
1

Create an invoice 
from a contract
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6.1 Creating an invoice from a 
contract

In this section you will learn how to create an invoice from a contract through the CSP. This section 
will only be available those suppliers that have service contracts with Astron Energy

COUPA TRAINING COUPA SUPPLIER 
PORTAL (CSP) |

Click on the option to Create An Invoice From 
A Contract2

Go to the Invoices tab1

NOTE: The contracts you have with Astron 
Energy will appear in the drop-down list. 
This option may not always be enabled

Search for the contract you wish to generate the 
invoice from3

Click on Create to begin the invoice from 
contract creation
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6.2 Creating an invoice from a 
contract

In this section you will learn how to create an invoice from a contract through the CSP. This section 
will only be available those suppliers that have service contracts with Astron Energy

Complete the General Info section. If outside 
of South Africa, upload your company’s 
invoice in the Image Scan field. 
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Verify the information in the From section

Complete the information in the To section. Add 
the name and email address of your Astron 
Energy contact in the requester fields
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NOTE: Remember to attach the supporting 
documentation requested in the 
attachments section. Astron Energy will 
not accept the invoice if you do not have 
the appropriate attachments. 

Submit all supporting documents in the 
Attachment section, these required documents 
can be Delivery notes or Service Entry Sheets 
for examples. Refer to your Astron Energy 
contact to determine the supporting documents 
required.
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6.3 Creating an invoice from a 
contract

In this section you will learn how to create an invoice from a contract through the CSP

Find the lines or items associated to the invoice here 
and complete all necessary information.

a You may have the option to select tax at the 
line level. If you select this option, you will 
have to specify a tax code for each line of the 
invoice

b Click to add lines from the contract in the 
invoice
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Add items from the contract clicking the      Icon

Once the lines are added, click Finish
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6.4 Creating an invoice from a 
contract

In this section you will learn how to create an invoice from a contract through the CSP

Click to add the taxes associated to the invoice. (only if line level 
taxation is disabled)

Click these buttons for invoice management

Click on Submit. The invoice has been sent to Astron Energy.

9

10
11

Delete: delete the draft invoice.

Save as draft: You will be able to save the invoice and 
continue editing it later.

Calculate: The invoice total is updated, including added 
taxes and other fees.

Cancel: Cancels the invoice after it has been submitted
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