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• LY Corporation will start to use [Coupa] for supplier surveys and subcontract surveys 
from Monday, May 19, 2025.

• This document describes new procedures that use Coupa.
For reference:

Supplier survey : When placing procurement orders (purchasing goods or licenses, contracting for business 
outsourcing, etc.), LY Corporation conducts a "supplier survey" of suppliers (including sole proprietors) in advance.

Subcontract survey : When outsourcing work to a supplier, LY Corporation conducts a "subcontract survey" in advance 
on the supplier (including sole proprietors).

Background 
and 

purpose

4

Overview of this document

About Coupa
• Coupa is a purchase system cloud service provided by Coupa Software Inc. No 

software installation or membership registration is required to use this service, and 
there is no charge for use.

For reference: Coupa Software Inc. website

https://coupa.co.jp/
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Terminology used this document

Terms

Sourcing Portal
This refers to the platform within Coupa where information regarding various 
surveys is exchanged between LY Corporation and suppliers. Suppliers will be 
required to use this platform to confirm the details of requests for information 
from LY Corporation and answer questionnaires.

Sourcing (Sourcing event)
This means a subcontract for which a survey is conducted.
*It is different from so-called "sourcing," which means obtaining a quotation.

Bid
Although this is displayed on some screens due to system specifications, it is not 
used because LY Corporation does not carry out the quotation process on 
Coupa.
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Precautions regarding this document

Precautions

• Although Coupa can be used for the entire procurement and purchasing 
process, from quotation to ordering and invoicing, LY Corporation uses it only 
for the purpose of exchanging questionnaires with suppliers regarding 
"supplier surveys" and "subcontract surveys.”

Therefore, note that Coupa includes functions and terms that are used 
for purposes other than those mentioned above (procurement and 
purchasing processes), but please note that these cannot be hidden or 
their names changed due to system specifications.

• Points requiring special attention when operating Coupa will be marked with a 
"NOTE" in the instructions on the following pages, so please be sure to read 
them as you proceed.
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Supplier survey
Supplier survey process and system operation method
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Supplier survey process
The workflow for replying to the supplier survey is as follows.

(* For details, see the succeeding pages.)

Process

Conduct
ed by LY Corporation Supplier LY Corporation

Process 
details

Sending a request 
to the supplier to 
fill out the “survey 
form"

Joining an event 
(subcontract to be 
surveyed) on the 
Sourcing Portal.

Filling out the 
survey form on the 
Sourcing Portal and 
submitting it on the 
system.

Survey form
response request

Logging in to 
the

 Sourcing
Portal

Joining
an event

Answering
the survey 

form

Conducting
the supplier 

survey

Supplier Supplier

Logging in to 
Coupa’s Sourcing 
Portal.

Conducting the 
supplier survey 
based on the 
completed "survey 
form"
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How to log in to the Sourcing Portal (1/2)
① Open the invitation email you received and then click  ”I 
intend to Participate" displayed in the email.

▼The invitation email has the following subject 
    and is sent from the following address.

Subject:LY Corporation Sourcing Event - (the trailing text varies with the event)
(Example)LY Corporation Sourcing Event – LY_SF_Transaction-Survey_Company-Name #0000 Invitation

From : @lycorp-jp.coupahost.com (Email address of the domain shown to the left)

*After you click the button, a one-time password for logging in to the Sourcing Portal 
will be issued as described on the next page (P.10).

NOTE
Do not click ”I decline to Participate."
If you are unable to answer on Coupa due to an unavoidable reason or if 
you clicked the button by mistake, 
consult LY Corporation using the details below:
[Contact information] Email address provided in the invitation email
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❷
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How to log in to the Sourcing Portal (2/2)
②Enter the one-time password (Coupa login authentication 
code, six-digit number) provided in the email you received, 
and then click the "Send" button.

*After you click " I intend to Participate " on the previous page (P.9), you will receive an email that 
contains the Coupa login authentication code.

