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Invitation to a sourcing event
in the Coupa application o

® After the Buyer announces a sourcing event, you will receive an invitation SR TEST Sourcing Event | REP |
to your e-mail from an address: sourcing@csob.coupahost.com purposes #112 Invitation
Testovaci dodavatel, spol. s r.o. has been invited by CS0B - TEST to
participate in a sourcing event for RFP for manual purposes.
® You can open the invitation by the fO”OWing methods: Responses are due by Saturday, 01 June 2024 03:07 PM CEST
® | intend to participate: by opening the sourcing event this way, [ viewevent |

an information that you want to participate is automatically checked.
The buyer is informed about this intent. S E S E—

® View event: opens the same screen as the previous option. You can Sl e e im0 L ey

n sourcing events like these.

manually check the confirmation of your intention to participate. -

recoupa

® 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.


mailto:sourcing@csob.coupahost.com
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Login (via code)

® 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

Powerad by {;}COUPB
£
CSOB

Your Coupa Login Verification Code

Hello M H (Testovaci dodavatel, spol. s r.o.)

To finish authenticating with Coupa please enter the following code or
click the button below.

782612
Your code will expire in 15 minutes.

Thank you

$r:coupa

® 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

.TEST
|

CSOB
CSOB - TEST

Sponzorovano f,Coupa

V zajmu udrZeni vaseho Uétu v bezpedi
a zajisténi, Ze se k nému pokousite
ziskat pfistup skutecné vy, zaslali jsme
vam na e-mail jednorazove heslo. E-
mail miZe dorazit i za nékolik minut,
zkontrolujte prosim slozku se
spamem..

Platnost kadu vyprsi za 15 minut.

ObdrZeny kod prosim zadejte do
textoveéha pole nize.

Zadejte své jednorazové heslo

Zadejte své jednorazovée heslo znovu

Odeslat


mailto:do_not_reply@csob.coupahost.com

Public

Language settings

® 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.

Choose the display language and the date, time, and number format used by Coupa.

Language | English “~
Region | United States ~
CSV File Field | Auto-detect ~
Separator
— - portugués Preview

English romand

ederlan . Long Date May 30, 2024
Tiéng Viét svenska

Tarkce ceétina Short Date 05/30/24
dansk EAAnvika

espafiol pyccruii Time 01:24 PM
frangais Ao Number 9,876,543.21
italiano na

magyar =syvy CSV File Field Comma (.}
norsk k= Separator

polski =0

xcel UloZit
Nastaveni jazyka a\oblasti Note: Changing these

made before you continue.

4 Navrhnout preklady

. @ Zedtina (Cesko)

Business Spend Management Pristupnost

iqgs will cause the page to reload. Be sure to save any changes you've

Cancel

| Save Language and Region |




Event Ends =|-! =E

days hrs

Event Info

|
Supplier has been invited by CSOB - TEST to participate in a sourcing event for RFP for manual purposes. Participation and submission is easy and all done within
n e rl n g e eve n 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.

Do you intend to participate in this event?

| intend to participate in this event

® On the first screen of the event, you have the
option to confirm your intention to participate i s ey Terms and Conditions
the sourcing event.
Terms and Conditions Do you accept these Terms and Conditions?
® First you must accept the terms and conditions,  sues versis me s consenzs v

which can be viewed by clicking on the
attached .pdf file.

® Confirm the terms and Cond_itions by selecting O Event Information & Bidding Rules O Buyer Attachments
the "Yes" button and then click on the "Send to
eve nt Owner" button . Event will end at the Event End Time.

Responses are sealed until event closes

® After that you can enter the sourcing event by Buyer may chooss to award ndividual line fems
clicking on the "Enter response™ button in the
lower right corner

. . ) = Timeline
® Sourcing event may contain up to three different — -
p artS May EventStart A1) EventEnd
E 12:57 PMcer 14 | 05:57 AM ceT
® 1) Attachments 14d : 17h : Omin 00:00

® 2) Forms
® 3) Items and prices




Attachments

® 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

Public

Eventinfo My Response

Attachments

A

Instructions
It is not possible to reply with an attachment.

