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The list of common questions and answers aims to support IRT suppliers as we transition 
to IRTs new buying system called Coupa from September 2021. 
 

Question Answer 

 
What’s changing? 
 

 
IRTs current buying system Basware and the IRT Supplier Portal 
are being replaced by a new system called Coupa. 
 

 
What is Coupa? 
 

 
IRTs new buying system for goods and services. It also manages 
our Supplier compliance documentation and procurement 
contracts. 
 

 
When are we 
changing? 
 

 
Orders will commence to be issued from Wednesday 6 
September 2021 from Coupa, subject to confirmation. 

 
How will this 
impact IRT 
Suppliers? 
 

 
Following the launch of Coupa, the IRT Supplier Portal will be 
decommissioned. We will be requesting all of our suppliers to 
register to the Coupa Supplier Portal (CSP) before we begin 
connecting with your organisation in Coupa 
 

 
What is Coupa 
Supplier Portal 
(CSP)? 
 

 
The CSP is a free tool for suppliers to easily do business with 
customers who use Coupa. The CSP makes managing 
customers and transactions easy. 
 

 
What are the 
benefits of 
registering with 
Coupa Supplier 
Portal? 
 

 

 Faster invoice processing and consistent payments. 

 Registering on the CSP does not require the installation of 

hardware or software, best of all, it’s free of charge!  

 Ability to track status of invoices from receipt to payment using 

the CSP with real-time visibility. 

 Ease of use submitting invoices via the CSP. 

 You can keep track of any new Purchase Orders that IRT have 

issued to your business. 

 Electronic invoicing that is more cost effective than hard copy 

invoices; plus, it’s better for the environment. 

 
 

https://supplier.coupahost.com/sessions/new


 
 

Question Answer 

Registering to the Coupa Supplier Portal 

 
How do I join the 
CSP? 
 

 
You will receive an e-mail via a link sent by IRT from Friday 27 
August 2021 to register to the Coupa Supplier Portal with a 
unique link that brings you directly to the page. 
 

 
What if I don’t 
receive the e-mail 
notification to join 
the CSP at the 
appointed time? 
 

 
If you do not receive the registration e-mail during the expected 
timeframe from Friday 27 August 2021, please check your 
spam/junk e-mail folder.  
 
If you still cannot find the e-mail invitation, please contact 
suppliermgmt@irt.org.au. 
 

 
What happens if I 
do not join the 
CSP? 
 

 
Suppliers must as a minimum, use CSP to update expired 
certificates e.g. insurances.  

 
How do I view or 
upload my 
compliance 
certificates 
 

 
IRT has migrated all current compliance certificates from the IRT 
Supplier Portal to Coupa.  Once we go live on 6/9/21, you will 
receive a Coupa notification reminder when your certificates are 
expiring or have expired.  Once you receive this notification, you 
will then be able to view/upload any updated certificates. 
 

 
Where can I get 
further information 
on how to use the 
CSP? 
 

 
https://success.coupa.com/Suppliers  
 
or watch this brief introduction video of CSP 
 

https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Suppl
ier_Portal/Additional_Resources/CSP_Videos#Intro 
  

 
What does the 
CSP invitation e-
mail look like? 
 

 
The e-mail you will receive from Coupa to register on the Coupa 
Supplier Portal (CSP) will have the Subject Title:  
IRT- Supplier Registration to CSP Instructions- Action Required. 
1. Click the Join Coupa button in the invitation email. 
2. Click the automatically generated link that pops up to confirm 

your request. 
3. Validate your information and create a password. 
4. Alternatively you can use the Forward button to send to a 

more appropriate person within your organisation to action. 
A user guide – Coupa Registration on how to complete this 
process is available. 

 

mailto:procurement@irt.org.au


 
 

Question Answer 

 
Is there anything 
else I need to do? 
 

 
At the moment you register, we suggest you review the following; 
 

1. Review your Notification Preferences and confirm how you 
would like to receive information about POs and invoices. 
This will ensure you do not miss PO requests or 
information from us. 
 

2. Add any additional Users required for your organisation in 
the Admin section. 
 

3. Set up your legal entity in order to be able to invoice. If this 
isn’t it done, it will cause issues when you try to invoice. 
The legal entity details you populate in the CSP help to 
form compliant invoices  

 

 
How do I set up a 
legal entity in 
order to invoice 
successfully? 
 

 
 Please refer to the user guide- Coupa Registration that will be 
sent the same time the invitation to join the CSP is sent. 

 
When do I need to 
ensure that I have 
registered? 
 

 
We ask that you do this as quickly as possible so that you do not 
miss any Purchase Orders as soon as they start to be sent from 
Coupa. 
 

 
How long does the 
CSP registration 
process take? 
 

 
The registration process takes less than 5 minutes. 

 
How do I add 
additional users to 
my account 
 

 
Please click on the following link - Coupa Supplier Portal Admin 
and User Guide.  Navigate to page 149 for guidance on adding 
additional users to your account if required. 

Coupa Supplier Portal  

 
I cannot see my 
transactions or 
see the IRT tab to 
list my 
transactions? 
 

 
Once you're signed into the CSP, if you cannot see your 
transactions, it's probably because you registered for 
CSP using a different email address than IRT used for the 
invitation.  
 

