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WELCOME
DHL eCommerce Portal gives you the ability 

to:

 Independently submit shipments and 

generate labels for Packet Standard, 

Packet Priority Manifest, Packet Economy, 

Packet Plus Standard, Packet Plus Priority 

Manifest, Parcel International Standard, 

Parcel International Direct, and Parcel 

International Direct Expedited shipping 

services

 Integrate with marketplaces (currently 

eBay and Amazon)

 Create and place pickup requests for 

shipments

 Track the status of Packet Plus Standard, 

Packet Plus Priority Manifest, Parcel 

International Standard and Parcel 

International Direct shipments

 Offer tracking visibility to consignee via 

our public tracking page

 Pay your DHL eCommerce invoices 

 Generate shipment reports for all

shipments using the portal reporting 

feature

 Download a Notice of Posting for every 

shipment submitted

Supported Browsers:

 Google Chrome

 Mozilla Firefox

 Safari

 Internet Explorer 11 or later 

https://ecommerceportal.dhl.com/Portal/
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When you first login you will be taken to the 

SHIPMENT OVERVIEW page. 

Shipment Overview

List of all shipments that have been 

submitted previously with 

their current tracking status.

New Shipments

Create and print labels for shipments 

and view previously created shipments

yet to be submitted for processing.

Shipment Report &

Advanced Report

Generate reports for submitted

shipments.

Tracking

Track up to 50 items using the Shipment 

or Tracking ID. 

Pickup

Create and place online pickup 

requests. 

Accounts & Settings

Manage users and access, pay Invoices, 

Manage integration channels, bulk 

upload template, and change your 

password.

Getting Started 

Getting started videos on Create 

Shipment & Pickup, Marketplace 

Integration and Tracking & Reports.

Customer Service

FAQs and Customer service contact 

details for selected countries.

SHIPMENT OVERVIEW
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Welcome Contact Us

Back

In this section, we will guide you on the 

following functions:

A. Create User

Creation of Customer Users              

B. Create User Access Group 

Creation of Access Groups for customer 

users 

C. Shipper Details

Changing information of Shipper Details 

D. Billing Details

- Pay any outstanding invoices

- Make an ad-hoc payment to your 

account

- Download your invoices from our 

billing system

E. Change Password

Change the login password
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1. Select Manage Accounts

2. You will see your account name and the super 

user details created for you by our 

onboarding team. Select [Add User] to create 

all users before creating an Access Group.

3. An overlay will appear requesting for user 

information, fill in all mandatory fields 

marked with an asterisk (*) and select the role 

of the user (click here to learn more about 

user roles) before clicking on the [Save] 

button. User/s added successfully will appear 

on the ‘Users’ list.

4. After the users in your organization are 

added, you may proceed to create user access 

by selecting [Create Access Group].  

MANAGE ACCOUNTS
Create User
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1. After assigning a group name in the pop-up window,  select 

and add the Pick-Up Account/s you wish to have for this 

access group. 

2. Next, click the [Users] tab to select and add the user/s from 

the Available Users list that you wish to grant access to the 

selected pick-up account/s before clicking on the [Save] 

button.

3. A ‘Customer user access has been created successfully’ 

notification will appear at the top of the page. Group/s 

successfully created will appear on the ‘User Group Access’ 

column.

MANAGE ACCOUNTS
Create User Access Groups
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1. You are able to edit your shipper 

details in our portal. Select the 

shipper you wish to update details 

for, click on the [Edit] button to 

make the changes.

2. The process is complete upon clicking 

the [Update] button. 

Shipper details can be seen on the Create 

Shipment page. Alternately this address

can be edited at the time of Shipment 

Creation.

