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Document Purpose 
The aim of this document is to help support end users in accessing the Supplier Self Service 

Portal and guide users on how to raise issues and requests. 

Accessing The Tool 
The ISM tool can be accessed in several ways. Either by browsing directly to the tool and 

authenticating in from the main log in page, or by accessing your Microsoft Applications 

Page and selecting Heat from the options. To access the ISM Self Service Catalogue, follow 

the below instructions: 

Direct Access 
1. Open your preferred browser, and in the URL bar at the top of the page type in 

https://co-opheat.saasiteu.com/ 

2. You will then see the below screen. 

 
3. Click on the “Sign in with My Apps” link under the red login button. (Do not click on 

the Login button, as this will not give you access and will present you with an “Access 

Denied” Message 

 
You should now be logged into the tool. 

Access Via Microsoft Applications. 
1. Open your preferred browser, and in the URL bar at the top of the page type in  

https://myapplications.microsoft.com 

2. If prompted to login, use your COOP network Username and Password. 

3. You will then be presented with icons for all the applications you have access to. 

Select the HEAT icon. 

 

 

 

 

You should now be logged into the tool. 

 

 

 

https://co-opheat.saasiteu.com/
https://myapplications.microsoft.com/


 

The Main Page 

 

Once logged in to the portal, you will be directed to the home page. From here you can browse the 

system to log an issue, raise a request or view previously logged tickets. 

If you know what you are looking for you can search for it in the top search bar. 

 

This will show you a list of matching items to select.  

 

 

 

 

 

 

 

 



 

Raising an Issue. 
On the main page click on the “Log An Issue” icon 

 

This will take you directly to the list of issues you can log. 

 

Select the option which best matches the issue you wish to log. 

On the next screen, click on “Request” 

 

 

Complete all the required fields in the form, and ensure you add as 

much detail as is required. If needed use the additional details field 

to add anything further, you feel may help to progress the ticket. 

Once completed, click on the “Submit button”. 

 

You will then be given your reference number. 

 

 

 



 

Raising a Request. 
On the main page click on the “Make A Request” icon 

 

This will take you directly to the list of requests you can raise. 

 

Select the option which best matches the request you wish to raise. 

On the next screen, click on “Request” 

 

 

Ensure all fields are completed as required. 

 

Look out for               icons, as these will give help on advise on what is required. 



 

Reviewing Previous Issues and Requests. 
To check an historical issue or request, ensure you are on the home page. If not you can click on the 

House icon in the top left. 

 

The bottom half of the screen will show the last 4 tickets that were logged by yourself. To vie one of 

the tickets just click on the details. 

 

If the ticket you wish to view is not shown, you can click on the “See All” link at the bottom of the list 

and you will be taken to the “My Items” page which lists all you tickets. 

 

 

 


