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Creating a GAM
Account

To begin the process of becoming a new Pinkerton Global Alliance Member, you will need to create
a new account on Pinkerton’s GAM portal.
To begin, start by going to https://nexuspartners.pinkerton.com/ to access the Home page, as shown
below.

→

→
Select the
button or the “Create Account” tab at the top of the page to access the Create
New Account page, shown above.
Image 1: You can learn more about the opportunities by reviewing the additional tabs located at the top of
this site.

To create an account, follow the steps below.
Fill in the required fields (as shown below) and click the
to access the GAM portal without first creating an account.  
•
•
•
•
•

button. You will not be able

Please note that all fields are required for security purposes
Enter your name and the email address you use for work (your company email address).
Choose a password that is a minimum of 7 characters in length. Choose a hint that will
help you remember your password.
In order to protect against unauthorized password reset attempts, please select and
answer two security questions.
When finished, click “Create Account”. This will send an email to the email address you
entered verifying the account has been created. Remember: your account is not created
until you click the “Complete Global Alliance Member Account Request” link that you will
receive in the email.
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Creating a GAM
Account (cont’d)

Image 2: View of Create New Account Page. Complete all fields in order to submit information.
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Creating a
Vendor Profile

Once your account has been created, you will be able to log into your account with the credentials
you originally provided by using this link (https://nexuspartners.pinkerton.com/Account/LogOn) or by
clicking the “Login” link in the upper-right corner of this page.

Image 3: To log into your Pinkerton Vendor account, click on the “Login” link in the upper right-hand corner of
the nexuspartners.pinkerton.com website.

Enter the email address and password that was provided when initially setting up your profile and
select “Log On”.

Image 4: At the Login page, enter the Email Address & Password that you originally provided when creating an
account.

This step will take you to the profile page where you will provide the necessary requested
information to submit your application to become a member of GAM.
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Creating a
Pinkerton
Vendor Profile
(cont’d)

After logging into your profile for the first time, please fill out the required information and submit
your profile for validation.
NOTE: you will not be assigned any projects until your account has been validated.

Pinkerton

Image 5: When you first log into your Pinkerton Vendor profile, you should see a similar landing page. Please
note: you will not be able to submit your profile for approval without first filling out the required sections.

NOTE: It is always good to keep your Profile up-to-date.  You can check the last time your profile was
verified by viewing the area located on the upper left-hand side of this page.
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Submitting
a Profile for
Approval

Before submitting your application for approval, you must provide the proper information for the
following sections.
NOTE: Please save each section’s information after you’ve completed it by pressing the save button
located at the bottom of each section.

Supplier Information (required)

This section is for your company’s basic information. You’ll notice that the company name you
supplied when you created your account has auto-populated in the “Legal Company Name” section.
If the information is incorrect or needs to be edited, do so here.
Note: please use a full dollar amount for your Annual Sales (USD) figures.

Banking Information (required)

This section is for your banking information. If you are based outside of the United States and don’t
have an ABA or Swift Code number, please leave those sections blank.

Operational Information (required)

This section is for your areas of operation and other processes. If you operate within the United
States, please be sure to select the appropriate selections in both the “USA Region Coverage” and
“USA State Coverage” areas.

Service Line (required)

This section is for the services that your company offers. To add a service:
•

First click the      button.

•

From the box that pops up, select a service line from the dropdown list provided in the
“Category” section. (If you need more clarification about a specific category, please visit our
website.)

•

Once you have selected a service from the “Category”, the “Sub Category Type” menu will
populate with the related sub services. For instance, if you choose “Protection Services” from
the “Category” dropdown items, only the services related to “Protection Services”, again
located on our website, will be available for selection.

•

After you’ve selected the proper “Sub Category Type,” select the currency type.

•

Enter the Hourly Bill Rate for this service, if applicable.

•

Enter the Daily Bill Rate for this service, if applicable.

•

Enter the Flat Bill Rate for this service, if applicable.

•

Click “Save”.

Repeat the steps above for each service you provide.

Licenses, Insurances, and Certificates (required)

This section is for insurance and liability documents for your company. Without your tax form,
general liability insurance, and any local, state, national, or govenment licenses, we cannot begin to
process your application. To add the appropriate documents:
•

First click the

•

From the box that pops up, select the type of document you’re going to upload from the
list provided in the “Type” section. Once you have made a selection from the “Type” list, the
“Name” menu will populate with the related document types. Choose the appropriate
document.

•

After you’ve selected the proper “Name,” fill in the “Issued by” field.

•

Enter the ID number (if applicable).

•

Enter any notes (if applicable).

