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1 Contract email 

You will receive an email  

The body of the email states that this contract 
has been shared with you using Coupa 
Contract Collaboration. 

1.1a 
Click on the link to access the 
contract. 

1.1b 

Alternatively, click on the ‘Open 
Contract’ button to access the 
contract. 

Note: Coupa does not require the 
supplier to login, A temporary web 
page will open upon clicking on either 
of the two links. 1.1a 

1.1b 
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2 Help Tour 

Coupa will open the Help tour 

2.1 
Click on ‘Next’ button to view all the 
features of Contract Collaboration. 

2.2 
Click on ‘Done’ once at the end of the 
tour. 

2.1 

2.2 



Edit the contract 

3 Edit the contract 

3.1 
The contract name appears at the 
top of the page. 

3.2 
Under ‘Agreement’ tab, you’ll find 
the draft contract. 
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3.1 

3.2 



Edit the contract 

3.3 
Click on the ‘Edit Document’ button and two 
options present. 

3.4a 
Click on the ‘Download for Edit’ button to 
download the contract in MS Word format and 
make edits to the contract. 

3.4b 
Once you have made your edits, save the 
document then click on the ‘Upload’ button to 
upload the edited document. 

3.5 
Click on the ‘Download Read Only’ button to 
download the contract in a read only format. 

HOME 

3.3 

3.4a 

3.4b 

3.5 



Edit the contract 

3.6 
Upon uploading the edited contract, click on 
the “Send to Other Party’ to send the contract 
back to TFG. 

3.7 
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Compare contract versions 

4 Compare versions 

4.1 
Click on the ‘Compare Versions’ button 
to track changes and compare the 
different versions of the contract. 

4.2 
Click on the arrow to return to the main 
page. 

4.1 

4.2 
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Messages 

5 Messages 

5.1 

Click on the ‘Messages’ to read 
messages, reply and to send messages to 

other collaborators of this contract.  

 
Contract collaborators include the contract 
owner or someone from the legal 
department at TFG. 

5.2 
Click on the ‘Add User’ drop down menu 
to select the message recipient. 

5.3 Type in your message in the field provided. 

5.4 Click on ‘Post’ to send your message. 
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5.1 

5.2 

5.3 
5.4 
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6 History 

6.1 Click on the ‘Full History’ button. 

6.2 
A history of all activities on the contract 
presents. 

6.1 

6.2 
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7 Parties 

7.1 

Under the Parties heading, click on ‘The 
Foschini Group Limited’ to see a list of all the 
users from your customer. 

7.1 



Contracting parties 

7.2 
Click on the ‘Invite Colleague’ button to 
ask a coworker to review the contract. 

7.3 Then insert their names. 

7.4 Insert their email address. 

7.5 
Click on the ‘Ask to’ dropdown button 
and select Review. 

7.2 

7.3 

7.4 
7.5 
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7.6 

Click on the ‘Invite Other Party’ button to 
ask another party i.e. your legal team, to 
collaborate on the contract. 

7.7 

A pop-up window appears. Complete all 
the fields provided incl. assigning tasks 
to the invited party. 

7.8 
Click on the ‘Send’ button to extend the 
invitation. 

7.6 

7.7 

7.8 



Other options 

8 Other options 

8.1 

Click on the ‘Paper Options’ dropdown menu 
and select PDF Preview to download a PDF 
version of the contract. 

8.2 

Click on the ‘Contract Options’ dropdown 
arrow and select Attach File to share a 
document. 

8.2 

8.1 
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Should TFG make other changes to the contract, it will be 
sent back you  to review and/or make edits in the same 
manner you received the first draft agreement. 
 
Once the agreement has been finalised by both parties, 
you will be sent the final legal agreement via DOCUSIGN 

for you to initial and sign. 
 
Upon all parties signing the document, a copy of the signed 
agreement will be sent to you for your records.  
 



THANK YOU 
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