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Suppliers Guide to AZ Sourcing Events in Coupa S2C

Audience: Supplier

Overview

B What does this guide cover

This guide covers how to participate in an RFx event run by AstraZeneca through the Coupa platform.
The content of this guide outlines the detailed approach to take when logging into the sourcing event,

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

event.
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Detailed process

1. 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.

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

AstraZeneca - Coupa (Test) Sourcing Event - AZ Lab Consumables - 2025 S @
#3373 Invitation inbox x

Coupa Sourcing Notifications <scurcing@astrazeneca-test. coupahost.coms Sat, Jul 26, 12:51PM (11 days ago) ¥ @ “ :
tome «

Powered by {}Cﬂlpa

AstraZeneca%

AstraZeneca - Coupa (Test) Sourcing Event - AZ Lab Consumables -
2025 #3373 Invitation

Scientific Solutions has been invited by AstraZeneca - Coupa (Test) to participate in a
sourcing event for AZ Lab Consumables - 2025.

Participation and submission is easy and all done within the system. Response may require
forms, attachments, price quotes, and/or descriptions of products or services.

You have been given an account on AstraZeneca - Coupa (Test)'s sourcing system to provide
your responses for this Sourcing Event. Before you can login, you need to setup your new
password here.

Your username is s2cscientific.solutions@gmail.com_27
After setting your password, please login to provide your responses.

IMPORTANT: You must setup your password within 7 days of receiving this message.

Save Time Creating Sourcing Event Responses

Suppliers with Coupa community profiles automatically populate their
information in sourcing events like these.

- ~,

( Create Profile )

8 4
~
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1.2. You will be redirected to a screen where you can choose a password. Once selected, press
Change Password.

€ > C % o upahost. _pa rd/51d2457f68e9a7c5c4f206b113e1c92660cf2abd

88 @ € W M = AZChatGPT £F UNI £3 DEV £ TEST £7 CSO-Test %3 CSO % PREP 4 PROD X Clinics [T Smarisheet @ Cornerstone @ Jaggeur CP &% Degreed [ Box -+ AskAZ  J\\ Adobe D (@ Workplace

4 >
AstraZeneca 2 What do you need Q

~ Requests Orders Invoices Community Inventory Sourcing Suppliers Contracts Reports Setup

Welcome to Coupa!

Please enter your desired password, then reenter it for verification.
Your password must be at least 8 characters. Your password must contain letters, numbers, and symbols. It cannot be the same as your last 8 passwords

Password
Password Confirmation

Change Password

1.3. Once you have chosen your password, you will be redirected to the Sourcing Response Portal:

/’\
AstraZeneca -~ o &

Claim your profile to amplify trust with current and future customers. : :

Welcome to your Sourcing Response Portal!

£ (-

Supplier has been invited by AstraZeneca - Coupa (Test] o participate in a sourcing event for AZ Lab C: -2025 cipation and is easy and all done within the system Response may require forms, attachments, price quotes and/or
descriptions of products of services

All Sourcing Events

Event# Event Name Start Date End Date Status Type Responses
I 353 AZ Lab Gonsumables - 2025 08103725 0818725 Prod RFP 0
3425 AZ Marketing Systems - 2025 08103125 08/03/25 Evaluation complete RFP 1

1.4. From this page you can:

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

e Search for specific events using the search bar 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.

e Filter event results by customer, status, and other fields.
These options and more can be accessed through the main page of the event.

2. 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.
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2.1. 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 RFx — auction.

Lab Consumables - RFP ... - Event #1592 :crwe

Claim your profile to amplify trust with current and future customers.

Event Ends ELE EE
days hrs

Supplier has been invited by AstraZeneca - Coupa (Test) to participate in a sourcing event for Lab Consumables - RFP - 2025. Participation and submission is
easy and all done within the system. Response may reguire forms, attachments, price quotes andfor descriptions of products or services. If you have responded to the
event, please ignore this message.

Event Info

Do you intend to participate in this event?

Indicate your intent to participate. Buyer will be nofified of your intent.

