


Table of Contents

Y= g 11T o 3 1 (=] 4 4 Ve T - PN 3
1. New Suppliers to Pact - Exiger Onboarding FOrm ..o e 4
1.1. Actions to Complete sectionsoftheform ... 4
1.2. EMaAil COrreSPONAENCE .......cneniniiiiii ettt et et e eesesases s e e eaeaeaesesasasasnsnenens 5
1.3. Compliance With Pact’s POLICIES .........ouiuiiiiiiiii e e e e nens 5
L T 11 E= 10 1 =] 4 [ =Y PPN 6
1.5, Declaration.........oouuiiniiiiiii e e 6
2. Already aregistered Pact supplier-Emaillnviteto CSP............ccoiiiiiiiiiieeeeee, 7
3. Already aregistered Pact supplier with an existing CSP Account......................cooveieenen.. 12

Page | 2



Introduction

This training document is designed to support both new suppliers to Pact and existing suppliers who
are required to sign up to the Coupa Supplier Portal (CSP).

The guide provides step-by-step instructions on:

e Registering as a new supplier with Pact, and
e Completing the Coupa Supplier Portal sign-up process for suppliers who already do business
with Pact but are not yet active in CSP.

By following this document, you will understand what actions are required to successfully complete
your onboarding or portal registration, enabling you to receive purchase orders, submit invoices, and
manage supplier information through the CSP.

Links

Pact Group Supplier Website: https://pactgroup.com/supplier-information/

Support: vendor.inquiry@pactgroup.com

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

Sighup Methods

1. New Suppliers to Pact - Exiger Onboarding Form
o This method is for companies who wish to commence supplying Pact and are not yet
registered into Pact’s systems.
o The process will complete your Pact vendor onboarding process without registering you
for the Coupa Supplier Portal (CSP).
o A separate emailinvite to join the CSP will be sent to your after your signup has been
completed.

2. Already aregistered Pact supplier — Email Invite to CSP
o This method is for existing Pact suppliers to access your Coupa Supplier Portal only.

3. Already aregistered Pact supplier with an existing CSP Account
o This method if for existing Pact suppliers that already use the Coupa Supplier Portal
with other customers.
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1. New Suppliers to Pact - Exiger Onboarding Form

The process detailed below is also covered in this one-Page PDF guide: Becoming-a-vendor-with-
Pact.pdf

1.

1.1.

Someone at Pact must commence this process. This will typically be your point of contact at
one of Pact’s manufacturing sites or with one of their corporate teams. They will submit a
request to onboard a new supplier which is reviewed by Pact’s central procurement team. If
the request is approved it will trigger an email to be sent to you. Please ensure you provide your
Pact representative with the best contact in your organisation, i.e. the person who will
complete the process below.

Start the Form: Click the “Click here to automatically log in to your account” link from your

email.
Pact Group Vendor Onboarding and Compliance Process for Test Supplier B Summarise
“ % s | [ ...
no-reply@exiger.com |© ‘ 2 Reply | D Reply Al ‘ — Forward ‘ ‘E' |7‘
To Wed 18/02/2026 12:11 pm

Dear Test Supplier ,

Thank you for partnership as a supplier to Pact Group. To ensure a smooth onboarding process and compliance with our procurement standards, we kindly ask you to complete the Supplier Questionnaire
available via the link below.

This questionnaire gives you an opportunity to update any details that have changed for your organization,  Test Supplier  including address and contact details. The questionnaire also addresses compliance
with Pact Group policies such as anti-bribery, modern slavery, and our Supplier Code of Conduct. The information you provide will enable us to:

+ Complete mandatory compliance and risk assessments
« Update your profile in our systems for purchasing and invoice processing
« Align with our sustainability and governance requirements
Allinformation provided will be secure and protected by Exiger. Your timely response will help us ensure uninterrupted business engagement.

Please click the link below to automatically log you in to your account and complete the questionnaire.

Click here to automatically log in to your account

Thank you for your time and attention. For assistance, contact your Pact representative.

Actions to Complete sections of the form

a. Mandatory Fields: Ensure all Mandatory Fields * are completed.

b. Company Information: Include company details, address, email for remittance advice.

c. Banking Details: Upload a banking confirmation document and provide a contact name
and number for bank confirmation.

d. Insurances: Depending on the nature of your business with Pact, the form will ask you to
provide details and upload on of the following: Public Liability Insurance, Product Liability
Insurance and Professional Indemnity Insurance.

e. Pact’s Policies: Review the policies.

Pact Anti-Bribery & Corruption Policy
e Pact Supplier Code of Conduct Policy
e Pact Modern Slavery Policy
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1.2. Email Correspondence

PO Email: Email address for POs to be received.

. Remittance Email: Email address for remittances to be received.

Data Request Email: Email address where requests for information can be sent.

Bank Confirmation: Name & contact number for someone who can confirm your bank details.

