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Ingredients

Computer

Internet connection 
to access the 

Direct Supplier Portal

Email address for 
receiving orders

Adobe Acrobat version 
7 (or higher) to view 
delivery	dockets.	

Free	download	from	 
www.adobe.com

Printer to print  
delivery	dockets

Internet Explorer version 6  
(or higher) preferred.  

The Direct Supplier Portal will  
also	work	in	other	modern	
browsers	e.g.	Firefox,	Safari.	
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Document Management menu

STARTERS
Log In
1 Preheat your computer.

2 When there’s a new order for you from Coles, 
you will receive an email in your email program 
to no  fy you. 

3 In the email, click the link and you will be taken 
to the Direct Supplier Portal. 

TIP You can also access the Direct Supplier Portal 
via www.supplierportal.coles.com.au/dsd. 

4 To login enter your Organisa  on ID, User ID and 
Password. These creden  als are generated by 
Coles and sent to you via email. 

5 Tick Save Login Details to have the Portal 
remember you next  me you login. 

6 Click Login.

7 When you login for the fi rst  me you will be 
prompted to change your password. Choose a 
secure password between 6 and 20 characters that 
includes upper case le  ers, lower case le  ers and 
numbers, e.g. XxxNnn478. You’ll also need to accept 
the Portal’s terms & condi  ons.

8 A  er successfully logging in, 
the Home page opens, with 
the Document Management 
menu, news and other general 
informa  on.

TIP You can get back to the Home 
page any  me by clicking Home 
on the top right of the screen. 

6

4

5

www.supplierportal.coles.com.au/dsd
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View a Purchase Order
1 A  er logging in to the Direct Supplier Portal click Inbox to see a summary of all the purchase orders you’ve 

received from Coles Supermarkets.

2 To print your purchase orders or save them to your computer as PDF fi les,  ck the box on the le   next to the 
Document Number, then click Print.

TIP All columns can be sorted in ascending or descending order with the column arrows. 

3 Click on a purchase order (Document Number). This takes you to the Customer Order screen displaying the 
purchase order line items.

Inbox Purchase orders  

If the order is ac  ve (new) or has been invoiced The store that placed the order

2b

1

2a

Line items

Buyer, ship to and bill to address details

3
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Process a Single Purchase Order
1 A  er logging in to the Direct Supplier Portal click Inbox, then click on a purchase order (Document Number).

2 From the Customer Order screen click Add to Invoice, and the Invoice screen appears.

3 Enter the Invoice Number generated in your accoun  ng so  ware, e.g. Quickbooks, MYOB, SAP, etc.

IMPORTANT Invoice numbers must be unique and 16 characters or less.

4 Enter a Delivery Docket number, either one generated from your system, or just enter the invoice number 
again. You need to enter a number in this fi eld to be able to print the delivery docket.

MAINS

118
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5 If you don’t have the full quan  ty in stock of a par  cular item, and need to change the quan   es/weight, you 
can change the number in the Quan  ty fi eld to match what you have available. Quan   es can only be reduced, 
not increased, except for items measured in kilograms, where you can adjust the amount slightly up if needed. 
If you cannot supply a line item at all, enter 0 in the Quan  ty fi eld. 

IMPORTANT To ensure invoices are processed effi  ciently, it is cri  cal to adjust the invoice quan   es to match 
what you are delivering.

6 Validate that the Unit Price is correct for each item and update if needed. If you have any queries regarding Unit 
Price, contact your Coles Category Manager.

7 Click Calculate Totals to update the total value of the invoice.

8 Click Save, regardless of whether you adjusted quan   es.

9 Click Print Delivery Docket to print two copies of the delivery docket; a store copy, and a driver copy. These 
must be sent to the store with your delivery. This Delivery Docket contains the correct order number, so it can 
be matched back to the Purchase Order by the store.

10 Click    in the PDF viewer to print these out and then click     to close the window. 

11 Click Send then OK to transmit the invoice to Coles, confi rming that you are going to fulfi l the order.
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Print Invoices for Your Own Records
A  er sending invoices electronically to Coles, they will appear in the Sent folder in the Document Management 
menu. You can print them from here.

1 Tick the box on the le   next to the invoice number.

2 Click Print to generate a PDF copy which you can then save or print.

 

Export Your Data
IMPORTANT The Direct Supplier Portal retains your purchase orders and invoices for three months only. You 
must make sure you save backup copies of them locally (on your computer) before they are purged from the 
Portal. We recommend doing this once a month. Once a purchase order has been purged from the Portal a 
corresponding invoice cannot be generated. You need to ensure that all purchase orders are processed within 
3 months.

As a reminder, one week before a document is automa  cally deleted from the Portal, you will see a yellow 
Document Dele  on fl ag next to it, and 24 hours before dele  on, you’ll see a red fl ag. 

To save purchase orders locally you can Export/Download them from the Inbox. Whereas, to save invoices 
locally you can Export/Download them from the Sent folder. The steps for both are outlined in this sec  on. 

2

1
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1 A  er logging in to the Direct Supplier Portal click Inbox. 

2 Tick the boxes to the le   of the specifi c purchase orders (Document Numbers) you wish to export.

NOTE If you want to export all your purchase orders,  ck the “Select All” box to the le   of the Document 
Number column heading. This will only select the fi rst 100 purchase orders in your Inbox. If you have 
more than 100 purchase orders, you’ll need to navigate to subsequent pages of the Inbox and repeat 
the Export/Download. 

3 Click Export/Download and select the fi le type you prefer then save it locally:

• EDIFACT fi les can be loaded directly into accoun  ng applica  ons or other so  ware solu  ons that have 
the ability to process an EDI D01B_ORDERS message (if unsure, check with your IT department).

