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HSBC ONBOARDING PROCESS FOR SUPPLIERS HAS BEEN UPDATED

Coupa is a user-friendly Procurement software and platform, which covers the entire procurement process from initiating sourcing 

activity and contracting through to purchase orders and invoicing.

You will now receive an email notification when we request information from you to support the onboarding process.

As part of HSBC’s digital transformation, we are using Coupa to collaborate with suppliers and exchange documents.
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This guide will help you to complete and submit the information request to onboard you as a supplier to HSBC.

Please ensure all information is accurate and if you are unsure about what 

information to enter, please ask your HSBC buyer before submitting.
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Step 1. Register to use Coupa Supplier Portal  
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Coupa Supplier Portal Registration

When a supplier is being onboarded by HSBC an email explaining the purpose of the contact will be sent from Coupa.

To start, click Join and Respond.

1

4

1

Supplier Portal
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You will be prompted to Create an Account

Add your Legal Business Name

Your email address and First Name/Last 

Name fields will be automatically 

populated

1

2

3

4

5

Create a Password

Click on the Privacy Policy and Terms of 

Use to review. Then click on the box to 

accept

Click Create an Account

1
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3

4
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Coupa Supplier Portal Registration

Supplier Portal
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Click on the dropdown arrow and select 
Country/Region

1

2

3

4

Add your Legal Registered Address

Add City, State and Postal Code

Click Next

Coupa Supplier Portal Registration

Supplier Portal
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Complete Coupa Supplier Portal Onboarding.

HSBC only accepts Bank Transfer Payment Type

Add Payment Method Name

1

2

3

4

Add Bank Account Country/Region and State

Add Bank Account Currency

HSBC About Your Business

Supplier Portal

5 Add Account Number and Confirm Account Number 
and complete remaining fields as required. 
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Step 2. Respond to HSBC Information Request
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From Home Page, click on Notifications icon top right.

You will see Form Responses – these are information 
requests for you to respond to. 

You can check the Status and Submitted At to identify  
the new request for information.
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Accessing new requests for information if you have already registered for Coupa Supplier Portal

Supplier Portal

1

You can also navigate to Business Profile>Information 
Requests to see Form Responses – these are information 
requests for you to respond to. 
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You will be directed to the HSBC Supplier Set Up Form.

HSBC Supplier Set Up Form

Supplier Onboarding
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Click, open and read the HSBC Code of Conduct & 
Data Privacy Notice

1

2

3

1

Click the dropdown arrow and confirm you have read 
and will adhere to the HSBC Supplier Code of 
Conduct

Enter reason for non-acceptance (if applicable)
2

3

HSBC Supplier Code of Conduct

Supplier Onboarding
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Supplier Legal Name will be pre-populated1

2
Complete as much information in the remaining fields as 
you can

1

2

HSBC Supplier Details

Supplier Onboarding
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1

2

1

The following fields will appear. Click on the dropdown 
arrow to select the Country

3 Add your Tax Number

2

3

HSBC Tax Details

Supplier Onboarding

Confirm if you are registered for VAT/Tax
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First Name/Last Name will be pre-populated1

2
Add a contact Telephone Number (this can be left 
blank if preferred and is not mandatory)

3 Email address will be pre-populated

4

5

Click on the Contact Purpose field to select an option 
(this can be left blank if preferred and is not 
mandatory)

Add in the email address to be used for 
Purchase Order notifications

1

2

3

4

5

HSBC Primary Contact Details
Please note: The details you entered for Coupa 

Registration will not be pulled through to the HSBC 

Form

Supplier Onboarding
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1

1

Otherwise, select No and continue

HSBC Parent Information

Supplier Onboarding

If you are a subsidiary supplier owned by a Parent 

Company, please click on the dropdown arrow and select 

Yes. You will be asked to add the name of your Parent 

Company.

Once this Form is submitted and approved by HSBC, 

this information is visible by our Procurement Team so 

that HSBC is aware of your Parent Company 

information.
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1

Click on the Address Purpose to select an option 
i.e. when HSBC is to use this address (this can be 
left blank if preferred and is not mandatory)

Other mandatory fields will be pre-
populated. You can update these details if 
required

1

2

2

HSBC Address Details

Supplier Onboarding
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HSBC Remit & Bank Details (1/2)

Supplier Onboarding

The Supplier Payment Account details you completed via the Registration Onboarding Wizard will be defaulted into the payment 
account fields. Please complete any remaining mandatory fields 

1
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HSBC Remit & Bank Details (2/2)

Supplier Onboarding

IMPORTANT

For Supplier Payment Accounts, it is mandatory for you to provide the 
Banking Supporting Document. 

HSBC requires a letter from the vendor on their company letterhead 
saved in PDF format, stating the bank account information which 
has been selected for payments. 

1

Please note: If you are adding your Supplier Payment Account Details for the first time or 

changing your Supplier Payment Account details, you will need to submit your next invoice 

through the Coupa Supplier Portal to activate the new Supplier Payment Account. 

Future invoices can then be submitted via the Coupa Supplier Portal or via the email address 

you have used previously.

1
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1

To add another Supplier Payment Account, click on Add 
Remit-To. 

HSBC only accepts Bank Transfer Payment Method. 

When you add a Bank Transfer Payment Method for HSBC it 
will show as Customer Supported. Other Payment Types 
will show as Unsupported by Customer. 

Click on Add Payment Method

1

2

2

HSBC Remit & Bank Details

Supplier Onboarding
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Read through the Options and click on the Select Some 
Options Field. Hold Control to select multiple options

1

1

HSBC Environment Details

Supplier Onboarding
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Read through the Options and click on the Select Some 

Options Field. Hold Control to select multiple options
1

1

HSBC Human Rights & ESG Details

Supplier Onboarding
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HSBC Diversity & Inclusion  Supplier Diversity

Read through the Diversity Consent 

Statement and select your Consent 

Feedback

1

Supplier Onboarding

1
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HSBC Diversity & Inclusion  Supplier Diversity

Read through the Options and click on the Select Some 

Options Field. Hold Control to select multiple options
1

1

Supplier Onboarding
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1

1

HSBC Sustainability Contact

Supplier Onboarding

Add a Contact Name and select Contact Purpose. 

Read through the Options and click on the Select Some 

Options Field. Hold Control to select multiple options
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Review Contact Details and click Submit for Approval. 
You can also click on Save if you want to return to the Form 
to review before submitting for approval

1

2
You will see a Green banner which confirms your 
information has been submitted to HSBC and is 
Pending Approval

2

HSBC Review details and Submit to HSBC

Supplier Onboarding
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You will receive an email confirmation that your Supplier 
Profile information has recently been updated in Coupa.

1

HSBC Confirmation Email

Supplier Onboarding
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Please direct all queries relating to the onboarding process to your buyer who will provide you 
with a solution directly or triage your query to the appropriate team.

Questions?
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