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1. How to start working 
with your client in 
Coupa



1. How to start working with your client in Coupa

Coupa gives businesses around the world the visibility and control they need to make smarter 

spending decisions. The core of the Coupa platform consists of purchasing, invoicing, expense 

management and payment applications.

If you are a new supplier in your client's database you will need to fill in a form with ‘basic’ 

information so that your client can create your supplier profile in their database. 



1. How to start working with your client in Coupa

1. Check the notification email received 

"Request for profile information - Action 

required".

2. Right-click on “Join and Respond” and 

choose the link opened in the private 

browser window

3. Fill in a password in the “Create an Account” 

window, accept the terms and conditions 

and click on “Create an Account”.

4. Fill in the mandatory fields (marked with an 

asterisk) and click on “Next”



1. How to start working with your client in Coupa

5. Scroll down to the bottom of the page, into the 

grey section and choose ‘English’ instead of ‘French’ 

from the drop-down list

6. Fill in all relevant information

7. Add a comment and click on and click on “Send”.

8. From this point on, your client will review your file 

to decide whether or not you will be added to their 

database. 



2. How to respond to a 
call for tenders



2. How to respond to a call for tenders

1. You will receive an email notification 

inviting you to participate in the tender. 

Click on “I intend to participate” to provide 

your answer.

2. Go to the bottom of the page and click on 

“Enter response”.

NOTE: At the top of the page you will see the 

duration of the tender.



2. How to respond to a call for tenders

3. Give your tender response a name, for 

example “Supplier Response SUPPLIER 

NAME”.

4. Then go through the attachments and 

forms sections to answer with respect to 

the information requested by your client.

You can add files as well.



2. How to respond to a call for tenders

5. After filling in the forms you can give your answer to each line of the call for tender.



2. How to respond to a call for tenders

6. If you see the “Item settings” button you can 

specify/modify some elements of a standard 

response such as the currency.  



2. How to respond to a call for tenders

7. Fill in each line with the 

proposed price and other 

information if requested. Then 

click on “Submit response to 

buyer”.



2. How to respond to a call for tenders

8. If your response to the call 

for tenders has been 

successful you will receive a 

green message confirming that 

the response has been sent to 

the buyer.
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3. How to refuse to participate in a tender



3. How to refuse to participate in a tender

1. Open the notification 
email received for the new 
“Sourcing Event #” created

2. Click on “View Event”



3. How to refuse to participate in a tender

3. In the ‘Accept Terms and 
Conditions’ section, under 
‘Do you accept these Terms 
and Conditions?’ select 
“NO”.

4. Fill in the “Rejection 
Comment” field.

5. Click on the button “Send 
to Event Owner”.
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4. How to communicate with your client via the 
tender message centre



4. How to communicate with your client via the tender 
message centre

1. Enter the desired call for 
tenders and find the 
“Messages” section at 
the bottom left.

2. Click on messages to 
start writing your 
message.



4. How to communicate with your client via the 
tender message centre

3. Your client and his teams will 
be able to answer all your 
questions through the message 
centre.

4. Your client will have the 
opportunity to answer your 
question and those of of other 
invited suppliers via this message 
centre.

5. Do not hesitate to ask any 
question you think is relevant to 
the tender process.



20

5. How to modify the tender after an initial response has 

been sent



5. How to modify the tender after an initial 
response has been sent 

1. If you would like to 
change a response you 
have sent, simply find 
the original invitation 
sent by email and click 
again on ‘I intend to 
participate’. 

2. Click on Edit Response 
and change the 
information you wish to 
update.



5. How to modify the tender after an initial 
response has been sent 

3. Click on “Submit 
Response”.

4. You will need to 
see the same 
notification in green 
to confirm that the 
new response has 
been sent.
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6. How do you know if your tender has been successful?



6. How do you know if your tender has been 
successful or not?

1.Your client's team will be able to analyse the 
information submitted once your client has received 
the responses from the suppliers invited to the 
tender.

2.   If your response to the call for tenders has not 
been successful, you will receive a notification by e-
mail.

3. If your response to the tender has been successful 
you will receive a notification as to whether the 
tender has been completed or whether there will be a 
second round to award the tender lines to a supplier.
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7. Accepting your client’s terms and conditions



7. Accepting your client’s terms and conditions

1. If your client sends you specific terms and conditions for the tender you should read 
and accept them before you respond.

2. You will find the conditions to accept after clicking on the link to participate in the 
event. 



7. Accepting your client’s terms and conditions

3. If you accept the terms and conditions you must then click on "Send to Event Owner" 
and you will receive a green notification confirming that the terms and conditions have 
been accepted.

4. You cannot refuse them once you have accepted them. 



7. Accepting your client’s terms and conditions

3. If you accept the terms and conditions you must then click on "Send to Event Owner" 
and you will receive a green notification confirming that the terms and conditions have 
been accepted.

4. You cannot refuse them once you have accepted them. 



7. Accepting your client’s terms and conditions

5. If you do not accept 
the terms of the tender 
you will need to 
provide a response in 
the ‘Rejection 
Comment’ section.

6. Then click on “Send 
to event owner”.

7. A green notification 
will confirm that your 
response has been sent 
to the buyer.
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7. Partial or total award of the tender



7. Partial or total award of the tender

1. Your client may award you the entire tender or 
just a few lines of the tender.

2. You may therefore start receiving purchase 
orders from your client if your response is 
successful. 