*The display language for the one-time password entry screen is 
Japanese only.

*The language for the one-time password notification email sent to you may be Japanese as well.

[One-time password entry screen]

[One-time password notification email screen (Japanese)]
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How to change the language
① Scroll to the bottom of the Coupa page and click the language change 
button.

②Select the desired language.
   *The answer form and Excel questionnaire are only available in Japanese, English and Korean.

③ Select "Language" and "Region," and then click "Save Language and Region."

❷

❸

❶
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How to join an event

①After logging in to the Sourcing Portal, select
"I intend" for “Do you intend to participate?" on the "Event 
Info” tab*.

②Click "Enter Response."

*The tab is displayed in the upper portion of 
the page.
The "My Response " tab is displayed  after you 
select ”I intend."

NOTE
Do not click ”I decline to Participate."
If you are unable to answer on Coupa due to an unavoidable reason or if 
you clicked the button by mistake, consult LY Corporation using the 
details below:
[Contact information] Email address provided in the invitation email

NOTE
Do not click ”GET STARTED" in the banner at the top of the 
page as this is not the same as participating in the event.

You do not need to 
check the following:
• Event information & 

Bidding Rules
• Buyer Attachments
• Timeline

❷

❶
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How to answer the survey form (1/2)
① Open the "My Response" tab, and then answer the 
questions.

NOTE

*Do not use "Import from Excel."
Be sure to enter all your answers in the form on the system.

*”Submit Response" cannot be executed until you enter your 
answers to all the required items (with a red asterisk "*").

*The alphanumeric code displayed to the left of each question 
is LY Corporation’s management ID.

Do not use this

❶

Be sure to select 
”①Partner company or individual".

Enter your answer on the system.
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How to answer the survey form (2/2)

NOTE
• The following form will be answered by LY Corporation. No 

response required by Suppliers.

②After you enter all your answers, click ”Sumit Response."
*You can save your answers before finishing the entry by clicking "Save."

*After you execute ”Submit Response," LY Corporation will start the survey. After 
the survey has started, the answers cannot be changed unless absolutely 
necessary. If you want to change them due to an unavoidable reason, follow the 
instructions on the next page.

You do not 
need to 
check

❷

Be sure to select "(1) Partner 
company or individual.”

• Send your answers by the due date displayed at "Event 
end" at the top right of the answer form.

*If it is difficult for you to send your answers by the due date, inform LY 
Corporation about it beforehand via instant messaging. (For information 
on how to use instant messaging, see P.16.)

You do not 
need to 
answer
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[For reference] Changing or resubmitting survey form answers

①Inform LY Corporation via instant messaging that you want to change 
your answers.
*For information on how to use instant messaging,see the next page (P.16).

②Log in to the Sourcing Portal and then open the "My Response" tab.

③Click "Edit Response."

④Edit the answers in the form.

⑤After editing, click ”Submit Response."

⑥Inform LY Corporation via instant messaging that you have changed 
your answers.

❷

❸

❹

NOTE
[When LY Corporation requests you to change your answers]
LY Corporation may request you to change your answers during the 
survey.
In such a case, LY Corporation will inform you about it via instant 
messaging.
[When you want to change your answers]
If you need to change your answer after submitting it,
inform LY Corporation about it via instant messaging beforehand.

After you click "Edit answers" in step ③, the button will change as follows.
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[For reference]Instant messaging

①Enter a message.
      *Once a message is sent, it cannot be edited or deleted.

②Click "Send Message."

You can communicate with LY Corporation
using Coupa’s instant messaging function.

Search
If you want to check the contents of 
messages exchanged in the past, you 
can search by entering keywords in 
the "Search" field.

↑Click this button to open the entry screen shown to the 
right.

Notification method
When LY Corporation sends an instant 
message to you, a notification is sent to 
your registered email address.NOTE

The email address shown above is different from our customer 
support desk, so please do not contact us via this address.
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Subcontract survey
Process and system operation procedure for the subcontract survey
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Process for subcontract survey
The workflow for replying to the subcontract survey is as follows.

