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Click on the Bell icon and “Messages”1

Click on the left side message under 
“Conversations” and the chain of 
messages from Vendor Master team 
will be reflected in the main screen. 
Ensure all details are fulfilled.
You can also message Vendor Master 
team for clarification.
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Click on the Bell icon and “Pending 
Tasks”
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Click on Pencil icon to complete the 
outstanding pending tasks
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Ensure there is no outstanding tasks 
in the “Validations” section
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Singtel/NCS can trigger Password 
Reset email notification to update 
AcuBuy supplier account

Click on email “set password” link to 
login

Key in the Captcha and submit
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Setup the password for the account 
login
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Login with email + password
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Once login, you will be triggered 2FA 
token to your login email11
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Open email (2FA Code) and copy the 
2FA code
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Paste the 2FA code on login page and 
click on “Confirm code”

13



8

OR supplier can self-service by 
clicking on “Forgot Your Password”
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Key in the Captcha and submit15
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Insert the email to reset password. 
Check mailbox for email to reset 
password
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Open email (Forgotten password) and 
click “Log in now”
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Key in New password18
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To edit Contacts, click on “Company 
Profile”
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Click on “Contacts”.20
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Create new Contacts by clicking 
“+Create Contact” if you need to add 
contact.
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Complete the mandatory details: First 
name, Last name and email
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Click on “Save & Close”
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Once contact added, assign at least 
one role to the newly added contact.
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To edit the contact, click on the    
icon. To delete the contact, click on 
the        icon. 
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Click on “Save”
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To initiate any change of your 
company, click “Company Profile”
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Click on “Update Company 
Information”
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Indicate the reason for updating the 
company information change
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Change in Company name is allowed 
if it does not constitute change to 
Business Registration Number. Attach 
updated Business Registration 
Certificate for the Company name 
change
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Amend Company address where 
necessary and matches the business 
registration address
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Click “Save” once the information is 
updated
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To edit the bank information, please 
click on       icon and complete Step 37
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If Bank account is to be added or 
changed, click on “+ Add Banking 
Information”
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For Change in Bank information, 
please follow all the requirements in 
the steps
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Click “Submit” once the information 
is updated
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Click on “Edit” if there is any change 
to the existing bank account 
information
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Add comments for the need to add 
additional bank account of the same 
currency
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Ensure all the details are updated;
- Country
- Currency
- Bank Name
- Attached Bank statement/Letter
- Name of Account
- Tick if this bank account is default 

bank account
- Account number
- Swift code under Bank 

code/branch code/Swift code field

NOTE: For suppliers that have 
transacted with Singtel/NCS, you 
need to verify all details maintained.
All Bank information setup, refer to 
guide
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https://www.singtel.com/content/dam/singtel/about-us-singtel/sustainability/supplier-portal/AcuBuy%20Singtel%20Supplier%20Training%20(Supplier%20Information%20Management)%20v2.2.1.pdf
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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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