP) ................................................. 9 

5.0 Invoicing and Credit Notes Requirement  .......................................................................................10 
6.0 How to Create an Invoice .....................................................................................................................10 

6.1 Creating an Invoice against a PO  ...........................................................................................10 
7.0 How to Create a Credit Note ...............................................................................................................13 

7.1 Creating a Credit Note Against a PO.......................................................................................13 
8.0 How to Check the Status of an Invoice or Credit Note.................................................................15 
9.0 How to Export a List of Orders and Invoices Report to Excel .....................................................16 
Appendix A .........................................................................................................................................................17 
Appendix B .........................................................................................................................................................20 
Reference ............................................................................................................................................................22 
 
 
  



 

 

2 
 

BD BuySmart (Coupa) e-Invoice Manual Guide 

1.0 BD Invoicing Method 
BD's preferred method for submitting invoices for POs starting with “69” is via electronic invoicing. 
We are committed to making payments as efficiently as possible. BD has partnered with Coupa to 
offer three (3) electronic invoicing options: Coupa Supplier Portal (CSP), Supplier Actionable 
Notification (SAN), or Coupa cXML integrated invoicing. 

 

2.0 How Do I Enroll? 
Please note that only invoices for POs starting with "69" can be submitted through e-Invoicing. 
Currently, only the following countries are permitted to submit e-Invoices: 

Australia, Hong Kong, Indonesia, Malaysia, New Zealand, Philippines, and Singapore. 

For countries not listed, please continue to send your invoices through the standard process 
designated for your location. 
 

2.1 Coupa Supplier Portal (CSP) 
Create invoices directly from purchase orders on the Coupa Supplier Portal. This method is ideal for 
suppliers with low to medium volume purchase orders and invoices, or those who want to manage all 
transactions from their customers who use Coupa in one place.  
 

2.1.1 Pre-requisites for Onboarding New Suppliers to the CSP 
For first-time users, follow these steps to receive a Coupa invitation: 
Step 1: Create a BD Services Store account  

• Visit https://www.bd.com/services,  
• Click “Create or Update User Account”, fill in the required information and submit. 

 Note: Use your company’s primary contact email address to register. 
• You will receive an acknowledgement email from BD Services, confirming your 

Registration Request is pending approval. 
• Once approved, you will receive an e-mail with your unique User ID and password. 

 
Step 2: First-time log in to BD Services Store 

• Use the User ID and password received via e-mail to sign in. 
• You will be prompted to set up your permanent password, enter the Current Password, 

provide and confirm New Password, and click “Submit.” 
Note: If you are an existing user in BD Services Store, you can skip Steps 1 and 2 and 
proceed to log in to raise a ticket. 

  
 Step 3: Raise a ticket on BD Services Store  

• Select the “Req to Pay Inquiry” menu. 
• Fill in the mandatory fields and input your query details as: “Request for Coupa 

registration email,” then submit. 

https://www.bd.com/services
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Step 4: Receive and respond to the Coupa invitation  
• You will receive an email invitation to Coupa within two (2) working days.  
• Click the "Join Coupa" button in the email. If you don't see the invite, check your Spam 

or Junk folder.  
Note: The invitation link to CSP will expire within 48 hours. 

 
Step 5: Complete the registration 

• Fill in the mandatory fields on the account creation page and complete the registration. 
 

 Step 6: Access the Coupa Supplier Portal 
• Visit https://supplier.coupahost.com 
• On the login page, enter your registered email address and password, then click "Login."  
• You will be able to view your purchase orders, create and track the status of invoices in 

the CSP.  
 
 Note: If you encounter any errors, please submit a ticket through the BD Services Store. 

For a step-by-step BD Services Store guide, visit https://bd.com/invoicing-and-po-guidelines-
gar, scroll down to the “BD Services Store Guidelines” section, and choose the relevant 
document for more information. 

  
2.2 Supplier Actionable Notification (SAN) 

Suppliers can act on POs directly from email notifications for POs created in BuySmart (Coupa). This 
includes options to acknowledge, create an invoice from, and add a comment to a PO. All Suppliers 
receiving PO emails will see these options. 
  

              

Action Buttons in PO Email: 

• Manage Order – View the PO. 
• Create Invoice – Generate an invoice 

based on the PO details via SAN. 
• Acknowledge PO – Confirm receipt 

of the PO. 
• Add Comment – Provide additional 

information or notes related to the 
order. 

https://supplier.coupahost.com/
https://bd.com/invoicing-and-po-guidelines-gar
https://bd.com/invoicing-and-po-guidelines-gar
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2.3 Coupa cXML Integrated Invoicing 
System integration with BD BuySmart (Coupa) allows you to send cXML invoices directly to BuySmart 
(Coupa). This is ideal for suppliers with a high volume of purchase orders or those who automate their 
invoicing. 
 

