
Supplier Onboarding Plan



1. Supplier Contacts

➢ Fill in the list of suppliers in the ‘Brand Supplier Contact List’ Excel provided and return to your
webpackaging® Consultant / connect@webpackaging.com

Please include the following information:

• Supplier names

• Key contacts of each supplier (where applicable)

• Names and emails of supplier contact/s

Complete columns A-D only (columns E and F are for webpackaging use).

webpackaging will then integrate the named Suppliers’ Portals into the Pack Portal.

mailto:connect@webpackaging.com


2. Supplier Communication

➢ Using the attached template (see Brand_Supplier_Intro_Letter), email your suppliers to officially invite

them to participate in the Pack Portal (please copy us in!). Feel free to edit this template, as required.

To start the onboarding process, the assigned webpackaging Consultant will follow-up with a welcome 

message and an onboarding presentation.

To complement the onboarding process, you can optionally organise a call with:

• the suppliers 1-2-1

• the supplier + webpackaging

• group supplier calls



3. Onboarding Process
Webpackaging Consultant makes contact with supplier to establish the best contact for onboarding their data/info. 

Supplier provides to webpackaging: 

• Company info, contact details, locations, product info + innovations

• Catalog data/images in their own Excel or a template provided by webpackaging

• 3D CAD files (STP, STL, OBJ, DAE) or physical samples (cost to supplier)

➢ Webpackaging sets up the supplier profile, contact information, locations, product info + innovations

➢ Webpackaging adds supplier catalog/specifications/images

➢ Webpackaging creates 3D Models

Supplier decides if they want their portal and data to be maintained by webpackaging (cost to supplier) or themselves

For any further questions contact connect@webpackaging.com

mailto:connect@webpackaging.com



