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Supplier Instructions

View and Manage 
POs
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1.Click on the Orders tab on the CSP homepage.

2.The Purchase Orders page appears. 

3. From the Select Customer drop-down list in the top right corner, select IQVIA. You can filter the table by columns, use 
the search bar to filter with a search term, or click on the View drop-down list to perform advanced filtering.

View and Manage POs

Note: In case you have other customers in Coupa except for IQVIA, when you visit 
the page again, it shows you the POs from the company you selected last time. 



IQVIA Template (V4.0.0)

100%   50%   75%   25%

Bright Blue

Indigo

Bright Teal

Bright Green

Emerald

5% Charcoal

Red

3

The Purchase Orders table shows the following information for all the POs you received from IQVIA.

Purchase Orders table
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Purchase order details

For more details click on the PO Number link to open the PO.

At the bottom of PO page there are 3 buttons for action.
1. Create Invoice – one of two options how to create invoice from a PO
2. Save 
3. Print View – You can also print POs if you want to.

Also, at the bottom of this page, you can add Comments

to provided area, if any additional information is needed.
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POs can have the following statuses
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Under what circumstances Coupa could close 
the PO

Manually

1. IQVIA can do it manually by first ‘soft 
closing’ (“Soft Closed” status) the PO, 
then ‘fully closing’ (“Closed” status) the 
PO.

2. IQVIA can manually reopen POs in “Soft 
Closed” status. POs in “Closed” status 
cannot be reopened or returned to “Soft 
Closed”.

Automatically

1. POs are automatically soft closed after 
545 days since its last activity (545 days 
of inactivity).

2. Fully invoiced POs are automatically soft 
closed after 60 days.

3. For both #1 and #2 point, POs in “Soft 
Closed” status are automatically fully 
closed (“Closed” status) after 365 days 
of inactivity. 
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