irt

COUPA SUPPLIERS

QuicK REFERENCE GUIDE

How To CREATE A CusTOM VIEW IN THE COUPA SUPPLIER PORTAL TO SHOW CLIENT
INFORMATION AND NEED BY DATE ON IRT PURCHASE ORDERS (PO’Ss).

INCREASE THE ZOOM TO VIEW THE SCREENSHOTS CLEARLY.

The below information will guide you through the requirements to set up a view in the Coupa
Supplier Portal to assist you with managing and invoicing your IRT PQ’s, in particular viewing client
information and need by date. There are 10 steps that should only take you approximately 5

minutes to complete.

FREODIE~ | NOTIFICATIONS @
$rcoupa su - 2
A nood @ ofcsrone  Puymens  SeviceSheets  Kems  ASN  Sowdng  Forcasts  Setp  More

Orders erlines  Returff  Order Changes  Order Line Changes  Order Configzai P "
Select Custs Ilawarra Retirement Trust_Test
Purchase Orders

Instructions From Customer

For

» ey

From ber of short video's and user
guides on how to invoice using the Coupa Supplier Portal.
f
Exporto - view [ ~ [ searcn
PONumber  Order Date Status Acknowledged At _Items Unanswered Comments ~ Total AssignedTo Actions
| rhozoao0e ososr2s  tssuea none Gutter Cleaning No e
RTH0204001 05100725  lssued None 1 Hours of Lawn Mowing - 1 Hour No 60.00AUD Es
RTHO204000 0510825 Issued None 1 Hours of Brokered Senvice - Weekday (6:00 AM10B00PM)  No 5000AUD Ze
coupa supplier portal FREDDIE | NOTIFICATIONS @ | HELP
Profile  Payments  ServiceSheets  ltems  ASN  Sourcing Setwp  More.

Order Lin IRE[L"H) Order Changes  Order Line Changes  Order Confirmations  Order Confirmation Lines  More.

Select Customer | jjayarra Retirement Trust_Test

Purchase Order Lines

e Y CEERCY

Total ltem Quantity ~ Line Total Need By Order Date

1 e Guter Geaning None 0511225 0510925
T esue 1 Hoursof Lown Maving -1 Howr 1 somosmazs osus2s
1 e 1 Hours o Brokered Senvice - Weekday (500 AM 10 500 P) 1 s000 0s0as osioons

svcoupa supplier portal FREDDIE ™ | NOTIFCATIONS @ | HELP

Ktems  ASN  Sourdng  Forecasts  Setup  More.

s Order Confirmation Lines  More.

Select Customer | 1ayarra Retrement Trust_Test

PO Number (Header)  Line Order Status (Header)  Hem Order Date

[Fosa 1 oues osonzs
R e e
Fcuon 1 s 1t o s S Veskcy G100 500PM) 1 somosmens oowss

Step 1

In your Coupa Supplier Portal, click on
the “Orders” tab and make sure the
“Selected Customer” field is lllawarra
Retirement Trust.

This will show you a list of all the POs
IRT has issued to you.

Step 2
Click on the “Order Lines” tab.

Step 3

Locate the “View” drop down and select
the down arrow icon, then select
“Create View”.

HOW TO CREATE A CUSTOM VIEW IN COUPA

PAGE 10F 4



S, “ .

rt

COUPA SUPPLIERS

QuicK REFERENCE GUIDE

$,2coupa supplier portal

A vces @Y SusinessProre

Payments  ServiceSheets  Items  ASN  Sourcing

FREDDIEV | NOTIFICATIONS

Forecasts  Setup  More.

Orders  Orderlines  Returns  Order Changes  Order Line Changes  Order Confirmations,

Select Customer

Create New Data Table View

Order Confirmation Lines

More.

llawarra Refirement Trust_Test

Filter By | Manufacturer Name  |Fiter Clause | is ~ |Fitter Text

Columns

General
Name | PO wilh Cient Infomation
Misibility @ oot e
O Everyone
Start with view | All 4
Conditions
condiions v Add group of conditions.

©

Drag columns to the right to select, to the left o unselect and vertically to change column order.
‘You can also use your keyboard to modify the selectad columns. Use TAB to focus and ENTER to move a column to of from the
Selected Column list To reorder, uss SPACE to grab an item and then UP or DOWN to move it Press SPACE again to drop the
item, or ESC o cancel the reordsring

Available Columns. Selected Columns

ASN Lines PO Number (Header)

Step 4
Name the view and scroll down to the
“Conditions” section.

Editing Data Table View

General
Name | PO with Client Information
Visibility @ Only Me
O Everyone
Start with view | All ~

Created By Freddie Mercury

l Conditions I

fr—
Match Conditions | Mateh all conditions -
. o0 o Canceled N
Filter By Order Status (Header) 5 | Closed =
Crealed <
“ >

Columns

Add group of conditions

(+]

Drag columns to the right to select, to the left fo unselect and veriically to change column order.

