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Course Outline

01 Description
This course explains the Coupa supplier sourcing event 
(RFQ) process

After completing this course, you will be able to:

1. Respond to an invitation for an RFQ/bidding event
2. Edit an event response and import event response from Excel
3. Manage event updates and notifications
4. Upload information from an Excel file
5. Be notified of event sourcing results

Objectives
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Responding 
to an RFQ
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You will receive an 
invitation via email from 
EDR Renewables to a 
tender or RFQ (Request 
for Quotation 
notification in your email 
inbox.

Process Steps:

Select the “View Event” 
option to access the 
event.

Select “I intend to 
Participate” to notify 
EDF Renewables you will 
participate later in the 
event. 

3
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Responding to an RFQ
Throughout this section, you will learn how to respond to an RFQ from EDF Renewables.



How To Respond To RFQ (Sourcing Event)   |  April 2024

In the event information 
and bidding bases 
section you will find 
basic information and 
event details.

Check the box in the “I 
intent to participate in 
this event” to  intend to 
participate in the event 
you should .

In the Terms and 
Conditions section you 
will find the
corresponding 
information. Check the 
box as “Yes” to continue 
and “Send to Event 
Owner” to access the 
RFQ.
NOTE: If you do not 
accept the Terms and 
Conditions, you will not 
be able to access the 
RFQ
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Responding to an RFQ
Throughout this section, you will learn how to respond to an RFQ from EDF Renewables.

Process Steps:
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In the timeline section 
you will find the Event 
Start and Event End 

NOTE: Response need to 
be submitted before the 
event end. Once the 
event end you will not be 
able to submit the 
response for the event.
If you have any questions 
about the event, the 
“Message” section is 
available to communicate 
with EDF Renewables.

To continue with the 
process and see the 
details of the
event, select “Enter 
Response” the option to 
enter the answer

NOTE: The messages 
option will be enabled 
during the time the event 
is active.
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Responding to an RFQ
Throughout this section, you will learn how to respond to an RFQ from EDF Renewables.

Process Steps:
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Process Steps:

Responding to an RFQ
Throughout this section, you will learn how to respond to an RFQ from EDF Renewables.

Please note that once 
the event expires you 
will not be able to send 
any more responses.

Click  “Submit 
Response” to submit 
your quote to EDF 
Renewables

NOTE: You can edit the 
response to increase or 
decrease the price if the 
event is still active. The 
system will automatically 
update the price to EDF 
Renewables
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Editing an RFQ 
Response 
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Process Steps:

Editing an Event Response 
In this section you will learn how to edit an event response while the event is still active.

To edit a response, click 
“My Response”

Click on the “Edit 
Response” to update on 
Items and Services.
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Import Event 
Response from 
Excel
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Process Steps:

A notification box will 
appear with information 
related to the file. Click 
on “Response Template” 
to download it.

Once the file is 
populated, you must 
save it on your computer 
.

5A green bar will appear 
with a notification that 
the file upload was 
successful. 

4
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Click on “Choose File” to 
upload the saved file

2

Click on “Start Upload”

1
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To download the 
response template, 
upload your files, in the 
section of your answer, 
click on ”Import from 
Excel”

3

Import Event Response from Excel
In this section you will learn how import a response for an event from Excel. 
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Managing Event 
Updates
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Process Steps:

You will receive an email 
notification in your inbox  
that the sourcing event 
has been changed 

1

2

The RFQ updates will be 
displayed on the email 
notification

To access the event and 
complete the additional
information click “View 
Event”

3
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Managing Event Updates
In this section you will learn how to manage update and changes in an RFQ.
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Notification of 
Results
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Process Steps:
You will receive a 
notification of a 
Purchase Order from 
EDF Renewables if your 
quote was chosen

1

Notification of Results
This section will explain how you will be notified if you have awarded the sourcing event based on your quote.



Thank You!


