
Coupa Supplier Portal
-

Managing Purchase Orders



Step One
Select the “Orders” tab on the landing page

On the Landing page 
select “Orders” to 
go to your list of 
received orders



Step Two
Selecting the Purchase order

On the Orders page 
select any blue PO 
Number to open it 

up



Step Three
The Purchase Order Page

Scroll down the page 
to see the rest of the 

Purchase order



Step Four
Find the Order Line information

Scroll to mid page to 
find the order line 

information



Step Five
Find the function tabs and order history

Scroll to the bottom 
of the page to find 
the Function tabs, 
posted comments 
and order history



Supplier Portal
-

Acknowledging an order

For Your Information
You will receive email notification that you 
have received a PO from Firstport
. You can also acknowledge and accept the PO 
in the Supplier Portal from here.
1. Click on the link in the email to access the 
Supplier Portal 
2. When you log in you will go to the 
"Orders"page



Step Six (a)
Acknowledging the Order

You can also 
Acknowledge the 
order to show you 
have accepted it 

from the email that 
will be sent to your 

inbox

This button takes you to the order page



Acknowledge the 
order to show you 
have accepted it

Step Six
Acknowledging an order



Step Seven
Confirm Job status and adding in upcoming 
actions

Click the dropdown 
arrow and update 

the job status here

Add in next visit 
date and any 

comments here

Click the dropdown 
arrow and update 

the job status here



Updates show 
here

Step Eight
Confirming upcoming actions

Confirm updates 
by selecting "Save"



Step Nine
Communicating with the Requester

Previous comments 
and replies will be 

listed below

To post a comment

To raise any queries 
concerning the purchase 

order you can add a 
comment in this section 

which will send a 
notification to the requester



For Your Information
For guidance on requesting to change the PO, 
please refer to the guide CSP 6
"Submitting a change request on a PO’’
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