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This User Guide outlines steps on UPDATING existing supplier information to ensure we

have up to date information.
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1. Log In & Access Update Form on Coupa Supplier Portal (CSP)

gxcoupa supplier portal

Login o

* Email

New to Coupa? CREATE AN ACCOUNT
Forgot your password?

SUPPLIER ~ NOTIFICATIONS HELP v

;¢coupa supplier portal

Sourcing Forecasts Catalogs Add-ons More...

* Invoices Orders Business Profile Service Sheets ASN
Legal Entities Information Requests formance Evaluation

Business Profile Subscriptions
Suntory Beverage & Food International - Profile | suntory Beverage & Food International - Prad. . »
(] |
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I W] ] J
Form = Status Created Date Submitted At |
ISBFO-MCIM Extemnal Form o Apphed 121224 121224
SBFO - Supples Update Extemal Form New 0055 None |

Perpage 15 | 45 | 90 t b

1. Log in to Coupa Supplier Portal :

https://supplier.coupahost.com/sessions/new

2. Click on Business Profile

3. Click on Information Requests

4. Under Profile dropdown, select Suntory
Beverages & Food International

5. Under Form Responses, click on the form with

latest created date *

*

* If the Creation Form you previously submitted
had incorrect information or needs update to
previously submitted information, you can follow
the above steps to update information and re-
submit. The Status of this form will be either
Applied or Pending Approval and the form name
starts with SBFO -~ Supplier Creation.

* You can also receive Update Form which we
might send when needed. The form name starts

with SBFO — Supplier Update.



https://supplier.coupahost.com/sessions/new

2. Update Existing Information on Coupa Supplier Portal (CSP)

AR E Y ST PN * Once you access the form in Edit
Primary Contact ) - — i i
o Suntory Oceania & Suntory Group Policies mode, you can u pdate the information.
You have been sent this form to update the previously submitied Supplier It
. " . - * Supplier Contact First Name
o P queries Iegaring e sieplieronticanting process please el | i ‘ Please review the Code of Conduct Policy, Supplier Guidelines, No PO No Pay Policy ani
North

* You will notice that most of the

@Membership Confirmation | Sedex | Ecovadis |

General Information I information is pre-populated from the
* Supplier Contact Last Name

- All Suppliers under Raw Materials, Packaging and Third Party Manufacture are required to reg . . . .
Supplier Number | Phase below to register. This form will be rejected if a direct category vendor is not registered to Sede | nfO rm atl on p revious ly Su b m |tted an d

29519 F

Business & Tax Registration Details

PO Email approved.
Supplier Name q

| Supplier.Sim1+Kaprx@gmail.com b I antifeation Murbor

Kaprx|North Phase Consulting

eceive the Purc

over email |
Please enter the name in following format: Trading Name | Legal Name

Note: Fields marked * are mandatory

# For New Zealand: GST / IRD
Payment Remittance advice email » For Australia: ABN

Supptiar Parant Legal Bty e » For Others: Tax Registration Number OR VAT to be po p u late d .

Supplier.Sim1+NthPhse@gmail.com
North Phase ] .

Tax Registration Supporting Document

International Campanies Only.

Address Information

Business Type — —— - Business Registration Number
\ Street Address

Private Company | | 1234567891012

Choose File  No file chosen

lease enter any one option that is suitable.

‘ 123 North Phase

ivate Company = For New Zealand: NZEN
2. Public Company ookl AR I
3. Sole Trader + For Others: Business Registration Number
4. Partnership Street Address 2
5. Other y

‘ KaprX Business Registration Supporting Document

ATO - Payment Times Reporting Scheme h Choose File  No_deposit...vailable.pdf
) Turnaver < $10m pfa

O Turnover = $10m pla

AU Suppliers Only




3. Update Existing Payment Details

:Remit-To Addresses

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

Add Remit-Te e

*Bank Account Details

Bank Account Details

How would you like to be paid?

AllMethods  Bank Transfers  Remit-To Addresses  Virtual Cards Add Payment Method -

Suntery Beverage & Food International prefers Virtual Cards, Bank Transfers, Remit-To Addresses Payments.

SWIFT Code (BIC)
Bank Account Details

\When providing your bank information, please enter the details separately into the correct fiekds, without dashes or sp
IBAN Number
For New Zealand Accounts: I l
= Bank and Branch Code: Enter the first 6 digits (2., 123436)
+ Bank Account Number: Enter the next digits plus suffx together (2.g., 783104100}
For Australian Accounts: B

« BSE Number: Enter the 6-0igt BS (2.0., 123456) I l
« Bank Account Number: Enter the full sccount number (= 5., 789101112}

Important:

*ccount Currency

I Enter numbers anly. Mo dashes (- or spaces,
[ Pleass double-check before submitting to avoid onboarding delays. I NZD - l

*1s the Bank Located in Australia? A
O Yes
& No Active ~

*Bank Country/Region

I New Zealand - l

:Bank Account Details Confirmation Supporting Document

*Account Name

North Fhase KaprX Lud l TAttachments
Add File

No_daposit_sliip_available. pdf

*Bank Account Number

l 0288111 I []

You can attach

*Bank and Branch Code

[ o

PN: The supparting dacument must be dated and issued within the tast 3 months.

Important Note:

* The existing bank details on the form CANNOT be
overwritten and will be greyed out.

* You MUST delete the existing bank details and add a new

following the steps below:

1. Delete Existing Bank Details: Click on o

2. Click on Add Remit-To

3. Close the Dialog Box by clicking on

4. 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:
e BSB Number: Enter the 6-digit BSB (e.g., 123456)
e Bank A/C Number: Enter full account number (e.g.,

789101112)

5. Attach Bank Account Details Confirmation Supporting

Document




e Complete the rest of the form questionnaire and attach relevant certifications

e Once all the required details are filled in, scroll to the bottom of page, and click on Submit for Approval.
e You also have the option to Save if you cannot complete the form in one go.

e If you have any questions, you can enter in the comment section and click on Add Comment.

Decline Save Submit for Approval

0! Comments Mute Comments

Enter Comment

Add File | URL

Send Comment nofification to a user by fyping @name {ex. @JehnSmith

Add Comment

4. Any Questions?

v Email us at sbfo.supplier@suntory.com

V' Reach out to your Point of Contact from Suntory Oceania.


mailto:sbfo.supplier@suntory.com
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