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Coupa Supplier Portal (CSP)

Supplier User Guide
How to “Join and Respond”




SIM - Coupa Introduction

{}coupa z,scoupa supplier portal

Coupa is a cloud-based platform, design specially for buyers and suppliers to collaborate.

NSW Rural Fire Service uses Coupa as their chosen platform for Supplier Management. You must use this electronic
system so NSW RFS can trade with you as your customer, and if we need you to update your company details.

This guide will step you through the 2 ways you can set up your company when NSW RFS sends you a request, this
will ensure we correctly create your vendor account.

Join and Respond
2. Respond without Joining

: We recommend completing this process on a laptop or PC for a better experience. Using a mobile phone limits the page views, and
' some of the links in the form may not work.

Coupa Supplier Portal (CSP)




SIM - Coupa Introduction

You will receive an email from the NSW RFS requesting your supplier information.
This email will come from NSW Rural Fire Service do_not_reply@rfsnsw.coupahost.com

_______________________________________________________ -
I Please note that the Coupa Supplier portal is FREE, and RFS doesn’t require you to be verified via the Coupa Verify I
L oo o o e e e e o o o e e e e e R M M M M M e M M M M M M M M M M e M M M M M e e e e e e e e e

At this point you will need to decide if you :-

1. Join and Respond R | -

2. Respond WIthOUt JOlnlng NSW Rural Fire Service Profile Information Request - Action Required

. . Hello Supplier,
OnCe deC|ded then please Clle On the bUttOﬂ NSW Rural Fire Service uses Coupa as their chosen platform for Supplier Management. You
must use this system so NSW RFS can trade with you as your customer, and we need you to

update your company profile.

There are two ways you can use the Coupa System to provide your details (both methods are

Join and Respond Respond without Joining completely free).
via the Coupa Supplier Portal (CSP) without registering for CSP (SAN) 1. Join and Respond via the Coupa Supplier Portal (CSP), or
Select this option if you want to register Select this option if you want to fill in the 2. Respond Without Joining the CSP
as a RFS supplier whilst also maintaining application form without creating a CSP You can respond and send your information to NSW RFS without jeining, but joining allows
; | K i you to update your company info more easily if it ever changes, as well as do things
your pUb|.|C prOfIle and look for extra prOfIle to become a RFS Supp“er_ with NSW RFS (and your other buying organisations that use Coupa) like view purchase
customers that Coupa have Takes you directly tO the “| nformation orders, create invoices, manage POs and invoices, get real-time SMS alerts and much more.
. . ' ” . . Use one of the buttons below to respond, or if ancther person at your organisation is more
You will create your business account / Request” form by a one-time link - you appropriate to handle this registration, please forward this email to them (must have the same
y q y y ‘ .
profile and can then use various option eg can complete your company details B
. f . . . . . If you need further help to understand this request, please refer to Doing Business with the
view PO’s, create invoices, track without any further registration. NSW RFS.
payments. Most of your data WI“. be If you Supply on a one-off baSiS or are a For more information about the Goupa Supplier Portal, please refer to For Suppliers.
prefilled into the SIM form which is then small business, it might make more sense
sent to RFS. After registering, you will to select this. Looking forward to doing business with you.

have access to your profile.

Note - to update any additional company details after this registration process with RFS you will need a form

sent to you. Please advise procurement@rfs.nsw.gov.au or finance@rfs.nsw.gov.au

Coupa Supplier Portal (CSP)
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SIM - Filling in the form via CSP

(Registering for the CSP)

“Join and Respond”

When RFS sends you an invite to join Coupa you are given the option to “Join and Respond”.
These are the steps to follow to complete the form when you join the Coupa Supplier Portal - CSP.

nnnnnnnn

NSW Rural Fire Service Profile Information Request - Action Required

When you click the “Join and
Respond" b U tto n y you Wi l. l- be ta ke n N:I:‘ RL:::JI:I@ Service uses Coupa as their chosen platform for Supplier Management. You

must use this system so NSW RFS can trade with you as your customer, and we need you to

to the Create an Account T

There are two ways you can use the Coupa System to provide your details (both methods are

completaly frea).
Join and Respond 1. Join and Respond via the Coupa Supplier Portal (CSP), or

2. Respond Without Joining the CSP

Your CSP account Is based ona speCIfIC emall‘ You can respond and send your information to NSW RFS without joining, but joining allows
addreSS FOF the |n|t|al Set Up thIS IS the emall that you you to update your company info more easily if it ever changes, as well as do things
prov|ded to RFSin your first discussion. with NSW RFS (and your other buying crganisations that use Coupa) like view purchase

ordaers, create invoices, manage POs and invoices, get reak-time SMS alerts and much maore.

Uso one of the buttons below to respond, or if another person at your organisation & more
apgpropriate to handle this registration, please farward this email io them [must have the same
amail damain),

If you naed further help to understand this request, please refer to Doing Business with tha
MNSW RFS.

For more information about the Coupa Supplier Portal, please refer to For Suppliers.

Looking forward to doing business with you,

Join and Respond Respond Without Joining

' Note - RFS recommend completing this process on a laptop or PC for a better experience.
' Using a mobile phone limits the page views, and some of the links in the form may not work.

