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Context about Coupa
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Coupa – New platform for Source-to-Contract 
at Lindt & Sprüngli

Lindt & Sprüngli is adopting a new platform

called Coupa to manage all tendering activities

and enable enhanced collaboration with

suppliers. This is part of a digital transformation

of how Lindt sources and procures products and

services, with efficient, automated ways of

working that will benefit us and our suppliers.

Suppliers’ responses to tenders will remain

completely confidential when they are

managed on Coupa.

What changes for suppliers

• Invitations to Tender will now be sent directly to suppliers via Coupa.

• You will receive an email from the following address: 

Lindt & Sprüngli <do_not_reply@supplier.coupahost.com> inviting you to 

the tender. 

• Suppliers will need to respond to tenders on this new system.

• COUPA is free of charge to use for suppliers.



You will receive an email invitation from Lindt & Sprüngli <do_not_reply@supplier.coupahost.com>

• The first time a user gets invited to 
participate in a sourcing event, Coupa will 
require the user to set up a new Coupa 
Supplier Portal (CSP) account.

• You can also create a new CSP account 
here. 

• If you have already created an account on 
Coupa Supplier Portal, please login with your 
username and password.

• You can go to the CSP login page here.

Receiving notification of a tender

https://supplier.coupahost.com/sessions/new?page=signup
https://supplier.coupahost.com/sessions/new?page=signup


Sourcing in Coupa Supplier Portal
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Navigate to Sourcing >> My Events >> Select Customer >> Lindt & Sprüngli Group. Here you will find all the sourcing events where 
we invited you



Including more participants to a Sourcing Event
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You can invite your internal 
colleagues to participate in a 
Sourcing Event. 

• For this, please navigate to 
Setup >> Users >> Invite User.

• Fill in the new user details 
(name and email) and click on 
Send Invitation



Changing the language on COUPA
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Note: The language will only change the default COUPA system language, not the tender content created by Lindt

It is possible to change the language used 
in the tender event. The default language 
in the platform is English.

The language can be changed at the 
bottom of the home page.

• Click on « English » to access a drop-
down list of languages on the Coupa 
Sourcing Response Portal.

• Select your preferred language from 
the drop-down list, for example 
« Français »



Your intention to participate (1/2)
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To indicate your interest in this 
tender, click on « I intend to 
participate in this event ». 
This will trigger a notification to the 
tender owner. 

Note: The intention to participate will be 
coupled with Terms and Conditions that 
must be accepted prior to participating in 
the tender. The intention to participate 
can be submitted in advance, so L&S is 
aware that you are interested.

Failure to Accept all the Terms and   
Conditions will prevent the 
suppliers from entering the 
sourcing event.
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Your intention to participate (2/2)
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The Enter Response Button will be greyed out until the Supplier agrees to all the Terms and Conditions

You can view any documents or 
information included in the tender 
by the tender owner, if applicable

Once you have read these 
documents and intend to 
participate in the tender, if you 
have accepted the T&C, you can 
start preparing your response by 
clicking on « Enter Response »

The deadline for submission of 
tenders and the remaining duration 
of the tender are shown. 
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Communication through Coupa with the tender owner 

You can now communicate with the L&S 
team via the message box. Click on the up 
arrow to open it.

Click on « type new message » and type 
your text. This message will only be visible to 
the tender owner. You can also send 
attachments by clicking on « Attach Files », if 
permitted for the particular event.

L&S can reply to all bidders on this tender through 
the messaging system. Alternatively, they can only 
reply to the supplier who sent them a message. 
An email will be sent to you when L&S has 
responded to your message, which is visible both 
in your email inbox and in the message centre of 
the tender event (Email notifications can be 
enabled/disabled by suppliers).

