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INTRODUCTION

The easiest way to transfer your MyDHL* contacts in the address book from one MyDHL"* account
to another is to use the MyDHL* Address Book Download and Upload option. This is useful for an

easy and seamless process of transferring your contacts.

STEP 1:

Login to MyDHL*, go to Manage Shipment and select Address Book.
—BPSFE . DHL Express HelpandSupport Findaiocaton | Q  Engiish (o

Home Shp  Track |Manage Shipments|@ VewPay B8 Wy ShomntSatngs 3, My Prote

Welcome to MyDHL
All Shipments Shipping Today (6) Discount Dashboard

@
My Pickups Ready to Print (8)
My Shipments

Past 90 days of ackvily

Create a New Shipment Address Book View All Unsubmitted
Reports

> Saved By Me (23)

Counlry/Tesilory > View All Shipments

@ Singapore Emily Loh (

@

1 Tai Seng Drive, Singapcre 535215)

Track

Counhy/Tertiiory To

Strect acdress, city, postal code. country

Monitor Shipments Track
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STEP 2:

In the Address Book, click on the checkbox on the left side of the screen to select and
download all contacts.

Address Book

B Address Book Mailing Lists

IAII v ” Search ]-
E Nickname v Name Address City Country 0‘
| Edi Copy Create Shipmerd
2 tesimy? testmy? TEST3 JOHOR Malaysia
%
Edt Copy Delkete Create Shipment

STEP 3:

Click on Actions > select Download Selected.

Address Book

B Address Book Mailing Lists

© Delete Selected

i Name Address City Country o4 ‘

LD

Select all 1 addresses

| Edit Copy Create Shipment
@ festmy2 testmy2 TEST3 JOHOR Malzaysia
Edit Copy Delets Create Shipment
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STEP 4:

The below pop-up will appear. Click on “OK” to proceed.

©

How would you like your CSV file?

|¥ Fieid Delimiter | ‘ Text Delimiter

This will download your address book in CSV format to your PC.

Recent download history

n address-book-22-04-2024-01-22-51.csv

Full download history 4
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STEP5:

From the other MyDHL"* account, go to Manage Shipments and select Address Book,

then select Upload Contacts.

Address Book

[ Address Book Mailing Lists

| S Q. Dispiay | 10 (1] (2] .. [132] >

|

‘D Nickname » Name Address City Country 0“
# 937098 -1 Test 3400 INDUSTRIAL PARK DR HOUMA S e

Edit Copy Deiele Craste Stipment

STEP 6:

Click Upload My File.

Upload Contacts

details.

Add contacts Into your MyDHL+ Acdress Book using our handy upioad options.

Address accuracy matters in getting your shipments delivered! Make sure your contact addresses are complete, accuraie and include all required origin and destination

[ Upload My File

| Upload My File and Map to DHL Fields

] | Create or Edit Upload Options for Future

your V] 8 pre

" Map the fiekds m yous Tie 1o our Address Book Quick Tps

File Guideines Fide Guidelines for Mapping

Map DHL fields and save for future uploads Quick Tips:

File Guideiines
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STEP 7:

Select MyDHL* Upload.
=B PPE, .. DHL Express Helpand Support Findalocation | QU English [omE
Home Ship  Track  Manage Shipments &2 ViewPay £ My Shipmant Setings § by Profie

Upload Contacts

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

Aadress accuracy matters in getting your shipmenis delivered! Make sure your contact addresses are complete, accuraie and include all required onigin and destination
details

Upload My File Upload My File and Map to DHL Fields Create or Edit Upload Options for Future
¥ ! o fins Quick Tips ! ] ) 1 t Quick Tips Mag 4 1 l Queex Tips

File Guideines Fie Guideines for Magpng File Guidefines

Upload Options

Seiect One v
Select One

MyDHL+ Upload

STEP 8:

Select File contains columns headers and select Yes to truncate details that exceed
field maximums.

