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1. Receive an email to register as an MIT Supplier.

2. Select Join and Respond.

Registering as an MIT Supplier for Payments & Reimbursements in 
the Coupa Supplier Portal
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3. Create an account by adding the following
information:

a. Business Name: Populates automatically based on 
the supplier request submitted by MIT

b. Email: Populates automatically based on the 
supplier request submitted by MIT

c. First Name/Last Name: Populates automatically 
based on the supplier request submitted by MIT

d. Password: Enter manually

e.	 Confirm Password: Enter manually

f.	 Country/Region: Enter manually

g. Tax Registration: Enter if you have a tax 
identification number (TIN or Tax ID) issued by your 
country’s government.

h. If not, click I do not have a Tax ID. The Country/
Region field will clear if you check the I do not have 
a Tax ID box and enter Reason (required field if 
checking the I do not have a Tax ID box).

i. Click I accept the Privacy Policy and the Terms of
Use.

j. Click Create an Account.
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4. You will receive an email verification code to the
email address you supplied. Enter this code into
the Email Verification form and click Next.

5. Complete the required fields on the Account
Details tab.
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6. MIT does not make payments using a Virtual
Card. Skip the Virtual Card field and click Do
not accept Virtual Card payments from this
customer.
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7. Complete the Bank Transfer information if:

a. You have a US bank account and wish to be paid by 
direct deposit; or

b. You have an international account only and need to 
be paid by wire transfer.

c. Note: Example payment information is for international wire 
payments to India. The details required to process wire payments 
varies based on the payee’s country.

Payment Method Name: Nickname for payments 
made by MIT.

Bank Account Country/Region: Automatically 
populated based on account details provided

Bank Account Currency: Automatically populated 
based on payee’s country’s currency. Currency can 
be changed to US dollars (USD), and MIT prefers to 
pay in USD.

Beneficiary Name: Enter manually

Bank Name: Enter manually

Account Number: Enter manually

Confirm Account Number: Enter manually

Indian Financial System Code (IFSC): Enter manually

If you expect to receive international payments, check 
My company expects international payments and 
enter your bank’s SWIFT/BIC Code.

*Note: If your country uses an IBAN number, please 
enter it into the IBAN fieid.

Click Next.
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8. If you wish to receive payments by paper check,
complete Payment Information under Check. If
you do not wish to be paid by check, go to the
bottom of the page and check Do not accept
Check payments from this customer. Then click
Next.

9. If you are a domestic supplier you will receive a
form for Subscriptions. Click Cancel, and proceed

with completing the RFP Registration Form.



10. Click on RFP Registration Form.

11. Complete the required details and click the Add
Remit-To button to add a payment address.



Address and Contact Information 

• Contact phone 

• Permanent Address 
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12. For each payment method, click the Bank
Transfers and/or Checks tabs. Check the box
next to the particular set of banking details
you want to use for that payment method, and
click Add Selected.

If you previously provided your banking details for 
direct deposit or wire payments, select the Bank 
Transfers tab.

If you previously provided your banking details to be 
paid by check, select the Checks tab.

13. Confirm the Add Remit-To details on the supplier
registration form.
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14. Select Yes if your bank can receive payments
in US dollars (USD) via wire transfer. Select No
if your bank cannot accept payments in USD via
wire transfer, and specify a Currency Preference.

If you need further assistance with registration, 
please contact supplier_contact@mit.edu.

15.     If you are using an Intermediary Bank, enter the 
Intermediary Bank Name, Intermediary SWIFT/
BIC Code, and Intermediary Bank Account.

16.    Verify that all your information is correct, and 
Submit for Approval.

17.    Your supplier registration status will show as 
Pending Approval. Once the MIT Supplier 
Management Team approves the registration and it 
has integrated to the financial systems, the Request 
for Payments & Reimbursements process can be 
completed.
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