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Navigating the CSP: Homepage Overview

Account: Your user account name.
Menu: CSP menu.

Notifications: Allows you to view notifications or to
manage your notification preferences.

Help: Access the CSP help menu.

Merge Accounts: If applicable, use this section to merge
multiple CSP accounts.

Latest Customers: List of all your customers on Coupa.
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Home: Brings you back to the home menu.
Profile: Allows you to update your profile.

Orders: Access the purchase order section to view and acknowledge
purchase orders and flip a PO into an invoice and/or credit note.

Service/Time Sheets: Allows you to submit service time sheets. Not
used by Kantar.

ASN: Allows you to submit advance shipping notifications.
Invoices: Access the invoices section to view and submit invoices.
Catalogues: Access any catalogs you have set up for Kantar users

Business performance: Your simple business performance data with
Coupa.

Sourcing: View public sourcing events made by companies on the
Coupa community

. Add-ons: These are added features from Coupa that you may wish to
leverage as a supplier

. Setup: Allows you to maintain your admin settings: invite additional
users, set a remit to address, etc.
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Inviting Additional Users

1. Once you are logged into the CSP, click Setup in the top menu.

Then click Invite User in the Users section.

Home  Profile  Orders  Service/Time Sheets  ASN Invoices  Catalogues  Business Performance  Sourcing  Add-ons = Setup
[ —

Admin Customer Setup Connection Requests

Admin users

Users Permissions Customer Access
Users
Kantar Supplier ASNs Kantar
M R t
e kantarsupplier@gmail.com Admin
Legal Entity Setup Status: Active Business Performance
Catalogues
Fiscal Representatives Edit Invoices
Order Changes
Remit-To Order Line Confirmation
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Inviting Additional Users

2. Complete the required information
and click Send Invitation. You can
control the permissions and
customers that the invited user has by
checking/unchecking the options
under Permissions and Customers.

Once the invited user registers, they
will be able to log into the CSP using
their own log in credentials.

Invite User

First Name ‘

Last Name ‘

*Email

Permissions @ Customers
All All
Admin Kantar
Orders

O Restricted Access to
Orders
@ All

Invoices

Catalogues

Profiles

ASNs

Service/Time Sheets

O Restricted Access to
Service/Timesheets

@Al
Payments
Order Changes
Pay Me Now
Business Performance
Sourcing

Order Line Confirmation

Cancel

Send Invitation
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Creating Reports

You can create a custom report anywhere where you see a
View drop down field. This example shows how to create a
report in Invoices section.

Click on the Invoices tab and in the View drop down field click
Create View.

Z.zcoupa supplier portal KANTAR ~ | NOTIFIGATIONS @@

Profile ~ Orders  Service/Time Sheets ~ ASN Invoices  Catalogues  Business Performance  Sourcing  Add-ons  Setup

Invoices Lines Payment Receipts

HE!

Select Customer Kantar

Invoices

Instructions From Customer

For any queries not responded to by the requestor of the invoice, please comment @AP in the chat or send an email to xxxxx@servicenow.com

Create Invoices @

Create Invoice from PO Create Invoice from Contract Create Blank Invoice Create Credit Note
al bt l Sz ’ol
All
Invoice#  Created Date Status PO # Gross Total Unanswered Comm Abandoned Actions
Approved
I No rows. Credit notes

Disputed
Perpage 15 | 45 | 90 Disputes with a supplier response

Disputes without supplier response
Draft

Overdue invoices

Payment Information

Pending Approval

Processing

Unpaid invoices

\/nidad
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Creating Reports

Name: Provide a name for your report (must be less than 30 characters).

Select Customer: Allows you to select the invoices for a specific
customer. Select Kantar.

Visibility: Choose who can see your report. If you select Only Me, this
report is only visible to you. If you select Everyone, all other users within
your organisation will be able to see your report.

Start with View: Allows you to set a starting condition for your report (i.e.
Start with unpaid invoices).

Conditions: Select Match All Conditions or Match at least one condition to
identify if you want your report to match all conditions or any conditions.

Add group of conditions: Allows you to add groups of conditions and
then select Match all conditions from at least one group or Match at
least one condition from every group.

Create New data table view

General

Select Customer Kantar

Name ‘ ‘

3 Visibility @ Only Me
O Everyone

Start with view Al v

Conditions
-3

Match Conditions‘ Match all conditions

n Add group of conditions

Filter By  Invoice # v Filter Clause is ~ Filter Text

| (+]

Columns

Drag columns to the right to select, to the left to unselect and vertically to change column order.

You can also use your keyboard to modify the selected columns. Use TAB to focus and ENTER to move a column to or from the
Selected Column list. To reorder, use SPACE to grab an item and then UP or DOWN to move it. Press SPACE again to drop the item

or ESC to cancel the reordering.

