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Researching Onboarding and 
Compliance Status 

The purpose of this help guide is to provide instruction for researching the status of the onboarding and 

compliance statuses in the Coupa module.  

 

Scope:  
• Checking the status of the onboarding process     

• Risk Assessment status 

• What if your application got declined? 

  

Checking the Status in the Onboarding Process   

After completing and submitting the onboarding questionnaire, the status of the form will be Pending Approval while the 

submission is evaluated. Once complete, the Supplier will be notified via email whether the submission was successful.    

 

• Supplier Approved:  

Suppliers who receive an email that their profile information was Approved have successfully completed 

Onboarding and have no further action. If a Risk Assessment is required, a separate invite with instructions will be 

emailed to the supplier.  

 
 

• Supplier Rejected:  

Suppliers may be Rejected due to a failed Moody’s check, or if DIRO cannot verify bank details. Suppliers will receive 

an email with the reason for rejection and must correct the issues before the onboarding process can be restarted.  
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Risk Assessment Status  

 

Requesters can check which stage an assessment is in by viewing the "Risk Assessment Lifecycle" field.  

 
 

Status options that will display:  

• Onboarded  

• Form 1 Completed  

• Form 2 Completed   

• Due Diligence in Progress  

• Calculation in progress  

• Risk Assess Completed  

• Scheduled for Reassessment  

  

Assessments are completed annually. Users can locate the date of the next assessment at the "Annual Refresh Date" field.  

Once the Risk Assessment Lifecycle filed states “Risk Assess Complete”, then the Annual Refresh Date will be auto 

populated. Assessments in progress will not display a refresh date.  

 

 

What if your application got declined 

In case that CBRE has identified issues with your entity in its due diligence process through Moody's that may relate 

to your entity status, anti-money laundering, sanctions, embargoes or past relationship with CBRE, your application 

will be declined. If you believe this is a mistake please contact your CBRE Supplier Relationship manager. 

Your application will also be declined if you already  have a profile in Coupa. You can locate this in the 'Suppliers' Tab 

in Coupa. f you have any queries please contact your Supplier Relationship Manager in the first instance. 

 