• For Suppliers interested in cXML integration, please raise a ticket via BD Services Store.  
For detailed instructions, visit https://bd.com/invoicing-and-po-guidelines-gar, scroll down to the 
“BD Services Store Guidelines” section and select the “Raising A Ticket” document. 

 

3.0 CSP Welcome Tour 
When you first log in to Coupa Supplier Portal at https://supplier.coupahost.com, a Help Tour will 
appear on the Home screen to guide you through the main features and functionalities. 
 

 
 
You can view the Help Tour anytime by clicking on "Help" in the top right corner of the page. 
 

 
 

  

https://bd.com/invoicing-and-po-guidelines-gar
https://supplier.coupahost.com/
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3.1 CSP’s Home Page & Important Features – Initial Setup 
The Coupa Supplier Portal (CSP) offers a range of features designed to streamline supplier 
management and enhance efficiency such as Notifications, Orders, Invoices, and manage your 
Account and Setup. Before sending any invoice, please ensure you have set up e-Invoicing with Coupa. 

 
 

3.1.1 Legal Entity Setup 
 As the Admin for this account, you can set up a legal entity by following these steps: 

Step 1: Click on the “Setup” tab in the header. 

Step 2: Under Admin page, go to the “Legal Entity Setup” from the left panel of the page. 

Step 3: Click the "Add Legal Entity" button at the upper right corner. 

Step 4: Enter your Legal Entity Name and Country/Region. Click “Continue” 

Step 5: In the next page, fill in all the required fields marked with a red asterisk (*) and your Tax ID. 
If you are using the same address as the one provided above, select the checkbox “Use this 
address for Remit-To” and “Use this for Ship From address”. Click “Save & Continue”. 

Step 6: Choose Payment Type as Address. If you are using the same address you entered in Step 5 
for Remit-To address, it will already be displayed here for you.  Click “Save & Continue” 

Step 7: In the next page, review the information, click “Next” and click “Done”. 

Step 8: A “Setup Complete” pop-up message will confirm that this legal entity can now be used on 
new invoices. 
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3.1.2 Language  
Select your preferred language by clicking on the default language at the bottom middle of the page.  
 

 
 

3.1.3 Notification Preferences  
Set your notification preference by clicking on "Notifications" at the top right corner of the page. 
Adjust your settings and click "Save" at the bottom. 
 

 
 

 
 

  



 

 

7 
 

3.1.4 Inviting Additional Users to CSP 
To invite additional users, navigate to the Setup tab and select “Invite User” on the Admin Users page. 
Fill in the user’s information, choose the appropriate “Permissions” levels and “Customers” for access, 
and click “Send Invitation.” The user will receive an email from Coupa to accept the access and create 
a password. 

 
 

3.1.5 Security & Multi Factor Authentication 
For enhanced security, enable Multi Factor Authentication by following the on-screen instructions. 
This step is optional. 

 
Note: If you encounter any errors during setup, contact the Coupa Support team via the chat box at 
the bottom left of the page. For assistance from the BD support team, submit a ticket through the 
BD Services Store.  
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4.0 How to Acknowledge a Purchase Order 
4.1 Acknowledging a PO from an HTML-formatted email – SAN 

Step 1: You can acknowledge the PO directly from the email without logging into your Coupa Supplier 

Portal (CSP) account. Simply locate and click the “Acknowledge PO” button within the email. 

 

  
 

Step 2: You will be prompted to verify your access with a One-Time Password (OTP). 
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 Step 3: Check your email for the 6-digit OTP sent to you. Enter these 6-digits on the OTP page and 

click "Verify OTP." 

 

 

 
 

 

 

Step 4: You will be directed to the PO page. Click the “Acknowledged” checkbox to confirm receipt 

of the order. 

 

4.2 Acknowledging a PO in the Coupa Supplier Portal (CSP) 

Step 1: Login to the CSP, go to the “Orders” tab and select your customer name from the dropdown 

list.   

 Step 2: Click on the PO number hyperlink and you will be directed to the PO page. 

Step 3: Check the "Acknowledged" box to confirm the order. 
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5.0 Invoicing and Credit Notes Requirement 
To ensure timely payment from BD: 

• Your invoices must comply with all relevant country, legal, tax, and BD requirements.  
• If your invoices do not meet these requirements, BD will dispute them and provide comments 

explaining the reasons for the return. A credit note may or may not be required in such cases. 
• Payments are processed weekly. Invoices are paid in the next payment run following the maturity 

of payment terms. 
• Refer Appendix A for more information. 

