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Introduction

This is a Coupa Indirect Procure to Pay process guide to support the Supplier Quoting. Any additional
processes or questions that may need to be added to this document can be sent to Nicole Glaeser for
updating.

How to Access The Souring Event
I. Accessing the Sourcing Event:

1. Accessing the quoting event: Supplier will receive an email invitation to the sourcing event.

=] [ TR SR Supplier Training Guide invitation - Sourcing Event #39 - Message (HTML)

File Message  Help @ Tell me whatyou want to do

7 Ignore x H & @& I Meeting Ml North Hartland 2 To Manager > 7 Rules ~ h'ﬂ & n | # Find AH Y
T IM - B Team Email Done MY OneNote B Related -
Move Assan Mark Categorize Follw | Tiansiate Read | Zoom

& Junk~ Delete Archive | Reply Reply Forward Pratect P - ~
Junk i B More - - = Reply &Delete  F Create New i ~  BAdtions~ | policy~ Unread E Up~ - Select  Aloud

Delete Respond Protection Quick Steps 3 Move Tags 3 Editing Speech | Zoom
AM

Tues AN
° DEV - Solar Turbines Incorporated <do_not_reply@solarturbines-dev.coupahost.com>

Supplier Training Guide invitation - Sourcing Event #39

I there are pro dlick here to view itin a web
Click here to download 0 o 1 privacy, Outlook prevented automati f some pictures in this message.

[

Supplier Training Guide invitation - Sourcing Event #39

DEV

DEV - Solar Turbines has invited you to the Supplier Training Guide.

Ifyou intend to participate, review the event timeline and accept the terms and conditions of the event, if applicable. Click the "My Respanses” tab fo provide your response, which may include Aftachments, Questionnaires, and Items and Lots,

Response due date: Tuesday, 18 June 2019 05:00 PM PDT

Want to participate later? Need more info?
ick | intend to Participate buiion to et the buyer know. ik View Event and you will b2 fsken ts the svent page.

lintend to Participate

All questions should be asked using the event message board (bottom left of the event). Having technical issues? Contact sourcing support@coupa.com
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2. Click on the “View Event,” link to access the Sourcing Event.

=] g s Supplier Training Guide invitation - Sourcing Event #39 - Message (HTI

File Message  Help Tell me what you want to do

% Ignore x H & & B Me: ol North Hartland i To Manager A R Rules - n nd °®
Wr (M - Protect B8 Team Email Done - N OneNote = e Folow | Transiate W Related™ | L |
‘otec P ove sign Mark Categorize Follow | Translate ead | Zoom
= = s
- Reply &Delete ¥ Create New 7 B Actions | poey- Unread o U T R Select | plond
Delete Respond Protection Quick Steps Move = Editing

Tue 6/4/2019 10:34 AM

Junk [

Delete Archive | Reply Reply Forward
Al

Speech | Zoom

DEV - Solar Turbines Incorporated <do_not _reply@solarturbin coupahost.c
. Supplier Training Guide invitation - Sourcing Event #39
To @ Michael Gancarz

If there are problems with how this message is displayed, click here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Outiook prevented automatic download of some pictu

[

Supplier Training Guide invitation - Sourcing Event #39

DEV

DEV - Solar Turbines has invited you to the g event: Supplier Training Guide

1f you intend to participate, review the event timeline and accept the terms and conditions of the event, if applicable. Click the "My Responses” tab o provide your response, which may include Attachments, Questionnaires, and Items and Lots,

Response due date: Tuesday, 18 June 2019 05:00 PM PDT

Want to participate later? Need more info?
Clck | intend to Participate buttcn to 1t he buyer know. Clisk View Event and you will b2 taken ts the svent page.

lintend to Participate

All questions should be asked using the event message board (bottom left of the event). Having technical issues? Contact sourcing support@coupa.com
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3. How to View Event Information:
a. Attachments may be listed under “Buyer Attachments.”

.\ et o o o e
If you intend to participate, review the event timeline and accept the terms an{ Event Ends [ I.| .
days
o Bvent Information & Bidding Rules | Intend to Respond

Ewvent will end at the Event End Time.
(] Check this box to let the buyer know you intend to

‘Your responses are viewable by buyer once submitted respond

Buyer may choose to award individual line items

| Terms and Conditions

©r Buyer Attachments

) released-ST900177_(2). paf
There is no Terms and Conditions for current event.

Timeline
bl »

[—r— M ceneen
ﬁ JI Y S —

10:33 AM Americail os_Angeles. =
00:00

14d : 6h - 26min

<. Event Team

X Michael Gancarz - 153

fcoupa

Business Spend Management - () English

b. Attachments may be under the item description.