Attachment
Technical_information_1.xlsx

Technical_information_2 xlsx

Technical parameters - optional

Instructions
It is possible to reply with an attachment

Attachment

Optional_parameters xlsx

Technical specification

Instructions
It is mandatory to reply with filled-in attachment

Attachment

Technical_specification.xlsx

Provided by Your response

Technical information - for download only

Respense to Technical information - for download
only

Response to Technical parameters - optional

Attachment
Add File

Respeonse to Technical specification

Attachment *
Add File
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Forms

Forms
- 1. CSR ENG
® A form area can consist of several themed osee amover e cesions blon
forms. For better orientation, individual forms s
can be closed and expanded using the symbol - uman nights
“ g *1.1. Is your company
,>" In the right part of the form. involved n slavory
illegal deprivation of
. o - personal Ilibnlartg.r_, human
® At the end of each form there is a "save __ wacing, tortue,
button to ensure that the answers you fill in thftof property?
are not lost when you close your browser.
® The form can for example contain further rorms
response lines types: selection of values, 1. CSRENG
check boxes, verbal responses or uploading 2. GDPRCZENG
attachments.

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



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.

Public

‘= Items and Services ~
Iltems Not In Lots (1 items)
Enter total price offer in EUR without VAT and insert a . 000 EUF}
filled-in attachment, which can be found by clicking on Price per Unit
this section.
>

* Price per Unit

* Currency

EUR

Services

Total 0.00 EUR

Details

Frice_specification xlsx

* Price per Unit

Nazev polozky dodavatele

Iltems Not In Lots (1 items)

Enter total price offer in EUR without VAT and insert a filled-in attachment, which can be found by clicking on this section.

* Currency
EUR v

Attachments
Add File | URL | Text
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Import from MS Excel

® The Coupa application allows you to export the forms to

Excel and then upload the answers with a filled-in excel.

Import from Excel Save Submit Response

® 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.

Steps for uploading your response in Excel
1. Download the Response Template (Note: This template will only work for this event)
2. Fill in or update the Excel file.
Fields marked with a ™" are mandatory. Do not unlock/unprotect the Excel file if you plan to upload it.
Values in the uploaded file will replace anything currently saved to your response.
Once you click "Start Upload” values in the excel file will be saved, but not submitted.
Once upload is complete, review your response and click "Submit.” Your response will not be sent until you do so.
3. Load the updated file

MNewvybran Zadny soubor

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

Start Upload
4,
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Instant Messages

® 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

Search

Type new message

@:’.ﬂ.ttachﬂes

Having Technical Issues? Contact sourcing.support@coupa. o
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Response submitting

® The proposal is finalized by being submitted by clicking _
on the ,Submit response" button in the lower right i ey save b Response

corner.
® You can still edit the proposal after you submit it. A new

button ,Edit response” will appear. You can edit until the

event tlme eXpII'ES Edit Response
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Tender history

.TEST
-

CSOB

® 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

All Sourcing Events

Event# Ewvent Name Start Date End Date Status Type Responses
I 122 RFP for manual purposes 05/30/24 D&/M4/24 Prod RFP 1
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Password settings

® 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.

Settings

General Notifications

Password

Please enter your desired password, then reenter it for verification.
Your password must be at least & characters. Your password must contain letters, numbers, and symbols. It cannot be the same as your last 8 passwords.
* Current Password
New Password

Re-enter New
Password

Cancal Change Password
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Login and
creating/resetting a password

® You can log into your profile using:
® 1) a still valid link to a sourcing event from invitation e-malil

® 2) via the website:
https://csob.coupahost.com/sessions/supplier login

® |t is also posible to request a new password.
Unfortunately it is displayed in czech language and it
cannot be changed.

® Click on ,Zapomnéli jste uzivatelské jméno nebo
heslo®, then fill-in you e-mail address and click on
,obnovit heslo® button.

CsoB
CSOB

Sponzorovano ZCOUpa

Pfihlasit se

Uzivatelské jméno nebo e-mailova adresa

Heslo

Zapomnéli jste uZivatelske jmena nebo hesio?

Piihlasit se


https://csob.coupahost.com/sessions/supplier_login
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Is it possible to access the same sourcing
event with multiple users?

® 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.
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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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