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Introduction

As a BCG supplier, we require you to register your company’s details on our Coupa Supplier Portal before any 
invoices can be processed.

Setting up your company information will facilitate the timely processing of invoices.

If you are not already registered as a user of the Coupa Supplier Portal, you will need to register as a user before 
you can register your company’s details. The link provided in your welcome email will take you directly to the 
registration page.

If you are already a user of the Coupa Supplier Portal, you will need to log in to Coupa via the link provided in your 
welcome email. Once logged in you will be taken to the BCG Coupa home page where you can register your 
company’s details.

BCG has therefore compiled this user guide to assist you in setting up your company details accurately. Once you 
have completed your information it must be submitted to the BCG Procurement team. The Procurement team will 
validate your information and will reach out to you if any discrepancies are identified.

Should you have any queries or require any additional assistance please contact BCG Procurement Support by 
raising a request at BCGProcPaySupport@bcg.com
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Join the Coupa Supplier Portal

The following information needs to be completed so that your details are registered on the Coupa Supplier Portal. 
The information needs to be completed by the person mandated to act on behalf of the company and, where 
applicable, the invitation must be forwarded to the correct representative.

If you are the correct company representative, please complete the information below:

You (the company representative) will receive an email notification that your request to join the Coupa Supplier 
Portal has been accepted and will be prompted to complete your customer profile via the link provided.

Enter the correct Business 
Name or Legal Entity 
name.
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Enter the correct email for 
the company representative.

Complete your personal 
details to set up your profile.

Create and confirm a unique 
password.

View and accept the Privacy 
Policy and Terms of Use.

Click on ‘Create an Account’ 
to send your registration 
details to BCG.
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Log In to the Coupa Supplier Portal

Log in to the Coupa Supplier Portal using your existing email address and password so that you can register your 
company details as a BCG Supplier.

Enter your existing email 
address and password.

Click on ‘Log In’ to navigate 
to the BCG Home Page.
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Accessing Your User Guides

User guidelines on completing the required information are available via the Home tab. Selecting View All next 
to Announcements will allow you to access the user guide you are looking for.
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Complete Your Customer Profile

To complete your customer profile, select Profile from the tab at the top of the screen and then select

Information Requests.
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Enter your Legal Entity name. It cannot 
exceed 40 characters, including spaces. 
Please note that for US Suppliers this 
name must be same as that on the 
W8/9 Form
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Enter Tax Registration Type and Tax 
ID

If your services are not applicable for 
VAT / Tax

Ensure you agree that invoices will not 
carry VAT / Tax

Your Tax and Payment information

Your Company information

Enter your ‘Doing Business As’ name if 
currently used for invoicing.

Enter your company’s URL.

April 2024  |  7



BOSTON CONSULTING GROUP

Enter your primary contact details 
where BCG can contact you if required. 
No more than 15 characters (including 
spaces) can be entered in ‘First Name’.

Please use the standard country format 
for phone details

E r y r m  y 
where BCG can con

Enter your Company's Primary Address
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Click the Add Remit-To button, the following pop-up will appear:

The actual information required will differ from country to country and will be in line with your country’s 
regulatory requirements.

Set up your business details by clicking 
on the ‘Add Remit-To button.

Enter your e-mail address where the 
status of your payment needs to be sent
 c
you if required.

BOSTON CONSULTING GROUP

Please note that the screens provided in the Remit-To section are examples for guidance purposes only.

Should you require any additional assistance please contact BCG Procurement Support by raising a request at 
BCGProcPaySupport@bcg.com.

Click on the ‘Create New’ button to set 
up your business details.
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Click on Continue to capture the rest of the information that is required.

Please ensure that the address details captured are the same that appear on your Invoices.
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Select the country in which you 
are based.

If you have a VAT ID, please 
ensure that you enter the correct 
format, e.g., ESJ66647000.

Dependent on your country, VAT 
ID may not be mandatory. If you 
do not have a VAT ID, please 
check ‘I don’t have a VAT/GST 
Number’ and enter your Local 
Tax ID. This could also be your 
Driver’s license number or 
Passport number
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Tax ID and Miscellaneous is not mandatory as it is not required by BCG and will not be utilized.

Please select Address from the three 
drop-down options as this is the BCG 
standard payment type.

This information does not need to be 
completed as the information provided 
earlier will be pre-populated.

Click on Save & Continue to capture the rest of the information that is required.
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Please Note: Only one Remit-To Address and Bank Account will be accepted and stored at BCG. Should you need 
to add additional Remit-To Addresses and/or Bank Accounts, these can be added once you have been onboarded 
as a BCG Supplier.

You should only select Deactivate Legal Entity or Cancel if you need to clear the information already recaptured. 
Please note that these selections will clear the form and all information will need to be completed again?

Click on Next to capture the rest of the information that is required.
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This information will be pre-populated and will reflect as an Active status as confirmation that your Remit-To 
Address is confirmed.

Click on Done to capture the rest of the information that is required.
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Click on Add Now to be redirected to the main form to confirm your Remit-To Address and complete your banking 
information.
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Your Banking Details

Enter the Name of the Country where your bank is situated

Enter the name of the Account holder to whom payment must be 
made. No more than 80 characters can be entered, including spaces.

Enter the Name of the Bank associated with your account.

Enter the Bank Account Number to which payment must be credited.

No more than 100 characters can be entered, including spaces.

Enter the Name of the Country where your

bank is situated

For supplier based out of UK, please enter 6 numeric digit
sort code without dashes. For E.g.., 000000

Your SWIFT Code will be validated as per your bank. Please 

ensure that only CAPS are entered. No more than 50 

characters can be entered, including spaces.
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Add supporting documentation related to the provided 
banking information

Check the MSME box, if you are Medium-sized enterprise. 

Enter the DUNS Number. 

Enter PO Email address. 

Either accept BCG's code of conduct or attach your 

company's code of conduct. 

Finally, please check the box before clicking on review and submitting 

the form for approval.. 

Click on Submit for Approval to submit your information to the BCG Procurement team. The Procurement 
team will validate your information and will reach out to you if any discrepancies are identified.

Should you have any queries or require any additional assistance please contact BCG Procurement Support by 
raising a request at BCGProcPaySupport@bcg.com.

mailto:BCGProcurementSupport@bcg.com


BOSTON CONSULTING GROUP April 2024  |  15

1. Access to the supplier risk questionnaire(s):

1. For new suppliers, open the activation email and complete the Coupa Risk Assess dashboard 

setup instructions

2. For returning suppliers, login to the Coupa Risk Assess dashboard by clicking the link in the 

activation email

2. On the main dashboard in Coupa Risk Assess, select the Show Me All button on the blue Evaluations 

tile to view all evaluations pending supplier action. You may be assigned more than one 

questionnaire, so this will allow you to view all pending items.

3. Answer all mandatory questions, which will have an asterisk.

• If you try to submit the evaluation without completing a required question, you will be given 

an error warning.

4. When you are finished, select the blue Submit button.

5. On the next screen, select the green Submit button.

After BCG has conducted an initial due diligence, suppliers may receive additional 

supplier risk questionnaires
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