
Register in Coupa 
as a PwC supplier



PwC

How to become a registered supplier of PwC

Step 1
You receive an invitation via 

email to submit your details in 
Coupa, our procure to pay 

platform. Optional Step 2
Join 

Join the Coupa platform

Coupa is a program used by PwC and others. 
You can use your Coupa profile to link with all 

your customers that use Coupa.

Step 4
After an internal check, you are 

registered as PwC supplier, 
PwC can send you PO’s and 

you can invoice PwC. 

Step 3
Respond

 Fill in the

Information Request

In order to confirm your details

 to PwC 

Recommended for most suppliers
Shortcut to Step 3:

   
Respond without Joining  
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Step 1
You receive an invitation via 
email to submit your details.

Select this option if you want to maintain your 
profile and look for extra customers that use 
Coupa.

Important: it is not sufficient to create a profile 
on coupa, to get registered as supplier for 
PwC - see next slide

Select this option if you just want to register 
as PwC supplier. This is the easiest and 
fastest way to register as a PwC supplier

Join 

Recommended for most suppliers
Shortcut to Step 3

The email looks like this

Respond only
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Optional
You fill in your data (bank 
account, address, entity 

name etc.) 
in order to create your 

profile on Coupa

Step 2

After you created a profile in coupa 
supplier portal, You still need to fill 
in the Information Request !
You can find the  Information 
Request form you need to fill in  
under the tab “Profile”

 Fill in the
Information Request

In order to confirm your 
details

 to PwC 

Step 3
Join Respond
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Recommended for most suppliers

Step 3

Fill in the Information Request

See next sides for a detailed step-by-step guide

Step 3 

Respond
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A. General information
1. Fill in the general information and the primary contact details of your company

! Remember to select  
the appropriate ecovadis 
rating in the dropdown 
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Step 3 

Respond
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2. Fill in your address details

Make sure to fill in the State 
Region to avoid an error 
message at the end 
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Step 3 

Respond
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➔ If you are VAT Registered please 
select ‘Yes’ and click on Add Tax 
Registration (next slide) - note that 
this is mandatory and not filling it in will 
result in an error

➔ If you are not VAT Registered please 
select ‘No’ and just enter your 
Business Registration Number

3. Fill in your tax registration information
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Step 3 

Respond
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➔ Select your Country/Region in the 
dropdown and enter your Tax 
Registration Number

➔ Enter your Business Registration 
Number

➔ Note that the payment terms will be filled 
in by procurement based on the contract 
between parties
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Step 3 

Respond
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B.  Bank Information

Click on Add Remit-To

Add one or more Remit-To Addresses by 
either filling out a new Compliant Invoicing 
Form or choosing an Existing Remit-To 
Address 
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1. Add your remit-to address(es)

Step 3 

Respond



PwC 11

Remember to click yes on 
the above question so you 
can fill in your IBAN to 
assure correct payment 

Step 3 

Respond
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C. Additional information

If necessary you can add some additional 
comments.
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! Don’t forget to submit for approval.

Once the form is submitted for approval, your info is sent to PwC’s 
database and after an internal check you will be registered as supplier 
for PwC Belgium.

Step 3 

Respond



We are happy to 
welcome you as a 
registered supplier !
If you have any more questions, don’t hesitate to contact us at: 

be_procurement@pwc.com


