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HOW TO MAINTAIN CATALOGS IN COUPA SUPPLIER PORTAL

COUPA QUICK GUIDE FOR DHL GROUP 
SUPPLIERS
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Careful:
▪ As the first option please use Coupa CSP in preferably with English (US) language settings.
▪ Or use the language of the catalogue content in connection with corresponding local upload template.

Language Settings in Coupa Supplier Portal (CSP)
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Language settings in Coupa CSP play a very important role 

during the catalogue creation and catalogue upload.

The language of the catalogue upload template (the headers 

of the file) needs to match the language being used while 

uploading the file to CSP, while the content of the Catalogue 

(product names and descriptions) can be maintained in a 

different language.
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Alternatively, setting Coupa CSP to the respective “catalogue 

language” is also an option. However, corresponding upload 

template needs be used as well.
Example: Change the system/user language to Italian if you are loading a catalogue for 

Italy with Italian article descriptions using Catalogue upload template with Italian column 

headers.

03 When creating new catalogue, it is highly recommended to 

set Coupa CSP to English. Using English (US) language 

settings in connection with English catalogue upload 

template leads to the fewest issues during file uploads.
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Managing Catalogues in the Coupa Supplier Portal (CSP)
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Under the tab Catalogues you will be able to 

create and then also update and manage 

catalogue items for DHL Group.

In case DHL Group has already created an 

internally DHL managed catalogue in 

Coupa, this catalogue will be visible by 

clicking on the tab “Catalogues”.

Also catalogue content previously loaded to 

Coupa for DHL will be always visible there 

and can be used as the basis for Catalogue 

content updates.

Careful:
▪ Please ensure that you have chosen “DHL Group” as selected customer within the dropdown list. 
▪ Information on how to update previously loaded catalogue can be found on page 10 and further.
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DHL Group Catalogue Naming Convention:

[Supplier Managed]_<region code>_<country code>_<Supplier Name>_<Catalogue version>
Example: [Supplier Managed]_EMEA_UK_ABC Packaging_V2

Careful:
▪ Applying DHL naming convention is very important for follow on processes, e.g., for catalogue approval.
▪ When setting up first catalogue correct name will be provided by DHL Supplier enablement team 
▪ If you are unsure about a correct catalogue name, please contact DHL Supplier enablement team  
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Creating a Catalogue in CSP (1/2)

To create a new Catalogue, click on the ‘Create’ button.01

02
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Fill in the fields: 

▪ Change the default catalogue title generated by Coupa in 

the mandatory field “Catalogue Name” from: 

       [Your Company Name] [Catalogue (Number)]

        to a name following DHL Group naming convention

▪ Select a start for your catalogue

▪ Select expiration date or leave this field blank

▪ Select a currency to be applied to your catalogue items
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Creating a Catalogue in CSP (2/2)
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If the catalogue is in the draft status, i.e.: not 

yet submitted for approval, basic catalogue 

details like Catalogue Name can still be 

updated and changed if required using the 

pencil icon under Actions.

Once the catalogue is approved, these 

details cannot be changed any more and 

new version would have to be created.

Careful:
▪ Always make sure that you apply DHL Group naming convention when creating new catalogues.
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Once the header of the new Catalogue is 

created, it is then possible to:

▪ either create individual catalogue items 

directly in the system via an easy UI

▪ or it is possible to load items in bulk
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Careful:
▪ Lead Time, UNSPSC and Contract fields need to be filled in as well, even though these are not mandatory 

fields from system perspective. Items with these fields left blank will be rejected by DHL catalogue 
approvers.

▪ If the catalogue is in ‘Draft’ status and not submitted for approval, you can edit or delete the item 
     after saving it.
▪ In Pending Approval status, you can withdraw the catalogue, do necessary changes and submit it again.
▪ As soon as the catalog is approved, and you want to do changes, you will need to create a new catalogue 

version. Accepted catalogue cannot be changed anymore.

Creating Individual Catalogue Items
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From the ‘Catalogues’ tab go to the section Items 

Included in Catalogue, click on ‘Create’ and fill in the 

relevant information.

Mandatory fields are marked with the red asterisk (*).
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You can select the Unit of Measure (Each, Box, Set etc.) from the provided 

dropdown list. 

In addition, you can add an image of the product by clicking ‘Browse’.
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Updating Individual Catalogue Items
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If you created the items manually or loaded 

them via bulk upload, it is possible to update or 

delete individual items directly in the system, if 

the catalog has not yet been submitted to 

approval.

To update the item simply click on the pencil.

To remove an item, just use the Delete option.

Please note, items from the catalogue that has 

been already published cannot be updated – a 

new version of the catalogue needs to be 

created. 

Careful:
▪ If the Catalogue is in ‘Draft’ status and not submitted for approval, you can edit or delete the item after saving it.
▪ If the Catalogue is waiting for approval, but not yet approved, you can still withdraw it from approval, update items as required and then submit again.
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Creating Items via Bulk Upload (1/2)
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From the ‘Catalogues’ tab in case of bulk upload of 

items, click the "Load from file" button in the section 

"Items included in the catalogue“.

To get a blank CSV file as a baseline for your new 

Catalogue, click on the ‘Download’ dropdown list and 

select the format, which is suitable for you. (Please 

consider to change the language settings preferably to English or to the 

language matching your Catalogue content when downloading the CSV 

file).

