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Suppliers Guide to AZ eAuction Events in Coupa S2C  

Audience: Suppliers 

 

Overview 

 

What does this guide cover 

This guide covers how to participate in an eAuction event run by AstraZeneca through the Coupa 

platform. The content of this guide explained a detailed approach to logging into the sourcing event, 

accepting terms and conditions, reviewing event information and the submission of bids during an 

eAuction event.  
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Detailed process 

 

1. Types of eAuction events 

Auction Type Events:  

Reverse auctions are eAuctions where suppliers submit online bids to compete against each other. This 

is used to drive best price based on specific AstraZeneca set parameters.  

1.1. Reverse English Auction:  

An English reverse auction is a sourcing event characterized by direct dynamic feedback to the suppliers 

on their position in the competition. The lowest bid at the end of the auction is marked as the winner 

on the item or lot. To ensure that the price develops in a fair and efficient way, bidding rules are applied 

to prevent increases or too small improvements of the offered prices. 

1.2. Reverse Dutch Auction:  

The Dutch auction is a clock auction. The buyer gives each item a start price which is lower than the 

expected buying price. As soon as the auction starts, the price is continually increased with time by 

a pre-set amount. The supplier to first accept the call-out price is marked as the winner. Prices are 

governed by the buyer and bidders must acknowledge the price.  

Dutch auctions may be used when competition is poor, e.g. you have only a few suppliers, or when you 

suspect a wide spread of prices, since the setup resembles a sealed bid event.  

1.3. Reverse Japanese Auction:  

The Japanese auction type is also a clock auction. The buyer sets a start price which is higher than the 

expected buying price and the suppliers must accept the call-out price in each step. The last remaining 

active bidder is marked as the winner.   

Suppliers can choose to walk away as prices decrease, fostering a competitive atmosphere.  
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2. Getting Started – Invitation to Event & Log In 

If you are invited to participate in a sourcing event, you will receive an email invitation. This email will 

contain the title of the event, your supplier username and a link to set up your password.  

2.1. To set up your password, click on the link in the email as shown below. 

 

2.2. You will be redirected to a screen where you can choose a password. Once selected, press 
Enter. 
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2.3. Once you have chosen your password, you will be redirected to the Sourcing Response Portal: 

 

From this page you can:  

1. See more information about the event, including start and end dates, status, and more.  

2. Search for specific events using the search bars in the platform. Event search bar is located at 
the top right corner of the table of event results. You can search for events using their name or 
identification number.   

3. Filter event results by customer, status, and other fields.  

These options and more can be accessed through the main page of the event. 

 

3. Participate in a sourcing event 

Select an event to see more details about it. Depending on the event, you can see one or more sections 

as described below. The setup may differ between events and buyers, so all sections and fields 

described below may not be shown in all events. 

3.1. Countdown Timer: The Countdown timer at the top right shows the time to closing or to the 

opening of an auction step, if the event setup is an eAuction.  
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3.2.  Intention to Participate: As a supplier, you are required to indicate your intention to 

participate.  

If you wish to proceed with the event, select I intend in the dropdown and click on Submit.  

If you are not able to participate in the event, select I decline and provide a reason for declining. Once 

you are ready, click on Submit.  
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3.3. Accept Terms and Conditions: You must accept all Terms and Conditions to gain access to the 

event details.  

Select Yes and click on Send to Event Owner to move forward with the sourcing event.  

If you are not able to accept one or more of the conditions, click ‘No’ and give a brief explanation in the 

mandatory comment field to help the procurement professional understand your choice. Click Send to 

Event Owner to submit.  

Should you change your mind, you may change your No into a Yes and re-submit.  

Note: The acceptance is binding, i.e. it is not possible to change a Yes into a No once it is submitted. 

3.4. Event Information & Bidding Rules & Buyer Attachments: 

The conditions for the event are listed in the Event Information & Bidding Rules section. It is important 

to read and make note of this section as it will explain how your ranking is shown and bidding rules that 

may apply to the submission of new bids for the duration of the event.  

Additional information about the process and scope may be provided for download in the Buyer 

Attachments section. Read all information carefully. 
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3.5. Timeline: The Timeline shows the start of each of the phases with the duration of the phase 

displayed underneath. 

