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SETTING UP PAYMENT METHOD FOR IRT INVOICING 

If you had a Coupa Supplier Portal account prior to linking to IRT, you may be experiencing 
issues with invoicing. 

Follow the steps below to ensure you have linked to IRT for invoicing purposes. 

 

Step 1 

Click on Business Profile tab 

 

Step 2 

Click on Payment Methods tab. 

 Step 3 

Select from one of the following 
options: 

Option 1 – Add IRT to an existing 
payment method. 

or 

Option 2 – Create a new payment 
method. 
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Option 1 – Add IRT to an Existing Payment Method 

 

Step 1 

From an existing Payment Method, 
select the paperclip icon under the 
Actions column. 

 

Step 2 

From the Pop up, select Illawarra 
Retirement Trust.  

Then select Share Payment 
Method 

You should now be able to invoice 
IRT. 

 

You may receive another pop-up 
message, this will not prevent you 
from invoicing immediately. 
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Option 2 – Create a New Payment Method for IRT 

 

Step 1 

Select the Add Payment Method 
drop down and select Bank 
Transfer. 

 

Step 2 

Complete the mandatory fields in 
the Add Payment Method pop up 
screen. 

Select Save. 

Continue to step 3 … 
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Step 3 

Select Illawarra Retirement Trust 
and Save 

You should now be able to invoice 
IRT.  

 

You may receive another pop-up 
message, this will not prevent you 
from invoicing immediately. 
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