
The future of high-performing places

March 26

Coupa Supplier Portal FAQs

1



The future of high-performing places

Coupa Supplier Portal FAQs - Index
1. Where is Mitie’s Dedicated supplier website with help and guides

2. My Orders and Invoices screen show a Coupa 30-day Free Trial

3. Can you add users to my CSP account?

4. My MFA is not working, can Mitie reset it?

5. Coupa Pos, the differences between qty & amount-based Pos including invoicing

6. We have changed our address or Bank details on the portal, has this updated Mitie Group PLC?

7. Invoicing - My legal entity is blank

8. Invoicing - How do I add CIS to my invoice

9. Invoicing -  When I use VAT 0% I get a reverse charge warning

10. Invoicing - Buyer Vat field is blank

11. Invoicing - How can I see my payment date?

12. Invoicing - Why is my invoice in dispute and what do I need to do?

13. Invoicing - How do I see what I have invoiced against a PO?

14. My dates are showing as American date format



The future of high-performing places

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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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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Can you add users to my CSP account?

Mitie cannot add users to your Companies CSP account. The CSP 

belongs to your company and we at Mitie do not have access to it.

Supplier must manage their users. This can be found in Setup on 

your CSP homepage.

To add a user there are 2 options,

• If they do not have a CSP account registered to there Email – 

Invite user

• If they have a CSP account registered to there email – Merge 

requests

The guide will take you through the process How to Manage Users 

and Merge Requests in your CSP or refer to our related guide on 

our dedicated Supplier Website

https://mitiesuppliers.com/wp-content/uploads/How-to-Manage-Users-or-Merge-Requests-in-your-CSP-May-24.pdf
https://mitiesuppliers.com/wp-content/uploads/How-to-Manage-Users-or-Merge-Requests-in-your-CSP-May-24.pdf
https://mitiesuppliers.com/mitie-supplier-faq/using-coupa-2/
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My Multi Factor Authentication (MFA) is not 
working, can Mitie reset it?
Link to supplier Guide How to set-up your two-Factor Authentication in your CSP

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

https://mitiesuppliers.com/wp-content/uploads/How-to-setup-Two-Factor-Authentication-May-24.pdf
https://mitiesuppliers.com/wp-content/uploads/How-to-setup-Two-Factor-Authentication-May-24.pdf
https://mitiesuppliers.com/wp-content/uploads/How-to-setup-Two-Factor-Authentication-May-24.pdf
https://mitiesuppliers.com/wp-content/uploads/How-to-setup-Two-Factor-Authentication-May-24.pdf
https://mitiesuppliers.com/wp-content/uploads/How-to-setup-Two-Factor-Authentication-May-24.pdf
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Coupa Pos, the differences between qty & amount-
based Pos including invoicing rules
Mitie has 2 different types of Pos which are issued,

Amount based PO Lines – for services / blanket orders

Only a price box is available,  A supplier can submit multiple invoices against an amount-based PO       until the value of the PO has been 

consumed. If you go over the PO amount the invoice is auto disputed. If you know the PO does not have enough funds, contact your mitie 

business contact or Requester to get the PO uplifted.

Qty Based PO Lines – goods only

You will see these types of Pos have a QTY        , unit , Price and total. A supplier can submit only one invoice against qty of one. If you go 

over the PO qty the invoice will be auto disputed. If you know the PO does not have enough funds / Qty contact your mitie business 

contact or Requester to get the PO uplifted. Mitie does not accept QTYs as a fraction i.e. 1.4 or 0.4 and your invoice will be Disputed.



The future of high-performing places

We have changed our address or Bank details on 
the portal, has this updated Mitie Group PLC?

If you have recently updated any of your company 

information i.e. company name, address or Bank details on 

your CSP profile, this does not automatically update Mitie 

Group PLC, you must email vendormasterdata@mitie.com 

and advise them of your changes.

To update your company insurances, you will need to 

request an Insurance update form, please email 

askmitieprocurement@mitie.com 

mailto:vendormasterdata@mitie.com
mailto:askmitieprocurement@mite.com
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My legal entity is blank
Invoices and Orders – When Creating an invoice for the 

first time and you get this screen, it can mean a couple of 

things

1. You have not set up a Legal entity in your CSP

2. You have multiple Legal entities/Payment methods with 

Mitie Group Plc as a customer

3. Your Legal Entity / Payment Methods do not have Mitie 

Group Plc as a linked customer

Please refer to our related guide ,How to set up Legal entity 

& Payment Methods guide on our dedicated Supplier Website

To access legal entities, payment methods you may need to 

have MFA (Multifactor authentication) set up

(Screenshot is an example only)

https://mitiesuppliers.com/mitie-supplier-faq/using-coupa-2/
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My legal entity is blank
Legal Entities –  Please refer to 

Legal entity Guide

If your Legal Entity is blank

Click 

Related Guides

Please refer to our related guide 

,How to set up Legal entity & 

Payment Methods guide on our 

dedicated Supplier Website

If your legal Entity is blank you will need to click Create and follow the process using our related Guide.