• MincomCSVLITE fi les can be used in spreadsheet applica  ons or can be loaded directly into your 
accoun  ng applica  on.

4 To export your invoices, click Sent in the Document Management menu. 

5 Tick the boxes to the le   of the specifi c invoices you wish to export.

6 Click Export/Download and select the XML fi le type then save the fi le locally. XML fi les can be viewed later 
using an internet browser, for example Internet Explorer, Safari or Firefox.

2
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Batch Process Mul  ple Purchase Orders ADVANCED
If you receive many orders each day, manually processing them one at a  me could be  me-consuming. 
Instead, you can export the list of purchase orders and then import that list into your company’s accoun  ng 
so  ware, e.g. Quickbooks, MYOB, SAP, etc. Within your accoun  ng so  ware you can generate invoice numbers 
for each purchase order, update item quan   es, and prepare a fi le ready for loading back into the portal. When 
you upload this fi le to the Direct Supplier Portal your invoices are processed and sent to Coles in a batch. Doing 
this batch processing means you don’t need to adjust and invoice each purchase order individually in the Portal. 
This is an advanced process and you may need to refer to your accoun  ng so  ware documenta  on or EDI 
Solu  on Provider for addi  onal guidance.

IMPORTANT Documents you upload must be in a specifi c format – Coles CSV or EANCOM Invoice. 
Templates and samples of these can be downloaded from the Coles Supplier Portal via 
www.supplierportal.coles.com.au/dsd. The uploaded fi le needs to be in exactly the same structure and format 
as defi ned in the templates otherwise your invoices will not be uploaded to the Portal or transmi  ed to Coles.

1 First Export/Download a list of purchase orders (see Export Your Data).

2 Then import this list into your company’s accoun  ng so  ware. 

3 From your accoun  ng so  ware, generate an invoice for each purchase order as usual, and then export and save 
that list to your computer.

4 To import the list of new invoices into the Direct Supplier Portal, from the Document Management menu click 
Upload Document and the Upload Document screen appears.

7

5
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1 Select the Document Type: Invoice Batch.

2 Select the Document Format you prefer, either Coles CSV or EANCOM Invoice.

3 Enter Your Reference Number. 

•  If your upload is Coles CSV format, Your Reference Number should be today’s date in the format yyyymmdd 
– e.g. 20110826. This allows you and Coles to search for the batch later, if required.

• If your upload is EANCOM Invoice format, Your Reference Number should be the interchange control 
number, which is part of the document format standard. 

Be sure to keep a record of the reference number every  me you perform a batch upload, in case you need to 
track it later.

4 Click Browse to locate the list of new invoices that you exported from your accoun  ng so  ware and click Open.

5 Click Validate Document to verify that the syntax and content of your invoice is valid.

6 A  er clicking Validate Document, the valida  on successful screen will appear. Click Yes and all selected invoices 
will be transmi  ed to Coles, confi rming you will supply those orders.

7 If you are using bulk upload, you s  ll need to provide a delivery docket containing the Order Number with each 
delivery. Please refer to the “Coles Delivery Docket Guidelines” document available on the Coles Supplier Portal 
www.supplierportal.coles.com.au/dsd. 

10
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Administrator Tasks
The primary Direct Supplier Portal user for each organisa  on is the “Administrator”. The Administrator 
can manage mul  ple Portal users, set up folders and update contact details.

Set User Permissions
1 A  er logging in to the Direct Supplier Portal expand 

the Administra  on menu below the Document 
Management menu. If you are not an administrator, 
you won’t be able to see this menu.

2 Click User Groups, and then click Create.

3 Enter a User Group Name e.g. Accounts, Warehouse, Management, Reps, Owners.

4 The Available Permissions list appears on the right. Allocate permissions by highligh  ng the relevant 
permission and then clicking the arrow to move it into the Current Permissions List. A list of permission 
defi ni  ons  is available to download from the Coles Supplier Portal.

5 Click Save and your new group will be added to the User Group list. 

2

4
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Add a User
A  er se   ng user permissions by crea  ng User Groups (as above), you can add new users.

1 In the Administra  on menu, click User Account.

2 Enter the new user’s details; the User Id and User Name should be iden  cal, the Email Address needs to 
be valid, and the Password must be between 6 and 20 characters. Remember, the new user will be asked to 
choose a new password when they fi rst login.

3 Then select the User Group that applies to the new user and click the le   arrow to add the group from All User 
Groups to the Member list. 

4 Click Save and you have now set up a new Direct Supplier Portal user, and allocated them to a User Group.

Add a Folder
If you receive many orders per day, crea  ng folders can make it easier to organise your documents. As an 
administrator you can add or delete folders.

1 In the Administra  on menu click Manage Folders. 

2 Click Create, and then enter a new folder name e.g. Exported.

3 Click Save and the new folder will appear under the Document Management menu.

4 A  er crea  ng a new folder, Move Document To appears at the 
top right of the screen, with a drop down list of your folder(s). 4

2

3
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Update Your Organisa  on’s Details
As an administrator you might need to update your business’ informa  on; company name, address, ABN, 
contact person, phone number, and the email you want new purchase order no  fi ca  ons to be sent to.

1 In the Administra  on menu click Partner Confi gura  on.

2 Select the second heading tab called Partner Contact.

3 From here, you can manually update your business’ informa  on.

4 Click Save and your details are updated in the Portal. You also need to no  fy the Coles eCommerce Support 
team of your new details so they can update all of Coles’ systems.

2

3

Thank You and Bon Appé  t!
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Notes
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