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Viewing purchase orders via 
Supplier Actionable Notifications (SAN) 
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Important:
Any vendor with an email address on record will receive the SAN notifications.
You don’t need to log into CSP to view, manage or invoice your PO.
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Every time DHL GROUP issues an order for 
you, you will receive an email notification.

It will consist of the PO header…

…and the PDF PO copy.

Please take note of the contact person 
responsible for your order.
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Viewing purchase orders via 
Supplier Actionable Notifications (SAN) continued…
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Important:
DHL GROUP does not allow their suppliers to initiate order changes. If a PO change is needed for your order, please get in touch with the contact 
person shown on the PO copy. You can use the comment function (see slide 8). 
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Select “Manage Order” to see 
the order details, such as General 
Info,  Shipping address and Line 
details.

We recommend that you 
acknowledge each received 
order. In this way you can let us 
know that you took notice of the 
incoming order.
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Viewing purchase orders via 
Coupa Supplier Portal (CSP)
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In CSP, you can view all the Purchase 
Orders received from all your customers.

Click on the Orders tab on the main menu. 
The Orders page with the Purchase 
Orders table appears. 

From the Select Customer drop-down list 
in the top right corner, select the DHL 
GROUP entity.

Click on the PO number, to see the PO 
details.
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Important:

When you visit the page again, it shows you the POs from the customer you selected last time.
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Initiating PO change - Coupa Supplier Portal (CSP)
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Important:
Change requests will need to be approved by DHL Group before taking effect! 
Until your changes are approved, the current PO version is legally binding.
It’s always a good idea to align the change request with the PO owner. Feel free to use the comment (chat) function (see slide 9).
It is not possible to change the price of items originating from a catalog!

Suppliers can initiate a change of the following fields on the 
Purchase Order:

• Price
• Quantity 
• Delivery Date 
• Attachments
• Request PO cancellation/Delete PO line

Select the PO you would like to change.

Scroll to the bottom and select “Request Change”

Modify the required field(s).

Select the reason for change.

Submit Change Request 
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Initiating PO change - Coupa Supplier Portal (CSP)
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Important:
Change requests will need to be approved by DHL Group before taking effect! 
Until your changes are approved, the current PO version is legally binding.
You will also receive a notification once your PO change request has been approved or rejected.

Once the change order request has been submitted, it will 
need to be approved by DHL Group. You can recognize a 
change order request is pending approval on the PO header 
level.

To view the request’s status, click on “View pending change”.

You will be able to see the change details.

To see the overview of the Purchase Change orders,
Select “Order Changes” in the Orders tab.

You will be able to see the overview of all changes
and their statuses.

Status will show as ‘Approved’, when the changes
have been approved by DHL Group.

Please be aware that if your request is rejected, the 
change status will be shown as ’draft’.  
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Purchase Order Status in CSP
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Something is wrong with the PO. Contact your customer to get the PO back on track.

Status Description

Buyer Hold

Cancelled

Closed

Currency Hold

Error

The PO is approved but requires DHL GROUP to review it.

The PO is cancelled and does not need to be fulfilled.

The issued PO was received and then closed, either manually or automatically within Coupa.

The PO is on hold due to a currency exchange rate issue.

The PO was approved and sent to you.
Issued

The PO is closed but can be reopened. You cannot invoice against a PO in this status.
Soft Closed
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In some cases, DHL GROUP does not know the exact price of 
an item. The example could be configurable items or 
services. In such cases the buyer can use an automated form 
to create a zero-price PO and supplier can add the pricing 
themselves.

Supplier receives notification for the PO and clicks on the PO 
link to open the PO in CSP. Please note the price is 0.00.

Supplier clicks on Request Change on the PO.

Automated form – zero price POs (within Coupa Supplier Portal)
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Important: 
Supplier needs to be registered to CSP and linked to the DHL GROUP vendor master.
We will always align beforehand with each supplier to check if they are willing to participate in the automated form process.
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Supplier enters the updated price and the Change 
Reason.

Supplier clicks on Submit Change Request.

The PO Change will need to go through approvals 
before the change is applied.

Automated form – zero price POs
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Important: 
Supplier needs to be registered to CSP and linked to the DHL GROUP vendor master.
We will always align beforehand with each supplier to check if they are willing to participate in the automated form process.
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Comment function
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A comment function can be used for communication 
with the requestor in case any clarifications are needed. 

It can also be used for sharing price quotations. 

Open your Purchase Order and scroll down to the 
comments sections. In the comment box, enter the 
comment. You can address a specific user by entering 
@ and typing their name.

Click “Add File” to add a document to your comment.

Click “Add Comment” to send.

The requester will be notified of your comment. The 
response will be visible directly above your comment.
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Important:
If you need urgent communication, contact your customer directly.
Tip: Comment function is available for catalogs and invoices as well.
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THANK YOU
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