Change the Field Delimiter to “” then click Upload.

‘ Upload Options
MyDHL+ Upload ~

! File contains column headers

Do you want to truncate any details that exceed field maximums? @
El
If your file contains duplicate people do you want to: @

Ignore - do not upload duplicates b

W
Field Delimiter Text Delimiter

Select Character Set @
UTF-8 v

Upload
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STEP 9:

Locate and select the downloaded address book file, then click Open.

> Downloads

Organize v New folder

Ming Chiang - Name Date mc

» Pictures - Today

2 address-book-22-04-2024-01-22-51.csv 22-Apr-)

Downloads

@ Music

¥ Videos

File name: i;.3ddrr:55-book-?.2-04-2024-01-22-51.( v \ !Custom Files (*.text™.bet; " xslg* j

Cancel |
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STEP 10:

Click the green Upload button.

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 origin and destination

| ‘ Create or Edit Upload Options for Futurs

details.

Upload My File Upload My File and Map to DHL Fields
Upload your own file using a predefined process_ Quick Tips Map the fields in your file to our Address Book. Quick Tips
File Guidelnes File Guidelines for Mapping

Upload Options
MyDHL+ Upload v

] File contains column headers

Do you want to truncate any details that exceed field maximums? @

M Yes

If your file contains duplicate people do you want to: @

Ignore - do not upload duplicates v

‘ v Fiald Delimiter | ‘ Text Delimiter

Select Character Set @
UTF-8 ¥

address-book-22-04-2024-01-22-51 csv

Cancel ] Upload

STEP 11:

Click Add Contacts to Address Book.

Upload Options
\ MyDHL+ Upload v ‘

{] File contains column headers

Do you want to truncate any details that exceed field maximums? @
] Yes

If your file contains duplicate people do you want to: @

‘ Ignore - do not upload duplicates v
S— S
‘ . ‘ Field Delimiter ‘ ‘Text Delimiter
Select Character Set @
|utFs v |
address-book-22-04-2024-01-22-51.csv © Delete
073 KB

Map DHL fields and save for future uploads. Quick Tips

File Guidelines

Add Contacts to Address Book
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STEP 12:

All done! You will see a confirmation of the number of contacts that have been successfully
uploaded

Upload Contacts Lo

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 ail required origin and destination
details.

Upload My File

Upload My File and Map to DHL Fields

Create or Edit Upload Options for Future

Upload your own file using a psedefined process Quick Tips

File Guideines

Map the fields In your file 1o our Address Book Quick Tips

Fifie Quidelines for Mapging

Map DHL felds and save for fuhae uploads. Quick Tips

Fie Guidelines

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

Upload Contacts

o 1 Contact(s) Failed
1 not uploaded

View emnor delails, then corredt your fiie and upload again

Download Details

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

Adaress accuracy matiers n gefting your shipments delivered! Make sure your contact adaresses are complete. accurate and inciude all required onigin and destination
details.

Upload My File |

Uploaa your own file using a predefined process. Quick Tips

Upload My File and Map to DHL Fields

Map the fesds in your Se to our Adaress Book Quick Tips

| | Create or Edit Upload Options for Future

Map DHL #e%0s and save for future upioaos. Quick Tips

File Guiceines File Guidelnes for Mappng Fite Guidefines




CONNECT WITH US

DHL Keells Pvt Ltd — Sri Lanka

& Ready to ship? Get a quote from MyDHL-
= Call Customer Services on +94 114 798 600 or Technical Support Helpdesk on +94 114 798 620
Q@ Find your nearest DHL Service Point

The information in this guide is correct as of 07/2025.

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

DHL Keells Pvt Ltd - Sri Lanka X


https://mydhl.express.dhl/lk/en/auth/login.html
https://mydhl.express.dhl/sg/en/shipment.html#/rate-and-quote
https://mydhl.express.dhl/lk/en/locator.html

