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Pact Group Support: vendor.inquiry@pactgroup.com

Coupa Support Portal: Coupa Supplier Portal (coupahost.com)
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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. Startthe Form: Click on “Respond Without Joining” button from your email

l PACT l

New CSP Supplier SIM Invitation

Hi There,

We're locking forward to you becoming a supplier with Pact. This email is to welcome you and give you an
overview of the process to become a supplier with Pact.

Checklist
* Read the below notes completely
* Press on the left orange "1OIN AND RESPOND" button below (click the button on the left, not the right)
* Complete the form in full and ensure you get a green SUCCESS message

Join and Respond Respond Without Joining

2. Afterclicking on 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

New CSP Supplier SIM Invitation

Hi There,

We're locking forward to you becoming a supplier with Pact. This email is to welcome you and give you an
overview of the process to become a supplier with Pact.

Checklist
* Read the below notes completely
* Press on the left orange "1OIN AND RESPOND" button below (click the button on the left, not the right)
* Complete the form in full and ensure you get a green SUCCESS message

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

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 Name

ABC supplier One

Your legal business name (or legal personal name if an indivi dual)
* Email
* First Name * Last Name
Steve Derrick
* Password * Confirm Password
L] L2

Use at least B characters and include a number and a letter

* country/region * Tax Registration | j

N | | HHEHHHER

[Jido not have a Tax ID

Ol accept the Privacy Policy and the Terms of Use

Create an Account
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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.

Email Verification

We sent a one-time verification code to
pact.group.supplier+ABCSupplierOone@gmail.com

Didn't receive the Verification Code?  Request a New Code

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

ZEcoupa
Your Coupa Verification Code

Below is the secure verification code you
that it's you.

189288

If you didn't request this code please con

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

Coupa Supplier Portal Onboarding

Fill out required info for your Business Profile before proceeding to Coupa Supplier Portal

Account Details Payment Information

Primary Address

* Country/Region * Address Line 1 Address Line 2

* City * State * Postal Code

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”.

New Zealand

Invoice From Code () Preferred Language

English (New Zealand) v

Tax Registrations
* Country/Region VAT ID

MNew Zealand -
| don't have VAT ID Number

* Local Tax ID

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.

Coupa Supplier Portal Onboarding

Fill out required info for your Business Profile before proceeding to Coupa Supplier Portal

G/) Primary Address saved successfully X

Account Details Payment Information

Payment Method ( Virtual Card | Bank Account | Remit-To Address)

Virtual Card O

Please enter the following information to receive Virtual Card payments

* Payment Method Mame (i) * Email Address

Process credit cards automatically

Do not accept Virtual Card payments from Pact Group Test
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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.

Subscriptions
Most Popular
Registered ## Coupa Verified
Easily do business with customers who Amplify your trusted brand across
use Coupa Coupa's community of buyers
Free $549 / year
Registered user includes: Everything in 'Registered’ plus:
* Business Profile * \erified Badge
* Orders * Priority Search Rank
* E-Invoices
* Catalogs
* Payments
* Sourcing Events

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

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.

:!""";coupa 5upp“er portal TESTING ~ | NOTIFICATIONS @ = HELP -
ﬁ Invoices Orders Business Profile Service Sheets ltems ASN Sourcing Forecasts Catalogs Setup More...
Business Profile Profile Submissions Legal Entities Payment Methods Information Requests Performance Evaluation Subscriptions
Pact Gro up Test Select Customer | Pact Group Test -

In order to access 'Pact Group Test' data you must enable Multi-Factor Authentication for added security
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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”.

‘::‘-;coupa SLlp[].ier' portal TESTING ~ | NOTIFICATIONS @@ = HELP ~

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

Business Profile Profile Submissions Legal Entities Payment Methods Information Reguests Performance Evaluation Subscriptions

Pact G roup Test Select Customer | Pact Group Test A

Form Responses

- O O e

Form Status Created Date Submitted At
I ISI‘;IE New Supplier Details Form v4.1 I New 08/20/25 None
Perpage 15 | 45 | 90

2. Inorder 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

Mandatory Fields: Ensure all Mandatory Fields * are completed.
Company Information: Include company details, address, email for remittance advice.
Banking Details: - Click on the Remit-To button requesting your banking details.

e 0T o

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.
e PactAnti-bribery & Corruption Policy
e Pact Supplier code of Conduct Policy
e Pact Whistleblower Policy
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3.2. Remit-To Addresses

1. Add-RemitTo: Itis 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.
e The form will expand, it requires the Remit-To details.
e [talsorequires the Banking details for payment of Invoices.

