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How to View Sourcing Events in Coupa  

You can access the sourcing events trough the link in the invitation email you have received when a 
customer or buyer invites you to an event. When the event is launched, an invitation mail is automaticaaly 
sent to the participants. To access a sourcing event invite: 
 

1. You will be receiving an invitation email from Coupa. Click on View Event. 

 
  

 
2. It will redirect you into a Coupa webpage wherein you must enter the OTP (One-Time-Password) 

that you have received from the same email you have received the sourcing event invitation. 
Enter the OTP then click Submit. 
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3. Once the OTP has been entered, you will be redirected to the sourcing event. 

Note:  
• If the event has not yet started, you will be redirected to a page with a countdown timer 

indicating the time to opening. You will not get any notification when the event opens.  
• If the event has started, you will be redirected to a landing page that displays a list of all 

the events that you are invited to with the most recent notifications from the buyer teams 
at the top.  

  

  
 

 

4. If you have been invited to or responsed to multiple events, you can see a table with all the 
events you have access to. 
 

On the below table, you can see the invitation of the most recent event that you have been invited 
to.  
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For additional support, please submit a ServiceNow ticket to our Procurement Buyer Support Team. 

 
 

 

https://cbre.service-now.com/nav_to.do?uri=%2Fcom.glideapp.servicecatalog_cat_item_view.do%3Fv%3D1%26sysparm_id%3D68dfe01fdb20549021d45fc4e29619a0%26sysparm_link_parent%3D5ce57f6bfc3cb10077ae33bb6620f65a%26sysparm_catalog%3De0d08b13c3330100c8b837659bba8fb4%26sysparm_catalog_view%3Dcatalog_default%26sysparm_view%3Dtext_search

