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Multi Factor Authentication (MFA) - Index

• My MFA is not working, can Mitie reset it?

• Setting up Multi-Factor Authentication

• What if I don’t have a Mobile Phone or Tablet?

• Where can I find Mitie’s Dedicated supplier website with help and guides

Please Note: Multi-Factor Authentication (MFA) is a mandatory requirement by Coupa. Mitie Group PLC have no 
control over this setting.
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My MFA is not working, can Mitie reset it?

Multi Factor Authentication (MFA) is a Coupa requirement. If your MFA 

code is not recognised, please try the options below,

• Use One of your Backup codes, these would have popped up during the 

MFA setup process, which you saved in a safe place.

• If you have more than one user on your companies CSP account, ask 

the other user to go to setup, find your user account, click edit and see 

if you have the “Disable MFA” option at the bottom.

• If you cannot use any of the above, you will need to contact Coupa 

Support directly to have your MFA reset. Use the Chat icon in the 

bottom righthand corner of your CSP screen

Please Note: Mitie does not have access to reset MFA for suppliers
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Setting up Multi-Factor Authentication (MFA)

Multi Factor Authentication is to protect your 
companies data.

To help ensure that only authorized users add or 
edit financial data in the CSP, Coupa has introduced 
Multi-Factor Authentication when adding and 
editing legal entity or Payment Methods.

Suppliers can go to My Account > Security MFA to 
enable two-factor authentication for payment 
changes only or for login and payment changes.
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Setting up Multi-Factor Authentication (MFA)

If you're setting up new or amending 

Security & Multi-Factor Authentication 
can be found by going to your name at 
the top right-hand corner.

Click on your name and a pop up will 
appear, select Security and MFA

My Account security & Multi-factor 
Authentication will open
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Setting up Multi-Factor Authentication (MFA)

Once you have selected Security & MFA, 
the Multi-Factor Authentication App 
page opens.

If you have or want to set up the 
Authentication App on your mobile 
phone, please follow the instructions
(you must have the app open before you 
can scan the QR code)

If you don’t want to use the App and 
want to use SMS click the cancel button.
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Setting up Multi-Factor Authentication (MFA)

The Multi Factor Authentication options 

screen opens,

Select Via Text message on this screen.
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Setting up 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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Setting up 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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Setting up 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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Setting up 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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What if I don’t have a Mobile Phone or Tablet

You can enable multi factor authentication through 
an authenticator app by using a browser extension 
listed below,

1.  Add the relevant extension to your browser:
2. Google Chrome extension authenticator. For more 

information, see Install Google Authenticator.
3. Mozilla Firefox extension authenticator
4. Microsoft Edge extension authenticator
5.  Add the authenticator to your browser.
6.  Scan the QR code or copy the security key from 
the CSP page to the authenticator extension.
7.  Enter the Two Factor Code 

https://chrome.google.com/webstore/detail/authenticator/bhghoamapcdpbohphigoooaddinpkbai
https://support.google.com/accounts/answer/1066447
https://addons.mozilla.org/en-US/firefox/addon/auth-helper/
https://microsoftedge.microsoft.com/addons/detail/authenticator-2fa-client/ocglkepbibnalbgmbachknglpdipeoio
https://authenticator.cc/
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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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