S s T Ao

=~
M l If you intend to participate, review the event timeline and accept the terms an{ Event Ends i I.| : D 5
days hrs

o Event Information & Bidding Rules | Intend to Respond

Eventwill end at the Event End Time.
[] Check this box o let the buyer know you intend to

Your responses are viewable by buyer once submitted respond

Buyer may choose to award individual line items

| Terms and Conditions

o Buyer Attachments

! released-ST900177_(2).pdf
There is no Terms and Conditions for current event.

Timeline
[—— M F—
“ T |18 | 05:00 PM Amnescarios aneies

[N 00:00
14d : 6h : 26min

<. Bvent Team

Export to Excel Entor Response

2 Michael Gancarz - 153

Zzcoupa

Business Spend Management + [} English
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Document from Michael Gancarz - 153

\ ) released-STO00177_(2) pd

) np14000-10_c_(1) pdr

Please quote Price and lead time for Qt 1 Each.

= Questionnaires

Your Response
Event Ends

Your Response

Add File

4 .05

days

hrs

v
Michael Gancarz - 163 has not provided any Questionnaires for this event
ltems and Lots -
Name Expected Qty My Price Price x Expected Qty >
8  Hems Not In Lots (1 items) 0.0000 USD
Item Requested Ship To Item Details.
& STI00177A
released-ST900177_(2) pdf
Expected Quantity My Price * Line Total
1Each x = 0.00 USD
Your ltem Name Lead Time
Enter your item or service name Lead Time Days
ID/Part Number Description

Enter an ID or part number

Add Image

Add image in GIF, JPEG, or PNG
formats

Messages

4.

Enter your item o service description

If you intend to participate, but will submit a quote later, please check the box, this will tell the

buyer that they are expecting a response from you and they can contact you before closing the

event to check on quote status.

Intend to respond is saved.

=

Terms and Conditions

{ N
Event Ends TSI
days

hrs

o Event Information & Bidding Rules

| Intend to Respond

Eventwill end at the Event End Time.
Your responses are viewable by buyer once submitted

Buyer may choose to award individual line items

(e}

Buyer Attachments

%Check this box to let the buyer know you intend to
pond

| Terms and Conditions

! released-ST900177_(2).pdf

Timeline

There is no Terms and Conditions for current event

Event Start

?
.

10:33 AM AmericalLos_Angeles

14d : 6h = 26min

Event Team

m EvertErd
18 | 05:00 PM Anercaion Anges

00:00

2 Michael Gancarz - 153

Messages -

Caterpillar: Confidential Green
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How to Submit Your Bid

II. Submitting a bid through the Sourcing Event (the original link in the email provided must be used to
access the event, so be sure to retain this email).

5. Click on the item to expand the text boxes.

Event Ends Y 85

Eventinfo My Response
days hrs.

Michael Gancarz - 153 made the following changes to this event

Attachments v

Document from Michael Gancarz - 153 Your Response

Your Response
Add File

released-STI00177_(2).pdf

np14000-10_c_(1).pdf

Please quote Price and lead time for Qt 1 Each.

= Questionnaires v

Michael Gancarz - 153 has not provided any Questionnaires for this event

ltems and Lots “

Name Expected Qty My Price Price x Expected Qty >

8 ftems Not In Lots (1 items) 0.0000 USD

& ST900177A 1 (Each) x "= 0.00 USD
AN

Total 0.00 USD

{1 have reviewed the changes to this event

Export to Excel Import from Excel Load History Save
ZEcoupa
Messages (2 Business Spend Management + (2] English
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Name Expected Qty My Pri Event Ends I |_| . D 5

ftems Not In Lots (1 items) days hrs

e —
ltem Requested Ship To Itom Details
& STI0177A
feleased STO00177_(2)pdt
Expected Quantity My Price * Line Total
1Each N - 000 USD
Your item Name Lead Time
Enter your item or senvice name Lead Time Days
1D/Part Number Description
Enter an ID o part number Enter your item or service description
Add Image
Addimage in GIF, JPEG, or PNG
R formato
Attachments
Click to view
Questionnaire
Total 0.00 USD
{1 have reviewed the changes to this event
Export to Excel Import from Excel Load History Save

Zzcoupa

Messages Business Spend Management @ English

6. Follow the box titles to input the quote information.

= ltems and Lots Event Ends LR BAS
days hrs

Name Expected Qty My Prl
ftems Not In Lots {1 items) 4,526.0000 USD
Item Requested Ship To Item Details

o STO0177A

released-STO00177_(2).pdf

[Expected Quantity My Price * Line Total
1Each x 4526.00 = 452600 USD
Your ltem Name Lead Time
Manufacture ST900177 Per Print 45 Days
ID/Part Number Description
NA Enter your item o service description
Add Image

Add image in GIF, JPEG, or PNG
formats

Aftachments
Add File | URL | Text
2014_001.pdf

Questionnaire

Cancel m

Total 4,526.00 USD

1 have reviewed the changes to this event.
Messages = - o PR G B

7. PDF or Word copies of formal quote can be attached as shown below.
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Messages

