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Why must a PO be created before the invoice is received?

- Compliance: The purpose of the purchase order is to ensure that IQVIA has place

an order for goods or services before those were delivered.

« The supplier can’t submit an electronic* invoice into Coupa without a PO, so it will

delay the payment if IQVIA haven'’t created a PO first.




Coupa Icons

0051 Transaction Hyperlinks take you to the View page of
the transaction
4 Edit
Save Save
p— Print View of the PO in liquid HMTL format
- Send PO to supplier via method defined in the record
Copy Requisition for future uses
! Void (Receipt/Invoice)
. Receive
= Create invoice against the PO
Eﬁ Create credit note against the PO

Soft Close

Fully Close

Delete

Exportto ~

Export report

Detailed Receipt

Add (ie: comment, alerts)

Expand Table

Assign email address to Supplier
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To be performed by an Automation Robot
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Configure the PO Delivery Method

You can configure how you receive POs from IQVIA.

1.0n the Purchase Orders or Purchase Order Lines page, select the IQVIA whose settings you want to modify and

click on the Configure PO Delivery button.

2. In the appearing window, select your PO delivery method (cXML or Email) and provide the necessary information.

ABHAY ~  NOTIFICATIONS @) | HELP

Home  Profile | Orders  Service/Time Sheets ASN  Invoices  Catalogs Add-ons  Admin

Configure PO Delivery for IQVIA

~ you purchase orders. When you fill out these fields, they will be sent to your customer.

“ou can let your customers know how you can receive purchase orders. YWour customers will be able to select from these options to send
Select Custom 1QVIA

Configure PO Delivery Purchase Order Method | Email »

% PO Email | poemail@igvia.com

Purchase Orders

CXML URL

Instructions From Customer
Please make sure to "Acknowledge” your Purchase Order prior to creating an Invoice against the PO. Failure to acknowledge your PO, and/or failure to request CXML Domain

an update to the PO by contacting the Requester. may result in delays to invoice processing & payment if the quantity. amount or price you are invoicing is higher
than the Purchasa Order. CXML Identity

) ) ) CXML Supplier Domain
Click the == Action to Invoice from a Purchase Order

CXML Supplier Identity

AUV Open Orders ~ I Search .l l
CXML Secret
PO Number Order Date Status  Acknowledged At Items Unanswere d Commen its Total Actions
-~ CXML Protocol
986 07/20/18 Issued Mone test supplier 2 lines Mo 37.560.00 USD =g5
test supplier 2 lines,
985 07/30V18 Issued None test supplie No 30,000.00 USD :55
084 0720018 Issusd  Mons test supplier PS assat Mo 25,000.00 USD EEE
863 0T/30V18 Issued MNone § Each of Test supplier 1 No 7E0.00USD =g E‘E

If you select email delivery method, Coupa automatically emails purchase order notifications to the

specific email address you enter .




PO delivery settings

Column Description

Purchase Order Method

Choose how to receive POs from [QVIA :

* Email: Coupa automatically emails POs to the email address you enter.

* cXML: Coupa sends the PO via cXML. You have to enter the cXML settings
to use this option.

PO Email

This field is required for receiving POs via email. Coupa sends POs to this email
address. To specify multiple addresses, separate them with a comma.

cXML URL

The full PO routing URL to receive POs.

cXML Domain

Part of the From section of the header in the ozdzsneque=s ¢XML. It can be
anything you define, but it's usually ouws Or ¥ezwezkIn, depending on the
corresponding identity value.

cXML Identity

Your customer's ouss Or MezworkID.

cXML Supplier Domain

Part of the To section of the header in the gzdszreques= cXML. It can be anything
you define, but it's usually oms or secworik1n, depending on the corresponding
identity value.

cXML Supplier Identity

Your ouNs Or NetworkID,

cXML Secret

A password that you and the customer agreed upon. If no shared password is
specified, Coupa automatically passes nens.

cXML Protocol

This field should always be cx=1.
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Example of PO notification received via emall

After PO is created and fully approved, you will receive email notification with PO details.
When you click on View Order button, it will directly transfer you on your Coupa Supplier Portal to log in and have full
visibility of PO to be able to Create invoice in Coupa.

