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Job Aid — Supplier: How to Create a Hosted Catalog — Coupa Tool

How to Create a Supplier Managed Hosted Catalog

In this job aid:
v" How to Create a Supplier Managed Hosted Catalog in the Coupa Supplier Portal (CSP)

This document is a step-by-step guide on creating Supplier Managed Hosted catalogs via the CSP. Supplier Managed
Hosted catalogs allow a supplier to submit items directly to DaVita to make available to Teammates for purchase.

Supplier Managed Hosted Catalog Overview

* Navigate to the Catalogs window within the CSP

 Add items to your catalog

e Submit the catalog to DaVita for Approval

 Manage/update your catalog

* |If you have questions regarding the CSP, please refer to our Procurement webpage,
https://www.davita.com/about/suppliers.

Process — Navigate to Create New Catalog Window

1. Login to the Coupa Supplier Portal (https://supplier.coupahost.com). On the homepage, click on the
“Catalogs” tab.

;;‘;‘;—:coupa COUPA ~ | NOTIFICATIONS @ @ HELP ~

| Home | Profile Orders Service/Time Sheets ASN Invoices Business Performance Sourcing Add-ons Setup

| New: Exclusive discounts for your business to thank you for being a part of the Coupa Community. p 4 |
Recommended: Complete your profile to get paid faster and get discovered Learn More A'W NOoOUNCeIments wview Al
Profile Progress Last Updated
Improve Your Profile : : -
@ 4 days ago One-Click Savmgb View A

P Ela S . . Start saving today!
rotile summary Explore deals for your company, exclusive to the
Coupa Commumnity.

%% L a& Merge Accounts

’| 1 If your company has multiple CSP accounts, merge
them to reduce confusion for your customers. Leamn
more

Legal Entity Registered User Connected Customer
Request Merge

&) Banking Info &) Diversity =) Accelerate & Bribery Policy

| atest Customers

EAND RJANITORIAL SERVICES DaVita Inc - TEST ENV
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How to Create a Supplier Managed Hosted Catalog

Process — Navigate to Create New Catalog Window

2. Select Customer “Davita Inc”

3. Click Create.

;:":i_coupa CHRISTIAN NOTIFICATIONS HELP

Home Profile Orders  Service/Time Sheets  ASN Invoices Catalogs Business Performance Sourcing  Add-ons  Setup

Select Customer DaVita Inc - DEV ENV
Configure Punchout
Catalog Name Created Date ~ Submitted Date Start Date Expiration Date Status Unanswered Comments Error Actions
Ites1 JANITORIAL SERVICES Catalog 1 09/28/22 Draft  No 7

Perpage 15 | 45 | 90

3. After clicking on the create button, Coupa will display the catalog workbench which highlights all your
items on one page. Start Date and End Date are not required fields.

JANITORIAL SERVICES Catalog 2 cdit Back

Customer DaVita Inc - DEV ENV

* Catalog Name | TEST Catalog 1

Status Draft
Start Date )
Expiration Date u

Currency USD w~

0 Items Changed

Process — Add Items to the New Catalog

1. You are allowed to create items individually and via the bulk upload option.

2. If you are submitting more than 10 items, we recommend using bulk upload.
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How to Create a Supplier Managed Hosted Catalog

Process — Add Items to the New Catalog

3. To upload individual items, click on the create button.

Save Submit for Approval

Items Included in Catalog

Name Part Number Status Change Price Price Change Currency Other Fields Changed Reject Reason Actions

I No rows.

Perpage 15 | 45 | 90

ltems Offered to DaVita Inc - DEV ENV

Name Description Part Number Price  Currency UOM  Purchasable Last Submitted to Buyer Catalog Actions

I No rows.

Perpage 15 | 45 | 90

4. Fill in all mandatory fields highlighted with a red asterisk. UNSPSC is also a mandatory field for DaVita
that must be filled in — all other fields are optional.

Catalog ltem create

*Name Item1
* Description | Test ltem Number 1
// .
Choose File | No file chosen
* Unit of Measure | EA v

Purchasable

Manufacturer Name

Manufacturer Part
Number

Catalog Attachment | Choose File | No file chosen

Supplier Item Attributes
* Part Number | 12345678
Auxiliary Part Number
Manufacturer
Lead Time
UNSPSC
Contract v
Pricing Type  Fixed Price ~
* Price | 100.00
*Currency USD w~

Savings %
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Process — Add Items to the New Catalog

5. To upload multiple items, click “Load from file”.

Save Submit for Approval

Items Included in Cataloa

I Create Load from file Export to ~ View Search L

Name Part Number Status Change Price Price Change Currency Other Fields Changed Reject Reason Actions

I No rows.

Perpage 15 | 45 | 90

ltems Offered to DaVita Inc - DEV ENV

Name Description Part Number Price Currency uom Purchasable Last Submitted to Buyer Catalog Actions

I No rows.

