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ADDRESS BOOK

Address Book

Import an Address Book

Tip

Add, edit, copy, and delete your contacts by 

clicking the circles next to their names, then 

select the appropriate action button at the 

bottom of the page. 

Click on the  button to prepare shipment 

paperwork for the contact you picked.

To download the entire Address Book to a 

spreadsheet program, simply click the 

 button.

To import address books, click  at the 

bottom of the table.

• � Select whose address book you want to 

import (Shipper’s or Receiver’s).

• � Indicate whether the file to be imported  

has headers, attach file, and click 

.

• � Match the Online Shipping field names with 

those of the CSV file to be imported.

•  Click the “Import” button.

• Y ou will receive a confirmation e-mail.

Use the “Find” field to search by name or view your contacts 
using a variety of sorting options available in the “Contained 
in column” drop-down list.  

You can also sort by clicking on any of the headings in the red 
bar—click once to arrange information in ascending order 
and twice for descending order.

The Address Book stores both sender and recipient 
information, allowing you to prepare shipments without 
repeatedly entering the same contact information. 

Import address books from other applications or by 
directly uploading the respective files (comma-delimited 
file format [.csv]). 



Integration SolutionsShipping ManagementOnline Shipping

MY PROFILE

My Profile

Registered users can click the  button to modify 
their profile or change default packaging and courier pickup 
settings as well as default invoice and billing options. 
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HELPFUL LINKS

DHL Country Page

Help Link

Contact and Service Links

Click the “Help” link at the top of the Online Shipping 
screen to see a list of demo topic links. Click a link to be 
shown detailed information about using that page. 

Click the “DHL.com” link to go directly to your country’s  
DHL site.

Click the “Contact Center” link at the top of your  
country's DHL page to find various service links listed  
for your convenience. 
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