If your legal Entity is not showing any Customer’s, you can add them on Payment Methods.

Its recommended you have one legal entity with one Linked Payment method and one bank transfer in payment methods in your CSP otherwise you 

have keep selecting remit to etc when invoicing.

https://mitiesuppliers.com/mitie-supplier-faq/using-coupa-2/
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My legal entity is blank
Payment methods

Ensure you have one payment 

method Bank Transfer with Mitie 

Group PLc as a shared with 

customer.

Related Guides

Please refer to our related guide 

,How to set up Legal entity & 

Payment Methods guide on our 

dedicated Supplier Website

If your Payment method is not showing Mitie group PLC as a “Shared with Customers”, Click        in the actions column and select the customer’s, you 

was to associate with that payment method.

https://mitiesuppliers.com/mitie-supplier-faq/using-coupa-2/
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My legal entity is blank
Click on Business Profile and then Legal 

Entities

You will see your Legal Entity set up

If you see there are 2 linked Payment methods, 

Please follow the next steps

Hover over your company name (in Blue) and 

click on the pencil
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My legal entity is blank
The Edit Legal Entity pop-up opens

Go down to the bottom and untick Remit-To-

Address

Click 
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My legal entity is blank

You will now see that you have one Linked 

Payment Method

Your setup is now complete
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How do I add CIS to my invoice
• It’s the supplier’s responsibility to inform Mitie if you are Registered for Construction Industry Scheme with HMRC. You must email 

vendormasterdata@mitie.com and notify them your company is registered for CIS giving them your Unique Tax Reference (UTR). 

They will update your Mitie supplier record accordingly.

• We have dedicated guides on how to submit CIS and non-CIS invoices for CSP and SAN methods. These can be found on Supplier 

Website

• It is your responsibility (the supplier) to indicate when your invoice relates to a project that is In Scope for CIS and value of labour 

cost of the invoice lines is provided,  (Gross Status with HMRC, please complete the labour field for the full value of the supply).

• You must indicate the Tax Rate by selecting “Reverse Charge” and populate Tax Reference legal statement’s by selecting one of the 2 

CIS Tax reference options.

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


The future of high-performing places

How do I add CIS to my invoice

• CIS Registered suppliers - CIS Related Cost? – select In Scope for supplies 

that relate to a project that is within the scope of the CIS scheme (In Scope)

• CIS Labour Cost Box - It is the responsibility of the supplier to indicate the 

CIS labour cost of the project (see the options below),

• Non-Gross Status - you must provide the Labour Cost for the Invoice 

Line I.e. (Net cost less Materials = CIS Labour Cost).

• Non-Gross Status Materials only - If the invoice line is materials only 

and no labour cost involved, enter 0.01

• Gross Status with HMRC - please complete the labour cost field for the 

full value of the supply for the Invoice Line I.e. (Labour cost plus Materials = 

CIS Labour Cost)

Submission Blockers and warnings will guide you to ensure you provide the correct information on your invoices.
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How do I add CIS to my invoice

• In the VAT Rate drop down select the relevant VAT  – Options in the UK are 20%, 5.0%, 0.0% Exempt, Reverse Charge and Out 

of Scope

• Reverse Charge In the Tax Reference box type “C” and select one of the relevant legal statements, 

• CIS suppliers have 2 options shown below,

CS – 20% construction reverse charge - VAT: you must account for VAT at 20%

CR – 5% construction reverse charge - VAT: you must account for VAT at 5%

Note: You can only have one VAT rate per line (if PO is one line, you can only PO flip one invoice line, if you invoice 2 VAT rates you need 2 lines on the PO)

Always click calculate to check the invoice values before you submit as mistakes cannot be changed without a credit note and re-invoice.
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Buyer Vat ID field is blank
Invoices – When you are processing an invoice and the the Buyer VAT IDVAT 

field is blank, you must click the drop-down

 and select the relevant Mitie VAT number. 

