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Your screen in Coupa may differ slightly from this training, but the steps to complete
the activity will be the same.

Purpose

This Quick Reference Card (QRC) explains how to Respond to Forward Auction Event
(Suppliers). It is intended to support incumbent and prospective Kimberly-Clark Suppliers while
performing the following tasks in CSO:

e Task 1: Access the Coupa Sourcing Optimization tool
e Task 2: Update your Account Information
e Task 3: Respond to a Sourcing Event

This QRC focuses on specfic call outs to complete to Respond to Forward Auction Event
(Suppliers). Please reference the Respond to a CSO Event (Suppliers) QRC to follow the log
in steps and how to update your account information to properly sign in.

Respond to a CSO Event

1. After logging in successfully, review the list of Your Events.

a. Your Events contains a list of all open events that you have access
to in the portal.

b. If this is your first time responding to a sourcing event with Kimberly-
Clark in CSO, you will only have one event available.

2. Click the appropriate Sourcing Event.
a. The most recent event will be displayed at the top.

)
iy o Logged in as Jorge Atarama | & Supplier ~ | Logout B English -
4 Forward Auction - From Zero 2 - Event Overview

Welcome Jorge Atarama

il , Your User Information Your Company Information /:/ Change Your Password
Click here to view and edit your user information Click here to view and edit the information & Click here to enter a new
(email address etc.) about your company. password
Your Events
Event InformationPhase Status Start Time * Closing Time *
@ Forward Auction - DEMO RFQ LgView information Oct 6, 2022, 4:38  Oct 20, 2022, 6:48
PM

3. If the event was created with any gating functionality, you may be required to complete an
action item before being allowed into the event. An example of a gating step would be to
download, review, and agree to event terms before participating.

a. Tip: If there are no gating requirements for the event, you will be
directly routed to the Event Overview page.
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4. If applicable, download and review the Agreement Documents.

5. If applicable, select the Confirmation checkbox if you have read and agree
to all terms as stated in the Agreement Documents.
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6. If applicable, click Participate.

a.

If you choose not to participate in the event, you will be required to
submit a reason for declining.
i"“.coupa Logged in as Jorge Atarama |

& Supplier v | Logout

B English ~
# Forward Auction - DEMO - Event Overview

Event Overview [Forward Auction - DEMO]

The Event is currently in a Request For Quote Phase.

You are required to download and read the terms and conditions.
1. Click the link below to view and download the terms and conditions.

2. When you have read the documents, tick the checkbox below to confirm that you have read them.

I ’ Click here to download the terms and conditions. I

I | confirm that | have read and agree to all of the terms, as stated in the terms and condltlons.l

‘;:l Participate ‘leecline ‘

* All times are displayed in your current time zone: Central European Summer Time

7. Once the document has been downloaded, the Downloaded checkbox will
be marked automatically.

NP
> -
W Cou pa Logged in as Jorge Atarama |

& Supplier | Logout

B English ~
4 Forward Auction - DEMO - Event Overview

Terms and Conditions

Terms and Conditions [EECR:ENS

Name D ded Size ip Last modified
& | Baselinexlsx {4 9kB Sep 22, 2022, 9:41:08 PM Greenwich Mean Time
3 30 |Items 1 tot1of1
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8. Once you go back to the previous page, mark the check box and click the
Participate button.

a. Note: Repeat the process with any additional documents you
need to download.

Logged inas Jorge Atarama | & Supplier ~ | Logout B English ~
# Forward Auction - DEMO - Event Overview

Event Overview [Forward Auction - DEMO]
The Event is currently in a Request For Quote Phase.
You are required to download and read the terms and conditions.

1. Click the link below to view and download the terms and conditions.
2. When you have read the documents, tick the checkbox below to confirm that you have read them.

3 Click here to download the terms and conditions.

I | confirm that | have read and agree to all of the terms, as stated in the terms and conditions. I

{ ;\] Participate 'lleecline

* All times are displayed in your current time zone: Central European Summer Time

9. Once you reach the Event Overview page, review the current Event Phase.

a. The phase of the event will determine what you can see and do. In
this example, the event is in a Request for Quote Phase so we will
be able to submit a response. Once an event reaches the evaluation
phase, you will no longer be able to submit a response of any kind.

10. Review the Mandatory Actions message, including the submission deadline date.

a. Critical: Any new or updated responses will not be accepted after
the date and time of the deadline.

11. Review the Required Actions and Completion Status.
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12. Review the Options menu.

13. If applicable, click Decline to Participate if you no longer wish to participate in the
sourcing event. In this example, we will not decline to participate.

a. Reminder: You will be required to enter a reason or justification for
declining to participate in an event.

14. If desired, click View Documents.

a. View Documents provides quick access to all documents provided
by the event to be downloaded as well as all the completed forms
that you have submitted in the current phase.

15. Once in the event, click on Place Bid.

NV
> %
4‘4‘\ COupa Logged inas Jorge Atarama | & Supplier ¥ | Logout 5 English ~

# Forward Auction - DEMO - Event Overview

Event Overview [Forward Auction - DEMO]

Options The Event is currently in a Request For Quote Phase.