NOTE

Updating Shipper Details in our portal 

does not trigger an auto-update of 

your details in our Billing or Operations 

systems.
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1. For eCommerce customers in India there are four 

fields available under shipper details section:

a) GSTIN 

b) IEC Number 

c) Logo

d) Digital Signature

• The data in these four fields will used to 

populate the Consolidated and Shipper 

invoices / Export invoices

• Invoices will be emailed to the email 

address present in the [Shipper Details] 

Email Address field at manifest

• GSTIN is mandatory for shipment creation, 

as Blue Dart requires this to request a 

pickup

• An IEC number is mandatory if you are 

setup to generate Export Invoices

2. Clicking on the [EDIT] button allows the user to 

add this information.

• After the information has been updated, 

the new information will be reflected in 

the Consolidated and Shipper invoices

Welcome Contact Us
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The Billing Details allows you to 

pay your DHL eCommerce invoices 

online.

1. At the top of the page, an ad-

hoc payment can be made. The 

invoice field will be empty and 

any dollar amount can be 

entered.

2. Account Summary shows:

• SOLDTO account name

• SOLDTO account #

• Address (as configured in our billing 

system, not Shipper Details)

• Credit Limit

• Billed Amount is the total of all 

invoices generated that are not yet 

paid.

• Un-billed Amount is estimated 

amount against all processed orders 

that are not yet invoiced

• Last Updated On: the most recent time 

the three fields above were updated

3. Invoice Details

• All invoices in our system for the 

last 6 months will show here

• Clicking on the PDF link will 

download your invoice

• Clicking on the CSV link will 

download the invoice supporting 

document

• PAY NOW button will show until 

full invoice amount is paid, 

multiple transactions per invoice is 

supported.

4. Transaction History

• Here you can view all payments 

made through our Portal 

payment Gateway

Welcome Contact Us
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1. To make a payment, select either the PAY NOW

button 

a. at the top of the page, for an Ad-hoc 

payment, 

or

b. next to an outstanding invoice.

2. Change or provide a payable amount

3. Tick to agree to our T&Cs (more information can 

be found by following the links shown)

4. Clicking on the NEXT button, which will open an 

overlay to make payment

Click here for Australia, Singapore, and Thailand 

payment

Click here for China bill payment

Click here for Hong Kong and Japan payment

Click here for Malaysia payment

Welcome Contact Us
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portal Transaction History will update 
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1. Select a payment method from the 

available options see on the screen

2. Fill in all credit card details and click 

on continue

Welcome Contact Us

Back Next
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MANAGE ACCOUNTS
Make Payment – Australia, Singapore, and Thailand
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NOTE

Available payment methods will differ 

depending on Sales Organization
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3. Review the details shown on the 

screen, if correct click on Pay

4. A success or fail screen will be seen on 

the pop-up window, which can now be 

closed

5. The Transaction History on the Portal 

will update to show the status of the 

payment

The following status’ can be seen:

AUTHORISED: the payment was completed 

successfully

REFUSED: the payment was refused

CANCELLED: the payment was cancelled, 

or the user returned to the Portal before 

completing the transaction

PENDING: It is not possible to obtain the 

final status of the payment

ERROR: an error occurred during the 

processing of your payment

Welcome Contact Us
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1. Scan the QR code with the We Chat app on 

your cellphone

2. Make the payment through the We Chat app, 

by following the instructions.

The following status’ can be seen:

QR CODE GENERATED:  Pending transaction 

confirmation

AUTHORISED: Thank you for your payment. Your 

account will be updated within 48 hours

REJECTED: Payment was rejected. Payment 

authorization was unsuccessful

PENDING: Pending transaction confirmation

EXPIRED: Transaction status not received

Welcome Contact Us
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1. Select a payment method from the available options see on 

the screen

2. Fill in all credit card details and click on [Make Payment}

3. Observe the success or fail message

All active Payment methods are shown and user can select any 

payment method by clicking on it.

AUTHORISED - Thank you for your payment. Your account will 

be updated within 48 hours

ERROR - An error occurred during the payment processing

CANCELLED - The payment was cancelled by the shopper 

before completion, or the shopper returned to the merchant’s 

site before completing the transaction.

