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mySupplier Guide for Preferred suppliers 
Dear Supplier,  

This guide is intended to provide you with full assistance and knowledge in completing or updating, 

as well as submitting your mySupplier profile. CBRE mySupplier is the supplier onboarding platform 

used in the UK and Ireland to onboard suppliers into CBRE finance systems and conduct the supplier 

due diligence. Therefore, it is mandatory for your company to complete the mySupplier profile in 

order to become a supplier to CBRE and to keep your profile compliant by updating it whenever any 

document becomes expired. It is a condition to have a compliant account for purchase orders to be 

raised and payments to be made via the CBRE financial systems.  

As a Preferred Supplier to CBRE, you will have access to additional features in the mySupplier portal 

to enable you to better promote your services to CBRE and to acquire information on how CBRE 

evaluate your company. 
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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. 

It is very important that you actively manage your mySupplier profile and ensure that it is up to date 

as the portal is used by the business to search for suppliers. If your profile is not up to date, our 

business users will not be able to raise purchase orders to your company.  

 

Getting Started  
 

1. Open the “Link to your profile” in the mySupplier email invite, if profile not yet submitted 

 

 
 

2. Open https://mySupplier.cbre.com/ via Google Chrome, if profile already submitted once 

3. Log in using your primary email address or username auto generated upon the first submission 

4. You may also choose a different language in the right top corner 

 

https://mysupplier.cbre.com/
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What do I do if I forget my username/password?  
 

1. In this case click on the “Forgot Username or Password” link in the logon page and enter your 

primary email address or username and Submit; if you have provided a correct email address 

or username, you will receive the password reset email 

 

2. In the next step open the email and click on the “Click here to update your account” link 
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3. Set up your new password by entering it twice and submit; you will then receive the 

password update confirmation 

 

 
 

4. In order to log into your profile, click on the “Back to Application” link 



 

  

©Copyright CBRE 2021 5    mySupplier Guide for Preferred suppliers 
08/07/2021 

 

 

Why am I not receiving the password reset email?  
 

It is possible that you are expecting to receive the reset email to a different email address than the 

primary email address set up in your mySupplier profile. In that case please contact the mySupplier 

Technical Support mySuppliertechsupport@cbre.com. Should that not be the case, please make sure 

both email addresses mySuppliertechsupport@cbre.com and mySupplieradmin@cbre.com are 

whitelisted by your company, which means adding these to your company safe senders list. 

 

What are the steps in the supplier onboarding process? 
 

 

How to complete the registration on mySupplier? 
 

In order to view your mySupplier profile, click on the “Registration and Compliance” menu at the top. 

On the left hand-side you will see your current status and additional advice that might be essential 

when completing or updating your profile.  

 

 

mailto:mySuppliertechsupport@cbre.com
mailto:mySuppliertechsupport@cbre.com
mailto:mysupplieradmin@cbre.com
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Your first step is to complete your registration. To start the process, click on the tabs to the left of the 

screen. Make sure you open each of the tabs and complete all mandatory questions, which are tagged 

with a red asterix. We also encourage you to answer the non-mandatory questions (those without the 

red asterix) to allow us to better understand your company’s commitments to topics such as the 

environment and sustainability.  

 

 

 

Below the status you will see the tabs that need to be completed. There are three tabs colours: 

• red – indicate the tabs that require update by you 

• blue – indicate the tabs that have been updated and are awaiting our review 

• green – indicate the tabs that are up to date 

What does my profile status mean?  
 

Status on 
mySupplier 

Onboarding stage Description Potential risks that may 
delay onboarding 

Action owner 

Invited Invitation to Register 
sent to the Supplier 

Registration link sent to 
supplier’s email address 
provided in the request form, 
supplier needs to complete and 
submit the profile 

Incorrect email address 
or invitation email is 
routed to supplier’s 
spam folder 

Supplier 

Awaiting 
publication 

Supplier’s profile 
review 

Supplier completed or updated 
their registration form on the 
portal, supplier profile is 
reviewed by mySupplier Team 

Incorrect letterhead as 
well as the company and 
banking details on the 
supplier’s profile, 
compliance 
requirements not 
fulfilled 

mySupplier 
Administrator 
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Awaiting 
Onboarding to 
Payment System 

Supplier approved and 
awaiting setup in the 
financial system 

mySupplier Team approved 
supplier submission, VMF Team 
is creating supplier’s account in 
the financial system 

 VMF Administrator 

Published Supplier setup in the 
financial system 

Supplier fully compliant and the 
account is created in the 
financial system 

 VMF Team 
Administrator (if 
not active in AX) 

Re-Apply Supplier was asked for 

an update by 

mySupplier team 

mySupplier Team sent supplier 

a request to update their profile 

on mySupplier with additional 

information, awaiting supplier’s 

update 

Supplier’s contact email 
address is no longer 
valid or email is routed 
to supplier’s spam folder 

Supplier 

Non-compliant Supplier’s profile gets 
expired 

Supplier automatically notified 
about the document’s expiry, 
awaiting supplier’s update 

Supplier’s contact email 
address is no longer 
valid or email is routed 
to supplier’s spam folder 

Supplier 

 

When is action required by me on mySupplier profile? 
 

Action is required on your profile if it is in one of the following statuses: 

• invited – indicates that you have been requested to register on mySupplier and CBRE is 
awaiting the first submission of your profile 

• re-apply – indicates that you have been asked for additional information to be updated on 
your profile and submitted 

• non-compliant – indicates that some information has expired on your profile and needs to 
be updated and submitted 

 

How will I know I need to complete or update my profile? 
 

