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GC/ Bid Pay Application & Invoicing in Coupa Process

__________________________________________________________ 
 

About this Guide 

This guide walks through the GC Excel template that enables Construction to create a Purchase Order (PO) in 
Coupa. This guide includes step by step instructions on how to invoice against the PO in Coupa. 

 

This guide contains the following sections: 

Bid Form Instructions 

Pay Application Request Instructions 

Pay Application Invoicing in Coupa Instructions 

Change Order Form & Change Order Log Instructions 

Final Pay App/Retainage 

_______________________________________________________ 

Bid Form Instructions 

This excel template will be sent with Plans for Bid Requests and will be a required use for all project types 

1. Open the Bid Form tab of the excel template. Fill out the cells in columns E, F & G (Unit, Quantity & 
Unit Cost)  

 

 

2. Submit the completed form to the Flynn Construction team (follow standard bid form submission 
instructions). 

• Excel template MUST be returned with Final Bids 

• The Development Specialist (DS) will then upload the Pay Request info into Coupa to issue a PO 

• Upon approval, the Excel (bid/pay request) template and Change Order template will be returned to awarded GC 
at the time of contract  
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 PAY APPLICATION SUBMISSION & APPROVAL PROCESS: 

 
1. Once you have filled out the Pay Request tab by following the Pay App Request Instructions, send to 

Flynn Project CM/PM for review and approval via email. 
2. The Pay Request App must: 

• Be saved as a PDF 

• Signed and notarized by the GC 

• Include all supporting documents: Subcontractor list & lien waivers (as outlined in Contract) 

• Sent to CM/PM for review 
3. The CM/PM will review and send approved pay applications to the Development Specialist (DS). 
4. The DS will review pay applications for accuracy before forwarding it to the Director of Construction for 

approval. 
5. Once approved, the pay application/lien releases will be emailed back to the GC (single PDF 

document) by the DS 
6. ONLY after receiving the PDF of the approved pay application from the DS can the GC begin invoicing 

in Coupa 

Pay Application Request Instructions 

The GC must follow the Pay Application Request Instructions and complete the Pay Request tab of the 
excel template. Once complete, the GC must follow the standard Pay Application Approval Process. 

 

Column D (Original Contract Bid Form) of the “Pay Request” tab will auto-populate based on the Bid Form 
data. (Bid Form feeds bid amounts to the Pay Request tab 

 
 

To fill out the Pay App Request Form on the excel template: 

1. Navigate to the Pay Request tab and fill out the total pay request in Column G (Total Pay Request). If 
it’s the 1st pay request, column G will be blank since you have not yet requested payment. 
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2. Enter the totals you are currently requesting for payment in Column H (Current Pay Request). If you 
have not completed the work for a line, leave the cell blank. Once you’ve filled out the current pay 
request info, save it as a PDF. Email the signed Pay App Form (PDF) with Lien Releases to the Flynn 
Construction Team. 

 

 

3. Once you receive the approved Pay App/Lien releases, you can then begin invoicing. See here for 
instructions on invoicing in Coupa. 

 

4. For subsequent and final draw/pay requests, copy the values from Column I (Cumulative Pay 
Requests) and paste as values into Column G (Total Previous Pay Requests). Once you’ve filled out 
your current pay request info, follow the same submission steps for previous pay requests. 

     
 

TIP! To copy the values of this template, select the totals you need to copy and either right click and select 
copy or select Ctrl + C. To paste as values, select the paste dropdown in the upper left corner. And select the 
icon that says Paste Values (highlighted below). This ensures that you do not copy the formulas built into the 
template. 
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Pay Application Invoicing in Coupa Instructions 

1. Once the Pay Request has been approved and sent back to you, you can now invoice in Coupa using 
the approved amounts in Column P (Current Coupa Invoice Total) of the Pay Request tab.  

