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C o u r s e  O u t l i n e

This course explains the process of creating and managing a catalogue on the Coupa Supplier Portal.

After completing this course, you will be able to:

1. Access the catalogue page.

2. Create a catalogue.

3. Load a catalogue from an existing file.

4. Understand the different catalogue statuses.

ObjectivesObjectivesObjectives

DescriptionDescriptionDescription
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M a n a g i n g  C a t a l o g u e s  o n  t h e  C o u p a  S u p p l i e r  P o r t a l  

To view and manage your catalogues, login to the CSP and follow the steps below:

Once you have logged into the 
CSP navigate to  ‘Catalogues’ tab 
to view and manage  your 
catalogues.

Navigation:

1
11
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M a n a g i n g  C a t a l o g u e s  o n  t h e  C o u p a  S u p p l i e r  P o r t a l  

To view and manage your catalogues, login to the CSP and follow the steps below:

Click on ‘Create’ to create a 
catalogue.

Populate the  ‘Catalogue 
Name’.

Select the correct ‘Currency’ 
from the drop down list.

Navigation:

2

3

4

5

Add the  ‘Start date’ for when 
the catalogue price will become 
effective and the ‘Expiry date’ 
for when the catalogue prices 
will expire.
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M a n a g i n g  C a t a l o g u e s  o n  t h e  C o u p a  S u p p l i e r  P o r t a l  

To view and manage your catalogues, login to the CSP and follow the steps below:

To load catalogues from an excel 
file click ‘load from file’.

Select the correct ‘Item type’ 
from the drop down list.

Populate the ‘Name’ of the 
catalogue item.

Navigation:

1

2

3

4

5

6

Add a ‘Description’ of the 
catalogue item

Select the ‘Unit of measure’ from 
the drop down list.

Click on ‘Browse’ to add a picture 
of the catalogue item.
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M a n a g i n g  C a t a l o g u e s  o n  t h e  C o u p a  S u p p l i e r  P o r t a l  

To view and manage your catalogues, login to the CSP and follow the steps below:

Populate the  ‘Part number’ of 
the catalogue item.

Populate the ‘Price’ of the 
catalogue items.

Select the ‘Currency’ of the item 
from the drop down list.

Navigation:

8

9

10

Click ‘Save’ to save the item. 
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M a n a g i n g  C a t a l o g u e s  o n  t h e  C o u p a  S u p p l i e r  P o r t a l  

To view and manage your catalogues, login to the CSP and follow the steps below:

The item will be  added to the 
other items included in the 
catalogue

You can edit the item by clicking 
on the Pencil icon under actions.

To delete the item click on the 
red circle with the white cross.

Navigation:

Click on ‘Submit to Buyer’ to 
submit the catalogue for 
approval.
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M a n a g i n g  C a t a l o g u e s  o n  t h e  C o u p a  S u p p l i e r  P o r t a l  

To view and manage your catalogues, login to the CSP and follow the steps below:

You will be notified that the 
catalogue was submitted to the 
buyer. 

Catalogue statuses and 
descriptions.

Navigation:

15

Catalogue status Description 

Accepted The catalogue has been accepted by your customer, and all the items in it are now 
available for purchase within Coupa.

Pending Approval The catalogue has entered the approval process but still needs to be approved by Distell.

Draft The catalogue has been created, but may be missing information necessary to send it to 
the customer

Error Something is wrong with the catalogue. Contact your customer to get the catalogue back 
on track

Rejected The catalogue has been rejected. Contact your customer to find out why, and then 
resubmit.

Pending Activation The catalogue was approved  by Distell but the effective date is in future. The status will be 
accepted on the effective date 
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M a n a g i n g  C a t a l o g u e s  o n  t h e  C o u p a  S u p p l i e r  P o r t a l  

Below are Item change statuses and descriptions:

Item change Description

Price increase Total number of items in the catalogues that increased in price. New items do not appear in this 
count.

Price decrease Total number of items in the catalogues that decreased in price. New items do not appear in this 
count.

Other fields updated Total number of items that were modified in a way other than a change in price.

New items Total number of new items included in the catalogues since the last upload or creation of new 
items.

Deactivated items
Total number of items that are no longer available in the catalogues or search within Coupa.
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