Managing Catalogs
A feature of Coupa is the ability to add commonly used items (i.e., rates) into a catalog. Catalogs allow for easy updating
of rates, and these updates are automatically sent to ERCO for approval.
Creating New Catalog Items
If you have new items (rates) to provide ERCO, please reach out to your site contact for a copy of the rate template. You
can also find the template linked here.
Note: All rates on the template must be in the same currency.

Step 1:
This is an
example of the
item (rate)
template. Shaded
in grey are two
example rates for
reference.
All columns
marked in Green
are required.

Step 2:
Name
The Name field
will be the name
of the rate.
Names should be
concise and
descriptive.

Step 3:
Description
The Description
field can be used
to provide more
information
about a rate,
such as a
minimum
number of hours
charged.

Step 4: Price and
Currency
Enter the price
for the rate, and
select either
CAD or USD as
the currency.
Note: All rates
on the template
must be in the
same currency.

Step 5: Unit of
Measure
ERCO has many
units of measure
pre-loaded for
use, sorted in
alphabetical
order. This field
is a dropdown,
and you can
select the
appropriate unit
of measure.

Step 6:
Commodity
Like the Unit of
Measure field,
this field is a
dropdown.
Please select the
most appropriate
Commodity for
this rate.

Step 7:
When you have
completed the
template, save
and send to your
ERCO contact.
They will work
with the ERCO
Coupa
Administrators
to load your
rates.

Manually Editing Rates
Note: This is more appropriate for editing a small number of rates. If you wish to edit many rates, please refer to the
Catalog Bulk Uploading section.
You can reach the Catalogs by clicking the “Catalogs” tab at the top of any page in Coupa:

Step 1:
Navigate to
Catalogs
ensure that the
selected
customer is
“ERCO
Worldwide”.
Click
“Create”.

Step 2:
At the top of
the page, you
will be
prompted to
enter details
such as the
catalog name,
the Start and
End dates, and
the currency.
Further down
the page, you
can see the list
of items to
include in this
catalog, and a
list of items
previously
entered into
other catalogs.

Step 3:
Update an
existing item.
You can click
on the pencil
icon on an
item in the
section “Items
Offered to
ERCO
Worldwide” to
edit an
existing item.
You can use
the Search to
more quickly
find an item
you wish to
update.

Step 4:
The following
screen will
appear. You
can make the
needed
changes to the
item (fields
marked in
Green) and
click “Save”.
The item will
be added to
the new
catalog.
Please do not
remove the
“UNSPSC
code” or the
“Contract”
from the
item, or
change the
Currency
(marked in
Red).

Step 5:
You can see a
summary of
changes under
the Header
“Items
Included in
Catalog”.
When you
have updated
all items, you
can submit the
catalog to
ERCO by
clicking
“Submit for
Approval”.

Once the catalog has been reviewed and approved by ERCO, you can begin to use the items when invoicing ERCO.

Catalog Bulk Updating
Once your catalog has been uploaded by an ERCO, you have the option to manage your rates in bulk. Bulk-updating rates
is preferrable when you have more than a few rates to update.

Step 1:
Navigate to
Catalogs ensure that
the selected
customer is “ERCO
Worldwide”.
Click “Create”.

Step 2:
Fill out the catalog
name, start and end
dates (if
applicable), and the
currency.

Step 3:
About halfway
down the page,
under the “Items
Included in
Catalog” section,
click on “Load from
file.

Step 4:
You can export the
list of all items to a
.csv file by clicking
on “Export To”,
then either “CSV
plain” or “CSV for
Excel”.
This will download
a list of all items
loaded.

Step 5:
A CSV file will be
created with your
rates.
You can edit the
prices in column E.
Please do not edit
columns other than
column E.
Note: CSV files do
not retain any
formatting changes
you may apply
(including multiple
worksheets)

Step 6:
When you have
edited the price,
save the file in an
accessible folder.
This is the file you
will upload to
update your rates in
Coupa.

Step 7:
On the page in
Coupa where you
exported your rates,
load the updated
file, then click
“Start Upload”.

Step 8:
You will see a short
summary of the
rates that are
changing with this
upload. Look over
this summary to
make sure only
what you have
edited is
highlighted in
orange.
Note: Coupa will
only show the first
6 rates here as a
preview. If
everything looks
correct, click
“Finish Upload” at
the bottom of the
page.

Step 9:
Coupa will
automatically
process your rates.
This may take a few
minutes, depending
on how many rates
were included in
your file.
When the upload is
complete, you will
see the message
“Upload completed
successfully”.

Step 10:
Confirm that the
items included
appear correctly
under the header
“Items Included in
Catalog”. You will
see a percent
change from the
previous revision, if
applicable.
Click “Submit to
Buyer” to send
these rates to
ERCO for
evaluation.