Please contact suppliermgmt@irt.org.au.and ask us to send 

another invitation using the address you registered with. 

 

https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal
mailto:procurement@irt.org.au


 
 

Question Answer 

 
Can only one 
person per 
company register 
on the CSP or can 
we have multiple 
users on the CSP? 
 

 
All of your customers who use Coupa can be accessed from the 
one portal login. A portal login is based 
on your specific email address. You will be able to view all of your 
customers in one place if each customer has the same email 
address for you. 
 
If you can’t see IRT with your other customers, please let us know 
which email address you are using and we’ll update our records. 
 

 
Who can see the 
information in the 
Profile area? 
 

 
Coupa provides both a: 
 
1. Public Profile area, which is optional to fill in and visible to all 

members of the Coupa network, and  
2. Customer Profile that is specifically set up per supplier.  
 
When you open up CSP, you will always first see the Public 
Profile. To update either profile, go to the home page, under the 
Profile tab select which profile you would like to edit from the 
dropdown box. 
 

 
We already use the 
CSP with another 
customer; do we 
need to register 
with Coupa again? 
 

 
Once you receive the invite from us, you can merge the accounts. 
You can also send us the same e-mail address you already have 
an account within the CSP, we will send the invite to your account 
with that e-mail address.  
 
If you have provided us with the same e-mail address as you are 
using for another CSP account then the accounts will be merged 
right away. 
 

 
Is there any 
mandatory 
information I need 
to populate?  
 

 
 
 Please refer to the user guide- Coupa Registration that will be 
sent the same time the invitation to join the CSP is sent. 

If I use the CSP, 
who pays me?  

 

 
IRT is still responsible for paying you directly. Coupa does not 
pay suppliers on behalf of buyers. 

Will you use the 
bank details I 
specify in the 
CSP? 

 
No, IRT will continue to use the existing banking details. If you 
need to change your bank details, please contact the 
Procurement team at procurement@irt.org.au. 
 

How do I know that 
I’m connected to 
IRT? 

 
Once you’re signed in to the CSP, scroll down. On the bottom 
right of the page, you can see all your customers, in this case, 
IRT. 
 

mailto:procurement@irt.org.au


 
 

Question Answer 

Purchase Orders 

How do I create an 
invoice that isn't 
backed by a 
Purchase Order? 

 
Initially, as part of the transition, Suppliers can submit their 
invoices as per current process.  IRT will be encouraging 
Suppliers to submit Non purchase order invoices via the CSP 
approximately 6-8 weeks from Coupa go live. 
 

What is the 
purpose of 
Purchase Order 
acknowledgment 
by the supplier?  

 
This feature notifies IRT buyers that you have received the 
Purchase Order. You can also use the comments section at the 
bottom of the PO to communicate with the IRT buyer. 
 

Will pre-existing 
PO’s be loaded 
into Coupa? 

 
No, any pre-existing unfulfilled POs will not be transferred to 
Coupa, unless they are related to an IRT Home Care customer. 
 
If you are invoicing a pre-existing PO, you must still reference that 
PO number on your invoice. 
 

Can I filter the list 
of Purchase 
Orders to show 
only purchase 
orders that haven't 
been invoiced? 

 
Yes, you can use the “Views” or “Filters” function to hide 
Purchase Orders which are fully invoiced and have a status 
“Closed”. For further information on creating “Views” please refer 
to the guide available at Create Custom 
Views  

Invoicing 

How do I invoice 
against a Purchase 
Order? 

 
Visit the Coupa Success Portal and click through to the invoices 
tab to find out more. 

How do I create an 
invoice? 

 
Click on the IRT tab and then select Purchase Orders (PO). 
Choose the PO you would like to invoice, and then click on the 
yellow pile of coins to create an invoice. 
 

How do I know if 
an invoice has 
been submitted? 

 
When you sign in, go to your IRT tab and click the Invoices tab to 
see a searchable list of your submitted invoices. 

Why can't I 
edit/void/delete an 
invoice? 

 
You can delete any draft invoice you create. Once an invoice has 
been submitted, it can't be changed in any way. Ask IRT to reject 
or void the existing invoice. You can then create a new one. 
 

https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Get_Started_with_the_CSP/Create_Custom_Views
https://success.coupa.com/Suppliers/For_Suppliers/Coupa_Supplier_Portal/Get_Started_with_the_CSP/Create_Custom_Views


 
 

Question Answer 

How do I submit 
an invoice in 
Coupa? 

 
You have two options to create and submit an invoice: 
1. Use the “Create Invoice” button that comes on the received 
purchase order email. 
2. Login to the CSP, find the IRT purchase order and select the 
yellow ‘coins’ icon to create the invoice. 
 

How do I check if 
an invoice has 
been paid? 

 
Payment information for your invoice will appear in your CSP 
account under the Invoice history. If registered, 
you will receive an email and notification from Coupa confirming 
approval for payment. For questions 
regarding payment information email 
accountspayable@irt.org.au. 
 

Please email BuyingatIRT@irt.org.au  if you would like to provide feedback or 
have questions for the project working group. 

 

 

mailto:procurement@irt.org.au
mailto:BuyingatIRT@irt.org.au

