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Invitation
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DHL Group will send you an invitation to 
join the Coupa Supplier Portal (CSP). 
When you receive the email, you'll see two 
options:

Join Coupa: To proceed with the 
registration.

Forward this invitation: On the tab that 
opens, click the Forward this to someone 
link. Enter their email and click Forward.

Important:

Your CSP account is based on a specific email address. If you use an email address different from the one DHL Group has on file, you 
cannot proceed with the registration. In order to update your email address contact: CoupaSupplierEnablement@dhl.com
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Create Your Account
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After following the link from the invitation 
email, proceed to creating your business 
account.

You need to confirm your Business Name, 
create your password and accept Privacy 
Policy and the Terms of Use.

If you already have an account, you can 
log in. Alternatively, you can still forward 
the invite to someone else.

In case of any issues, you can chat with 
Coupa Support.

Important:

You can update your information later, on the My Account Settings page.
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Change languages
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To change the language when using 
Coupa Supplier Portal, scroll to the 
bottom of the Coupa homepage, click on 
the language icon and select the required 
language.

Important:

You can update your information later, on the My Account Settings page.
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Company Profile
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When you first log into the CSP, you see an 
onboarding sequence that leads you through 
entering your company's information. After you 
complete the onboarding sequence, 
the CSP populates corresponding fields in your 
public profile.

Fill in your company information: company 
name, country, address data.

Click next to proceed.

Important:

You can update your information later, on the My Account Settings page. For more information on profile settings, please visit Coupa Compass. 
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https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers/coupa-supplier-portal/get-started-with-the-csp/profiles
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Merging accounts
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Your company may have more than one 
account/profile in the CSP. This can happen when 
several users from the same company register or 
are invited to the CSP through different email 
addresses.

Merge suggestions will be displayed on your home 
page, in the side panel on the right.

If you want to merge an account, click on the 
Request Merge.

Important:

Once approved, an account merge cannot be undone! 
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Merging accounts - continued
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Select who should be the merged account owner.

Enter the note for the recipient. Your request will 
need to be approved by the owner of the other 
account.

Send Request.

Important:

For more info about merging accounts, please visit Coupa Compass. 
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https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers/coupa-supplier-portal/set-up-the-csp/account-merges-and-customer-connections/manage-merge-requests
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Add users to your Coupa account
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Depending on your needs, you can create 
multiple users. Some user may be responsible 
for different customers or processes (for 
example order management or invoicing).

Go to Setup > Admin > Invite User

Fill the first name, last name and email.

Determine the permissions required for the user.

Click ‘Send invitation’

Important: 

For more information on permissions and user management, please visit Coupa Compass.
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https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers/coupa-supplier-portal/set-up-the-csp/users/manage-users
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Alternative registration method -
Creating CSP account from a PO email
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Missed your registration invite? No need to 
worry.

If you don’t have an account yet, you can create 
one directly from the  purchase order (PO) email.

Click on “Create Your Account”. You will be 
transferred to the account creation screen, as 
seen on slide 3.

Important: 

For more information on setting up the CSP, please visit Coupa Compass.
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https://compass.coupa.com/en-us/products/product-documentation/supplier-resources/for-suppliers/managed-travel-programs/set-up-the-csp


UNCLASSIFIED (PUBLIC)

THANK YOU


	Slide 1: Coupa quick guide for DHL GROUP suppliers
	Slide 2: Invitation
	Slide 3: Create Your Account
	Slide 4: Change languages
	Slide 5: Company Profile
	Slide 6: Merging accounts
	Slide 7: Merging accounts - continued
	Slide 8: Add users to your Coupa account
	Slide 9: Alternative registration method - Creating CSP account from a PO email
	Slide 10: Thank you