We will notify you by email sent to your primary email address that there is an action required. 

There are a number of notifications sent to suppliers on different occasions: 

• you are invited to mySupplier – you will receive an email with a link to register; if the link is 

not used timely, it may expire after some time; in that case contact the mySupplier Team 

who can resend it 

• you are requested to provide further information or update your profile – you will receive 

an email with a request to log into your profile and update it 

• your documents are about to expire – some of the documents on your profile are about to 

expire and you will receive a notification 14, 5 and a day before the expiry of your documents 

• your profile is about to expire – some of the documents on your profile have expired and 

you are granted a 30-day grace period to update the documents in order to keep your profile 

compliant 
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• your profile has expired – some of the documents on your profile have expired, the 30-day 

grace period has passed and you will receive an auto-notification with a request to log into 

your profile and update it every 3 days 

IMPORTANT: Once your profile has expired, your account in the CBRE financial system is put on 

hold for purchase orders. Therefore, you cannot receive any new purchase orders until your profile 

has been updated and is fully compliant again. 

Keeping your contact details up to date 
 

It is crucial that you have current and up to date contact details within your profile.  The contacts 

listed will receive the reminders about your profile expiry or confirmation that your profile is fully 

compliant. Also, your Key Account Manager and/or Primary Contact listed on your profile will be sent 

important communications from our CBRE Supply Chain team and also invites to our Supply Chain 

events. Please make sure that the Key Person Contact Information tab on your profile is always fully 

up to date, specifically when it comes to the Primary Contact Person, Secondary Contact Person as 

well as Key Account Manager sections. 

 

Supplier performance feedback 
 

As a Preferred Supplier you have access to the feedback submitted by the CBRE business users in 

mySupplier. There are 2 types of feedback available on mySupplier:  

• 5 Star rating  

• Supplier        Performance Management: Maintenance, Projects or OP63 

5 Star feedback 
 

CBRE business users can rate suppliers on their service or goods delivery with a 5 star rating 

feedback score using the button at the top of a supplier’s profile “Rate this Supplier”. Suppliers 

will be scored on 5 categories: On time delivery, Level of communication, Quality of Products, 

Quality of Services and Overall recommendation.  



 

  

©Copyright CBRE 2021 9    mySupplier Guide for Preferred suppliers 
08/07/2021 

 

At the top you can see the average score per category and underneath you can find each individual 

feedback score given on your profile. All scores are out of 5. 

 

Supplier Performance Management feedback 
 

This is a more in-depth report on how you performed during the service. There are three different 

types of SPM report: Maintenance, Projects and OP63, and you will be scored on various aspects of 

your service. Your overall SPM score will determine your ranking on the mySupplier portal.  
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You can click the View button to see details of the SPM report, including a breakdown of the 

questions and answers left on your company profile. All scores are out of 100. 

 

Your Promotions 
 

This functionality, which is available to our Preferred Suppliers only, enables you to share more 

details of your company with CBRE. You can upload your company logo, articles, marketing literature, 

business updates and just share any more information that you think would be useful for CBRE 

business users. This is a fantastic function to help you promote your business and enhance the 

visibility of your mySupplier profile within the internal CBRE users. 

 

You can provide the key contacts for your organisation in the Contact Details section. Also, you can 

add extra contact details with the “Create Contact” button. This will appear in the Summary tab of 

your profile. Furthermore, you have a possibility to upload your logo. 
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You may provide some information about your company in the About Us section so that internal 

CBRE users that are not familiar with your organisation yet know who you are and what goods or 

services you deliver.  

 

With the News Article you can inform CBRE about the latest updates on your company (this can be 

text as well as images). Simply click on the picture icon and copy-paste the URL of your image. 

The previous news articles are all stored in your profile. If you would like to add a new one, simply 

change the date as well as the article text. The portal will automatically save the old article in the 

Article History section and replace it with your new one. 
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In the Marketing Literature section, you can upload marketing materials about your business in PDF. 

You may also list your core services (max. 5) here. 

 

 

The Projects section is the place where you can share any initiatives in relation to CBRE by clicking 

the “Create Project” button and completing a few details. In the Project References you may add any 

contact in relation to the projects listed. Lastly, enter the relevant text in the Create Business Update 

section and save in order to inform CBRE about any business updates. 



 

  

©Copyright CBRE 2021 13    mySupplier Guide for Preferred suppliers 
08/07/2021 

 

What does my profile look like from CBRE’s perspective? 
 

When internal CBRE users view your profile, here is what they will be able to see. As per below, the 

Summary tab includes the most basic information. 
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All the details that you enter within the Your Promotions page are accessible in the “Question Set” 

tab. 

 

Where can I find additional instructions and user guides? 
 

We highly encourage you to check the News Articles section in the right top corner of the mySupplier 

webpage. Here you will find the latest updates on mySupplier portal as well as guides on the 

following topics: 

• How to register on mySupplier 

• Supplier Banking Details verification process 

• How to submit invoices to CBRE 

You may find additional information or answers to the Frequently Asked Questions in the Help tab. 
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Who are my points of contact? 
 

• If you need access to mySupplier or are experiencing any technical issues, please email the 

mySupplier Technical Support at mySuppliertechsupport@cbre.com 

• For any onboarding-related queries, please email mySupplieradmin@cbre.com 

mailto:mysuppliertechsupport@cbre.com
mailto:mysupplieradmin@cbre.com