REFUSED - The payment was rejected. Payment authorization 

was unsuccessful.

Welcome Contact Us
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AUTHORISED - Thank you for your payment. Your 

account will be updated within 48 hours

PENDING - An error occurred during the payment 

processing

REFUSED - The payment was rejected. Payment 

authorization was unsuccessful.

1. The next screen will show a summary of 

the payment and provide options for 

which payment providers are available

2. Select the payment provider of choice 

(currently only FPX is available)

3. Once FPX is selected the next screen will 

show a list of Malaysia bank accounts to 

choose

4. Once the desired bank is selected 

clicking [Submit] will open a new 

window where the user can login to the 

selected bank and make the payment

5. Once payment is accepted within the 

users bank account they will be 

redirected back to a success screen in 

the window

Back
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2
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NOTE

Payment flow within the bank will differ 

depending on the users bank account
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All users are able to see the “Change Password” 

menu item under Accounts and Settings.

Should you require to change your password:

1. Select the [Change Password] menu under 

“Accounts & Settings”

2. Fill in your Old Password

3. Fill in your New Password twice

4. Click [SAVE[

Welcome Contact Us

Back

CHANGE PASSWORD

NOTE

Your password must be at least 8 characters and 

contain at least one upper case, one lower case, 

one number, and one special character.

If you are unable to access your account, please 

contact DHL eCommerce for assistance.

Manage 

Accounts

Create 

Shipment
Bulk Upload

Channel 

Integration
Pickup Tracking Reports



CREATE 
SHIPMENT

In this section, we will guide you on the 

following functions:

A. Create Shipment

Steps to create a single shipment

B. Printing Labels

Steps to print labels for your shipments

C. Shipment Submission 

Steps to submit shipments
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1. Select New Shipments.

2. Select Create Shipment.

3. Select from the drop down list your  

Pick-up Account, Shipping Service, 

Destination Country which are 

mandatory fields. Next, fill in Shipment 

Order ID - your unique shipment 

reference which cannot be duplicated

with any past or future shipments, and 

Sales Channel (optional). 

For detailed descriptions of the fields, 

please refer to the Glossary.

CREATE SHIPMENT

NextBack

1
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NOTE

The Shipping Service drop down list 

will vary as the services offered will 

differ by sales organization.

Non-tracked service for shipments weighing less than 2kg

Non-tracked economy service for shipments weighing less than 2kg

Tracked service for shipments weighing less than 2kg

Priority tracked service for shipments weighing less than 2kg (limited destinations)

Priority non-tracked service for shipments weighing less than 2kg (limited destinations)

Tracked service for shipments up to 20kg

Direct tracked service for shipments up to 20kg (limited destinations)

Expedited tracked service for shipments up to 6.5kg to the USA (limited destinations)
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In this section, you will fill in consignee and 

shipment information. 

Fields marked with an asterisk (*) are mandatory. 

4. Enter details for the mandatory fields. Please 

note that State code is required for shipments 

to the USA and AU. Phone Number and Email 

when entered will not appear on the label.

5. Clicking the [ADD ITEM] button will reveal a 

line of information to be filled out. While 

fields marked with an asterisk (*) are 

mandatory

Export Description must be in Chinese character 

and is mandatory for shipments outbound from 

China. 

For pickup accounts with Dangerous Goods 

enabled, the Content Indicator field will be 

displayed as a mandatory field. Please contact 

DHL eCommerce if you require any assistance with 

this.

NextBack
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NOTE

India customers may see additional fields under 

Shipment Contents which are required for Export 

Invoice generation or Ewaybill generation.

Please contact your local onboarding if you are 

unsure about any information.
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6. Enter details for the mandatory fields. Anything entered into 

the [Remarks] field will be printed on the label, and can be 

used to pick and pack details, or instructions for delivery.

7. Incoterm will auto-populate with the correct entry for your 

shipping service, unless both options are available.

8. If applicable, [Value Added Services] will be seen. 

[Cash on Delivery] is available for select accounts and products. 

