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HOW TO PARTICIPATE IN A SOURCING EVENT

2

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 

email to step 2 (Access 

RFx) 

Step 2: Click here to access BID 

information

Novelis Coupa Sourcing portal

1
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If you are setup in Novelis Coupa e-Sourcing and do not remember your password, follow the steps 

below:

1

2

3

Fill-in your e-mail and click Reset Password

You will receive e-mail to reset your password

FORGET PASSWORD
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ACCEPT RFX TCS, IF NEEDED, AND ACCESS BID INFO
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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).
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Asterisk  (*)  

means action 

required from 

Supplier

No Asterisk  (*)  

means NO action 

required from 

Supplier, only 

information

BID RESPONSE (ATTACHMENTS) 

5

You will then see the Attachments associated with the event.

If your answer is required (*) you have to download, complete and upload

1

1

2 Novelis attachment PO
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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)
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BID RESPONSE (PRICING)
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In the session “Items and Services” submit price and respond item questionnaire for each 

line or use Coupa template “Import to excel” (preferred method)

Example #1 there is 

formula price and 

Supplier should enter 

the price for each item

Disposal cost, Equip 

Cost, etc

Example #2 only total 

price is required

Option #1

Buyer requests Breakdown Price

Option #2

Buyer requests Total Unit Price
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BID RESPONSE (PRICING) – USING EXCEL

Recommend use excel template to respond a BID (price and questionnaire)

In Coupa session “Items & 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”

6- Define name (slide 10)

7- Submit response:

Download template

1

2

4 5
7

This message only appears  

if Buyer did changes to the 

RFQ during the BID. Accept 

before submit

6

3

Fill-out

and save

file

Enter 

name ex: 

company/

date

Click 

Submit 

reponse

8
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BID RESPONSE (PRICING) – USING EXCEL (STEP 3)

Tab Items and Services

Tab Forms

Yellow fields to be 

complete

Yellow fields to be 

complete
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BID RESPONSE (STEP 6)
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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

5

6
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RESPONSE SUBMITTED (STEP 8)
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After submitting response, Supplier will see the message below indicating the 

response was submitted to the Buyer:
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BID CHANGE CHANGE
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BID CHANGE

Supplier will also be informed in case of any changes in the Open Event
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BID CHANGE – SUPPLIER RESPONSE
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3

2

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.

1

4
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Message Center
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MESSAGE FEATURE

16

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.
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