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Supplier Onboarding 

User Guide 
This User Guide describes how to register onto the Coupa Supplier Portal (CSP) and 
completing the Onboarding form to ensure we have up to date information from the 
supplier. 
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1. Register on Coupa Supplier Portal (CSP) 
 

 
 

 

1. You will receive the email invitation to 

Register on Coupa Supplier Portal. 

 

2. Click on Join and Respond 

 

NOTE: 

• If you click on Respond Without 

Joining, you will be required to fill the 

onboarding questionnaire in one go as 

you will have no option to Save. 



 

 

 
 

 

3. Enter the mandatory details. 

 

4. Click on Create an account 

 

NOTE: 

• If you already have an account on 

Coupa Supplier Portal, click on Log In 

• You have the option to forward the 

onboarding request actions to another 

of your team member if they are on the 

same domain. Click on Forward this to 

someone and enter the email address. 



 

 

 
 

 

5. The 6-digit email verification code will be 

sent on the email entered during registration. 

 

6. Enter the 6-digit email verification code 

 

7. Click on Next 
 

 

 

 

 

 

 

 

 



 

2. Add Legal Entity on Coupa Supplier Portal (CSP) 
 

 

 
 
 

 

1. Click on Business Profile 

 

2. Click on Legal Entities 

 

3. Click on Create 

 

4. Enter all the mandatory details 

 

3. Click on Save 

 

 

 

 

 



 

3. Completing Supplier Onboarding Form on Coupa Supplier Portal (CSP) 

 

 
 

 

Accessing the onboarding Form: 

 

1. Click on Business Profile 

 

2. Click on Information Requests 

 

3. Select Customer Suntory Beverage 

& Food International from drop down 

 

4. Click on SBFO - Supplier Creation 

External Form 

 

Completing the onboarding Form: 

√ General Information 
√ Communication Details 
√ Address Information 
√ Accepting Suntory Oceania & Suntory Group Policies 
√ Membership Confirmation 
√ Business & Tax Registration Details 
√ Payment Details (follow the steps shown below) 
√ Safety, Compliance & Risk Management | Supplier Diversity | Corporate Social Responsibility | Health & Safety | Sustainability | 



 

4. Adding Payment Details on Supplier Onboarding Form 
 

 
 

 

Adding Payment Details: 

 

1. Click on Add Remit-To 

 

2. Click on Add Payment Method & select Bank Transfer. We 

only accept Bank Transfers 

 

3. Enter all the mandatory bank account details in the below 

format: 

For New Zealand Accounts: 
 
• Bank & Branch Code: Enter the first 6 digits (e.g., 123456) 
• Bank A/C Number: Enter the next digits plus suffix 
(e.g., 789101100) 
  
For Australian Accounts: 
  
• BSB Number: Enter the 6-digit BSB (e.g., 123456) 
• Bank A/C Number: Enter full account number (e.g., 789101112) 
 

4. Click on Save 

 

5. Attach Bank Account Details Confirmation Supporting 

Document 



 

 

√ Once all the required details are filled in, scroll to the bottom of page, and click on Submit for Approval. 
√ You also have the option to Save if you cannot complete the form in one go. 
√ If you have any questions, you can enter in the comment section and click on Add Comment. 

 

        
 

5. Any Questions? 
 

√ Email us at sbfo.supplier@suntory.com 
 

√ Reach out to your Point of Contact from Suntory Oceania. 

mailto:sbfo.supplier@suntory.com
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