Do you intend to participate? | Choose an answer ~

2.2. Intention to Participate: As a supplier, you are required to indicate your intention to
participate. If you wish to proceed with the event, select | intend in the dropdown and click on
Submit.

Event Info

Supplier has been invited by AstraZeneca - Coupa (Test) to participate in a sourcing event for Lab Consumables - RFP - 2025. Participation and submission is
easy and all done within the system. Response may require forms, attachments, price quotes and/or descriptions of products or services. If you have responded to the
event, please ignore this message.

Do you intend to participate in this event?

Indicate your intent to participate. Buyer will be notified of your intent.

Do you intend to participate? | | intend ~ m

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

Once you are ready, click on Submit.
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Supplier has been invited by AstraZeneca - Coupa (Test) to participate in a sourcing event for Lab Consumables - RFP - 2025. Participation and submission is
easy and all done within the system. Response may require forms, attachments, price quotes and'or descriptions of products or services. If you have responded to the

event, please ignore this meszage.

Do you intend to participate in this event?

ndicate your intent to participate. Buyer wi

be notified of your intent.

Do you intend to participate?

* Reason

| decline

Unable to participate at this stage.

2.3. 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.

Accept Terms and Conditions

Do you accept these Terms and Conditions?

® Yes
O No

Terms and Conditions

Bidder_Agreement_and_Rules_of Engagement_2025 pdf

Send to Event Owner

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.

Accept Terms and Conditions

Terms and Conditions Do you accept these Terms and Conditions?

™y

Bidder_Agreement_and_Rules_of_Engagement_2025 pdf ) Yes
® No

Rejection Comment *

‘We are not able to agree to clause 3 at this stage.

A

Send to Event Owner

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

acceptance is binding, i.e. it is not possible to change a 'Yes' into a ‘No’ once it is submitted.
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2.4. Event Information & Bidding Rules:
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.

O Event Information & Bidding Rules O Buyer Attachments

Event will end at the Event End Time.

Your responses are viewable by buyer once submitted

Buyer may choose to award individual line items

2.5. Timeline: The Timeline shows the start of each of the phases with the duration of the phase
displayed underneath.

Timeline

- =
Mar ~ Event Start Event End
EZ3 12:59 PM Europertondon 6  12:57 PM Europeilondon
14d : 22h : 57min 00:00

2.6. 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.

Instant Messages @ ~

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.
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Instant Messages (0
Search
'Y
v

Please could | get an extension on the submission of the RFP|

iy Attach files

Send Message

Having Technical Issues? Contact sourcing suppon@coupa.com

You can view a history of all your messages sent from this window.

Instant Messages

Search
a
Robyn Lid Supplies a fe conds ago
Please could | get an extension on the submission of the RFP.
v
Type new message
y,

&Aﬂach files Send Message

Having Technical lssues? Contact sourcing.support@coupa.com

3. 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.

Timeline
» -

Mar Event Start \[}| EventEnd
23 12:59 PM EuropelLondon 6 | 12:57 PM EuropeiLondon
14d : 22h : 5Tmin 00:00

You may be required to complete the following sections:
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3.1. Attachments: The buyer may provide you with further information about the event 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.

Eventinfo My Response

Attachments ~
ISO Certifications Response to IS0 Certifications
Instructions Attachment *
Please use this section to uplead your IS0 certifications. Add File
Attachment
None

2. Browse for the file. It is submitted once you select it.
Event Info N'y Response

Attachments ~

Your response

ISO Certifications Response to I1SO Certifications
Instructions Attachment *
Please use this section to upload your ISO certifications. Add File

' 1SO_Certification_9001 pdf
Attachment

None

To delete an attachment:
1. Hover your mouse over the attachment and click the red cross icon.

Event Info My Response

Attachments ~
ISO Certifications Response to ISO Certifications
Instructions Attachment *
Please use this section to upload your ISO certifications. Add File
Attachment I ' 1SO Cerification 9001 pof o I

None
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3.2. Forms: There can be several forms in an event to gather qualitative or technical information
from you as the supplier about your capabilities and information. Submit your answers to each
question.