Decline t ticipat:
e Lo 4oy Review the mandatory actions below and complete them before Oct 20, 2022, 6:48:32 PM
View invited colleagues

View documents
Ask a Question Required Action Status Completed on
3 Place Bid (required) @ NotOK
Statistics y =
There are 2 items in this
event. & You confirmed that you accepted the terms for this event and will only take part in the event if you agree to the

terms contained there. Confirmation date: Oct 6, 2022, 4:38:49 PM
You have not placed any

bids.
@ You confirmed that you have read the information documents: Oct 6, 2022, 4:39:13 PM

* All times are displayed in your current time zone: Central European Summer Time

16. On the Place Bid screen, select Go to Online Bidding.

NV
> K <
LN Cgupa Logged in as Jorge Atarama | & Supplier ~ | Logout & English ~

# Forward Auction - DEMO - Event Overview

Your Bidding in Phase [RFQ]

»_ Time to Next Closing (1 Item): 2 weeks 2 hours
L% (All bidding ends Oct 20, 2022, 6:48:32 PM Central European Summer Time)

You can place bids on-line: You can download your existing bids: ¢ Back

Go to online bidding *'Download the Excel form and save it on your computer.
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17. The bid sheet will appear. Open item per item as you wish to bid.
a. Note: Once you bid, the rank and optional feedback fields will appear.

| Logout 85 English ~

NV
> -

{’,‘\‘ Coupa Logged in as Jorge Atarama | & Supplier -

#F Forward Auction - DEMO - Event Overview

Your Bidding in Phase [RFQ]
Time to Next Closing (1 Item): 2 weeks 2 hours
£, J0Y]] bidding ends Oct 20, 2022, 6:48:32 PM Central European Summer Time)

E] Bidding Rules for Placing New Bids
Min improvement (best prices) on field Price: 10%

[ZEICY:II Bid History Documents 4@ Back

Collapse Empty Columns

.7 Select Columns Hide Items without bids from your company
@ Allocation (Unit) +] &) Item (Bids) Time Left  Quantity Desire price Price Desire total Rank Bid Feedback Rank - Tiers
Numeric [[§
L | | | |
1 L I
[ orer J improve Bid] .7 Lot of Laptops % 02w 02h 4 5,000 20,000.00
PR Crer ) improve 5oy 25,000.00

- " - S CAP.CA. O - 5 5,000
There has to be a bid on the item in order to use the Improve Bid
$ 30 Items |function

18. If another supplier bids a better price, then you will see that in the column Rank Bid.
a. Note: The name of the column might change, but you will know which is your
rank.

B2 English ~

NV
£ 3

4"\ Coupa Logged in as Jorge Atarama | & Supplier ¥ | Logout

@A Forward Auction - DEMO - Event Overview

Your Bidding in Phase [RFQ]

»_ Time to Next Closing (1 Item): 2 weeks 2 hours
S (All bidding ends Oct 20, 2022, 6:48:32 PM Central European Summer Time)

@ Bidding Rules for Placing New Bids
Min improvement (best prices) on field Price: 10%

Note that when items are open for editing, page flipping is not possible.

oo Ter]

4= Back

Hide Items without bids from your company Collapse Empty Columns

.7 Select Columns
, Close items to enable buttons.
@ iAIIo:atlon (Unit) [+] |« Item (Bids) iﬂme Left  Quantity Desire price l:‘rlllc:“k P Desire total Rank Bid Feedback Ranl
| Tl =) | 1 T 1| | 5 & |
F concel [ submic] 7 Lot of Laptops s B b 02wo2h 4 5,000 2100000  20,000.0 1.00] within 5% of hi
P3N Open i improve Bid | .7 Lot of Monitors @ 02w 02h 5,000 25,000.0

Items 1 to2of2
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19. Once you submitted at least 1 item per item, if another supplier bids a better price, then
you will be allowed to click Improve Bid, which will apply the rules of the auction.

a. Example: If the minimum improvement is 10%, you will get the +10%
automatically.

‘ B= English ~

NV
> <

1“ COU pa Logged in as Jorge Atarama & Supplier ~ | Logout

# Forward Auction - DEMO - Event Overview

Your Bidding in Phase [RFQ]

(-.'l Time to Next Closing (1 Item): 2 weeks 2 hours
&B(All bidding ends Oct 20, 2022, 6:48:32 PM Central European Summer Time)

@ Bidding Rules for Placing New Bids
Min improvement (best prices) on field Price: 10%

Note that when items are open for editing, page flipping is not possible.

Place Bids
1

Hide items without bids from your company

4 Back

Collapse Empty Columns

-7 Select Columns
Rank Bid Feedback Rank - T

s Close items to enable buttons.
- Allocation (Unit)| [+] | & Item (Bids) Time Left | Quantity Desire price Price Desire total
e - | | Numeric {0
7| 7 7| | 1 &5 &g
1 X €20 '¢% Lot of Laptops zi® § (02w o02h 4 5,000 21,000.00 20,000.00 1.00 Within 5% of highte
PAN cancel Jf submit .7 Lot of Monitors @ 02w 02h 5 5,000 25000 25,000.00

items 1 to2of2

20. Once the auction is closed, the ranking will be final.
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