Your reliable partner. @ BOCAR

Quick guide: How'to respond toa sourcmg event in Coupa

Module:— | Sourcmg
Role: NSuppliers

Dear supplier,

What is

Zacoupa-

It is the platform we use to manage purchases, suppliers
and related processes in an agile, digital and centralized
way.

 This guide is for you if you are new to
Coupa, that is, if you have never used the
platform with Bocar or any other
customer.

+ If you already have a Coupa username and
password with another customer, you do
not need to create a new one for Bocar. In
that case, skip step O “Registration in the
Coupa Supplier Portal (CSP)” and start
from step 1 “Invitation email”.

Although it has several modules, this guide covers
Sourcing, the module where suppliers receive invitations
to sourcing events, submit their quotes and take part in
negotiations in an easy, secure and transparent way.
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Before responding to your event, keep in mind

Language

Coupa emails and screens are in
English.

Multiple bids
If you have an alternative, you can

submit more than one response to the
same event.
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Closing date

Each event has a deadline date and
time. No bids are accepted after
closing. Create your account and

accept the terms in advance.

Files larger than 250 MB

3D models, drawings and other large
files are uploaded to the SharePoint
link your buyer shares in the invitation
or in “Attachments”.

Messages

Send your questions through the
event message center. It stays active
15 days after closing and the
conversation is recorded.

What does not change
Your Bocar buyer is still your contact.

Purchase orders are still issued and
sent as they are today.
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How you will receive your invitation to bid in Coupa

These are the steps to receive and respond to an invitation to bid in Coupa

Attachments

CSP account
creation

Registration
in the Coupa
Supplier
Portal - CSP,
password
and first
login.

New Coupa
suppliers
only
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Invitation
email

Invitation to

participate

and button
to enter.

Terms

Review, sign
and accept
them to see
the event
details.

The event

Closing
date,
documents
and lines.

and
questionnaire

Attachment
s and Forms
with the
questions
Bocar needs
to evaluate.

Prices

Line-by-line
entry and
file upload.

Submit

Submit,
confirm and
use
messages.
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CSP account
creation

Registration in
the Coupa
Supplier Portal
- CSP,
password and
first login.

New Coupa
suppliers only

Zzcoupa
1. You Wwill receive an email from bocargroup-test has invited you to join Coupa Supplier Portal
the.COUpa Suppller Portal (CSP) Hello jose perez proveedor bocar 2,
asklng you to create your bocargroup-test has invited you to join the Coupa Supplier Portal. To get started, simply click

the button below to create your account. With the Coupa Supplier Portal, you will be able to

account. Click “Create Account”. receive purchase orders, submit invoices, respond 1o bidding opportunities, and rack

payments all in one place - resulting in a faster payment process for your business.

If you have any questions or need help, please visit our help center or contact Coupa
Support(chat available upon login)

£y:coupa

Business Spend Management

2. Fill out your company
information and create a
password: you will use it every
time you take part in our
events.

1 —@.

=) BOCAR

Registration in the Coupa Supplier Portal

Create an account

bocargroup-test uses Coupa to transact and
communicate with you.

If you can't provide this info, please send it to the right

person who manages accounts.

Forward this to someone

* Business Name
PE4

* First Narme * Last Mame

Rosa Alma PB4

* Password * Confirm Password

BoCar2026® & | | BocarZ02e* L

3. In the “Tax Registration” field, enter
your RFC if you are a Mexican supplier,
or your tax ID number if you are a
foreign supplier.

4. Click the “Create an account”
button.
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* Country/Region e * Tax Reglstration
>

[l de not hawve a Tax 1D

O 1 accept the and

Already have an account? Log In
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CSP account
creation

Registration in
the Coupa
Supplier Portal
- CSP,
password and
first login.

New Coupa
suppliers only

=) BOCAR

Registration in the Coupa Supplier Portal

(CSP)

Secure Your Account

A modern, secure multi-factor authentication experience with passkey
support. Fast, passwordless, and beautiful.

(Learn More)

\i" Passkey (Recommended)
Use your browser or device as a secure key to signin — >

no passwords or verification codes needed.

You can set up your passkey later on the Account Setup page.

Use Other Methods =

#0,

Authenticator App

ag

Use an app (like Google Authenticator or Microsoft >
Authenticator) to generate a 6-digit code for verification.

Q Text Message (SMS)

Receive a one-time code sent to your phone each time >

you sign in.
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There are three methods to secure your account. Click the
one you prefer:

+ Passkey: uses your browser or device as a secure key, with
no passwords or codes. Depending on your computer
settings and your company's security filters, you may be
able to use this method; if not, use one of the other
methods.