{}EDI.I[JB, Supp“'er porta[ ASHAY ~ | NOTIFICATIONS @ HELPv
= IVI il Search mail - . . . .
Gmail Q Home Profle  Orders Service/TimeSheets ASN  Invoices  Catalogs  Addons  Admin
}_ - <« g 0 8 [~ o ® Orders  Order Lines
ompose
[ inbox 2 New PO rbesx Select Customer 1QviA ~
%  stared 1QVIA <do_net_reply@iquia uat coupahast com> Configure PO Delivery
to COUPAtestABHAY ~
© snoozed @
Purchase Order #963
> Sem aigvia  Purchase Order #963
B oefis - Status Issued - Sent via Emai Sh\ppi ng
v Mare Order Date 07/30/18 . )
Ship-To Address 201 BROADWAY
o o . Hi ASHAY, Revision Date 07/20118 CAMBRIDGE , MA 02136-1285
ay -
United State:
* This is PO #963 Requester Zuzana Tokolyiova riiee Staies

Atn: Zuzana Tokolyiova

Email zuzana.tokolyiova@aquintiles.com
i Terms Mone
‘Submitned By Zuzana Tokolyiova Payment Term ZBOS_N5

On Behalf Of Zuzana Tokolyiova
Supplier ABHAY LADDU

Total 750.00 USD Acknowledged [

[tems Test supplier 1 5@ 150.00 750.00 w2

Attachments None

A 4

Lines

—— Advanced l Search -] Line Humber: 0 — 8~ l

R 1 Type  ltem Qty Unit Price Total Invoiced
. Test supplier 1 5 Each 150.00 750.00 0.00
More Detail =
*Need By  Part Number
POID 963 Department None
08/06/10 Mone
Status Issued - Sent via Email Last Opened None
o ree Order Date 07/30/19 Acknowledged At Nons
o recent chats
Starta new ans Revision Date 07/30/19 Payment Term ZB05_NS Ferpege 15 45 @0
Req# 2122 Shipping Mone
Supplier Shipping Total 750.00 usD
ABHAY LADDU 735 HARVEST LANE 2071 BROADWAY
ST LOUIS, Missouri 63132 CAMBRIDGE , MA 02139-1955 B
United States COUPAtestABHAY @omail.com United States Create Invoice Save =i Print View
Atin: Zuzana Tokolyiova
Lines
5 x Test supplier 1 for 750.00 USD a -
Suphier ABHAY LADDU - Need By 08/06/19 - Commad - Account QUBOS-58450-162-683-923221 Comments v

Total 750.00 USD
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2. View and Manage Notifications

Hover your cursor over the Notifications link to see your unread system notifications.

To view details of your notifications and to manage them, click on the Notifications link.

{kcoupa Supplier port al ABHAY v | NOTIFICATIONS @) |HELP -
Home  Profile  Orders  Service/Time Sheets  ASN Invoices Catalogs  Add-ons  Admin
ABHAY LADDU C0000319 Merge Accounts
If your company has more than one CSP account, we
A About try fo Iifst it belov&t (_jonsider merg.ing them to reduce
S Industry confusion for existing and potential customers.
5 Website Not seeing the account you want to merge with? Click
~(_ Established here.
2 Employees
Latest Customers
Improve Your Profile
1QVIA
About
Public Profile
hitps://supplier-test.coupahost.com/suppliers/public/32104

ABHAY ~

A new order is received

A new order is received

A new order is received

See All Notifications

07/30/19 03:33 PM

NOTIFICARMNS @

New PO 966 for $37,569.00 issued by 1QVIA.
New PO 965 for $39,000.00 issued by IQVIA.

New PO 964 for $25,000.00 issued by 1QVIA.

