Order Portal FAQ’s

Punchout Sites & Backorder Items – If an item purchased from a punchout site is “on backorder” – will that status show in my Coupa account? 

· No. This is a supplier function - the supplier will note on its end that an item is “On Backorder” – when you transport back to your shopping cart in Coupa, it will order the desired qty.  You may use the “receive” against P.O. to manage whether you have received the full qty. of your order.

Am I able to edit the Item Quantity in my Coupa shopping cart for items purchased from a punchout site?

· No.  Item quantity is not editable since the item is pulled from a punchout site and then communicated back via cXML PO.  These items have special tags that help their vendors identify what is being ordered.  If you want to edit a punchout item quantity, you will have to withdraw the requisition and pull the item back into your Coupa shopping cart with the desired quantity from the punchout site.

How long will an order remain in “My Account”?

· Permanently.  Once an order is created it is a permanent record and will not be deleted.  However, requisitions and drafts can be deleted at anytime.

What if I already have an existing library account with one of the “punchout” site suppliers??  Will I receive the same discount that I currently get my existing library account?

· Yes.  When you place an order with one of the punchout site suppliers, they will find your account in their system and will apply the greater of the two discount percentages for the items you are purchasing.  (ex.) if your library currently receives a 30% discount with a certain supplier and the GCN (Georgia Center for Non-Profits) discount for that supplier is 25% -- the supplier will know to give you the greater of the two discounts.  This would work vice-versa as well.  If your library currently receives a 20% discount with a certain supplier and the GCN discount for that supplier is 30% -- the supplier will know to give you the better of the two discounts at 30%.

What do I do if I am the “buyer” (approver) for the library and I am going to be away on vacation or out of the office for an undetermined amount of time??

· You have few options as to how you can temporarily delegate the approval authority.
· Give the “user” the login credentials for your “buyer” account so that they can log into the Coupa software to check for orders that require approval.  You can always go into your Coupa account upon you’re your return to the library to reset your password.
· Contact the eiNetwork Support Center to temporarily change the email address in the Coupa software, to which the orders that require approval are sent to.  You would be responsible for contacting the eiNetwork Support Center upon your return to the library, to request a change back to the original “buyer” email address.

If I purchase library cards through the portal from eiNetwork – am I able to pay for them with a credit card?
	
· No.  eiNetwork is not able to take credit cards as a form of payment for library cards.  An invoice will be sent directly to the library to the attn. of the Requestor.