Available columns Selected columns

Commented Invoice #
Comments Created Date
Date Of Supply Status

—
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Creating Reports Columns

Drag columns to the right to select, to the left to unselect and vertically to change column order.

You can also use your keyboard to modify the selected columns. Use TAB to focus and ENTER to move a column to or from the
Selected Column list. To reorder, use SPACE to grab an item and then UP or DOWN to move it. Press SPACE again to drop the item
or ESC to cancel the reordering.

Available columns Selected columns
7. Colums: Drag and drop fields from the Available Columns Commented involce #

section to the Selected Columns section. comments Created bate

Date Of Supply Status
You can drag and drop the fields to re-order the order you want Jeie ot steny o
the columns to appear in your report. All fields under Selected et R e
Columns will be viewable in your report. oo Jreneeagennens

Document Type Dispute reason

Invoice Date Actions

Last Updated Date

Default Sort Order: Allows you to sort your data by specific
criteria.

Linked document
Original Invoice Date
Original Inveice Number

9. Click Save to save the report. Paid

Payment Information

Payment Term

n Default Sort Order

Sort by ~ in ascending s | order.
| o B
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Creating Reports: downloading your extract

10. Once you have saved the report you can click 'Export to' then

select CSV for Excel file type.

Select Customer Kantar

Invoices

Instructions From Customer

For any queries not responded to by the requestor of the invoice, please comment @AP in the chat or send an email to xxxxx@servicenow.com

Create Invoices ©

Create Invoice from PO Create Invoice from Contract Create Blank Invoice Create Credit Note
CSV plain (current columns) Status PO # Gross Total Unanswered Comments Dispute reason Actions

II CSV for Excel (current columns)
Excel (current columns)

Legal Invoice (zip)

ICANTAR



Creating Reports: downloading invoices

11. Coupa stores all the invoices that you have created. If you

need to acquire all the invoices, click 'Export to' then
select Legal Invoice (zip).

AT T T

Invoices

Instructions From Customer

For any queries not responded to by the requestor of the invoice, please comment @AP in the chat or send an email to xxxxx@servicenow.com

Create Invoices ©

Create Invoice from PO Create Invoice from Contract Create Blank Invoice Create Credit Note

| CSV plain (current columns) | Status PO # Gross Total Unanswered Comments Dispute reason Actions

II CSV for Excel (current columns)

Excel (current columns)

Legal Invoice (zip)
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Managing Notifications

1. You can manage your notifications by clicking NOTIFICATIONS

(top right of the page) and then click Notification Preferences.

{;‘.;rcoupa Supp[ier portal KANTAR ~ | NOTIFICATIONS @ | HELP v
Home  Profile  Orders  Service/Time Sheets  ASN Invoices  Catalogues  Business Performance  Sourcing  Add-ons  Setup
My N ot|f| cat| ons Notification Preferences
View
All v
O Message Received
0 You have existing information requests that have not been updated with your current profile information. You can update these 31/05/2022
requests with your information now. 09:50
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Managing Notifications

2. You can enable / disable Online, Email and SMS notifications
for Announcements, Business Performance, Catalogues,

Orders, Invoices, etc.

I Invoices
My Account Notification Preferences
N t ived i Email SMs
You will start receiving notifications when your customers enable them. W comment receve Online mat o
Setti
etings An invoice is abandoned Online Email O sms
Notification Preferences Announcements _
Legal Invoice Export Ready Online Email 0O smMs
Security & Two-Factor : F
New Customer Announcement Online O Email 0O smMs . . .
Pl Invoice approved Online Email O sMs
. An invoice is withdrawn from dispute Online Email 0O sms
Business Performance
An invoice is disputed Online Email O sms
Business Performance Role Granted Online O Email [ sms
Invoice paid Online Email 0O sms
Catalogues
g Orders
N t ived i i
ew comment receive Rline el 0 sMs An order is cancelled Online Email O sms
Catalogue approved O Online O Email O sms New comment received Online Email 0O sms
Catalogue rejected [ Online O Email [ sms New PO received Online Email ) sMs
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Managing Notifications

3. Once finished, click Save to save your notification settings.

Profile

Tier 2 Diversity report request is received Online Email O sms

Profile update reminder is received Online Email

Update Profile Online Email O sms

Update information requests Online O Email

Public Profile updated [ Online O Email 0 sms
Receipt Request

Receipt created O Online O Email O sms
Terms of Use

Terms of Use Online Email O sms
Users

Add Users to account Online Email O sms

A new customer connection created Online Email O sms
Service/Time Sheets

A Service/Time Sheet is approved Online Email O sms

A Service/Time Sheet is rejected Online Email O sms

Cancel
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Thank you




