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Set Password Login

Email notification will be sent to your
mailbox regarding new request for
AcuBuy supplier account

Hello Wong WF123,

This is an acknowledgement for the action "{wfl_action}" for the object "Request for Supplier - 001235 -
Supplier123-WF PTE LTD ".

Another email triggered to your
mailbox to setup password login

Best regards,
Webmaster

This is an automatically generated e-mail, please do not reply

Click here to manage your notifications settings.
Click ‘set password’ to setup account

login

Hello WF123 Wong,

Your password just has been reset.

You then have to choose a password in order to access to the application on the set password page.
Then you could access this application on the login page with the following credentials:

e Login: {login}
* Password: the one that you have just set at the previous step.

This is an automatically generated e-mail, please do not reply

Click here to manage your notifications settings.




Set Password Login

> AcuBuy Key in the Captcha and submit
Browser check
Please solve this captcha in order to continue.
T Setup the password for the account
énter t;‘IE CI:I.;‘r;CtEI’S as'the'y ap'r;e'z.;r above* |0g| n
= AcuBuy
< D Password management

Password management

Passwords should match.
The password must contain at least 1 uppercase character(s)
Password must contain at least 1 lowercase character(s)

X X X X

Password must contain at least 1 digit{s)
Password must contain at least 1 non-alphanumeric character(s)
Password must contain at least 8 characters

New password

Confirm password




01 Login & Navigation

Login to AcuBuy

Singtel - Go To Homepage  Login

Login with email + password

Welcome to Singtel Group Procurement AcuBuy Login

This platform is designed to enhance our collaboration, streamline processes, and create a
seamless exchange of information throughout your whole Procurement journey with us

Key features of our Procurement portal

« Smart Sourcing: Streamline your procurement process with our smart sourcing capabilities.
Search for contracts easily, find the right suppliers, and get the best price benchmarking Ivalua Login®

Once login, you will be brought to
‘General Terms of Use’ page. Please
P s o Y review the terms and scroll to the
< Ui Distboac Gk cirprehénsle o o oL sment Scisis heoughons = s bottom of the page

unified dashboard. Monitor orders, track deliveries, and analyze performance all in one place. -
This will be delivered in Phase 2. Forgot Your Password

+ Automated Workflows: Reduce manual tasks and save time with our automated workflows.

We look forward to a successful collaboration and a streamlined procurement process through
our dedicated Procurement Portal

From Singtel Group Corporate Procurement Need help? Contact

s-supplierenablement@singtel.com

Singtel Group Procurement Supplier
website

= Acu Buy General Info.  Sourcing  Contracts  Catalogs  Orders  Performance  B2B Interfaces

S nes.

< D General Terms of Use

You have to accept the terms and conditions in order to continue.

Terms of Use

By accessing or using this site or service (the "Site") operated by or for and on behalf of Singapore Telecommunications Ltd, NCS
Pte. Ltd. and Singtel Optus Pty Ltd and any of the foregoing entities’ related corporations (collectively the “Singtel Group”) in any
way, you agree to be bound by the following Terms of Use (“Terms").

‘We may modify these Terms at any time at our sole discretion, and such modifications shall be effective immediately upon posting
of the modified Terms. You agree to review the Terms periodically to be aware of such modifications and your continued access to
or use of the Site shall be deemed your conclusive acceptance of the modified Terms. The term “Singtel” (or “we”, “our” and “us”)
includes all members, subsidiaries and affiliates of the Singtel Group, their respective subsidiaries and affiliates, as well as their
successors and assigns.

1. Registration, Password, Security and Cookies

In registering or opening an account, you must provide us with accurate, complete and updated registration information. You may
also be asked to choose a login name and a password. Please select a password that would not be obvious to someone trying to
guess your password.

You shall not disclose to any person your login name or password and shall not permit or authorize any person to use your login
name or password for any purpose whatsoever.

Singtel may treat any access to or use of the Site at any time by the use of your login name and password as access to or use of
the Site by you, notwithstanding that it may have been used by any other person without your knowledge or authority. You are
responsible for all activities that occur arising from or in relation to any access to or use of the Site at any time by the use of your
login name and password.



