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I. How to submit an Invoice with a Purchase Order 
 

1. Log into the Coupa Supplier Portal: https://supplier.coupahost.com/ 

 
 

2. Click on the Orders tab 

 
 
 

3. Select Clark Group SAP from the Select Customer SAP drop down to Invoice Clark Construction Group 
*Please note if you provided services to both Clark Construction Group and Shirley Contracting, you will have 1 
option now under Clark Group SAP. Your Clark Construction Group supplier number will begin with a “1” along 
with your Shirley Contracting supplier number which now will begin with a “1”. 

4. To Invoice against a Purchase Order, click on the image of yellow coins under Actions (clicking the image 
of red coins will create a Credit Memo) 

https://supplier.coupahost.com/
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5. The Create Invoice screen will load 
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(Cont.) All fields denoted by a red asterisk are required. Header Fields 
that will require your input are: 
• Invoice # 
• Invoice Date 
• Payment Term 
• Invoice Upload (select Choose File and attach copy of Invoice) 
• Ship to Address 

- Click the magnifying glass 
- Type in the Job Sites Address, click choose 

• SAP Tax Jurisdiction – This will auto fill after you choose the correct Job site address 

• Requester Email / Name – You must type in the requesters full email address 
and name 

• Responsible Company (The Job can provide this information) 
Example of Responsible Companies 

- 1000 Clark Construction, 4200 Clark Concrete, 4300 Clark Foundations, 5000 Shirley, 6000 Guy F Atkinson Const 
 
 

 
Sub Header Fields that will require your input are: 

• Shipping (if applicable) 
• Shipping Tax (if applicable) 
• Handling (if applicable) 
• Handling Tax (if applicable) 
• Misc. (if applicable) 
• Misc. Tax (if applicable) 
• Tax Description (Place the Tax Amount) 

 
6. Once all required fields have been entered, select Calculate to verify the Total matches your Invoice amount 
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7. Select Submit and a pop-up message will appear for you to confirm the information you are about to send 
is correct 

 

 
 
 
 

8. Select Send Invoice and you will be redirected to the Invoice tab where you can view all your Invoices and 
their Status 
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II. How to submit an Invoice with Multiple PO Lines 
 
 

1. Log into the Coupa Supplier Portal: https://supplier.coupahost.com/ 

 
 

2. Click on the Orders tab 

 
 
 

3. Select Clark Group SAP from the Select Customer SAP drop down to Invoice Clark Construction Group 
*Please note if you provided services to both Clark Construction Group and Shirley Contracting, you will have 1 
option now under Clark Group SAP. Your Clark Construction Group supplier number will begin with a “1” along 
with your Shirley Contracting supplier number which now will begin with a “1”. 

of red coins will create a Credit Memo) 

https://supplier.coupahost.com/
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5. The Create Invoice screen will load 

(Cont.) All fields denoted by a red asterisk are required. Header Fields 
that will require your input are: 
• Invoice # 
• Invoice Date 
• Payment Term 
• Invoice Upload (select Choose File and attach copy of Invoice) 
• SAP Tax Jurisdiction – This will auto fill after you choose the correct Job site address 
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6. Add the invoiced amount to the Purchase Order line you are billing against 
a. Remove the Purchase Order line you are billing against 
b. This does not affect the Original Purchase Order  
c. Click the X 

 
7. Line is removed  
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Sub Header Fields that will require your input are: 

• Shipping (if applicable) 
• Shipping Tax (if applicable) 
• Handling (if applicable) 
• Handling Tax (if applicable) 
• Misc. (if applicable) 
• Misc. Tax (if applicable) 
• Tax Description (Place the Tax Amount) 

 
 
 
 
 
 
 
 
Once all required fields have been entered, select Calculate to verify the Total matches your Invoice amount 
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8. Select Submit and a pop-up message will appear for you to confirm the information you are about to send 
is correct 

 

 
 
 
 

9. Select Send Invoice and you will be redirected to the Invoice tab where you can view all your Invoices and 
their Status 
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III. How to submit an Invoice with a Contract 
 
 

1. Log into the Coupa Supplier Portal: https://supplier.coupahost.com/orders 

 
 
 
 
 

2. Click on the Orders tab 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://supplier.coupahost.com/orders
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3. Select Clark Group SAP from the Select Customer SAP drop down to Invoice Clark Construction Group 
*Please note if you provided services to both Clark Construction Group and Shirley Contracting, you will have 1 
option now under Clark Group SAP. Your Clark Construction Group supplier number will begin with a “1” along 
with your Shirley Contracting supplier number which now will begin with a “1”. Select the Create Blank Invoice 
radio button. 

 
 
 

4. To Invoice against a Coupa Contract, click on the Create Invoice from Contract button   
 

 
 
   
 
 
 
 
 

5. Select a Contract 
• Click on Create  
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6. The Create Invoice screen will load 
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(Cont.) All fields denoted by a red asterisk are required. Header Fields that will require your input are:  
• Invoice #  
• Invoice Date  
• Payment Term  
• Invoice Upload (select Choose File and attach copy of Invoice)  
• Ship To Address - Click the magnifying glass  

- Type in the Job Sites Address, click choose  
• SAP Tax Jurisdiction – This will auto fill after you choose the correct Job site address  
• Please add the Clark POC for the Requester Email and Requester Name 

- Location Code (Job or Dept Number) 
- Requestor Name (Your Clark/Atk/Shirley POC) 
- Requestor Email (Your Clark/Atk/Shirley POC) 
- Responsible Company Code (Clark/ATK/Shirley Company Code) 

Example of Responsible Companies - 1000 Clark Construction, 4200 Clark Concrete, 4300 Clark Foundations, 5000 Shirley, 
6000 Guy F Atkinson Const  

• Be sure the Tax Type field says Tax Exempt (Only if the work 
is non-taxable) 
 

 
 

Sub Header Fields that will require your input are: 
• Shipping (if applicable) 
• Shipping Tax (if applicable) 
• Handling (if applicable) 
• Handling Tax (if applicable) 
• Misc. (if applicable) 
• Misc. Tax (if applicable) 
• Tax Description (Place the Tax Amount) 
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7. Once all required fields have been entered, select Calculate to verify the Total matches your Invoice amount 

 
 

 
 
 

8. Select Submit and a pop-up message will appear for you to confirm the information you are about to send 
is correct 

 

 
 
 
 

9. Select Send Invoice and you will be redirected to the Invoice tab where you can view all your Invoices and 
their Status 
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IV. Which tax Type Should I Use? 

Sales Tax – Tangible goods. 
 

Tax Exempt (1) - Those materials that are to be physically incorporated into and made a 
part of real property. NOTE: The purchase of consumables (e.g., supplies and tangible 
personal property not incorporated into the property) and equipment rentals are subject to 
tax on all projects. 

 
Tax Exempt (2) - Intangibles such as services. 

 

Use Tax - Tangible good but Sales Tax is not being charged by the Supplier, tax is accrued 
by Clark Group, and submitted with State tax filings. 

 
Line Level Taxation - If multiple types of tax are included on an invoice, then the 
Line Level Taxation check box must be checked to properly distribute the tax on the 
line-item level. 

 
*NOTE: Each State has unique Sales Tax requirements. If you have any questions about the state 
a jobsite in discuss with your tax professional. 
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