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● After the Buyer announces a sourcing event, you will receive an invitation 
to your e-mail from an address: sourcing@csob.coupahost.com

● You can open the invitation by the following methods:

● I intend to participate: by opening the sourcing event this way, 
an information that you want to participate is automatically checked. 
The buyer is informed about this intent.

● View event: opens the same screen as the previous option. You can 
manually check the confirmation of your intention to participate.

● By replying to this email, you will send a message directly to the tender 
event. The Buyer can subsequently reply to your message. 

● The creation of a profile in the Coupa Supplier Portal at the bottom of the 
invitation has no connection to CSOB tenders.

Invitation to a sourcing event
in the Coupa application

mailto:sourcing@csob.coupahost.com
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● After clicking on the link in the e-mail invitation, you will be asked to fill-in a one-time 
code. Unfortunately it is in czech language and it cannot be changed. Email with 
a code will arrive to your e-mail box from the address: do_not_reply@csob.coupahost.com

● You can then login using these options:

● A) Copy the code into the open window from the previous email communication 
and click on „Odeslat", or;

● B) Click on the „Finish authetication" button in the email containing the code

Login (via code)

mailto:do_not_reply@csob.coupahost.com
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● In case you need to change a language proceed by the steps in the screenshots below. 
The language button can be found at the bottom of the page.

Language settings



Public

● On the first screen of the event, you have the 
option to confirm your intention to participate in 
the sourcing event.

● First you must accept the terms and conditions, 
which can be viewed by clicking on the 
attached .pdf file. 

● Confirm the terms and conditions by selecting 
the "Yes" button and then click on the "Send to 
event owner" button.

● After that you can enter the sourcing event by 
clicking on the "Enter response" button in the 
lower right corner

● Sourcing event may contain up to three different 
parts: 

● 1) Attachments

● 2) Forms

● 3) Items and prices

Entering the event
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● The attachments area can be configured as 
follows:

● 1) Contains attachments that can only 
be downloaded

● 2) Contains attachments and it is 
possible to reply with an attachment.

● 3) Contains attachments and it is 
necessary to reply with an attachment

Attachments
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● A form area can consist of several themed 
forms. For better orientation, individual forms 
can be closed and expanded using the symbol 
„>“ in the right part of the form.

● At the end of each form there is a "save" 
button to ensure that the answers you fill in 
are not lost when you close your browser.

● The form can for example contain further 
response lines types: selection of values, 
check boxes, verbal responses or uploading 
attachments.

● If any form already has pre-filled values, it 
means that this particular form was filled in by
your account in another tender.

Forms
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Items and services

● In this section you may be required to:

● 1) fill-in in the price (Price per unit)

● 2) uploading an attachment

● Attachments, if there are any, can be found 
by clicking on the „>" in the right part.
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● The Coupa application allows you to export the forms to 
Excel and then upload the answers with a filled-in excel.

● By clicking on the "import from Excel" button in the lower 
right corner a window with instructions will appear.

● This option does not allow to upload attachments.

Import from MS Excel
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● You have an option to send messages to the Buyer 
who manages the event

● By clicking on the „Instant messages" button in the 
lower left corner, a chat window will pop up where 
you can send your message.

● This is not a real time chat. The buyer will be notified 
by your message and will respond to you according 
to his own capacity.

● Questions that have an impact on the whole tender 
will be communicated to all participants.

Instant Messages
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● The proposal is finalized by being submitted by clicking 
on the „Submit response" button in the lower right 
corner.

● You can still edit the proposal after you submit it. A new 
button „Edit response“ will appear. You can edit until the 
event time expires.

Response submitting
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● By clicking on the house icon in the upper left corner, it is possible to view all 
your proposals from previous tenders that are linked to your e-mail address

Tender history
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● You can change your password by clicking on the circular 
icon in the upper right corner. To change the password, you 
first need to have it generated - follow the instructions in the 
next slide.

Password settings



Public

● You can log into your profile using:

● 1) a still valid link to a sourcing event from invitation e-mail

● 2) via the website:  
https://csob.coupahost.com/sessions/supplier_login

● It is also posible to request a new password. 
Unfortunately it is displayed in czech language and it 
cannot be changed. 

● Click on „Zapomněli jste uživatelské jméno nebo 
heslo“, then fill-in you e-mail address and click on 
„obnovit heslo“ button.

Login and 
creating/resetting a password

https://csob.coupahost.com/sessions/supplier_login
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● Unfortunately, it is not possible to set up access for multiple e-mail addresses to submit one offer for the
entire company in the sourcing event. For this reason, we recommend using one internally shared mailbox,
or designate the main contact person for your company. If you want to change your email address, don't
hesitate to contact us.

● Consistently using the same e-mail address has the history advantage of previously submitted proposals.

Is it possible to access the same sourcing 
event with multiple users?
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Thank you for your participation 
in the sourcing event.

If you have any further questions about a specific event, contact the 
Buyer who manages the event.

In case you have a technical issue, contact us at coupa@csob.cz 

mailto:coupa@csob.cz
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