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Error 1

Buyer Tax Registration

Cause

This error occurs when the Tax ID on the Purchase Order (PO) does not match the Tax ID on the CFDI document.

Error Message

Cargar archivo CHDI

SiP3 ¢5105 Pass Para Carpar a Bty XML del CFDI con frma cigeal

Paso 1 Descargar XML de un proveedor 2utorzado de CFDI

Paso 2  Selecoonar archive XML
o Fila  S505262041 XNL

Solution
e Suppliers must verify that their Tax ID is correct and update it before submitting the invoice.

e The Tax ID on the CFDI must match the information on both the Purchase Order (PO) and the CFDI XML
document.

Recommended Steps

1. Create new CDFI XML document.
2. Submit XML into Coupa.

3. Verify that it corresponds to the correct PO being invoiced.
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Error 2
Supplier Remit To Cannot Be Blank

Cause

If you have received this error, it is due to the Remit to address blank under legal entities.

Error Message

Upload CFDI file

Supplier remit to
The remit to addr
and create a new address.

Follow these steps to upload your digitally signed CFDI XML invoice.

Step 1 Download XML from an authorized provider of CFDI

Step 2 Select XMLiile
Seleccionar archivo | 20250825 ... 411470.xml

Solution

« Make sure that the supplier has updated their address using step found in the CSP.

« We recommend you make sure that all information in the CSP is updated in order to avoid any future issues.

Recommended Steps

Navigate to Business Profiles.

. Navigate to Legal Entities.

3. Select the Create only if you do not already have a Legal Entity Name or if you need to create a new one. If
not, skip to Step 5.

N -

,:coupa supplier portal XYLEM~ | NOTIFICATIONS HELP +

ﬁ Invoices Orders Business Profile Payments ASN Catalogs Add-ons Setup

Business Profile Profile Submissions Legal Entities Payment Methods Information Requests Performance Evaluation Subscriptions
Legal Entities

Create Qv

Legal Entity Name Invoice From Address  Tax ID Linked Payment Method ~ Payment Information ~ Customers

JAR TEST MX 1234 Prolongacion MXOOOKYYMMDDZZZ  Remit-To Address 123 ABC Valle , San Xylem Inc. - Xylem CSP Test JR Xylem Ir
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Complete all required fields (marked with a red asterisk).
Once completed select Save in the blue box at the button of the page.
In the Legal Entity Name column hover, over the Legal Entity Name (in blue text). A blue pencil icon will

Scroll down to the bottom of the page and locate the message:
“Payment information and customer connections can be modified on the Payment Methods page. Click here

5.
6.
appear, select the blue pencil.
7.
to make changes.”
Select Click Here.
8.

Select Add Payment Method a drop-down menu well appears with three options: Bank Transfer, Remit-To
Address, and Virtual Card. Choose all applicable methods. (Note: You can add multiple methods if needed.)
Select the second icon (a blue paperclip). A splash page will appear select the checkmark next to the
customer’s name and choose Share Payment Method. See image below

{;}coupa Suppner pOTt al XYLEM ~ NOTIFICATIONS o HELP ~
ﬁ Invoices Orders Business Profile Payments ASN Catalogs Add-ons Setup
\C Business F’rDﬁle)\ Profile Submissions Legal Entities Payment Methods Information Reguests Performance Evaluation Subscriptions
Payment Methods
Add Payment Method ~ Y Q
Payment Method Payment Method Name Country Currency  Linked Legal Entity Shared With Customers Payment Method Status  Actiofis
_ ’ S _ P
[57 Remit-To Address ~ ABC Financial Bank JAR TEST MX Xylem Dev54 Inc. - Test ((Active ) VA=) [&‘3 m
*=BT89-v2 Supplier SE, Xylem Inc. -
Xylem CSP Test JR +1 more
ﬁ‘, Bank Transfer ABC Financial Bank United usD Jazmine Test Xylem DevSd Inc. - Test (Am‘ve} / () ﬁ'g @
===6789 States Suppluer Supplier SE, Xylem Inc. -
Xylem CSP Test JR +1 more
- . . : e
[E/ Remit-To Address 12l3 ABC St, Phoen!x Jazmine Test Xy\err! Devs4 Inc. - Test \\Actwe/\ / o &:3 @
Arizona, 85001, United Suppluer Supplier SE, Xylem Inc. -
States Xylem CSP Test JR +1 more
5 Remit-To Address ~ Test Address, Test City TestLLC Xylem DevS4 Inc. - Test \(Att\'ve)\ / ) {@ @