•

Uploaded the document. Please note, we only accept .docx or .pdf file types.

•

Click “Save”.

button.

Repeat the steps above for each document you need to provide.
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Submitting
a Profile for
Approval
(cont’d)

User Management (optional)

This section allows you to add one or more additional users to your company’s GAM profile. This
section does not need to be completed before submitting your profile for approval.
If you do add a user, be sure to select the proper “User Level” for that user when adding them to your
account. The “User Level” options are:
•

Administrator

•

Finance

•

Operations (please note this user level does not have access to banking information)

Additional Documents (optional)

This section allows you to upload any additional documents that you feel are applicable to
your application. This section is not required.

Submission Instructions and Procedure

After you’ve entered all of the required information and are ready to submit your application for
approval, click the                   button.

Pinkerton
After confirming that you wish to submit your application, you’ll receive two emails: one
acknowledging your submission with a link to pay for your application fee, and the other with a link
to sign an MSA. (Please note that your application will not be processed until both your application
fee and signed MSA has been received.)

Dear Pinkerton,
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Activating a
Membership
Profile

Once we’ve accepted you into the Global Alliance Membership, we’ll send you the following email
below, which will provide your membership fee. Once you’ve paid your annual membership fee, your
account will be activated and become ready for use!

Please note: although the annual membership fee is $250, which covers and includes portal
access and maintenance, round the clock support, and any processing fees associated with your
account, your first year’s membership fee will only be $125. Your second year’s membership (and
each year after) will be $250 annually.
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Accepting
Assignments

Once you have successfully submitted and activated your profile, you will be able to start accepting
assignments. When an assignment is available in your area and service lines, you will receive an
email from the Global Alliance Membership, which will include a brief description of the assignment
details.  

Dear Pinkerton,

You may accept or decline the assignment by clicking on the link in the email or through your GAM
profile page under the assignment tab. Please note that the assignment section will not be available
in your profile until you have successfully submitted your profile.
To accept an assignment through your profile page, follow these steps:
•

Select the GAM portal link https://nexuspartners.pinkerton.com/Account/LogOn and log into
your profile

•

Once you have logged in, scroll down to the “assignment” section of the page and click on
the “+” icon on the right hand side to expand the section.

•

Click on the “not started” status to either accept or decline the assignment.
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Accepting
Assignments
(cont’d)

After you have accepted the assignment the Pinkerton POC will be notified that you are available for
that engagement. Once the Pinkerton POC makes the determination of who to assign the project to,
you will either receive an email stating you have been selected for the assignment or the assignment
will no longer appear on your profile page if not selected.

If chosen for the assignment, you may view the details of the engagement under the assignment
tab on your GAM profile.  The description will provide you with the following information:
•

The client name and service line for the assignment.

•

The start and end dates of the assignment.

•

The name of the Pinkerton POC.

•

A short description of what is expected for the assignment, such as the number of agents
needed, type of agents needed, and any other pertinent information.

•

The status of the assignment, which you will be responsible for updating.

Once you have started the assignment, please make sure to change the status from Not Started
to In Progress. Keeping the status updated will allow your Pinkerton POC to track the status of the
assignment.
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Accepting
Assignments
(cont’d)

Once you have started the assignment, please make sure to change the status from Not Started
to In Progress. Keeping the status updated will allow your Pinkerton POC to track the status of the
assignment.
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Submitting
Vendor Invoices

Once you have successfully completed an assignment, gathered all of the “fee” information,
“expense” information, and receipts related to the assignment, you can submit an invoice to
Pinkerton directly through your GAM Profile.  
To submit an invoice to Pinkerton, follow these steps.
Access Your Profile Page
Selecting the link below will begin the invoicing process.
•

Select the GAM portal link https://nexuspartners.pinkerton.com/ and log into your profile

•

Once you have logged-in, scroll down to the “Invoice” section of the page and click on the “+”
icon on the right-hand side to expand this section

Add New Invoice
Once the Invoice section has been expanded, click on the      icon on the far right-hand side (to the
right of the “Invoice Status” column).  This will take you to the “Engagement Details” page in image 7.

Image 6: Adding a new Invoice: From the main Profile page, scroll down to the “Invoice” section & click on the
blue “+” icon to begin adding & submitting new invoices.
IMPORTANT: For security purposes, this page (for submitting a new Invoice) will automatically log you out of the
Engagement Detail after ten (10) minutes of inactivity.  It is very important that you have all necessary information
gathered prior to filling out this form, and that you click on the “SAVE DRAFT” button at the bottom to save your
work.

