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Supplier-Initiated Purchase Order (PO) Changes & Cancellations

Before we begin....

PO change requests are submitted in the event of a price change or if the quantity ordered cannot be
satisfied.

A PO change request must be submitted prior to submitting an invoice against the PO.

- Suppliers cannot submit a PO change request to modify prices for contract rate sheet master items.
Supplier must first notify their UPS contact to modify the price agreement then submit a request to
supplyline@ups.com to have the rate sheet price changed.

- To prevent errors, delete any zero dollar ($.00) lines before submitting a PO change request.
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Supplier-Initiated Purchase Order (PO) Changes & Cancellations

#,:coupa supplier portal i Secure

Log into the Coupa Supplier Portal sEne

(CSP) at: Login to your Coupa account
https://supplier.coupahost.com/ il Address

using the previously established

email address and password. B

zZip.signs. supplier@gmail com

Forgot Password?

For best results, Google Chrome is

the recommended web browser.
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Click on the Orders tab in

the menu bar_ Home Profile | Orders = Service/Time Sheets ASN  Invoices Catalogs  Payments  Business Performance  Add-ons  Admin

Select Customer UPS QA
d)

From the Select Customer UPS - CRP Supplier 3
dropdown menu, select the
appropriate UPS customer.

UPS - P035_30754 FLDELRAZ2200 OL_OFFICE DEPOT
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Supplier-Initiated Purchase Order (PO) Changes & Cancellations

Purchase Order #C0U1341
On the Purchase Orders list, locate and click on St lasued - Pensing sn 5 Shipping

Order Date  08/16/20

the PO number that reqUIreS Changing_ Ship-To Address  UPS -PACKAGE & HUB SPREAD: CAVAN-VAN

Revision Date 0QV18/20 NUYS
16000 ARMINTA S5T
WAN NUYS, CA 81408

Requester DAFHNE CROWE

Email daphnecrowa@ups.com United States
Lecation Code: CAVAMADODSE
Payment Term ECAP + NET 45
Purchase Orders ym i DAFANE CROWE

Attachments pope

Click the == Action to Accept the Purchase Order and Create an Invoice using its data Terms. Destnation

Acknowledged O . — -
= Shipment Tracking D ra
Al - I Search of Assigned to
Mo shipment fracking.
PO Number Order Date  Status Acknowledged At ltems Unanswered Comments Total Assigned To Actions |_
Ines
09/16/20 Issued None 1 Each of 9715030001_CQOUPA No 2962 =5
COU1342 - o5 =%
2 Advanced Search - Line Mumber: 0 —0  »
09/16/20 Issued Mone 1 Each of 9715030001_COUPA 29.62
UsD 1 Type  ltemi ity Unit Price Total Invoiced
COU1341 o 0715030001_COUPA 1 Each 20.62 20 62 0.00

Part Number Manufacturer Name  Manufacturer Part Number
None COUPA 9715020001

Ferpage 15 | 45 | &0

Total usp 29.62

Scroll down to the lower left corner of the
purchase order, below the PO total, and click
the Request Change button.

Create Invoice Request Change Save = Print View
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Supplier-Initiated Purchase Order (PO) Changes & Cancellations

| Lines

In request change view, the Quantity, oo . A
Price, a n d Need By Da te fi e I d S Ca n be 1 g’ 9732900000_MI_MEDIUM DUTY PER MILE ENROUTE (PER MILE) 5 Statute Mile 2000000 10.000
edited.

Need By Date

Select the appropriate Reason For R
Change. If “"Other” is selected, a
comment must be entered in the
Comment field.

2 g’ 9732900000_MI_MEDIUM DUTY PER MILE TOWED (PER MILE) 4 Statute Mile  w 5.000000 20.00 0

Meed By Date

UP5 Master ltem Number

nnnnn

Once all required fields are completed, - rossonfor change

click Submit Change Request. | ﬁ

0 R Cannot fulfill order quantity/amount

Total 30.00 usD

The ordered item is no longer available

To cancel the PO, click Request PO R e
Cancellation. -

Request PO Cancellation

Save Change Request
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Supplier-Initiated Purchase Order (PO) Changes & Cancellations

On the Purchase Orders history page, a green banner of success will appear.

Purchase Orders

Change request for Purchase Order #C0U1342 has been submitted for approval.

Click the == Action to Accept the Purchase Order and Create an Invoice using its data

PO Number Order Date Status Acknowledged At ltems Unanswered Comments Total Assigned To Actions
COuU1342 0916720 lssued Mone 1 Each of 9715030001_COUPA Mo 2962 EEE
ushD =

The appropriate UPS team member will be notified of the requested change.
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Need Help?
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Help Tour
Home  Profile Orders  Service/Time Sheets ASN  Invoices  Catalogs Payments  Business Performance  Add-ons  Admi [eQUGER TN

Welcome to Coupa Supplier Portal

+ Create Invoices & Get Status Updates + Update Profile & Payment Info

Choosing the Online Help option from the

Hel p menu in the u pper rig ht corner will +/ View & Respond to Purchase Orders +/ Create Time Sheets & ASNs Against Orders
redirect users to the Coupa Supplier Portal
Help pages. v Host & Manage Catalogs v Get Real-Time SMS & Email Notifications

gascoupa supplier portal
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