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HOW TO PARTICIPATE IN A SOURCING EVENT

Supplier will receive invitation e-mail to participate Coupa Event (RFx/Auction)

First time to access Coupa:
At the End of Bid"s e-mail from Novelis you will find a link to set a password.

Step 1: Click in this link to
setup password. After
complete return to BID

Novelis Inc. Sourcing Event - NNA_ENG_MRO RFQ Annual fixed email to step 2 (Access
pricing CY24 #2047 Invitation RFX)

katia R38 has been invited by Novelis Inc. to participate in a sourcing event for
NNA_ENG_MRO RFQ Annual fixed pricing CY24.

Participation and submission is easy and all done within the system. Response may require
forms, attachments, price quotes, and/or descriptions of products or services. If you have
responded to the event, please ignore this message.

You have been given an account on Novelis Inc.'s sourcing system to provide your responses
for this Sourcing Event. Before you can login, you need to setup your new password here.

Your username is Katiasourcingcoupa@gmail.com_f8 e

After setting your password, please login to provide your responses.

Coongen Step 2: Click here to access BID

IMPORTANT: You must setup your password within 7 days of receiving
information

Novelis Coupa Sourcing portal



FORGET PASSWORD

If you are setup in Novelis Coupa e-Sourcing and do not remember your password, follow the steps

below:

Novelis Inc. Sourcing Event

#1358 Invitation

Great news! katia has been invited by Novelis Inc. to participate in a sourcing event for
COATING NNA_EN_MRO_General RFI.

Participation and submission is easy and all done within the system. Response may require
forms, attachments, price quotes, and/or descriptions of products or services.

This event is a follow-on of Event #1357, Event #1350, and Event #1349.

Don't let this opportunity pass you by. Responses are due by Friday, 30 June 2023 01:22
PMEST

Your username is

| intend to Participate

Novelis Inc.

Powered by £,3COUPA

SignIn

Username or Email Address

|

Password

Forgot username or password?
Sign In

Fill-in your e-mail and click Reset Password
You will receive e-mail to reset your password

Reset Password

Can'tlogin to Coupa? No problem, simply enter your email address.
and we will send your usemame and a link to reset your passward

‘ wl ]

Reset Password



ACCEPT RFEX TCS, IF NEEDED, AND ACCESS BID INFO

This will take you to the event page. You must review the Terms & Conditions document, and accept
the T&Cs to proceed with the event (Enter Response).

Do you intend to participate in this event?

O lintend to participate in this event
Event owner will be nofified of your intent to participate b

Accept Terms and Conditions

Terms and Conditions Do you accept these Terms and Conditions?
Do you accepted with Novelis Supplier Code of Conduct? ‘ Yes
O No

- Send to Event Owner

Timeline
= =

Oct Event Start [&5+§ EventEnd
Al 01:22 PM usiEastem 23 | 05:15 AM uUsiEastemn
124d : 16h : 53min 00:00

-—



BID RESPONSE (ATTACHMENTS)

You will then see the Attachments associated with the event.
If your answer is required (*) you have to download, complete and upload

No Asterisk (*)

means NO action

required from
Attachments Supplier, only

information

Provided by Katia Souza Your response

1 Novelis TC Resp:-ﬁse to

1 *
In;tructions \ J Attachment AStenSk ( )
Novelis T&C ( Add File means action
required from

Attachment \ Supplier
Code_de _.:>‘|I te ?r J(&&

\
2 Novelis attachment /Pé Response to
Instructions Attachment *
please sign in Add File _ Upload your completed
Execution of Offer file here

Attachment

d Codice_di_Condotta_dei_Fomitori_Nove.

You must downlgad the document,
respond to the guestions and save your
document




BID RESPONSE (FORMS)

There is RFX who requires some questionnaire (Forms).
Complete the Delivery Form associated with the event direct in Coupa or though excel template
(import to excel — Tab: Forms)

Forms v
1. Form - Supplier Questionnaire v
Plea i

he questions below. p
Supplier Questionnaire )\&

* Can you meet the

specifications stated in \
Form 5b? g& >
’((
s
7

* Earliest Delivery Date

-Supplier Contact for = 8/)‘; purpose
Add contacts for the sourcing purpose.

