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General information about the Supplier Portal
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What is a Supplier Portal?

With this function, you can authorize your suppliers and business partners to order fee-based pickups of up to 10 parcels or bulky goods per 
day and pickup address at your expense.

It is not necessary for the authorized company or person to be a DHL Paket business customer themselves. The execution of the pickups is 
carried out by paid service „Einzelabholung mit Etikettendruck“.

How is the set-up done?

You can do the set-up yourself in the Post & DHL Business Customer Portal after activation by DHL, using the following three steps :

1. Activate and save the Supplier Portal under „Einstellungen (Settings)“

2. Set the recipient address and the corresponding billing number as an address book entry under „Einstellungen (Settings)“ 

3. Enter e-mail address of the supplier and send access data

How can suppliers order pickups?

Please inform your suppliers in advance that you would like to have pickup and parcel shipping via Supplier Portal. The access data for this 
will be sent to your suppliers by e-mail after execution of set-up step 3 (see above).

The order is placed via a secure website, access to which is secured by access code.  
For login, the postal code of your place of reception must always be entered in addition to the access code.
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Login to Post & DHL Business Customer Portal 
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Please log in to the Post & DHL Business Customer Portal with your access data and select “Einstellungen (Settings)" in the "Pickup" function.

https://geschaeftskunden.dhl.de   
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Set-up (1/3) – Activate function Supplier Portal
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Under tab „Lieferantenportal (Supplier Portal)“ please activate by check mark, then optionally enter a notice text for the supplier website and 
“Speichern (Save)" (→ Activate selection and "Save"). This generates the address of the website (URL) (1) and the code for logging in to your 
Supplier Portal (2).

1
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Set-up (2/3) – Activate function Supplier Portal
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• Enter the e-mail addresses of your suppliers directly below and press the “E-Mail versenden (Send e-mail)" button (→ enter e-mail address 
and "Send e-mail") in each case. That is how to send URL and access code to your Supplier Portal to the supplier (1). ATTENTION: Code and URL 
are the same for all suppliers. Please do not generate new codes or new URLs! This locks everything.

• The supplier sees the login page when clicking on the link (URL). He can log in to your Supplier Portal using the postal code of the receiving 
location and the access code sent out (2).

1
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Set-up (3/3) – Address book entry for the Supplier Portal 
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Create new entry for receiving address(es) in the address book or edit existing entry(s). (1) (Abholen → Einstellungen → Adressbuch)

• Define address as receiving address for Supplier Portal by check mark in each case (2) (Eintrag bearbeiten → Auswahl aktivieren)

• Select billing number in the drop-down (3) (mandatory Verfahren 08) and assign by „Speichern (Save)“.

2
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Deactivate Supplier Portal
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How can previously authorized suppliers have their access to the Supplier Portal revoked?
Only the entire Supplier Portal can be deactivated at a time. This is done by „Neue URL generieren(Generate new URL)“, „Neuen Code vergeben (Generate 
new code)“ and „Speichern (Save)“. Then the previous access code and the URL of the login page lose their validity and are regenerated. After that, the 
newly generated URL and code must be sent to all authorized suppliers again.
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Supplier‘s view – use function Supplier Portal
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The supplier opens the Supplier Portal login page and can log in using the postal code of the receiving location and the access code that was sent 
out (1). Then the supplier order mask appears (2) with selection of the pickup date, quantity specification of the consignments/bulk goods to be 
collected and the details of the pickup address. An e-mail address for notifications and a customer reference can be optionally recorded.

1 2
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View pickup orders from suppliers
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Where can pickup orders from suppliers be viewed?

At your business customer EKP’s „Abholen (Pickup)“ → Auftragsverwaltung (Order management) all supplier orders are traceable in the list form or in 
the calendar view.
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View and export supplier pickup orders
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How to view and export pickup orders from suppliers?

At „Abholen (Pickup)“ → Auftragsverwaltung (Order management) (list format) you can e.g., search for a customer reference, narrow down by date, 
filter by pickup status or by billing numbers. The result list/selection can be exported as a CSV file.
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