Coupa Supplier Portal (CSP) k




SIM - Filling in the form via CSP RFS

(Registering for the CSP)
“Join and Respond”

Under Create an Account section - First step of Create an Account

joining the CSP is to create an Account - (mandatory NSW Rural Fire Service is using Coupa to transact
. . % electronically and communicate with you. We'll walk you
f|e|.dS are marked Wlth ) through a quick and easy setup of your account with
NSW Rural Fire Service so you're ready to do business
1. Create an Account - Business name, fogether
First name & Last Name will be *Business Name
prepODUlated from the NeW SqulIer .rjewziupp“frn:\wu—_ (or legal personal name if an individual)
request that an RFS member e
InStIgated. Please Change thls |f example_email@bigpond.com«® you will not be able to change this email address
incorrect. You will not be able to * First Name * Last Name Already have an account? LOG IN 2
change the Email. Add a password and - o
then confirm password. Accept the s . ‘°°:‘"“‘;F’°“‘”°:’ —
. - - confirm the passwor -
prlvacy pollcy and termS Of use. OnCe Use at least 8 characters and include a number and a letter // Forward this to someone 3

click the Create an account button.
2. If you already have an account, click

|nformat|on haS been entered then @ﬂcceptthe Privacy Policy and the Terms of Use / /

the LOg In Create an Account
Already hav ? 3
3. If you are not the correct person to R ‘
register for your company, click
“ . ” - Note - Once you have created an account and signed in for the first time, Coupa offers to take you on a tour of the CSP.
Forward thIS to someone” | nStead . We highly recommend you take this tour in order to gain valuable insight into the functionality provided .

Ay

Coupa Supplier Portal (CSP) k




SIM - Filling in the form via CSP

(Registering for the CSP)
“Join and Respond”

Under Login section - Already have an Account

Already have an account?LOG IN 2

M. AT
2. If you already have an account,

click the Log In. This will take you Login 2
to the Login screen - enter the
Email address you already have
an account for then click the
Continue button

* Email

enter the email address you already have an account for

Forgot your password?

[ CO—

Mew to Coupa? CREATE AN ACCOUNT

Coupa Supplier Portal (CSP)




SIM - Filling in the form via CSP

(Registering for the CSP)

“Join and Respond”

Under Forward this Invitation section to someone else - (mandatory fields are marked with *)

Forward this to someone 3

3. If you are not the correct person to . A

register for your company, click

“ quwa_\rd this to someone” instead. Forward This Invitation
This will take yOEJ a §Creen c;alled NSW Rural Fire Service is using Coupa to transact
Forward This Invitation add in the electronically and communicate with you. We'll walk you
email of the correct person and click through a quick and easy setup of your account with
the forward button NSW Rural Fire Service so youTe ready to do business

together. 3

* Email

add email @bigpond.com

Coupa Supplier Portal (CSP)



SIM - Filling in the form via CSP RFS

(Registering for the CSP)
“Join and Respond”

{;}COUPH email example of code

Under Email Verification section - after creating an account, you will our Couna Verfieation Gade
need to fill in the Verification Code ’

Below is the secure verification code you requested. Enter the 6-digit
code in Coupa to verify it's you.

4. Email Verification - after creating an 475612
account, yOU need tO fl” in the If you didn't request this code please contact us at supplier@coupa.com.
Verification Code to verify your email. T A —
A one-time code will be sent to the zZEcoupa
email address which was provided. Email Verification 4
We sent a one time verification code to example_email@bigpond.com ;rjndari.lg:: ot

Email will come from Coupa Supplier
Portal enter the code which was sent to nominate email provided
do not reply@rfs.coupahost.com

subject Your Coupa Verification Code

Enter the code and then click the Didn't receive the Verification Code?  Request a New Code
Next button

Note - you can Request a new code if ———

you didn’t receive it

Didn't receive the Verification Code? Reqguest a New Code

Coupa Supplier Portal (CSP) h
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SIM - Filling in the form via CSP

(Registering for the CSP)

“Join and Respond”

Under Secure your Payment Information
section. Two-Factor Authentication

RFS

App Store Preview Example of one of the authenticators available

5. Two-Factor Authentication is
required to finish setting up
payment.

Option 1 Authenticator app

Point 1. Scan the QR code using
your mobile phone under
authenticate via: authenticator
app after selecting from the
drop down.

Point 2. enter the 6-digit
verification code received to
your phone.

Then click Next button.

Secure Your Payment Information

Two-Factor Authentication is required to finish setting up

payment.

5

Google Authenticator =

Google LLC
#5 in Utilities
Free

Authenticate via: | Authenticator app

e ‘ * select from the drop down

Scan this QR code using your
mobile device.

* Open your preferred authentication
app on your mobile device.
Learn more

* For most apps, select "Add” or "+" to
scan the QR code or copy and paste
the security key.

Enter the 6-digit verification
code from your device.

Coupa Supplier Portal

QYMSEMEWRCMS530USBKO
SUX45UGPS4K0OEG

add code

Next

Coupa Supplier Portal (CSP)




SIM - Filling in the form via CSP RFS

(Registering for the CSP)

“Join and Respond”

Under Secure your Payment Information Section.
Two-Factor Authentication

Q{;}coupa Secure Your Payment Information

Two-Factor Authentication is required to finish setting up

6. Two-Factor Authentication is required

. . . payment.
to finish setting up payment.
6 Authenticate via: | Phone SMS Message ~ | 4m select from the drop down
OQtion 2 Phone SMS Message o A message will be sent to your
phone. o Confirm Recaptcha.
. Phone Number
Ppmt 1. Message sent to your phone T ot e
via SMS- add your mobile phone under O] covimrecoptcna . i
authenticate via: phone SMS message
after selecting from the drop down. et bt e
POint 2- Conﬂrm re CaptCha, once o Enter the 6-digit verification I O zospm & oo
verified click send code button code sent to your phone. \ <o (o)
\ +1(855) 652-0848 >

Point 3. enter the 6-digit verification YourCougaverifi-

. cation code:
code received to your phone. 232215

Then click Next button.

Coupa Supplier Portal (CSP)




SIM - Filling in the form via CSP

(Registering for the CSP)
“Join and Respond”

Under Multi Factor Authentication Enabled section

7. Multi Factor Authentication Enabled
You will receive an email advising the
Multi Factor authentication has been
enabled.

Email will come from
do_not_reply@rfsnsw.coupahost.com
subject : Multi Factor Authentication
enabled

Follow the steps to review security
setting.

