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SUPPLIER ONBOARDING – EXTERNAL GUIDE 
 

Guide for suppliers onboarding through the Coupa Supplier Portal (CSP). 
 

1. Open the email with subject New CSP 
Supplier SIM Invitation 

2. Click Join and Respond 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. If you have an existing CSP account, 

click Log in and jump forward to step 
5 (page 4) 

4. If you do not have an existing CSP 
account: 

a. Complete required fields 
b. Click Create an account 
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c. Complete required fields for 
your Primary Address 

d. Click Save and Next 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

e. Click Do not accept Virtual Card 
payments from New Story (we 
do not transaction with virtual 
cards at this time) 

f. Click Save and Next 
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g. To receive payment via ACH 
preferred method), complete 
required Bank Transfer fields 

h. To receive payment via check, 
click Do not accept Bank 
Transfer payments from New 
Story 

i. Click Save and Next 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

j. For the free CSP account, click 
Continue in the Registered 
option 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

For ACH payments, New Story 
only accepts either a copy of a 
voided check or a letter noting 
account information on BANK 
letterhead. Bank Statements 

will not be accepted. 
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5. From the homepage, click Business 
Profile 

6. Click Information Requests 
7. In the Select Customer field, select 

New Story 
8. Under Forms, click Supplier 

Onboarding – External 
 
 
 
 
 
9. Fill out the form 

a. Complete required fields 
b. In the Payment Information 

section, click Add Remit-To 
c. Select an address 
d. Click Add Selected 
e. Continue filling out form 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

f. When finished filling out the 
form, click Submit for Approval 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

New Story will use the Comments 
section to communicate if changes 

are needed to the form; You will 
receive email notification of 

comments made to you 

Notes: 

• ACH attachment must be either a copy 
of a voided check or a letter noting 
account information on BANK 
letterhead; Bank statements will not 
be accepted 

• W-9 attachment must be fully 
completed, including signature and 
dated within the past year 
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10. Select an option based on your 
preference 

 
 
 
 
 
 
 
 
 
 
 
 
11. Select or deselect Allow sharing my 

data to the Coupa Community based 
on your preference 

12. Click Save 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
New Story will be notified of the completion of your form and will finish the onboarding process. 
 
We encourage you to transact with us through your CSP account to view PO’s and send invoices. If you will not use the 
CSP to send invoices, email PDF invoices to invoices@newstory.com. Invoices must reference a Coupa issued PO # to be 
paid timely. Contact the New Story employee requesting goods or services from you to receive a Coupa issued PO #. 
 
Visit https://info.newstory.com/coupa-for-vendors to access FAQ’s, guides, and links for CSP assistance. 
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