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In this document you will find: 

 A user guide for receiving, 

and replying to RFQs using 

Coupa



How Can I Access an RFQ?

2

Going forward, RFQ’s for spot buys will be managed electronically through Coupa. Suppliers that are selected to participate in an 

RFQ will receive an email notification advising them that they have been invited to participate in a sourcing event. The email will 

look similar to the example below. (NOTE: some small changes to wording may be present but the overall look/feel will be similar)
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You do not need to have a Coupa account or access to the Coupa Supplier Portal (CSP) to take part in RFQs issued using Coupa.

You can access an event directly from your RFQ event email invite.

View Event: This button will

bring you to the Event Info 

Coupa web page and allow 

you to see further detail on 

the items being requested, 

the timeline for submissions 

and any supporting 

documents the buyer has 

attached.  Selecting this 

button willl NOT 

automatically confirm your 

participation. 

I intend to Participate: 

This button will bring you 

to the Event Details 

Coupa web page and will 

automatically confirm 

your participation. Check 

this box to let the buyer 

know you intend to 

respond in the Event Info

tab.



View RFQ Information and Agree to Participate
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By clicking on the “I intend to Participate” or “View Event” buttons, you will have access to the event details page. After you have 

reviewed the information, you will have to confirm your intent to respond before being allowed to submit your response. 

Reminder: If you clicked the “I intend to Participate” button from the invitation email, the Intend to Respond box will automatically 

be selected. NOTE: 

You need to check this box to let the 

buyer know your intention of participating 

in the RFQ. You cannot submit your 

response if the Intend to Respond box is 

not checked. 

To start submitting 

your response, click 

the Enter Response 

button.

Event Team: This 

section displays the 

buyer that launched 

the RFQ. All questions 

should be directed to 

the buyer that initiated 

the RFQ.

There are two separate tabs in every 

spot RFQ event. The “event info” tab 

outlines the details of the RFQ. The “My 

Response” tab outlines the items 

requested to be bid, and allows you to 

input your quote. 
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It is possible to change the language of the RFQ by going at the bottom of the web page and selecting your preferred language. 

Click on the text next to the          icon and select the desired language.



How Do I Enter my Response? (1/3)

To view the items, and submit your response to the RFQ, you will need to go to the “My Response” tab and populate the required

information.

Indicate the time left to submit a response for the 

RFQ.

Items that the buyer would like a quote for will be 

displayed in this section.

On the “My Response” tab, you can  see the 

items that are part of the RFQ, submit your 

response.

By clicking on a unique item, you will be able to see 

more information, as well as submitting your bid for 

that specific item.

If you want to complete your RFQ response later, you 

click on Save and come back to finish it later. All 

information inputted up to that point will be saved for 

when you return. To go back on the RFQ, you will 

have to go back to the initial invite email.

Once your response is fully completed, you can click 

on Submit Response to Buyer to complete the RFQ 

process. Remember, a response can only be 

submitted if the Intend to Respond box is checked.

Buyers can attached RFQ supporting documents such 

as drawings, specifications, etc. Any attachments, will 

be located in the “Attachments” section.
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When you click on an item, you will have access to the detailed item information which will help you to fully understand what is

being requested, and allow you to accurately submit pricing.

This section will outline the item information provided by the Buyer.

• Item Requested – Description of the item to quote.

• Ship To – Delivery address for the items.

• Item Details – Any additional information required to be able to quote.

• Expected Quantity – Number of the specific item requested.

This is the information that you need to provide:

• My Price – This is the unit price for the item. 

• Line Total – This field will be auto-generated by multiplying the 

Expected Quantity times My Price.

• Your Item Name – This is the short description of the item.

• Description – This is the long description of the item.

• ID/Part Number – This is your part number (Supplier Part Number).

• Add Image – You can include an image of the item. This field is not 

mandatory.

Once you have populated all the required fields, click on Save Item. 

To attached a document, such as a copy of your internal quote document, 

which is highly recommended, click on the “click to view” text and attach 

the document(s). 
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If you need to communicate with the Buyer for any reason, please use the Messages box.

The Messages box is used to 

communicate back and forth with the 

Buyer regarding an RFQ.

When the Buyer replies, you will receive 

an email on the same email address that 

received the initial RFQ invite.

At all times, you will be able to review the 

full conversation history specific to an 

RFQ.



How Do I Know if my Response Was Submitted Successfully?
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As a supplier, you can find out if your response was successfully submitted from:

1. The flash message that indicates if the response went through after clicking Submit Response to Buyer.

2. The history at the bottom of the event page that indicates the total amount, response name, and the time the response was 

submitted.
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