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Supplier onboarding

The goal of this guide is to support you as you navigate the supplier update process with our Procurement system, Coupa. This 

portal is completely free and makes it easier for you to:

• Update your company information 

• Receive and manage purchase orders

• Create and track invoices 

• Communicate directly with On in one place

Please keep in mind that, until your onboarding process in Coupa is fully completed (where you have provided your 

contact information, address, banking details, etc.), On cannot send you Purchase Orders or process invoices for 

payment. 

Welcome to On’s Coupa External Update Guide for Suppliers

To begin or continue your successful business relationship with On, we would like to ask you to update your 

information in Coupa. Completing your Coupa Supplier Profile (CSP) ensures you have a complete supplier record in 

our system, which streamlines purchase orders, invoices, and payments. 
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1. You have received an email from On asking you to 

“Join and Respond” or “Respond without Joining”

2. Since you already have an account in Coupa, please 

click on "Join and Respond”, and follow the steps 

detailed in the next slides

Step 1. Login to your on the Coupa Supplier Portal (CSP)

1. Please login to your Coupa Supplier Portal account

2. You may receive a one-time code on your email that 

you will need to type in Coupa to be able to continue 

with your login
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1. Next step: Please complete On’s supplier update form

2. Some fields will be pre-filled, please review and add any missing 

details

3. Please note, this step is required before you can start doing 

business with On

Step 2. Accessing On’s External Update Form for Suppliers

Company ABC

XX

XX

XX XX
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1. In the top menu, please select “Information Requests” to open On’s 

supplier Update Form

Step 2. Accessing On’s External Update Form for Suppliers

Company ABC

XX

XX

1. Please look for the form named “External Update Form for 

Supplier”

2. Please click the link and provide the required information
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1. Please fill in any missing fields and ensure their accuracy 

Step 3. Complete your primary company details

1. Please indicate whether you are registered for Tax/VAT in your home jurisdiction

1. If you select Yes, please ensure your Tax/VAT number is correct

2. If you select No, please describe why you are not registered for tax
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1. Please specify which goods or services your company provides

2. On typically operates on Net 30 payment terms

1. If you agree, select Yes

2. If you do not agree, please select No and choose from the alternative 

payment term options in the dropdown

Step 4. Complete your commodity and payment terms

“No, I have another agreement”

1. Please share the details of this 

agreement and your contact at On, 

and share a copy of agreement as 

proof of payment terms

“No, I don’t accept”

1. Please provide the reason, proposed 

terms and contact person this is being 

discussed with at On

“No, I am providing service to Japan”

1. Please state whether you agree with a standard 

payment term of Net 60 days

2. If you do not accept or have another agreement, 

please provide the necessary details
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1. Please provide details for the individual responsible for managing the 

CSP, receiving purchase orders, and creating invoices

Step 5. Complete your primary contact information
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1. Indicate if you would like to share further contact details 

(e.g. other team members who should also receive Coupa 

notifications)

Step 6. Complete your primary contact information

1. If you would like to share any other contact details with On, please fill out 

the required information
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1. Please select how you would like to receive your 

purchase orders. Our options include email, 

Coupa Supplier Portal, or cXML

Step 7. Complete your purchase order preferences

When you choose Coupa Supplier Portal, you 

will still have the option to choose an email ID 

where you can receive Purchase Orders 

(PO’s)

Please provide the PO email, which should 

be the contact person / team who should 

receive the order to deliver goods / services. 

This can be the primary contact, or an 

alternative address

If you want to receive PO’s via cXML, you 

will be asked to provide a contact name for 

any follow up needed related to setup of 

cXML
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1. Please provide your primary address, which is the main business address where you operate

Step 8. Complete your company address, and banking and payment details

1. Please add and verify your bank account information, and 

ensure you choose the correct currency if you accept multiple 

currencies

2. Please review the bank country / region to ensure you have 

selected correctly
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1. Please review or add a Remit-to address (this address is 

critical for invoicing purposes, so please ensure it is accurate)

2. Please complete the required fields

3. If a remit-to address is already listed and needs updating, 

select “Inactive” for the old entry before creating a new one

4. Please provide a Bank Supporting Document of your bank 

account information and details, or bank statement showing 

your registered address and account details

5. If you have more than one bank account (e.g. in a different 

country / currency), select “Yes”, and provide the relevant 

details 

Step 9. Review or add a Remit-To Address
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1. Please review all the information you have entered to ensure accuracy 

(especially the bank account and address details)

2. Click submit for approval 

3. After On reviews and approves your banking details, you will be able 

to receive payments directly via the specified bank account

Step 10. Conduct a final check and submit for approval
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