If applicable the toggle can be turned on and a value entered.

[Shipment Value Protection] can be turned on by toggling the 

button to [ON]. You can un-tick “Same as Total Declared 

Value” to see a text field.

6

NOTE

India customers will see additional 

fields under Shipment Details which 

are required for Export Invoice 

generation.

Please contact your local onboarding 

if you are unsure about any 

information.



9. For Parcel International Direct and Parcel 

International Direct Expedited (to the United 

States only) a return address can be added.

Toggle the switch to [ON] then fill in all 

mandatory fields. The return address can only 

be within the USA.

10. Confirm Shipper Details: this section contains 

the details associated with your account. 

Details can be edited by switching Use Default

to OFF. 

Alternatively, shipper details can also be 

changed from the Manage Account function.

11. Once you have filled out all of the Consignee

and Shipment information, click the [Create 

Shipment] button.

Welcome Contact Us
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Once you have created your shipments they 

need to be printed

1. Select the shipments that you want to 

print labels for by ticking on the check 

box.

2. Click on the [PRINT LABELS] button.

3. Select your Printer Type: Document 

Printer or Label Printer. Click here for 

more information on choosing your 

Printer Type.

4. Click on the [PRINT] button to generate 

and download labels.

5. Label is downloaded for printing and 

Label field in the table is updated with 

green tick. If you are an India customer 

you will also get Shipment Invoice or 

Export Invoice.

1
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After the shipping labels are printed, you can Submit 

Shipments when the shipments are ready for handover 

to DHL.

1. Select the shipments that are ready to submit by 

highlighting the tick box and click on the [Shipment 

Submission] button.

2. Select the Handover Options (either Pick-up  or 

Drop-Off) for each Pick-Up Account.

3. If required, tick the ‘Email notification’ box. This is a 

proactive email notification that will be sent to the 

consignee’s email address (if provided). Click here to 

view the sample email.

4. Then click on the [Submit] button.

If the DHL EXPRESS AWB field is available, please 

key in the details if they are available to you. This 

field is only for Express accounts.

Welcome Contact Us
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NOTE

Once a shipment is submitted, it cannot be edited 

or deleted.
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4. A Handover Note will be downloaded which is used by 

operations to process your items. You will need to fill in the 

number of receptacles manually.

5. Your shipments will now be listed on the Shipment Overview

page, under My Shipments.

If your account is enabled for pick-up, after submitting the page will 

auto-direct to book a pick-up for your newly submitted shipments.

Click here to learn about China, Malaysia, and Thailand pickup

Click here to learn about India pickup

Click here to learn about Australia pickup

Back
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Shipment Submission

NOTE

If your account is for India sales org and you are not setup 

for Ewaybill generation, you will not be able to submit 

shipments worth more than 50,000 INR.

During manifest you will receive a download with 

Shipment Invoices or Export Invoices and a packet list in 

place of the Handover Note.

Click here to learn more.
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BULK 
UPLOAD

On the Portal you can upload up to 1000 

shipments at one time. You can also customize 

your upload to suit your own file setup.

A. Customize Bulk Upload

How to customize your bulk upload file

B. Upload File 

How to upload and create shipments in 

bulk

C. Printing Labels

How to print labels in bulk

D. Submit Shipments

Submitting your shipments
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1. Select  the Manage Bulk Upload Template menu option under 

Accounts & Settings

2. Select your Template Type (if applicable)

3. Create your Customized Field Names.

Clicking the Apply default field name option will copy the 

header names from Portal Field Name into Customized Field 

Name. 

You can customize the field name into any language, as long 

they do not duplicate

4. Clicking the [SAVE TEMPLATE] button will save the changes that 

you have made.

BULK UPLOAD
Customize

Welcome Contact Us
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NOTE

• Yes = field must be present

• No = field can be left blank

• Recommended = is mandatory, field may be required at 

upload depending on your Shipping Service or Sales Org

• Conditional = adding one field may have dependency on 

others
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1. Select New Shipments.