 

6.0 How to Create an Invoice 
6.1 Creating an Invoice against a PO  

You can create invoices directly from the purchase order.  

 Step 1: Click the "Create Invoice" button or the "yellow coins" icon in the Actions column of the related 
PO line. 

 

 

 Step 2: On the Create Invoice page, complete all fields marked with a red asterisk (*). These fields 
are mandatory. 

 

 Step 3: Make sure the invoice number and date matches your invoice. Note that the BD system only 
accepts up to 16 characters in the Invoice Number field and does not allow backdated 
invoices. 
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Notes: 
• If you are creating an invoice in a different currency, enter the exchange rate in the provided box. 

The local currency tax and total amount will be calculated based on this rate. 
• If the “Invoice From Address”, “Remit-To Address”, or “Ship From Address” do not appear, click 

the magnifying glass to select the respective addresses. If nothing appears, setup for the Legal 
Entity Setup. 

• If there are multiple invoices for a purchase order, the invoices must be submitted separately. 
 
 
 Special Condition: 

• If you do not see the “Taxes” field as shown above, please click on “Line Level Taxation” checkbox. 
 

 
 

• For Indonesia only – Supplier to input “Faktur Pajak Number” at the Structure Payment 
Reference, under “To” field. The Format is to add “FM” at the beginning, followed by 16 characters 
of Faktur Pajak Number without punctuation. 

 Example: FM0100032122222222  
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7.0 How to Create a Credit Note 
7.1 Creating a Credit Note Against a PO  

• Invoices with price or quantity discrepancies, or incorrect/incomplete information, will be rejected 
and disputed by the payable processor.  

• When the invoice status changes to “Dispute”, you will receive an email notification from Coupa 
with the invoice number, the date of dispute and the dispute reason. 

• The payable processor will also indicate in the dispute email if a credit note is required.  
• You can create a Credit Note directly from the purchase order. 
 
Step 1: Click the “red coins” icon in the Action’s column of the related PO line.   

 

 
 

 Step 2: On the Create Credit Note page, complete all fields marked with a red asterisk (*). These 
fields are mandatory. 
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8.0 How to Check the Status of an Invoice or Credit Note 
• Suppliers can check the status of invoices and credit notes in the Invoices tab. 
• Invoice lines appear as positive figures, while credit notes appear as negative figures (– NNN) in 

the Total field. 
 

 
 

• Invoices status description: 
Draft: The invoice has been created but not yet submitted. 
Processing: The invoice has been submitted and is being processed by the Accounts 

Payable (AP) processor. 
Pending Approval: The invoice is currently under review. 
Voided / Disputed: There is an issue with the invoice. Please refer to the dispute email or note 

for further information and any required actions. 
Approved:   The invoice has been accepted for payment. 
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9.0 How to Export List of Orders and Invoices Report to Excel 
• You can export your list of purchase orders and invoices as a CSV or Excel report.  

To generate purchase order reports, navigate to the Orders or Order Lines sub-tab. 
 

 
 

 
• To generate invoices reports, go to either Invoices tab or Invoices Lines tab. 
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Appendices 
Appendix A Guidelines for Creating Invoices and Credit Notes 

 

 
 

  

Invoices 

• Invoices can only have positive values (+). 
 
For CSP: 
• Invoices can be created by:  

– Selecting the yellow coins on the PO line.  
– Selecting “Create Invoice” when you have clicked onto the PO. 

 
For SAN: 
• Invoices can be created by:  

– Selecting “Create Invoice” from the PO email.  

 
Credit Notes 

For CSP: 
• Credit notes can only be created using CSP by selecting the red coins on the PO line. 
• Credit notes must always have a negative values (–). 

– For quantity-based POs, the quantity must be negative (–) and the price positive (+) to 
ensure the total is negative (–). 

– For amount-based POs (no quantity option), the price must be negative (–) to ensure the 
total is negative (–). 
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Appendices 
Appendix A Guidelines for Creating Invoices and Credit Notes 

 

 
 
  

Both Invoices and Credit Notes 

Length 
• The Invoice/Credit Note number field is limited to 16 characters. 

– DO NOT ignore the warning messages that appear on the screen. 

 
Unit of Measure (UOM) & Currency 
• The UOM and currency must be consistent with the original PO. 

– DO NOT ignore the warning messages that appear on the screen. 

