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Links 

Pact Group Support: vendor.inquiry@pactgroup.com 

Coupa Support Portal: Coupa Supplier Portal (coupahost.com) 

 

 

 

 

 

 

 

 

 

 

 

mailto:vendor.inquiry@pactgroup.com
https://supplier.coupahost.com/sessions/new
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Signup Methods 
 

1. Respond Without Joining – New Suppliers to Pact  
o This method completes your Pact signup without registering you for the Coupa Supplier 

Portal (CSP). A separate email invite is required to join the CSP (#3 shown below). 
 

2. Join and Respond (Recommended) – New Suppliers to Pact  
o First, complete your registration to sign up to the Coupa Supplier Portal, then complete 

your Pact registration. Both steps are mandatory, without completing the Pact signup, 
you will not be able to trade with any Pact Group entities. 
 

3. Already signed up with Pact - Email Invite to CSP 
o This method is required to signup to the Coupa Supplier Portal only. 

 
4. Already have CSP Account before signing up with Pact 

o How to signup with Pact if you use the Coupa Supplier Portal already. 

 

1. Respond Without Joining Button 
 

1. Start the Form: Click on “Respond Without Joining” button from your email 
 

 

 
 

2. After clicking on Respond Without Joining a new page will open in a browser with the form to 
be actioned/completed. 
 

3. Move to Section 3.1 
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2. Join and Respond Button (Recommended) 
 

1. Start the Form: Click on “Join and Respond” button from your email 
 

 

 
 
 
2. Create an Account:  Complete this section with your company’s information. Click “Next”. 
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3. Email Verification: the below screen will appear, and a one-time verification code will also 
have been sent to the email address associated with the account.   

 

 

 

 

 

 

 

4. One-time Verification Code:  Retrieve the code from your email & enter into the Email 
Verification screen. Click on “Next”. 

  

 

 

 

 
 
 
 

5. Account Details:  Complete this section with your company’s address information. Click on 
“Save and Next”. 
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6. Country Details:  Depending on the Country you’ve selected in Step 1.4 another box may 
appear under Primary Address. Enter your company information and select the relevant 
options applicable for your company. Click on “Save and Next”. 
 

 
 

7. Payment Information:  These are for your Coupa Account and can be used by all Suppliers 
you interact with using Coupa (if they have this function enabled). The Pact Group however 
does not currently use these forms and your bank account details will be captured as part of 
your signup forms with Pact. 
 
 

8. Payment Information:  Three Options will appear beginning with Virtual Card, Bank Account 
& finally Check if you wish to accept these payment methods, fill out the information in each 
section.  
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9. Subscriptions:  Once you’ve completed your Payment Information section the below 
Subscriptions options will appear. Click on “Continue” under the Free option shown below.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

10. Multi Factor Authentication (MFA):  If a message appears advising you to enable Multi-Factor 
Authentication as shown below upon selecting Pact Group as the customer, please reach out 
to Pact for this MFA requirement to be removed from your account, alternatively you can setup 
MFA by clicking on the link shown below. 
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3. Pact Group Signup Form – SIM6 
 

1. Navigate to the Pact Group Signup form (SIM6) which can be accessed via clicking on 
“Business Profile”, followed by “Information Requests”.   

 

 

 

 

 

 

 
 
 
 

2. In order to trade with Pact, the completion of the SIM6 form is required. Click the SIM6 link to   
  begin. 

 

3.1. Actions to Complete sections of the SIM6 form 
 

a. Mandatory Fields: Ensure all Mandatory Fields * are completed. 
b. Company Information: Include company details, address, email for remittance advice.   
c. Banking Details: - Click on the Remit-To button requesting your banking details. 
d. Insurances: Pact requires copies of your Public Liability Insurance, Product Liability 

Insurance and Professional Indemnity Insurance (if applicable).  These are mandatory 
fields, if an insurance is not held contact vendor.inquiry@pactgroup.com 

e. Compliance with DFAT and Global Sanctions List: Does your organisation comply. 
Review the Department of Foreign affairs and Trade (DFAT) Consolidated List. 

f. Purchasing Terms and Conditions: – Review Pact T&Cs of Procurement (Aus & NZ). 
g. Pact’s Policies: Review the policies. 

• Pact Anti-bribery & Corruption Policy 
• Pact Supplier code of Conduct Policy 
• Pact Whistleblower Policy 

 

 

 

 

 

 

mailto:vendor.inquiry@pactgroup.com
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3.2. Remit-To Addresses 
 

1. Add-Remit To: It is important that this section is completed.  This is where the banking details 
are uploaded to enable payment on invoices. 
 

2. Click on Add Remit-To.   
• The form will expand, it requires the Remit-To details. 
• It also requires the Banking details for payment of Invoices. 

