
                                    DSP – Supplier Onboarding                                                         

 

How to complete an External Form for Onboarding as a supplier (Acquisitions & 

Mobilisations) 

 

This tutorial will help you create a new supplier record: 

1. How to complete and submit an External Coupa Onboarding Form 
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Mitie use Coupa to onboard new suppliers as well as to maintain and amend existing Supplier details.  

 



                           
 

Receive the Coupa external onboarding Form 
 
On identification as a suitable supplier your Mitie contact will verify your contact details before issuing out an external Coupa Form to help capture your details, and 
initial the onboarding process. Depending on the  
Receive an email invitation to join the 
Coupa Supplier Portal(‘CSP’). 
The Primary contact receives an email 
invitation with a notification to Join Coupa, 
the primary contact who accepts the initial 
invite on the CSP will become the CSP 
Admin for your company.  
The email informs the supplier they are 
almost set up as a supplier for Mitie and 
they must join the Coupa supplier portal to 
complete the process. 
Suppliers must Join the Coupa Supplier 
portal to transact with Mitie. 
When the primary contact clicks “Join and 
Respond” they are prompted to 
register/login to the Coupa Supplier Portal. 
Click Join and Respond to create a Coupa 
Supplier Portal account or Log in to 
Coupa if you are already using Coupa for 
other customers. 
 

 
Example: New to Coupa Supplier New to Mitie                   Example: Existing Coupa Supplier New to Mitie 

 

Coupa Supplier Portal (‘CSP’). 
Coupa is the tool used by Mitie to onboard 
new Suppliers as well as to maintain and 
amend existing Supplier details. The CSP 
offers suppliers an easy way to receive 
purchase orders from their Coupa-based 
customers. It is a no-cost tool for suppliers 
that makes working with Coupa a snap. 
The CSP lets you 

• Manage your company information 

 

 



                           

• Configure your company PO 
transmission preferences for each 
customer 

• View POs from all your connected 
customers who use Coupa 

• Create invoices directly in Coupa 
 

Verify your email account. 
 
Once you have completed basic details to 
create a free account you will then be 
asked to verify your email account using a 
verification code sent 

 



                           

The Coupa Supplier Portal set-up. 
Coupa will search and sometimes make 
recommendations on if there maybe any 
existing accounts and ask if you wish 
review and merge accounts. 
 
For new creation tick No, continue new 
account creation 

 



                           

Secure CSP Two Factor Authentication. 
You will be asked to set-up authentication 
which will ensure that your details remain 
secure when using the CSP. 
 
You can either scan the code or use an 
existing authentication app to verify a code  
 
or  
 
select a phone number which can be used 
to generate a text code.  

 



                           

Recovery Codes 
Initially on set-up you will be given some 
recovery codes which you can save in case 
there is an issue with phone or 
authentication app at any time in the 
future. 
 
Please save a copy for use in an emergency 

 

EXAMPLE 



                           

Initial Connect to Mitie. 
 
Whilst it is encouraged that you do 
complete your contact and profile details. 
It’s possible from this page to skip through 
until you reach the Mitie request page 
asking for additional information. 

 
Accepting Mitie’s request for information. 
 
Once you’ve reached this page, please 
ensure you select the Take Me There 
Option 

 



                           

Completing the Form T&C 
 
At the start of the form will be a section 
where you can read and confirm 
compliance and acceptance of Mitie’s 
terms. 
 

 

 
Completing the Form Supplier Name 
 
Hint’s will guide you through each step, 
and here you will be asked to confirm the 
Supplier name held by Mitie is correct and 
subsequently complete confirmation in the 
Display Name to verify this. 
 

 
 
 
 
 
 
 



                           

 
Supplier name and display name must be 
in capital letters 

 
 

 
 



                           

Completing the Form Registered Address 
 
All mandatory fields are highlighted for 
completion 
 
Please also complete State/Region 
 
 
 

  



                           

Completing the Form Basic Details 
 
All mandatory fields are highlighted for 
completion 
 
To ensure you are correctly classified in 
Coupa and help buyers find you to raise 
orders, please ensure this section is 
accurate.  
 
Where you may provide multiple services / 
provide multiple types of goods. It is best 
to focus on what you will primarily be 
delivering to Mitie. 
 

 



                           

Completing the Form Bank Details 
 
To add bank details, you will need to create 
and add these into the form. 
 
Select if UK Supplier Yes / No and this will 
uncover the button to add bank details 
 

 



                           

Completing the Form Adding Remit/Bank 
details 
 
Select the Add Remit-To button 
 

 
Creating Remit/Bank details. 
 
If you already have Coupa created Remit-
To it will be listed in the screen for 
selection.  
 
However, where new to Coupa you will 
have the option to Create New Remit-To 
Address 
 
You will be asked to re-authenticate via 
code as this change related to bank details 
 

 



                           

Legal Entity Set-Up. 
 
Add the registered company name, and 
country of operations and selected 
Continue 
 
Also add details of the type of company 
(use Information hit for help) and then 
select Save & Continue 

  



                           

Remit-To Address Creation. 
 
If you have multiple customers, you can 
decide if this Remit-To could be used with 
All or specific customers. In this example 
the supplier only has Mitie as a client. 
 
Complete all mandatory details and select 
Save & Continue 

 



                           

Bank Details Creation. 
 
All bank details need to link to a Remit-To 
address, and in this example, you can see 
the previously created Remit-To address is 
now populated 
 
Complete all mandatory bank details and 
select Save & Continue 

 



                           

Final Remit-To Set-Up Steps. 
 
Here you will confirm the address and ship 
from details and continue. 
 
The final step now allows you to add the 
details into the Mitie supplier form. 

  

 



                           

Completing the Form Adding Insurance 
details 
 
Here you will be asked to confirm and 
appropriate level evidence of insurances 
with attachments which will be reviews 
 
Please note that evidence of valid 
insurance will be monitored on an ongoing 
basis by Mitie to ensure continued 
compliance 

 
Submitted the Form 
 
You have options to Save the Form if you 
are gathering details that you don’t have to 
hand during the initial review 
 
Please note that you will be reminded of 
any outstanding forms to ensure 
completion in a timely manner. 
 
You can also ask Mitie questions during 
this process, and they can answer using the 
comments section 
 

 



                           

Once you are happy Submit for Approval 
 
 

Successful onboarding 
 
Your request will be reviewed and process by Mitie. 
 
Once the details have been validated, the form will be approved, and set-up will be complete. This will allow ordering and invoices between Mitie and your organisation. 
 
Any changes to details provided will need to be supported by a request to Supplier.Maintenance@mitie.com who will then issue you with the Mitie Update form 
which can then be used to manage any future updates 

 
 

mailto:Supplier.Maintenance@mitie.com

