
About this Guide 

This guide offers directions to suppliers of Worley Group regarding how to handle 

sourcing events within Coupa, such as RFPs, RFQs, and RFIs. 

A supplier is invited to participate in a sourcing event through an email notification sent 
by Worley Group.   

Supplier Instructions: 

1. Create an account in the Sourcing Response Portal by opening the notification email
and click here to set up your log in credentials. Note your designated username from
the email below.
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Sourcing Events 



• Input your desired password and click Change Password.

• Once password has been saved, log in via your designated username from
the sourcing email notification and input your newly created password.

2. You will now be redirected to the Sourcing Response Portal. Click on the Event #.



3. On the Event info tab, acknowledge the event by indicating intent to participate in the
event and accept the terms and conditions.  Then, Click Send to Event Owner

4. 
5. Scroll down to view event information & bidding rules, buyer attachments, and

timeline. Click Enter Response to provide a response and submit a bid.
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6. On the My Response tab, enter Response:

• Attachments – Check for provided attachments. A red asterisk next to
Attachment indicates a response is required.

• Forms – Complete any forms provided. Not all sourcing events include a
form.



• Items and Services - at the bottom page of the My Response tab, review the

list of items and/or services for bidding and enter a bid amount in the Price

per Unit field. A red asterisk next to the field indicates that an input is

required.

Note: To include additional information, expand the line item by clicking the 
arrow above. In the expanded view, enter additional information and click Save. 



If the Event contains several line items and/or if you want to answer the forms or 
questionnaires via Excel, click Import from Excel…. 

…then click download the Response Template to complete the item details 
and/or forms in an Excel spreadsheet. 

You have the option to fill out either ‘Items and Services’ tab or ‘Forms’ tab or  
both. The cells in yellow are the only ones that need to be populated, but some 
are not required.  



The table below summarizes the fields in the Items and Services tab, including 
which fields are required to be populated. 

Field Name Unit Required? Description 

Capacity Number No Indicates the number of items to bid. However, 
this cannot be more than the Expected 
Quantity (Number). 

Unit Bid Price Number Yes This is the Price Per Unit field where you will 
indicate how much you are bidding the item 
per quantity. 

Bid Price Currency Text Yes Select from the dropdown on which currency 
you’d like to bid on. 

Lead Time Integer No Lead time in Days - aims to support delivery 
time requirements by measuring the time it 
takes for a product to arrive at its end 



destination after an order has been placed. 
Populate only if applicable. 

Supplier Item Name Text No Name of item being bid on. 

Item Part Number Text No Each item may have its own item part number. 
Populate only if applicable. 

Item Description Text No Description of the item. 

In the Forms tab, the yellow cells in Column H are required to be filled out. 

Once done, save the Excel file and click Choose File to load the spreadsheet. 
Click on Start Upload and a green banner showing “Excel import successful. 
Remember to submit your changes below.” will appear. 



• Instant Messages Board – ask questions or request clarification from Worley

while the event is open.

Note: answering questions promptly through Coupa will reduce the need to call 

or email Worley. Additionally, the message board stores all questions and 

answers within the event for future reference and audit.  

7. To submit the response, click Submit Response. Worley will receive a notification

that the response was submitted.

8. Worley will review and evaluate supplier responses and follow up as required.

See the event terms and conditions for any further information.

Note: How to reply to the Worley CBC (Commercial Bid Clarification) Form:

Should there be clarifications required on the form, please follow the steps below.

1. Submit Response as indicated in step #5 above. This will enable Worley buyers
to see the supplier’s response and review the Worley CBC form.

2. Worley buyer will send a message to the supplier via Instant Messages board.
The supplier will then receive the message. If needed, attachments can also be
sent both by the buyer and supplier.

3. Click on Edit Response to make changes on the form.



4. Upon editing the Worley CBC form, click Submit Response again for the Worley
buyer to receive it. This will be repeated as needed, should there be any
additional clarifications needed from the Worley buyer.
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