Login to AcuBuy

General Info.  Sourcing

General Terms of Use

Contracts Catalogs  Orders Performance B2B Interfaces

Content (including, but not limited to, any information, communications, software, images and sounds contained on or available
through the Site) is provided by Singtel, its content providers and third party licensors. The intellectual property rights to or over
the contents contained in each Site belong to Singtel, its content providers and/or third party licensors. All rights are reserved.

The contents of the Site cannot be reproduced, modified, transferred, distributed, republished, downloaded, posted or transmitted
in any form or by any means including but not limited to electronic, mechanical photocopying or recording without the prior
written permission of Singtel. Without prejudice to the foregoing, you agree that the material and content contained within or
available through the Site may not be used for commercial purposes or distributed commercially.

11. General

Your access to or use of the Site, as well as these Terms shall be governed by, and construed in accordance with Singapore laws
and you agree to submit to the exclusive jurisdiction of the Singapore courts.

Singtel's failure to insist upon or enforce strict performance of any provision of these Terms shall not be construed as a waiver of
any provision or right.

If any part of these Terms is held to be unenforceable, the unenforceable part shall be given effect to the greatest extent possible
and the remainder will remain in full force and effect.

These Terms are for the benefit of Singtel and its directors, officers, employees, suppliers, licensors, agents, and any third party
content providers to the Site. Each of these individuals or entities shall have the right to assert and enforce those provisions
directly against you on its own behalf.

Singtel is committed to ensuring that all content made available via this site is appropriate and not offensive. If you have any

concerns over the content available on this website, please contact us here. We will endeavour to investigate all matters brought
to our attention.

« | accept the terms and conditions

Acknowledge Print

Checked on ‘I accept the terms and
conditions’ to proceed further

Click on ‘Acknowledge’



Manage Users/Contacts

= AcuBuy Generallnfo,  Sourcing  Contracts  Catalogs  Orders  Performance  B2B Interfaces A N e WF123 W.

st nes.

Company
Profile

a

Import Catalog

L[]
Suggest
Collaboration
Plan

Review Client

plier Portal Search

ement Onboarding Progress Validations

)

There is no item requiring
your attention at the
moment.

The content is not set

= Acu Buy General Info,  Sourcing  Contracts  Catalogs Orders  Performance  B2B Interfaces

{ 9 % Company Info Supplier123-WF PTE LTD (Singapore)

Update Company Information
Company Inform.

“a* Contacts

Internal Contacts Client Contacts
Documents & Certs.

o . Important: Assign one email for Supplier Sales (PO notifications) and another for

Supplier Finance (remittance advice) Contact Creator's email address
Change Log
+ Create Contact Select Existing Contact -STEL User 002 _stellalow@singtel.com
Contact Login ® Position Role Contact s
Supplier admin [
Fd Ll & wf123@gmail.com admin Active

wfl123

- @

®

Go to page|

A QO e WF123 W,

Search

Last Name

First Name

STEL_User_002

m

Click on ‘Company Profile’

Click on ‘Contact’ to setup more
users within the Supplier AcuBuy
account

Review the Admin login contact
details



Manage Users/Contacts

> AcuBuy

Snghel ncs

Company Information
2% Contacts

Documents & Certs.

P2P Information

Change Log

General Info.  Sourcing  Contracts  Catalogs  Orders Performance  B2B Interfaces

Company Info 14

Internal Contacts

portant: Assign one
ppplier Finance (remi

+ Create Contact

Contact

o wong —

w123 e

-WF PTE LTD (Singapore)

A QO ewmaw.

Search

Supplier Contact Management

Identity
Title First Name ™
Mr. - KY

Supplier contact email address'* Position @

wf123a@gmail.com Sales

List of languages
English o-

Phone

Phone

61234567

Cell Phane

Last Name ™
Wong

Internal Identifier

Photo

@ G Add a picture

}

1 )]

Login Information

=) 00:

Click on ‘Create Contact’ to setup
more users. You can also add all 3
profiles to 1 user.

-Admin (administer account and
Company profile)

-Sales (responsible to receive
Purchase Order)*

-Finance (submit invoices, receive
bank remittance notice)*

You are responsible to update your
company users especially the Admin
who can create users.

