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How to set up your Legal Entity / Payment Methods

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

This guide will help you to create your legal entity in your CSP, you will need the following information. 

• Your company address. 

• Bank & Remit-To Details 

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

• Ship from addresses (If shipping from country to country) 

You will need to have a legal entity set-up before you can invoice Mitie. Coupa will require Multi-factor authentication to be set-up to create/ manage 
your legal entity. 

It is recommended that you have one legal entity setup for Mitie, multiple Legal Entities / Payment Methods attached to the same customer will not 
default your Remit to address while creating your Invoices. 

To stop your invoices being disputed: When adding your companies Tax registration/ VAT Number please ensure you enter your Tax/ VAT code associated 
with the selected country starting with the country prefix and no spaces e.g: • GB123456789 • FR12345678901 • DE123456789



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  

Before you Invoice Mitie, you must have a Legal 

entity setup and read our Taxes and CIS 

Guidance

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

If you cannot find the help you need, please email 

askprocurement@mitie.com 

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


Log In

Log Into Your CSP Account

Note
You may be required to enabled Multi Factor Authentication (MFA) for financial data, the CSP prompts you to authenticate before you can create a new Legal Entity. For more 
information check out Mitiesuppliers.com

https://mitiesuppliers.com/wp-content/uploads/How-to-setup-Two-Factor-Authentication-May-24.pdf
https://mitiesuppliers.com/mitie-supplier-faq/using-coupa-2/


Homepage

The Homepage will open

Click on Business Profile and then Legal Entities

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.

(Please note: Mandatory info is marked with a *) 



Business profile – Multi Factor Authentication

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 14.



Business profile – Multi Factor Authentication

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 



Business profile – Multi Factor Authentication

The Multi Factor Authentication options screen opens,

Select Via Text message on this screen.



Business profile – Multi Factor Authentication

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



Business profile – Multi Factor Authentication

Section 3

You should have received a 6-digit Verification code, 

Please add it in the box and click 



Business profile – Multi Factor Authentication

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



Business profile – Multi Factor Authentication

Multi Factor Authentication (MFA) is now set up on your account.



Multi Factor Authenticator enabled conformation by Email

You will have received an email to advise of Multi Factor 

Authentication Enabled.



Create Legal Entity

Click on Business Profile and then Legal Entities if the 

Legal Entity page did not open after MFA

On Legal Entities Page 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.

(Please note: Mandatory info is marked with a *) 



Create Legal Entity

The Create Legal Entity Pop-up opens

Enter the following

Legal Entity Name - Official name of your business that is registered with the 

local government.

Country/Region - Country/region where your business is located.

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.

(Please note: Mandatory info is marked with a *) 



Create Legal Entity

Once you have completed Legal Entity Name and Country/Region, the Tax 

Registrations section opens

Enter the following

Tax Registrations
• Country/region where your business is located

• VAT ID

Please enter your Tax/ VAT code associated with the selected country starting with the country prefix and 

no spaces e.g: 

 • GB123456789

 • FR12345678901

 • DE123456789

If you have more than one Tax/ VAT code you can add additional Tax ID click on 

If your organisation is exempt from tax registration in some countries/regions, please select box 

and another field will open where you must capture either a Unique Tax Reference (UTR) registered with 

your local government or write N/A in the appearing Local Tax ID field.

Gibraltar (TIN) add your taxpayer reference number issued by your Income Tax Office.

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.

(Please note: Mandatory info is marked with a *) 



Create Legal Entity

Once you have completed the Tax Registrations

Complete the following mandatory fields

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

Invoice from address - Address that you invoice from or the address that you receive 

mailed and in-person payments.

Country/Region should default

Update the following,

• Address line 1

• Address line 2

• City 

• Select a state from the dropdown

• Postcode

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.

(Please note: Mandatory info is marked with a *) 



Create Legal Entity

Click Continue

 The Payment Methods screen opens

Click 

Then select Bank Transfer

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.

(Please note: Mandatory info is marked with a *) 



Add Payment Method

Please complete the following

• Payment Method Name – 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.

(Please note: Mandatory info is marked with a *) 



Add Payment Method

Click select all or 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.

(Please note: Mandatory info is marked with a *) 



Add Payment Method

Your Payment Method is setup,

You will see the following,

• Your banking information as Bank Transfer

• Mitie Group Plc as Shared With Customers

Click 

Mitie only pay our suppliers by Bank transfer

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.

(Please note: Mandatory info is marked with a *) 



Business profile – Legal Entities

Click on Business Profile and then Legal Entities

You will see your Legal Entity set up

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



Business profile

The Edit Legal Entity pop-up opens

Go down to the bottom and untick Remit-To-Address

Click



Business profile

You will now see that you have one Linked Payment Method

Your setup is now complete



New Bank Account added email

You will have received an email to advise of new 

bank account added to your CSP account.



The End

Remember to check out our dedicated supplier website for all help and guides
https://mitiesuppliers.com/mitie-supplier-faq/using-coupa-2/   

Email askmitieprocurement@mitie.com for further assistance using Coupa

Email accountspayable@mitie.com for all invoice and payment queries
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