Coupa Supplier Portal (CSP)

Zcoupa
Multi Factor Authentication Enabled

Hi Jo

You have successfully enabled Multi Factor Authentication on your
Coupa Supplier Portal account for payment account settings and login
attempts.

The security of your account is very important to us and we want to
ensure that you are updated when important actions are taken.

Follow these next steps:

1. Download or print your backup codes in case you lose your phone
or delete the app. Create backup codes by clicking Review
Settings below.

2. Be prepared to enter new verification code when prompted any
time you're viewing or modifying your financial account settings or
log in.

sr:coupa

Y

RFS
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SIM - Filling in the form via CSP RFS

(Registering for the CSP)
“Join and Respond”

8 Emergency Recovery Codes

Under Emergency Recovery Code section

Emergency Recovery codes are the only way to restore dccess

8_ Emergency Recovery Codes if you lose access to your authenticating device or app.
this is the only way to restore
access if you lose access to your
authenticating device or app You can use each recovery code only once.

Save your recovery codes somewhere safe but accessible.

Print/Download or Copy these wege campléonly fQur
£xcoupa supplier port NoTRICATICHS ) | HELS
codes. Then click Next . : Pt e P —————— m...ﬂ —
Note - It is suggested that you save a copy of these codes Print Download e
somewhere safe but accessible My Account securry & vt paceor sumenncation]

These codes were generated on February 14, 2024

8i. You can also retrieve your
Emergency Recovery codes under
My Account, click in the top right-
hand corner of the homepage

next to notifications then Security
& Multi Factor Authentication this e
will show Recovery codes and oon smemsmcns |48 Recovery Codes 8.

Regenerate Recovery Codes.

Coupa Supplier Portal (CSP)




SIM - Filling in the form via CSP

(Registering for the CSP)
“Join and Respond”

Under Your Contact Information section -
(mandatory fields are marked with *)

9. Your Contact Information :-
First/Last Name will appear
prepopulated, this can be
changed.

10. Phone Number - from the drop
down select 61 for eg Australia
then add your number.

11. Country/Region - from the drop
down select eg Australia

12.Address Line 1 - start to type
your address and autocomplete
will display a list of addresses -
select your address
City/State/Postal Code - this
will prepopulate once your have
selected your Address Line 1

click Next once done

Your Contact Information
Phone Number .I O
+1 o (201) 555-0123
* First Name * Last Name -~
Jo Bloggs 9 4= prepopulated Ascension Island  +247
7 I Australia Jh.,]
* Phone Number
enter your phone numbe here 1 0 —
* Country/Region
Australio 1 1
* Country/Region [ ]
Click on the down arrow to select the country eg Australia 1 1 ~
Bt
* Address Line 1
Start typing in your address, autocomplete will display suggested addresses -
select your address from the list \ * Ackdress Line |
- 12
— & 4 Murray Rose Avenes, Sydney Olympic Park NSW, Ausirolio
City State Postal Code prepopulated|| o Breney e e
<= ONCE street ' G S -
address is
added
Next
Skip for Now

XL E Coupa Supplier Portal (CSP)
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SIM - Filling in the form via CSP

(Registering for the CSP)

“Join and Respond”

Under Tell us about your Business section -
(mandatory fields are marked with *)

13. Tell us about your Business :-
Business Website - if you have a
company website please enter
here, otherwise tick the | do not
have a website box

14. Tax ID - entered your abn
number, otherwise tick | do not
have a Tax ID box

Note - the padlock means this is secure and will not
be made public to your public profile on Coupa

15. Invite User - if you aren’t the
right person, invite another user
from your company by clicking
the Send Invite
Then click Next

Tell Us About Your Business

* Business Website 1 3
enter your company website here

(] I do not have a website  «a if you don't have a website - tick this box

* Tax ID (or Local ID) 14

RFS

15

enter the abn number here - this should be the abn displayed on your invoice/s . &\ ‘“ 14
ax 1L 15 Lo confirm you are a real Dusiness Secure Information - not published to your public
[]1do not have a Tax D 4m if you don't have an abn - tick this box profile
Invite user o 1 5
Invite another user, if you arent the right person - click send invite
\ If you aren't the right person to provide this information,
Invite user % please invite another user from your company to join this
account and add to your company profile.
Next
Skip for Now

Coupa Supplier Portal (CSP)

Y
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SIM - Filling in the form via CSP

(Registering for the CSP)

“Join and Respond”

Under Confirm Invoice - From Location section -

(mandatory fields are marked with *)

Confirm Invoice-From Location

This is the main oddress of your registened business o the registered entity you will be
Irvepicang your customar from.

16. Confirm Invoice - From Location
Country/Region & Address will
prepopulate from “Your contact”
details page but if different
address you will be invoicing RFS
from then enter it here.

17. Tax Country/Region - leave as
Australia unless overseas. Add in
your ABN number.

18. Another opportunity is given to
Invite User - if you aren’t the right
person, invite another user from
your company by clicking the Send
Invite
Then click Next

*Co |,.|r|lr1_fl|I Region

* Address Line 1 6

100 Pacific High  address you are invoicing RFS from 4]
* City State * Postal Code

North NEW 2080

Advanced Invoicing

rom Code

* Preferred Invoicing Language

Tax Country[Region * ABM
Australia - enter abn number 1 _."'
L)1 don't horve ABN Nurmibiar

Additional Tax ID
Invwvite user 5 "

18

Coupa Supplier Portal (CSP)

Skip for Now

MVILE USET

¥ you aren the right person to provide this informotion
pleasa ifvite anothed user fhom your company to jain it
QLo ond Odd 10 YO Compary profile 1 8

Y

-




SIM - Filling in the form via CSP

(Registering for the CSP)

“Join and Respond”

Under Confirm Pay-To Location (Remit-To)
Same as Invoice-From Location section -

(mandatory fields are marked with *)

Confirm Pay-To Location (Remit-To) 19

This is the oddress your customer will usae to sand your payrmant, remittance aoddress.