Complete all the information for a
new contract if more user is required
within the Supplier AcuBuy account

Click ‘Save & close’

*By Phase 2 (Dec 2024), suppliers are
expected to receive PO and submit invoices
in AcuBuy. During this interim, suppliers
continue to receive PO and submit invoices
in Ariba.



Manage Users/Contacts

= Acu Buy General Info.  Sourcing  Contracts  Catalogs Orders  Performance  B2B Interfaces

Sanghel nes.

After user is created, set the role for
the new user created. This will trigger
email to the new user for login setup

< b0 IR g Company Info Supplier123-WF PTE LTD (Singapore) 17

Update Company Information
Company Information
nternal Contacts Client Contacts Click ‘Save’
Documents & Certs.
R B Imporltant: Assign one.emall for S.uppller Sales (PO notifications) and another for
Supplier Finance (remittance advice) Contact
Change Log
+ Create Contact Select Existing Contact - STEL_User_002
Important:
. . Please assign all 3 roles: Admin,
Contact Login ® Position Role Contact status . .
Sales and Finance to AcuBuy supplier
Supplier Sales O- account user(s)
S [ WongKY = 2 Sales Active
Supplier admin O-
» wong 1 DA @Derai . —r— .
' 4 w123 & wfl23@gmail.com admin Supplier Finance Active




Update Company Profile

= AcuBuy

nes.

General Info. Sourcing  Contracts Catalogs Orders Performance B2B Interfaces

Company Information
Contacts

Documents & Certs.
P2P Information

Change Log

Company Info Supplierl23-WF PTE LTD (Singapore) 19
Company Address
Supplier Address Line 1®

Supplier123-WF PTE LTD

Legal Name Address Line 2
Supplier123-WF PTE LTD en
Zip Code
Country State/Province
Singapore

Company Change Request Supplier123-WF PTE LTD (Singapore)

osrn ot [

@ Note that at least one blocking alert exists on this object. Click here to review it.

P2P Information

Changes Requested O Vvalidated successfully

Update Company Information (Please make sure you have added data in all the tabs before submitting)

Important: Add supplier sales and supplier finance Roles In Contact Se
Role.

n General Info. -> Company Profile ->

Reason for Update Company Information*®

Click on ‘Update Company
Information’

Click ‘Company Information’

Fill in the reason for updating the
company information

10



01 Login & Navigation

Update Company Profile

Company

Supplier”
Supplierl23-WF PTE LTD

Legal Name
Supplier123-WF PTE LTD

en

Address

Address Line 1 @~

Address Line 2

Zip Code

Country

Singapore

o-

State/Province

City

en

Additional Information

Country

Singapore O-
Currency

SGD 0-

Supplier Registration Type
ACRA/BRN/UEN 0~

Attachment for ACRA or Business Registration
Certificate

@ @ Click or Drag to add files

&S GRipg @ ®
DUNS

GST

Supplier Registration Number

123456123A

Supplier Name. Make sure the name
of your company registered in the
local country of origin are spelled out
exactly matching the Business
Registration document.

Onus is on the supplier to ensure the
name of registered company must be
always up to date

Complete the Address details for your
company registered address

Fill in the additional information:

-Country of company registered
-Currency to be transacted with
Singtel/NCS

-Select the registration type:
ACRA/BRN/UEN or Others

-Verify the Registration number is
accurate

-update/replace/add any Business
registration document attachment for
reference and review(mandatory)
-UNS or D-U-N-S, is a proprietary
system developed and managed by
Dun & Bradstreet (D&B)

-GST or Tax ID can be added

11



Update Bank Information

= Acu Buy General Info.  Sourcing  Contracts  Catalogs Orders  Performance  B2B Interfaces

Click on ‘P2P Information’ (this is to

sgtel nes.

