
Quick Reference GuideSupplier Portal

For NEW G8 Education Suppliers

What’s Covered in this Guide?

•	 Invitation	to	Join	Coupa	(Email)

•	 Creating	Your	Coupa	Account

•	 Closing	the	Public	Profile	Pages

•	 Setting	Up	Your	Business	Profile	with	G8	Education

•	 Customer	Setup

•	 Completing	Remit-To	Address

•	 Other	Requirements

•	 Profile	Submitted	Confirmation

Where do I go if I need help?

COUPA REGISTRATION & PROFILE SET-UP

Invitation to Join Coupa (Email)

1. Check	your	email	inbox	for	an	invitation	from	G8	Education.	

2. Select	the	‘Join	and	Respond’	link	in	the	email	to	begin	the	registration	process.

NOTE:

If	you	haven’t	received	the	invitation,	check	your	spam/junk	folder	first,	and	if	it’s	not	
there,	email	themarketplacesuppliers@g8education.edu.au	to	request	an	invite.

mailto:themarketplacesuppliers%40g8education.edu.au?subject=


Creating Your Coupa Account

1. Insert	your	Business	Name,	Email	Address,	Name	and	Password	into	the	online	form.

2. Read	Coupa’s	Privacy	Policy	and	Terms	of	Use.	You	can	agree	to	these	terms	by	clicking	inside	the	box.

3. Select	CREATE	NEW	ACCOUNT.

You	are	now	registered	on	Coupa	and	ready	to	create	
your	account.

NOTE:

If	you’re	the	first	user	in	your	company	to	register	on	
the	CSP,	you’ll	automatically	be	assigned	Admin/Set-Up	
privileges.

You	can	invite	others	any	time	by	entering	their	email	
address	in	the	Forward Email	field	in	the	Forward	your	
invitation	section	and	selecting	Submit,	or	by	selecting	
the	Forward this to someone	link	if	you	see	the	
welcome	message.	

IMPORTANT NOTE:

While setting up your profile for G8 business, you will have the option to complete a public profile 
on the CSP to share your details with Coupa’s other customers. You DO NOT need to complete your 
public profile to supply goods or services to G8 Education. Completing your public profile with Coupa 
does not trigger any entitlement to be paid faster by G8 Education. We will pay you in accordance with 
our purchase order terms and conditions irrespective of whether or not you complete your public 
profile on the CSP.



Closing the Public Profile Set-up Pages

1. Select	the	‘X’	in	the	top	right	corner	to	close	this	page.

Closing this page will redirect you to your Coupa 
Dashboard where you will be able to set up your 
business profile with G8 Education.



Setting Up Your Business Profile with G8 Education

You are now on your Company Profile page.

1. Select	‘Setup’	

2. Select	‘Customer	Setup’.

3. ‘Tell	us	about	your	business’	form	will	display.	The form will expand as entries are made.

4. Complete	your	basic	business	profile	by	populating	the	form	fields.

5. Select	‘Next’.

6. You’re	just	one	step	away	from	doing	business	with	G8	Education.

7. Select	‘Take	Me	There’.



Customer Setup

You are now back on your Company Profile page.

1. Select	Information	Requests.

2. Enter	supplier	information,	trading	name,	ABN,	
operating	states	etc.

3. Enter	the	Primary	Contact	details	for	your	business/
company,	along	with	the	email	addresses	for	
Purchase	Orders	and	Remittances.

4. Enter	your	Primary	Address	details.

5. Payment	Details	will	display	as	‘No	Action’ 
by	default.

6. Select	‘New	Supplier	to	Add	Bank/BSB...’	

NOTE: If you are adding or updating your bank account, 
you’ll need to mark any existing account as ‘inactive’ 
before completing the New Bank Account Details 
section.

7. Select	‘Add	Remit-To’

8.	 Select	‘Choose’	on	the	Remit-To	Address	form	that	
pops	up	onto	the	screen.



Complete Remit-To Address 

1. Select	your	preferred	payment	method.

2. Depending	on	your	selection	of	EFT	or	BPAY,	the	form	fields	will	automatically	adapt	to	suit.	

Complete the form fields with your banking details.

Other Requirements

1. Select	‘Yes’	or	‘No’	to	advise	if	there	is	a	‘Conflict	
of	Interest’.	If	‘YES’	is	selected	a	box	will	appear	to	
capture	the	conflict.	

2. Add	Public	Liability	Insurance	details	and	upload	
proof	of	insurance.

3. Select	‘Yes’	or	‘No’	to	tell	us	if	you	will	be	visiting	
our	facilities	during	business	hours.	If	‘YES’	is	
selected	new	form	fields	will	appear	to	capture	
the	details	of	your	Blue	Card/Working	with	
Children	Card.	

4. Click	‘Submit	for	Approval’



Your	profile	will	display	as	‘Pending Approval’.

...and	you’ll	receive	confirmation	by	email,	that	your	profile	was	submitted.

You will receive confirmation that your profile has been 
submitted to G8 Education.

Where do I go if I need help?

•	 For	technical	assistance	with	Coupa	go	to:	supplier.coupa.com/help/	-	if	you	cannot	find	an	answer	there,	email:	
supplier@coupa.com

•	 For	all	procurement-related	enquiries,	email	themarketplacesuppliers@g8education.edu.au

A Two-factor authentication (2FA) prompt may be presented to every supplier when first logging into the 
CSP, and to existing suppliers who haven’t yet set-up this function. It is an optional feature that can be closed 
by clicking the ‘x’ or ‘Cancel’ button.

To set up this feature, please refer to the Two-Factor Authentication Quick Reference Guide.
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