
 
 

Supplier Information Management – Supplier On-boarding overview. 

Summary: - Tullow has been using Coupa sourcing since 2020, and in 2024 introduced three additional modules, covering SIM – 

Supplier Information Management, CLMa, Contract Lifecycle management, and for Tullow’s Strategic and selected Core 

suppliers the PACM, the Post Award Contract Management process.  

Each of the three modules involves interactions with the suppliers, and to support the supplier through the process, Tullow has 

produced a quick reference guide for each of the new modules. This first guide details the SIM, or Supplier Information 

Management – supplier onboarding process which is the new mandated process by which Tullow collects the minimum level of 

information about a supplier to onboard them into the Coupa platform using several electronic forms. 

Initially the “Supplier Registration Form” or “Form 1” is used to gather basic supplier information such a Legal Name, Address, 

etc sufficient to allow the system to send the supplier the New Supplier Profile Form or “Form 2” to validate potential suppliers 

to participate in upcoming tenders through the RFI (Request for Information) and / or RFP (Request for Proposal) processes.  

For suppliers who are subsequently awarded business, it is required that they complete the supplier information request – “P2P 

Transactional Form” or “Form 3”, which requests the additional information to facilitate the setting up of that supplier in the 

Tullow P2P (Purchase to Pay) system, which is then used to issue purchase orders, receive invoices, and facilitate electronic 

payments.  

Note: - Tullow also reserves the right to send these SIM forms 2 & 3 out to existing onboarded “Sourcing Vendors” and P2P 

Transactional vendors where our system currently shows gaps in the information that we hold as we seek to achieve a standard 

level of detail across the Tullow supplier base. 

The high-level flow chart summaries the Supplier Onboarding process.  

 

1.0 Supplier Onboarding using the New Supplier Registration Form. 

Suppliers may self- register using the New Supplier Registration Form using the Tullow Supplier Portal at  Supply chain 

management | Tullow Oil plc (LSE: TLW). The “New Supplier Registration Form” requests only sufficient information to facilitate 

the system to create the supplier record, check for potential duplicate records, and initiate the Information Request – using the 

“New Supplier Profile Form 2” which is sent directly by e-mail to the submitted supplier’s inbox. The registration process may 

have been internally initiated by one of the Tullow Procurement Professionals or following a recommendation by the Petroleum 

Commission resulting in an internal New Supplier Form being generated. 

https://www.tullowoil.com/supply-chain-management/
https://www.tullowoil.com/supply-chain-management/


 
Supplier Profile Form. 

 

2.0 Receiving the Form 2 - Supplier Profile Form 

Following the submission of either of the forms detailed in section 1, the system generates the “Supplier Profile 

Form” which requests additional information including the Primary Goods and Services which the supplier can 

provide. It also asks whether the Supplier to read and accept the Tullow Code of Conduct which is expected of our 

suppliers.  

The request is sent to the email address which is on record and provides an introductory e-mail. The process to login 

to the Coupa Portal and access the Tullow supplier Profile is provided in the following presentation.  

 

 



 

 

 



 

 

 



 

 

Once the form has been successfully completed, and submitted for Approval, the form will be held in the “Pending Approval” 

status. The Tullow Team will review all attachments. If all is completed correctly, the Supplier Profile will be Approved, else 

the form could be returned to the Supplier with Comments 

 

 

3.0 Receiving the Form 3 – P2P Transactional Form.  

The completion of the P2P Transactional Form is only requested of suppliers who have been awarded business following a 

successful tender or RFP submission. During the business negotiation process, which may include the review of a contract 

(covered in the CLM summary guide), the Tullow representative will initiate the sending of the Supplier Information Request 

Form (P2P Transactional) which will ask for Bank remittance details, as well as requesting a Bank of Ghana waiver letter for 

supplier’s seeking payment on Forex currencies.  



 

 

 

 

 

 



 

 

4.0 Reminders: - 

Tullow is looking for a swift response to the Supplier Information Request Forms, and therefore will send a series of reminders 

should the forms not be returned in a timely manner. Clearly delays in returning the Supplier Information Request Form – 

Supplier Profile may delay participation in any tenders about to be released, and delays in returning the Supplier Information 

Request Form – P2P Transaction Profile may delay the final business awards and release of any related purchase order. The 

supplier must be set-up in the relevant system and particularly the P2P system before any purchase order can be initiated.   

 

5.0 Support in case of difficulty 

The new process is intended to be a simple as possible, and if the supplier has any issues during the process they may send an e-

mail to Supplier.Registration@Tullowoil.com.  

mailto:Supplier.Registration@Tullowoil.com

