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If chosen as a BlackRock supplier, you will go through eight steps to become an approved vendor: Onboarding,
Financial, Risk & Operational Diligence, Contract Negotiations & Reviews, Internal Approvals, Contract
Signatures, Purchase Order, Invoicing and Payment.

After registering on Coupa Supplier Portal, you’ll be able to view contracts and purchase orders with BlackRock.
BlackRock strives to make its invoicing and payment processes as efficient as possible via the use of Purchase Orders.
Invoicing against Purchase Orders (PO), also known as PO-Backed invoices, supports a streamlined end-to-end
invoice process in Coupa.

If there are any questions, please reach out to BlackRock Supplier Maintenance and/or Sourcing & Vendor
Management by clicking here. More resources can be found on BlackRock for Suppliers (click on back button) or
go directly on the Coupa website.
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Onboarding Requirements for New BlackRock Suppliers
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Supplier 
Requirements

Timeline associated with 
onboarding of a new supplier 

is highly dependent on the 
completion of these steps

Register as a Supplier with BlackRock

Suppliers are required to register with BLK and 
provide banking and tax details via Coupa
Supplier Portal

3

Agree to BlackRock’s contractual 
terms & conditions

Suppliers are required to provide details on 
their control environment, depending on 
potential risk, as well as agree to BLK terms & 
conditions

4

Onboarding 
Requirements

Timeline associated with 
onboarding of a new supplier 

is highly dependent on the 
completion of these stepsComplete Risk Assessment(s)

BlackRock suppliers are required to undergo 
financial, risk and operational diligence prior to 

doing business with BlackRock

. 

2

Confirm Scope Requirements & Cost 
Allocation

BlackRock must confirm requirements, scope 
of services and cost allocation details

1
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AGENDA
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Register in Coupa

Setup Profile

Rejected Profile

Frequently Asked Questions
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Become a BlackRock Supplier | Register by Email Invite

6

We have partnered with Coupa to deliver an ordering and invoicing platform to our suppliers. Coupa is
an intuitive and user friendly system that provides greater visibility into purchase orders and invoices
— at no cost to you. If you are a supplier who is interested in doing business with BlackRock, you are
required to register on Coupa to provide your organization’s general and banking information.

Once registered to the Coupa Supplier Portal (CSP), a free tool for suppliers to easily do business with
BlackRock, you will be able to:

▪ Receive and view purchase orders & contracts

▪ Create, view, and send invoices

▪ Manage your public and customer-specific company profiles and remit-to information

▪ Check the status of transactions with your customers such as BlackRock

As a first step, an invitation by email should have been received from BlackRock to the Coupa Supplier
Portal. Next please read through this guide to help you connect with BlackRock promptly without
errors or delays. If there are any questions when filling out the form, please reach out to BlackRock
Supplier Maintenance team by clicking here.
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https://supplier.coupahost.com/
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STEP 1: REGISTRATION
Invitation by email
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To become a new Supplier of BlackRock, an invitation by email should have been received. As a next 
step, submit your company information (incl. banking information) via Coupa.  Information received 
in any other form or format will not be accepted by BlackRock. 

1. You will receive an email from Coupa titled ‘Request for Information from BlackRock’ from 
BlackRock do_not_reply@blackrock.coupahost.com. 

❖ If you are already a user of Coupa, the email might be titled ‘You are Connected to BlackRock on Coupa’. We still 
need you to follow the process shown in this training deck in order to confirm your company/bank information.

2. Click on 
‘Join and Respond’

✓ Bookmark the Coupa 
CSP address for future
use: 
https://supplier.coupa
host.com/

2
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STEP 1: REGISTRATION
Join Coupa

8

3. In the Coupa Supplier Portal (CSP) registration page, complete the required fields and click on 
‘Submit’.

• If you are already registered to Coupa (for other clients), you will only need to log into the CSP.

• If the registration should be handled by a colleague, please enter his/her email address in the ‘Forward your 
Invitation’ and click ‘Submit’

4. Once your account is created, you will reach the CSP homepage. 

3
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Setup Profile

Rejected Profile

Frequently Asked Questions
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STEP 2: SETUP YOUR PROFILE
Setup your Profile in Coupa for BlackRock

10

1. In the Profile tab, click on Your Customer Profiles and select the Profile for BlackRock

• Please note it might take a few minutes for this page to load- please be patient.

