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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.
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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
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STEP 3:

Click on Actions > select Download Selected.

Address Book
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STEP 4:

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

[ X)

How would you like your CSV file?

. [** Field Delimiter Texi Delimter

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

Recent download history
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Full download history 4
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STEP 5:

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

then select Upload Contacts.

Address Book

[ Address Book Mailing Lists
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STEP 6:
Click Upload My File.

Upload Contacts

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, accurate and include all required origin and destination

details.

I Upload My File ] I Upload My File and Map to DHL Fields l | Create or Edit Upload Options for Future
YOUT GN 15 WS @ PIE process ; Wap the fields n your fie 1o our Address Book Quick Tps Map DHL fields and save for future uploads Quick Tips:

Fiie Guideines File Guidelines for Mapping File Guideiines
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STEP 7:
Select MyDHL* Upload.

=B PTE, . DHL Express Helpsnd Support Findalocation | Q  English (o

Home  Ship  Track  Manage Shipments & ViewPay 8§ My Shipment Setings 8 By Profie

Upload Contacts

Ada contacts into your MyDHL+ Address Book using our handy upioad options

Aadress accuracy matters in getting your shipments delivered! Make sure your contact addresses are complete, accuraie and incluge all required ongin and destination

details
Upload My File Upload My File and Map to DHL Fields Create or Edit Upload Options for Future
pload v P finea o Quack Tips P i 4] ur \ | ¥ Quick Tips Mag 4 Al ? Queex Tips
File Guideines Fie Guideiines for Mapping File Guidelines
Upload Options
Seiect One v

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 v

EIE contains column headers

Do you want to truncate any details that exceed field maximums? 6
es

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

Ignore - do not upload duplicates v
P .
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 « New folder

Ming Chiang - Name Date mc

l

& Pictures - Today

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

Downloads

@ Music

# Videos

File name: ;address-book-22-04-2024-01 -22-51.c ~ \ [Custom Files (*.text:* txt:* xslit? 1
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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

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 predefined process. Quick Tips Map the fields in your file to our Address Book. Quick Tips Map DHL fields and save for future ¢ ds. Quick Tips
File Guidelines File Guidelines for Mapping File Guidelines

Upload Options
‘ MyDHL+ Upload v

M File contains column headers

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

M Yes

If your file cc ins duplicate people do you want to: @

‘ Ignore - do not upload duplicates v
—u S

‘ . ’ Field Delimiter I ‘Text Delimiter

Select Character Set @
| UTF8 v |

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

[conce | I

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
o— S
‘ . ‘ Field Delimiter ‘ ‘Text Delimiter
Select Character Set @
|utFs v |
address-book-22-04-2024-01-22-51.csv © Delete
073 KB

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 i

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

Address accuracy matiers in getting your shipments delivered! Make sure your contact addresses are complete, accurate and include all required origin and destination
details.

Upload My File i Upload My File and Map to DHL Fields | [ Create or Edit Upload Options for Future

Updoad your own fie using a psedefined process Quick Tips Map the Sields in your file to our Address Book. Quick Tips

Map DHL fields and save for fuhere uploads. Quick Tips

File Cuideines Fifie: Quidelines for Mapping Fée 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) Falled
1 not uploaded

View ernor delails, then correct your file and upload again

Download Details

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

Adaress accuracy matters In gefting your shipments delivered! Make sure your contact adaresses are compiete. accurate and inciude all required origin and destination
details

Upload My File i  Upload My File and Map to DHL Fields " Create or Edit Upload Options for Future

Upioao yoor own file usig 3 predefined process. Quick Tips Map the teias n your te to our Adaress Book Quick Tips Map DHL #ei0s and save for future uploaos Quick Tips

File Guceines File Cuidelnes for Mappng Fite Guidehnes




CONNECT WITH US

DHL Express
i Ready to ship? Get a quote from MyDHL*

s

= Call Customer Services
@ Find your nearest DHL Service Point

Valid: 04/2024
The information in this guide is correct as of 04/2024.

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


https://mydhl.express.dhl/sg/en/shipment.html%23/rate-and-quote%23address-details
https://mydhl.express.dhl/sg/en/locator.html