ENGAGEMENT DETAILS PAGE
For each invoice submitted, you will be required
to provide details about the engagement that you
have completed.  Please remember to have all of
your information gathered before filling out a new
invoice.  To begin, complete the fields at the top
of the page (pictured to the right).
Matter Number
The matter number is a unique identifier, for the
individual assignment that is associated with
the original service request.  To confirm that
the Matter Number entered is correct, you can
click on the “Search” button to the right that will
search for a matching number.
Pinkerton POC
The POC is the individual who submitted the
service request assignment. The POC is also auto
populated according to the Matter Number
entered.

Image 7: Engagement Details Page: After clicking
on the blue “+” icon in the Invoice section in your
Profile, you will now see the Invoice Engagement
Details page shown above.

Invoice #
This number is a unique identifier.  Therefore, each time you submit an invoice, it should not be a
number that was used previously.
Currency
Identify and associate a billing currency for the Invoice that was submitted.
For additional details about this section, please see the “Submitting an Invoice” section of the SOP
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INVOICE DETAILS
Fees

Every engagement should have applicable fees that are mandatory to be entered. If fees were
incurred during this assignment, please add them individually here.  Please note that the categories
of fees (or types) that you can choose from are determined by the categories that you have setup in
your Vendor Profile on the main page.
Enter the information according to the headings located at the top of each section.
To add additional fees, click on the blue      icon on the far right-hand side shown below in image 8.

→

Submitting
Vendor Invoices
(cont’d)

Image 8: View of Fee Details page: For Daily and Flat Fee, the time automatically populates 00:00 as the start
time and 23:30 as the end. If sales tax is applicable, it can be checked here & adjusted in the next section.

Please enter information requested for each field.
Date
This is the date the engagement took place.
Agent
This is the name of the agent that worked the engagement.
Location
This is the location of the engagement.
Type
This is the type of fee for the engagement. Click inside of the box/cell to trigger the drop-down
menu with the fee types.
Category
This is the service line for the engagement. Please note that only the service lines you have entered
into your profile will be options for the category field.
Start
This is the time that the engagement began. Click inside of the box/cell to trigger the drop-down
menu with the times.  If the Fee Type is hourly, select the time when the Fee began to incur time.  If
the Fee type is daily or a flat fee, the start and end times will be auto populated.
End
This is the time the engagement ended. Click inside of the box/cell to trigger the drop-down menu
with the times.  If the Fee Type is hourly, select the time of day when the assignment or engagement
ended.  If the Fee type is daily or a flat fee, the end time will be auto populated.
Quantity
This section will be auto-populated.
Bill Rate
This is the bill rate for the engagement. Please note that if the bill rate entered for the invoice is
higher than the bill rate on your profile a pop-up will appear for you to explain the discrepancy.
NOTE: If the fee type is daily and the project is more than one day, you will need to enter each day separately
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Submitting
Vendor Invoices
(cont’d)

Fees Tax
If there is a sales tax that needs to be included, you can enter the amount here.
To add additional fees, click on the blue      icon on the far right-hand side shown below in image 9.

Image 9: Fee Sales Tax: Within the Invoice form, if there is a sales tax that needs to be included with the Fees,
that sales tax can be included here, and the total Fee amount will be adjusted.

Please enter information requested for each field.
Tax Rate Remarks
Enter a short description about the type of sales tax that is applicable.  Click inside of the box/cell to
enter text directly.
Tax (%)
Enter the percentage (number) of sales tax that is applicable. Click inside of the box/cell to enter text
directly.
Amount
Based upon the total of your fees calculated to this point, the tax percentage entered will autocalculate the appropriate sales tax amount.  The amount shown will be the additional amount of
TAX-ONLY costs that will be added onto your Fees from the previous section.
Total Fee Including Taxes
This will auto-calculate a total sum for ALL Fees, including the addition of the Sales Tax, to produce a
final grand total for all Fees & Taxes.

Expenses (If Applicable)
If additional Expenses were incurred during this assignment, you can add them individually here.
Receipts are required for all expenses except for mileage and per diem.

To add additional fees, click on the blue      icon on the far right-hand side to add a new Expense
item.

Image 10: Expense Details: Within the Invoice form, Vendors can enter individual Expenses that will be totaled
up as part of the final Invoice that is submitted.

Total Expenses
The total sum of all Expenses for this assignment will be represented by the field labeled “Total
Expenses.”
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Submitting
Vendor Invoices
(cont’d)

Saving and Submitting your Invoice
At the bottom of the Engagement Details Page you will find three buttons that enable you to save
your entries as you go, submit your invoice or cancel the process.
Save Invoice Draft
This button allows you to save your information as you work on this page.
Before continuing, please ensure that the “Total Amount” calculated at the bottom of the page matches the
“Invoice Amount” field at the top of the page, under the Engagement Details heading.

