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QUuICK REFERENCE GUIDE

How ToO CREATE A CUSTOM VIEW IN THE COUPA SUPPLIER PORTAL TO SHOW CLIENT

INFORMATION AND NEED BY DATE ON IRT PURCHASE ORDERS (PO’S).
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 9 steps that should only take you approximately 5 minutes
to complete.

£3C0Upa SL . REDOIE NoTIFICATIONS @ HE Step 1

A shiomciiots  Peymevs  SevieSherts s ASN  Sowcng  Focats  Sewp  More . .
S ol oo Gt e P In your Coupa Supplier Portal, click on
| the “Orders” tab and make sure the

Wawarra Robrament Trust_Tost

Purchase Orders “Selected Customer” field is Illlawarra
strucions rom Csiomer Retirement Trust.

For assistance wih invoicing, visil IRTs webisbe o hilzs S I 0vg u/supgsies information/coupi-support. and-user-guides/. From here yoe can access & umber of short video's and user
QUICEE O NOW 10 INVOHCE USING e COUDa Suppller Portal

T =g— | This will show you a list of all the POs

PO Number  Order D Status. Acknowodged Af s Unanswered Commonis  Total Assimed To Actions IRT h . d
Tt — cuter Cioaning "o . as issued to you.
050025 fsued 1 Hoursof Lawn Mg -1 Hour No s000auD &

050025 lssued | 1 Hours of Brokered Servies - Weekily (500 AM 1o 300 FM)  No 50.00AUD

£;xcoupa supplier porta FREDDIE - | NOTIFCATIONS @) | HELF Step 2
A PSP cunsirole  Pames  SeksShes s A v More . “ . ”
= Click on the “Order Lines” tab.

' INg(ums Order Changes  Order Line Changes

Purchase Order Lines

PO Number (Header)  Line Owder Status (Hesder)  ltem Total lem uantity  Line Totsl Need By Ordier Date
[ vz PR Guster Clasnng None 0811228 0500125
R 1 lssusa 1 Hours or Lawn Mowng - 1 Hour 1 000 0smEs 0508
1 lssued 1 Hours of Browered Seevice - Weskiay (5:00 AM [0 8 00 PM) 1 5000050825 050025

oups @ Step 3

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

Onter Dute

Gulter Clnaring
1 Haurs. o Lawm Mawang - 1 Hour

" 1 Hours of Brokered Service - Weskaay (8 00.AM 15 8.00P) ' 5000 08
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I REDOIE - NOTIFICATIONS @ Step 4
A iooces @I BusoessProfie  Payments  SevieSheets  Mems  ASN  Sowchg  Forecasts  Setup  More X
G e e T Name the view and scroll down to the
“Conditions” section.

Select Customer Iawarra Retirement Trust_Test
Create New Data Table View
General
Name | PO weh
s
Start with view | Al v
Conditions
condbons - /Ad group of conditions
Filter By | Manufacturer Name ~ Fiter Clause i ~ Filter Text ©
Columns

Drag columns 1o the right to select, to the feft o unselect and vertically to change colum order.
You can akso use your keyboard to modiy the selected columns. Use TAB 10 focus and ENTER 10 move a colum 10 of from the
Selected Column list To reordar, use SPACE to grab an item and then UP or DOVIN to move it Press SPACE again to drop the
tem, or ESC to cancel the reordenng

Avaitable Columns Selected Columns
ASN Lines PO Number (Header)

Step 5

Once you're in the “Conditions” section,

Generd “Filter By” Order Status (Header) and
vw L select “Created”. This ensures the list

O veone only displays open PO’s.

Start with view | All -~

Editing Data Table View

Created By Freddie Mercury

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

Match Conditions | Match all conditions v Add group of conditions

o | jg | Cancelied PR [+]
Glosed

, Scroll down to the “Columns” section

Filter By | Order Status (Header)

4

Columns

Drag columns to the right to select, to the left fo unselect and veriically to change column order.
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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 Shlppl ng AddreSS (Header)

You can also use your keyboard to modify the selected columns. Use TAB fo focus and ENTER to move| Ul nder ”Ava i |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 § “ ”
item, or ESC to cancel the reordering. tO the SeIeCted COIUmnS IISt'

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

ASN Gty Line two columns.

