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How to register and set-up your Coupa supplier portal (CSP)

This guide will help you to register and set-up Coupa supplier portal (CSP) 

What is the CSP?

The CSP is a platform that is easy to setup, It's a free tool to allow suppliers to manage their business with all customers 

who use Coupa. 

The Coupa platform will provide you with full visibility including statuses of  purchase orders & invoices. 

This will enable a quicker process. No installation of hardware or software is required.

You will need the following information for this set-up. 

• Your company details, bank details & address.

• VAT/ Tax registration number (UTR number for UK sole traders).

Note: Your company information you enter in your CSP account / Profile does not automictically update Mitie’s suppliers 

master records, to update any changes i.e. addresses, email addresses,  Bank details, VAT number or tell us your CIS 

registered please email. vendormasterdata@mite.com

mailto:vendormasterdata@mite.com
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Action Required – Mitie Group Plc Registration Instructions

You will have received an email which is sent to the 

primary email address which Mitie hold on your supplier 

account.

Click Join Coupa Supplier Portal.
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Create an Account
Once you click on Join Coupa the below screen will open.

Business name must be exactly as your legally registered company name. 

You will see the email address populated (greyed out).

Create your memorable password (Use at least 8 characters and include a 

number and a letter).

Country/region select where your business is located.

Tax Registration enter your Tax/ VAT code associated with the selected 

country, start with the country prefix and no spaces e.g

 GB123456789 • FR12345678901 • DE123456789.

If your organisation is exempt from tax registration in some countries/ 

regions, please select box ‘I do not have a TaxID. Another field will open 

where you must capture a Unique Tax Reference (UTR) registered with 

your local government.

Accept the Privacy Policy and Terms of use.

Click 
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Join an Existing Account
If you don’t get this screen, go to section next page.

You may get a screen that says your company already has a CSP 

Account. 

This may have been set up by a previous employee etc.

We recommend you click 

You can always do a Merge Request later.

Click 

Note: Depending on the country/region selected the required information may differ and won’t 

be the same as the screen shots in this guide.

.
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Join an Existing Account

Please select one of the 2 choices.

Click 

Note: Depending on the country/region selected the required information may 

differ and won’t be the same as the screen shots in this guide.
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Join an Existing Account

Update the mandatory fields *

Country/Region should default.

Update the following,

• Address line 1

• Address line 2

• City 

• Select a state from the dropdown

• Postcode

Type of company – add if your LTD, PLC, charity etc.

Click 

Note: Depending on the country/region selected the required information may differ 

and won’t be the same as the screen shots in this guide.
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Onboarding for…. (Coupa Supplier Portal)- Virtual Card

Mitie do not accept Virtual card payments

Select the tick box at the bottom Do not accept Virtual card 

payments from Mitie group Plc

Click 

Note: Depending on the country/region selected the required information may differ 

and won’t be the same as the screen shots in this guide.
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Onboarding for…. (Coupa Supplier Portal)– Bank Transfer

Please complete the following,

• Account Nickname – Enter Bacs or Electronic 

• Beneficiary Name – Name on your bank account

• Bank Name – Who you bank with

• Account Number – Your bank account number

• Sort Code – your bank sort code with no dashes or spaces

• Only use IBAN and SWIFT for international Payments

• Click

• You will get a Pop up to say your Payment information has 

been added

Note: Depending on the country/region selected the required information may differ 

and won’t be the same as the screen shots in this guide.
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Subscriptions

Please don’t sign up to any subscription services from 

Coupa.

The Free option can be used to transact with Mitie Group 

PLC.

Click Continue on the Registered option

Click 
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Business profile

You will be taken to your business profile page.

Its now time to check your Legal Entity and 

Payment Methods as these are required to Invoice 

Mitie.
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Business profile – Multi Factor Authentication (MFA)

Click on Business Profile and then 

Payment Methods

You may get the Multi factor 

Authentication (MFA) to enable.

Click on 

If you don’t get the Authentication 

Required  screen, please go to slide 20.
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Business profile – Multi Factor Authentication (MFA)

You will get a pop up with a QR code, This is a 

to set up your MFA to an authenticator APP.

If you want to use this method, please refer to 

our guidance on our dedicated supplier 

website.

We recommend you use the text message 

option.

Click 
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Business profile – Multi Factor Authentication (MFA)

The Multi Factor Authentication 

options screen opens,

Select Via Text message on this screen.
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Business profile – Multi Factor Authentication (MFA)
The Multi Factor Authentication via SMS screen 

opens.

Section 1

In the phone number box, click on the small 

downward arrow. 

This will open the Country dialling prefixes.

Select your country prefix i.e. united kingdom.

Add your mobile number without the pre-leading 

Zero.

Section 2

Tick the box I’m Not a robot and thus may take you 

through ReCAPTCHA process.

Once completed, 

Click
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Business profile – Multi Factor Authentication (MFA)

Section 3

You should have received a 6-digit Verification code, 

Please add it in the box and click 
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Business profile – Multi Factor Authentication (MFA)

You will now see your MFA back up codes.

Please take a screenshot , Photo or use the 

download button.

These are one off back up codes in case your mobile 

/ authenticator app is unavailable. 

Store then in a safe place you will remember where 

they are.

Once saved you can click the white cross
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Business profile – Multi Factor Authentication (MFA)

Multi Factor Authentication (MFA) is now set up on 

your account.
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Multi Factor Authenticator enabled conformation by Email

You will have received an email to advise of Multi 

Factor Authentication Enabled.
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Business profile – Payment Methods

Its now time to check your Legal Entity and 

Payment Methods as these are required to 

Invoice Mitie.

Click on Business Profile and then Payment 

Methods

You will see the following,

• Your banking information as Bank Transfer

• Mitie Group Plc as Shared With Customers

Mitie only pay our suppliers by Bank transfer.
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Business profile – Legal Entities

Click on Business Profile and then Legal 

Entities.

You will see your Legal Entity populated.

You will see there are 2 linked Payment Methods. 

We recommend just one which is Bank Account.

Please follow the next steps to remove Remit-To-

Address which is Check option.

Hover over your company name (in Blue) and click 

on the pencil.
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Business profile – Legal Entities

The Edit Legal Entity screen opens.

Go down to the bottom and untick Remit-To-

Address.

Click 
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Business profile – Legal Entities

You will now see that you have one Linked Payment 

Method.

Your CSP setup is now complete.
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New Bank Account added Email

You will have received an email to advise 

of new bank account added to your CSP 

account.
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My screen show a Coupa 30-day Free Trial

Invoices and Orders – When you click on 

Invoices or orders for the first time you may 

see this Page 

Go To “Select Customer”  change it to Mitie 

Group PLC to see your Invoices screen for 

Mitie

Remember: Coupa with Mitie it is free to use,  

you don’t need to sign up to any subscription 

services with Coupa to work with Mitie.
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Our Dedicated Supplier Website
Mitie has a dedicated supplier website Mitie Suppliers 
You will find lots of How to Guides.

Each section in this document will have reference to How to Guides

 

Click     to expand  

Website address: https://mitiesuppliers.com/mitie-supplier-faq/using-coupa-2/

If you cannot find the help you 

need, please email 

askmitieprocurement@mitie.com 

https://mitiesuppliers.com/mitie-supplier-faq/using-coupa-2/
mailto:askmitieprocurement@mitie.com
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