< 9D % Company Change Request Supplier123-WF PTE LTD (Singapore) Search capture the bank information)
Company Information
. Map Satellite (P o Map  Satellite o -
. - As : 3 451
P2P Information ' NORTHA, EUROPE = ¢ ¥ NORTHA EUROPE = ¢ Q o
AMERICA o, AMERICA L6, Click ‘Add Bank Information’
Atlantic Atlantic
Changes Requested . Goean o y Qeean
| AFRICA et = | AFRICA
‘-..,_.%ah(-;.m s ol e | "-.,_;Oh(-;.m = <" |
AMERICA Indian AMERICA ; Indian
) Ocean 0CE L L Ocean 0OCE
Google Keyboard shortcuts  Map data ©2024  Terms Google Keyboard shorticuts  Map data ©2024  Terms

Banking Information

+ Add Banking Information

0 Record(s)

For change of bank account, please upload a company letter with the following:
1. Reason for bank change

2. Old bank account number

3. Last 3 Singtel/NCS Payment made into the old account

@ @ Click or Drag to add files
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Update Bank Information(SG Bank)

Banking Information for Supplier123-WF PTE LTD

S CUNNITLLIUI IUSL FISAST LILR (IE1E LU TS ES1L 3 Al YUl WHSaVEU HHIUUNILGLIUTS Wil UT 1L

Bank Information

Country*

Singapore

Bank Name*

Bank Branch Address

Please add your comments in the "Reason for adding additional bank account of the same currency” when there are two similar currency
in Banking Information

Reason for adding additional bank account of the same currency

y
Vendor Master Comments

~
Supplier Comments

V7

Currency

SGD

= O X
~
ccount Information
Do you want your payment through PayNow? (D*
No o-

Attach bank statement/letter *
9] & Click or Drag to add files

Name on Account®

v Set the default bank account for invoice payments

Please Enter Swift Code In *Bank Code/Branch Code/Swift Code* Field Below

[Bank Code/Branch Code/Swift Code®

Account Number*

Bank Code/Branch Code/Swift Code must
have a value

Account Number must have a
value

Account Information

Do you want your payment through PayNow? (*

Yes [«

« Set the default bank account for invoice payments

Key In PayNowUEN Number in Account Number Field

Account Number® Bank Code/Branch Code/Swift Code

Account Number must have a PAYNOWUEN

value

For Singapore Banks

Select the Country of the Bank
account setup

Fill in the Bank name in Full

Select currency

Please indicate if your company UEN
is registered with PayNow. If Yes,
please indicate your UEN # as shown
in step 31. If No, go to Step 32
onwards

Fill in the UEN# in the Account
Number if payment is via PayNow

Attach supporting document e.g.
Bank statement, Bank letter

Fill in the Account holder name

Fill in Bank account number

Fill in the Bank code/branch
code/SWIFT code 13



01 Login & Navigation

Update Bank Information(Non-SG Bank)

| Banking Information for Supplier108-WF LLC

Bank Information

Audit Trail m

Country
USA

Bank Name
Citibank

Bank Branch Address

28372 New Work Times square

Reason for adding additional bank account of the same currency

Vendor Master Comments

Supplier Comments

Currency

usD

BIC/SWIFT

Account Information

Attach bank statement/letter

B Gifts and Sovenirs.jpg

Name on Account
Supplierl080WF LLC

Set the default bank account for invoice payments

Account Number*

1038943972738254054

Routing Number*
026002561

Payment Method
1-EFT

For Non-Singapore Banks

Select the Country of the Bank
account setup

Fill in the Bank name in Full

Select currency

Attach supporting document e.g.

Bank statement, Bank letter

Fill in the Account holder name

Fill in Bank account number

Fill in Routing number

14



Update Bank Information(Non-SG Bank) For Non-Singapore Banks

Company Info for India need to complete the Pan Code, not mandatory. Countr y: India

Additional Information

Country

India

Currency
INR

Supplier Registration Type Supplier Registration Number
Others 1234VH7YU

Attachment for ACRA or Business Registration Certificate

IBAN.png

DUNS

GST PAN Code
AACCF73%0P

Bank info for India, need to enter IFSC code for bank code/branch code/swift. Select the control key as well.

Bank Information Account Information
Country* Currency Attach bank statement/letter

India Q- INR 0~ @ @ Click or Drag to add files
Bank Name* BIC/SWIFT Name on Account

Bank of India
Bank Branch Address

+ Set the default bank account for invoice payments

4 Please Enter IFSC Code In *Bank Code/Branch Code/Swift
Please add your comments in the "Reason for adding additional bank account of the Code™ Field Below

same currency” when there are two similar currency in Banking Information
Account Number * Bank Code/Branch Code/Swift
Reason for adding additional bank account of the same currency Code® /! /
same currency
Vi Control Key™
Vendor Master Comments o-

Supplier Comments
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Update Bank Information(Non-SG Bank)

Company Info for Europe/UAE/Middle East, IBAN is required field mandatory.

