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Sourcing events 
(RFQ, RFP)

• Respond to an invitation for a quotation or bidding 
event

• Using the message option to communicate with Astron 
Energy

• Uploading information from an Excel file

• Notification of event results if selected



2COUPA TRAINING COUPA SUPPLIER 
PORTAL (CSP) |

13.1 Invitation to sourcing event
 In this section, you will learn how you will receive an invitation to participate in a 

sourcing event

NOTE: Sourcing Events are not 
accessible through the Coupa 
Supplier Portal but rather powered by 
Coupa by email.

You will receive an invitation from Astron 
Energy to participate in an RFQ, RFI or 
RFP in your e-mail inbox.

1

Select the View Event to see details 
regarding this sourcing event.

2

1

Select “I intend to Participate” if you do not 
yet wish to enter the event, yet. 

2



3COUPA TRAINING COUPA SUPPLIER 
PORTAL (CSP) |

13.2 Event information
In this section we will learn how to participate in the event

Select your intention to participate2

Review the Accept Event Disclaimer and provide an 
answer to “Do you accept this Disclaimer”. Finally select the 
Send Response to Owner button

3

Review the Event Information & Bidding Rules and the 
Buyer Attachments before entering your response.

4

In the Event Info area, you will find the required 
agreements needed to access the sourcing event

1 1

2

3

4
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13.2 Event information
In this section we will learn how to participate in the event

5

6

7The Instant Messages section is available to 
communicate with the owner of the event6

To continue with the process and see the details of 
the event, select the option to Enter Response.7

In the Timeline section you provides a graphical view 
of when the event ends

5

NOTE: The message option will be 
enabled during the time the event is 
active.
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13.3 Response to the event
Entering the event, here you will find all the information related to the event and 
where you will have to provide your response

The My Response section is where you provide all 
the information, documents, and responses required 
for the sourcing event

2 In the Attachments section, you will find the files 
provided by Astron Energy that require your review 
and response. Review the instructions for each 
attachment and complete any required actions 
accordingly. Please note that some attachments are 
mandatory and must be completed before you can 
submit your response.

3

1

Complete the Forms section by providing all 
required information. Ensure that all mandatory 
fields are completed before submitting your 
response.

4
Enter your bid in the Items and Services section of 
the event. Click the chevron (>) next to an item or 
service to expand it and view additional details or 
provide additional information.

2

3

4
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13.3 Response to the event
Entering the event, here you will find all the information related to the event and 
where you will have to provide your response

If preferred, you can complete the Forms and Items and 
Services sections using Microsoft Excel. Click Import 
from Excel to begin the process

1

Steps for uploading your response in Excel dialog box 
will open and guide you through the import process. 
Download the provided response template by following the 
on-screen instructions

2

Open the response template in Microsoft Excel and 
complete all required information3

Save the completed template and return to the Import 
from Excel dialog box. Select the updated file in Choose 
File, then click Start Upload to import the information 
into the Forms and Items and Services sections of the 
sourcing event

4

2

3

Once the upload is complete, review the imported 
information to ensure it has been transferred correctly 
before submitting your response.

4

1
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13.4 Submit response to event
This section will explain how to send your response and the different options you 
have

Once the time limit expires you will not be able to 
send any more response.

2

Once completed, click Submit response to Astron 
Energy

1

Note: Astron Energy will not be able to 
view your response until the sourcing 
event has closed. You may update or 
revise your bid at any time before the 
event end date and time

2

1
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