
A guide for you
How to view cost prices
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Did you know you can view your cost price reports in real time? 
Checking your costs regularly can prevent invoice disputes down the line, and is useful when there 
has been a price change and you want to check both Co-op and your systems are aligned. To view 
these you will firstly need to create a new cost price report. 
This function allows you to select the articles (order units) that you want to include in the report. 

Click on the ‘New Cost Price Report’ 
option from the ‘Cost Price’ menu in the 

main header.



1. Select the articles from the table that need to be included 
2. Select the period of time and give the report a name by completing the ‘Report Details’ fields 
3. Click ‘Request Report’
4. View in the ‘My cost price reports’ (next slide).
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▪ Reports in ‘available’ status will have the ‘download’ icon 
(downloads into excel form).

▪ If the report is ‘pending’ this means it has been requested 
and the information is being pulled live from our system.

▪ Please note - the amount of time it takes to generate a 
report from being requested will depend on the amount 
of units and the time period that has been selected. e.g. 
A report on 50 lines over 52 weeks will take longer to 
generate than 3 lines over 3 weeks.

▪ A small amount of data is usually available on the Portal 
in a few minutes, whereas a larger report  takes longer 
but is usually available on the same day.

▪ All requested reports will remain in your Connect until 
deleted.

Download 
report here



If you have any issues or need any help with cost price 
reports, the Co-op Connect team will be able to assist, 
please get in touch at - coopconnectsupport@coop.co.uk

If there is anything you would like to see as a quick guide 
please get in touch with -
supplierengagement@coop.co.uk


