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Registration : Step 1
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Open your web browser and go to: https://gosource.dpdhl.com

Please ensure that this is the 
first time that you will be 
registering to GoSource. Per 
company only one registration is 
allowed.
It is possible to set up several 
users under one registration.

Click on „Click here to 
Register“. A new page 
will open up.

https://gosource.dpdhl.com/
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Registration : Step 2
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Read the Terms of 
Usage for GoSource 
carefully. It is possible 
to download the 
“Terms of Usage for 
GoSource “ in PDF 
format in the language 
of choice

Select “I agree” and 
click on  “Next” to 
continue with the 
registration

If needed the language 
can be changed here
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Registration : Step 3
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Enter your company 
and user details and 
click on save

Please note that the user 
entered here will be the 
main user/administrator 
for your company. After 
activation of your 
registration you can enter 
additional users
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Registration : Step 4
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Provide your 
answers to the 
Supplier Basic 
Profile Questions, 
select “Yes” if you 
are a small or diverse 
supplier in the USA 
and click on “Save & 
Continue”
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Registration : Step 5
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Provide your 
answers to the 
Supplier Diversity 
Verification 
Questions and click 
on “Save & Continue”
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Registration : Step 6
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Attach applicable 
certificate, provide 
certificate expiration 
date, and click on 
“Save & Continue”
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Registration : Step 7
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Please select the applicable 
category/categories for the 
product/service you provide by 
ticking the box and clicking on 
“Confirm” button. 
You can select more than one 
category.

If you are not sure which 
category to select, please get in 
touch with your DPDHL 
Procurement Contact or send an 
e-mail to GoSource@dpdhl.com
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Registration : Step 8
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You will see the registration 
confirmation on the screen and you 
will receive a confirmation e-mail. 

DPDHL GoSource team will evaluate 
your registration. Your activation might 
take up to 3 working days.

Once your registration is activated you 
will receive another e-mail notification

The e-mails will be sent from 
corporate-procurement@dpdhl.com

Please ensure that these e-mails are 
not filtered as junk and please do not 
reply to these e-mails.

mailto:corporate-procurement@dpdhl.com
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Login
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Once you receive the confirmation on the 
activation of your registration, please click 
on the link in the email

Enter your username (a reminder of this is 
in the email), then set a new password 
and click Submit
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Navigation and Main Dashboard
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On the main dashboard you 
see the Portlets with links to 
different modules of 
GoSource and summary 
information on your activities 
within the tool

By clicking on the icons you can 
access different modules: 
Dashboard, Projects, 
Organisation Profile, File 
Sharing and User 
Administration

Here you can access and change 
your user details (e.g. User name, 
password, e-mail address, time 
zone and language settings)
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User Management 1
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If you are the main user of your organization you can set up 
additional users, user roles and divisions for your 
organization.You can then assign the users you have created 
to the divisions and give them different roles.
e.g. Mr. X can be responsible for RFQs where as Ms. Z for 
Auctions and Ms. Y for  User Administration

The user Management 
module gives you the 
flexibility to set up users per 
division to reflect your 
subsidiary/ site structure

Start with creating the user roles 
and divisions that you would like to 
have so that you can assign these to 
the users that you create

1. Step Create/Define division if necessary

2. Step Create/Define user roles (sets of rights)

3. Step Create user accounts for colleagues

4. Step Select default users if necessary



PLEASE INSERT CLASSIFICATION HERE

User Management 2
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Select either user, user role or 
division depending on what you 
would like to create by clicking 
on the tab and click on Create.

Enter the user details, select the 
role and the division that you would 
like to assign and click on save
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Organization Profile
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In order to maintain your 
organization details, open 
the „My Organization 
Module“ and ensure the data 
provided is correct and up-
to-date. The invitations for 
Rfx will be send to the e-mail 
address provided here.

Select the area that you 
would like to maintain 
and complete as many 
profile questions as 
possible.
Click on Edit to make your 
entries
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File Sharing
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In the File Sharing Module, you can 
find documentation and manuals 
which might be useful for you. The 
documents/attachments are 
organized under different 
directories. It is posible to conduct 
a search to find the needed 
document.
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Projects - RFIs, RFQs and Auctions 1
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Projects act as a container for so called 
objects which can be RFIs, RFQs or 
AuctionsBy clicking on the module selector 
Projects you can access the different 
objects and also the details of the projects 
you have been involved.
Under project Details „My Project Objects“ 
shows the RFI, RFQ or Auctions created 
under this project that you have been 
invited to take part.

Please ensure to check Project 
Attachments area as there might be 
very important instructional 
information provided to you by DPDHL.
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Projects - RFIs, RFQs and Auctions 2

DPDHL Group | Diverse Supplier Registration Guide | Bonn | May 2021 18

From the Projects Module, you 
can also access the RFx‘s and 
Auctions that you have been 
invited to. 

If you are not the main 
user/administrator of your 
organization, you might not have 
access to all RFx that your 
organization have been invited 
to. If you do not have access to 
an RFX that you need to work on, 
please get in touch with the main 
user of your organization to 
check the rights which have been 
assigned to you.
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Projects - RFIs, RFQs and Auctions 3
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When you click on All RFQs a list of 
all RFQs that your orgaization have 
been invited to (given that your 
user has the rights to see) will be 
shown. You can filter the results 
e.g. search by RFQ code, status, 
closing time etc.
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THANK YOU
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Do you have GoSource or Sourcing related questions? 

Send an e-mail to GoSource@dpdhl.com

FOR INTERNAL USE

mailto:GoSource@dpdhl.com

