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2 MyDHL* Contact Upload

INTRODUCTION

MyDHL* offers several ways to upload your sender and receiver information into your Address Book.

In addition to basic address information, you have the option to upload other defaults for your contacts,
including:

® DHL account numbers
® VAT numbers / Tax IDs
m Shipment references

m General notes

GETTING STARTED

The easiest way to upload your contacts into MyDHL" is to use the MyDHL* Upload option. For this, you will need to
download the template below.

Download MyDHL* Contact Upload Template

m This template contains all the fields that can be uploaded into MyDHL* and indicates in the column
headers which fields are required and which are optional.

A B C D
1 |Name{Required] lCcmpany{RequirEd} Mickname (Optional) Email Address 1 (Optional)
2 John Smith DHL Express John at DHL jsmith@companymail.com
3 Davelones ABC Ltd djones@abc.com

m Columns must not be deleted and the fields must be kept in exactly the same order to avoid upload errors.

®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 sample contacts appear in your Address Book
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.


http://assets.dhlmarketing.co.uk/downloads/MyDHL_Contact_Upload_Template.csv
http://assets.dhlmarketing.co.uk/downloads/MyDHL_Contact_Upload_Template.csv

MyDHL* Contact Upload

UPLOAD CONTACTS

1) To use the template provided, log into MyDHL*, go to Manage Shipments and select Address Book.
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3) Click Upload My File.
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Upload Contacts

Add contacts into your MyDHL+ Address Book using our handy upload options.

Acddrass accuracy matters in getting your shipments deliverad! Make sure your contact are comy ate and inciude all required orlgin and destination
details.
Upload My File Upload My File and Map to DHL Fields Create or Edit Upload Options for Future
i Tipe Map T g 10 our Adcresn Book, Cuick Tips in AN for futsn upsoacs. Quick Tips
Fily Lundohiras Flle Guidadnes 1or Maggag ke Gukdolires

4) Select MyDHL"* Upload .

Upload My Flle Upload My File and Map to DHL Fields Create or Edit Upload Options for Future
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5) Select File contains header columns and select Yes to truncate details that exceed field maximums. If any of your
data exceeds the field maximums and you don’t truncate it, the upload will fail.
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6) Click Upload and locate the file. Select the file and click Open.

MyDHL"* Contact Upload
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File name: MyDHL+ Contact Upload Template.csv

7) You will now see the uploaded file. Click Upload again.

Upiced Options
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8) Click Add Contacts to Address Book.
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You will see confirmation of the number of contacts that have been uploaded successfully.

Upload Contacts 3

Add contacts into your MyDHL + Address Book using our handy upload options,

Address accuracy matters in getting your shipments delivered! Make sure your contact addresses are complete, accurate and Include all required ofigin and destination
details.

An error report will be provided for any unsuccessful uploads, enabling you to correct those contacts and
upload them again.

Upload Contacts

ect your file anc

Add contacts into your MyDHL+ Address Book using our handy upload options,

Addrass accuracy matiers in getting your shipments delivered| Make sure your contact addresses are complete, accurate and include all required ongin and destination

For further guidance and other upload options, please review the File Guidelines and Quick Tips available in the
Upload Contacts section of MyDHL".



DHL Express (Hong Kong) Limited
Level 20

348 Kwun Tong Road

Kwun Tong, Kowloon

Hong Kong

{é;} Ready to ship? Get a quote from MyDHL*
g Call Customer Services on (852) 2400 3388
9 Find your nearest DHL ServicePoint

Valid: 08/2021

The information in this guide is correct as of
08/2021.

DHL reserves the right to amend or modify any of the
information at any time.

f DHL Express Hong Kong . DHL HK m DHL Express Hong Kong

@ DHL Express Hong Kong

R DHL Express &4


https://mydhl.express.dhl/hk/en/home.html#/getQuoteTab
https://mydhl.express.dhl/hk/en/locator.html
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