
Coupa Supplier Sourcing – Training Guide  
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1. Login to Coupa: Access the Coupa platform using your login credentials or use the Invitation Link 

received in email.

2. Participate in Sourcing Events: Choose the sourcing event you want to participate in. Review the details 

of the event, including the requirements, timeline and any documentation provided by QNB.

3. Submit Responses: Prepare and submit your responses to the sourcing event. This may involve 

providing information, pricing, terms and other details requested by QNB.

4. Communicate with QNB: Utilize the communication features (Message Option) within Coupa to interact 

with QNB during the sourcing process. This could include asking questions, seeking clarification or 

addressing any concerns.

Introduction

Coupa Supplier Sourcing is a module within the Coupa platform designed to help organizations manage the 

sourcing process with their suppliers efficiently. Here are the steps that the supplier needs to follow to submit 

their sourcing event responses to QNB.
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Invitation to Participate – Sourcing Event

1. Click the “ I intend to 

Participate” button as shown to 

enter the Coupa Supplier 

Portal.

The Supplier will 

receive an email 

notification to 

participate in the 

Sourcing event
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Terms and Conditions

2. Supplier will accept the terms and 

conditions and click “Send to Event 

Owner”.

3. Click “Enter Response”.
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Forms - Questionnaire

4. In “My Response section” – Fill in 

the required fields in the Forms.
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Forms - Questionnaire

5. Fill in the appropriate information 

for each section.
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Forms - Questionnaire

6. Attach the company related documents by clicking “Choose File”.

 

7. Click  “Save”. 
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Submit Response 

8. Items & Services section – Enter the Pricing details. 

9. Click “Submit Response” once all the mandatory fields are filled.

 

Options Description

Export to Excel Exports excel file

where supplier can

add the details and

import back

Import from

excel

Imports the excel 

file with details

Load history Provides history on 

the event

Save Saves the details

in order to submit

later
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Communicate with QNB Buyer

10. If the Supplier has any doubts or queries, they can use message feature to get clarity 

from QNB. Also, the Supplier has the option to add attachments if required. 



Thank you
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