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9.1 Catalogue update
Throughout this section, you will learn how you can update your catalogue pricing 
directly in the Coupa Supplier Portal

NOTE: Suppliers may only adjust the pricing for 
items on offer to Astron Energy. Please note that 
not all suppliers may have a catalogue and that 
Astron Energy will load all initial catalogues for 
suppliers.

1
Go to the Catalogs tab on the Coupa Supplier Portal 

2

3
Click Create to create a new catalogue that will contain 
the new pricing.

Find the approved catalogue you wish to update pricing 
for in the available catalogue list
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9.2 Catalogue update
Throughout this section, you will learn how you can update your catalogue pricing 
directly in the Coupa Supplier Portal

3
Adjust the catalogue name (See Note for naming 
conventions)

4

5 Click the ellipses next to the search bar to Load 
From File and use an Excel template to adjust the 
prices

Add the Start Date, Expiry date and currency of 
the catalogue, as appropriate 

6 Export the items list on offer to Astron Energy 

NOTE: The catalogue name must retain the 
original taxonomy, as it is essential for catalog 
approval. Please use the same name as the 
buyer did in the initial catalogue, and append 
"V2" or a version identifier of your choice at the 
end of the name.
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9.3 Catalogue update
Throughout this section, you will learn how you can update your catalogue pricing 
directly in the Coupa Supplier Portal

7 Follow the instructions in the Bulk Load Items to 
complete the pricing update

Press Submit to send the catalogue for 
approval. 

Choose Load the updated file to select the 
updated file to upload and update the catalogue

9
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8 Download the Item List using the Export to 
button
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9 Update the prices in the downloaded item list.
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