Perpage 15 | 45 | 90

6. Click “Export” to download item upload template. Fill out the template with necessary items.

7. Load the updated file by clicking “Choose File” and select “Start Upload”.

Select Customer DaVita Inc - DEV ENV v

Configure Punchout

Bulk Load Item Updates for TEST Catalog 1

Follow these steps to upload items

1. Download the C SV template, or ex| ort the current list (Based on the CSV File Field Separator in your Language and Region settings.)
Download ~+ r ExportTo ~

2. Fill in or update the CSV file. Click here for a description of the required and optional fields in the template.
« Fields marked with a "*" are mandatory.
« Each row uploaded will create a new item.
« Click Start Upload and the system will attempt to load the first 6 rows from your file and show the results.

3. Load the updat :d file

Choose File |N o file chosen

Note: If you are loading csv files with non-English characters, please consult the following help note.

Start Upload
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Process — Add Items to the New Catalog

8. If thereis an errorin the header row or one of the first 6 rows is not formatted correctly, Coupa will
notify the user of the error and require it to be fixed before upload can be completed.

9. Verify your data — Coupa will show the first few rows of data from the file that was uploaded. Only
updated data will appear in orange. For example, if you reupload an item with a price change and all
other fields left unchanged, the new price would be the only value highlighted in orange for that row.

Verify Data

The first rows of your upload have been loaded. All changes or additions are highlighted in
After reviewing the results, click Finish Upload to continue the upload or Cancel to stop the upload and discard any changes.
The CSV Field Separator is the Comma (,) character. You can change it in the Language and Region Settings.
Row 1 Row 2
New New
Supplier Part Num*
Supplier Aux Part Num
Name*
Description*
Price*
Currency*
UOM code*
active*

Item Classification Name

10. After you have verified data for the first few rows of your file, scroll to the bottom of the page and
select “Finish Upload.”

11. Coupa will indicate successfully loaded items.

Upload completed successfully

Upload completed successfully. 2 rows processed, creating 2 new rows and updating O rows.
Done
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How to Create a Supplier Managed Hosted Catalog

Process — Add Items to the New Catalog

12. The Items Changed section will update. Add, remove, or edit individual catalog items as needed.

2 Items Changed

7 hRY ®

0
/ @ =%
0 2 0

Save Submit for Approval

Items Included in Catalog

Load from file Exportto ~ View Search jo

Name Part Number Status Change Price Price Change Currency Other Fields Changed Reject Reasc Actions
ITest tem1 TESTING-12345  New 100.00 usD P x)
Testltem2  TESTING-12346 New 101.00 usD ,/ 0

Perpage 15 | 45 | 90

Process — Submit Catalog for DaVita Review

1. After creating all items for the catalog, please click on the “Submit for Approval” button which will
send to DaVita for review.

2 Items Changed

7 ™\ ®

0
/ @ =%
0 2 0

Save Submit for Approval

ltems Included in Catalog

Name Part Number Status Change Price Price Change Currency Other Fields Changed Reject Reason Actions
ITest tem1 TESTING-12345  New 100.00 usD P x)
Testltem2  TESTING-12346 New 101.00 usD ,/ 0

Perpage 15 | 45 | 90
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Process — Submit Catalog for DaVita Review

2.  Monitor the status of your submitted catalog(s) in the “Catalogs” window.

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

Select Customer DaVita Inc - DEV ENV v

Configure Punchout

Catalogs

Catalog was successfully updated and awaiting approval. X

Catalog Name Created Date + Submitted Date Start Date Expiration Di te Status Unanswered Comments Error Actions
TEST Catalog 1 10/13/22 10/13/22 None None Pending No «
Approval

Process — Manage/Update Items Available to DaVita

1. Approved catalogs containing items available for purchase by DaVita Teammates will have the
“Accepted by Customer” status in the CSP.

2. To edit items in the catalog or to add new items to the catalog, click “Create” to build a new Catalog.

Catalogs

Showing I:Ir test catalog 1 X

Catalog Name Created Date ~  Submitted Date  Start Date Expiration Date  Status Unanswered Comments  Error Actions

I_es'. Catalog 1 12/07/22 12007122 12/07/22 Mone Accepted by Customer | No

3. A new catalog will open (“Test Catalog 2” in this of interest. In this example, the description and price
fields for “Test Item 2” will be updatedexample), scroll down to the bottom and you will see all the
items that are currently offered to DaVita, including the catalog associated with each item.

4. To edit an item already in your catalog, select the pencil icon next to the item .

ltems Offered to DaVita Inc - DEV ENV

Showing results for |test catalog 1% e e

Name Description Part Number Price Currency UOM Purchasable Last Submitted to Buyer Catalog Actions
I'es: ltem 2 Test ltem 2 CTTO02 2200  UsD EA Yes 12010722 Test Catalog 1 ,/
Testltem 3  Test ltem 3 CTTO003 33.00 USD EA Yes 12007i22 Test Catalog 1 j/
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How to Create a Supplier Managed Hosted Catalog

Process — Manage/Update Items Available to DaVita

4.
5.

