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INTRODUCTION

Welcome to CBRE’s mySupplier

Registration Manual for New Suppliers

CBRE is firmly committed to conducting business 
with the highest integrity and to promoting ethical 
business conduct with our supply community.

As a supplier of products and/or services to CBRE 
and our clients, your company is critical to our 
success.

mySupplier is CBRE’s gateway to onboarding, 
compliance and supplier engagement that allows you 
to self-manage your company information and 
important reference documents and demonstrate 
your compliance to CBRE’s business standards

This manual will guide you through the steps to 
complete the online registration process.

Low-risk suppliers will move through a simplified 
question set.

If you are a high-risk supplier, you may be required to 
complete additional information with a third-party 
agency who will provide an independent assessment. 
The service is subject to a fee, which is to be paid 
directly to the 3rd party provider.

If you need additional support, you can refer to the 
training portal for suppliers: 

Link to Training Portal

https://www.cbre.com/about/suppliers/mysupplier-training-portal#training-guides
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SUPPLIER REQUIREMENTS TO REGISTER IN MYSUPPLIER

To make is easier for you to 
submit your registration and 
meet the onboarding 
requirements, CBRE has 
prepared a site with the list 
of requirements per country.

1. Please click here to 
access the Requirements 
Checklist.

2. Scroll-down and select 
the country where 
Goods/Services will be 
provided.

3. Prepare the required 
documents to be 
uploaded in your 
mySupplier profile.

1

2

https://www.cbre.com/about/suppliers/mysupplier-training-portal#requirements-checklist
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STEP 1 – SUPPLIER REGISTRATION AND WELCOME EMAIL

1. Click on the link to 
register your 
organisation and 
set up a password.

2. You username to 
access your profile 
is provided right 
below the link,

Tip

Please be aware that all mySupplier 

invite emails to register and password 

resets are now sent out to suppliers 

from noreply@cbre.com. 

If you are not receiving an invitation 
email to register or the password reset 
email to log in, please whitelist your 
email address with your IT department. 

1

2

noreply@cbre.com
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STEP 2 – PASSWORD RESET AND EMAIL VALIDATION

1. Click the arrow to 
change the language 
the portal content.

2. Click the link to update 
your mySupplier 
account information.

2

1
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STEP 2 – PASSWORD RESET AND EMAIL VALIDATION

2. Enter your 
first and last 
name.

3. Click Submit 
button to 
proceed.

3

2
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STEP 2 – PASSWORD RESET AND EMAIL VALIDATION

4. Set up your 
password following 
the guidelines for 
password creation.

5. Click Submit to 
proceed

5

4
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STEP 2 – PASSWORD RESET AND EMAIL VALIDATION

6. Click the link to log in 
and start the 
registration.

6
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STEP 3 – LOG -IN

1. Enter your email 
address and 
password provided 
at the beginning of 
the registration 
process.

2. Chatbot – click the 
green chat feature 
in the right corner 
of the page. All your 
inquiries shall be 
raised through this 
functionality.

2

1
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STEP 3 – LOG -IN

3. Enter your one-time 
code sent to your 
email address or 
mobile application.

3
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STEP 4 – NAVIGATING

3

1. Click the My Company 
Profile to view and 
complete or update 
your profile.

2. Select Training and 
Resources to access all 
the user guides. 

3. Select mySupplier 
Support for instant 
help and automated 
Q&A.

4. You can check the 
progress of your profile 
completion here.

5. You can check the 
progress of your 
company onboarding 
here.

54

2

1
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STEP 4 – NAVIGATING

Navigation 
Tabs

1
1. Click the arrow buttons 

or move to another 
section using the 
navigation tabs.

3

2. Each tab shows an exact 
number of all mandatory 
questions listed in each 
section.

3. Please go over the Data 
Protection Consent. 
Kindly tick the box to 
proceed.

1

2
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STEP 5 – COMPANY INFORMATION

1. Your CBRE vendor ID 
is visible in your profile 
once your company is 
onboarded into CBRE 
systems.

2. Complete the CBRE 
Policies and Terms & 
Conditions questions 
to move to the 
company 
identification 
questions.

.