Carrier Order Status (Header

Contract ltem Drag the field across

“ :
Invoiced eapmre  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

CSaorvira Ciart Diota
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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Selot CUstomer | pyama Rewement Trust_Test

Purchase Order Lines

Z#coupa supplier portal TREDDE - | NOTRICATIONS @ FELP
A voces (EEEM) usinessProfie  Payments  ServiceSheets  ems  ASH  Souing  Forecssts  Sep  Mare
Oriors  Ordorlines  Retums  Order Changes  Order Line Changes.  Ordor Gonfirmations  Order Confirmation Lines: Mo

PO Wilh Client Informat ~ Search Q

PO Mumber {Header) Line Order Status (Header) ltem
IRTHI204002 1 issued

“Total Item Guaniity Line Totdd Need By [brder Datl Delivery Address (Headed

Gutter Claaring ne Mol 12925 fe2s | 77 Market Srest

Location Code: 0199999
At M Smmy Bames

IRTHIZ04001 1 issued 1 Hours of Lawn Mowang - 1 Hour 1 6000 13805 6805 e
‘Viollongong, NSW 2500
Ausvana

Localion Code: 199989
At M Semimy Bames
RTHIZ04000 1 isuea 1 Hours of Broered Senvice - Weskday (6:00 1
AN 10 800 FM)

S000 9525 525 77 Manks Sweet
‘Wiollongong, NSW 2500
Austraia

Location Cods: CO90%6
At W Seniny Barnes

Step 8

You now have a view that provides the
Home Care client information and the
“need by” date.

Option 1

Purchase Order Lines

PO i Cacr s . Sesich g |

Total Item Quantity Line Totsl Need By Order Date Shipping Address (Header]

Ordar Status (Hesdar] Nem
Issued 2 Hours of Cleaning Servicas - 1 Hour Rale 2 900 1N0EZ5 10125 70 Upgrade steel
San Matew, GA 11111

Unite Sttes
Locaton Cags: HOFO1
A 134478
Al
Purchase Order #IRTH0217718
5+ General Info © Shipping
Status Issued - Sent via Email Ship-To Address 70 Upgrade street
San Mateo, CA 11111
Order Date 10/01/25 United States
Revision Date 10/01/25 Location Code: HOF001
Aftn: 134 478
Requester Natalie Bums
Email nbums@irt.org.au Terms DDP
Payment Term 30D 7 Shipment Tracking © res

VisitID 556814

No shipment tracking
Visit Comment Fortnightly Domestics 1HI2People Flease pay
attention to bathroom
Attachments
‘Swimart_Invoice pdf
Acknowledged [
Assigned to
Lines
1 Type Item Qty Unit Price Total Invoiced
- Cleaning Services - 1 Hour Rate: 2 Hours 4800 96.00 000

Need By  Supplier Part Number  Supplier Auxiliary Part Number ~ Manufacturer Name ~ Manufacturer Part Number WO Number
10/08/25  None None None None None

Client ID & Name:
C0141660 Ekaterini Giannakakos

Perpage 15 | 45 | 90

Total AuD 96.00

I Create Invoice I Save

=i Print View

Step 9
To invoice against the purchase order
you have two options:

Option 1

Find the PO you want to invoice and
click on the PO number to open the PO.
Scroll down and select the “Create
Invoice” button.
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s:acoupa supplier porta

Orders i Returns  Order Changes  Order Line.

st Option 2
o e e e ™ Take note (or copy) of the PO number
and select the “Orders” tab.

Order Confirmations  Order Confirmation Lines  More.

Select Customer | yayarra Refirement Trust_Test

Copy the relevant PO Total NeedBy OrderDate Shipping Address (Header) |
None 0511225 050925 77 Market Street
« ”
and select “Orders Vilongong, NS 2500
Austrata
Location Code: 0199999
A Me Jenmy Barnes
RTH020400 1 issued 1 Hours of Lawn Mowing - 1 Hour 1 6000051325 050025 77 Market Sweet
Wollongong. NSW 2500
Austraia

vcoupa suppler porta e erenen® o | Qnce in the “Orders” tab, paste or type
1 s —— the purchase order number into the
— search bar to find the correct purchase

Purchase Orders Use the search area order to invoice.
Instructions From Customer to find the PO you
- I T e et e

9
uides 6n how t0 inveice using the Coupa Suppler Pox

Sewp  More.

s Order ine Changes  Order Confirmations  Order Confiemation Lines  Mere:

Customes

Select the gold coins icon to turn the
——— | purchase order into an invoice.

ssuey Gutter Claaning No

Sttus  Acknowledged At Hems Unanswerod Comments Total Assigned To - °
ﬂ 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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