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1. Notification: Suppliers will often be notified via email or through the Coupa Supplier Portal about a new 

contract or an update to an existing one. The notification may include details about the contract.

2. Access Coupa Supplier Portal: Suppliers should log in to the Coupa Supplier Portal using their 

credentials or use the link in the email received from QNB Contract Team.

3. Review Contract Details: Once logged in, suppliers can access the specific contract. They should 

thoroughly review all the details, including the terms, conditions, pricing, and any special clauses.

4. Document Upload: The Contract is downloaded for review and updated contract with the changes are 

uploaded in Coupa

5. Submit Response: Once the response is ready, suppliers can use the designated functionality in Coupa 

to submit their response. This action notifies QNB buyer/Contract Manager that the supplier has reviewed 

the contract and is providing a formal response.

Introduction

When suppliers need to respond to a contract initiated through Coupa, the process typically involves several steps. 

Here's a general guide on how suppliers can respond to a Coupa contract:
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Contract Notification - Login to Coupa

Steps to be followed 

1. Login to Coupa Supplier 

Portal by using the Link in the 

email Notification to view the 

Contract or click the “Open 

Contract” which will direct the 

supplier to Contract Page
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Review Contract Details

2. The Supplier will click on Edit Document.

• Supplier will get two options to download for ‘Edit’ or ‘Read Only’

• Supplier will click on ‘Download for Edit’ to make changes in the Contract
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Document Upload

3. Post review and changes in the contract supplier will upload Contract 

back to the CSP by clicking on ‘Upload’ button
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Submit Responses

4. Once the contract is uploaded, the supplier will be able to view the 

‘Send to Counterparty’ button to send the Contract to the Contract 

Manager/Buyer for the Round 1 Negotiation



Thank you
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