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How to manage Purchase Orders 
through the Coupa Supplier Portal 

(CSP) Suppliers Guide 

For Avient Suppliers 
 

The Coupa Supplier Portal (CSP) is a no-cost tool for suppliers that makes working with your 

clients, such as Avient, easier and smoother. In this training guide specific to Avient 

suppliers, we will define: 

➢ How to view and manage Avient POs through the CSP 

➢ How to view PO lines  

➢ How to add shipment tracking information to a PO 

➢ How to view and manage Advanced Shipment Notifications (ASN) 

➢ How to create costume views for reports 

 

View and manage POs 

Click on the Orders tab on the main menu. The Orders page with the Purchase Orders 

table will then appear. 

From the Select Customer drop-down list in the top right corner, select Avient. 
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The Purchase Orders table will display the following information for all the POs received 

from Avient: 

Column Description 

PO Number PO number generated by Coupa. Click on it to view the PO 

Order Date Date PO was created 

Status Current status of the PO. For more information, see the PO status 
list below 

Acknowledged At Date when the supplier acknowledged the receipt of the PO, or 
"None" if not acknowledged.  

You can choose to let Avient know that you received their PO by 
selecting the “Acknowledged At” checkbox on the PO.  

When you select the checkbox, the current date appears in the 
“Acknowledged At” column. This checkbox is a simple toggle, so 
you can also un-acknowledge an invoice by deselecting the 
checkbox. If you re-acknowledge at a later time, the new date will 
appear. 

 

Note: You cannot reject a PO, but if you do not accept it, you can 

add a comment on it. It is recommended you contact Avient directly 

if you plan on not fulfilling the order.  

Items List of items on the PO 

Unanswered 
Comments 

Your comments on the PO for Avient as well as Avient's comments 
that you need to respond to. You can see all comments when you 
open the PO. 

Note: If urgent communication with Avient is needed, please 
contact Avient directly 

Total Total amount of the PO 

Actions Each Icon is tied to a different action: 

• Create (flip the PO into) an invoice. 

•  Create a credit note. 

•  Create (flip the PO into) an advance ship notice (ASN) 

If desired, you can export the Purchase Order table to CSV or Excel. 

You can also print the PO. Click on the PO Number link to open the PO and, at the end of 

the PO, click on the Print View button.  

You can filter the Purchase Orders table by columns, use the search bar to filter with a 

search term, or click on the View drop-down list to perform advanced filtering. For more 

information, see Create Custom Views section in this guide. 
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POs can have the following statuses: 

Status Description 

Buyer Hold The PO is approved but pending buyer review 

Cancelled The PO is cancelled and does not need to be fulfilled 

Closed The issued PO was received and then closed, either manually or 
automatically within Coupa 

Currency Hold The PO is on hold due to a currency exchange rate issue 

Issued The PO was approved and sent to you (the supplier)  

Soft Closed The PO is closed but can be reopened. You cannot invoice against 
a PO in this status. 

Error Something is wrong with the PO. Contact your customer Avient 
representative to get the PO back on track. 

 

View PO lines 

Click on the Order Lines tab to see information on the PO lines for each PO. 

 

 

 

Make sure you select Avient from the Select Customer drop-down list in the top right corner. 

 

The Purchase Order Lines table shows the following information for all the PO lines: 
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For your custom view, you also add the following additional information: ASN lines, carrier, 

confirmed quantity, delivery date, invoiced, line level text, need by date, received, ship 

method, ship note, shipment date, shipped quantity, and tracking number. 

If desired, you can export the PO lines table in CSV or Excel format. 

You can filter the table by columns by using the search bar, or click on the View drop-down 

for advanced filtering. For more information, see Create Custom Views section in this guide. 

 

Add shipment tracking information 

Note: You can add shipment tracking information to POs if your customer enables real- time 

shipment tracking.  

In the Shipment Tracking section on the PO, click the Add icon. In the Create Shipment 

Tracker popup window, enter the tracking number for the entire PO, select a carrier (FedEx, 

USPS, UPS) from the drop-down window, and add a note (optional). 

Note: You can only enter one tracking number on a PO. For partial shipments, you can 

create an advance shipping notice (ASN). 

 

 

Create, view and manage ASNs 

When you receive a purchase order, you can flip it into an ASN and send it to Avient by 

clicking on the Flip to ASN icon in the Purchase Orders table. See View and Manage POs 

section in this guide for more information. 

To edit a draft ASN or update one in pending receipt status, click on the Edit icon in the 

Advance Ship Notices table. 

On the Create Advance Ship Notice page, fill in the mandatory fields (marked with a red 

asterisk). 
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Click on the Submit button to send the ASN to Avient, or on the Update button if you are 

sending an updated ASN. 

Note: When you send an ASN, the PO status changes to Issued even if you have not sent an 

invoice yet. 

To view and manage ASNs, click on the ASN tab on the main menu. The Advance Ship 

Notices page appears. 

 

Select Avient from the Select Customer drop-down list in the top right corner. 

The Advance Ship Notices table will then show the following information for all the ASNs you 

sent to Avient. 
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ASNs can have the following statuses: 

Status Description 

Draft The ASN has been created, but it has not been submitted to your 
customer 

Cancelled The ASN has been cancelled 

Partially Received The customer has received a part of your shipment 

Pending Receipt The customer is waiting for the shipment 

Received The customer has received your shipment 

 

You can export the ASNs table in CSV or Excel format. 

You can also filter the table by columns by using the search bar or click on the View drop-

down list to perform advanced filtering.  

Create Custom Views 

You can create custom views depending on what information you want to see relating to 

orders, invoices, catalogs, or ASNs. 

You can create custom views (tables for reports) for orders, order lines, order changes, order 

line changes, advance ship notices (ASN), invoices and catalogs. 

With a custom view you can create a set of advanced search filters. 

1. On the main menu, click on the tab for the function for which you want to create a custom 

view. 

2. At the top of the table whose view you want to change, click Create View in 

the View drop-down list. 
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3. On the Create New data table view page, select Avient from your customer list, and then 

specify the settings you want to use for your custom view, including filtering conditions, 

columns to include, and sorting criteria. 

You can use the following settings when creating or editing a custom view for a CSP table. 

 

4. Once complete, save your settings. 

To delete a custom view, open the view for editing by clicking on the Edit View icon and click 

on the Delete button at the bottom of the page. 