An edit window will open for the selected item.

Notice all fields can be updated except for part number, this is because a new part number would
indicate a new item.

In this example, the values for “Description” and “Price” were updated.

Test ltem 2 =are

*Name | TestItem 2
* Description | Updated Description
[ Choose File | No file chosen
* Unit of Measure | EA ~

Purchasable

Manufacturer Name

Manufacturer Part
Number

Catalog Attachment | Choose File | No file chosen

Supplier ltem Attributes
5 *Part Number CTT002
Auxiliary Part Number
Manufacturer
Lead Time
UNSPSC | 1234567
Contract | Janitorial Services Demo w
Pricing Type | Fixed Price ~
6 *Price | 30.00
*Currency | USD w
Savings %
Order Increment

Minimum Order
Quantity

Availability w

Availability Date | i

Make sure all mandatory fields highlighted with a red asterisk are filled in. UNSPSC is also a
mandatory field for DaVita that must be filled — all other fields are optional.

When satisfied with your updates, scroll to the bottom and select “Save”.
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Process — Manage/Update Items Available to DaVita

9. The CSP will return to the window for your new catalog, “Test Catalog 2” in this example.

10. Scroll down to view the “Items Included in Catalog” section which will include all updated and new
catalog items.

11. Note that the CSP indicates which fields have been changed for updated items.

12. The “Items Offered to DaVita Inc” section will show all currently approved items available to DaVita
Teammates for purchasing. Note the pricing difference between the recently updated item and the
currently active price available to DaVita Teammates to purchase “Test Item 2”.

Create Load from file

v

Name Part Number Status Change Price Price Change Currency Other Fields Changed Reject Reason Actions

I_ea'. ltem2  CTTOO02 Updated 3'!}.(]1}@ 36.36 % USD Description, UNSPSC @ ,/ EB

Perpage 15 | 45 | 90

ltems Included in Catalog @

ltems Offered to DaVita Inc - DEV ENV

Showing results for | test catalog 1% @

Name Description Part Number Price ' Currency UOM Purchasable Last Submitted to Buyer Catalog Actions
I_ea'. ltem 2 Test ltem 2 CTTO0Z2 2200 [FUSD EA Yes 12107122 Test Catalog 1 ,/'
Testltem 3  Test ltem 3 CTTOO3 33.00 UsD EA Yes 12107122 Test Catalog 1 ’/

13. If needed, add new items to the catalogindividually by selecting “Create”. As covered on page 4 of
this job aid, items can also be mass uploaded to the catalog by selecting “Load from file”.

14. Review all updated and new catalog items and send to DaVita by selecting “Submit for Approval”.

Save Submit for Approval

ltems Included in Catalog

Name Part Number Status Change Price Price Change Currency Other Fields Changed Reject Reason Actions
I_ea'. ltem2  CTTOO02 Updated 30.00 36.36 % USD Description, UNSPSC ,/ {3
Testltemd4  CTTO004 Mew 45.00 UsD V4 {3

Perpage 15 | 45 | 90
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How to Create a Supplier Managed Hosted Catalog

Process — Manage/Update Items Available to DaVita

15. Once the catalog has been approved by DaVita, you will see the “Accepted by Customer” status in the
CSP.

16. To view all items available to DaVita or to make additional catalog edits, select “Create” within the
“Catalogs” window.

Catalogs

showing ﬂ:nr test catalog 2% @

Catalog Name Created Date ~  Submitted Date  Start Date Expiration Date | Status Unanswered Comments  Error Actions

I_ea'. Catalog2  12/08/22 12/08/22 Accepted by Customer | No a

17. A new catalog will open (“Test Catalog 3” in this example), scroll down to the bottom and you will see
all the items that are currently available to DaVita, including the catalog associated with each item.

ltems Offered to DaVita Inc - DEV ENV

ver D

Showing results for | test catalog ¥

Name Description Part Number  Price Currency UOM Purchasable Last Submitted to Buyer Catalog Actions
I_es'. ltem 2 Updated Description  CTTO002 30.00 USD EA Yes 12/08/22 Test Catalog 2 ,/

Testltem 3 Test ltem 3 CTTO0O03 33.00 USD EA Yes 12107122 Test Catalog 1 ,/

Test ltem 4  MNew Test [tem 4 CTTOO04 4500 USD EA Yes 12/08/22 Test Catalog 2 ,/

18. If there are no other necessary catalog edits at this time, return to the “Catalogs” window.

19. You will see a new catalog appear as a draft. This is because every time you select to “Create” a new
catalog, the CSP will make a new catalog and save it as a draft until it is deleted or submitted.

20. Keep the number of “Draft” catalogs to a minimum by selecting the edit/pencil icon next to the draft
catalog instead of selecting “Create”.

Catalogs

View
Catalog Name Created Date ~ Submitted Date Start Date Expiration Date Status Unanswered Comments Error| Actions
I_es'. Catalog 3 12/08/22 Draft Mo ,/ EB
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