HELP v

d
®

®

ZaEcoupa
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On the My Notifications page, you can view all your (read and unread) naotifications, or you can filter by
category (FYI, Todo, or Unread). You can select and delete them all or one-by-one.

£,xcoupa supplier portal aBHay ~ L NoTIFicaTIONS @ || HELP -

Home Profile Orders Service/Time Sheets ASN Invoices Catalogs Add-ons Admin

My Notlflcatlons Motification Preferences

View Al (¥

Fl

Todo Message Received
Unread
l Announcements New PO 986 for $27,560.00 issued by 1QVIA. O07/20010 0333 PM
el | New PO 965 for $39,000.00 issued by HEVIA. 0773019 03:25 PM
= New PO 964 for $25,000.00 issued by IQVIA. 0773019 02:24 PM
& New PO 363 for STH0.00 issued by IQVIA. 0773012 03:21 PM
Delete Mark as Read

=|QVIA



To change your notification preferences:

tal HE——W@ NOTIFIFATIONS @) | HELP -

» click on your name link in the top tight corner. e . QR ccount Setings _
iE Service/Time Sheets ~ ASN Invoices Catalogs Add-ons Admin Notification Preferences
* click on the Notification Preferences link Log Out

zscoupa supplier portal ABHAY v | NOTIFICATIONS HELP
wblome Profile Orders Service/Time Sheets ~ ASN Invoices Catalogs Add-ons Admin

On the appearing My Account Notification Preferences
page, select the radio buttons for the items that you want
to receive any or all of the notification types: amre | Catologs

Security & Two-Factor

My Account wotfication Preferences

You will start receiving notifications when your customers enable them

A new comment is received @ Online @ Email [] SMS
M M Authentication
« onl do |
On I ne (to O ISt A catalog is approved ] Online ) Email [ SMS
A catalog is rejected [ Online [ Email [ SMS
L4 EI I lall A catalog is about to expire [J Online [ Email O SMs
« SMS (short text message) Soupe Aeeseree
New Early Pay Customer [# Online [#) Email [] SMS
Coupa Pay
New digital check @ Online (@ Email [ SMS

If you change your notification preferences, remember to save them!

Form Responses

A form response is approved @ Online @ Email O SMS
A form response is rejected @ Online @ Email 0 SMS

. . Supplier information is updated [ Online ¥/ Email ] SMS

SMS naotifications are turned off by default. Your SMS o

notification selections are deleted if you disable mobile
phone verification. For more information, see Enable or e
Disable Two-Factor Authentication.

secoupa =IQVIA
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View and Manage POs

Click on the Orders tab on the CSP homepage. The Purchase Orders page appears.

£yxcoupa supplier portal ABHEY ~ | NOTIFICATIONS @ | HELP -
1

Home Profile | Orders = Service/Time Sheets  ASN Invoices  Catalogs  Add-ons  Admin

2. From the Select Customer drop-down list

N . .
Tmm - in the top right corner, select IQVIA.

Purchase Orders
Instructions From Customer

Please make sure fo "Acknowledge” your Purchase Order prior to creating an Invoice against the PO. Failure to acknowledge your PO, and/or failure to request :
an update to the PO by contacfing the Requester, may result in delays to invoice processing & payment if the quantity. amount or price you are imvoicing is higher . O u Can I te r t e ta e y CO u l I I nS y u Se t e

than the Purchase Order.

Click the "= Action tolnvoicefromiiurchase Order l I SearCh bar to fllter Wlth a SearCh term, Or

PO Mot | Orer ke | St |Acimoukedper Rt | Ko Unansusred Comments b i click on the View drop-down list to perform

I @58 O7raare |ssued  Mone test supplier 2 lines Mo 37,568.00 USD EE-E

test supplier 2 lines_2

2

955 O07r30M9 Iszuad  Mone test supplier project Mo 20,000.00 USD

advanced filtering.

954 OFr20Me |szuad  Mone test supplier PS asset Mo 25,000.00 UusD

(/]

(1]}
l,ilf.l 'HI‘.I

953 O07720M9 Iszuad  Mone 5 Esch of Test supplier 1 Mo T50.00 UsSD

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.

