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C o u r s e  o u t l i n e

This course explains how to respond to a sourcing event

After completing this course, you will be able to:

1. View a sourcing event

2. Attach files to a sourcing event

3. Respond to a sourcing event

4. Submit a bid to a sourcing event

5. Edit your response to a sourcing event

6. Message the buyer

ObjectivesObjectivesObjectives

DescriptionDescriptionDescription
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H o w  t o  V i e w  a  S o u r c i n g  E v e n t

You will receive a notification email that you have been invited to participate in a sourcing event 

Join Coupa
Click on ‘View Event‘ to open the 
event and respond 

Process:
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T h e  S o u r c i n g  P a g e

Navigation:
11
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Event info
The ‘Event’ tab shows a summary of the 
event information such as terms and 
conditions, bidding rules and the 
timeline of the event

My Response
This tab will allow you to populate a 
response to the event/tender, such as  
uploading attachments and responding 
to items and lots
NOTE: You need to click enter 
response to access this tab

Event Ends
The clock shows you the remaining time 
for the event to close.

Timeline
Timeline shows when the event 
started and when the event will end 
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Terms and conditions
Accept or decline the terms and conditions. 
If you select no you will not be able to 
respond to the event/tender

5

Intend to participate
Tick on this option to let the buyer know 
that you intend to respond to the event 
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Export to Excel
Exports the event to an excel sheet 

Enter Response 
Navigates you to the response  tab to 
populate a response to the event 
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H o w  t o  R e s p o n d  t o  a  S o u r c i n g  E v e n t

Navigation:
Add file
Select ‘Add File’ to replace the buyer’s 
document with your response document 
from your pc 
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H o w  t o  r e s p o n d  t o  a  s o u r c i n g  e v e n t

Navigation:
Forms
Populate the information in the form
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H o w  t o  C o m p l e t e  B i d d i n g  I n f o r m a t i o n

Navigation:
My Price
Populate the price of the items 

Export to Excel
Exports the response to an excel sheet

Import from Excel
Allows the import of the response on an 
excel sheet 

Submit Response to Buyer
Submits the response to the buyer
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Save
Allows you to save the response to access 
later

5

Load History
Shows the history of the event 
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S o u r c i n g  E v e n t  E d i t i n g  a n d  M e s s a g i n g

Navigation:
Edit Response
Allows you to edit the response if there 
is still time until the event ends

Messages
Allows you to receive messages from 
the buyer and send messages to the 
buyer 
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