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Coupa Supplier Portal (CSP) 

Purpose: 

The Coupa Supplier Portal (CSP) provides suppliers with the opportunity to acknowledge Purchas Orders 
automatically, this Job Aid is aimed to provide guidance to complete this task. 

Content:  

1. Acknowledged PO Definition. 
 

2. Inside the CSP. 
 

3. Change Requests. 
 

1. What is the meaning of an Acknowledged PO for 
Novelis. 

 

• The material/service that the order is requesting is available or will be by the time is needed. 

• The price on the order is correct. 

• The delivery date will be met, and the material/service will be delivered on said date. 
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Coupa Supplier Portal (CSP) 

 

 
 

2. Inside the CSP 
 

1. You will log in to the Coupa Supplier Portal https://supplier.coupahost.com/ 

 

 

 

2. Select “Orders” located on the top ribbon. 
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Coupa Supplier Portal (CSP) 

 

 

 

 

 

3. Select the order that needs to be acknowledged. 
 

 

 

4. Click on the checkbox next to “Acknowledge”. 
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Coupa Supplier Portal (CSP) 

 

 

3. Submit Change Requests 
 

1. You will log in to the Coupa Supplier Portal https://supplier.coupahost.com/ 
 

 

 

2. Select “Orders” located on the top ribbon. 
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Coupa Supplier Portal (CSP) 

 

3. Select the order that needs to be adjusted. 
 

 

 

 

4. Scroll down to the bottom of the page and select “Request Change” 
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Coupa Supplier Portal (CSP) 

 

 

5. Adjust the fields that need updating, select the reason for Change and submit for approval (You 
can only request a change for price, quantity and/or delivery date.  

 

 