2. Select Download Template (if you 

have customized a template, you can 

choose Download Customized 

Template). Open the Zip folder that is 

automatically downloaded, and open

the .XLSX template (you will need to 

have compression software on 

your computer e.g. WinZip, 7-Zip)

3. The .XLSX template that you have 

downloaded will look like the 

example on the left. Fields marked in 

green are mandatory for standard 

shipment creation

Welcome Contact Us
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NOTE

When uploading the file, only the headers marked as being mandatory in the “File Specs” 

tab have to be included in your upload file, if adding an additional group, all headers 

must be added. Fields marked as optional can be included as and when required.
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Upload File

4. Once you have filled out the mandatory fields in 

the file, save the file in a local folder. 

5. On the Portal, click the [Upload File] button.

6. In the File Upload screen, click the [Browse]

button, find your file, select Open and click on 

the [Next] button.

7. Review Contents: The uploaded file will be 

verified by the system and results will be shown 

on this page. A summary of uploaded file will be 

shown at top of page.

8. Error details will be shown under the Error 

Description column. If errors do occur, edit the 

shipment by clicking on the Shipment Order ID

which will open a prompt page.
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NOTE

When uploading the columns can be in any 

order as long as all headers are present and 

match the downloaded default names or 

what has been customized.
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BULK UPLOAD
Upload File

9. A notification at the top of the page 

will tell you what the error is. 

Once the error has been rectified, click 

on the Update button at the bottom 

of the page to complete the process. 

10. Review Contents: Once errors are 

rectified the summary section is 

updated and if the number of 

uploaded shipments are less than 1000, 

the [UPLOAD MORE] button is 

enabled.

11. Clicking on the [UPLOAD MORE] 

button will allow another file to be 

uploaded. A total of 1000 orders can 

be uploaded.

NOTE

Should there be a lot of errors, you can 

choose to edit the .XLSX file and re-

upload it from the Upload File page
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NextBack

12. Review Contents: The PRINT NOW 

button will create the shipments and 

download labels and move the 

shipments from review contents page 

to shipment submission page.

13. Select shipment orders.

14. Click on [PRINT NOW] button.

15. Select the Printer Type

16. Click on [PRINT] button to download 

the labels in your system.

Welcome Contact Us
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17. Label is downloaded in local system, 

“Shipment Created Successfully”

message is shown at the top of 

Review contents page and the 

summary section is updated. The

[UPLOAD MORE] button will be 

disabled and Shipment orders are 

moved out of Review Contents page 

to Shipment Submission page.

You will stay on Review Contents page 

until all shipment orders are processed.
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NextBack

18. Samples of labels that 

could be downloaded.

17.
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NOTE

If a LIBA code is provided 

while creating shipments 

then that code will be 

shown on Labels
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19. Review Contents: Select the shipment 

before choosing either of the options PRINT 

NOW or PRINT ALL LATER to process the 

remaining shipments orders. 

20. Click on [PRINT ALL LATER] button to print 

labels at later stage from New Shipments 

page.

21. Once you have printed all of the remaining 

shipment labels, you will be re-directed to 

Shipment Submission page where a 

‘Shipment created successfully’ message is 

shown on top of the page. Only shipments 

processed via [PRINT NOW] can be found on 

this page.
21
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22. Shipment Submission: Number of shipments 

and Total Weight (KG) per pick-up account 

are displayed.

23. Select Handover Options (either Pick-up or 

Drop Off).

24. Provide DHL AWB number for Express 

accounts, if available. (Note: This field is 

optional).

25. If required, tick the ‘Email notification’ box. 

This is a proactive email notification that will 

be sent to the consignee’s email address (if 

provided). Click here to view the sample 

email.

Click on [SUBMIT] button to confirm 

shipments data submission to DHL. 

26. User will be redirected back to the New 

Shipments page and a message appears for 

successful shipment submission. 

