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View a Public Bidding Event 
 

If a spot bid or sourcing event is created as a Public Event in eProc, suppliers can view that public 

bidding event. To view the list of available public bidding events, go to the Coupa Supplier 

Portal - Public Events website.  

Note: The Coupa Supplier Portal (CSP) works best in Google Chrome or Microsoft Edge. 

Additionally, suppliers need a Coupa Supplier Portal (CSP) account to participate in a bid. 

 

 

Use a keyword from the event name to search for the event you want to join. Then click Request 

Participation to proceed to next steps. 

 

 

Register for a Coupa Supplier Portal (CSP) Account 
 

A Coupa Supplier Portal (CSP) account is required to participate in an ADB public bidding event. 

Follow the steps below on how to register for a CSP account: 

1. Open a browser and go to the Coupa Supplier Portal. 

2. Click CREATE AN ACCOUNT.  

https://supplier.coupahost.com/quotes/public_events?customer=adb
https://supplier.coupahost.com/quotes/public_events?customer=adb
https://supplier.coupahost.com/
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3. The Create an account form will open, provide all necessary information. 

Note: All fields marked with an asterisk (*) are mandatory. 
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4. Select the option I do not have a Tax ID if Tax Registration does not apply to your 

business. Then, you must provide a reason in the required field before proceeding. 

5. Select I accept the Privacy Policy and Terms of Use to confirm your agreement with the 

policies and terms. 

6. Click Create an Account. 

 

 

7. A blue banner with the message, “OTP sent successfully via email” will be displayed. 

 

 

8. Open the email with the subject Your Coupa Verification Code. 
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9. Copy the Coupa verification code. 

 

 

10. In the CSP page, paste or input the Coupa verification code. 

11. Click Next.  

 

 

A blue banner with the message, “Thank you for signing up and welcome to the Coupa 

Supplier Portal” is displayed. Afterwards, the Data Privacy window will appear. 

 

 

12. Select your preferred Data Privacy option then click Save to continue with Coupa Supplier 

Onboarding. 
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• Do not publish my business profile = Keeps your business information private. 

• Publish all my business profile details = Makes your business information public 

for customers. 

 

 

13. Under the Primary Address section, fill out all required information for your Business Profile 

then click Save and Next. 

Note: All fields marked with an asterisk (*) are mandatory. 
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14. Select the Payment Methods either Virtual Card, Bank Transfer or Remit-To Address. 

• For Virtual Card payments, provide all necessary information under the Virtual Card 

section. If you do not wish to provide your bank details at this stage, select My 

company does not accept Virtual Card payments option. Then, click Save and 

Next. 
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• For Bank Transfer payments, provide all necessary information under the Bank 

Transfer section. If you do not wish to provide your bank details at this stage, select 

My company does not accept Bank Transfer payments option. Then, click Save 

and Next. 
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Once you complete the Coupa Supplier Onboarding details, the Business Profile page will 

open. On this page, you can update your business information—such as Business Profile, 

Legal Entities, and Payment Methods.  
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For editing the Business Profile, click the  button.  

 

 

To edit Legal Entities and Payment Methods details, click its corresponding tab. 

 

 

 

Accessing the Coupa Supplier Portal (CSP) 
 

For registered CSP suppliers, follow the steps below on how to access the CSP: 
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1. Open a browser and go to the Coupa Supplier Portal. 

2. Enter your CSP registered email address. 

3. Click Continue. 

 

4. Type your Password. 

5. Click Login. 

 

 

6. Once you have successfully login, you will be taken to the Coupa Supplier Portal landing 

page.  
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Join ADB's Public Bidding Event 
 

For registered CSP suppliers, here are the steps on how to participate in ADB’s Public Bidding 

event: 

1. In the Coupa Supplier Portal, click Sourcing.  

2. Click Public Sourcing Events. All public bidding events are displayed. 

 

 

3. Search the bidding event you intend to participate in. 
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Tip: To know more about the bidding event, click . 

 

 

Download, open and understand the content of the attached files. 

 

 

4. Click Request Participation in an Active state, to join a bidding event. 

 

 

5. Your request for participation has been sent to ADB and the Action is now set to Request 

Sent. 
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Note: Once your request has been accepted, an event invitation will be sent to you via 

email. 

 