Suppliers must ensure that the correct Mitie Buyer VAT Id is selected when 

processing invoices. 

When supplies are being delivered to a UK site, the Mitie VAT ID will be 

GB416706654. 

When supplies are being delivered to a non-UK site, such as Germany, the 

Mitie VAT ID will be DE367524157 

Since there is no VAT regime in Gibraltar, please note the correct Mitie Buyer 

VAT ID is "GIBRALTAR". 

(Screenshot only for reference you may not get all options listed)
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I Get a Reverse Charge Warning

Invoices and Orders – When 

processing an invoice which has 0% VAT 

you will get this pop-up message.

If you have selected 0% vat rate you can 

ignore this warning and click submit

If you invoice has Reverse charge the Tax 

Reference must be updated by typing 

“C” and select one of the relevant legal 

statements, 
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How can I see my payment date?
You can set-up your invoices view in your Coupa supplier portal (CSP) to show Document due date, paid status and payment details from 

Mitie on the same view.

This will process will add Invoice date, Document Due Date, Paid status and Payment information to your view. 

• Document Due date = Invoice payment date 

• Paid = If yes invoice has been paid 

• Payment Information = The payment Date and amounts

To set up your CSP to show this information please see our guide : How to set-up your Invoices View in your Coupa Supplier Portal 

(CSP) Inc Payment Due Date Refer to our related guide on our dedicated Supplier Website How to manage Disputed Invoices

https://mitiesuppliers.com/wp-content/uploads/How-to-setup-your-Invoices-View-inc-payment-due-date-May-25-1.pdf
https://mitiesuppliers.com/wp-content/uploads/How-to-setup-your-Invoices-View-inc-payment-due-date-May-25-1.pdf
https://mitiesuppliers.com/wp-content/uploads/How-to-setup-your-Invoices-View-inc-payment-due-date-May-25-1.pdf
https://mitiesuppliers.com/wp-content/uploads/How-to-setup-your-Invoices-View-inc-payment-due-date-May-25-1.pdf
https://mitiesuppliers.com/wp-content/uploads/How-to-setup-your-Invoices-View-inc-payment-due-date-May-25-1.pdf
https://mitiesuppliers.com/mitie-supplier-faq/using-coupa-2/
https://mitiesuppliers.com/wp-content/uploads/How-to-Resolve-Disputed-Invoices-May-24.pdf
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Why is my invoice in dispute and what do I need to do?
When the status of an invoice changes to "Disputed", notification will be sent via email and via the Coupa Supplier Portal (based on your 

notification preferences). Supplier must resolve disputed invoices are per our guidance. 

Disputed Invoices are mainly where there are not enough funds on the PO for your invoice/s, Coupa will automatically dispute your 

invoice if there is not enough value/ QTY left on the PO for your invoice. (The full table of Disputed reasons are available in our guide) 

This could be for some of the reasons listed below, 

• You are charging for more than the PO. 

• You have submitted multiple invoices already, but your disputed invoice takes it over the PO value/ Qty. You as a supplier will need to 

work out why your invoice is disputed, check the PO value and what invoices you have submitted against the PO already. In all cases you 

as a supplier will have to click the resolve button in the invoices section to Credit the disputed invoice. 

Please Note: 

• Mitie does not process disputed invoices for payment until you resolve the dispute. 

• If an invoice has been submitted in error and has been put in disputed status, you must use the resolve button       to create a 

cancellation document (Credit Note) against this invoice or in some cases it gives you the void option.

Refer to our related guide on our dedicated Supplier Website How to manage Disputed Invoices

https://mitiesuppliers.com/mitie-supplier-faq/using-coupa-2/
https://mitiesuppliers.com/wp-content/uploads/How-to-Resolve-Disputed-Invoices-May-24.pdf
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How do I see what I have invoiced against a PO?
If you want to see what you have invoiced 

against a PO in your CSP account. On the 

Invoices or invoice lines tabs, go to the search 

box

Add the 6 / 7 digits of the PO number and click 

This will bring back all invoices relating to that 

PO number, this will enable you to check what 

you have invoiced against that PO number.

This could help when you get disputed invoices.
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My dates are showing as American date format
Scroll to the bottom of your screen

Select your required Language from the pop 
up

You can change your CSP language, click on 
the language button (English (UK) shown 
below)

Once you select the required Language you 
will see your CSP account update

Note: if your account was English (US) and 

you change to English (UK) you will notice 

the date formats change to UK format from 

US format)

Related Guide

How to manage your preferred Language in 

your CSP.
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