Ensure ‘BlackRock’ is selected 
here

Update, if necessary, to reflect
the correct legal entity name

Update currency to the
invoicing Currency

Complete the ‘General 
Information’ Section

2. Update the Supplier Name 
to reflect your invoicing 
entity name. If correct, 
leave as is.

3. Enter the currency you 
(mostly) invoice BlackRock 
in

4. Complete the additional 
fields (optional) for a 
complete profile

3

2
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STEP 2: SETUP YOUR PROFILE
Setup your Profile in Coupa for BlackRock

11

5. Confirm you comply with the BlackRock Supplier Code of Conduct located here: 
https://www.blackrock.com/corporate/literature/publication/blackrock-supplier-code-of-
conduct-and-ethics.pdf. 

All policies relating to Doing Business with BlackRock can be found on BlackRock 
Corporate website: https://www.blackrock.com/corporate/about-us/suppliers. 

5
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STEP 2: SETUP PROFILE
Setup your Profile in Coupa for BlackRock

Complete the ‘Primary Contact 
Details’ Section

6. Enter your First and Last 
Name

7. Enter your email address

8. Add any additional contact 
that supports the 
BlackRock account

Complete the ‘Remit To 
Address’ Section

9. Click on ‘Add’ to add your 
remit to address. 

Failure to do so will not allow 
you to connect successfully to 
BlackRock

9

8

7

6
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STEP 2: SETUP PROFILE
Setup your Profile in Coupa for BlackRock

Complete the ‘Remit To 
Address’ Section

10. Click on ‘Create New’

11. Enter your company’s 
Legal Entity Name (same 
as that will be shown on 
invoice)

12. Enter the Country that the 
company is registered in

– Please note that depending the 
country selected, additional 
fields might be required. 

13. Click on Continue 

10

11

12

13

NM0324U-3459487-13/32



14

STEP 2: SETUP PROFILE
Setup your Profile in Coupa for BlackRock

14. Complete all the Required 
Fields including Bank 
Information

15. Click on Done
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STEP 2: SETUP PROFILE
Setup your Profile in Coupa for BlackRock

16. Click on ‘Add Now’

17. The form will be updated with additional
‘Banking Details’ fields for the new Remit 
To Address you just setup. Complete the 
required* fields.

• If the Banking Details section (see screenshot below) does not appear, 
click on Add again and then ‘Choose’

16

17

18

18. If applicable for your jurisdiction, complete 
the ‘Additional Banking Details’ fields

• For US, pls confirm if you accept ACH payment 
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STEP 2: SETUP PROFILE
Setup your Profile in Coupa for BlackRock

19. Attach any mandatory 
documentation as listed 
in the Supporting 
Documentation Section, 
e.g. W9 for a US based 
supplier

20. Click on ‘Save’

21. Click on ‘Submit for 
Approval’

21

19

20
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Was your information submitted correctly to BlackRock?

✓ Check 1: Did you receive an email from Coupa stating ‘Profile Info Recently Updated for 
BlackRock on Coupa’

✓ Check 2: Scroll to the top of the screen. Do you see ‘Pending Approval’?

• Or do you see the error message ‘Please fix the entries below?
If so, fill out the highlighted fields and click
‘Submit for Approval’ again

Once both checks are successful, it means the Form has reached BlackRock. Thank you!

As a next step, the BlackRock Supplier Maintenance team will review and: 

• Approve your form, if all information is available. No further action needed.

• Reject it back to you if there is missing information (see pg 16 for more detail on rejections)

As a final step, click on ‘Not Now’ or ‘Yes, Copy to  Profile’, 
as desired. We recommend to click on 
‘Yes, Copy to Profile’

17

STEP 2: SETUP PROFILE
Setup your Profile in Coupa for BlackRock
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AGENDA
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Register in Coupa

Setup Profile

Rejected Profile

Frequently Asked Questions

NM0324U-3459487-18/32



STEP 3: FIX REJECTED PROFILE
Update your Profile if rejected by BlackRock

19

After Submitting the Supplier Information Form to BlackRock, the Supplier Maintenance team 
reviews it for completeness and accuracy. 

If there is any mandatory information or supporting documentation missing, your form will be 
Rejected. 