Caterpillar: Confidential Green

Urganze ¥ Newroider @
) )
Metrics O Name Date modified Type Size Event Ends
(214 SPORT Orders 2014001 5/1/20191204PM  Adobe Acrobat D, 108 KB
& OneDrive - Caterp My Pr
8 This PC
- 4,526.0000 USD
B 30 Objects
B Deckiop Item Details
Documents:
& Downloads feleased-STO00177_(2).pd1
D Music
[ Pictures Line Total
Videos
5 - 452600 USD
Windows (C:)
= apps (\3IinkD1.
= d48010m NE3lir ¥ pd Time
File name: | <] [anies ¢y 45 Days
Concel | | pesorpuon
[N I Enter your item or service description
Add Image
Addimage in GIF, JPEG, or PNG
formats
Attachments
Add File | URL | Text
x
Tolal 4,526.00 USD
[J1 have reviewed the changes o this event
Export to Excel Import from Excel Load History Save



8. Submitting the bid:

Messages v

DEV - Solar Turbines Incorporated
'made the following changes 1o the
‘sourcing event: Supplier Training
Guide.

Attachments
Added Aftachment name:

Terms and Goniions
Adread more

20 minutes ago

DEV - Solar Turbines Incorporated
‘made the following changes fo the
‘sourcing event: Supplier Training
Guide.

‘Supplier atiachments
Added File attachment file: released-
STread more

Send Message.

Type new message

Having Technical Issues? Contact
sourcing support@ooupa.com

Eventinfo My Response

Michael Gancarz - 153 made the following changes to this event

! N
Event Ends LTI
days hrs

Attachments

Document from Michael Gancarz - 153

released-ST900177_(2).pdf

np14000-10_c_(1).pdf

Please quote Price and lead time for Qt 1 Each.

= Questionnaires

Your Response

Your Response
Add File

Michael Gancarz - 153 has not provided any Questionnaires for this event

= Items and Lots

v

Name Expected Qty

ftems Not In Lots {1 items)

My Price Price x Expected Qty >

4,526.0000 USD

ST900177A 1 (Each) « - 452600 USD
4,526.00
Total 4,526.00 USD
@1 have reviewed the changes o this event
Export to Excel Import from Excel Load History Save

Submit Response to

Z:coupa

Business Spend Management -

If the Sourcing Event has been Edited:

Check the “I have reviewed the changes to this event,” if present. This will populate if any changes were

P English

made after the original invite. Then “Submit Response to Buyer.”

Messages -

Caterpillar: Confidential Green

Eventinfo My Response

I Michael Gancarz - 153 made the following changes to this event |

l}
Event Ends | LI

days

Attachments

Document from Michael Gancarz - 153

released-ST900177_(2).pdf

np14000-10_c_(1).pdf

Please quote Price and lead time for Qt 1 Each.

= Questionnaires

Your Response

Your Response
Add File

Michael Gancarz - 153 has not provided any Questionnaires for this event

ltems and Lots

v

Name Expected Qty

ftems Not In Lots {1 items)

My Price Price x Expected Qty >

4,526.0000 USD

& ST900177A 1 (Each) « 452600 - 452600 USD
Total 4,526.00 USD
EI have reviewed the changes to this Eventl
Export to Excel Import from Excel

gscoupa

Business Spend Management -

Load History Save Submit Response wauye.

P Englsh



Communicating with the Buyer

If you require additional files or information, messages can be sent directly through the Sourcing event
to the buyer.

Eventinfo My Response

Event Ends

Michael Gancarz - 153 made the following changes to this event

Attachments -
Document from Michael Gancarz - 153 Your Response
released-STO00177_(2).pdt VA DD
Add File
np14000-10_c_(1).pdf

Please quote Price and lead fime for Qt 1 Each.
DEV - Solar Turbines Incorporated
made ne fllwing ehanges o e = Questionnaires o
Sourcing event: Suppier Training
Guide.
Atiachments Michael Gancarz - 153 has not provided any Questionnaires for this event
Added Attachment name:
Tems and Conditions -
Adread more = ltems and Lots v

9 minutes ago Name Expected Qty My Price Price x Expected Qty >
DEV - Sofar Turbines Incorporated
mads the folloving changes 1o the C
sourcing event: Supplier Training ftems Not In Lats (1 tems) AZELIL UED
Guide
Suppleratachments & STO00177A 1 (Each) « 452600 - 4526.00 USD
Added File attachment file: released-
STread more 9
Total 4,526.00 USD
Send Message
@1 have reviewed the changes o this event
Type new message
Export to Excel Import from Excel Load History Save Submit Response to Buyer
Zzcoupa
Having Techrica ssues? Contact ; . i
S e R Business Spend Management - (341 English
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