Perpage 5|10 20

Naorth Carolina, 28216,
United States

Supplier SE, Xylem Inc. -
Xylem CSP Test JR +1 more

The image below shows the splash page after selecting the paperclip to share payment information with
customer:

Share Payment Method

Customer

Select All

Xylem DevS4 Inc. - International Industrial Suppliers and Services Corporation

e [

Perpage 510 |20

Refer to Reference Guide for further assistance located on the Xylem website

Q

5 ABC Financial Bank “~6789-v2
O

0 d¢4—
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Error 3
Supplier Shipping Address Cannot Be Blank

Cause
This error occurs when the supplier has not added a shipping address to the PO, preventing invoice submission.
Error Message

The shipping address you selected is out of date. Visit the Coupa Supplier Portal and create a new address.

Upload CFDI file

Ship to address Must be present on invoics

Follow these steps to upload your digitally signed CFDI XML invoice.

Etep 1 Download XML from an authorized provider of CFDH

Step 2  Select XML file
i - 6657 _SEG... TERREY xmil

Solution
Suppliers should ensure that all information in the CSP is updated to avoid future issues.

Verify the information has been update and matches on the XML CFDI before submitting in Coupa.

Recommended Steps

1. Log into the Coupa Supplier Portal (CSP).

2. Go to Business Profiles.

3. Scroll down to the Addresses section at the bottom of the screen.

4. Click Add Address (You will be able to add you invoice from and ship from addresses.

Review screenshots below
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Error 3 (continuation)

The image below provides an example of an invoice in Coupa. All fields in the ‘From’ and ‘To’ address sections

marked with a red asterisk are required:

#,xcoupa supplier portal
ﬁ Orders Business Profile Payments

XYLEM~ | NOTIFICATIONS @) | HELP -~

ASN Catalogs Add-ons Setup

Invoices Uploaded Invoices Invoices Lines Payment Receipts Advanced

Create Invoice create

o General Info

Select customer | Xylem DevS4 Inc. - Test Supplier £~

< From

* Invoice #

*Invoice Date | 11/24/25

Payment Term ~

Date of Supply | 11724125
*Currency |USD
Delivery Number

Status Draft

Image Scan | Choose File | No file chosen

Supplier Note

Attachments Add File | URL | Text

* Supplier Test Supplier SE
* Invoice From Address No address selected,O
*Remit-To Address No address selected O
* Ship From Address No address selected O

- To

Customer Xylem Dev54 Inc.

*Bill To Address No address selected (O

4
* Ship to Address No address selected .O
* Requester Email

*Requester Name

Select the magnifying glass icon to open the splash page, which will display a dropdown menu containing all
available addresses within Coupa example below:

Choose Invoicing Details

o This customer offers payment by Credit Card.

* Legal Entity

Invoice From

* Remit-To

* Ship From Address

TestLLC v @ Add New

Test Address
Test City , NC 28216
United States
United States

Test Address, Test City, NC 28 ~ | @) Add New

Test Address, Test City , NG 28 ~ | @) Add New

e (TN
A
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Error 4

Multi Factor Authentication

Cause

Suppliers no longer have access to their Multi-Factor Authentication phone number and do not have backup codes
available.

Solution

Contact Coupa Support for assistance.

Email: supplier@coupa.com

fecoupa

Multi Factor Authentication

Enter the 6-digit verification code from your authenticator app.

* Multi Factor lpode
Authentication

(J Remember this browser
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Support

For Additional
Support

If you require further assistance
regarding any functionality of the
Coupa Supplier Portal, please
contact Coupa Help Desk Team via
the following mailbox:

Coupahelpdesk@xylem.com

Xylem Support

The Xylem Website we offer support materials for suppliers including:
e FAQs for suppliers transitioning to Coupa for Xylem Monterrey | Xylem US
e Coupa Supplier Portal (CSP) training webinar 1 | Xylem US

Coupa Support

Coupa also offers various support materials for suppliers transacting
via the Coupa Supplier Portal, including:

e FAQ | Coupa Suppliers
e Help Page | Coupa Suppliers
e Mailbox: supplier@coupa.com



https://www.xylem.com/en-us/resources/faqs/faqs-for-suppliers-transitioning-to-coupa-xylem-monterrey/
https://www.xylem.com/es-la/resources/webinars/coupa-supplier-portal-training-webinar/
https://www.xylem.com/es-la/resources/webinars/coupa-supplier-portal-training-webinar/
https://supplier.coupa.com/help/faqs/
https://supplier.coupa.com/help/
mailto:supplier@coupa.com
mailto:Coupahelpdesk@xylem.com