* Authenticator App: an app that generates temporary codes
to verify your identity each time you log in.

+ Text message (SMS): a verification code is sent to your
mobile phone.

Note: if you have questions about the step-by-step for each
method, see the “Sourcing Supplier Training” presentation.
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Registration in the Coupa Supplier Portal
(CSP)

Multi Factor Authentication Has

Been SUCCESSfUll‘V Enabled 6. After adding the authentication code, you will see
this screen. Copy and save the recovery codes, or

: download them: they are your backup key if you lose
( Important access to your account.

CSP account
creation

Emergency Recovery codes are essential to restore access if you
lose your authentication device or app.

Registration in
the Coupa
Supplier Portal
- CSP,
password and
first login.

8xaykQ 4)-DWw

jlGD2g BensvA

aclauQ OHFBLA 7. Check “l copied and saved the recovery codes” to

confirm you did it.

New Coupa
suppliers only

Copy or download these codes on your device. You can use each recovery
code only once.

ID | copled and saved the recovery codes a‘ 8. Click “Download & Continue”: an Excel file with the

codes will be downloaded. Keep it in a safe place.
Continue Your CSP account is now created.
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You will receive an email to participate

!

1. You will receive an email from
“Coupa Sourcing Notifications”
sourcing®bocargroup.coupah
ost.com on behalf of Bocar.

Invitation
email J

Also check your spam folder.

Invitation to
participate
and button to
enter.

Read the instructions carefully:
they contain all the event details.

2. Click “View Event” or “l intend
to Participate”. You will be
redirected to the Coupa Supplier
Portal (CSP). If you will not
participate, use “l decline to
Participate”.
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Coupa Notifications Sourcing Event - LICITACION DE QUIMICOS $#299

Invitation

PB3 has been invited by Coupa Notifications to participate in a sourcing event for LICITACION
DE QUIMICOS .

Please review the event details and submit your proposal directly through the Coupa platform.

Your response may include required forms, technical documentation, attachments, pricing
information, and product or service specifications, as applicable

To participate in this sourcing event, you must read, review, and accept all documents
available in the Terms and Conditions section before submitting your response.

If you are a new supplier, please download, sign, and send the required Terms and Conditions
documents to the following email address: [your buyer's email]

[your buyer's SharePoint link]

We kindly ask you to carefully review all requirements and submit the requested information
within the established deadline.

If you have any questions or require clarification during the process, please use the chat
function available in your Coupa portal to contact us directly.

e lintend to Participate | decline to Participate

Event number

Email address where you
must send the signed
Terms and Conditions. It
changes depending on
the assigned buyer. We
will cover this later.

Link to upload proposal
documents larger than
250 MB. We will cover
this later.

Privileged and Confidential 7
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“Event Info” section

Supplier has been invited by to participate in a sourcing event fof LICITACION D PMICOS . Please review the event details and submit your proposal directly through the Coupa platform. Your
response may include required forms, technical documentation, attachments, pricing information, and product or service specifications, as applicable.

To participate in this sourcing event, you must read, review, and accept all documents available in the Terms and Conditions section before submitting your response.

If you are a new supplier, please download, sign, and send the required Terms and Conditions documents to the following email address: [your buyer's email] 1. You will land in the “Event

Info” section in Coupa. Make
Plaasa onen the followina link to raviaw and consult the available information If vour nead to unload a file laraar than 250 MR nlease unload it tn this folder- | .
[your buyer's SharePairt link] sure the event is the same

Terms J

one as in the email.
We kindly ask you to carefully review all requirements and submit the requested information within the established deadline.

Review, sign
and accept

If you have any questions or require clarification during the process, please use the chat function available in your Coupa portal to contact us directly.

‘them tO see Thank you for your participation. We look forward to receiving your proposal. Event Ends =L{ e 3
o . o . . h

the event Do you intend to participate in this event? o -
details. b

Do you intend to participate? | Choose an answer m e._

_ 2. 1n “Do you intend to participate in this

| decline Event?” choose “I Intend” if you will participate,
or “lI Decline” if not.

— 3. Click “Submit” to continue.

BTPC | Sourcing Quick Guide | Role: Suppliers | October 2026 Privileged and Confidential 8
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“Accept Terms and Conditions” section

Accept Terms and Conditions

4 )

Terms and Conditions e

A._Bocar_Reglas_Generales_ RFQ_Coupa_Sourcing_-

_General_Rules_for_CQuotation_Events_in_Coupa_Sourcing.pdf

Terms \ Terms and Conditions

B._Términos_y_Condiciones_de_Compra_de_Productos_y_Servicios_de_Grupo_Bocar_-
_General_Terms_and_Conditions_for_the_Purchase_of_Products_and_Services_by_Bocar.

