
To Create a Coupa PO for a custom item ordered directly through Advertising with Wit, you will use the 

order confirmation you are sent after you have approved the proof.  

  

Then you will go into Coupa and select “Write” so you can create a free form requisition.  

• In the top bar, you will enter the item description found on your confirmation. 

• In the supplier field, type in “Advertising with Wit” and the vendor record should pull up.  

• Enter the proper commodity based on what your purchase is for, for questions on commodities 

contact your leadership or coupa.suppot@wholefoods.com.  

• Enter the unit price so it matches what is on your confirmation in the Unit Price field. 

• Enter the quantity from your confirmation in the Qty field. 

• Enter the Item No. in the supplier Part number field. 

All other fields can be left blank unless instructed to update them. 

 

Once you have finished entering the data, select “add to cart”.  

If you have additional items on your order confirmation, you can enter the in the same way. If your 

order comes with any sort of setup fee, you’ll also want to enter it as a line item on the order like the 

below example 

  



 

Once you have finished entering all of your line items, click you cart in the upper right-hand corner and 

select “review cart” to finalize your requisition and submit it for approval.  

  

 



Once you have reviewed your cart and confirmed the total cost, and the shipping and billing 

information, you can select submit for approval. 

 

Once your order is fully approved per the Whole Foods Market Spending and transaction policy, you will 

receive an email and a notification within Coupa confirming its approval. You will need to then locate 

the PO number from your email or from Coupa and send it to the Advertising with Wit team so they can 

fulfill and invoice your order.  

 

For any Coupa related questions, please contact Coupa.Support@Wholefoods.com.  


