Il't COUPA SUPPLIERS

QuICcK REFERENCE GUIDE

MANAGING IRT PURCHASE ORDERS VIA THE COUPA SUPPLIER PORTAL (CSP)
(Increase the zoom to view the screenshots clearly.)

Please check with your company to identify who has access to the Coupa Supplier Portal (CSP) to
manage compliance documents and invoices for IRT. This person can add you as a user, enabling you
to access the table containing all purchase orders issued by IRT.

,¢coupa supplier portal KEVIN  NOTIFICATIONS @ = HELP ~ Step 1
Log into your Coupa Supplier Portal

(Coupa Supplier Portal)

G Invoices Orders Business Profile Payments Setup More...

Select “Orders”

From the home page navigate to

Coupa Verified builds trust and gets you in front of more . the OrderS tab.

customers looking for products like yours.

Verify Your Account And Get Noticed

s |IRT Supplier Pty Ltd

Last Updated: about 4 hours ago | View Profile

Step 2

Ensure lllawarra . .
A s @ZEP Business o Poyme | View the detailed table to see all
IRT purchase orders.

Orders Order lines Returns Order Changes selected customer

,xcoupa supplier portal

Select Customer IRT - Test - IRT Test Supplier Pty Ltd - \

Purchase Orders

Instructions From Customer

For assistance with invoicing, visit IRTs website at PU rchase pplier-information/coupa-support-and-user-guides/. Fi
number of short video's and user guides on how to h Supplier Portal
Order table

oice from a Purchase Order

/28 Open Orders ~

PO Number Order Date Status Acknowledged At Items Unanswered Comments
| IRTO175696  6/1/25 Issued None 2 Hours of Labour Hire No

IRT0175691  6/1/25 Issued None Wheel chair No

IRTO175690 6/1/25 Issued None Blanket PO Line 1 January 25 No

Blanket PO Line 2 February 25
Blanket PO Line 3 March 25

Step 3
™ Use the different views such as

Instructions From Customer Searc y PO 40 O d ’ IO d N t
For assistance with invoicing, visit IRTs website at https //www irt org a Update Lo LN orort-and-user-qul number or pen rders or rders o
number of short video's and usevguvdesron how to invoice usiv\gfhe.(i iEw v describtion InVOiced", or the sea r'Ch ba r tO

I . organise, track and invoice IRT
PO Number Order Date Status Acknowledged At Items Unanswered Comments Total Actions purChase OrderS-
| RTO175696  6/1/25 Issued N 2 Hours of Labour Hire Use the gold coin ° =Ss
RTO175681 6/1/25 Issued ) Wheel chair iCOn tO Create an e :

Purchase Orders

RT0175600 6/1/25 Issued 1 Blanket PO Line 1 January 25
Blanket PO Line 2 February 25| Invoice
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https://supplier.coupahost.com/sessions/new