Eventinfo My Response

Attachments 5

:
| 1. Sustainability Requirements A~

Please answer the questions below.

Sustainability Requirements

All our partners are expected to meet sustainability standards as a pre-requisite for working with us.

For more information about why this is important, visit our Sustainable Procurement page, and for supplier specific support on
how to comply with our sustainability expectations, explore the Supplier Sustainability Hub.

* Supplier will work | Accept ® o~
transparently and
disclose Sustainability-
related information to
enable AZ to fulfil
reporting requirements
under relevant laws
and to demonstrate
that Supplier will
enable AZ to deliver its
Sustainability goals
and targets.

—
Sustainability goals and targets can be viewed at AstraZeneca Sustainability

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

questionnaires.
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*Where AZ requires | Accept x v
key performance
indicators (“KPIs") to
monitor and improve
Supplier's ESG rating,
Supplier undertakes to
agree KPls to help
scale up positive
changes and time-
bounded
improvements in-line
with AZ’s global
Sustainability
commitments.

Do you produce a | Yes ® o~
Human Rights
statement and/or
Modern Slavery
statement?

Please provide | Choose file | Human Righ...cy - 2025.pdf

evidence of the Human
Rights statement
and/or Modern Slavery
statement.

‘= |tems and Services ~

Import from Excel Save Submit response

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.

10
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This is the section where you specify the commercial pricing of specific items or services. Depending on

the setting of the RFx, you may be able to edit and update your responses while the event is still open.

‘= |tems and Services

Event Ends 'L‘ EE
S hrs

Capacity

Expected 0.00 USD
Quantity

Expected Quantity x Price per Lot

& Gloves

Expected Quantity * Price per Unit
500 BX - Box

& Face Masks

Expected Quantity * Price per Unit
500 BX - Box

Plasticware

* Currency
UsD

* Currency

UsD

0.00 USD
Expected Quantity x Price per Unit

0.00 USD

Expected Quantity x Price per Unit

0.00 USD

Expected Quantity x Price per Lot

& Plastic Cylinders

Expected Quantity * Price per Unit
500 EA - Each

& Plastic Flask

Expected Quantity * Price per Unit
500 EA- Each

* Currency
usb

* Currency
UsD

0.00 USD
Expected Quantity x Price per Unit

0.00 USD
Expected Quantity x Price per Unit

11

Import from Excel

Save Submit Response

4.1. 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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Expected 0.00 USD
Capacity Quantity

1lot Expected Quantity x Price per Lot

& Gloves

Need By Date Ship To Address Details Request Details
31/05/2025 Mo address sele No Request Details Present
Expected Quantity * Price per Unit * Currency

500 BX - Box usb ~

Supplier Iltem Name Item Description ID/Part Number Lead Time (days)

Attachments
Add File 1URL | Text

& Face Masks

0.00 USD
Expected Quantity x Price per Unit

Import from Excel Save Submit response

4.2. Repeat the same process for all items marked as mandatory. Once you have inputted all your

pricing and information, click on Submit Response.

Plasticware

8,500.00 USD

Expected Quantity x Price per Lot

= Plastic Cylinders

Expected Quantity
500 EA- Each

= Plastic Flask

Expected Quantity
500 EA- Each

4 500.00 USD
Expected Quantity x Price per Unit

>
* Price per Unit * Currency
9 usD ~
4,000.00 USD
Expected Quantity x Price per Unit
>
* Price per Unit * Currency
8 usD ~

liems Not In Lots {0 items)

* Required fisld

Total 28,500.00 UsD

Import from Excel Save Submit response

12
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4.3. Once your response has been submitted, you will receive a notification.

4.4, To edit your response, click on Edit Response.