1. You will receive an email from Coupa stating ‘Profile Info submitted to BlackRock was not 
Approved’

2. Click on Update Info, or log into Coupa (https://supplier.coupahost.com/)

3. Go to the Profile Tab again and click on Client ‘BlackRock’.

4. Scroll down to the Comments section to view the comment from BlackRock (see example)

5. Update the information and ‘Submit For 
Approval’ again

6. Check if Profile update was successful 
(see page 14 for details)
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Frequently Asked Questions

21

• Where do I sign in to the CSP? 

− http://supplier.coupahost.com

• What happens if I forget my login? 

− Forgotten passwords can be retrieved via the forgotten password link on the CSP. Why don't I get the password reset emails? Check your 
spam/junk email folder. E-mails sometimes get flagged as spam. If you still cannot find the email, write to supplier@coupa.com.

• What is SIM?

− As part of the supplier on-boarding process at BlackRock, BlackRock Coupa users initiate the New Supplier Request Form via SIM 
(Supplier Information Management).  SIM is a Coupa tool to request, approve and maintain information about BlackRock's suppliers. 

• I do not see ‘BlackRock’ under Profile?

− In order to see BlackRock as a client in the Profile Tab, you need have received an invitation from BlackRock to Coupa (by email). If you 
haven’t, please contact suppliermaintenance@blackrock.com.  

− If you provide BlackRock with the same email address that you use to connect to your other Coupa customer(s) via the CSP, BlackRock 
will send you an invitation to that e-mail to join. Once you confirm the new connection request, you are automatically connected to 
BlackRock and your previous customers within the CSP. 

• Where do I complete the information?

− Go to the Profile tab and follow the instructions on Pg. 7 of this training deck. 

− Alternatively, log into the CSP and go to Notifications and click on ‘Update your profile for BlackRock’ and fill out the form. Click Submit 
for Approval. If you want to save a draft now and continue to work on the form later, click on Save instead.

• I completed the form, but BlackRock cannot see it. 

− If BlackRock has not received it,  you probably did not complete the form in its entirety. Pls see pg 13 for details on how to correct and 
resubmit.

• BlackRock rejected my form. How to I fix?

− Please see pg. 15 of this training deck for details.

• My company details have changed. Do I update them via the CSP? 

− No,  at the moment SIM is currently only being used for new supplier setup. Please send any updates directly to 
Suppliermaintenance@blackrock.com. 
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Supplier Information 
Management (SIM)
Quick Reference Guide for Existing Suppliers
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Creating an Account with BlackRock on Coupa
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Instructions for Suppliers being onboarded by 
BlackRock. 

If you’re already a BlackRock supplier but are not 
registered on Coupa. To set you up as a new supplier 
of BlackRock, we require you complete the Supplier 
Information Onboarding Form (in Coupa). 

• You will receive an email from the Coupa Supplier 
Portal (do_not_reply@supplier.coupahost.com) 
inviting you to register and join the CSP. Ensure 
your organization can receive emails from 
Supplier.Coupahost.com. 

• In the email, Click on ‘Join Coupa’ to access the CSP 
registration page.

• In the Coupa Supplier Portal registration page, complete 
the required fields and click on ‘Submit’.

• Once your account is created, you will reach the CSP 
homepage.

• Bookmark the Coupa CSP address for future use: 
https://supplier.coupahost.com/. 

LIMITED DISTRIBUTION

Supplier 
Managers
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To change the language:

1. Click the English (US) link at the 
bottom of the Coupa homepage.

2. Select your language from the 
list.

Creating an Account with BlackRock on Coupa (Cont.)
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Creating an Account with BlackRock on Coupa (Cont.)
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Setup your Profile in Coupa for BlackRock

1. In the Profile tab, click on Information Requests and select the Profile for BlackRock

• Please note it might take a few minutes for this page to load.

Ensure ‘BlackRock’ is selected 
here

Update, if necessary, to reflect
the correct legal entity name

Update currency to the
invoicing Currency

Complete the ‘General 
Information’ Section

2. Update the Supplier Name to 
reflect your invoicing entity 
name. If correct, leave as is.

3. Enter the currency you 
(mostly) invoice BlackRock in

4. Confirm compliance with 
BlackRock’s Supplier Code of 
Conduct

3

2

4
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Complete the ‘Primary Contact 
Details’ Section

5. Enter your First and Last 
Name

6. Enter your email address

7. Add any additional contact 
that supports the 
BlackRock account

Complete the ‘Remit To 
Address’ Section

8. Click on ‘Add’ to add your 
remit to address. 

Failure to do so will not allow 
you to connect to BlackRock 
successfully. 

