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Suppliers Guide to AZ Contracting Events in Coupa S2C

Audience: Suppliers

Overview

B What does this guide cover

This guide covers how to participate in contract negotiation and review with AstraZeneca using the

Coupa Contract Collaboration tool.
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Detailed process

1. Accessing your contract

When you use Contract Collaboration, AstraZeneca sends you contracts to review, edit, and sign. You

can access your contracts from your customer's email invitation.

1.1.Check your email inbox for an email from Coupa.

1.2.Select either Open Contract or the contract link to open your contract.

A
AstraZeneca"?

From Gus From GSCE of AstraZeneca UK Ltd.
To Michael Scott

This contract has been shared with you using Coupa Contract Lifecycle Management.

Click below to view and edit this contract:

AZ Lab Consumables - 2025

You can access the contract any time with this link:

https://astrazeneca-test-ccc.coupahost.com/contracts/bsdmw/invites/5eed53dae056a15d9539e8622072ee02

If you are accessing the contract for the first time, you will be prompted to generate a One Time Password (OTP). The OTP
will be sent to the invited user’'s email address.

$;zcoupa

1.3.You will be required to authenticate using a One Time Password (OTP). Click on Generate OTP
to receive your OPT. This will be sent to your email address.

Ecoupa

Generate OTP Verify OTP
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1.4.Input your OTP and click on Verify.

secoupa

Hello Michael Scott, OTP successfully generated and sent to your email address. Enter the OTP for verification.

VERIFY OTP

1.5.0nce you have logged in, you will receive a short tour of the Contract Collaboration Tool.

Note: Coupa Source to Contract will be used as AstraZeneca’s primary tool for contract negotiation. You

will receive an email with the link to open the contract to review, edit and sign.

X
Welcome Michael Scott!

Click Next to take a 15 second tour.

skip tour Next (Step 1 of 5)
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2. Download, edit and upload an edited contract

To edit and upload an edited contract offline, follow the below steps:

2.1.0pen the contract from your invitation email.
2.2. At the top right of the page, click on Download Document and select Download for Edit. Coupa

downloads a file that you can edit.
AstraZeneca SCIENTIFIC SOLUTIONS w | HELP
AZ Lab Consumables - 2025
; Download Document M : O
Download Read Only
"
I Download for Edit |
o o
Compare Versions
Messages
(1 AstraZeneca UK Ltd. Counterparties m v
@ Scientific Solutions . AstrazenecaTestCoc >
W' Accepted
Scientific Solutions >
£ Accepted

2.3.0pen the Word file that was downloaded and edit the contract directly in the Word document.

AZ Lab_Consumables_- 2025 « Saved v /O Search

ﬂ AutoSave Z) O ~

Insert Draw  Design

Review View Help

Layout  References  Mailings
JECE-RE-EE A, O @ )
v L 0o
Editor | Add-ins Show

File Home

E{'j X ‘Cambria VH11
v g = 1=+ .
paste B BT U vabox X fp = i= Styles  Editing  Dictate
v 9 A~ £~ A v Aav A" A zl q A M v Taskpane
Clipboard Font [E] Paragraph [ Styles [ Voice Sensitivity Editor Add-ins JAGGAER

m AstraZeneca UK Ltd.

)

Scientific Solutions

Master Services Agreement
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2.4.1t is recommended to switch on Track Changes — For Everyone. This makes it easier for all
parties reviewing and editing the contract to identify what changes have been made.

ﬂ AumSave Z) C) = AZ lab_Consumables_- 2025 - Saved v /O Search

File Home Insert Draw Design Layout References Mailings Review View Help

¢ Spelling and Grammar ~ ~ A)) D N £ New Comment 21 Next = E:H B'( v EI:
Editor EH Thesaurus Read Check Language ol e |D Show Comments  ~ ‘ Tracking | Accept & Compare
%5 Word Count Aloud  Accessibility ~ v £ Previous v R v
Proofing Speech Accessibility Comments Changes Compare
Zp |Fplaneer -
A
Track B Show Markup ~
Changes v Reviewing Pane v
5l [} For Everyone
D Just Mine
E‘E Lock Tracking
(1) AstraZeneca UK Ltd.
2) Scientific Solutions

Master Services Agreement

2.5. With the Track Changes activated, you will notice that your edits are added in a different text
colour.

BACKGROUND

AZ wishes to procure, with an option for its Affiliates to procure, certain R&D Services from Supplier
and Supplier has agreed to supply such Services on the terms set out in this Agreement.

This contract will cover the guidelines and clauses each parties need to adhere by.

2.6.0nce you have completed your edits, save your file and go back into the Coupa portal. Select
Upload and upload your edited contract.
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SCIENTIFICSOLUTIONS v | HELP

Astrazeneca 2

AZ Lab Consumables - 2025
Document v
Fields

Compare Versions

Messages

Counterparties v
[6)] AstraZeneca UK Ltd.

caTestcec >
@ Scientific Solutions ‘w

scientific Solutions >
Accepted

2.7.To publish your changes to the contract, click on Share in the Counterparties section.