 

To begin invoicing in Coupa  

1. Navigate to the Coupa Supplier Portal and click on the Orders tab. 

 
 

2. Make sure to select Flynn Group as your customer in the Select Customer field at the top right. 

 
 

NOTE: You must have Flynn Group selected under the customer drop down for the below message to 
disappear. You do not need to have Coupa Advanced to do business with Flynn Group. The Coupa 
Supplier Portal is completely FREE. (Select customer = Flynn Group) 
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To create an invoice, you can either: 

• Click on the gold coins under Actions to the right of the PO that you’re invoicing against 

 
• OR click into the PO number you need to invoice against> scroll to the bottom of the PO> select 

“Create Invoice”. 

 
 

3. After selecting Create Invoice, enter the Invoice # and Invoice Date 

 

 

4. Attach the Approved Pay App PDF and required documentation by selecting Add File under the 
Attachments field. 
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5. Adjust the line total to the agreed upon amount (This will be the data in Column P (Current Coupa 
Invoice Total).  

 
 

6. Invoice against the line associated with the work that has been completed and agreed upon. Remove 
the lines that you are not ready to invoice against by either entering 0 in the price field OR selecting 
the X to delete the line. 

  
 

7. Once you’re done adjusting your lines to the correct amount, select Calculate. This may take a 
moment. 

 

 
 

8. Confirm that you’ve attached the required documents to the invoice. Select Send Invoice. 

 
 

9. Once your invoice is sent, under the Invoices tab the status will say “Pending Approval”. 

 
 

10. The Development Specialist that created the PO will receive a notification that they have a new invoice 
to review. If the amount is correct and matches the agreed upon pay request data in Column P, they 
will approve. If the amount does not match what has been agreed upon, they will dispute the invoice. 
This will require you to create a new invoice against the PO and delay payment. 
 

TIP! Before submitting invoices in Coupa, always make sure to verify that the total amount matches the 
approved totals in Column P of the approved pay application. This will prevent delays in payment. 
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Change Order Form & Change Order Log Instructions 

1. You must complete the New Change Order Form, ensuring each item is associated with a line-item 
code (the dropdown in form contains the codes). Follow the CO submission instructions found on the 
New Change Order Form template. 

2. You must save the completed Change Order Form as a PDF and submit it to the PM/CM 
3. Once approved, the DS will make this change to the PO in Coupa 
4. The approved change order will be sent back to you (GC) for your records 
5. Once approved, you must input the APPROVED change orders in the Change Order Log 

(Continuation Sheet) found at the bottom of the Pay Request tab of the excel template 
 

To fill out the Change Order Log (Continuation Sheet): 

1. Scroll to the bottom of the Pay Request tab. Enter the change order # in Column A (Approved 
Change Order #). Use the drop down in Column B (Pay Request Line) to input the Pay Request Line 
for the approved Change Order 

 

 

2. Fill out the Description of Work associated with that Pay Request Line in Column D (Description of 
Work) and enter the approved change order amounts associated with that Pay Request Line in 
Column F (Changes) 

 

 

3. You must add a line for Overhead & Profit that reflects the totals from the Change Order Form. 

 
 

4. The data will auto populate Columns E & F (Change Orders & Cumulative Contract) of the Pay 
Request tab. 
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Final Pay App/Retainage 

1. For the Final Pay Application for Retainage, you will need to enter the cumulative pay requests in 
Column G (Total Previous Pay Requests). You can refer to Column I for this information.  

 
2. Once you’ve entered the Total Previous Pay Requests, you can delete the contents from Column 

H (Current Pay Request) since you have completed the project and the only thing you have left to 
invoice for is retainage.  

 
3. For the Final Pay Application for Retainage, you will need to copy the values from Column L 

(Cumulative Retainage) and paste into Column O (Current Application for Retainage). The 
cumulative retainage will then auto populate in Column P (Current Coupa Invoice Total).  
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4. The GC can then follow the same process used for the first and subsequent pay requests to complete 
final invoice using the contents from Column P (Current Invoice Total). 

 