Add Contact

* Supplier Contact for sourcing purpose



BID RESPONSE (PRICING)

In the session “ltems and Services” submit price and respond item questionnaire for each
line or use Coupa template “Import to excel” (preferred method)

Option #1
Buyer requests Breakdown Price

[tems and Services .
ol Example #1 there is

formula price and
Supplier should enter
the price for each item
Disposal cost, Equip
Expected Quantity =Currency COSt, etc
1Each uso

Items Not In Lots (2 items)

[=  Monolithics Item # 56784

Disposal Cost Equipment Cost

G
r"'\\& Manufacturing Cost
D)

s
S’
Material Cost MgCI2 (Magnes. ()ouz{
7

Total Cost per Unit = Equipment Cost + Labor Cost + Manufacturing Cost + Material Cost + Disposal Cost + MgCI2 (Magnesium Cloride)

Option #2
Buyer requests Total Unit Price

Example #2 only total
price is required

0.00 USD

I= Item # 58645 Drawing 3345
Expected Quantity x Price per Unit

Expected Quantity Price per Unit

1Each usp ~

Total  0.00




BID RESPONSE (PRICING) — USING EXCEL

Recommend use excel template to respond a BID (price and questionnaire)
In Coupa session “ltems & Services” scroll down to the end
1- Use the “Import to excel” button to download template
2- Click “Download the Response Template”. Required information is highlighted in yellow from excel template.
3- You can also unprotect excel to hide columns or freeze panels (Excel Menu - Review Unprotect). Attention!
Don’t remove or add any lines or column in the excel template, otherwise Coupa you will not allow to upload file
4- Complete the Excel form, save the file in your PC, and then click “Chose File” from Coupa RFQ
5- “Start upload” Fill-out
6- Define name (slide 10) I i ) and save
7- Submit response: ] flle

t Import from Excel Save

Enter
name ex:
Download template Eventinfo  MyResponses katia - #1063 company/
date

FEEEEE R L 1o

Katia Souza made the following changes to this event

*Name |Example: Company Name - Date {V00 ‘

Click
Submit
reponse

he uploaded file will replac
ck "Start Upload" v
complet

This message only appears
if Buyer did changes to the

3. Load the updated fi

Choose File |No

Uploading will only save yo jonse. You must click "Submit” to send it to the buyer.

RFQ during the BID. Accept
before submit

| start upload |
]

| have reviewed the changes to this event Import from Excel Save Submit Response
C—— 8
‘ Response submitted to Buyer




BID RESPONSE (PRICING) — USING EXCEL (STEP 3)

c b e 6 Tab Items and Services L " N o

Item / Service Fields Supplier Response Fields

Yellow fields to be
complete

(4eBayu)) A3nuenp peyosdx3y

(axay) ;0N Auenty
(1xa1) uopndiiasag way|
(sequunpy) Aanuenp parsedxy

(daqu W) 1502 Juawdinbg

{axay) uopdiiosag way)
(1aquinp) sa1id pig )
(axa1) Aduauny a2lid
1x8] ) e|nwio4 350D
(1aquinp) 3509 [esod:

Total Cost per Unit =
Monolithics tem # 56784 Equipment Cost + Labor
Item # 58645 Drawing 3345 1 0jusD

Tab Forms

The yellow cells below are your input fields. You can upload this file to save the information you entered in the editable cells to your response.
NOTE: This Exce file is locked to ensure it uploads correctly, and you must still click "submit” ahter uploading to submit!