8

7

6

5

Creating an Account with BlackRock on Coupa (Cont.)

NM0324U-3459487-26/32



27

Complete the ‘Remit To 
Address’ Section

9. Click on ‘Create New’

10. Enter your company’s 
Legal Entity Name (same 
as that will be shown on 
invoice)

11. Enter the Country that the 
company is registered in

– Please note that depending the 
country selected, additional 
fields might be required. 

12. Click on Continue 

9

10

11

12

Creating an Account with BlackRock on Coupa (Cont.)
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13. Complete all the Required 
Fields including Bank 
Information

14. Click on Done

Creating an Account with BlackRock on Coupa (Cont.)
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15. Click on ‘Add Now’

16. The form will be updated with additional
‘Banking Details’ fields for the new Remit 
To Address that was setup. Complete the 
required* fields.

• If the Banking Details section (see screenshot below) does not appear, 
click on Add again and then ‘Choose’

15

16

17

17. If applicable for your jurisdiction, complete 
the ‘Additional Banking Details’ fields

• For US, pls confirm if you accept ACH payment 

Creating an Account with BlackRock on Coupa (Cont.)
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18. Attach any mandatory 
documentation as listed 
in the Supporting 
Documentation Section, 
e.g. W9 for a US based 
supplier

19. Click on ‘Save’

20. Click on ‘Submit for 
Approval’

20

18

19

Creating an Account with BlackRock on Coupa (Cont.)
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Was your information submitted correctly to BlackRock?

✓ Check 1: Did you receive an email from Coupa stating ‘Profile Info Recently Updated for BlackRock on Coupa’

✓ Check 2: Scroll to the top of the screen. Do you see ‘Pending Approval’?

• Or do you see the error message ‘Please fix the entries below?
If so, fill out the highlighted fields and click
‘Submit for Approval’ again

Once both checks are successful, it means the form has reached BlackRock. Thank you!

The BlackRock team will review and: 

• Approve your form, if all information is available. No further action needed from you.

• Reject it back to you if there is missing information. If there are rejections, please follow same steps designated 
above. 

As a final step, click on ‘Not Now’ or ‘Yes, Copy to Profile’, 
as desired. We recommend to click on 
‘Yes, Copy to Profile’.

If there are any questions, please reach out to
BlackRock Supplier Maintenance by clicking here.
More resources can be
found on BlackRock for Suppliers (click on back button)
or go directly on the Coupa website.

31

Creating an Account with BlackRock on Coupa (Cont.)
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Frequently Asked Questions
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• Where do I sign in to the CSP? 

− http://supplier.coupahost.com

• What happens if I forget my login? 

− Forgotten passwords can be retrieved via the forgotten password link on the CSP. Why don't I get the password reset emails? Check your 
spam/junk email folder. E-mails sometimes get flagged as spam. If you still cannot find the email, write to supplier@coupa.com.

• What is SIM?

− As part of the supplier on-boarding process at BlackRock, BlackRock Coupa users initiate the New Supplier Request Form via SIM 
(Supplier Information Management).  SIM is a Coupa tool to request, approve and maintain information about BlackRock's suppliers. 

• I do not see ‘BlackRock’ under Profile?

− In order to see BlackRock as a client in the Profile Tab, you need have received an invitation from BlackRock to Coupa (by email). If you 
haven’t, please contact suppliermaintenance@blackrock.com.  

− If you provide BlackRock with the same email address that you use to connect to your other Coupa customer(s) via the CSP, BlackRock 
will send you an invitation to that e-mail to join. Once you confirm the new connection request, you are automatically connected to 
BlackRock and your previous customers within the CSP. 

• Where do I complete the information?

− Go to the Profile tab and follow the instructions on Pg. 7 of this training deck. 

− Alternatively, log into the CSP and go to Notifications and click on ‘Update your profile for BlackRock’ and fill out the form. Click Submit 
for Approval. If you want to save a draft now and continue to work on the form later, click on Save instead.

• I completed the form, but BlackRock cannot see it. 

− If BlackRock has not received it,  you probably did not complete the form in its entirety. Pls see pg 13 for details on how to correct and 
resubmit.

• BlackRock rejected my form. How to I fix?

− Please see pg. 15 of this training deck for details.

• My company details have changed. Do I update them via the CSP? 

− No,  at the moment SIM is currently only being used for new supplier setup. Please send any updates directly to 
Suppliermaintenance@blackrock.com. 
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