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1. What is CBRE mySUPPLIER? 
 
mySUPPLIER is CBRE’s supplier compliance and onboarding platform. mySUPPLIER gives suppliers 
an opportunity to maintain compliance documentation and market their business to CBRE in one 
place, whilst you continue to build your relationship with us. It is very important that you engage with 
mySUPPLIER and ensure that your profile is up-to-date as the portal is used to find suppliers and in 
2018, will be linked to our payment system. If your profile is not up to date, our business users will 
not be able to raise purchase orders to your company.  
 

 
2. Logging in  

 
When you register onto the portal you will be sent a username and password. Type these into the 
two login boxes that appear at the top of the page. The first box is for your username and the 
second is for your password. If you forget your username or password click on the Forgotten your 
username/password button. The request will be sent to our help desk who will send you a link to 
reset your password.  

 
3. Getting Started 
 
Once you have logged in you will arrive at your home page. This is where you can start 
updating your CBRE mySUPPLIER profile.  



 

 
 

 
 
 

a. Registration and Compliance 
This section is for you to update your registration and compliance documents. It is very important 
that you ensure that this section is kept up to date because if there are out of date documents your 
profile will be become non-compliant and CBRE users will not be able to view your profile. There are 
a number of questions that you must complete.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

When a document is due to expire you will receive an automated email from the portal reminding 
you to update the document. You will also receive an email when the document has expired. 
 

4. Supplier Perfomance Feedback 
 
This is a benefit that you can automatically access as one of our preferred suppliers. MySUPPLIER 
enables CBRE users to leave three different types of feedback on your profile: 5 Star ratings, Supplier 
Performance Management and OP63.  
 

a. 5 Star Feedback 
 

An internal user will rate 5 different aspects of your service using a 5 star rating system and this will 
show up on your internal profile. You will be scored on time of delivery, level of communication, 
quality of products, quality of service and overall recommendation. 



 

 
 

 
 
 
 
You will be able to see when the feedback was left, who it was left by, what the feedback relates to 
and the actual rating. If you have queries about your feedback you can use the information to 
contact the internal CBRE user in question.  

 
b. SPM Report  

 
This is a more in depth report on how you performed during the service. There are two different 
types of SPM report, Maintenance/EW and Projects, and you will be scored on various aspects of 
your service. Your overall SPM score will determine your ranking on the mySUPPLIER portal. 
  

 
You can click on view to see a more in depth version of your SPM report, including a breakdown of 
the questions and the user that left the feedback. 
 

 
 

 



 

 
 

 
 

5. QHSE “Protect” 

 
Our Quality, Health, Safety and Environment feature (QHSE) shows you how seriously we take Health 
and Safety. The quality of your work is monitored using green, amber and yellow cards.  

 

Red Card: A serious act or omission that will lead to suspension of your account 
Amber Card: a minor act or omission that needs to be addressed 
Green Card: Well done, your company has performed well on site 

 
6. Additional Benefits 

 
a. Site List 

 
This is a list of names and addresses for all CBRE sites. The lists are split into CBRE’s different 
divisions and you will be able to view what the site is and where it is located. You will also be able to 
view the contact details of contract managers and contract supports for each of the different sites. 
This is a benefit that is exclusive to preferred suppliers.  
 

 
 
 
This function will help you to further engage with the CBRE business and show you where there may 
be opportunities available for your company.  
 
 
 
 

 
 
 
 
 



 

 
 

 
 
 

b. Promotions  
 
This function enables you to share more details of your company with us. You can upload your 
company logo, articles, marketing literature, business updates and just share any more information 
that you think would be useful for us to know about. This is a fantastic tool for you to use to help your 
mySUPPLIER profile stand out to our users. 

c. Innovations 
 
CBRE is always keen to hear about exciting and unique Innovations, and to promote these to our 
clients.  The mySUPPLIER Innovations function enables you to upload innovative products or services 
that your company can provide. One of our Procurement Team will review your innovation, and 
publish onto the site. To upload an innovation simply select the tab that says Contact Us and give 
details of your Innovation.  
 
 

 



 

 
 

 
 

 
 

d. Quick Quotes 
 
This is an exciting new functionaliy that enables CBRE users to directly contact you using mySUPPLIER. 
A CBRE user will fill in the details of a service that they need using mySUPPLIER and you will receive 
an automated email from the portal telling you that you a quote for work has been requested. You 
will then be able to log onto your profile and fill in the relevant information which will then be sent 
back to the CBRE user. REMEMBER: You can only access this functionality if all of your documentation 
is up to date and your profile has been published.  
 

 
 
 
 
Contacts 
 
CBRE’s mySUPPLIER has a dedicated Helpdesk Team, who will be able to help with any questions you 
might have. You can contact them at:  
 
Email: mysupplier@cbre.com 
 
UK: +442071828766 
ROI: +35316185766 
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