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2 MyDHL+ Shipment Upload Guide

Uploading shipments into MyDHL+ is quick and easy once you have imported and mapped a file
for the first time.

This guide will show you how to map your shipment data to the appropriate MyDHL+ fields and
save the mapping for future use. You will then see how easy subsequent uploads can be.

GETTING STARTED

The easiest way to mass upload shipments into MyDHL+ is to use the MyDHL+ Upload option.
For this, you will need to download the template below. There is also additional information that
will help you choose a DHL product code and country codes.

Download MyDHL+ Shipment Upload Template

Download MyDHL+ Reference Data Products Codes and Country Codes

This template contains the most commonly uploaded fields and indicates in the column
headers which fields are required. You can leave the other fields empty if you don’t have the
relevant information or they don’t apply.

B Columns must not be deleted and the fields must be kept in exactly the same order to avoid
upload errors.
A B C
Name (Ship FROM) (Required) Company (Ship FROM) (Required) Address 1 (Ship FROM) (Required)
Shipper name Shipper Company Shipper Address 1

m The template contains sample data and we recommend that you upload the sample file
before replacing it with your own data. This will allow you to check how the data appears in
MyDHL+ and familiarise yourself with the available fields.

When you save the template, keep it in .csv format. If you change the format, the upload
will fail.
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UPLOAD AND MAP A SHIPMENT FILE

1) To use the template provided, log into MyDHL+, go to Ship and select Upload a Shipment File.

Halp Conire English Eg

=mP P&, DHL Express

MyDHL+ Home | ship | Track

Create a Shipment

Manage Shipments €5} ViowPayBll W Brpmam Setirge My Frofln

Welcome to M Create Shipment from Past

Create Shipment from Favourite

Geta Rate and Time Quote : from Favourite Schedule a Plckup Create from Past My Shipments

Pasl 80 days of acfiity
REER Shipment Monitoring and Notifications > Saved By Me (30)
- Quickly and easily sea near real-ime shipment statuses! > View All Shipments

Order Supplies
Monitor Shipments
Create Reports
* Address Book Report
> Courier Report
> Detall Breakdown Report
In Transit Shipments 3
» Shipment Detall Report

View Al In Transit Shipments

» Shipmenl Summary Reporl

2) Onthe Upload a Shipment File page, select Upload My File and Map to DHL Fields.

—BSTE . DHL Express HapConrs  Englsn (1

MyDHL+ Home  Ship  Track  Manage Shipments €5} VWP Bl My Spmeal Selie AL My Protie

Upload a Shipment File

Creale shipments in MyDHL+ by using your own file. After uploading, you'll find your new shipments in Manage Shipments - where you can complele and print labels, or
edit and even save for later.

[ First time uploading a fila?

Select an Available Mapping Option I Upload My File and Map to DHL Fields I | Create or Edit Mapping Options

< Culek Tips

o Tulits: Dules Tips  DFL T el W . Chick Tips
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3) Now set the parameters for uploading your shipment file.

i Select an Available Mapping Option | Upload My File and Map to DHL Fields /

Upload your owr 1sing a predefined process. Quick Tips Map the figlds In your file to our Iabel and involce fislds. Quick Tips

You can:
+ Use the account number from your file or select another one

] Use from file

[v] Use Shipper Account Number(s)
from my file

Or, use this Account Number — for all
atiiprmnii i e Nie

. |¢ Field Delimiter @ Text Delimiter &

[+| File contains column headers

Select Character Set (select UTF-8 if unsure) @
| UTF-8 v

Select File

In this template the field delimiter is a comma and there are no text delimiters in the sample data.

SHIPPER ADDRESS AND ACCOUNT NUMBER

B [f you wish to replace the shipper address in the file, you can select a different
one from your MyDHL+ Address Book. This will apply to all shipments.

®  You can also choose a different account number from your accounts stored in MyDHL+. Again
this will apply to all shipments.

m If you don’t wish to change the shipper address or account number, leave the
boxes ticked.

FILE FORMAT

m  Specify the Field Delimiters and Text Delimiters used in your file, using the
Help <insertinfo icon> provided if necessary.

m Asthe sample file contains headers, tick File contains column headers.

m Leave the character set as UTF-8.
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4) Click Select File and locate the file. Select the file and click Choose/Open.

£ I~ E = Desktop 3 Q Sea

Favourites Today

B Recents il MyDHL - Upload a file Template.csv

ﬁ-\; Applications
@ Documents
Desktop

0 Downloads

@) Creative Cloud...

iCloud
& iCloud Drive

Laratinne

5) You will now see the uploaded file. Click Upload.

6) To ensure that your file uploads are always successful, select Not Sure.

MyDHL - Uplead a file Template.csv

| Cancel Upload

Note: The template you are using is a universal template that can be used for both Document and
Package shipments

File contains Package (non-document) shipments

()Yes () No| (® NotSure

To successfully upload and create shipments with this scheme:
» Map your file fields to MyDHL+ shipment fields
¢ Map all mandatory (Required) fields
» Map other fields to other available MyDHL+ shipment fields

* Add and reorder fields as needed

7) The column headers from the CSV file are displayed on the left hand side below.

8) You now need to map your fields on the left to the MyDHL+ fields on the right.
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All fields in the file must be mapped. NOTE: the wordings will be exactly the same between
each column.