 
Lines 
• If the Invoice/Credit Note does not include one of the lines on a PO, DELETE the line by 

selecting this button . DO NOT leave a “0” quantity or “0” price. 

 
Decimal Place 
• BD allows pricing only up to two decimal places. 
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Both Invoices / Credit Notes – continued 
 

Tax 
• Ensure the appropriate tax percentage is 

selected for each invoice line in the "Taxes" 
field. 

• If the tax rate is 0%, choose the 0% code; do 
not leave the field blank. 

• If the "Taxes" field Ensure the appropriate 
tax percentage is selected for each invoice 
line in the "Taxes" field. 

 
 

Shipping, Miscellaneous and Handling  
• Do not input any information under 

“Shipping”, "Handling” and "Miscellaneous" 
fields.  
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Appendices 
Appendix B FAQ – Frequently Asked Questions 

 

 
  

Log In/Access/Notifications 

 Is there a fee to enroll with CSP?  
 It’s free! There is no cost for registration and usage of Coupa Supplier Portal (CSP).  
 

 How do I access the CSP login portal? 
 Sign in at https://supplier.coupahost.com/ (Please use Google Chrome).  
 

 What do we do if we forgot our password?  
 Select ‘Forgot username or password?’ and follow the reset process.  
 

 Can more than one person receive access to my company’s CSP account?  
 Yes, multiple users can be provided access by your company’s CSP admin.  
 

 How do suppliers add additional employees?  
 Click on Setup, then select Admin from the menu. Choose the Users tab and click Invite User. 

Provide the required information in the window that opens.  
 

 I cannot view PO’s or submit invoices within CSP. 
 Contact your company's CSP Admin; they can review your access permissions. 
 

Purchase Orders 

 How do I see my BD purchase orders?  
 Click on Orders in the menu. If you are connected to more than one Coupa customer, select 

Becton, Dickinson & Company from customer dropdown menu.  
 

 What if the pricing is incorrect on the PO even after confirmation?  
 If you find that the pricing, quantity, or any other information on the PO is incorrect after 

confirmation, you can reach out to the respective BD contact person for resolution.  
 

 I am not receiving email notifications when a PO is Received. 
 You can update your notification preferences through your CSP account settings by selecting 

the "PO is Received" checkbox. 
 

 Can I set it so I can only see purchase orders that haven't been invoiced yet? 
 Yes. In the Purchase Orders table, select "Orders not invoiced" from the View dropdown. 
 

 How do I change a price on a purchase order in CSP? 
 You cannot change a price on a PO through the CSP. If a change is needed, talk to your BD 

contact person and provide proper justification. 
 
 
 

https://supplier.coupahost.com/


 

 

21 
 

Invoices 
 
 Where does the invoice number come from?  
 The invoice number is generated by the supplier’s system and entered into the CSP. Upon 

creating the invoice, suppliers must update the Invoice Number text field, which has a 
maximum of 16 characters. 

 
 How do I invoice a blanket purchase order? 

You can invoice multiple times against a single PO. Click the yellow coins icon for the PO and 
enter the amount to invoice. Follow the same steps each time you need to invoice against the 
PO. 
 

 Can I reuse an invoice number once my customer has “Disputed” it?  
No, you cannot reuse an invoice number for a compliance invoice, even if the BD AP processor 
has disputed or voided the invoice. 

 
 Once an invoice has been approved, what do I need to do next?  
 No further action is needed. The invoice is in your customer's queue, and payment will be made 

based on the agreed terms/schedule. 
 
 What should I do if an invoice hasn’t been paid? 

For any payment-related inquiries, please submit a ticket via the BD Services Store. Our 
customer service team will respond to your query and provide the necessary information. 

  
 What should I do if the PO amount/quantity is insufficient for creating an invoice in CSP? 

If the PO amount/quantity is insufficient for creating an invoice, follow these steps: 
a) Contact the BD contact person to request a revision of the PO amount/quantity, 

providing proper justification and a quotation. 
b) The BD contact person will advise if a PO revision or a new PO is required. 
c) Once you receive the PO, review it to ensure it accurately reflects the required 

amount/quantity. 
d) Ensure that the PO number on your system-generated invoice is updated before creating 

and submitting the invoice in CSP. 
 

Appendices 
Appendix B FAQ – Frequently Asked Questions 

 
 
  



 

 

22 
 

Reference 
 
(Coupa Compass, n.d.). Getting Started with the Coupa Supplier Portal. Retrieved May 10, 2022 from 
https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers/coupa-
supplier-portal 
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