Same as Invoice=-From Location 20 s

19. Confirm Pay-To Location (Remit-To)
This is the address that RFS will
send your payment to, remittance
address.

No changes are needed if same as
invoice address.
Click Next

20. If different then click the down
arrow next to Same as Invoice -
From Location and change.

See next page

21. Another opportunity is given to
Invite User - if you aren’t the right
person, invite another user from
your company by clicking the Send
Invite

* Country/Region

* Address Line 1

* City State

Advanced Invoicing

-

click the down arrow &
change your selection

* Postal Code

Invite user o 2 1

Invite user %

i you orenT tha right person o provide this informotion,
plecse imdte onother user from your cormporny to join this
oocount ond odd o your Comparny prolile 2 1

Coupa Supplier Portal (CSP)

-




SIM - Filling in the form via CSP

(registering for the CSP)

“Join and Respond" Confirm Pay-To Location (Remit-To)

U nd e r Confirm Pay_To Location (Remit_To) Thiz is the address your customar willl use to sand your F'ﬂ-l""j':'l"‘":. TC"TII':':DI'ECC' oddress

. . if different address for
Add New Pay-To Location section - (mandatory | addNew Pay-Totocaton DD~ |4. remittance. select this
fields are marked with *) from drop down

* Country/Region

22. Confirm Pay-To Location (Remit-To)
Add New Pay-To Location
If address is different to invoice
address for remittance, then "ty state “PostalCede
selection Add New Pay-To Location.
In Address Line 1 add the remittance Advanced Invoicing
address Pay-To (Remit-To) Code  this will automatically populate 23
23. Advanced Invoicing wording will | R |
change to Pay-to (Remit-To) Code
once you have selected Add New invite user @)
Pay-To Location 2 i e S s
24. Another opportunity is given to Invite cccomtantostoyascongary ot ) A
User - if you aren’t the right person,
invite another user from your
company by clicking the Send Invite Next

* Address Line 1
add different remittance address here (4]

¥ you arent the right person to provide this information,

Coupa Supplier Portal (CSP)




SIM - Filling in the form via CSP

(Registering for the CSP)

“Join and Respond” Confirm Ship-From Location 25

Under Confirm Ship-From Location section - >
i ith * click the down arrow & P

(mandatory fields are marked with *) I Some as nvoice-From tocation 26~ I e M| 1 26

Same as Pay-To Location

* Country/Region

25. Confirm Ship-From Location Add New Ship-From Location
Same as Invoice-From location
This address is your warehouse
location if different from invoice

* Address Line |

locatlon * City State * Postal Code
No changes are needed if same as
invoice address. Click Next Advanced Invoicing

26. If different then click the down
arrow next to Same as Invoice -
From Location and change.

See next page "‘ ° AN ) Shoous i srmtkee sear RN Y S 5 Jah B
27.Another opportunity is given to 27 oot and ok o Your compony proie.

Invite User - if you aren’t the right

person, invite another user from ‘

your company by clicking the Send

Invite Next

Coupa Supplier Portal (CSP)




SIM - Filling in the form via CSP

(Registering for the CSP)

“Join and Respond”

Under Confirm Ship-From Location
Add New Ship-From Location section -
(mandatory fields are marked with *)

Confirm Ship-From Location

This is usually your warehouse location

Add New Ship-From Location 28 v I

28. Confirm Ship-From Location
Add New Ship-From Location
If address is different to invoice
address for shipping, then selection
Add New Ship-To Location.
In Address Line 1 add the new ship
address

29. Advanced Invoicing wording will
change to Ship-From Code
once you have selected Add New
Ship-From Location

30. Another opportunity is given to Invite
User - if you aren’t the right person,
invite another user from your
company by clicking the Send Invite

* Country/Region

* Address Line 1
* City State * Postal Code
Advanced Invoicing

Ship-Frorm Code 29
Invite user i

30

Coupa Supplier Portal (CSP)

_E B Invite user

i you anenT the right person to provide this informotion,

please invite onother user from your comparry 1O (6N thig
GeCoiLnt and ook to your Somparny profile

30
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SIM - Filling in the form via CSP

(Registering for the CSP)
“Join and Respond”

Under Additional information section NSW Rural Fire Service requires some
additional information

S Informmatisn maust bo provided bedore you can o business with N5

31. Additional Information
Before RFS can do business
with you, we require some
additional information.

Click the Take Me There
button and you will be directed
to the Supplier Information
update form.

32. If you click Skip for Now this
will take you to the portal
homepage and we won'’t be

et andyo 31
. . . Take Me Thare
information and you will need

to navigate back to this form. [ seoon | 32

Coupa Supplier Portal (CSP)




SIM - Filling in the form via CSP

(Registering for the CSP)

“Join and Respond”

Under Supplier Information Update - Supplier
details section - (mandatory fields are
marked with *)

Note - some info will be prefilled from your Coupa Account set up

Supplier Information Update form, so that

RFS can capture your Company name,

contact details, address location & bank

details so we can set up a vendor. Please

complete all mandatory information.
Supplier Details :-

33. Entity Name - enter the Entity name
that appears in the ABN lookup for
your company
https://abr.business.gov.au

34. Company/Business Name - enter the
business name that appears in the
ABN lookup (if you don’t have one
enter the Entity name here as well).