All questions with * are mandatory, 
and must be answered to complete 
your registration

The entry is auto-saved and 
accepted when the green check 
appears

Tip

2

1

2

Tip



Confidential & Proprietary | © 2021 CBRE, Inc. 14

STEP 5 – COMPANY INFORMATION

3. Complete all 
information in further 
sections from 
Company Overview 
to Goods & Services 
Categories.

.

3
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STEP 5 – COMPANY INFORMATION

4. Provide key words that will 
help business requestors 
better find your company 
with a free text search (ex: 
Cleaning, janitorial, training, 
etc).

.

4

Tip

Please be aware that for certain 
services supplied to CBRE or its 
Clients we will ask you to upload 
certificates and insurance 
related to these particular 
services. Find the list of required 
documents below.
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To give access to other team members, please 
tick the Issue Profile Login option to issue the 
access link to your team members.

Further on, you can select an option for the 
selected team members to be issued Notifications 
or to be able to Edit Tax/Banking details.

Tip

STEP 6 – CONTACT & ACCOUNT INFORMATION

IMPORTANT

For data security reason, the Primary Contact 
Person section can be updated by the person 
nominated in that section. All other contact 
sections in this tab can be updated by the Primary 
Contact Person only.

Please provide us with the 
contact details of the authorised 
representatives in your 
organisation to be contacted by 
CBRE.

1. Primary Contact Person is 
the most important role as 
the person will be the only 
one allowed to grant the 
access to other users in your 
organisation. 

2. You can simply override the 
contact details with the new 
ones in case of any staff 
changes in the future. 

3. You can also grant specific 
access rights for each user.

1

2

3
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STEP 6 – CONTACT & ACCOUNT INFORMATION
4. Add other team members’ 

details such as Secondary 
Contact, Finance, Work 
Order Manager to give 
them access to the 
mySupplier profile.

5. Please provide the Email 
for Remittance Advice in 
the Finance Manager 
section.

6. Please provide the Email 
for Purchase Orders in the 
Purchase Order section.

4

5

6
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STEP 7 – QUALITY, HEALTH, SAFETY AND ENVIRONMENT (QHSE)

1. Answer the leading high risk 
works question to ley us better 
understand the nature of your 
services.

1
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STEP 7 – QUALITY, HEALTH, SAFETY AND ENVIRONMENT (QHSE)

2. If you are a QHSE high-risk 
supplier, you are required to 
complete additional information 
with a third-party agency who 
provide an independent 
assessment. This is subject to a 
fee.

3. mySupplier is connected with 
the Avetta portal, therefore, you 
can view the Avetta status by 
selecting ‘Yes’ and conducting 
an automated check based on 
your Avetta ID provided in your 
profile.

4. Click Verify ID to view your 
Avetta registration status.

2

3

4
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STEP 8 – TAX & BANKING INFORMATION

1. Please select the geographic 
areas that you can supply to 
within the CBRE country of 
supply.

2. Please carefully complete the 
Tax Information section. CBRE 
will check the provided details 
against the uploaded 
documents.

1

2

Tip

2
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STEP 8 – TAX & BANKING INFORMATION

3. Please carefully complete the 
Banking Details section. CBRE 
will conduct an independent 
banking details verification. of 
the provided banking details.

3

For the full requirements checklist 
and guidelines on how to safely 
provide us with your banking 
details click here, select your 
country and scroll to Banking 
Information.

Tip IMPORTANT

Information in the Banking Details 
section will be used to update all 
relevant CBRE Finance systems to 
process your invoices.

https://www.cbre.com/about/suppliers/mysupplier-training-portal#requirements-checklist
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STEP 8 – TAX & BANKING INFORMATION

4. Please carefully read the 
instructions on the 
documentation required in 
the Company Registration 
& Banking Details 
Documents section. 