=|QVIA



Purchase Orders table

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

PO Number Order Date  Status Acknowledged At Items Unanswered Comments Total Actions

966 07/30/19 Issued None test supplier 2 lines No 37,569.00 USD E%
test supplier 2 lines_2

v

Column Description

PO Number PO number generated by Coupa. Click on it to view the PO.

Order Date Date when the PO was created.

Status Current status of the PO. For more information, see the PO status list below.

Acknowledged At Date when you acknowledged the receipt of the PO, or "None" if not
acknowledged.

You can choose to let your customer know that you received their PO by selecting
the Acknowledged At checkbox on the PO. When you select the checkbox, the
current date appears in the Acknowledged At column.

This checkbox is a simple toggle, so you can also un-acknowledge an invoice by
deselecting the checkbox. If you re-acknowledge at a later time, the new date

appears.
ltems List of items on the PO.
Unanswered Comments Your comments on the PO for your customer. Also, your customer's comments

that you need to respond to.
You can see all your customer's comments or add your comments for the
customer when you open the PO.

Total Total amount of the PO.

Actions Click on the icons for the following actions:
* = - Create (flip the PO into) an invoice.
. e‘-‘ﬁ - Create a credit note.

yv 3

Create a service/time sheet.

ll

. 4 - Create (flip the PO into) an advance ship notice (ASN).

IQVIA




Purchase order detalls

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

All - l Search I

Total Actions

PO Number | Order Date Status  Acknowledged At ltems Unanswered Comments

ooe|o7izong Issued None test supplier 2 lines Mo 2r5E00USD == 2!
test supplier 2 lines_2
S55|0720Me Issued Mone test supplier project Mo 30,000.00 USD == g&

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.

£,xcoupa supplier portal

Home Praofile Orders Service/Time Sheets

Purchase Order #965

Status Issued - Sent via Email
Order Date O7/20/10
Revision Date 07720010

Requester Zuzans Tokolyiova

Payment Term ZB0OS_MS

Attachments pone

Acknowledged [

Lines

1 Type  ltem
= test supplier project

*Meed By  Part Number
Dai21118 MNone

Perpage 15 45 &0

——» 0 Comments

ABHAY ~ | NOTIFICATIONS @) | HELF -

ASN Invoices Add-ons Admin

Catalogs

Select Customer VA ~

Configure PO Delivery

- Shipping

Ship-To Address 201 EROADWAY
CAMBRIDGE , MA 02138-1855
United States
Attn: Fuzana Tokolyiova

Email zuzanatokolyiova@quintiles.com

Terms Mone

m Line Number: 0 —8  ~ l

Price Total Invoiced
30,000.00 0.00

20.000.00

Total  39,000.00 uso

Create Invoice Save = Print View

Add Comment

=|QVIA




POs can have the following statuses

Status Description

Buyer Hold The PO is approved but pending buyer review (handled by Procurement department)
Canceled The PO is cancelled and doesn't need to be fulfilled (handled by Requester)

Closed The issued PO was received and then closed, either manually or automatically within Coupa.
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.
Error There's something wrong with the PO. Contact IQVIA to get the PO back on track.
Issued The PO was approved and sent to you.
Soft Closed The PO is closed but can be reopened. You cannot invoice against a PO in this status.

IQVIA



Under what circumstances Coupa could close the PO

Manually Automatically
IQVIA can do it manually by first 1. POs are automatically soft closed
‘soft closing’ (“Soft Closed” after 545 days since its last activity
status) the PO, then “fully (545 days of inactivity).
closing’ (“Closed” status) the 2. Fully invoiced POs are
PO. automatically soft closed after 60
IQVIA can manually reopen POs days.
in “Soft Closed” status. POs in 3. For both #1 and #2 point, POs in
“Closed” status cannot be “Soft Closed” status are
reopened or returned to “Soft automatically fully closed (“Closed”
Closed”. status) after 365 days of inactivity.

