
SERVICE PROVIDER
HOW TO GUIDES



SERVICE PROVIDER

Regional Business Partner Network
regionalbusinesspartners.co.nz

How to Guides Version 1.0
RBP HELPDESK 0800 287 467 or info@regionalbusinesspartners.co.nz

PAGE 4
Updated 19/11/20

_
How to update 
your migrated services
Step 1
When you login as a provider for the first time 
you will land on the migrated tab.

Step 2
Click on the service name to open

Step 3
Click actions dropdown and select edit service

Step 4
1. Add a service overview description 

(keep it concise like an elevator pitch.
500-character limit) 

2. Review current service description
(remove price from description. 
2000-character limit) 

3. Add price type and hourly rate excl. GST
(for Capability fund services your full 
training service price will be captured when 
setting up an event)

Check details in below fields
1. Review category/s and region/s

Service name and fund type cannot be edited
(to change these details, you will need to retire
this service and setup a new service)

Step 5
Click edit service button
(all updated services moves to the revision tab 
for the RBP team to review.) 

IMPORTANT: If a password reset
is requested, you’ll have 12 hours 
before that link expires. 

An email address will replace 
usernames. Only ONE account 
login will be available at this stage.
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How to register
as a service provider
Go to regionalbusinesspartners.co.nz
Click New Zealand service providers 
Click Apply to become a service provider

Step 1
Click Register now

Step 2
Enter your NZBN number, confirm details 
are correct OR
If you need an NZBN number go here 
nzbn.govt.nz

Step 3
1. Download and fill in the service 

contract PDF 
2. Upload the completed document, refer 

to important information top right. 
PDF must be saved to your desktop first 
before filling in. If this is not done, the PDF 
won’t save and will be blank. 

Step 4
Complete account details, continue

Step 5
Congrats! You’re registered

IMPORTANT: Need an NZBN 
number? Go to nzbn.govt.nz

Applicants must complete, sign and 
date their service contract, then 
upload the contract with T&Cs for 
RBP to review. 

Indemnity insurance is a mandatory
Government requirement.
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How to
create a service
Step 1
Go to your Services dashboard, click add 
service button

Step 2
1. Enter Service Name
2. Write your service overview

(keep it concise 500-character limit) 
3. Check service description 

(must meet the eligibility criteria for the 
relevant fund - 2000-character limit)

Step 3
1. Select fund type (to register advisory 

services under COVID & Tourism you will 
need to set up two separate services)

2. Select category/s
3. Add price type
4. Add hourly rate 
5. Add location details

Step 3
Click create service

Step 4
Newly created service moves from current to 
pending tab
(the RBP team reviews all new services and 
any updated services)

Fund type, price type and service name are 
un-editable after a service is created, please 
check carefully. 

IMPORTANT: RBP network 
manages several fund types. 
Each fund type must meet the 
eligibility criteria. Find out more 
information here.
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How to 
create an event
Events are a one-off delivery of your 
registered service. 

Step 1
Go to your services dashboard, select one of 
your registered services. Refer to Quick Tip 
note top right.

Step 2
Click on actions dropdown, select add event

Step 3
Complete the event details. If this is a one-to-
one service, select private

Step 4
Click Create event button, save successful 
box will show

QUICK TIP: From the services 
dashboard, you can quickly 
access tasks to Add event, Edit 
Service, Retire Service by click 
on the 3 dots marked on Step 1
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How to make
a claim and invoice
Select claims in navigation menu

Step 1
Click on make a claim button
Follow the 3-step process below

Step 2
Select bookings you intend to claim against 
by ticking the box and click on continue

Step 3
Select the participants who attended each of 
the events you intend to claim for by ticking 
the box and click on continue

Step 4
1. Enter the total amount you're claiming
2. Upload your invoice 

(click to view a sample invoice PDF)
3. Enter your invoice number
4. Click on continue

Step 5
To view claim, click on submitted

QUICK TIP: Claims can be made in part 
payments or one full payment. 

For part claims you will need to have 
started your first session and progressed 
through each session according to the event 
setup. 

Full and Final claims can only be claimed 
once the event has been completed.
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	Untitled




NOTES


All amounts are in NZ dollars. Please make the payment within 30 days from the issue of date of this invoice. 


AMOUNT


GST


TASK DESCRIPTION QUANTITY


TOTAL


RATE


SUBTOTAL


PO123456
My Service Name 


1 900.00 900.00


PO654321
My Other Service Name


2 240.00 480.00


207.00 


1380.00


1587.00


Account No.Account Name. 00 0000 000000 000Vanilla Limited


Transfer the amount to the business account below. Please include invoice number on your check.


Tax invoice
INVOICE NO.


INVOICE DATE


INV-12345


January 1, 2021


@
ph


your.email@vanilla.co.nz
+64 021 123 4567


Vanilla Ltd.
123 Your street, Suburb, 


City 1010, 
New Zealand 


GST: 987654321 


RECIPIENT


@
ph


Purc
hase


 O
rd


er n
um


ber f
ro


m
 th


e Booking.


Note: One Purchase Order per line is required.


Am
ount being claim


ed from
 the Purchase Order.


Nam
e of t


he Se
rv


ice
 you deliv


ere
d to


 th
e Custo


m
er.


nzte.invoices@nzte.govt.nz 
+64 4 816 8100


New Zealand Trade and Enterprise
Level 15, The Majestic Centre 100 Willis Street
Wellington 6011
New Zealand