Plasticware

Expected
Capacity Quantity
1 1lot

Response submitted to Buyer b 4

8,500.00 USD

Expecied Quantity x Price per Lot

& Plastic Cylinders

Expected Quantity Price per Unit
500 EA- Each 9.00

& Plastic Flask

Expected Quantity
500 EA- Each 8.00

Price per Unit

Iltems Not In Lots (0 items)

Currency
usD

Currency
usb

4,500.00 USD

Expected Quantity x Price per Unit

4,000.00 USD

Expected Quantity x Price per Unit

Total  28,500.00 USD

4.5. Once you had made your changes, click on Submit Response.

Plasticware

Expected
Quantity
1 lot

Edit Response

8,500.00 USD

Expected Quantity x Price per Lot

13

& Plastic Cylinders

Expected Quantity
500 EA- Each 9

*Price per Unit

& Plastic Flask

Expected Quantity * Price per Unit

500 EA - Each 5

*Currency

UsD ~
* Currency

UsD ~

4,500.00 USD
Expected Quantity x Price per Unit

4,000.00 USD
Expected Quantity x Price per Unit

Iltems Not In Lots (0 items)

*

Total 28,500.00 USD

Import from Excel

Save Submit Response
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5. 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:

5.1. Select Import from Excel.

Expected 7,000.00 USD
Plasticware Capacity Cuiantity

1 lot Expected Quantity x Price per Lot

4,500.00 USD

& Plastic Cylinders
Expected Quantity x Price per Unit

>
Expected Quantity *Price per Unit * Currency
500 EA- Each 9 UsD ]
- 2,500.00 USD
= Plastic Flask
Expected Quantity x Price per Unit
>
Expected Quantity * Price per Unit * Currency
500 EA- Each 5 UsD ~

Items Not In Lots (0 items)

Total 27,000.00 USD

L) History >

Import from Excel Save Submit Response

5.2. Click on Response Template to download the template.

Steps for uploading your response in Excel
1. Download theNule: This template will only work for this event)
2. Fillin or update the Excel file.
Fields marked with a ™" are mandatory. Do not unlockiunpratect the Excel file if you plan to upload it.
Values in the uploaded file will replace anything currently saved to your response.
Once you click "Start Upload” values in the excel file will be saved, but not submitted.
Once upload is complete, review your response and click "Submit." Your response will not be sent until you do so.
3. Load the updated file
No file chosen

Uploading will only save your response. You must click "Submit” to send it to the buyer.

Start Upload
¥

5.3. Open the file and enter your data.

You will have separate tabs covering the Items & Services as well as the Forms. Mandatory information

is marked by a ‘Yes” in ‘Required’ column.
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Lot  |LotFields Item / Service |Item / Service Fields Supplier Response Field
Expected Quantity Item Description Expected Quantity _ |Unit of Measurement m Unit Bid Price Bid Price Cu
Lot Name (Text] M (Integer] M Quantity Note (Texthdl (Text Ml (Number) Ml (Text M Need by Date (Date il (Number) Ml (Text)

PPE

1 Gloves 500 BX - Box 05/31/25 15|USD

PPE 1 Face Masks 500 BX - Box 05/31/25 25|UsD

Plasticware 1 Plastic Cylinders 500 EA - Each 05/31/25 9|UsD

Plasticware 1 Plastic Flask 500 EA - Each 05/31/25 5/UsD
Items and Services = Lots | Forms (O] i o4 >

5.4. Save the file on your computer. Go back to your Coupa portal and click on Choose File to

upload your bid file.

Steps for uploading your response in Excel
1. Download the Response Template (Note: This template will only work for this event)
2. Fillin or update the Excel file.
Fields marked with a ™" are mandatory. Do not unlockiunprotect the Excel file if you plan to upload it.
‘Values in the uploaded file will replace anything currently saved to your response.
Once you click "Start Upload” values in the excel file will be saved, but not submitted.
Once upload is complete review yvour response and click "Submit." Your response will not be sent until you do so.
3. Load the updated file

Choose file |No file chosen

Uploading will only save your response. You must click "Submit” to send it to the buyer.