35. Industry - this will be completed by
RSP, generally this is Private Sector.

Coupa Supplier Portal (CSP)

MSW Rural Fire Service

o Wi have aimo-flled some indormrasion from vaur Public Prafile

Supplier Information Update

Supplier Information

o

Supplier Details

Note - If you experience emrors and un

able 1o submit this form after cor

* Entity Mame

de the Entity Mame that your busingss trad

* Company Mame

lease provide the Business Name that your business trades under, as it is Usted in the AustraldwSusiness Register

pledir

33

34

19, plaase cormect the highlighted fields below only

Industry

Private Sectors

hiz iz for MSW RFS to canture the cunnlier industry. no recponce ko reguired by the cupolie
This is 15 S to capture the supplier industry, no response ks required by the supplie

35

fy. e ABN Lookup

Current details for ABN 25 003 129 221

example only

133

.
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SIM - Filling in the form via CSP

(Registering for the CSP)

“Join and Respond” S

Under Supplier Information Update - Supplier Supplier Contacts & Address
Contacts & address section - (mandatory fields

are marked with *) o _
email address RFS will send PO to 0 36
Note - some info will be prefilled from your Coupa Account set up
Supplier Contacts & Address
36. PO Email - enter the email address you ‘Primary Contact
would like PO’s from RFS sent to
- The phimany contact &= the person responsible for sale represamative on behalf of your comipany — the main contact for the application
Primary Contact :-
37. Contact Purpose - click on the drop Contact Purpose
d9wn to select an option e o |37 — 37
38. First name - enter the primary
contact first name (main ——
contact/verified admin) primary contacts first name 38 ﬁ:ev
39. Surname - enter the primary contacts T
Surname *Last Nama Sourcig
40. Primary contact email - enter the email primary contacts surame 39
address who is the main contact
(Verified admin) * Primary Contact Email
rmain (verified admin) contact email 0 40

Coupa Supplier Portal (CSP) k




SIM - Filling in the form via CSP

(Registering for the CSP)

“Join and Respond”

Under Supplier Information Update - Supplier
Contacts & address section - (mandatory fields
marked with *)

Note - some info will be prefilled from your Coupa Account set up

Supplier Contacts & Address

41. Mobile & Work Phone Number -
change the default from US/Canada
to “other” to enter the phone number.
First box - country code eg 61
Second box - area code eg 2
Third box - local or mobile number

XL E Coupa Supplier Portal (CSP)

Phone numbers - follow an international standard for text boxes

Mobile Phone
click on the
uUsiCanada vl down arrow to
select other
0 121
irst Box
Second Bo
hird Box
Wark Phone

click on the
down arrow to
select other

USiCanada B

RFS

Phone numbers — follow an international standard for text boxes 4 ‘I

Mobile Phone example only

Other -~ 61 123 456 789

Work Phone eg NSW area code

Country/Region Area/City Local

example only

9876 5432




SIM - Filling in the form via CSP

(Registering for the CSP)

Under Supplier Information Update - Supplier o
Contacts & address section - (mandatory fields
are marked with *)

Note - some info will be prefilled from your Coupa Account set up

Supplier Contacts & Address °

Contacts Fill in the details of the

42. Additional contacts - if you have more additional contact.
than one contact at your company and you can add exira by
would like to list them then please - lcng on the R
complete this section. N eg Sales, Accounting,

43 Add contact - you can click the add ° Procurement etc
contact button to add more e s o o o U2

44, Red Cross - If you don’t have any
additional contacts then click on the
red cross to remove this section

click on the
down arrow to

select other

Coupa Supplier Portal (CSP)




SIM - Filling in the form via CSP

(Registering for the CSP)

“Join and Respond”

Under Supplier Information Update - Supplier Contacts &
address section - (mandatory fields are marked with *)

Note - some info will be prefilled from your Coupa Account set up

Supplier Address

45, Address Purposes - this field is not
mandatory, but you can select an
option from the drop down

46. Region -

I. Country/Region - select the country
from the drop down

Il. State Region - select the state from
the drop down. State ISO Code will
automatically populate when the state
is selected.

47. Address - enter your street address
you can carry over into street address
2,3,4 if needed

48. City/Postal Code - enter the suburb

and post code for your location

Coupa Supplier Portal (CSP)

*Supplier Address

| Address Purposes

45

Franchise

-----

HQ
Other Address
Service Centre

Warehouse

CountryiReglon | Aust

46i. "

47

48

State Region Mew Soulh Wales - MSW X o

46' I- Aapsiraian Captal Terbory - ACT




SIM - Filling in the form via CSP RFS

(Registering for the CSP)
“Join and Respond”

Supplier Payment Details

Under Supplier Payment Details - Remit-TO * Do you need to update your banking details?
Addresses section - (mandatory fields are e i boni secoune izmie ] 49 YES

marked with *) O Mo Action

All new suppliers must select Yes to provide bank detzils for EFT payment.

Please click "Add Remit-To™ to add your bank account details.

Note - some info will be prefilled from your Coupa Account set up

49, Supplier Payment Details - “YES”, if you | Remit-To Addresses
are a new Suppller then you mUSt ClICk Add cne or more Remit-To Addresses by either filling out 3 new Compliant Inwcicing Form or choosing an Existing Remit-To Address
yes to add bank account details.
This will then display the Remit-To

Addresses section. Click Add Remit-To

| Add Remit-To

bu tto n . . . . Choose a Remil-io Localion below - Recommended
50. If you provided this info during the CSP e e o el el e e iy Ol S pplier Payment Detalls
account setup then click the Choose e
button to select the default remit-to ' et v b [ Sas A LUg21e Rank account aeals
address. w0 it i 50 |COe=- details A= 51 NO
(We cannot make payment without this). e Check that this s the
51. Payment Details - “NO”, only click no $comect remit o adres ‘
action if you are an existing supplier and
don’t need to update bank details :
&) Create Mew Remit-To Address

Coupa Supplier Portal (CSP)




SIM - Filling in the form via CSP

(Registering for the CSP)

11 . ”
Join and Respond REmETo Addresses 5D
Under Supplier Payment Details - Bank Details Add one or more Remit-To Addresses by either filling out a new Compliant Invoicing Form or choosing an Existing Remit-To Address
section - (mandatory fields are marked with *) PR
52. New Supplier- If you are a New supplier, i
please enter your remittance details in It you are & New SUppIler, please enler your remitlance details in the form below
the form.
«  Remittance email - this is where RFS will send
payment advice when making EFT payment  Remittance Email D R O A -
»  Bank Name - enter the name of the bank that !
your account is held with * Bank Name e i
*  Account Name-enter the account holders S —— <qum 7 BcCoUN Rame registered it your bank which
name that appears in your bank details B T B o
«  Bank account Number- enter the account [t O | = crtersccount number wp 109 dign
number of where the funds will be deposited : ' ) dro
BSB Number- enter the BSB number that T @ | om i e s membar that irtites you bk banch
identifies your banks branch
« Branch Name - enter if known the location
« Bank Country/Region - country the bank is S R SO COSAOA W  Sg Fhee
located generally Australia e Al e
Note - Bank details will be encrypted (masked) once form has been approved by RFS.