27. Handover Note is generated and 

downloaded for printing (handover note is 

not valid for Express accounts)

26
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Back

28. Two copies of Handover Note are generated for each DHL 

eCommerce pick-up accounts - one copy for customer and 

one for DHL during physical shipment handover. 

29. Handover Note ID will also be populated in Shipment 

Overview Page before Shipment ID for all sales orgs other 

than India.

If your account is enabled for pick-up, after submitting the 

page will auto-direct to book a pick-up for your newly 

submitted shipments.

Click here to learn about China, Malaysia, and Thailand pickup

Click here to learn about India pickup

Click here to learn about Australia pickup

29
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Shipment Submission

NOTE

If your account is for India sales org and you are not 

setup for Ewaybill generation, you will not be able to 

submit shipments worth more than 50,000 INR.

During manifest you will receive a download with 

Shipment Invoices or Export Invoices and a packet list 

in place of the Handover Note.

Click here to learn more.
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CHANNEL 
INTEGRATION

In this section, we will guide you on the 

following functions:

A. Manage Channels 

– Steps to register eBay channel account to 

pull orders and update tracking ID

– Steps to register Amazon channel account 

to pull orders and update tracking ID

B. Manage Products

Steps to maintain details of products SKUs

C. Pull Orders

Steps to pull orders from marketplaces

D. Push Tracking Details 

Steps to push tracking ID to marketplaces
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CHANNEL INTEGRATION
Manage Channels - eBay

NextBack

Manage Channels enables you to sign up with marketplaces to 

pull orders and update tracking IDs. See  steps below to register 

an eBay account:

1. Select Manage Channels.

2. Select EBAY logo.

3. Enter the eBay Merchant ID that you wish to register in our 

portal.

4. Once the Merchant ID is provided, click on the [CONFIRM 

CREDENTIALS] button to proceed with eBay Merchant ID 

authentication.

5. Enter eBay Merchant ID and Password.

6. Read the content and Click on [I agree] button to grant 

application access to DHL eCommerce.
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7. Close the Thank You window in order to return to our portal.

8. Click [NEXT] to proceed with eBay Account Registration.

9. Select features (Pull Orders from Channel and Push Tracking 

Details to Channel), click on [NEXT] button to proceed with 

eBay Account Registration. Select either Pull Orders feature or 

both Pull Orders and Push Tracking Details features.

10. Select “I Agree“ check box to agree with DHL eCommerce 

terms & conditions then proceed with eBay Account 

Registration and click on [FINISH] button.

NextBack
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11. Click on the [DONE] button to complete eBay account 

registration in DHL eCommerce Portal. Registered eBay 

accounts can be viewed on the Manage Channels page.

12. An overlay will ask if you wish to enable the ‘Manage 

Products’ feature for eBay – click Yes or No. This feature will 

enable the system to auto update any missing product 

information during the shipment preparation process. 

However, product SKU information first needs to be 

maintained through the [MANAGE PRODUCT] module which 

we will cover in this user guide.

Alternatively, this can be done on the Manage Channels page 

with ON / OFF toggle.

12. You can change the features selected by clicking on the ‘Edit’

link and unsubscribe by clicking on the ‘Unsubscribe’ link.

Upon token expiry, steps 4-7 will have to be repeated to re-

register the channel account.

13. To register another channel account, click on the ‘Add 

Another Account’ link. [Max 10 accounts can be registered].
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Manage Channels enables you to sign up with marketplaces to 

pull orders and update tracking IDs. See  steps below to register an 

Amazon account:

1. Select Manage Channels.

2. Select Amazon logo.

3. Select the country of the Amazon marketplace from the drop 

down list you wish to register a channel account for. 

4. Click on Get Amazon MWS token and follow the steps as per 

‘know more’ and select check box “I have the Amazon MWS 

Authorization token” 

5. Click [Next]
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NextBack

6. Provide Seller ID, MWS Authentication Token, Display Name 

(should be unique value). And select check box(es) if you wish 

to register other marketplaces for the same group.