Review, sign L

and accept
them to see
the event

Terms and Conditions

C._Convenio_de_Confidencialidad_y_No_Divulgacion_Confidentiality_and_Non-
Disclosure_Agreement.docx

details. -
Terms and Conditions

D._Codigo_de_Integridad_-_Code_of_Integrity. pdf

7

Terms and Conditions

E._Formato_de Evaluacion_de Madurez_Seguridad_de la_informacion_para_Proveedores
Supplier_Information_Security_Maturity_Assessment_xlsx

Terms and Conditions

F_Manifiesto_de_cumplimiento_en_Estandares_de Seguridad_en_Cadena_de_Suministro

_Supply_Chain_Security_Standards_Compliance_State docx

0lo/o

\_ J

Do you accept these Terms and Conditions?

Yes
No

Do you accept these Terms and Conditions?

Yes
No

these Terms and Conditio;

Yes
No

Do you accept thes:

Yes

Do you accept these Terms and Conditions?

Yes
No

Do you accept these Terms and Conditions?

Yes
No

-

rms and Conditions? E

-

>
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!

1. Download and read the PDF
documents (in the example, A, B
and D) and accept them with
“Yes”. These are not signed.

2. Important:

The Word and Excel documents (C,
E and F) must be downloaded,
printed and signed.

Send them to the buyer's email
shown in the invitation and in the
“Event Info” section.

3. After sending the signed
documents, click “Yes” to accept
all the Terms & Conditions.

Note: if you reject any of them, a
window will open so you can

explain the reason to your buyer.

Privileged and Confidential 9
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“Event Information & Bidding Rules” section

o Event Information & Bidding Rules O Buyer Attachments

Event will end at the Event End Time.

Your responses are viewable by buyer once submitted

Buyer may choose to award individual line items

After accepting the Terms and

Available Bid Curren{:#s
The event J TGS Conditions, you will see the
general event information and
Closi the start and closing dates.
osing
date Timeline
» »
documents — o 3oE
and lines. W 10:09 PM Amersicamexico_City 15 | 10:09 PM AmericaMexico_City

9d : 23h : 59min 00:00

1. Click “Enter Response” to
start responding.
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“Attachments” section

I _ 1. In this field, enter your quote
: Name 9 : number.
|
| Attachments o
|
I Provided by Buyer Your response
Attachments | S
a.nd . : Technical Data Sheet Response to Technical Data Sheet 2. Attach the applicable documents.
cl ues El onnaire : Instructions Attachmeant You will find three types of

: Please attach your technical data sheet. Add File attaChmentS:

Attachment I Attachment

sand Forms | ) : o

. : * Optional: you can add additional
Wlth the I MSDS (Material Safety Data Sheet) Response to MSDS (Material Safety Data Sheet) documents if you wish.
queStionS I Instructions Attachment * e—l_' ° RequiI’Ed! you mUSt upload the f”e 'tO

| . - . .

Bocar I’]eedS I Please attach each of the safety data shestz in a ZIP file. Add File Submrt your response. ZIP f||es up to

to evaluate I Attachment 250 MB are accepted.

’ : e * Reference only: reference

I information that does not require a
| Packaging Reguirements Response to Packaging Reguirements response.
: Instructions
I Please download the attached file for additional information regarding the
I Packaging Requiremants.
1 Attachment
: Prueba_para_provesdores ppix
|
|
|
|

BTPC | Sourcing Quick Guide | Role: Suppliers | October 2026 Privileged and Confidential 11
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“Forms” section

1. Chemicals Evaluation o

Please answer the questions below.

Attachments
and
guestionnaire

Attachment
s and Forms
with the
questions
Bocar needs
to evaluate.

*Is it a hazardous
material?

* Does it require

special storage?

* Describe the type of
storage needed

* Does it require
special transport?

* Does it require waste

management?

* Describe the waste
management process

Chemical Information

* Manufacturer | BASF

*Where is it used? | Used in the chemical

reparation area and
MV W
Bro%ucllon line.

* Process where it is | Used during the chemical
ant and

AAA
4
Specify the machine, equipment, or area where i is used
used | [reaiment éwleamn
EI’DCBSS
WA
Specify the preduction process
EHS & Compliance
@ Yes
O No
@ Yes
O No

Store in a cool, dry. \. vell-
ventlated area, awa
incompati |l§1mmamkis and
direct sunlight.

