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Sourcing events (RFQ, RFP)

10

✓ Response to an invitation for a quotation or bidding event

✓ Using the message option to communicate with Glencore

✓ Uploading information from an Excel file

✓ Notification of event results if selected



Throughout this section, you will learn how you will receive an invitation to participate in an event

NOTE: The invitation will arrive from 
Glencore for sourcing events.

2

You will receive an invitation from Glencore  
to participate in an RFQ, RFI or RPF in your 
e-mail inbox.

1

To enter the event, select the View Event 
option.

2

1

a Select “I intend to participate” if you do 
not yet wish to enter the event but 
want to participate in the event at some 
point. 
Glencore will be notified that you will 
participate.

a
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10.1 INVITATION TO BIDDING EVENT OR QUOTATION



For this section we will learn how to participate in the event

If you intend to participate you should check the box in the 
Intent to Respond section.

2

In the Attachments section you will find relevant attachments 
for the event information.

3

In the terms and conditions section you will find the 
corresponding information. You must accept the terms and 
conditions to continue

4

In the event information section you will find basic information 
and event details.

1

NOTE: The time of the event can be seen 
in the upper right-hand side in a blue box.

1

2

3

4
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10.2 EVENT INFORMATION



5

6

7

The message section is available to communicate with
Glencore. It is the authorized channel

6

To continue with the process and see the details of the
event, select the option to enter the answer.

7

In the deadline section you will find the time of the
event.

5

NOTE: The message option will be 
enabled during the time the event is active.
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10.2 EVENT INFORMATION



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

1

The orange color in the My Response tab refers to the
field of work as a supplier.

2 In the attachments section you will find the files sent by
Glencore which you must provide your response for.
Some of them are mandatory

3

3

NOTE: Attachments can be multiple, 
some of them are mandatory and 
others are optional

2

1

In the your response section, you can attach the
corresponding files.
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10.3 RESPONSE TO THE EVENT



4a. Attachment management, In this section you will see how to download and upload attachments

1

You will need to complete the requirements and save them
to your computer.

2

To upload your files in the section of your response, select
add files.

3

In the information section provided by the buyer, select the
attached files to download them.

1

3

NOTE: It is recommended to save the file 
with the same name it was sent under. 

Attach the files that are part of the response. Verify that
they are uploaded correctly

4

4

COUPA TRAINING COUPA SUPPLIER PORTAL (CSP) | 7

10.3 RESPONSE TO THE EVENT



4b. Management of questionnaires, articles and batches, in this section we will see how to respond to the questionnaires, 
items and batches

1

2

In the items and lots section you will find the fields to add
prices, descriptions and related information.

2

In the questionnaires section you will find questions
associated with the event. It is optional for Glencore to add
them. You will be able to find:

1

a

b

a Question with Text field , True and false questions

b Annexure of additional documents

c Open and multiple choice questions

a You can populate the fields directly in the event

b You can export the information to Excel to
complete it and import in bulk.
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10.3 RESPONSE TO THE EVENT



4b. Management of questionnaires, articles and batches- how to respond to the form that is exported with 
the detail of the items & batches

Once the form is complete, you must save it2

Fill in the required information in the cells indicated
in white color.

1

NOTE: The space for your answer is the 
blank cells. 
Remember that the file must be saved 
with the name that is downloaded.

1

2

To download the response template & upload your
files, in the section of your answer, click on import
from Excel

3

3
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10.3 RESPONSE TO THE EVENT



Once the file is complete, you must save it in the computer 
with the same name with which it was downloaded.

NOTE: The template uploaded will 
only work for this event.

4

Click on choose file to upload the file5

6

7

A green box will appear with a notification that the 
file upload was successful. Verify the data in the 
items and batches section.

7

4 A notification box will appear with information related 
to the file. Click on Download the Response template

Click on Start Upload6

5

4

4b. Management of questionnaires, articles and batches- how to respond 
to the form that is exported with the detail of the items & batches

Successfully uploaded
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10.3 RESPONSE TO THE EVENT



1

2

The change in the event is displayed2

An email will arrive in your inbox with the notification
of what was changed.

1

You must enter the event, complete the additional
information and send it to Glencore.

NOTE: You will receive notifications 
when the event has been changed as well 
as when the time is about to expire. If the 
event changes you will have to adjust 
your responses accordingly.

4c. Changes in bidding and quoting events
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11.3 RESPONSE TO THE 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.

1

Click submit response to buyer to send your response
to Glencore

2

NOTE: Glencore will only be able to 
visualize the answers once the time has 
expired, that is why you can send your 
answer more than once, the last one you 
send is the one that Glencore will be able 
to visualize.

1

2
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10.4 SEND BID TO QUOTATION



This section will explain how you will be notified if you have been selected as a winner of the even

An email from Glencore will be sent to you with the 
respective notification. This email will be sent by the 
buyer

1

The communication will continue by this means, if the 
result is a contract, see the contracts module.

2

NOTE: If you have any questions or 
comments, you should contact the 
buyer indicated in the event.

COUPA TRAINING COUPA SUPPLIER PORTAL (CSP) | 13

10.5 NOTIFICATION OF RESULTS



Additional support

✓ Coupa Guides 

✓ Glossary 



Dedicated to suppliers on success portal and available directly on CSP

Coupa Success Portal Information

https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal

Purchase Orders

https://www.coupa.com/success/purchase-orders

Invoices

https://www.coupa.com/success/suppliers-invoices

SUPPLIER PORTAL GUIDES
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https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal
https://www.coupa.com/success/purchase-orders
https://www.coupa.com/success/suppliers-invoices


• CSP: Coupa Supplier Portal means suppliers will be able to make inquiries and upload information related 
to their invoices. The CSP also allows monitoring the invoice payment status, including payment problems. 
In addition, all related notifications will be sent to the registered email account.

• Change request: Make change requests on a purchase order, it can be for example price or quantity. 

• Credit note: Document through which you can cancel invoices previously made.

• Invoice: Through Coupa you will have the possibility to generate an invoice against a purchase order (PO) 
and be able to follow it up

• Sourcing Event: RFx Events consist of Request for Information, Request for Quotation, and Request for 
Proposal defined by one buyer and many sellers.

Glossary
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RFX: RFI, RFQ or RFP

• RFI: Request for Information. Type of sourcing event used to collect qualitative information about suppliers 
or initiatives.

• RFQ: Request for quotation. Type of sourcing event that is used to obtain specific prices for products or 
services

• RFP: Proposal request. Type of sourcing event used when the product or service you obtain is complex in 
nature and requires a qualitative and quantitative assessment of the suppliers.

• Lots: Group of Items/Services That Need to Be Purchased Together from the Same Provider.

• Items: Lists of items to be procured. These can be set-up to be purchased together or from multiple 
suppliers if needed.

• GC/GA/GZ - ______: Taxonomy that users must follow for the names of sourcing events ( GC _Glencore 
Coal /GA Glencore Alloys/ GZ Glencore Zinc) 

• Questionnaire: Form that the supplier must complete with the options indicated (checkbox, text, 
attachments, or radio buttons) for further evaluation in the event evaluation process. 

Glossary
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We are here to
support you every 
step of the way.

QUESTIONS?

Project “Fusion”
Key Contact

ZincFusionSupplier@glencore.ca

mailto:ZincFusionSupplier@glencore.ca