Bank Information

Country* Currency
Germany O~ EUR

Bank Name* BIC/SWIFT
COMMERZBANK AG

Bank Branch Address

Please add your comments in the "Reason for adding additional bank account
of the same currency” when there are two similar currency in Banking
Information

Reason for adding additional bank account of the same currency

Vendor Master Comments

Supplier Comments

Account Information

Attach bank statement/letter
@ & Click or Drag to add files

Name on Account ™

+ Set the default bank account for invoice payments

IBAN ®*

Account Number* Bank Code/Branch Code/Swift Code*

For Non-Singapore Banks

Country:
Europe/UAE/Middle East

16
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Update Bank Information(Non-SG Bank)

Company Info for Japan, Account holder name to be in Japanese character and Control Key is required.

Bank Information

Country™
Japan 0-

Bank Name*

The Bank of Tokyo-Mitsubish

Bank Branch Address

Please add your comments in the "Reason for adding additional bank account of the
same currency” when there are two similar currency in Banking Information

Reason for adding additional bank account of the same currency

Vendor Master Comments

Supplier Comments

Currency
JPY

BIC/SWIFT

Account Information

Attach bank statement/letter
@ @ Click or Drag to add files

Name on Account™

« Set the default bank account for invoice payments

Account Number~™ Bank Code/Branch
Code/Swift Code*

Control Key*

For Non-Singapore Banks

Country: Japan

17
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Update Bank Information(Non-SG Bank)

Company Info for China, need to enter CNAPS code for bank code/branch code/swift.

Bank Information

Country* Currency
China o- CNY

Bank Name™ BIC/SWIFT
Bank of China

Bank Branch Address

Please add your comments in the "Reason for adding additional bank account of
the same currency” when there are two similar currency in Banking Information

Reason for adding additional bank account of the same currency

Vendor Master Comments

Supplier Comments

Account Information

Attach bank statement/letter”
@ & Click or Drag to add files

Name on Account ™

Set the default bank account for invoice payments

Please Enter CNAPS Code In *Bank Code/Branch Code/Swift
Code” Field Below

Account Number* Bank Code/Branch Code/Swift
Code™

Account Number must
have a value Bank Code/Branch
Code/Swift Code must
have a value

For Non-Singapore Banks

Country: China

18



Update Bank Information

Banking Information for Supplier123-WF PTE LTD
43

B Save
Bank Information
Country Currency
Singapore [~ 5GD Q-

Bank Name*
DBS Bank Limited

Bank Branch Address

12 Marina Boulevard,
DBS Asia Central @ Marina Bay Financial Centre Tower 3,
Singapore 018982

Please add your comments in the "Reason for adding additional bank account of the same currency” when there are two similar currency in Banking
Information

Reason for adding additional bank account of the same currency

Vendor Master Comments

Supplier Comments

m
u ]
X

Account Information

Do you want your payment through PayNow? ®*

No Q-
Attach bank statement/letter

@ & Click or Drag to add files

B8 Gifts and Sovenirsjpg @ (@ & GRipg ® ®

Name on Account*

Supplier123-WF PTE LTD

« Set the default bank account for invoice payments
Please Enter Swift Code In *Bank Code/Branch Code/Swift Code® Field
Below

Account Number* Bank Code/Branch Code/Swift Code*
94586643 DBSSSGSG

Click on ‘Save’

19
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Complete Submission

= Acu Buy General Info.  Sourcing  Contracts  Catalogs  Orders

singrel

i Company Information

L3 -ontacts i ra
a Contacts Map  Satellite o
AS..
- i
™=  P2P Information o EOnE
AMERICA
# Changes Requested Atlantic
- Ocean
AFRICA
SOUTH
AMERICA
elian
n OCE
—
Go gle Keyboard shortcuts  Map datz 92024 Terms

Banking Information

+ Add Banking Information

Performance B2B Interfaces

Company Change Request Supplier123-WF PTE LTD (Singapore)

IR

N r=A
Map Satellite i
A3,
NORTH EUROPE
AMERICA
Atlantic
Ocean
AFRICA
SOUTH
AMERICA
dian
n 0CE
—_—
Go gle Keyboard shortcuts  Map data 22024 Terms