O Yes
@® No

@ Yes
O No

Disgose of according to local

emyironmenta requlations

firounh an authorize

Fvvvv%ﬁ A SNARRAAARRE
azardous waste

VIARANAAAAZ .
managemenf rovider
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e_|—> 3. Answer the Bocar questionnaire.

Logistics and Supply Information

Batch Expiration Date | 12/31/2027

Packaging Standards | Sealed chemical-resistant
contalnmro er
I3beling and saconda
contalnmvé’m

Manufacturing Date | 01/15/2026

4. Click “Save”.

Privileged and Confidential 12
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“tems and Services” section

| o SULFURIC ACID
1
| Description Need By Date Ship To Address Details
| SULFURIC ACID T0% 10162025 Fugra
Circuito de I3 Industria Norie . . .
I In the gray section you will find the
I Pargue Industrial Lenma . . . .
Prices I o information defined by Bocar:
| de México
| Mexico ) -
: e e Product
Line-by-line || Reauest et + Receipt date
entrv and B B + Delivery location
y | , .
. | Base Quantity Transportation Methiod Payment Terms Valume Transportatlon methOd
flle upload, | Land Met 90 Diays — Weekly Payment Spot o Payment 'terms
' * Volume unit
I Capacity Expected Quantity * Bid Price * Currency
I 14,000 14,000 Kilogram wsD .
I 1. Enter the information for the lines you are quoting.
| p *Lead Time (days) incoterms Some events ask for additional fields, for example:
4 oo v —> . .
I *  For chemicals: the CAS number, and any additional
: Permitted Equivalent Material Tiered Price ndex Reference MO dOCUI’neI'TtS mUS't be uploaded |n the attaChmentS.
1
|
|
| Standard Quantity CAS Number . @ - . .
: —2. Click “Save” and the line will be saved.
|
| Attachments
| Add File TURL | Text
I Camecel m e
|
|

13
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Prices

Y

Line-by-line
entry and
file upload.

“tems and Services”

Capacity
5972

Item Description
DESCRIPTION

Expected Quantity
5,972 Piece

Lead Time (days)
40

Permitted Equivalent Material Tiered Price
TAPONES HONEYWELL 094
Standard Quantity

130

Attachments Form

MRO Evaluation

Bid Price Currency

1.00 usD

Incoterms

DAP >
Index Reference MOn

TEST 10

Close

MRO Evaluation

Form Questions

Product Information

*Offered Brand ! HONEYWELL
Manufacturer

* Manufacturer / OEM  HONEYWELL
* Does the offered item Yes
meet the requested
specification?

* Safety Requirements  TEST

Commercial Information

* Quotation Validity TEST

Minimem vabaity penod: 98 orys

section

Note: In some events, when you enter
the line information, check whether
there is a form to answer.

Click the link and the form will open.

=) BOCAR
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“Items and Services” section: bulk upload

Items and Services ~

Items Not In Lots (1 items)
2 usi
pe ] e

3. If you are quoting several lines, you can do a bulk

= SOSACAUSTICA

> upload. Click “Import from Excel”.
Prices J
o 2000000050
v History >
Line-by-line ey F—
entry and

» 4. A window will open. Click “Response template”.

file upload.

Stegs for uploading
1. Download the |

Values in the upioaded fie wilreplace anything WEMBNBY saved to your respanse.

Onioz you dick "Start Upload” values in the excel file will be: saved. but not submittzd
Onoe upload is complete, rads response and click "Submit” Your response will ot be sent until you do so.

bu must click "Subrri” 1o send it to the buyer.
Start Upload

. . «
@ PROTECTED VIEW Be careffl—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. 5 5' DOWﬂ|Qad and save the Excel flle, CIICk Enable
ey e ” T . . .
Al v S~ Ustarttrue,"layout":"table", "name":"supplier/response_lines","locale":"en"} Edltlng and fl“ In the blank Ce”S Wlth the Informatlon
' £ H ! J L for all lines.
2
3

'l Item / Service
.

tem / Service Fields

|:xpected Quantity Unit of Measurement Base Quantity Transportation Method
M (Text) M Need by Date (Date) M Description (Text) M (Number) M (Text)

(Number)

6 SULFURIC ACID 14000 Kilogram 2026/10/16 00:00:00 SULFURIC ACID 70%

7 |NITRIC ACID 12000 Kilogram 2026/10/16 00:00:00 NITRIC ACID

8 CAUSTIC SODA 15000 Kilogram 2026/10/16 00:00:00 SOSA CAUSTICA I
&

10

, ©.Save the file and upload it with the
“Seleccionar archivo” (Choose file) button. Check
that the lines were loaded and click “Save”.