|Question Fields |Answer Fields

g
3 H ello elds to be
z <
3 i omplete
= =
i £ H
Supplier's Primary Method of Material
Monolithic 3 Apphcation. Text Field
Maonolithics3 Can the Material be Gunned? Drop Down
Monolithics3 Can the Material be Pumped? Drop Down Yes No
Monolithic s3 Can the Material be Shot? Drop Down Yes No
Monolithic s3 Can the Material be Rammed? Drop Down Yes Yes
| Monolithics3 Supplier's Product Dried Density - Lbs Test Field Yes 167
Monolithic 53 Suppher's Max Serwce Temperature - °F Text Field Yes 2200
Monolithic Supplier's Non-wetting Temperature Limat - F  Text Field Yes 2200
Monolithics3 Supplier's CIR Labs Immersion Test Rating:  Drop Down Yes 5
Supplier's Typical 9" Thick Bake-out Time: -
Monolithic 3 Days Teat Field Yes
Monolithic=3 Supplier's Quantity per Pallet Text Field Yes 12000,3000
Monolithic 3 Is Extra Product Stocked for Emergencies?  Drop Down G Yes Yes
Monolithic s3 Supplier's Shelf Life (Unit) Text Field Yés 12 months
Monolithics3 Supplier's Storage Speciics: Text Field Yes Cool, Dry
Monolithics3 Supplier's Storage Specifics 2 Muttiple Check Boxes Yes (Cool, Dry Covered
Monolithic s3 Supplier's Comments: Text Area No
Can you meet the specifications stated in




BID RESPONSE (STEP 6)

4- Define the Name for this response, this name cannot be the same you
used previously, scroll down to the end and submit response to Buyer

TEMPLATE_NNA_ENG_C

Previous name — same event

Define diferente name
e.g. Katia 08/05/23

Resp
Instructions Attachment *
Novelis Short Form Terms & Conditions for North America - to be Add Fil
completed by the supplier
Attachment
esp e
Instructions Attachment

e e

Export to Excel Import from Excel Load History Save _ 10



RESPONSE SUBMITTED (STEP 8)

After submitting response, Supplier will see the message below indicating the
response was submitted to the Buyer:

ITB 744-B2018 Avaya Au... - Event #18 Active
¥ i . )

‘ Response submitted to Buyer
e S

11



BID CHANGE CHANGE



BID CHANGE

Supplier will also be informed in case of any changes in the Open Event

Spot Bid from Req #4162 has been changed - Sourcing Event
#842

5coupa
i i ()
Novelis Inc. made the following changes to the sourcing event: Spot Bid from ‘e }

Bidding rules (

Click the "My Responses” tab to provide your respor include Attachments, Forms, and ltems and
Services.
Response due date: Friday, 04 Novembe X‘I 3 /EST

Your username is katiasouza@ymail.com /

If you intend to participate, review the event timeli eanA V%S&rms arid conditions of the event, if applicable.
(

All questions should be asked using the event message board (bottom left of the event). Having technical issues? Contact
sourcing.support@coupa.com

Zr:coupa

Business Spend Management

13



BID CHANGE - SUPPLIER RESPONSE

1- Supplier will receive e-mail regarding RFQ’s change (View Event)

2- Enter Response

3- Review changes and click “I have reviewed the change to this event”
4- Click “Submit Response”

Buyer only receive the response for this BID if Supplier follows the steps above, even if RFQ
was previous submitted.

Spot Bid from Req #4162 has been changed - Sourcing Event

i TEST MONOLITHICS TESTL... - Event #1466 scve
Zcoupa

L) History >

I - ﬁ‘_

‘ (" I have reviewed the changes to this event Import from Excel Save

:coupa

© 2019 Novelis Business Spend Managament = @ English (United States) » Accessibility 14




Message Center



MESSAGE FEATURE

On the bottom left of the screen, there is a “Messages” box. Click this to open a

window to send the Buyer a message during the event.

Buyer will receive e-mail.

UT Health made the following changes to the sourcing svent: ITB 744-B2018 Avaya
Aura 8 Upgrade

Attachments

Updated Attachment name: Execution of Offer
Updated “Ins

16
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