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Introduction

The purpose of this guide is to explain how to use Tullow Qil’s - Sourcing Module - Coupa. It
highlights what actions you need to take as a supplier to ensure that interacting with us will be
faster, easier and, provide you with more information within a single system.

This guide covers:

e Supplier Invitation

¢ Logging In to respond

¢ Subsequent Invitations

¢ Finding your Request For Proposal (RFP) Request For Quotation (RFQ) Request For Information (RFI)
e Intention to respond

e Completing your response

e Submitting your response

¢ Additional Invitations

e Supplier/buyer communication

¢ Frequently Asked Questions



Supplier Invitation

All invitations to participate in a sourcing event will be delivered via an email from Tullow
as follows: do_not_reply@tullowoil.coupahost.com

2020 _January Ghana_Cementing Services (#150) Inbex x

Margaret Fennich <do_not_reply@tullowoil-test.coupahost.com>
to TullowUAT3 ~

. 2020_January_Ghana_Cementing Services (#150)

£,zcoupa

If you intend to participate, review the event timeline and accept the terms and conditions of the event, if applicable. Click the "My
Responses" tab to provide your response, which may include Attachments, Questionnaires, and ltems and Lots

You have been given an account on Tullow Oil (TEST)'s sourcing system to provide your responses for this Sourcing Event
Before you can login, you need to setup your new password at the following link: https://tullowoil-test.
coupahost com/setup_password/090cbelbf1e85b3770b31e04e30b6bcfE567 128f

Your username is TullowUAT3@gmail. com
After setting your password, please login at htips //tullowoil-test coupahost com/sessions/supplier_login to provide your

responses

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

fzcoupa

Business Spend Management




Logging in to respond

All suppliers will be required to have an account and sign in to view sourcing events. You will
receive an email the first time you are invited to an event. The email contains your username
(your email) and a link to set up your password to log in to Coupa via the Sourcing Response
Portal to respond to an RFP/RFQ/RFI. When responding to your first request, you will be
required to select a password, as shown below.

2020_January Ghana_Cementing Services (#150) Inbox =

Margaret Fennich <do_not_reply@tullowoil-test.coupahost.com>
to TullowUAT3

fFf 2020_January_Ghana_Cementing Services (#150)

zscoupa

If you intend to participate, review the event timeline and accept the terms and conditions of the event, if applicable. Click the "My
Responses” tab to provide your response, which may include Attachments, Questionnaires, and ltems and Lots

You have been given an account on Tullow Oil (TEST)'s sourcing system to provide your responses for this Sourcing Event
Before you can login, you need to setup your new password at the following link: https://tullowoil-test
coupahost. com/setup_password/090cbe0bf1e85b3770b31e04e30b6bcfE5567 1281

Your username is TullowUAT3@gmail. com
After setting your password, please login at https://tullowoil-test coupahost.com/sessions/supplier_login to provide your
responses

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

Z2coupa

Business Spend Management
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After setting your password please sign in using the link included in the email, see below.

2020 January Ghana Cementing Services (#150) Inbox x

Margaret Fennich <do_not_reply@tullowoil-test.coupahost.com>
to TullowUAT3 =

fFf 2020_January_Ghana_Cementing Services (#150)

z,scoupa

If you intend to participate, review the event timeline and accept the terms and conditions of the event, if applicable. Click the "My
Responses” tab to provide your response, which may include Attachments, Questionnaires, and Items and Lots

You have been given an account on Tullow Qil (TEST)'s sourcing system to provide your responses for this Sourcing Event
Before you can login, you need to setup your new password at the following link: hitps://tullowoil-test
coupahost com/setup_password/090cbe0bf1e85b3770b31e04e30b6bcf5567128f

Your username is TullowUAT3@gmail.com
After setting your password, please login at!‘mps litullowoil-test coupahost com/sessions/supplier, loqm'o provide your
responses.

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

£zcoupa

Business Spend Management

The Link will take you to the log in screen, example shown below.

»

Tullow Oil

Sign In

Usermame

TullowUAT 3@gmail.com

Password




Subsequent Invitations

Suppliers will receive the following email notification for any further RFP/RFQ/RFI's after
receiving their first invitation from Tullow.

Tullow Oil (TEST) <do_not_reply@tullowoil-test.coupahost.com>
to TullowUAT3 -

TLou

m 2020_January_Ghana_Cementing Services invitation - Sourcing Event #209

£,.acoupa

Tullow OQil (TEST) has invited you to the sourcing event: 2020_January_Ghana_Cementing Services

If you intend to participate, review the event timeline and accept the terms and conditions of the event, if applicable
TULLOW! Click the "My Responses" tab to provide your response, which may include Attachments, Questionnaires, and ltems

m and Lots.