15
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Submit,
confirm and
use
messages.
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Submit your response

Import from Excel Save Draft Submit Response

|n5ta nt Messages o A Hp EnglishfTOnited States) ~ Terms of Use Privacy Policy  © 2006-2026 Couere Incorporated

1. Before submitting, click “Save
Draft”.

o

, 2. Atthe top, click “My
Responses” and check that
everything is correct.

Saved Successfully. Warning: Your response is NOT yet submitted. You must dlick 'Submit Response’ button to send your final response.

Claim your profile to amplify trust with current and future customers.

L e

EventEnds [ LS P |
days hrs

3. If you want to edit something,
click the pencil icon.

“Name

Attachments

Provided by Buyer

PDF Quotation

Attachment

Event Info

Details and Considerations

Response Name Submitted At Tatal Actions
IPEB -#157 200,000.00 =

=4

4. If you have questions, write to
your buyer through “Instant

Messages”. You will get a
notification when they reply.

5. When you are ready, click
“Submit Response”. Your quote

Import from Excel Save Draft Submit Response

(.

|n5tant Messages o A e Hp English (United States) ~ Terms of Use Privacy Policy = © 2006-2026 Coupa Software Incorporated WI” be Smeltted' 16
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Frequently asked questions

1. What happens after | submit?

) BOCAR

Official Results of the Bidding Process

Dear Supplier,

We sincerely appreciate the fime, effort, and dedication demonstirated throughout your
participation in the bidding process for event 376.

After conducting a comprehensive evaluation of the proposals received, we are pleased fo
inform you that your company has been selected as the winner of the bidding process for
[Service / ltem]

Please note that this communication is provided for informational purposes only and does
not constitute a binding commitment, contractual obligation, purchase authorization, or formal
award by Bocar

For the selection to become official and binding, the corresponding formal documentation
must be issued by Bocar, as applicablesuch as a Purchase Order, Nomination L etter, or
Contract. Until such documentation has been duly issued and, where applicable, executed
by the authorized paries, this nofification must not be considered an authorization o begin
work, deliver goods or services, incur costs, or make any commitments on behalf of Bocar.

This decision was made based on various technical, commercial, and service-related criteria,
in accordance with the needs and requirements established for this process.

We greatly appreciate your commitment and pariicipation and look forward to coordinating the
next steps of the process.

Bocar will contact you to proceed with the applicable formalizafion and contracting activities.

Congratulations!

Eest regards,
Bocar

You will receive a Coupa Sourcing notification telling you
whether you were awarded or not in this sourcing event.

If you are awarded, keep in mind:
* This message is for information only.

* The award becomes official when Bocar issues the
corresponding Purchase Order, Nomination Letter or

Contract.

* Your buyer will tell you the next steps.

2. What happens if Bocar changes the event?

=) BOCAR

BOCAR Sourcing Event - Smoke Test Cotizacion EPP BCLER #15
Has been changed

BOCAR made the following changes to the sourcing event: Smoke Test Cotizacion EPP
BCLER.

Iltems and lots

Updated Item description: CALZADO DE SEGURIDAD_BERRENDO MODELO 157
Set "Form" to "Form name: MRO Evaluation"

Participation and submission is easy and all done within the system. Response may require
forms, attachments, price quotes, and/or descriptions of products or services.
Responses are due by Friday, 30 October 2026 12:00 PM CST

You will receive a Coupa Sourcing notification with the lines that
changed and a button to open the event. Review the changes and
update your response.

3. Who can you contact if you have
guestions?

Access and passwords: Coupa Support,
sourcing.support@coupa.com (replies within 24 to 48 hours).

Everything else: your buyer. Their contact details are in the

invitation email. 17
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What do |l doif...?

...l can't log in or didn't receive the

email?

Write to Coupa Support:
sourcing.support@coupa.com. They
handle access and passwords within 24
to 48 hours. Let your buyer know too.

...| need to correct my bid?

While the event is open, you can update
your response and submit it again. Not
after closing.

BTPC | Sourcing Quick Guide | Role: Suppliers | October 2026

... want to offer an alternative?

Submit more than one response to the
same event. Bocar evaluates each one.

...l have a question about the
event?

Write it in the event messages (“Instant
Messages”). The conversation is
recorded.

=) BOCAR

...l will not participate?

Decline the invitation in Coupa with “I
decline to Participate”. You can give the
reason, and your buyer sees it
immediately.

...l am awarded only part of it?

Bocar can award by line to more than
one supplier. Coupa notifies you of what
you were awarded.

Privileged and Confidential
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