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Creating a Catalogue



What is a Coupa Supplier Portal Hosted Catalogue?

Hosted catalogues are loaded into Coupa so users can search for 

and add items directly into their basket in Coupa. 

As a Kantar supplier you will submit catalogues via the Coupa 

Supplier Portal, for validation and quality control by the Kantar 

Content Enablement Team / Category Managers. 

This allows visibility and control of the catalogues that are available 

to Kantar users, and allows for price changes to be submitted for 

approval directly via the Coupa Supplier Portal. 

Kantar user view of your catalogue



Creating a Catalogue

To create a catalogue for Kantar:

1. Go to the Catalogues page

2. Select the customer from the Select 

Customer drop-down list in the top 

right corner

3. Click on the Create button



Creating a Catalogue

Fill in the catalogue’s general details:

1. Catalogue Name: Name of this catalogue

2. Start Date: date when the catalogue should go live

3. End Date: date the catalogue should expire

4. Currency: default currency applied to prices of the items in this 

catalogue



Creating a Catalogue  - Uploading Catalogue Items

1.     Click Download and select CSV for Excel from the 

dropdown

2. Fill in the CSV file with details of your catalogue items-

descriptions of fields can be found on the next page

3. Select Choose file under Load the updated file.

4. Upload this completed CSV file by clicking Start Upload

You can create as many catalogues as needed, but each catalogue 

must be approved by Kantar before users can purchase against them 

in Coupa.



Creating a Catalogue – Upload File Key Field Descriptions 

We have provided a detailed guidance template. The column 

titles with * mark mandatory fields on the catalogue upload 

template. Other fields below are those Kantar recommends 

you to populate:

Supplier Part Number: Unique item number 

Name: Item Name

Item Description: Descriptive text to provide more 

information on the item

Price: Item price

Currency: Item currency

UOM code: Item Unit of Measure code e.g. EA- Each. The 

available codes will be provided to you by Kantar

Active: Input Yes to allow users to purchase against this item

UNSPSC code: This is the United Nations Standard Products 

and Services Code (UNSPSC®) . For more information, see 

www.unspsc.org and select a standard classification code 

that best describes the item

Image URL: Coupa displays this image in your search 

results. You can use any image that fits on a regular screen. 

Enter the fully qualified URL to the image file (not the 

containing page).

http://www.unspsc.org/


Creating a catalogue- Item changes

The Item(s) Changed section provides information on changes that 

Kantar made to the catalogue:

1. Price Increase: Total number of items in the catalogue that 

increased in price 

2. Price Decrease: Total number of items in the catalogue that 

decreased in price

3. Other Fields Updated: Total number of items that were modified in a 

way other than a change in price

4.Rejected Items: Items Kantar has not approved to be included in the 

catalogue

5. New Items: Total number of new items included in the catalogue 

since the last upload or creation of new items

6. Deactivated Items: Total number of items that are no longer 

available in the catalogue or within Coupa.

If you accept the changes, click Submit for Approval to have Kantar 

approve the catalogue for inclusion in their Coupa environment. 

You can also add comments for your customer.



Creating a Catalogue - Approval

Once the catalogue is approved by the approvers at Kantar, the 

items will be displayed in the Items included in the Catalogue

table.

Use the Withdraw button to withdraw your catalogue. 



Creating a Catalogue- Comments

You can also add comments directly to Kantar with any Catalogue 

changes.



Thank you!


