
Reference Guide
Connect to a public 
Sourcing event​

P r i v a t e  a n d  c o n f i d e n t i a l .  F o r  p l a n n i n g  p u r p o s e s  o n l y .



1.0 Request access to the Sourcing event

1.1 Event Link

As a supplier, you will find the link to RetuRO’s public events on the website.

Follow the instructions and click on “Request Participation” to access the CSP page.



1.2 Log In to CSP

After requesting the access, you 
will have to “Log in” on the CSP.

If you don’t have an account, click 
on “CREATE AN ACCOUNT” to 
proceed.



2.1 Complete the account info

After clicking on create new 
account, a new window will 
appear.

Complete the information and 
then confirm by clicking on 
“Create an Account”.

Check this field 
to accept the 
Coupa terms

2.2 Verification code

After clicking on “Create an 
Account”, you will receive a one-

time verification code on your 
email address.

Complete it and then confirm by 
clicking on “Create an Account”.

2.0 Create CSP account



If there are other accounts with the same 
domain, Coupa will give you the option to 
connect to them.

If you want to continue creating a new 
account, click on “No, continue creating a new 
account” or Log In if you already have a CSP 
account.

2.4 Completing remaining info

Once inside the CSP, before continuing, you 
will need to complete the address of your 

Business Profile.

Complete and click “Save and Next”.

2.3 Existing account



3.0 Request participation to the event

3.1 Find the event

After creating / logging in your 
account, go to the Sourcing tab.

Here you will find all the public 
events inside Coupa.

Search the event that you want to 
access.



3.2 Request access

Under the Actions click on “Request 
Participation”.

On the info button, you can find some 
attachments shared by the buyer.

After clicking “Request Participation”, the 
status will appear as “Request Sent”.

The buyer will get a request to approve 
your participation. Once approved, you will 
receive and email to access the Sourcing 
Event.



3.3 Confirmation email

Once the buyer confirms your 
participation request, you will 
receive an email from Coupa.

By clicking on “View Event”, you 
will have access to the event and 
receive training materials guiding 
you on how to participate. 



THANK YOU
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