Email Address to receive payment remittance advice*

Email Address to receive Purchase Orders (PO's)"

Email address for submitting data requests™ @

Name and Contact Number for Bank Confirmation® €@

1.3. Compliance with Pact’s Policies

1. There are 3 questions here that require you to read Pacts Policy and confirm that you will
comply.
a. Pact Antibribery & Corruption Policy
b. Pact Supplier Code of Conduct
c. PactModern Slavery Policy

2. Click ontheradio buttons to select Yes or No.

‘Will you comply with Pact's Anti Bribery & Corruption Policy? (Click Here to review policy)” 6
O Yes
No
Will you comply with Pact's Supplier Code of Conduct? (Click Here to review policy)” [ ]
O Yes
No
Please confirm that your organisation can comply with Pact's Modern Slavery Policy? (Click Here to review policy)* @
O Yes
No
To ensure Pact is able to maintain it's compliance requirements, all trading with Pact will be done via Coupa, please download this guide to begin to learn the process for managing POs and invoices:

- Sign up for your free Supplier Portal access with Coupa to manage your POs and invoices: https:/pactgroup.com/wp-content/uploads/2024/09/CSP-Signup.pdf
- Guide to support you in managing POs and invoices with Pact: https:/pactgroup.com/wp-content/uploads/2024/09/CSP-Training-Guide.pdf
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1.4. Insurances

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

2. Click onthe radio buttons to select Yes or No and fill in the mandatory fields.

Do you have product liability insurance?”
O Yes

No

Please confirm your level of product liability insurance, including the currency and amount covered.*

Provide expiry date for product liability insurance”

i

Please upload your product liability insurance certificate of currency*

1.5. Declaration

1. Clickthe checkbox to certify that all information provided is true and add your signature.

| certify that all information provided is true to its nature. *

Yes

Signature®

SIGNED BY
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2. Already aregistered Pact supplier - Email Invite to CSP

If you are already a registered Pact supplier but do not have access to your Coupa Supplier Portal, this
process is for you to gain access.

1. Only certain people at Pact can commence this process. Reach out to your Pact contact and
they can ask the Shared Services teams to send this invite. Alternatively, email
vendor.inquiry@pactgroup.com to request an invite.

2. 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”.

Action Required - Pact Group - TEST Registration Instructions = nboxx

Coupa Supplier Portal <do_not_reply@supplier-test.coupahost.com>

tome v

| PACT JTEST Action Required — Pact Group - TEST Registration Instructions

§xcoupa

Hello
We handle all business spend electronically to make sure you're paid on time and prevent lost documents

To ensure your ability to do business with us, you have 48 hours to register your account. Please contact us at supplier@coupa.com if

you are unable to register for any reason!

Pact Group

Join Coupa Supplier Portal Forward Invitation

gcoupa

Business Spend Management

3. Create an Account: Complete this section with your company’s information. Click “Create an

Account”.

Create an Account

Pact Group - TEST is using Coupa to transact
electronically and communicate with you. We'll walk you
through a quick and easy setup of your account with
Pact Group - TEST so you're ready to do business
together.

* Business Nome
ABC Supplier One

* Email
* First Name * Last Name

Steve Derrick

* Password * Confirm Password

» L
ndl in
* Country/region * Tax Registration
| B
[[J1do not have a Tax ID
i accept the and the
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4. Multi Factor Setup: the below screen will appear, where you need to choose a method to

secure your account. If you don’t wish to use Passkey, click on the “Use Other Methods”
dropdown for more options.

Secure Your Account

Select a method to protect your account from unauthorised access.
(Learn More)

[‘.3] Passkey (Recommended)

Use your device's fingerprint, Face ID, or PIN to sign in >
securely — no passwords or codes needed.

You can set up your passkey later on the Account Setup page.

Use Other Methods =

5. Use Other Methods: The below (in addition to Passkey) are the options available for you to

choose between. You must however choose one option. Click the chosen option followed by
“Save”.

Use Other Methods =«

Authenticator App

Use an app (like Google Authenticator or Microsoft >
Authenticator) to generate a 6-digit code for verification.

D Text Message (SMS)

Receive a one-time code sent to your phone each time >
you signin.

[~] Email Message

Receive a one-time code sent to your email each time >
you signin.
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6. Backup Codes: Once you’ve setup your chosen Multi-Factor Authentication (MFA) method you will be
provided with recovery codes that you should store in a secure location as these will be required if you
lose access to the MFA method you’ve setup. Click on “l copied and saved the recover codes” followed
by clicking on either “Continue” or “Download & Continue”

Multi-Factor Authentication Has
Been Successfully Enabled

() Important

Emergency Recovery codes are essential to restore access if you
lose your authentication device or app.

MvHbyQ 4WtGng
ekhlxA fDdIjQ
tKOqTg WYfdwg

Copy or download these codes on your device. You can use each recovery
code only once.

I | copied and saved the recovery codes I

Continue Download & Continue

7. Account Details: Complete this section with your company’s address information. Click on
“Save and Next”.

Onboarding for Pact Group Test (Coupa Supplier Portal)

Fill out the required fields so your customer can pay you.