Coupa Supplier Portal (CSP) k




SIM - Filling in the form via CSP

(Registering for the CSP)

“Join and Respond”
Under Supplier Payment Details - Bank Details

section - (mandatory fields are marked with *) -Remit-To Addresses 53
Add one or more Renit-Ti dr | I f g ng

53. Existing Supplier- If you are an | Add Remit-To 5E
Existing supplier and need to e Bark Dotae
provide new remittance details.

54 Click the red Cross on the r|ght to dlick on the "¥" to gat rid of old bank details page = 54 [ ]
delete this existing info and then f_mf’“':E:ff”'fET,L“W,D'”:"’:i"::fmmm FESe SRR s e e T R Sy e e e
click Add Remit-To to enter new
remittance details Banik Details 55 after clicking ~Add Remit-to” the bank details fields will display

55. Then click Add Remit-To which will - e
bring up the bank details fields for o o s o e e
you to provide your new details “Remiance s | 0 | oot s s

| N Iq— .....
| Ham I*ll-
Bank Account 0 |e=

Note - Bank details will be encrypted (masked) once form has been o

approved by RFS.

BEE Number L] -
[ ]~

Coupa Supplier Portal (CSP)




SIM - Filling in the form via CSP

(Registering for the CSP)

“Join and Respond”

Under Supplier Payment Details - Bank Supporting
Document section - (mandatory fields are marked with *)

56. Banking Supporting Document : sEnking Suppocting Document. Sy
Attachment - To verify the bank
details entered into the form. We gk
require the following documentary
evidence of your banking details, this
must show

 Bank name/logo

« Account name

 Account Number

. BSB number and Account Number: A copy of a Bank Deposit Slip, OR Bank Statement, OR Internet Banking Screenshot - omitting balances
Please click “File” and attach the
evidence (preferably in pdf format)

Coupa Supplier Portal (CSP)




SIM - Filling in the form via CSP

(Registering for the CSP)
“Join and Respond”

Under Tax Registration / ABN section - (mandatory fields are marked with *)

57. Tax Registration - GST Registered :
If you are GST registered then
please click Yes, if you are not
registered for GST then please
click No.

RFS will check this information via
the ABN lookup

58. Tax Registration - ABN number :
Click Yes and add your 11 digit ABN
number in the field provided.
Generally suppliers should have an
ABN to do business with RFS, if for
some reason you don’t then we
may need to withhold an amount
from the payment called “no ABN
withholding”

Tax Registration

®Are yvou GST registered?
T Yaes 57

Mo

= Do you have an ABNT
® Yoz
g 58

BN
add your 11 digit abn here

iy simcommes | ABN [ 00KUP
ABN Lookup visit - https://abr.business.gov.au/

Coupa Supplier Portal (CSP)
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SIM - Filling in the form via CSP

(Registering for the CSP)

“Join and Respond”

Under Supplier Diversity section you will find questions about SME - please answer these questions with Yes/No

(mandatory fields are marked with *)

59. Supplier Diversity
SME - (Small and Medium Enterprise)
SME suppliers that supply to NSW
Govt. can register to receive Faster
Payment Terms for goods & services.
If you are an SME and already
registered with BuyNSW then please
click Yes and add a screenshot of
your portal page that shows you are
registered for SME by clicking the
Choose file.
If you aren’t registered, then click
No, otherwise to register go to
https://buy.nsw.gov.au/login/signhup

For further info go to
buy.nsw@customerservice.nsw.gov.au or
call 1800 670 289

ﬁ by HEW Q Lag in or tign up
Ulsreiey v Plan v Source v Msnage v Findsspplier v Supplies quidsrcs v Hews  Hal
Example of screen shot from Buy NSW portal ‘ ARAk

Kn[ Example

Frofil pdaies
Supplier Diversit -

PP Y clickYes | [— -
afi B
29
* Are you a Small Medium Enterprise Supplier? Thiz seppiier provides -[E]_ e
® Yes @ Further Information on this suppller Is avallable to
) Ne . registered buyers
ter io Receive Faster Payment Terms for goods & service = info - Faster Payment Terms. If wou are already

registered &t i If you aren't registered & dont have a supg

1 youU Can sign up here, & L

by, nSw D euslomensanics NEw gov.au

* SME Registration
Choose file Mo file chosen 59
Please attach a copy or screenshot of your SME Registration

Coupa Supplier Portal (CSP)

Y

click No
*Is this supplier a Small O Yes §Q
Medium Enterprise Supplier? @ pno

pE————— A

31
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SIM - Filling in the form via CSP

(Registering for the CSP)

“Join and Respond”

Under Supplier Diversity section you will find questions about SME, Owned Business & Disability Enterprises -
please answer these questions with Yes/No (mandatory fields are marked with *)

60. Supplier Diversity
Aboriginal or Torres Strait Islanders -
Owned Business
If your organisation is owned by
Aboriginal or Torres Strait Islanders,
then please click Yes, add Effective &
Expiry date of the recognition issued
in the box provided as well as a brief
description. Click on File and attach a
copy of your recognition from
organisation such as First
Australians Chamber of Commerce
or Supply Nation. Otherwise click No
if this does not apply

Site reference https://fncci.org.au/
& https://supplynation.org.au/

" Is this an Aboriginal or Torres Strait Islander owned business? 60 Cl_ |Ck NC}

) Yes

@) No

f yes. please attach a copy of recegnition by an appropriate organisation, such as First Australians Chamber of Commerce or Supply Nation

Coupa Supplier Portal (CSP)

* |s this an Aboriginal or Torres @ Yes .
Strait Islander cwned ) Mo 60 Clle Y'E'S

business?

