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 HOW TO COMPLETE IRT’S ON-BOARDING PROCESS FOR NEW SUPPLIERS 
(Increase the zoom to view the screenshots clearly.) 

This guide will step you through how to set up your company in the Coupa Supplier Portal (CSP) to 
ensure you can transact with IRT. 

Before You Start 

• Use a laptop or desktop computer (mobile may not work properly)  
• Have ready:  

o Your ABN  
o Bank details  
o Any compliance documents such as insurances etc 

 
What’s in this guide 
1. Create your account (1 min)  
2. Basic setup (2 mins)  
3. Complete the IRT form (10 mins)  
4. Helpful tips  
5. What happens next   
6. Need help? 
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Create your account (1 minute) 

 

 
Step 1 
Open the email from IRT and click Join and 
Respond 
 
 

 

 
Step 2 
Enter: 
• Password.  
• Country: Australia.  
• Your ABN. 
Accept terms and click Create Account. 
 
Not the right person? Use Forward this to 
someone. 
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Step 3 
Set up multi-factor authentication 
(Use text message if easiest) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Proceed to the next page 
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Basic setup (2 minutes) 

 

Step 4 
Follow the pop-up prompts: 
• Enter your company details. 
• Click Save and Next. 
 

 

Step 5 
On the Subscriptions screen: 
• Click Continue.  

 
You do NOT need to pay anything to 
transact with IRT. 
 
You will then land on the Forms page. 
 
 
 
 
 
 
Proceed to the next page 
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Complete the IRT form (10 minutes) 

 
 

 

Step 6 
Check your language setting: 
• Scroll to bottom → set to English 

(Australia) 
 

 
 

 
 

 
 

 
 

Step 7 
Scroll to the top of the Forms page: 
• Open the IRT Supplier 

Onboarding Form 
 
Complete all sections of the form. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Helpful tips: 
• You can Save and come back later.  
• To return: 

Business Profile → Information 
Requests. 

 
 
Back to top 
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Helpful tips 
Use this section if you get stuck on specific parts of the form. 

 

Contact and Address Information 
• Enter phone numbers in the 

correct format as shown. 
 

  

Compliance Certificates 
• Select the compliance category 

that matches the one shown 
above.  

 
This triggers the compliance 
documents required by IRT such as 
insurances, police checks, trade 
licences etc. 
 

 

Supplier Declaration 
1. Open the link  
2. Fill in, sign, and save  
3. Upload it back into the form  
 
Use expiry date 31/12/2050 for the 
supplier declaration. 
 

 

Bank Details 
Upload one of the following to verify 
your bank details: 
• Bank statement header  
• Deposit slip  
• Screenshot of online banking 

Must show: 
• Bank name/logo  
• Account name  
• BSB  
• Account number 
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Submitting the Form 
Click Submit for Approval located at 
the bottom of the form. 

 

Error on submission? 

If it won’t submit 
• Scroll up  
• Fix any fields highlighted in red 
 
 

 

Need to make changes after 
submission? 

You can Withdraw the form (if not yet 
approved) 

 
Comment 

 

If Your Form Is Rejected 
You’ll get an email or notification. 
 
Common reasons: 
• Invalid or closed ABN  
• Missing information  
• Expired or missing documents  
 

Check comments at the bottom of the 
form and fix the issue. 

 

 

 

 

 

 

 

 

 

Back to top 
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What happens next 

 

IRT reviews your form.  
 
Once approved:  
• You’ll receive a confirmation 

email.  
• IRT can start sending purchase 

orders.  
• You can begin invoicing. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Back to top 

Need help? 

 
 

There are several avenues for help if 
you experience any issues: 

• In Coupa: click the “?” icon 
• Email Coupa: 

supplier@coupa.com   
• Email IRT: 

suppliermgmt@irt.org.au 

 

Back to top 
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