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How to create a purchase order view

These steps will outline how to create views on the Coupa Supplier Portal.

1. Goto Coupa Supplier Portal http://supplier.coupahost.com/

2. From the Main Menu, select the Orders Tab. Select your CBRE customer from the Select Customer
drop down, then select Create View in the View dropdown.
Note: Views are created by customer selected.
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Purchase Orders

Instructions From Customer

Please acknowledge receipt of your orders by selecting the acknowledge PO option on the PO template. In case you hawe any questions with respect to the PO, please reach out to the PO

requester, which can be found on the PO copy or PO record below.

Click the Action to Invoice from a Purchase Order

PO Number Order Date  Status  Acknowledged At Hems Unandvered Clil Assigned To  Actions
L]
Pest Control Service - M - Oct-b Open Orders
Pest Control Service - M - Nov-a
Past Control Servies - M - Now-s Order= nat acknowledgsd
Pest Control Service - M - Dec-a Orders not invoiced
US120005243580 071625 Issued Mone 1 Each of Smart Postal Mo Orders past due 0 ‘—;E
US120005242480 071125 Issued Mone HWAC Maintenance - M - Apr'25 No Orders with pending changes 0 ‘—"-:E
HWAC Maintenance - M - May "25 . i
HWAC Maintenance - M - June 25 F0s wiih s=rvice lines
US120005248476 0711125 lssued None 4 Each of HVAC Materials - Coveralls No Creats View 2 B
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3. There are four parts to creating a view.
a. General- Add in a view Name, select your visibility, and select Start view with All
b. Conditions- these are your match conditions and filters for the view/report
c. Columns- these will differ based on the tab you are in. Here you can add and remove data
by dragging and dropping the data field name.
d. Default Sort- you can pre-define how you want your view to sort
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4. Select Save when you have completed your selections.

General

Create New data table view

Select Customer

CERE - 0000000823-GWS US-3X8 INC

Name

Visibility

Client View Name

® Cnly Me
() Everyone

Start with view

Conditions

Al

Filter By | PO Number

Columns

Match Conditions | Match all conditions -

~ | Filter Clause | is

~ | Filter Text

Add group of conditions

LH]

item, or ESC to cancel the reordering.

Drag solumns to the right to select. to the left to unselect and verdically to change column order.

Available Columns Selected Columns
Acknowledged At Client Name
Fayment Agreements PO Mumber
PO Description Crder Date
PO ID Status
Aszzigned To ltams
Unanswered Comments Commenis

Total
Actions

Default Sort Order

fiou can also use your keyboard to modify the selected columns. Use TAB to focus and ENTER to move a column to or from the

Selected Column fist. To reorder, use SPACE to grab an item and then UP or DOWHM to move it. Press SPACE again to drop the

Sort by

» | in |ascending

order.
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5. You will receive a message that your view has been created.

Purchase Orders

View created

Instructions From Customer
Flease acknowledge the receipt of your orders by selecting the acknowledge PO option on the PO template. In case you hawve any questions with respect to the

purchase order or if you would like to be enrolled to the Coupa Supplier Portal, which allows you to see the status of all your orders and invoices please send an email
to supplychain.operations@cbre.com

Click the = Action to Invoice from a Purchase Order

Export to =~ VISl Client Wiew Mame - . Search ;DI

Client Name PO Number Order Date Status Items

Comments Total Actions

For more information or assistance, reach out to your Procurement Buyer Team.

ADV & GWS APAC APAC ProcurementBuyerSupport@cbre.com
Corporate & US usprocurement@cbre.com
GWS U.S. & Canada GWSNAM ProcurementBuyerSupport@cbre.com
GWS Latin America LATAM ProcurementBuyerSupport@cbre.com
Chile, Panama, Peru, Costa Rica, Uruguay, Dominican Republic, Columbia, Argentina, Mexico
EMEA, Canada ACML All CBRE Entities
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