* Certificate Details

Effective Date not known, then add today's date

“' 48 500 5 years onto effective date &
; enter this

* Expiry Date
* Attachments Add File +m attach file by clicking File

Description  add brief description of what recognition
you have attached

L= * add date recognition was issued, if

T known, 20d expiry date, othenwise



https://fncci.org.au/
https://supplynation.org.au/

SIM - Filling in the form via CSP

(Registering for the CSP)
“Join and Respond”

Under Supplier Diversity section you will find questions about SME, Business owners & Disability Enterprises -

please answer these questions with Yes/No (mandatory fields are marked with *)

61. Supplier Diversity
Australian Disability Enterprises (ADE)
If your organisation supports
employees with a disability, then
please click Yes add in date this
started if known under effective &
expiry date, add a copy of the
recognition from an appropriate
organisation by clicking file next to
the attachments & add a brief
description.

Coupa Supplier Portal (CSP)

* |5 this an Australian Disability Enterprises (ADE)? 61 click No
() Yes
W Mo
If yes, please attach a copy of recognition by an appropriate organisation
*|s this an Australian Disability @® Yes l k Y
61 click Yes
Enterprises (ADE)? () no
fyes, please attach a copy of recognition by an
ppropriate organisation
* Certificate Detaills
Effective Date t.: 4B  acc date recogrition was issued, if
gk knewen, then add today's dafe
f incewn, S0 expiry date, olherwiss
~ Explw Date i‘_l‘ * st 5 years onto effective date &
. el this
* Attachments Add File +m attach file by clicking File

DESEri tiﬂn add bBhef descnphon of what recagrmiion
g
you have attached




SIM - Filling in the form via CSP

(Registering for the CSP)
“Join and Respond”

RFS

Under Declaration of Conflict of Interest section - section fill in all the fields on the form (mandatory fields are marked with *)

62.

63.

Declaration of Conflict of Interest
Suppliers wanting to do business
with RFS must declare any perceived
or potential conflict of interest.

Click the down arrow next to select
and choose the statement that is
correct.

If you declare and select “lam a
member of a NSWRFS Brigade” you
will need to add additional
information about the conflict.

Add a detailed description in the box
under Describe your conflict and add
documents relating to the conflict
under attachments click choose file

Declaration of Conflict of Interest

Suppliers must declare any information or circumstances that result in actual, perceived or potential conflict of interest. Conflict of interest may include:
paid employment with the NSWRFS, a relationship or association with member of NSWRFS, being a brigade member or any other personal or financial
interests that may cause a perceived, potential or actual conflict of interest for the vendor and as such should be reviewed prior to being set up in the RFS

vendor system.

* Conflict of interest

click the down arrow

Select e « and then select

* Conflict of interest

Select

HGZ

select the statement

| : tent * that is comect by
RF clicking on it

| am a member of 8 NSWRFS brigade
or declare the following

Coupa Supplier Portal (CSP)

—-— .

* Conflict of interest

| am a member of a NSWRF

* Describe your conflict

You must detail your conflict in this box

Attachment

Choose file

63

Y .‘ if you select this

attach any documents here that
* relate to the conflict




SIM - Filling in the form via CSP

(Registering for the CSP)

“Join and Respond”
Under Confirmation / Terms and Conditions section - (mandatory fields are marked with *)

64. Confirmation Confirmation
(Terms and Conditions)
Please open and read the
Terms and Conditions by
clicking on the pdf called
Terms_and_Conditions.pdf
once you have read then Terms_and_Conditions pdf
click the Yes or No to
confirm your registration as
a supplier to the NSW Rural

. . & i
Fire Service. .. o4

Terms and Conditions

Terms _and Conditions. pdf « click file to open & read

*| confirm that | have read the Terms and Conditions and wish to register as a supplier to the NSW Rural Fire Service (ABN25003129221).

-

Coupa Supplier Portal (CSP)




SIM - Filling in the form via CSP

(Registering for the CSP)
“Join and Respond”

Under Submit for Approval section - section fill in all the fields on the form (mandatory fields are marked with *)

65. Submit for Approval - once you have
reviewed the form detail, please click
the Submit for Approval button. At this
point you can also Decline & Save.

66. Error - You will not be able to submit
the information for approval, if any
mandatory fields are incomplete. The
system will display an error and advise
to Please fix the error below - missing
info will be highlighted

Decline

65

Submit for Approval

X

AN

66

Please fix the emors below

Coupa Supplier Portal (CSP)

Located at the top of the
form - click the allipsis

Save as Draft

] Delete

&

X




SIM - Filling in the form via CSP RFS

(Registering for the CSP)
“Join and Respond”

Under Pending Approval section - section fill in all the fields on the form (mandatory fields are marked with *)

[

(8=

67. Pending Approval - If everything is
filled out correctly and the form has | N
been submitted for approval you will Supplier Information. RFS_ST_SIM_003
get this message “Pending Approval” Supplier Deta | .
status at the top of the page, the ©
form will no longer be editable Yourve submitted your request
unless you click the withdraw button, g

a green bar will show “Your

information has been submitted”. Sugelerimomaen Lpasie

Pending Approval 5]

You should also receive an email
advising of the Profile info submitted. &

EMAIL MESSAGE -
you should receive an email similar to this
Profile Info submitted to NSW Rural Fire Service was

Approved

* |t's important to note that the profile approval doesn’t mean that the supplier is ready to go. The RFS Hi name,

Procurement/Finance Team will receive the form and check your entries. In case of any queries, you will be contacted, Th file information that bmitied to 1

or the form might be rejected for correction. After approval by the Finance Team, the status of your form will change Nsﬁ;ﬁf;”&‘;ﬁ;;;gﬁﬂz 'rz;enﬁyfpup?:u;; = YO S

to Applied, your supplier record will become active for RFS, and the Onboarding process is complete. ) ) ) o
This usually means that the information was correct and they will activate

your new information so you can start transacting soon {or continue
fransacting with the new information).