For detailed fields descriptions of the CVS file please 

use „DPDHL_Coupa_Catalog_Field_Descriptions“ 

guide.

Careful:
▪ Please don’t change the headlines of the columns in the .csv file.
▪ Use preferable English language settings or the system language that fits to the language of the catalogue items that you want to upload.
▪ Each catalogue must be approved by DHL before it becomes available for DHL users in Coupa search results.

01

02

03

01

02



UNCLASSIFIED (PUBLIC)

Creating Items via Bulk Upload (2/2)
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Once the CSV file is completed, click on the ‘Choose File’ 

button and select your CSV file, click Open and click on the 

button ‘Start Upload’.

After completing the upload, Coupa checks your file and 

shows you the Verify Data screen. Here you have the 

possibility to check your new added items (highlighted in 

orange) and to finish the upload.
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Careful:
▪ Coupa pre-checks only first six items in the CSV file and displays the preview shown above.
▪ In case, you need correct any data in the CSV file, click ‘Cancel’, do the changes and upload the corrected CSV file again.
▪ In case first six lines are correct, but there are some issues linked to other items in the CSV file, you will receive an error message and list of incorrect lines after you 

click on Finish Upload. Also in this case, correct the CSV file and load it again.

If the uploaded data is correct, click ‘Finish Upload’ and you will receive a 

message that the upload has been completed successfully.

As the last step, please do not forget to Submit your catalog for approval.
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Careful:
▪ Using correct catalogue name is important for follow on processes.
▪ If you are unsure about a correct catalogue name, please contact DHL Supplier enablement 

team.  

Updating Items via Bulk Upload (1/3)
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Please note, catalogue that has been already 

published cannot be updated – a new version of the 

catalogue needs to be created. In the new version, 

new catalogue item(s) can be added, or  the existing 

ones can be updated.

To update the catalogue via Bulk, go to the 

‘Catalogues’, click the „Create“  button and populate 

catalogue header details (make sure, that the new 

catalogue version name follows DHL catalogue 

naming convention).

Go to section Items Included in Catalogue and click on 

„Load from file“.
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Updating Items via Bulk Upload (2/3)
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To modify content of your existing catalog, click on 

„Export to“ and select „CSV for Excel (current list)“.

You may do following changes in the exported file:

▪ Update item details

▪ Deactivate existing catalogue item by tagging 

„Active“ column to „No“

▪ Adding new items as new rows

▪ Remove rows that do not need any update

Once the CSV file has been populated and updated, 

click on the „Choose file“ button and upload the CSV 

file. Once the file has been uploaded click on „Start 

Upload“.

Careful:
▪ Please don’t change the headlines of the columns in the .csv file.
▪ Use preferrably English language settings or the system language that fits to the language of the catalogue items that you want to upload.
▪ For detailed fields descriptions of the CVS file please use „How to fill in a CSV file“ guide.
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Careful:
▪ Coupa pre-checks only first six items in the CSV file and displays the preview shown above.
▪ In case, you need correct any data in the CSV file, click ‘Cancel’, do the changes and upload the corrected CSV file again.
▪ In case first six lines are correct, but there are some issues linked to other items in the CSV file, you will receive an error message and list of incorrect lines after you 

click on Finish Upload. Also in this case, correct the CSV file and load it again.

Updating Items via Bulk Upload (3/3)
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After completing the upload, Coupa checks your file 

and shows you the Verify Data screen. Here you have 

the possibility to check your changes (highlighted in 

orange)and to finish the upload.

Once items are loaded/updated, click “Submit for 

Approval” button.
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The catalogue has been rejected with rejection reason stated. Please correct / rework the catalogue, upload it 
and submit again. In case of questions, please contact DHL for clarification.

Catalogue status in the Coupa Supplier Portal
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Careful:
▪ Every update to the catalogue will be submitted to DHL Sourcing manager to review/approve the changes. Once DHL Sourcing manager has approved, this will be 

updated in the Coupa Supplier Portal as ‘Accepted’.

Catalog Status Description

Draft

Error

Awaiting / Pending Approval

Accepted

Rejected

The catalogue has been created, but further information to be added before submitting to DHL.

Something is wrong with the catalogue, please contact DHL for clarification.

The catalogue has been received by DHL, but it has not gone through the approval chain yet. 

The catalogue has been accepted by DHL, and all the items in it are now available for the organization to request 
within Coupa.
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Careful:
▪ When browsing to find the file saved on your computer, set browser to look for All Files or 

for Text Files.
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Open Excel and open a new blank workbook

Click on the Data tab

Click ”From Text/CSV”

Navigate to the CSV-formatted file saved on your computer, select it and 

then click on Import.

How to work with CSV file  (1/3)
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Sometimes it is not possible to open the csv file 

downloaded from Coupa by simply clicking on it.

If such a case, please follow these steps:
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In the Import Step check that the File Origin is UTF-8 file

Select the delimiter in line with your Coupa settings (either comma or 

semicolon)

Click on “Load”

The excel with headers and details is visible and you can start updating 

data using all Excel features

How to work with CSV file  (2/3)
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Once the final version of the file is ready, it 

needs to be saved again in CSV UTF-8 format.

To do this go to Save As option in Excel and 

select the correct Save as type from the 

dropdown list:

▪ Search specifically for CSV UTF-8

▪ Do not select regular CSV format 

How to work with CSV file  (3/3)
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