Coupa Mobile App Guide

Download Coupa Mobile App- Access the
Apple/Android App Store on your mobile
device. Search for the “Coupa” app and
download.
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Open The Coupa App and enter

Your Coupa Instance:
Brandeis.coupahost.com
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You are now logged into Client mobile
instance. From here, you can select Expenses
to reconcile your Pcard Charges.
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Under your Draft reports, select the

report to reconcile. Pcard reports will
automatically get created under your account, an
email notification will get sent you one once the
report has been created and is ready

to be reconciled. It will be named:
VISA-MONTH/YEAR-CARDHOLDER NAME

Expense Report 80435 has been created for you (Extemal) o inbox x &

Brandeis University

Wed, Jun 9, 5:10 AM (Sdays ago)  Y¢ 4
tome ~

@ Brandeis University Corporate Card Expense Report Created!

Powered by Z#COUpPa
Hello Paola Briamonte

Expense Report 80435 has been automatically created for you by our Corporate Credit Card System.

Click here to see the Expense Report details

scoupa

Business Spend Management
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Draft

Visa - June 2021 - PAOLA BRIAMONTE
Jun 8

99.99 usp

Approved

Visa - December 2020 - ANGELA FRAG...
Approved Mar 22

250.00 usp

Visa - March 2021 - PAOLA BRIAMONTE
Approved Mar 10

113.38 uso

Visa - October 2020 - PAOLA BRIAMO...
Approved Nov 2

119.95 uso

Visa - July 2020 -Item for Brenda Ander...

Approved Jul 28
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Start by completing Last Day of Trip or Expense

{ < Expenses

Then scroll down to Expense Lines, click on
each one to complete the required information | Foportname

Visa - June 2021 - PAOLA BRIAMONTE
and attach a receipt.

First Day of Trip or Expense

REIMB

W Last Day of Trip or Expense *
Budget Date

|
sl Reporting_Department
Procurement Services

J Last 4 Digits of PCard
9109

Default Chartstring
11-72000-11000

Senior Leadership?

REIMB_Invoice_WID

© _—
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The required information you will need to
complete are:

1 € Report Expense

Expense Date *

Expense Category d 6821
Business Purpose Expense Category
Billing '
. Total *
Attach receipt I = 99.99 USD
« Merchant
1 AMZN MKTP US*2X8KK1A10 8)

Description *
l AMZN MKTP US*2X8KK1A10

Business Purpose *

BILLING

Reporting_Department
Procurement Services

WD Student Clubs




BILLING- Select your chargeline then select

appropriate Spend Category

s cancel Billing Save l

% WD Chart of Accounts

Chart Of Accounts

Billing
paolab-FN11-CC72000-PG05-NA-NA-
NA-NA Procurement Services

paolab-FN11-CC72000-PG05-NA-NA-
NA-NA-paolab-

< Billing WD Chart of Accounts

UNET ID *

4 paolab (paolab)

CHARTSTRING/FDM #*

FN11-CC72000-PG0O5-NA-NA-NA-NA
Procurement Services (FN11-CC72000-
PGO5-NA-NA-NA-NA-paolab)

SPEND CATEGORY *




Once all required information is added,
click on the camera icon to take picture
of receipt. After you attach receipt, go
back to reports and hit submit.

< Report Expense < Expenses Report

Expense Date * i 99.99 USD
6/8/21

a o
11-72000-11000

Expense Category *

. . Senior Leadership?
B8 Office Supplies

REIMB_Invoice_WID
Office Supplies should be purchased through WB Mason via
MarketPlace+

Total * REIMB_Workday_Date
= 99.99 USD
REIMB_Workday_Status
Merchant

AMZN MKTP US*2X8KK1A10 O

. NONREIMB_Invoice_WID
Description *

AMZN MKTP US*2X8KK1A10
NONREIMB_Workday_Date
Business Purpose *

Standup desk NONREIMB_Workday_Status

BILLING edit
Expense Lines sort
WD Chart of Accounts
Name paolab-FN11-CC72000-PG05-NA-NA- [ ZA LA SUEE S22 S ST, B8 O
NA-NA Procurement Services-Office Y
Supplies
Code paolab-FN11-CC72000-PG05-NA-NA- -

NA-NA-paolab-$C0094 Approvals 2 @
@7 @ Submit




