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

Another email triggered to your 
mailbox to setup password login

Click ‘set password’ to setup account 
login

Email from:"Group Procurement 
AcuBuy" < no-
reply@acubuy.singtel.com>

1

2

3

1

2
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Access to training guides for AcuBuy4

4
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Key in the Captcha and submit

Setup the password for the account 
login5

5

6
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Login with email + password

7

7

8

Once login, you will be triggered 2FA 
token to your login email8
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Open email (2FA Code) and copy the 
2FA code

9

9

10

Paste the 2FA code on login page and 
click on “Confirm code”

10
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Checked on ‘I accept the terms and 
conditions’ to proceed further

11

11

12

Click on ‘Acknowledge’12
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Click on ‘Company Profile’
13

13

14

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

14

15

Review the Admin login contact 
details

15
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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.

16

16
17

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

17

18

Click ‘Save & close’18

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

20

1921

Click ‘Save’

20

Important:
Please assign all 3 roles: Admin, 
Sales and Finance to AcuBuy supplier 
account user(s)

21

19

22

Click on the email icon to trigger 
email to user for setup22
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This is the email body that will trigger 
the supplier user to register and 
setup the login. Press “Send 
Message” to trigger email.

23

23

Once email triggered, an invitation 
email will be sent.

24

24
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Email sent will display the login email25

25
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Click on ‘Update Company 
Information’

27

2626

Click ‘Company Information’27

28

Fill in the reason for updating the 
company information28
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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.

It is the responsibility of the supplier 
to ensure the name of registered 
company must be always up to date

31

29

30

Complete the Address details for your 
company registered address

30

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

31

29
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Click on ‘P2P Information’ (this is to 
capture the bank information)

33

32

32

Click ‘Add Bank Information’33
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Select the Country of the Bank 
account setup

37

34

34

Fill in the Bank name in Full35

35

For Singapore Banks

Please indicate if your company UEN 
is registered with PayNow. If Yes, 
please indicate your UEN # as shown 
in step 38. If No, go to Step 39 
onwards

37

38

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

38

Attach supporting document e.g. 
Bank statement/Bank letter (Refer 
page 18), full ACRA (including the 
shareholders/directors list) for 
Singapore registered suppliers.

39

39

40

Fill in the Account holder name40

41

42

Fill in Bank account number41

Fill in the SWIFT code42

Select currency36
36
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45
43

44

For Non-Singapore Banks

46

47

48 49

17

Select the Country of the Bank 
account setup

43

Fill in the Bank name in Full44

Attach supporting document e.g. 
Bank statement/Bank letter (Refer 
page 18), full ACRA (including the 
shareholders/directors list) for 
Singapore registered suppliers.

46

Fill in the Account holder name
47

Fill in Bank account number48

Fill in Routing number/Bank 
code/Branch code/ SWIFT Code

49

Select currency45
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Account Name

Account Number

• Bank Statement must be issued by the bank. 
(Letter showing bank logo/address/signature)

• Details required:
1. Bank Account Name
2. Bank Account Number

Bank Statement/Letter Example
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• Company Information for India – Fill in Pan Code (not mandatory).

• Bank information for India – Enter IFSC code for bank code/branch code/swift. 
• Control Key is required.  Select saving (02) or current (01) from the drop-down list. 

For Non-Singapore Banks

Country: India
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Company Information for Europe/UAE/Middle East – Fill in IBAN (mandatory field). 

For Non-Singapore Banks

Country: 
Europe/UAE/Middle East
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• Company Information for Japan - Bank Name in English and Name on Account in Japanese character 
• Control Key is required.  Select saving (01) or current (02) from the drop-down list. 

For Non-Singapore Banks

Country: Japan
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Bank Statement/Letter Example
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• Company Information for China - Bank Name in English and Name on Account in English.
• Bank information for China - Enter CNAPS code for bank code/branch code/swift.

For Non-Singapore Banks

Country: China
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Bank Statement/Letter Example
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• Company Information for Korea - Bank Name in English and Name on Account in English.
• Bank information for Korea - Enter CNAPS code for bank code/branch code/swift.

For Non-Singapore Banks

Country: Korea
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Bank Statement/Letter Example

Account Number



Insert any reason for adding more 
than 1 bank account

50

50

If you need to communicate to 
Singtel/NCS, please indicate comment 
in this section

51

51

Once saved, you can click on “x” to 
close the banking info

53

53

52

Click “Save”52
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Ensure the bank information is saved 
and displayed in the P2P information54

54
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Fill in the reason for this update55

Click ‘Submit’56

55

56

Ensure the data is saved and validated 
successfully

57

57
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Make sure there is no outstanding in 
the “Validations” section

58

58

58
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Login to AcuBuy01

Click on “Company Profile”02

02

03

Click on “Update Company 
Information”

03
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Fill in the reason for this update04

Update Registered address if change 
is required

05

04

05

Update any change in users that 
should be added/removed. Use the 
“dustbin” icon to remove user and 
add new user with Role assigned. 
Refer to page 8-12 for adding contact 
user.

06

06
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Verify/update/New banking 
information where required. Please 
provide any comment in the bank 
account “Supplier comment” for any 
bank account to be deleted

07

Once all necessary changes have 
been updated, submit the “Update 
Company information” request. Once 
submitted, make sure the status is as 
displayed.

08

07

08

Requirement: For any bank change, 
1. Supplier to overwrite the old bank account 

with the new bank account details. 
2. Supplier to upload in company letterhead 

Reason for Change, Old bank account
Number and last 3 Singtel/NCS payment 
made into the old bank account.

Bank Change 
requirement
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You can find more information on AcuBuy from the support options below or contact the Supplier 
Enablement if you encounter any technical issues! 

For more information on AcuBuy, check 
out the Supplier Portal

Quick Guides & 
Training Materials

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

assistance.

Support for Suppliers

https://www.singtel.com/about-us/sustainability/singtel-group-supplier-portal
mailto:s-supplierenablement@singtel.com
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1. Is there any cost to using AcuBuy?
Answer: No cost, it is free of charge and no hidden cost.

2. Do I 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 I 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 I contact if I 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.

mailto:s-supplierenablement@singtel.com
mailto:s-supplierenablement@singtel.com
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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.
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