SCIENTIFIC SOLUTIONS v | HELP

AstraZeneca
AZ Lab Consumables - 2025
Document ~
Foss o

Compare Versions

Messages

nterparti
(1) AstraZeneca UK Ltd. Counterparties m v

@) Scientific Solutions . AstrazenecaTestCcc 3
4’ Accepted

Scientific Solutions >
55

Accepted

3. Invite colleagues and collaborators to review a contract

When you receive a contract to review, you might need to invite others to also review it. You can invite

colleagues from your organization to review your contract.

Invite a colleague: An internal invite is used to invite somebody from your own organization to
collaborate on a contract. Internal invites are useful to loop in someone in your company, so they get
notifications about what's happening. If a user doesn't already have access to view the contract,

internally inviting them gives them access.

3.1.0pen the contract from the invitation email.
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3.2. Navigate to the Counterparties tab and right click on your Supplier Name. Then select Invite

Colleague from the options on the right side of the page.

az @ SCIENTIFIC SOLUTIONS v | HELP
AZ Lab Consumables - 2025
a .
ls P e8
Document v
Fioids @
Compare Versions
Messages
Counterparties
(1) AstraZeneca UK Ltd. m v
@ Scientific Solutions \ AstrazenecaTestCce )
' Accepted
@ Scientific Solutions >
Y Accepted
M asana

3.3. Enter the first and last name of the person you want to invite and their email address.

Invite Colleague

First Name Last Name

Email Address

*Ask to

Review

Message to Invitee

3.4.Click on Send.
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Invite Colleague

First Name

Email Address

*Ask to

Review

Message to Invitee

3.5.Under the Counterparties section, your invited colleagues will appear. To request their review, click

on Ask To and then click on Review.

Counterparties m v

AstrazenecaTestCecc >

'ﬂulmh’ Accepted
s Scientific Solutions
Accepted
ws Michael Scott
== John Smith Askto ~

Review

© Add Party
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4. Review contract versions and history

During the contract process, you can review contract versions and history to understand the changes

made to the contract throughout its life cycle.
Review contract versions:

4.1.0pen your contract from the email invitation.

4.2.0n the right side of the page, select Compare Versions.

SCIENTIFIC SOLUTIONS v | HELP

AstraZeneca

AZ Lab Consumables - 2025
; Download Document v ©
Document v
Fields G
Messages
nter|
(1) AstraZeneca UK Ltd. Counterparties m v
(2)  Scientific Solutions |y Astazenecestca >
dw’ Accepted
ss S.(\Tr‘\ti:'\: ;»fluf('n% >

4.3.0n the page that appears, select versions of the contract to compare from the contract
dropdown at the top of the page.

SCIENTIFIC SOLUTIONS | HELP
AstraZeneca N

« AZ Lab Consumables - 2025

Previous Version Newer Version

Version 4 - Jul 26 2025 @ 2.29 PM - by Michael Scott e I Version 4.1 - Aug 6 2025 @ 2.16 PM - by Michael Scott ~ gL

()] AstraZeneca UK Ltd Contract Primary Our Party Entity Name

2 Scientific SolutionsSupplier Display Name

4.4 Review the differences on the page. If there are no contract changes to display, you'll see
a message that states: There have been no changes since you were invited to the contract.

Review contract history:

4.1.Open your contract from the email invitation.
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4.2.0n the right side of the page, click on the

P
AstraZeneca .~

C]

icon.
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SCIENTIFIC SOLUTIONS v |  HELP

AZ Lab Consumables - 2025

5] AstraZeneca UK Ltd.
2 Scientific Solutions

4.3.Review the contract history in the History window that appears.

History

August 06, 2025
edited by Michael Scott

August 06, 2025

John Smith was added as a reviewer by Michael Scott

August 06, 2025
document uploaded by Michael Scott

July 26, 2025
edited by Michael Scott

July 26, 2025
document uploaded by Michael Scott

July 26, 2025
accepted invite for AZ Lab Consumables - 2025 by Michael
Scott

July 26, 2025

invited s2cscientific.solutions@gmail.com by Gus From
GSCE

X

02:22 PM

02:19 PM

02:16 PM

02:29 PM

02:27 PM

02:25 PM

02:19 PM

Download Document
Document v
Fields °
Compare Versions
Messages

Counterparties m v

AstrazenecaTestCcc >
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5. Send and review messages

You can use messages in Contract Collaboration to speed up communication on a contract by
communicating with all relevant parties. Using messages ensures that all communications about

a contract are saved.
Send messages:

5.1.Open your contract from the invitation email.

5.2.0n the right side of the page, select Messages.

