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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: 

• Registering as a new supplier with Pact, and 
• 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) 

 

 

 

Signup 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 email invite to join the CSP will be sent to your after your signup has been 

completed. 
 

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

 
3. Already a registered 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. 

 
 

 

https://pactgroup.com/supplier-information/
mailto:vendor.inquiry@pactgroup.com
https://supplier.coupahost.com/sessions/new
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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. 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. 
 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 

1.1. 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 

• Pact Supplier Code of Conduct Policy 
• Pact Modern Slavery Policy 

 

 

 

https://pactgroup.com/wp-content/uploads/2026/02/Becoming-a-vendor-with-Pact.pdf
https://pactgroup.com/wp-content/uploads/2026/02/Becoming-a-vendor-with-Pact.pdf
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1.2. Email Correspondence 
 

1. PO Email: Email address for POs to be received. 
2. Remittance Email: Email address for remittances to be received. 
3. Data Request Email: Email address where requests for information can be sent. 
4. Bank Confirmation: Name & contact number for someone who can confirm your bank details. 

 

 

 

 

 

 

 

 

 

 

 

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. Pact Modern Slavery Policy 

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

 

 

 

 

 

 

 

 

 

 

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/2025/03/ModernSlaveryPolicy_2025.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 on the radio buttons to select Yes or No and fill in the mandatory fields. 

  

 

 

 

 

 

 

 

 

 

 

1.5. Declaration 
 

1. Click the checkbox to certify that all information provided is true and add your signature. 
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2. Already a registered 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”.   

 

 

 

 

 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

mailto:vendor.inquiry@pactgroup.com
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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. 

 

 

 

 

 

 

 

 

 

 

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”. 
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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 “I copied and saved the recover codes” followed 
by clicking on either “Continue” or “Download & Continue” 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

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

3. Log into 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  

 
 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://supplier.coupahost.com/sessions/new
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6. Match: Pact Group should appear along with any other similarly named companies that exist. 
Select “Pact Group”  

 

 

 

 

 

 

 

 

 

 

 

 

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”  
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 