Primary Address +,

* Country/Region * Address Line 1 Address Line 2
[ Australia - J @
* City * State * Postcode
-
Australia
Invoice-From Code () Preferred Language
English (Australia) -

=)
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8. Subscriptions: Once you’ve completed your Payment Information section the below
Subscriptions options will appear. Click on “Continue” under the Free option shown below.

Subscriptions

Registered

Easily do business with customers who
use Coupa

Free

Registered user includes:

Business Profile
Orders
E-Invoices
Catalogs
Payments

Sourcing Events

Continue

1% Coupa Verified

Amplify your trusted brand across
Coupa's community of buyers

$549 / year

Everything in 'Registered’ plus:

* \erified Badge
* Priority Search Rank

Coupa Advanced

Optimize your cash flow and increase
productivity throughout your day

$4,800 / year

Everything in 'Registered’ plus:

* Automated invoice reminders
and reporting

* A seamless integration with your
account system

Purchase Advanced

Cancel

9. Notifications: Click on the bell in the top right corner of your screen, you will arrive in the
notifications screen. On the left hand menu a task called “Onboarding Task: Create Payment

Method” should appear as per below. Click on this task.

®
B

Onboarding Task: Create Payment Method

Open

Open 1

Overdue ] Mecer
Due Today 0
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10. Create Payment Method: Click on the radio button for one of four below options, followed by

clicking on the button in the bottom right whose text will change depending on the option
chosen.

Continue to follow the setup procedure if a new window appears for the option you’ve
selected.

ZEcoupa

Onboarding Task: Create Payment Method

Medium

Remit-To Address

The address was recorded in the Legal Entity "STALYCE HOLDINGS AUST P/L (216469)" that you created.

123 Eagle Street, Brisbane City, Queensland, 4000. Australia

Please select one of the following options to proceed:

®) 5 Acknowledge this address as correct for receiving payments

Confirm this Remit-To Address is correct without making changes

() [Ep Usesdifferent Remit-To Address for payment
B/ Enteranew address

b

Create a Bank Account payment method

WL\ dd bank account details for r

eiving wire transfers or ACH payments

Create a Virtual Credit Card payment method

Set up virtual credit card payments with email notifications

i
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3. Already a registered Pact supplier with an existing CSP Account

Many organisations will already use the Coupa Supplier Portal with other customers. In this case the
process below will guide you to use your existing CSP and add Pact as a new customer.

1. Complete Step 1to 1.5 - Pact Group Signup Form — Exiger (if you are not already a Pact supplier)

2. Acceptthe CSP Link request via email 2.1 - Already signed up with Pact - Email Invite to CSP

3. Loginto your CSP account: via Coupa Supplier Portal

4. Request connection to Pact Group: Navigate to the Connection Requests page by clicking
on Setup > Connection Requests > Search

{,}Cﬂl.lpa Supplier portal NOTIFICATIONS @ | HELP -

ﬁ Invoices Orders Business Profile Service Sheets Items ASN Sourcing Forecasts Catalogs More...

———————————————————————————
Admin Connection Requests

Learning Center
Request a connection to your first customer now!

Adding users to your account

5. Search: Enter Pact Group into the Customer Name field, press “Enter” on your keyboard.

Search for a

customer

* Customer Name
Pact Group

You are limited to 2 attempts. Can't find your customer? O

Contact Support

Cancel
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6. Match: Pact Group should appear along with any other similarly named companies that exist.
Select “Pact Group”

Search for a

customer

i

* Customer Name

Pact Group

You are limited to 2 attempts. Can't find your customer?

Contact Support

PACT Group

Cancel

7. Contact: Upon selecting Pact Group the screen will change and you will need to populate
your Pact Contacts email address in the “Customer Contact” field. This will be the person who

has requested your work with Pact. Click on the box next to “I’'m not a robot”

Search for a

customer

* Customer Name

PACT Group

You are limited to 2 attempts. Can't find your customer?

Contact Support

* Customer Contact

Email address

[

I'm not a robot e

reCAPTCHA

Privacy - Tems

Cancel
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8. Completion: Click the checkbox on the declaration that will appear, followed by clicking on
the “Request” button to complete the request.

Search for a

customer

i

* Customer Name

PACT Group

You are limited to 2 attempts. Can't find your customer? o]

Contact Support

* Customer Contact

test@test.com

\/ I'm not a robot e

reCAPTCHA

Privacy - Terms

* | confirm by sending this request that | am actively doing business with this
customer and contact. | am not soliciting new business opportunities with this
company. | consent to my email address being shared with this customer.

9. Summary: An overview of the request will now be visible in the Setup > Connection Requests
screen to show you if the request has been approved or not.

L

Invoices Orders Business Profile Service Sheets ltems ASN Sourcing

Forecasts Catalogs

Admin IC Connection Requests jl

Learning Center

Adding users to your account

FAQ

Request a Customer Connection o

Your customers below use Coupal Send them a connection request.

Customers Actions Status Email

PACT Group Pending test@test.com

Don't see the customer you're looking for? m

Date

02120126

Comments
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