3.6. Instant Messages: If you have any questions or are required to contact the event team during the 

event, you can use the Coupa Instant Messages functionality.  

The instant messaging feature was designed to communicate directly and instantaneously with event 

organizers and facilitate quick and effective interaction, allowing for the resolution of queries or 

clarification of event details in real-time. 

Note: This is the preferred method of communication for suppliers with the event team to ensure all 

communication is kept in a central location.  
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To send a message, type your message in the text box. If you need to attach a file, you can do so using 

the Attach files link. Click Send Message to send this to the Event Team.  

You can view a history of all your messages sent from this window.  
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4. Responding to requests for attachments and completing forms  

Only once you have submitted your acceptance of all Terms and Conditions and read through all the 

event information, the Enter Response button at the bottom of the page becomes available to you. 

Click it to get to the My Reponses page where you find the event details.  

You may be required to complete the following sections: 

4.1. Attachments: The buyer may provide you with further information about the items in attached 

files. You may also be requested to respond by submission of a file. 

To upload an attachment:  

1. Click the File link in the Your Response section in the right. 

2. Browse for the file. It is submitted once you click it. 

 



            COUPA S2C SOURCING eAuction  

                    

 

10 

   

 

To delete an attachment: 

1. Hover your mouse over the attachment. Click the red cross icon. 

 

4.2. Forms: There can be several forms in an event to gather qualitative information from you as 

the supplier about your capabilities and information. Submit your answers to each question.  

 

Once all mandatory questions have been answered, click Save at the bottom right of each of the 

questionnaires. 
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Note: If you have previously participated in a sourcing event with AstraZeneca, any forms or questions 

that have already been responded to will be auto populated with your previous response. Please review 

the content of your response to ensure it is still up to date.  

 

5. Submitting bids for Items & Services – Online in Coupa 

This is the section where you specify and price your offers. During an eAuction, you will receive feedback 

and information on your rank per Item, Lot and Overall, according to the information that was provided 

in the Event Information & Bidding Rules section.  

You may submit multiple responses throughout the event duration, provided each new bid adheres to 

the minimum improvement requirement. 
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5.1. Click an item to open it. The requested input may vary depending on what is sourced. There 

may also be additional item-specific questions from the buyer. Complete all mandatory fields 

and provide additional information regarding your bid for the item and click on Save.  
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5.2. Repeat the same process for all items marked as mandatory. Once you have inputted all your 

pricing and information, click on Submit Response.   
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5.3. Once you have submitted your response, you will see that a ranking has been assigned to each 

item, lot and indicates your overall placement.  

5.4. You can edit your responses and pricing. However, for the new price to be ranked, you need to 

click on Submit Response after you have updated. If you don’t hit submit, you will see a new 

message appear saying Edited price not ranked. 
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6. Submitting bids for Items & Services – Bulk Excel Upload 

For multiple items, it might be easier to enter prices and specifications offline in an Excel form and 

submit the offers in bulk. To enter a bulk submission in an event, follow the steps below:  

6.1. Select Import from Excel. 

6.2. Click on Response Template to download the template. 

6.3. Open the file and enter your data. The first tab is for the item pricing, the second one contains 

the Questionnaires, if any. 
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6.4. Save the file on your computer. Go back to your Coupa portal and click on Choose File to upload 

your bid file.  

6.5. Click on Start Upload.  

6.6. A green receipt appears when the upload is successful. Verify that the updates are as intended. 
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6.7. Click Submit Response. 

7. History 

You can see a log of your submissions and other activities by selecting History at the bottom of the 

My Responses page. You also can export the history by clicking on the Export History button. 
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8. Language Settings 

At the bottom of the page of the Sourcing Response Portal, you can select your preferred language 

settings for the online view.  

8.1. Click on the indicated link below to edit and change your language and region settings.  

 

8.2. Select your preferred language, region and click on Save Language & Region.  
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What now? 

 

Previous steps   Next steps 

Suppliers Guide to AZ Sourcing Events in 

Coupa S2C  

 

 Suppliers Guide to AZ Contracting Events in 

Coupa S2C 

   

   

   

   

   

   

   

   

 

 

 

 

 

 

 

 