=|QVIA
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View PO Lines

Click on the Order Lines tab to see information on the PO lines for each PO.

From the Select Customer drop-down list in the top right corner, select IQVIA whose PO lines you want to see.

ABHAY ~  NOTIFICATIONS HELF -

Zzcoupa supplier portal
1

Home Profile Orders  Service/Time Sheets ~ ASN Invoices  Catalogs  Add-ons  Admin

i Select Customer QWA o

Configure PO Delivery

Purchase Order Lines

You can export the
PO lines table in CSV
or Excel format by

clicking on Export to CSV (cumrentcolumns) | Line  Order Status (Header) Item Total Item Quantity Line Total
0pt|0n In Ieft corner. I Excal {cumant columns) 2 |lzzuad test supplier 2 lines_2 Mone 1588.00
BEE 1 Izzuad test supplier 2 lines Mone J6000.00
BEs 1 Izzuad test supplier project Monea Z0000.00
BE4 1 Izsuad test supplier PS asset Mone 25000.00
883 1 lzsuad 5 Each of Test supplier 1 il T80.00

=|QVIA



Purchase Order Line table

The Purchase Order Lines table shows the following information for all the PO lines:

PO Number (Header) Line
I 966 2

966 1
965 1

Purchase Order Lines

Order Status (Header) Item Total Item Quantity Line Total
Issued test supplier 2 lines_2 None 1569.00
Issued test supplier 2 lines None 36000.00
Issued test supplier project None 39000.00

Column Description

PO Number (Header)

PO number generated by Coupa. Click on it to see the PO line.

Line

PO line number.

Order Status (Header)

Current status of the PO. For more information, see the PO status list above.

Item

List of items on each PO line.

Total Item Quantity

Total quantity of the PO line.

Line Total

Total amount of the PO line.

=I|QVIA



Create new PO data table view

Orders Order Linas

For your own preferences and visibility you can create et Coiorer [

your own view by selecting Create View from list of _ e
VieWS Create New data table view

~

Genera

#xcoupa supplier portal ABHAY v NOTIFIGATIONS @) | HELF ? -l

I
— T
Home Profle  Orders  Service/Time Sheets ASN  Invoices  Catalogs Add-ons  Admin Visibility ® Only M
© Everyona
Start with view | All
Select Customer | 1QVIA v i Conditions |
Configure PO Delivery
Match il conditions v Add group of conditions
Purchase Order Lines ry———T . o
Columns

PO Number (Header) Line  Order Status {Header) Item

columns to the right to salect. fo the left to unselect and vertically to

nange column order

I 068 2 Issued test supplier 2 lines_2 1560.00
866 1 Issued test supplier 2 lines N 36000.00 Available Columns Selected Columns
265 1 Izsued test supplier project None 38000.00 .
ASN Lines PO Number (Header)
264 1 Izsued test supplier PS5 asset Mi 25000.00
Carrier Line
263 1 Issuad 5 Ezch of Test supplier 1 5 750.00
Delivery Dste Order Status (Header}
Invoiced Item
Maed By Totsl lt=m Quantity
:
On the appearing Create New data table view page: secend
Ship Method
2. Type th me of the vi
. Type the name of the view
Shippad Quantity
Tracking Number
3. Add specific conditions if required

4. Add additional columns to be visible or remove Default Sore Order
existing ones %) [ o] o

=IQVIA

5. Click Save button
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Frequently asked guestions

How do | see my IQVIA's purchase orders?

On the main menu, click on the Orders tab. If you are connected to more than one Coupa customer, select IQVIA from the Select Customer
dropdown menu.

How do | add a carriage to a purchase order?

You need to contact your IQVIA requestor directly for information about adding a carriage line.

How do | change a price on a purchase order?

You cannot change a price on a PO through the CSP. If you need a change order on a PO, talk to your requester.

How do | invoice a blanket purchase order?

You can invoice multiple times against a single PO. Just click the gold coin icon for the PO as you normally would, and enter the amount you'd
like to appear on the invoice. The next time you want to invoice against the PO, just do the same thing.