Mo further action is required but you can click below to view additional
details,

Coupa Supplier Portal (CSP) k




SIM - Filling in the form via CSP

(Registering for the CSP)
“Join and Respond”

Under Save This Information to Your Profile section - (mandatory fields are marked with *)

68. Save this Information to Your
Profile? - After clicking Submit for
approval this page will come up,
you can click Yes, Save to Profile
or click Not Now.

If you need more info then click
on Learn More

Coupa Supplier Portal (CSP)

X
Save This Information to Your Profile?
Save this info to your profile so that you'll be able to re-use it when other customers
request you the same information.
The following info will be saved to your profile:
Name Jo Cru Training
Dizing Business As Jo Cru Training
PO Email joannecruden121+4@gmai com
Primary Address
Addrezz Ling 2
Primary Contact
Werk Phone +81 2 123456078 68
Learn More Mot Now Yes, Save to Profile

RFS




SIM - Filling in the form via CSP

(Registering for the CSP)
“Join and Respond”

Under Comments section - (mandatory fields are marked with *)

69. Comments box -
If at this point you wish to add any
correspondence to RFS staff, then
please add your comment in the
Enter comment box - you can also
add an attachment. Once done

click Add Comment.

0 Comments

Enter Comment

If needed - add any questions or comments here for RFS staff

Add File 1 URL

69

b

Coupa Supplier Portal (CSP)




SIM - Filling in the form via CSP

(Registering for the CSP)
“Join and Respond”

Under Withdraw section - section fill in all the fields on the form (mandatory fields are marked with *)

70. Withdraw button - if you notice an error.
If for any reason at this stage after
submitting the form, you feel something
was entered wrong then you have the
opportunity to click the Withdraw
button, this will open the form again for
editing.

Make the necessary changes and click
the Submit for Approval once the
changes have been made.

Withdraw

/0

Submit for Approval

Coupa Supplier Portal (CSP)
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Coupa Support

At any time while completing the onboarding process you need to speak with someone
you can click the Chat with Coupa Support located at the bottom right-hand side of your

screen.

For any general CSP technical or functional question you can try searching in the
Supplier Help Centre otherwise if you can’t find the answer there, then you can
contact the Couper Supplier Support Team at supplier@coupa.com

For more information about Coupa, Supplier can visit the Coupa Supplier Page

While logged into the CSP - you can also click the Help tab for Help Tour, Blog and
Online Help this will navigate to the Coupa Success Portal

ROTIFICATIONS §) | HELP E

Coupa Supplier Portal (CSP)



https://supplier.coupa.com/help/
mailto:supplier@coupa.com
https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers/coupa-supplier-portal/csp-videos/csp-videos

	Coupa Supplier Portal (CSP)
	 SIM – Coupa Introduction
	 SIM – Coupa Introduction 
	 SIM – Filling in the form via CSP� (Registering for the CSP) 
	 SIM – Filling in the form via CSP� (Registering for the CSP) 
	 SIM – Filling in the form via CSP� (Registering for the CSP) 
	 SIM – Filling in the form via CSP� (Registering for the CSP) 
	 SIM – Filling in the form via CSP� (Registering for the CSP) 
	 SIM – Filling in the form via CSP� (Registering for the CSP) 
	 SIM – Filling in the form via CSP� (Registering for the CSP) 
	 SIM – Filling in the form via CSP� (Registering for the CSP) 
	 SIM – Filling in the form via CSP� (Registering for the CSP) 
	 SIM – Filling in the form via CSP� (Registering for the CSP) 
	 SIM – Filling in the form via CSP� (Registering for the CSP) 
	 SIM – Filling in the form via CSP� (Registering for the CSP) 
	 SIM – Filling in the form via CSP� (Registering for the CSP) 
	 SIM – Filling in the form via CSP� (registering for the CSP) 
	 SIM – Filling in the form via CSP� (Registering for the CSP) 
	 SIM – Filling in the form via CSP� (Registering for the CSP) 
	 SIM – Filling in the form via CSP� (Registering for the CSP) 
	 SIM – Filling in the form via CSP� (Registering for the CSP) 
	 SIM – Filling in the form via CSP� (Registering for the CSP) 
	 SIM – Filling in the form via CSP� (Registering for the CSP) 
	 SIM – Filling in the form via CSP� (Registering for the CSP) 
	 SIM – Filling in the form via CSP� (Registering for the CSP) 
	 SIM – Filling in the form via CSP� (Registering for the CSP) 
	 SIM – Filling in the form via CSP� (Registering for the CSP) 
	 SIM – Filling in the form via CSP� (Registering for the CSP) 
	 SIM – Filling in the form via CSP� (Registering for the CSP) 
	 SIM – Filling in the form via CSP� (Registering for the CSP) 
	 SIM – Filling in the form via CSP� (Registering for the CSP) 
	 SIM – Filling in the form via CSP� (Registering for the CSP) 
	 SIM – Filling in the form via CSP� (Registering for the CSP)
	 SIM – Filling in the form via CSP� (Registering for the CSP)
	 SIM – Filling in the form via CSP� (Registering for the CSP) 
	 SIM – Filling in the form via CSP� (Registering for the CSP)
	 SIM – Filling in the form via CSP� (Registering for the CSP)
	 SIM – Filling in the form via CSP� (Registering for the CSP) 
	 SIM – Filling in the form via CSP� (Registering for the CSP) 
	 SIM – Filling in the form via CSP� (Registering for the CSP) 
	 SIM – Help