5. Link to the Requirements 
checklist explaining what 
document are required per 
each country and their 
examples is also available 
in the same section in the 
Supplier Training Portal.

5

4

https://www.cbre.com/about/suppliers/mysupplier-training-portal#requirements-checklist
https://www.cbre.com/about/suppliers/mysupplier-training-portal#requirements-checklist
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STEP 9 – COMPANY & FINANCIAL HISTORY

1. You are required to 
provide your 
organisation annual 
turnover which is 
essential to 
understand the size of 
your enterprise and 
apply a correct 
approach when 
conducting the 
compliance screening.

2. Although the question 
is not mandatory, your 
company financial risk 
reports helps us to 
determine your 
financial health and 
potential for long-term 
partnering. Note that 
some countries or 
businesses may 

require you to provide 
this information.

1

2
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STEP 10 – ENVIRONMENTAL, SOCIAL & GOVERNANCE

This section focuses on 
your organisation policies. 
It is important or CBRE to 
understand your alignment 
with CBRE’s business 
values. 

Find more information on 
the CBRE’s Supplier 
Sustainability Assessment 
Program via EcoVadis on 
the next page.



Supplier Sustainability 
Assessments

Sustainable Procurement
In 2014, CBRE began obtaining EcoVadis scorecards for our own business operations, 
with the goal to demonstrate our sustainable management practices to our clients.

CBRE now holds a Gold Rating from EcoVadis, part of the top 5% of companies 
globally.

Since 2019, CBRE uses EcoVadis to underpin its Sustainable Procurement program & 
uses the data to track progress against sustainability KPIs along the supply chain.

What is a Sustainability 
Assessment?

The EcoVadis Rating covers a broad 
range of non-financial management 
systems including Environmental, Labor 
& Human Rights, Ethics and Sustainable 
Procurement impacts. Each company is 
rated on the material issues as they 
pertain to their company's size, location 
and industry.

Easy-to-read scorecards provide 
guidance on strengths and improvement 
areas, which can be used to focus 
sustainability efforts and develop 
corrective action plans to improve 
sustainability performance.

Which suppliers are invited 
to participate?

What will our company need 
to do?

Why should our company 
participate?

CBRE invites the following supplier types 
to undergo Supplier Sustainability 
Assessments

— CBRE’s Preferred Partner Program 
supplier partners

— Suppliers servicing a client who has a 
focused sustainability program

— Qualified suppliers contributing to 
CBRE’s top ESG supply chain risks, as 
determined by CBRE’s assessment

1. Register your company on the 
EcoVadis platform

2. Access the questionnaire specifically 
tailored for your company

3. Choose the assessment subscription 
package that works for you

4. Submit the completed questionnaire 
including existing documented 
evidence to back your responses.

5. Once you’ve received your scorecard, 
share the results with CBRE and 
other clients.

By participating, your company will gain 
access to the following benefits:

✓ Get highlighted as a CBRE-vetted 
Sustainable Supplier*

✓ Demonstrate how your company helps 
your clients to align to evolving market 
and regulatory sustainability 
requirements

✓ Share your capabilities with thousands 
of companies in the EcoVadis network

✓ Gain access to specific steps on how 
to improve your sustainability rating

(*) If you meet the performance threshold

Why does CBRE invite suppliers to 
EcoVadis?

Read about CBRE’s Supplier 
Sustainability Assessment program 
or contact us at 
sustainable.procurement@cbre.com  
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Powered by

How does it work?

Watch this 5’ video about How 
Sustainability Assessments work

What information is needed?

Watch this 5’ video about how to 
complete the questionnaire

EcoVadis Support Desk in 14 languages

What does your company get in 
participating?