*To add your Banking details, please click the "Add Remit-To" button below

-Remit-To Addresses

Add one or more Remit-To Addresses by either filling out a new Compliant Invoicing Form or choosing an Existing Remit-To Address.

Add Remit-To

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

3.2.Clickon 0 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: -

Account Number:  0p1234500 o

Confirm Account 001234500

Number:
Bank Code: | 123106 o
SWIFT/BIC Code: ASBBNZ2A o

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.
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3.3. Email Correspondence

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

* Email Address to Receive Purchase Orders (PO's)

K

Email used by Supplier to receive Purchase Orders (PO's) from Pact Group

* Email Address to Receive payment remittance advice

Remittance advices will be sent to this email address

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. Ifyou 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. Tickthe boxto confirm that your organisation doesn’t appear on any sanctions lists.
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3.7.

Modern Slavery

Review the policy before starting this section Modern Slavery Policy
Tick the box or select drop-down menu questions choose Yes or No.

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.

* 4.1 Please list
Countries whane nan
AMI facilities are
located

Pact Terms and Conditions

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

Review Pact Policies.
e PactAntibribery & Corruption Policy

e Pact Supplier Code of Conduct

e PactWhistleblower Policy

Click on the radio buttons to select Yes or No.

Pact Terms and Conditions

Pact Terms and

» hitps://pactgroup.comftcs-procurement-a..
Conditions link peipaciarone F

* Do you agree to Yes

Pact's Terms and No, | have already agreed terms separately with Pact
Conditions of trade? ) Ng | need to discuss this with Pact
Pact Policies

*Will you comply with Yes
Pact's Anti Bribery & No
Corruption Policy?

1
™
@
T
]
o

s policy here: Pact Anti-bribery & Corruption Policy

* Will you comply with Yes
Pact's Supplier Code of No
Conduct?

Please review Pac cy here: Pact Supplier Code of Conduct Policy
* Will you comply with Yes
the Pact Whistleblower No
Policy?
Please review Pact's policy here: Pact Whistleblower Policy

If you have answered no to complying to either of the two policies above our team wall review this prior to registering you as a vendor with

Pact. If we need, our team will reach out to discuss this with you

Page | 11


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

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. Trainingvideos for how to submit an invoice to Pact Group.
e How To Submit an Invoice To Pact Via Coupa

e HowTo Reverse / Credit/ Fix an Invoice for Pact via Coupa

e Manage your pricing, goods and services with Pact via Coupa

PO Management, Invoice & Credit Note Submission Guide

Trading with Pact will | - Pact_Coupa_Supplier_Overview_and _C
be done via Coupa,

please download this - How pmit An Invaice To Pal oupa
guide to begin to learn - Ho redit / Fi for Pact via Coupa
the process for - Manage your pricing, goods and services with Pact via Coupa

managing POs and
invoices

3. Entering your own invoices into CSP:
e Pact Group requires suppliers to enter the invoices into the Coupa Supplier Portal.
e Paymentis made on invoices that the suppliers have entered into Coupa.
e Emailing the invoice to an email address will not enable it to be paid.
e 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

* Enter your own

Invoices wia C5P ) Mo

Decline m

3.9. Submitthe Form

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

pact-test.coupahost.com says

Warning. You will not be able to access or make changes after you
submit. Submit response now to form: SIM6. New Supplier Details Form

V4.07

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

Success — form submitted successfully

v Your request has been applied successfully

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

Action Required - Pact Group - TEST Registration Instructions

Coupa Supplier Portal <do_not_reply@supplier-test.coupahost.coms

tome v

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

Powe:

Hello

‘We handle all business spend electronically fo 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 reasen!

Pact Group

Join Coupa Supplier Portal Forward Invitation

£,xcoupa

Business Spend Management

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

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 Name

ABC Supplier One

Your legal business name (or legal personal name if an indivi dual)
* Email
* First Name * Last Name

Steve Derrick
* Password * Confirm Password

L L2

Use at least B characters and include a number and a letter

- Country,‘region * Tax Registration | ;

[[J1do not have a Tax ID

1 accept the Privacy Policy and the Terms of Use

Create an Account
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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.

Email Verification

We sent a one-time verification code to
pact.group.supplier+ABCSupplierOne@gmail.com

Didn't receive the Verification Code?  Request a New Code

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

zEcoupa
Your Coupa Verification Code

Below is the secure verification code you
that it's you.

189288

If you didn’t request this code please con

Page | 14



