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PURCHASE ORDER RESOURCES

Purchase Order Management Tool

The Trade Desk utilizes the Coupa Supplier Portal (CSP) for
gathering and handling supplier information as well as Purchase

Order and Invoice management.

Benefits of the Coupa Supplier Portal

Easy to use interface!

Securely manage your company’s sensitive banking & contact
information.

View and manage Purchase Orders, PO-Backed invoices and
payments.

No software or hardware to download.

Free of charge — There is no cost to you!

If you need assistance in setting up your CSP account or want to
provide us with your CSP account email for us to link, please reach
out to your contact at The Trade Desk for support.
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PURCHASE ORDER RESOURCES

Manage Purchase Orders in CSP

Navigate to Orders Tab and select The Trade

g s ppUs paral co e Desk from the Select Customer dropdown.

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

Setup

rders | OrderLines  Relums  Order Changes  Order Line Changes  Order Confirmations  Order Confirmation Lines  Promised Deliveries  Shipments Read T h e Trad e DeSk .i nstru Cti O nS.

[ Select Customer The Trade Desk

Purchase Orders All PO’s Created by The Trade Desk should
ninsolons Eeom Sniconse be visible in the Purchase Order table.

{Example text - this is set on your Company Information setup page and will be displayed for CSP and SAN suppliers on the Purchase Order list page}

Click the == Action to Accept the Purchase Order and Create an Invoice using its data
om L s e Act the PO are visible to the right of
PO Number  Order Date Status  Acknowledged At ltems Unanswered Comments Total Assigned To  Actions C ]O n S O n e are V] S] e O e r] g o
| mwr 04/03124 Issued  None 2 Each of Test No 1,000.00 USD a is'é th t bI
776 04/03124 Issued  None Test No 1,000.00 USD =S e a e "

w

Under the Actions column in the - Create (flip the PO into) an invoice

Purchase Order table, Icons can
be utilized for seamless
processing.

- Create a credit note

(“((i

- Create (flip the PO into) an advance ship notice (ASN)
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PURCHASE ORDER RESOURCES

Manage Purchase Orders in CSP

Purchase Orders

Instructions From Customer

{Example text - this is set on your Company Information setup page and will be displayed for CSP and SAN suppliers on the Purchase Order list page)

Click the "= Action to Invoice from a Purchase Order Under the OrderS tab, Cth the PO tO be
view [ 3 EX 7] acknowledged.

PO Number Order Date Status Acknowledged At Items Unanswered Comments Total Assigned To Actions

PO000020 03/17/22 Issued None 200 Hours of Consultant No 20,000.00 2 :.
usop

PO000019 03/17/22 Issued None contract backed free form No 30,000.00 s é‘
request usp
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PURCHASE ORDER RESOURCES

Purchase Orders in CSP - Shipping and Tracking

Purchase Order #/P0O000017

Anscrments,

Assigres s

Enter trackung number for entre PO. To ship PO partially, create ASN

* Tracking Number

= Carrier

Note

Cancel

Create Invoice Request Change

Save

=i Print View

To add shipping and tracking details, click on
the green “Add” button under Shipment
tracking.

To acknowledqge, tick the “Acknowledged”
field.

Populate the tracking number, carrier, and
any additional notes. Details will be visible to
the buyer in Coupa.

Save to apply changes on the PO.
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ADVANCE SHIP NOTICE (ASN)

Advance Ship Notice

-Purchase Orders

Instructions From Customer

Example text - this is set on your Company Information setup page and will be displayed for CSP and SAN supphers on the Purchase Order list page)
Click the Action to Invoice from a Purchase Order
vew T
PO Number Order Date Status Acknowledged At Iltems Unanswered Comments Total Assigned To Actions
| F 20 0317722 lssued N 200 Hours of Consuitant No D'.

Create Advance Ship Notice

e Save I sovet

When you receive a purchase order, you can
flip it into an ASN and send it to The Trade
Desk by clicking on the Flip to ASN icon from
the purchase orders list.

Populate the ASN#, Ship & Delivery Date,
Shipping Information, and Quantity Shipped.
Add comments to buyer as needed.

Save for later or submit.
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ADVANCE SHIP NOTICE (ASN)

Advance Ship Notice

Create Advance Ship Notice

Ship Oase

Advance Ship Notices

ASN Number Status Delivery Date « Last Updated By Last Updated Date

I ASN-P0O00020 Pending Receipt 032822 CrossCountry Consulting 032022

Search
Actions
s 4

Populate the ASN#, Ship & Delivery Date,
Shipping Information, and Quantity Shipped.
Add comments to buyer as needed.

Save for later or submit.

Navigate to ASN tab to edit or cancel ASN.
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PURCHASE ORDER RESOURCES

Purchase Order Status Glossary

PO Status Description
Issued PO is approved and ready to be invoiced.
Soft Closed PO s closed but can be reopened if an invoice or credit note is required.
Closed PO is closed and cannot be reopened. POs in closed status cannot be invoiced again.
Cancelled PO is cancelled by the buyer. No further action is available for this PO.
Buyer Hold The PO is approved but requires The Trade Desk to review it.

Currency Hold

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

Supplier Window
Hold

The PO was approved outside of the order window schedule under contract terms.

Error

Something is wrong with the PO. Contact The Trade Desk to get the PO back on track.
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PURCHASE ORDER RESOURCES

Supplier Actionable Notification (SAN)

Supplier Actionable Notifications (SAN) allow you to
interact with The Trade Desk without a Coupa
Supplier Portal (CSP) account. You can acknowledge
purchase orders, submit invoices, or add comments
directly from Coupa's email notifications.

You'll get notifications upon submitting an invoice to

The Trade Desk, along with updates on our actions to
your invoice, enhancing transparency and minimizing
the need for you as the suppliers to inquire via phone
or email.

From the email you will have the option to:

*  Manage Order

* Create Invoice

* Acknowledge PO

* Add Shipment Tracking

*  Add Comment

* Review Payment information

* LogIn Now to your CSP account (CSP account holders)

NOTE: If you have a CSP account, please provide the email associated with

your CSP account to your contact at The Trade Desk.

The Trade Desk, Inc. Purchase Order #777 inbex =

The Trade Desk <do_not reply@thetradedssk-test.coupahost.coms @ gNWAM(thourago) ¢ @
te coupatestam+supglier ¥

Powered by ;‘4‘; coupa

O theTradeDesk

The Trade Desk, Inc. Purchase Order #777

Order Summary
Date 04/03/24
PO Total 1,000.00 USD
Shipping Terms  See PO Notes
Payment Terms  Net 60
Contact

Acknowledge PO Add Shipment Add Comment
Tracking

Never Miss an Order with Coupa

f 0.7,\‘__ — - e

Orders Invoices Payments

Log In Now
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