What does "pending receipt" mean?

This status shows that IQVIA is in the process of receiving the goods/services into their system. Once IQVIA enters the receipt, the invoice is
matched against it.

What is a soft closed PO?

A soft closed PO is a PO that IQVIA Procurement can reopen, for example, if an invoice or credit memo submission is needed, or if a PO is
closed prematurely or by mistake. You cannot invoice against a soft closed PO.




How can | view historical (closed) purchase orders in
IQVIA's instance?

IQVIA can provide you with information on closed purchase
orders. Both suppliers and procurement can see the status
of the PO including “Soft Closed” and “Closed” statuses.
Below is a screenshot from the Coupa Supplier Portal.

Purchase Orders

Instructi From Cu

Please make sure to "Acknowledge™ your Purchase Order prior to creating an Invoice against the PO. Fallure to acknowledge your PO, and/or fallure to request
an update o the PO by contacting the Requester, may result in delays to invoice processing & payment if the quantity, amount of price you are invoicing is higher

than the Purchase Order
~ lSu.u(h t I

I -

PO Number Order Date  Status  Acknowledged At hems Unanswered Comments Total Actions
240 02/04/19 Cancelled None 10 Each of 10ML EDTA CELL FREE DNABCT No 1,000.00
v usD
239 02/0419 Issued  None 10 Each of 10ML EDTA CELL FREE DNABCT No 100000
TU uso _
=
230 02/0419 Issued None 10 Each of 10ML EDTA CELL FREE DNABCT No 1,000.00 -
TV uso _
=
229 02/04119 Closed None 1 Each of 10ML EDTA CELL FREE DNABCT  No 7,000.00
TV usoD
228 02/04119 Soft  None 10 Each of 10ML EDTA CELL FREE DNABCT No 1.000.00
Closed TV usD

You can create your own view with different types of statuses

as shown below.

* Click on Orders tab

* On the appearing Orders window select IQVIA from

customer drop-down list
« Select Create view

* in Conditions section create view with specific type of

status

Create New data table view

General

Select Customer

QviA ~

Name
Wisibility @ Oniy Me
OEveryone

Start with view | All v

Conditions

Maich =il conditions. ~

f— - Buyer
Status | | Gancelled

nnnnnnnnnn

Columns

Add group of conditions

L+

Drag columns to the right to select. to the left o unselect and vertically to change column order
Available Columns Selected Columns

Comments PO Number

Order Date

Unanswered Commenis

Default Sort Order

Sortby ~| in | sscending | order.




¢ When you log in for the first time, you are greeted by the Help
Tour (welcome tour) on the Home screen.

% You can click on CSP Online Help — in the top right corner of

the page to access the Online Help or to view the Help Tour
any time.

#,+coupa supplier portal SUPFLIERNAME ~ | NOTIFICATIONS @] HELP -~

-

MOTIFICATIONS @@ = HELP -

Coupa Software Merge Accounts Help Tour
Online Help
If your company has more than one CSP account, we
About value as a Service try fo list it below. Consider merging them fo reduce
'1.".I.R"‘_\, S0 e
WeDsile pa.com

Home | FProfile  Orders Service/Time Sheets  ASN Invoices Catalogs  Add-ons  Admin

confusion for existing and potential customers

Mot sesing the account you want to merge with? Click

Latest Customers

Improve Your Profile

About

Ensure Customer Success, Focus on Results, and Sinve for Excellence

Public Profile

NHpS /S UPRAIEr Com/pubiic profie

«» Coupa Success Portal for Suppliers

/7

% For further inquiries, you may contact IQVIA Procurement Team
at procurement@igvia.com
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https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Get_Started_with_the_CSP/06_Log_in_to_the_CSP#Welcome_tourhttps://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Get_Started_with_the_CSP/06_Log_in_to_the_CSP
https://success.coupa.com/Suppliers/For_Suppliers
mailto:procurement@iqvia.com