¥ - Name (Ship FROM) (Required) > ¥ Add Field Remova
v & Company (Ship FROM) (Required) ¥ Add Field Remove
v & Address 1 (Ship FROM) (Required) ¥ Add Fisid Remove
v + Address 2 (Ship FROM) > ¥ Add Field Remove
4 ield Remove
v & Address 3 (Ship FROM) » Add Field
v 4 ZIPIPostal Code (Ship FROM) > ¥ add Eleid Remove
* 4 City (Ship FROM) (Required) > ¥ Add Fisld Remove

You can quickly search the list of available fields by starting to type the first word:
IMPORTANT: Providing you save the mapping (or ‘scheme’) before you process the shipments,
this exercise will only be required the first time you upload a shipment file. See next step.

+  Name (Ship FROM) (Required) > Name (Ship FROM) (Required) | Add Fietd Remove
* 4 Company (Ship FROM) (Required) Company (Ship EROM) (Required) [ Add Fisla Remave
* 4+ Address 1 (Ship FROM) (Required) Address 1 (Ship FROM) (Required) |J Add Field Remove
+ + Address 2 (Ship FROM) > g | Address 2 (hip FROM) | Add Field Remove
* 4 Address 3 (Ship FROM) > Address 3 (Ship FROM) |“ Add Field Remove
» & ZIP/Postal Code (Ship FROM) > ZIP/Postal Code (Ship FROM) iv Add Field Remove
v s City (Ship FROM) (Required) > City (Ship FROM) (Required) [ Add Field Remove
v - Name (Ship FROM) (Required) > Nam|

| Name (Ship FROM) (Required)
v 4+ Company (Ship FROM) (Required)
| Name (Ship TO) (Required)

¥ 4 Address 1 (Ship FROM) (Required)

Named Place of Destination
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9)  Give your scheme a name to save it for future use. Then select Process Shipments.

1 B3 Add Field

Name schema o sava for fulure use
Scheme 1

Process Shipments

10) Anerror report will be provided for any unsuccessful uploads, enabling you to correct those
shipments and upload them again.

Upload a Shipment File
2 Successful: 1 of 2 shipmen(s) created B © Faited: 1 shipmeni(s) not created

ot s | Tt

= Row 3 Invalid Country Code {Ship TO) Field 18

Create shipments in MyDHL+ by using your own file. After uploading, you'll find your new shi in M Shir - where you can complete and print labels, or
edit and even save for later

[ First time uploading a file?

Select an Available Mapping Option | | Upload My File and Map to DHL Fields Create or Edit Mapping Options

plaasel yousr con e e Chuick Tipy Chaick Tips Mag DHL fasdds st siavee o fubune ugilnads. Ouksk Tips

11) Your shipments can be accessed in Manage My Shipments where you can edit them if
needed. Otherwise, select all the shipments to be printed and then select Print from the

Actions option.
Manage My Shipments
Fiiter By a
|—M—y e =i Shipments Pending Action [~ ]
ﬁﬁtdomierkepoﬂ
| A pates. x)
Status (Showing All 2 TR | <o 5 | Updated Date (show newiest o oidest) ¥
Unsubmitted
X : o E .~ 1506843085  ShipmentDate  April 52019 Ship From Ship To
Unsubmitted Delivery Option ~ EXPRESS WORLDWIDE Test Shipper Company Test Receiver Company
Ready to Print Description Test Contents Test Shipper name Test Receiver Name
HOUMSLOW, Uniled Kingdom  MOSS, Norway
D - Export 1 Crealed By
S D B e
[] Show Only Favourites Showing - 10f 1 shipments
| Don't show hidden shipments T
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UPLOAD A SHIPMENT FILE
WITH EXISTING MAPPING

Once you have followed the steps above and saved the scheme, you can quickly and easily upload
future files.

1) Onthe Upload a Shipment File page, click Select an Available Mapping Option.

—EFfFE._ oH Express Hoip Conire English gg

MyDHL+ Home  Ship  Track  Manage Shipments £5) VWP Bl My Shipmeal el AL My Botie
Upload a Shipment File

Creale shipments in MyDHL+ by using your own file. After uploading, you'll find your new shipments in Manage Shipments - where you can complele and print labels, or

edit and even save for latar.

[ First time uploading a file?

I Select an Available Mapping Option I | Upload My File and Map to DHL Fields | | Create or Edit Mapping Options

= Ouick Tips Mg B Pl s yesre Ml b et lalasl sd Ml Qules Tips 2 OHL T el e ¢ Pttt Ll Quick Tips

2) Select your scheme name from Upload Options and set the parameters for your upload file.

Select an Avallable Mapping Option

e using a predefined process. Quick Tips

Upload Options
Scheme 1 v

You can:

* Use the account number from your file or select another one

& Use from file
Or, use this Shipper Address (Ship FROM) — for all shipments in the file

| Use Shipper Account Number(s)
from my file

Or, use this Account Number — for all
shipments in the file

| File contains column headers

Select Character Set (select UTF-8 if unsure) @
UTF-8 v

Select File
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3) Selectyour file, Upload it and then Process Shipments.

MyDHL+ Upload a file Template.csv
‘ Cancel Upload

MyDHL+ Lipioad a fe Tenpkate csv & Daleta
161K8

Process Shipments

ELECTRONIC SHIPPING SOLUTIONS
HELPDESK

For assistance with shipment file uploads, call our technical support team on
0844 248 0521 or email essuk@dhl.com.