Start Upload
A

5.5. Click on Start Upload.

Steps for uploading your response in Excel
1. Download the Response Template (Mote: This template will only work for this event)
2. Fill'in or update the Excel file.
Fields marked with a ™" are mandatory. Do not unlockiunprotect the Excel file if you plan to upload it.
‘Values in the uploaded file will replace anything currently saved to your response.
Once you click "Start Upload” values in the excel file will be saved, but not submitted.
Once upload is complete, review your response and click "Submit." Your response will not be sent until you do so.
3. Load the updated file

Choose file | Mo file chosen

Uploading will only save your response. You must click "Submit” to send it to the buyer.

Start Upload

5.6. Agreenreceipt appears when the upload is successful. Verify that the updates are as intended.

Excel import successful. Remember to submit your changes below. X

5.7. Click on Submit Response to complete the upload submission.

15
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Expected 7,000.00 USD
Plasticware Capacity CQuantity
_ 1lot Expected Quantity x Price per Lot
- - 4,500.00 USD
& Plastic Cylinders
Expected Quantity x Price per Unit
>
Expected Quantity *Price per Unit * Currency
500 EA- Each 9 UsD -
- 2,500.00 USD
® Plastic Flask
Expected Quantity x Price per Unit
>
Expected Quantity *Price per Unit * Currency
500 EA- Each 5 UsD -

Items Not In Lots (0 items)

Total  27,000.00 usD

L) History >

Import from Excel Save

6. 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.

v

Scientific Solutions

Response - Scientific Solutions - #1652, Total amount 500,400.00 USD more details

Scientific Solutions

Supplier Scientific Solutions saved their response

Suppher Scientific Solutions changed Cost Element Values on line tem #2 Platform Maintenance from None to labor_cost: 200.00, material_cost: 200.00, Hour: 1.00
Suppher Scientific Solutions changed Price Amount on line item #2 Platform Maintenance from None to 400.0
Supplier Scientific Solutions changed Price Amount on line item #1 Marketing Software Full License from None to 500000.0

Scientific Solutions

Supplier clicked on all Terms & Conditions checkboxes and ciicked the Enter Response button
Supplier Scientific Solutions has accepted 1 of 1 Terms and Conditions.
Supplier Scientific Solutions intends to respond to the sourcing event

16

Export History
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7. lLanguage Settings

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

settings for the online view.

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

Claim your profile to amplify trust with current and future customers. : :

Welcome to your Sourcing Response Portal!

Supplier has been invited by AstraZeneca - Coupa (Test) to participale in a sourcing evenl for AZ Lab Consumables - 2025, Participation and submission is easy and all done within the system. Response may require forms, attachments, price quotes andior
descriptions of products or services.

All Sourcing Events

\.ﬁew -,A\u - _s_wm. Fs)

Event # Event Name Start Date End Date Status Type Responses.
I 353 AZ Lab Consumables - 2025 08/03/25 08/18/25 Prod RFP 0
3425 AZ Marketing Systems - 20256 08/03/25 08/03/25 Evaluation complete RFP 1
3377 AZ Lab Consumables - 2025 07126125 081025 Prod RFP 1
3376 AZ Lab Consumables - 2025 07126125 07126125 Complete RFP 1
3373 AZ Lab Consumables - 2025 07126125 08/10/25 Prod RFP 0

Perpage 15 | 45 | 90

Zzcoupa
Total Spend Management - Make Margins Multiply @ English (United States) b Accessibility

7.2. Select your preferred language, region and click on Save Language & Region.

Language and Region Settings X

Choose the display language and the date, time, and number format used by Coupa.

Language English ~

Region ' United States v

CSV File Field = Auto-detect v
Separator

Preview
Long Date March 22, 2025
Short Date 03722725
Time 1227 PM
Number 9,876,543.21

CSV File Field Comma (,)
Separator

Note: Changing these settings will cause the page to reioad. Be sure to save any changes you've
made before you continue.

Cancel Save Language and Region
7
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What now?

Previous steps Next steps

Suppliers Guide to AZ E-Auction Events in
Coupa S2C

Suppliers Guide to AZ Contracting Events in
Coupa S2C
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