 

 
 

3. Enter banking details for payment of Invoices. 
3.1. Complete all fields with *. 

3.2. Click on  to see information for entry into that field. 
3.3. Bank Account Number: As shown below the formatting here can be different depending 

on the country, an example is shown for New Zealand bank setup. 
3.3.1 Bank account: 12-3106-0012345-00 

 
 
3.4. Bank Contact Full Name: Enter the name at your company/organisation who liaises with 

the bank. 
3.5. Bank Contact Email: Enter the email of the person at your company/organisation who 

liaises with the bank. 
3.6. Bank Contact Phone Number:  Enter the phone number of the person at your 

company/organisation that liaises with the bank.  

 



Page | 10  
 

3.3. Email Correspondence 
 

1. PO Email: Email address for POs to be received. 
2. Remittance Email: Email Address for remittances to be received. 

   

3.4. Insurances 
 

1. Insurance details are required for: 
1.1 Public Liability Insurance 
1.2 Product Liability Insurance 
1.3 Professional Indemnity Insurance 

 
2. If you have any questions regarding your insurance(s), email vendor.inquiry@pactgroup.com 

who will direct your query to the relevant person for a response.  

  

 

3.5. Compliance with DFAT and Global Sanctions Lists 
 

1. There are 4 questions here that require you to confirm that your organisation does not appear 
on any US or AU Sanctions lists 

2. Tick the box to confirm that your organisation doesn’t appear on any sanctions lists.   

 

 

 

 

mailto:vendor.inquiry@pactgroup.com
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3.6. Modern Slavery 
 

1. Review the policy before starting this section Modern Slavery Policy  
2. Tick the box or select drop-down menu questions choose Yes or No.   
3. Some of the responses will generate another box to provide more details.  For example, 

choosing No in question 4, will open the box below to be completed. 

 

 

3.7. Pact Terms and Conditions 
 

1. Review Procurement Terms and Conditions for Pact and select the appropriate radio button. 
• T&Cs of Procurement (Aus & NZ) | Pact Group 

 
2. Review Pact Policies. 

• Pact Antibribery & Corruption Policy 
• Pact Supplier Code of Conduct 
• Pact Whistleblower Policy 

 
3. Click on the radio buttons to select Yes or No. 

 

 

 

 

https://pactgroup.com/wp-content/uploads/2022/07/ModernSlaveryPolicy_v2.pdf
https://pactgroup.com/tcs-procurement-anz/
https://pactgroup.com/wp-content/uploads/2024/11/AntibriberyCorruptionPolicy_v3-14-November-2024.pdf
https://pactgroup.com/wp-content/uploads/2021/09/SupplierCodeofConduct_v3-1.pdf
https://pactgroup.com/wp-content/uploads/2022/07/Whistleblower-Policy_2022.pdf
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3.8. PO Management, Invoice & Credit Note Submission Guide  
 

1. Invoices will be loaded into Coupa Supplier Portal by the supplier for payment by Pact Group. 
 

2. Training videos for how to submit an invoice to Pact Group. 
• How To Submit an Invoice To Pact Via Coupa 
• How To Reverse / Credit / Fix an Invoice for Pact via Coupa 
• Manage your pricing, goods and services with Pact via Coupa 

 

3. Entering your own invoices into CSP: 
• Pact Group requires suppliers to enter the invoices into the Coupa Supplier Portal.  
• Payment is made on invoices that the suppliers have entered into Coupa. 
• Emailing the invoice to an email address will not enable it to be paid.   
• The benefit to the suppliers with using Coupa Supplier Portal is the ability to see 

payment details and status of invoice for payment.   
 

4. Click on Submit 

 

3.9. Submit the Form 
 

1. After clicking on Submit the message below will display. 
2. Click on OK 

 

3. Successfully submitted form: The message below will display. 
 

 

 

4. If there are errors on the form: You will be directed back to the top of the form.      

                         

Success – form submitted successfully 

https://vimeo.com/808490117
https://vimeo.com/833182087
https://vimeo.com/855615278
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4. Already signed up with Pact - Email Invite to CSP 
 

1. Invitation to the Coupa Supplier Portal (CSP): You will receive the below request. You can 
forward this invitation to another person to complete or start the process by selecting “Join 
Coupa Supplier Portal”.   

 

 

 

 

 

 

 

 

 

 

2. Create an Account:  Complete this section with your company’s information. Click “Next”. 
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3. Email Verification: the below screen will appear, and a one-time verification code will also 
have been sent to the email address associated with the account.   

 

 

 

 

 

 

 

 

 

 

4. One-time Verification Code:  Retrieve the code from your email & enter into the Email 
Verification screen. Click on “Next”. 

  

 

 

 

 

 

 

 

 