Learn more about EcoVadis 
assessment benefits here

Learn more about CBRE’s Supplier 
Sustainability Assessment program 
CLICK HERE

https://invite.ecovadis.com/en/cbre-corp-inc/
https://www.cbre.com/about-us/supply-chain/ecovadis
https://www.cbre.com/about-us/supply-chain/ecovadis
mailto:sustainable.procurement@cbre.com
https://invite.ecovadis.com/en/cbre-corp-inc/#how-it-works
https://invite.ecovadis.com/en/cbre-corp-inc/#how-it-works
https://resources.ecovadis.com/program-success-hub/ecovadis-questionnaire-subs
https://resources.ecovadis.com/program-success-hub/ecovadis-questionnaire-subs
https://getsupport.ecovadis.com/
https://support.ecovadis.com/hc/en-us/articles/115002531387-Benefits-from-the-EcoVadis-solution
https://support.ecovadis.com/hc/en-us/articles/115002531387-Benefits-from-the-EcoVadis-solution
https://www.cbre.com/about-us/supply-chain/ecovadis
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STEP 11 – DIVERSITY

1. If you answer ‘Yes’ to 
the first questions, you 
will be required to 
answer further 
questions.

Find more information on 
the Certification 
Categories and Advocacy 
Groups on the next page.

1
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STEP 11 – DIVERSITY
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STEP 12 – BUSINESS INTERRUPTION

1. Select the relevant 
answers so CBRE can 
understand if and how 
you manage data 
within your systems, 1
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IMPORTANT

Please do not ignore the 
automated email notifications as 
you will have 60 days to update 
your profile until your 
organisation loses the status of 
a CBRE supplier.

STEP 13 – INSURANCES

1. Employers Liability or 
Workers Compensation 
Liability and Public 
Liability or General 
Liability Insurance is 
mandatory for every 
CBRE supplier. You are 
asked to provide the 
name of the insurance 
provider, expiry date and 
insurance coverage, then 
attach a copy of the 
insurance certificate.

2. We are monitoring the 
insurance expiry dates, 
therefore, the system will 
notify you to update the 
information and upload 
the up-to-date document 
as it becomes expired. 

3. Answer the additional 
question on the scope of 
goods and services you 
provide to CBRE.

1

Tip

Please make sure the 
attached document’s details 
match the details entered in 
the insurance section.

2

3
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STEP 14 – LICENCES, PERMITS & CERTIFICATES
1. Confirm you have proper 

documents that certify 
you can conduct the 
scope of services you 
have selected in the 
QHSE tab. 

2. Answer the question 
related to ISO 
certificates.

3. If you hold one, upload 
the document with other 
essential details in the 
Certificate section.

4. Upload any other 
category certificates that 
you hold by entering the 
name of the document in 
the box and clicking a 
plus button. A certificate 

section will be created 
for you to complete it.

1

2

Tip

Please make sure the 
attached document’s 
details match the details 
entered in the certificate 
section.

3

4
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STEP 15 – GOVERNMENT AFFILIATIONS & LEGAL OR FINANCIAL 

JUDGEMENTS

All questions in this tab are 
mandatory.

If you answer ‘Yes’ to any 
question, please provide 
additional information.
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STEP 16 – SUBMIT REGISTRATION

1. All tabs questions 
will be accepted for 
submission to be 
successful once 
green ticks show up 
on all tabs.

2. Click the Submit 
Registration button 
to send it to CBRE 
for review.

1

What happens next ?

Your registration will be reviewed by CBRE 
and you may be contacted to clarify your 
responses or provide additional information.

If you are accepted as a CBRE supplier, you 
will be notified. Going forward, you can 
manage your company details through 
mySupplier.

2
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STEP 17 – CONFIRMATION EMAIL

You will receive a 
confirmation email 
on the email 
provided in your 
mySupplier profile.
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RE -APPLY SCENARIO – RETURNED SUBMISSION

If your submission is 
returned to you after 
CBRE review, you will 
receive an email 
notification to log into 
mySupplier and provide 
the missing information 
or documents.
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CONTACTS & HELP

. If you need additional support in completing your registration, 

please refer to the Supplier Training Portal

mySupplier chatbot is also available for urgent queries.

https://www.cbre.com/about-us/supply-chain/mysupplier-training-portal#requirements-checklist
https://mysupplier.cbre.com/
https://mysupplier.cbre.com/
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Thank You!
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