Suppliers can also continue to email tender 
owners directly by replying to the email.
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Navigating through the tender details

You can access the following information at any time 
until the tender finishes:

Click on « Event Info » to go back to the general 
event information including the T&C and 
timeline

Depending on how the event is set up, it may 
be possible for you to propose different 
responses. Click on « My Responses » to look 
through any of the responses submitted for this 
event

Click on your company name and the relevant 
number to go back to your current response

Enter the number or name of your offer here 
(naming convention recommended : "Vendor 
name - Offer #“)
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Responding to the RFP / RFI / RFQ (1/3) 

The response to an RFP/RFI/RFQ is 
structured in 3 sections:
1. Attachments
2. Forms
3. Items and Services

Depending on the nature of the RFx, you 
might only have to answer questions and 
transfer documents in the Attachments & 
Forms sections. 
In other cases, you might be asked to give 
details on your products/services in the 
Items & Lots section. 

SECTION 1 - Attachments

Add documents that support your 
response by clicking on « Add File » 
and then upload your supporting 
documents

Scroll down the page to go to section 2

1

1
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Responding to the RFP / RFI / RFQ (2/3)

SECTION 2 - Forms

In the Forms section, you need to answer 
several questions. In this section you can 
also be provided with (read-only) 
information. Questions marked with an *
are mandatory.

These questions may be general 
questions about your company or 
may be specific to the project.

Scroll down the page to go to section 3

1

1
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Responding to the RFP / RFI / RFQ (3/3)

SECTION 3 – Items and Services
In the 3rd section (if relevant) you 
should complete the list of items 
and lots. 

Those marked with an * are 
mandatory. The tender owner 
chooses which fields are mandatory 
for that tender. 

You may be asked to provide details 
on the items or services that are 
being sourced such as the price, the 
lead time, a description, an image, 
or an attachment to describe the 
product in detail.

Click on an item to add more 
information about it. 
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Importing responses from Excel (1/3)

For flexibility, you can also export 
all items/forms into MS Excel and 
complete the required fields. The 
excel file can then be uploaded 
back into your response on Coupa 
Sourcing Response Portal.

Export the items to Excel.
Please do not change the 
name of the downloaded file.

Fill in the required fields in 
Excel. The white cells are the 
cells that you can enter data 
into.

(Continued on next slide)
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Importing responses from Excel (2/3)

Be Sure to check for all tabs 
associated to the excel export 
– the excel not only contains 
Items and Services but also 
any Forms associated to the 
tender.  

Fill in the required fields in for 
the form. Non-mandatory 
fields can also be filled out for 
additional information.

Be sure to save all the 
responses in the excel sheet 
prior to uploading it back in 
Coupa.

3

4

3

16

4



Importing responses from Excel (3/3)

(Continued from previous slide)

Import the items from Excel

This information will appear 
when you click on « Import 
from Excel ». Follow the 
instructions.

The file format should remain xls or 
xlsx. 
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Managing your responses (1/2)

At any time until the tender closes you can do the 
following:

Save a draft or partial response for completion later

Submit your response to Lindt & Sprüngli 

If you have saved your response and exited Coupa, 
and then want to return to the response, either click 
on the link in the original email you were sent and 
click on « View Event », or directly log on to the 
Sourcing Response Portal to find the right sourcing 
event. 

Note: As long as the tender is not closed, you can edit 
your response even if you have already submitted it to the 
tender owner.

The tender owner can only see your response once you 
have submitted it.
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Managing your responses (2/2)

You can retrieve all of your responses for a 
particular tender by clicking on « My 
Responses » at any time until the tender 
closes (if permitted by Lindt & Sprüngli)

You can also create a new response from a 
previous response or edit a previous response 
at any time by using the Actions button. You 
can also give it a new name.

Note: Any new responses do not replace previous 
responses. Each response could be a different 
solution to meet Lindt & Sprüngli needs, so each 
response will be evaluated independently.
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Concluding a Sourcing Event 
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If you are invited to a follow-on event, the Event Info tab will specify the original event

Following a Sourcing event, L&S will evaluate all supplier 
responses received. 

• Depending on the tender, there might be follow-on 
event. An RFI may lead to an RFQ event or an RFI may be 
followed by an eAuction event. Responses from the event 
will be transferred over to the new tender, eliminating 
duplication of work for suppliers.

• L&S may decide to award you the tender based on your 
response, where the L&S Buyer will reach out to you via. 
email.

• If awarded, a sourcing event can lead to the creation of a 
contract, or a Purchase Order (depending upon the 
tender’s nature and the agreement formed)



Thank you.
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