
GETTING STARTED WITH COUPA SUPPLIER PORTAL  

Navigate to the Coupa Supplier Portal website 

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

Create an Account 

 

 

Email us your details 

Email us at realnz.procurement@realnz.com to let us know your primary contact details 
(Name, Email, Phone number) so we can update our supplier record and connect with 
you. Connection will be via a Coupa email with a link like the example below. 

 

 

https://supplier.coupahost.com/sessions/new
mailto:realnz.procurement@realnz.com


Set up your profile 

 

More detail on how to complete your profile

   

 

Invoice From Code not 
required. 

Cheque not applicable. 



 

 

 

 

 

 

 

 

 

 

Virtual Card not applicable. 

Complete your bank account 
details noting this format:  

 

 

Account Number 

Bank Code 

Bank Account Payments 



Select RealNZ as a customer 

 

You do not need a paid subscription or to be a Verified supplier to transact with 
RealNZ. By selecting RealNZ as a customer you will be able to see orders and invoice us 
for free. 

 

  



View Orders 

 

Invoice 

Click on the yellow coins in the order to create an invoice (red coins are for a credit) 

 

 

 

Need more help? Email realnz.procurement@realnz.com  

Complete invoice & remittance 
information.  

Attach pdf of an invoice from 
your own system if you wish with 
a summary as the description 

 

 

 

Add shipping where applicable 

Select GST 15 then Calculate 

Enter any comments  

 

 

Submit 

 

mailto:realnz.procurement@realnz.com