Response due date: Wednesday, 12 February 2020 10:37 AM GMT

Your username is TullowUAT3@gmail.com

Want to participate later? Need more info?
Click I intend to participate button 1o let the buyer know. Click View Event and you will be taken to the event page.

1 intend to Participate View Event

All questions should be asked using the event message board (bottom left of the event). Having technical issues? Contact
sourcing.support@coupa.com

Suppliers can either notify their intention to participate directly from the email, or click ‘View
Event’ to read through further information before signalling their intention, as indicated above.

Finding Your RFP/RFQ/RFI

Once logged in, Suppliers can view a list of all Events which they have been invited to respond to.
Clicking on the Event Number will open the event

Welcome to your Sourcing Response Portal!

Tullow Qil (TEST) has invited you to the sourcing event. 2020_January_Ghana_Cementing Services. Il you intend lo participate, review the event tmeline and
accept the terms and conditions of the event, if applicable Click the "My Responses” fab to provide your response, which may include Attachments, Questionnaires.
and ltems and Lols

All Sourcing Events

Per page 15 45

Advanced
Event # Event Name Start Date End Date Status Type # Responses
I 2020_January_Ghana_Cemenfing Services 28/01/2020 12/02f2020 Prod RFP 4]
5 | ‘80

gcoupa

Business Spend Management =« '_:_gEngl:sr\-:l_JK] « Accessibility




Intention to respond

Before viewing the details of any event suppliers should open and review all Buyer attachments,
for example: Letter of Invitation; Instructions to Tenderer; Scope of Work; and Confidentiality
agreement, in order to inform your desision regarding your intention to respond. After
reviewing the documents, Suppliers must notify Tullow of their intention to respond. As shown
below.

2020_January_Ghana_Cem... - Event #150 acve

Evaril Ends ! i * E

days hrs

Tullow Qil (TEST) has inwited you ta the sourcing event 2020_January_Ghana_Cementing Services If you imtend 1o participate, review the event tmeling and
accept the terms and conditions of the event, if applicable. Click the "My Responses” tab to provide your respense, which may include Atlachments, Questionnaires
and ltems and Lots.

Intend to Respond

#  Check this box to let the buyer know you Intend to respond

. Accept Terms and Conditions
[ilﬂf_'.-:_'(_"d-:] oy . R T here are i Terms and Conditions for curent event
VIES5dEES
sens lessage Evertt Information & Bidding Rules 9 Buyer Altachments
InSietons 16 Tendsrers dorx
Event will end at the Event End Time : :
Tr
< Responses are sealed until event closes Tulicw Cihana Linited (hereinafier

‘Company”], wishes to engage a contractor

Henving Techrical lszves? Canl
FOUTING SAiFpOstHCIA oo

o prowice e country tubular goods

If a supplier does not wish to respond, they should use the message board, indicated above,
to notify Tullow that they decline to participate. If you notify Tullow that you are not
responding, you will be unable to progress any further to view the event.

Once the Supplier has indicated their intention to respond, the ‘Enter Response’ button is
available at the bottom of the page, allowing access to the event.

The Event Countdown clock will also inform you of how long you have to respond.

acknowladge receipt of this Invitation Ly

and its enclosures by completing the Event Ends I e J E E
attached Tender Acknowledgemeant For y
and submit it by return email {pdf signe) days hrs

copy) to vickywright@tullowoil. com 1o

confirm recaipt and whether you intend to
submil & Tender by the closing deadline ar

noit.

“ours faithfully,
for and on behalf of Tullow Ghana Limited

Timeline

Export to Excel Enter Response

fscoupa




Completing Your Response

All RFP/RFQ/RFIs are organised into three sections:
Attachments;
= Questionnaires; and,
‘= Items and Lots

Attachments - the ‘File” hyperlink denotes where documents should be attached. If a *
denoting an attachment is mandatory is present, a document must be attached in order for the
response to be submitted

2020_January_Ghana_Cem... - Event #150 acive

Event Ends HE Eﬂ

days hrs
JEventinfo My Response
Attachments v
Provided by Margaret Fennich Your response
me i i T I_"’. a‘A\ - - 4l oo Se [T : A fi ).',_. I\, t e[
Confidentiality Agreement Response to Confidentiality Agreement
Instructions Attachment *
Flease download, sign and submit the attached Confidentiality Agreement. Add File
Attachment

Canfidentiality_Agreement_Rev4_(Mart...

Once uploaded the attachment will appear, example below.