(* For details, see the succeeding pages.)

Process

Conducted 
by LY Corporation Supplier LY Corporation

Process 
details

Sending the 
supplier a 
response request.

Joining an event 
(subcontract to be 
surveyed) on the 
Sourcing Portal.

①Answering the 
survey form on the 
Sourcing Portal.

②Downloading an 
Excel file (survey 
form) from the 
Sourcing Portal and 
then filling it out*.

Survey form
response
request

Logging in 
to the

 Sourcing
Portal

Joining
an event

Answering
the survey

form

Sending
the survey 

form

Conducting
the 

subcontract 
survey

Supplier Supplier

Logging in to the 
Sourcing Portal 
from the received 
email.

Conducting the 
subcontract survey 
based on the 
completed survey 
form.

Supplier

① Submitting the 
completed survey 
form on the 
Sourcing Portal.

②Sending the 
completed Excel 
file (survey form) 
via instant 
messaging*.

*In some cases, answers to the Excel file are not required.
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The following procedures are the same as those for 
the supplier survey, 

so look at the pages shown below:

• How to log in to the Sourcing Portal (P.9〜10)

• How to join an event (P.12)
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How to answer the survey form (1/4)
①Open the "My Response" tab and then answer the 
questions in "1. LY_xx*_transaction survey form [For 
answers from partners]."
*Depends on the project.

NOTE
*”Submit Response" cannot be executed until you enter your 
answers to all the required items (with a red asterisk "*").

*The alphanumeric code displayed to the left of each answer field is 
LY Corporation’s management ID.

Be sure to select ”① Partner 
company or individual".

Enter your answer on the system.

❶

▼Depending on the nature of the case, additional procedures 
may be required.

If requested by our company, please proceed with necessary actions such as
signing a memorandum of understanding. (For example: in cases where
subcontracting occurs, or when work within our company is necessary)
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How to answer the survey form (2/4)

NOTE
• The following form will be answered by LY Corporation. No 

response required by Suppliers.

②After you enter all your answers, click ”Submit 
Response."
*You can save your answers before finishing the entry by clicking "Save."

*After you execute ”Submit Response," LY Corporation will start the survey. After 
the survey has started, the answers cannot be changed unless absolutely 
necessary. If you want to change them due to an unavoidable reason, follow the 
instructions on the next page.

• Send your answers by the due date displayed at "Event 
end" at the top right of the answer form.

*If it is difficult for you to send your answers by the due date, inform LY 
Corporation about it beforehand via instant messaging. (For information 
on how to use instant messaging, see P.16.)

You do not 
need to 
answer

❷
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How to answer the survey form (3/4)
③From the URL shown in the "Attachment" field, 
download the "Subcontractor Interview Sheet" and other 
files, and then enter your answers in the Excel files you 
downloaded.
*The content in the "Subcontractor Interview Sheet" and other files and the 
number of questions will vary depending on the subcontract type.❸

*Example of Subcontractor Interview Sheet
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How to answer the survey form (4/4)
④Attach the completed "Subcontractor Interview Sheet" 
to the "Attach files" section of the instant message.

⑤ Click "Send Message."

*No message text is required when submitting the survey form.

Reference

For information on how to use instant messaging,
see [For reference] Instant messaging on P.16.

If you would like to change or resend a survey form that you have already 
completed,see  
[For reference] Changing or resubmitting answers on the survey form 
on P.15.

NOTE
The email address shown above is different from our customer support 
desk, so please do not contact us via this address.
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If you have any questions,
please contact us using the following procedure.

*LY Corporation will respond to your inquiries. It may take a few business days to respond.

Before logging in to the Sourcing Portal
Contact LY Corporation at the email address provided in the invitation email you 

received(see P.9).

After logging in to the Sourcing Portal
Contact LY Corporation via Coupa’s instant messaging function (see P.16).

25

Contact information
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