SCIENTIFIC SOLUTIONS v |  HELP

A
AstraZeneca &

AZ Lab Consumables - 2025
; Download Document v ]
Document v
Fields o
Compare Versions
Messages

Counterparties m v

AstrazenecaTestcce >
W) Accepted

m AstraZeneca UK Ltd.
@ Scientific Solutions

Scientific Solutions >
pted

SS

5.3.In the window that appears, choose whether you want to send a message to everyone, those
in your organization, or specific recipients. To send to specific recipients, click on New to select

the recipient from a list.

Messages X

Michael Scott in 3 minutes
Recipients

Please could you provide more clarity on clause 3.2.1.

I Everyone | I

11
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5.4.Enter your message and select Post.

Messages X

Michael Scott in 3 minutes

Recipients @ New
Please could you provide more clarity on clause 3.2.1.

Everyone 1

Please also provide some additional clarity on the sustainability clauses? J

Note: Messages you send also trigger an email that contains the details of the message and the

contract it is related to.
Review sent messages:

5.1.The tabs on the left of the Messages window show you the messages that have already been

sent. Select a message section to view the messages in that section.

Messages X

o Michael Scott in 3 minutes
Recipients @ New

( Everyone 7 )

John Smith 1

Please could you provide more clarity on clause 3.2.1.

Michael Scott in 7 minutes

Please also provide some additional clarity on the sustainability clauses?

Reply to messages:

5.1.The tabs on the left of the Messages window show you the messages that have already been

sent. Select the message section to view messages.

12
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5.2.While viewing the message you want to reply to, enter your message in the Type to leave
a message box and select Post when you're done.
ETTT——— T ————— s
Messages X

Michael Scott in 3 minutes

Recipients @ New
Please could you provide more clarity on clause 3.2.1

Everyone 1

Please also provide some additional clarity on the sustainability clauses?

6. Upload and Manage Attachments

Any collaborator on a contract can upload attachments up until the time the contract has been
completed. Attached files are downloadable once they've been uploaded to the contract. Kindly note

that this attachment section should not be used to store the main contract document.

Upload an attachment:

6.1.0n the right side of the page, navigate to the Attachment sections and click on Upload Files.

Attachments v

Mo Attachments

&  Upload Files

13
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6.2.Select Browse Files and select your file.

Attachments v

>

Select Files to Upload

Browse Files

No Attachments

No Executive Summary

6.3.Select Save to upload the file.

Attachments v

@D

Select Files to Upload

Browse Files

v
Test attachment.pdf Uploaded o

v
4 >

No Attachments

No Executive Summary

Review attachments:

6.1.In the Attachments section on the right side of the page, select the attachment you want to
review to download a copy.

14
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Attachments v

Attachments (1)

Test attachment.pdf
03/19/25

& Upload Files

No Executive Summary Remove Attachment

Delete an attachment:

6.1.In the Attachments section on the right side of the page, select the attachment you want to
delete and select Remove attachment.

Attachments v

Attachments (1)

Test attachment.pdf
03/18/25

& Upload Files Download

No Executive Summary

I Remove Attachment I

7. Sign a contract online

Coupa Source to Contract will be used as AstraZeneca’s primary tool for contract signing. You will

receive an email with the link to sign the contract through Adobe Sign.

15

7.1.Click on Review and Sign in the email received.
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Signature requested on "[DEMO USE ONLY] Collaboration Tools - March 2025" ko a B
Guss GPS via Adobe Acrobat Sign <adobesign@adobesign com» 209PM (O minutesage) ¢ @ €
tome v

\l
{8 Adobe Acrobat sign

Guss GPS requests your signature on
[DEMO USE ONLY] Collaboration Tools - March
2025

Due by March 28, 2025

Please review and complete this document.

GUSS GPS
procurementazpoc +1@gmail.com

After you sign [DEMO USE ONLY] Collaboration Tools - March 2025, 3| parties will receive
2 final PDF copy.

Don't forward this email: If you don't want 1o sign, you can delegate 10 somecne =ise.

7.2.Choose your signing option. Type your name in full into the Signature box or draw your
signature with your mouse. Once you have signed, click Apply.

B & &
Disw  knage

Type Mobie

Supplier Signature

16
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7.3.Select Click to Sign. Your eSignature is automatically added to the contract and includes
information about who you are, who you signed on behalf of, and the date you signed.

Adobe Acrobat Sign

Options v

[DEMO USE ONLY] Collaboration Tools - March 2025 e 4 ]
Supplier Si 1t
supplior signature

Supplier Signature

26/03/2025

and o utize electronic Clickto Sign

7.4.You will receive a notification and an email that the contract has been successfully signed, and
you can download a copy.

17

Adobe Acrobat

A

You've signed successfully.

You finished signing "[DEMO USE ONLY] Collaboration Tools -
March 2025".

We will send the final agreement to all parties.

Save a copy for your reference.

Access the latest version of your signed document from
anywhere by saving it to your Acrobat account. To continue,

you'll need to create a free account or sign in.

&> Save a signed copy 4, Download
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What now?

Previous steps Next steps

Suppliers Guide to AZ Sourcing Events in

Coupa S2C

Suppliers Guide to AZ E-Auction Events in
Coupa S2C
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