2020_January_Ghana_Cem... - Event #150 aciie

Event Ends = E E
h

0

days I
Event Info My Response
Attachments v
Confidentiality Agreement Respaonse to Confidentiality Agreement
Instructions Attachment *
Please download, sign and submit the attached Canfidentiality Agreement. Add File
Attachment Confidentiality_Agreement_Signed.docx

Confidentiality_Agreement_Rev4_(Mar1...




Questionnaires — questions which must be completed in order to submit your response. As with
attachments, any question which has a * is mandatory and must be answered before submission.

Questionnaires Event Ends

1. Commercial Unpriced

Please answer the questions below.

Commercial Unpriced Questionnaire

Tenderer is to respond to each of the requests for infarmation set out below and compile them in a ‘Technical sealed package
and submit pursuant to ltem A - Instruction to Tenderer.

Details of Contracting Entity
*Name of Contracting
Entity

* Address of
Registered Office

* Address of Head
Office

Items and Lots — provide the commercial/pricing information required from Tullow.
Suppliers can provide pricing information within the system, allowing Buyers the ability to
easily compare pricing at evaluation. Prices will calculate automatically (Price x Expected Qty)

EConfirmed -

g . C O
days his

[tems and Lots ¥
Margarat Fanmech has nof provided ary lems and Lobs for this ovant
Name Expecied Oty My Price PBrice x Expected Gty *

= W Oanaral Consulanay 100 Dy 0.0 0,00
Expan 1o Excel lnpart from Excel Load Hl'l-h'll‘:.r Save Sulimit Responae h'.liﬂ‘rﬂ
oL
£acoupa

Suppliers should note that events with larger commercial/pricing sections may be uploaded
as an attachment within the Attachments section.



ltem Requested Ship To Item Details

& em 1

My Capacity Expected Quantity My Price * Currency Line Total

4 % 1,500.00 USD ~ 7.500.00

Please note that when completing Items and Lots you can bid for a portion of what is required, if you
cannot supply 100% of the requirement, using the My Capacity field, which is available at line level
and at lot level. The capacity is initially defaulted to the full requested quantity but can be

overwritten.
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Submitting Your Reponse

Suppliers are not required to complete their response in one attempt. Each section has
a Save button at the bottom, as well as a Save option at the foot of the page.

Export to Excel

Import from Excel Load History

Save

Submit Response to Buyer

f,scoupa

Once you are ready to submit your response to Tullow, click Submit Response to Buyer,
under the Items and Lots section.

Export to Excel

Import from Excel Load History

Save

Submit Response to Buyer ||

f,scoupa

10
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Ensure that you read the Instruction to Tenderers to understand how to communicate
with Tullow for the specific event. In addition within each event, a message board is
available for communications to the Tullow buyer involved.

The message board tab is located in the bottom left hand corner, clicking on the white
arrow will expand the box to allow you to type your message.

£racoupa

Business Spend Management -+ Eg English {UK) » Accessibility

Messages . ~

Messages O -

Send Message

Type new message

Having Technical Issues™? Contact
sourcing.support@coupa.com

Once your message has been typed, click Send Message. The buyer will be alerted via email
to your message. Any return messages will trigger an email to your inbox.

11
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How can | avoid losing my data if the browser times out?

Depending on the time you need to fill in your responses, your browser might time out. To
avoid losing your responses, enter them offline by using the exported .csv file and import
the file back into the event

If you decide to fill in your responses online, make sure you save your changes frequently
How do | know if my response was submitted?

1. The flash message that indicates if the response went through
2. The history at the bottom of the event page that indicates the total amount, response
name, and the time the response was submitted

What browsers are supported?

For supported browsers, see the documentation for the relevant Coupa release
https://success.coupa.com/Support/Releases/26

Coupa Sourcing works best with Chrome

How can | add details other than the price for each item?

Expand the item to see additional fields (for example, description) to enter details.

How can | contact an event organiser?

When an event organiser invites you to participate in an event, you receive an email that contains a
link to the event and contact information for questions about the event or technical issues. The
Instructions to Tenderers will include details of how to communicate with the event owner for the
specific event. After accessing the event, you can communicate with the event organiser through
the Message Centre on the bottom left.

Also, if you reply to the original email invite, your email is sent to the event organiser

What do | do when the Submit button is greyed out?

If the event owner/creator has made changes to the event, you need to accept changes
before you can submit your bid. The checkbox to accept changes is above the Submit
button.

What is the size limit when uploading files?

- The file size limit is 100 MB per upload
- The recommended number of attachments is 20-40

Additional FAQs for Suppliers from Coupa can be found through this link:
https://success.coupa.com/Suppliers/For_Suppliers/Sourcing_Supplier FAQ

12
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For all queries please get in touch
with your local Tullow Oil contact.

www.tullowoil.com/supplier_centre