Submit Invoice
After you have completed all the required information and are ready to submit your Invoice for
approval, click on the “SUBMIT FOR PAYMENT” button in the lower left of the page to complete the
process.
Cancel Invoice
To cancel this Invoice, delete the information currently in the form, and begin the process all over
again, you can do this by clicking on the “CANCEL” button in the bottom right side of the page
‘Submit for Payment’ button will NOT be activated if the total invoice amount after your entries doesn’t match
the total invoice amount in the Engagement Details.
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Invoice Status

Confirming Invoice

After you have submitted your invoice, you can return to your Profile page, look in the Invoice section
as shown below, and view a new invoice item in “Submitted” status.

Invoice Status Changes

When the invoices have been approved or rejected the status will change. In this example, the status
is Submitted.

Image 11: Submitted Invoice: After you have completed the Invoice submission process, the Invoice section
in your Profile will now show that you have a “Submitted” invoice that has been submitted & is pending.

Rejected Invoices

If your Invoice is rejected, you will receive a notice providing reasons for rejection. Once you have
made the requested adjustments, you can re-submit the invoice by following the same steps
outlined in the “Submitting an Invoice” process.
NOTE: Your edited & updated Invoice will automatically supersede the previous invoice that you submitted.  You
will have the ability to edit the engagement detail section, but you will have to attach a new copy of the invoice
reflecting the right amount.
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Frequently
Asked
Questions
(FAQs)

Expenses
Q Is a receipt required for expenses?
A Any expense charged back to Pinkerton requires a receipt (unless it’s mileage or per diem). A
receipt is required for proper documentation for audit purposes.

Invoice Payments
Q Does Pinkerton offer ACH or direct deposit?

A We pay only by check if the payment is being sent within the United States. If we are making
payments to vendors outside of the United States, the payment will be sent electronically.

Q Does Pinkerton overnight checks for payments being sent out within the U.S.?
A Generally, no, we do not. But for special circumstances, we will make exceptions.
Q Check Inquiry Status

A From time to time, Pinkerton receives calls inquiring about a specific check’s status. In the

past, these calls have been received by various departments and personnel. In general, all calls
should be directed to Accounts Payable Services to determine if the check in question is valid.
If you have questions about the validity of a check, contact us at GAM.AP@pinkerton.com.

Q What is the process for lost checks?
A When an AP check is lost, please email Accounts Payable at GAM.AP@pinkerton.com
immediately and request a stop be placed on the check.

Accounts Payable will then void and reissue, if required, the check within five (5) days of
receiving the email or the AP check. For every check that is reissued on the vendor’s request
there will be a $35 charge.

Submitting an Invoice
Q How often should I bill?

A We recommend you bill weekly, but this should be discussed on a matter-to-matter basis with
your Pinkerton POC. Suppliers should submit invoices for payment within 15 days of service
delivery/completion of the project. Invoice received post 15 days may be rejected.

Q What is required to submit an invoice?

A To ensure effective handling of invoices and credit in a compliant manner, all invoices and
credit notes must be original documents (account statement/aging schedules are not
acceptable) and on company letterhead and must contain the following information:
•

Supplier name (legal name) and remit-to address

•

Supplier ID issued by Pinkerton

•

Invoice Date

•

Invoice Number — must be unique

•

Total Amount Due

•

Matter Number

•

Name of Pinkerton Contact ordering the services

•

Description of Services — location/time period including all supporting documentation

•

Sales Tax (where applicable) — any sales tax amount being charged must be shown as
a separate line on the invoice
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Frequently
Asked
Questions
(FAQs) (cont’d)

Q What are the payment terms?
A Except for Disputed Amounts, payment shall be made by Pinkerton to the Supplier on a net

fifteen (15) days basis after receipt of a correct and undisputed invoice(s), with a corresponding
two percent (2%) discount on the invoiced amount of the Service Fees. If the invoice date is
different than the invoice submission date, Pinkerton will treat invoice submission date as the
final date for the discount.

Q What happens in my invoice is rejected?

A Invoices which do not meet the outlined invoice requirements will be returned to the supplier
with a notice stating the reason(s) for rejection. It is the supplier’s responsibility to re-submit
the invoice with proper information in a timely manner. The rejected invoice should be resubmitted within 15 days from the date of rejection.  Updated invoiced received after the 15day deadline will be rejected.

Q Do you have a question about a particular invoice?

A If you have questions about a particular invoice, please contact us at GAM.AP@pinkerton.com.
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We never
sleep.
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