Invoicing and Payments
Q: How do we submit invoices, and is there any specific training available for this process? 
A: You can find a step-by-step user guide at this page, outlining how to submit invoices in the Procure to Pay application. 
Q: What happens to POs and invoices during the migration from Coupa to Exostar, and do we need to resubmit any invoices? 
A: Current POs in Coupa will be moved to Exostar. Invoices and receipts that are open will need to be re-entered in Exostar. 	Comment by Nick Lehman: Any invoice that remains open will need to be re-entered in Exostar	Comment by Nick Lehman: POs will be migrated	Comment by Nick Lehman: and receipts
Q: What if we have paid for a token to submit invoices? 
A: The $35 fee for two-factor authentication is per year, per user. 
Q: When should we start submitting invoices to Exostar instead of Coupa? 
A: Please start using Exostar for all invoice submissions as soon as you have been notified of the migration completion.

Purchase Orders (PO)
Q: What should we do with completed and closed POs, and can old POs be removed from Exostar? 
A: Completed and closed POs can remain in the system for record-keeping, but you can filter or hide them to declutter your workspace. A potentailly helpful guide can be found here, titled “My Workspaces”. 	Comment by Nick Lehman: We should attach workspace cleanup doc to MAG library and point there	Comment by Nick Lehman: Tim emailed Exostar - waiting for them to attach
Q7: How can we address missing lines from a PO and ensure full payment is received? 
A: Reach out to your AP contact with questions about payment status and timing. 
Q: What if we cannot see the POs in Exostar? 	Comment by Nick Lehman: Purely an access issue - point to MAG library.
A: Ensure you are properly set up in the system and that no pending approvals are blocking access. You can find a step-by-step user guide at this page. Contact support if the problem persists.

Authentication and Access
Q: Which 2FA subscription do we need, and can multiple users share one authentication? 
A: Specific 2FA plans are recommended for different access levels. Only the assigned user should use their authentication method to maintain security; sharing is not advised.
Q: Can a general AR email be used for Exostar access instead of a single AR person? 	Comment by Nick Lehman: Distros can be used, but not for org admin. NOT recommended
A: While not recommended, shared emails can be used outside of admin roles.
 
Receiving and Shipping
Q: What does the "Received Un-Referenced" receipt status mean? 	Comment by Nick Lehman: Received something not expected
A: It indicates that a received item was unexpected based on PO details. Follow up with your buyer with specific questions as needed. 
Q: Is the "create shipment" button necessary before invoicing and what if the "send shipment notice" is not available? 	Comment by Nick Lehman: Not needed currently, but will be in the future for ASN capability. 

If send shipment notice is not available, it likely mean the PO has not been accepted.	Comment by Nick Lehman: Not required for invoicing*
A: This function is not currently required but will be needed for ASN submission in the future. This is not required for invoicing at this time. 

Training and Documentation
Q: Are there training materials or documents available for uploading documents and certification packets in Exostar? 	Comment by Nick Lehman: None of this is available now, but Blue will notify in advance when this changes 
A: This feature is not currently available, but Blue Origin will send out communication in advance of a change to procedure.
Q: Can I access a recording or transcription of the training session for later reference? 
A: Yes, the presentation, along with its transcription, can be shared upon request for those who missed the live session.

Miscellaneous
Q: Are there fees for accessing purchase orders and invoices in Exostar, and can we set up notifications similar to Coupa? 
A: There may be fees associated with invoicing but not for viewing purchase orders. Information for fee schedules can be found on the Exostar website. Notification settings can be customized in Exostar similarly to Coupa.
Q: When will the migration to Exostar be completed for our account? 
A: You will be notified via email once the migration to Exostar has been completed, and all POs and necessary data have been transferred.

This FAQs list consolidates similar questions into broader queries, making it easier to navigate and find relevant information.