Step 5

Once you're in the “Conditions” section,
“Filter By” Order Status (Header) and
select “Created”. This ensures the list
only displays open PO’s.

You can skip this step if you want to
view all IRT PO’s.

Scroll down to the “Columns” section
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Step 6
Columns Once you're in the “Columns” section,

{“" H H ”
Drag columns to the right to select, to the left fo unselect and vertically to change column order. Iocate Shlpplng AddreSS (Header)

You can also use your keyboard to modify the selected columns. Use TAB fo focus and ENTER to move| U nder‘ ”Ava ||a ble Colu m ns" a nd d rag |t
Selected Column list. To reorder, use SPACE to grab an item and then UP or DOWN to move it. Press § «“, R
item, or ESC to cancel the reordering. tO the SeIGCted COIUmnS IISt'

Available Columns Selected Columns .
You can add or remove other fields as
ASN Lines PO Number (Header, 8
(Headen needed by dragging them between the

ASN Gty Line two columns.

Carrier Order Status (Header

Contract ltem Drag the field across

“ :
Invoiced jempeey  from the “Available
Columns”

Manufacturer Name Line Total

Manufacturer Part Need By

MNumber

Order Date
Payment Agreements
Shipping Address

Received (Header)

Delivery Date

Resource Manager

Service End Date

Service Manager Email

Corvira Ctart Diata
e Shipping Address
Received (Header) Step 7

“” ”
Resourcebaraer Scroll down and select “Save”.
Service End Date
Service Manager Email
Service Start Date
Ship Method
$Ship Note
Ship To (Header)
Shipment Date
Shipped Quantity
‘Supplier Auxiliary Part
Number
Supplier Part Number
Tracking Number
uom
fault Sort Order
it by ~ | in | ascending v | order

Cancel © Delete Save as Nej m

_________________________________________________________________________________________|
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svcoupa supplier portal FREDDIE~ | NOTIFICATIONS @ | HELP Step 8
A moces @EED usiessProfie  Payments  ServiceSheets  ltems  ASN  Sowng  Forecasts  Sewp  More X X
You now have a view that provides the

| Home Care client information and the

Purchase Order Lines “need by" date.
view (XTI

PO Number (Header) Line Order Status (Header) ftem TotalItem Quantity Line Totdl Need By

Select Customer

rder Datl Delivery Address (Headed
IRTH0204002 1 lssued Gutter Cleaning None  Nork 12525 §525 I 77 Market Street
Wollongong, NSW 2500
Australia

Location Code: C0199999
Attn: Ar Jimmy Barmes

IRTH0204001 1 lssued 1 Hours of Lawn Mowing - 1 Hour 1 6000 13525 95R5 TTETReTeTen

Wollongong, NSW 2500

Australia

Location Code: C0199999

Alln: Mr Jimmy Barnes

IRTH0204000 1 lssued 1 Hours of Brokered Service - Weekday (6:00 1 50009525 95R5 77 Market Steet
AM10.8:00 PM) Wollongong, NSW 2500

Australia

Location Code: C0199999

Attn: ir Jimmy Barmes

sr:coupa supplier portal FREDDIE~ | NOTIFICATIONS Step 9

A o @D owvesrroic Pamens  SevieShems  hems AN Sourng  Forecasis Sews  More

Orders Order Lines Returns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines More. TO i nVOi ce a ga i nSt t h e p u rc h a Se O rd e r'
take note (or copy) of the PO number
and select the “Orders” tab

Select Customer | jayarra Retirement Trust_Test

Purchase Order LI

A2 PO vith Ciient Informeatic ~

PO Numer Headen) Line orcer status (N O{0Y AV d g TN Y [LAVET o[ SO NN rctci icco ey Oraer Date stipping Adress (Headen) |
B i and select “Orders”

None 05/12125 05/09125 77 Market Street
‘Wollongong, NSW 2500
Australia
Location Code: C0199999
Atin: Mr Jimmy Bames
IRTH0204001 1 lssued 1 Hours of Lawn Mowing - 1 Hour 1 60.00 05113725 0510025 77 Market Street
Wollongong, NSW 2500
Australia

s#coupa supplier portal FREDDE NoTCATIONs @ e Step 10
|;|@ e T Once in the “Orders” tab, paste or type
e | the purchase order number into the

Purchase Orders Use the search area ) search bar to find the correct purchase

to find the PO you order to invoice.

want to invoice an access a number of short video's and user

ustomer

Instructions From Customer

For assistance with invoicing, visit IRTs website at htpd
quides on how to invoice using the Coupa Supplier Pos

Y= | Selectthe gold coins icon to turn the
o |l e [ascosagan [ s coomers | o ommn EF ® | purchase order into an invoice.

|y<v\"n‘ 0510025 Issued  No Gutter Cleaning No

For more information on how to
invoice, follow the user guide found at
the following link - Coupa Support and
User Guides - IRT
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