Bank Name

# DBS Bank Limited

IBAN Account Number

94586643

Routing Number

DBSSSGS5G

oo

Ensure the bank information is saved
and displayed in the P2P information

20



Complete Submission

= ACLIBI..IY General Info.  Sourcing  Contracts  Catalogs Orders  Performance  B2B Interfaces

Fill in the reason for this update

Singtel ne:

Singtel - GoTo Homepage .~ Company Change Request Supplier123-WF PTE LTD (Singapore) 46 Search

= I

Update Company Information (Please make sure you have added data in all the tabs before submitting)

i Company Information

282 Contacts

Click ‘Submit’

P2P Information
Important: Add supplier sales and supplier finance Roles In Contact Section. Click On General Info. -> Company Profile -> Contacts Tab -> Create Contact & select Role.

Changes Requested
Reason for Update Company Information™

45 update profile
P Ensure the data is saved and validated
successfully

Company Address
Supplier* Address Line 1 ®*

Supplier123-WF PTE LTD 963 orchard road #01-484
Legal Name Address Line 2

Supplierl23-WF PTE LTD en The grand central

Zip Code City
953743 Singapore en

General Info.  Sourcing  Contracts  Catalogs  Orders Performance  B2B Interfaces

{ 9 % Company Change Request Supplierl23-WF PTE LTD (Singapore / Singapore)

i Company Information v Data has been saved

%2* Contacts

©® Validated successfully
™  pP2P Information

21



List of support options

You can find more information on AcuBuy from the support options below or contact the Supplier

Enablement if you encounter any technical issues!

®

Quick Guides &
Training Materials

For more information on AcuBuy, check
out the Supplier Portal

Support for Suppliers

For queries, reach out to the Supplier Enablement
(s-supplierenablement@singtel.com) for
assistance.

22
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Frequently Asked Questions

1. Is there any cost to using AcuBuy?
Answer: No cost, it is free of charge and no hidden cost.

2. Do | still need to use Ariba to transact with Singtel/NCS?
Answer: Yes, you still need to use Ariba for Purchase Order and invoice submission until Singtel & NCS implement Procure-
To-Pay (P2P) in Dec24 (Phase 2), then all activities will be done in AcuBuy. Do look out for more details on those changes.

3. Do | need to register with AcuBuy account immediately?
Answer: You will need to register an account when you are invited to submit proposals/bids in AcuBuy triggered by

Singtel/NCS Procurement. You will also need to register an account if there is a change in your Company profile and/or
bank information.

4. Who can | contact if | need help in registering an account in AcuBuy?
Answer: You can read up our training guide in our Supplier portal. If you still have questions, please email to
s-supplierenablement@singtel.com for assistance.

5. What if my company do not prefer to use Customer’s IT platform in transactions?

Answer: Singtel/NCS strongly encourage all our suppliers to come onboard to AcuBuy to transact. There are many benefits
in using 1 single platform to maintain company profile, bank information, submit bids, receive Orders and submit invoices.
Please email s-supplierenablement@singtel.com for clarification on such request.

23
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Frequently Asked Questions

6. What is AcuBuy and why does Singtel/NCS change to this platform?

Answer: Singtel/NCS is moving to 1 Singtel eProcurement platform where we can collaborate and manage supplier account,
conduct sourcing, manage contract compliance, issue Order, perform receiving, suppliers submit invoices and manage
supplier performance. This will benefit suppliers and all users in Singtel, NCS and Optus in later phases.

7. What will this impact my company?

Answer: You will need to register an account in AcuBuy when you are invited to submit proposals/bids triggered by
Singtel/NCS Procurement. You will also need to register an account if there is a change in your Company profile and/or
bank information. The rest of transactions such as Purchase Orders, invoicing and payment will remain unchanged until
Dec24 where Procure-To-Pay will come to AcuBuy. Do look out for more details on those changes.

24



	Default Section
	Slide 1
	Slide 2

	Login & Navigation
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13
	Slide 14
	Slide 15
	Slide 16
	Slide 17
	Slide 18
	Slide 19
	Slide 20
	Slide 21

	Training Guides & Support
	Slide 22

	FAQ
	Slide 23
	Slide 24


