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Acquisition Onboarding User Guide

Acquisition Onboarding Supplier Training Guide



Acquisition Supplier Training Guide 

• To transact with Mitie, all suppliers must use the Coupa Supplier Portal 

(CSP). The CSP is a free to use portal and allows suppliers to receive 

Purchase Orders and send Invoices electronically. 

• As part of a Mitie acquisition, your details have already been loaded 

onto the Mitie purchasing system (Coupa).

• To complete the process; you must complete the acquisition form to 

be fully set up. Once complete, you will be ready to transact. 

• You will receive an automated email requesting completion on the 

Supplier Onboarding Form. This email is sent to the primary contacted 

already added to the Mitie purchasing system. 

• Click Join and Respond to register with the CSP and complete the 

supplier onboarding form.



Acquisition Supplier Training Guide – Coupa Supplier Portal

• Create a password for your CSP account. 

• Add your company region

• Add your tax registration ID

• If you are not tax registered, click “I do not have a Tax ID”. This will 

prompt a further question asking for a reason you are not tax 

registered.

• Tick the accept terms and conditions box

• Click Create an account

IMPORTANT: The user who receives the Coupa supplier portal invite will 

by default, be the administrator of this site. This user has the option of 

inviting additional users within the business. Mitie cannot allocate more 

than one user. 



Acquisition Supplier Training Guide – Coupa Supplier Portal

• Coupa will request an email verification code. This will be sent to the 

email address the original CSP invite was sent to. 

• Type the email verification code and click 

“Next”



Acquisition Supplier Training Guide – Coupa Supplier Portal

• Complete the address details form. All fields marked 

with an * are mandatory fields. 

• You can ignore the Invoice-From-Code and Board of 

Directors field

• Click “Save and Next”



Acquisition Supplier Training Guide – Coupa Supplier Portal

IGNORE THIS SECTION – Mitie does not accept virtual 

payments



Acquisition Supplier Training Guide – Coupa Supplier Portal

• Complete the bank details form.

• Account Nickname

• Beneficiary Legal Name (Your company name)

• Bank Name

• Account Number

• Sort Code

Note: IBAN and SWIFT are only required for international 

payments. Please leave bank if this is not required. 

• Option details of adding Remittance email, Remit-To-

Code and supporting documents.

Note: Supporting documents and remittance email are not 

required here but they are required on the Mitie form 

which you will be returned to after registering with the CSP. 

Do not tick “Do not accept bank transfers….” as Mitie pays 

all suppliers with this method.  

• Click “Save and Next”



Acquisition Supplier Training Guide – Complete Acquisition 
Form

Now you have completed the Coupa Supplier Portal registration, the next step is to complete the Mitie Acquisition Supplier 

Onboarding Form. This form must be completed to successfully populate your supplier profile in the Mitie system and get you ready 

to transact. Note: the status of your supplier onboarding form is “New”

Click on the blue hyperlink. 



Acquisition Supplier Training Guide – Complete Acquisition 
Form

Primary Contact

• These details are auto populated from the Mitie system. They 

can be overwritten if required. 

• If you are to change the phone number, please ensure it is in 

the same format as displayed here. 

PO Email

• Auto populated, Can be changed if required. 

Recommendation is to have a group email as this is where all 

Mitei PO’s will automatically be sent. 

Note: All Mitie PO’s can also be viewed in the CSP



Acquisition Supplier Training Guide – Complete Acquisition 
Form

Bank Details

• Choose if you are a UK supplier (Yes/No option)

• Click Add Remit-To

• Change the Tab to Bank Transfers

• The bank details you previously added when 

registering with the CSP should be visible. Click 

the check box next to it

• Click “Add Selected”



Acquisition Supplier Training Guide – Complete Acquisition 
Form

Remit-To details will automatically be pulled back 

into the Mitie supplier onboarding form however 

some details are still required. 

• Bank Address

• Bank City

• Bank Post Code



Acquisition Supplier Training Guide – Complete Acquisition 
Form

Remit-To details will automatically be pulled back 

into the Mitie supplier onboarding form however, 

some details are still required. 

• Bank Address

• Bank City

• Bank Post Code

• Remit – To Contact email

Add proof of company bank details on signed, letter 

header paper. 



Acquisition Supplier Training Guide – Complete Acquisition 
Form

Tax Details

• If you answer “Yes” to Are you VAT registered, the VAT ID you 

added to the CSP will automatically populate the VAT number field

• If you answer “Yes” to being registered with the Construction 

Industry Scheme, you must answer to follow up questions to 

provide a UTR number and UTR registration name.

• If you answer “Yes” to being a Sole Trader, you must provide your 

NI (National Insurance) Number



Acquisition Supplier Training Guide – Complete Acquisition 
Form

Almost there! 

Once, you have completed the form, please review as this form needs to be completed in full. Once you have reviewed, click “Submit 

for Approval”. If any of the mandatory fields are missing, you will not be able to submit and what is missing will be highlighted in red. 

Once Submitted, your form will be in Pending 

Approval status. 

Mitie will review your details



Acquisition Supplier Training Guide – What Happens Next

What Happens Next? 

Our supplier onboarding form is in Pending Approval status. Mitie will review your details and verify your bank details. If you want to 

see the status of your supplier onboarding form. Click on “Business Profile” > “Information Requests” in your CSP account



Acquisition Supplier Training Guide – What Happens Next

What Happens Next? 

Our supplier onboarding form is in Pending Approval status. Mitie will review your details and verify your bank details. If you want to 

see the status of your supplier onboarding form. Click on “Business Profile” > “Information Requests” in your CSP account



Acquisition Supplier Training Guide – What Happens Next

Once approved from the Mitie side, you will receive an email confirming your details have been approved. You will also see the status 

of your Supplier Onboarding form change to “applied”

You are now ready to transact with Mitie. We look forward to working with you. 
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