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1 
When a PO is sent to you, you will 

first receive it via email. 

1.1 

The body of the email contains details of 

your PO. To view your PO in the CSP, 

click on ‘View Order’ 

1.1 



Log In 
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2 
Enter your login credentials to 

login to your account. 

2.1 Your email address 

2.2 Password 

2.3  Click on ‘Log In’ 

2.1 

2.2 

2.3 



Orders tab 
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3.1 

3.2 

 3 
Once logged into the Coupa Supplier 

Portal 

3.1 

Click on the ‘Orders’ tab on the main menu. 

The Orders page with the Purchase Orders 

table appears 

3.2 

From the ‘Select Customer’ drop-down list 

in the top right corner, select THE 

FOSCHINI GROUP LIMITED to see all your 

TFG purchase orders. 

3.3 
The default view displays all purchase 

orders received from TFG. 3.3 



‘Orders’ tab 

3.5 
Click on the ‘View’ drop- down menu 

to perform advanced filtering.  

3.4 

To search for a specific order, type in 

the order number and click on the 

search icon.  

HOME 

3.4 

3.5 



‘Orders’ tab 

Use the actions shortcut buttons to do the 

following: 

3.6 
Click on the gold coins to create an 

invoice.  

3.7 
Click on the red coins to create a credit 

note. 
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3.6 
3.7 



‘Orders’ tab 

3.8 
The status table shows the status of 

your purchase orders. 

3.9 POs can have the following status’: 

HOME 

1. Buyer Hold:  The PO is approved but pending buyer review handled by Procurement department) 

 

2. Cancelled: The PO is cancelled and doesn't need to be fulfilled. 

 

3. Closed: The issued PO was received and then closed, either manually or automatically within Coupa 

 

4. Currency Hold: The PO is on hold due to a currency exchange rate issue. Currency Hold happens when the currency of the Chart of Account (i.e., 

company code or BU) and the currency of the item does not have an exchange rate to link the 2 currencies. Only Admins can release the currency hold and 

they should map the exchange rates of the 2 currencies before releasing. 

 

5. Error: There's something wrong with the PO. Contact buyer to get the PO back on track. 

 

6. Issued: The PO was approved and sent to you. 

 

7. Soft Closed: The PO is closed but can be reopened. You cannot invoice against a PO in this status. You cannot invoice against a soft closed PO. 

3.8 

3.9 



Purchase Order (PO) details 

4 PO details 

4.1 
For a detailed view of your PO click on 

the PO number.  

4.2 Details of your PO will display.  

4.3 
Scroll down to view PO line-item 

details. 
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4.1 

4.2 

4.3 



Purchase Order (PO) details 

4.4 
Click on the ‘Create Invoice’ button to 

create an invoice. 

4.5 

Click on the ‘Request Change’ button to 

ask for a change in the PO. 

 

Note: Change orders can only be 

requested withing 72 hours of receipt. 

Change requests can be to request 

updates in PO data (price, quantity or 

expected delivery date). 

 

See step 4.8 on sending a message to the 

requester should you wish communicate 

additional information on the PO change 

request. 

4.6 
Click on ‘Print View’ to get a PDF version 

of your PO. 
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Purchase Order (PO) details 

4.7 

Enter your comments to the PO 

requester by typing your message 

in the field provided. 

4.8 
Click on ‘Add Comment’ to send 

your message to the requestor. 

4.9 

To view an audit train on your PO, 

click on the ‘History’ drop down 

arrow. 

4.10 
A list of activities associated with 

your PO presents. 
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4.10 
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THANK YOU 
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