7. Click on [PROCEED] when done.

8. Click [NEXT] to proceed with Amazon Account Registration.
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NextBack
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9. Select features (Pull Orders from Channel and Push Tracking Details to 

Channel), click on [NEXT] button to proceed with Amazon Account 

Registration. Select either Pull Orders feature or both Pull Orders and Push 

Tracking Details features.

10. Select “I Agree“ check box to agree with DHL eCommerce terms & 

conditions then proceed with Amazon Account Registration and click on 

[FINISH] button.

11. Click on [DONE] button to complete Amazon account  registration in DHL 

eCommerce Portal. Registered Amazon account can be viewed at Manage 

Channels page.

12. An overlay will ask if you wish to enable the ‘Manage Product’ feature for 

Amazon channel – click Yes or No. This feature will enable the system to 

auto update any missing product information during shipment preparation 

process. However, product SKU information first needs to be maintained 

through [Manage Product] module which we will cover in this user guide. 

Alternatively, this can be done on the Manage Channels page with ON / 

OFF toggle.

13. You can change the features selected by clicking on ‘Edit’ link and 

unsubscribe by clicking on ‘Unsubscribe’ link.

14. To register another channel account, click on ‘Add Another Account’ link. 

[Max 20 accounts can be registered].
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Manage Products enables you to maintain product SKU

information. In the event that any missing product information is 

encountered during shipment preparations, the system will auto-

update the missing information with the product SKU information 

maintained in our portal.

1. Select Manage Products in Accounts & Settings. Click on [ADD 

PRODUCT] button to add single product at a time.

2. Key in as much of your product information as possible so as 

to avoid any missing information required during shipment 

preparations. The SKU ID in this section refers to your own 

product ID; not the one assigned by the marketplaces. 

3. Proceed to populate product information relevant for your 

sales channels. The Channel Product ID in this section refers to 

the product ID assigned to you by the marketplaces. In most 

cases the product IDs are different. The same SKU entry should 

be used for associating multiple product ids from different 

marketplaces

Although we currently only provide integration with Amazon 

and eBay, you may still proceed to maintain product 

information for other marketplaces in the drop down list. This 

will eliminate any duplicate efforts once we are ready to 

integrate with the other marketplaces. 

4. Click on the [SUBMIT] button to complete the process.

CHANNEL INTEGRATION
Manage Products
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5. A notification message will appear at top of the page whether 

a SKU ID is added successfully or not. You can also view the 

product IDs created or maintained in the PRODUCTS section.  

6. For bulk upload of product information, select Download 

Template. Open the downloaded .XLSX template (see example 

on left), provide product information accordingly and save it 

in your local folder once done. 

7. Click on [UPLOAD FILE] button and browse for the file you 

have just saved. Double click on the selected file which is 

adding new products, please ensure the ‘Upload Settings’ is 

correctly set for ‘Add new products’. Click on [NEXT] to 

complete the file upload process. 

8. The next screen shows you a summary of products uploaded 

and error message/s (if any). Please click on the product with 

an error message to correct/update information, otherwise 

click on [FINISH] button if all is correct. You will be brought to 

the next screen with a “SKU(s) uploaded successfully” 

message.
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9. The Export and Export All options allow you to make edits to 

your product ID information individually or in bulk, should 

there be any updates or discrepancies (e.g.:  currencies, colors, 

country of origin etc.).  Update the product information in the 

downloaded template and save it in your local folder once 

done.

10. Click on [UPLOAD FILE] button, ensure that the ‘Upload 

Settings’ is set for ‘Update Existing Products’, then browse for 

the file with updated information. Double click on the 

selected file then click on [NEXT].

11. The next screen shows you a summary of product/s uploaded 

and error messages (if any). Please click on the product with an 

error message to correct/update information, otherwise click 

on [FINISH] button if all is in order. You will be brought to the 

next screen with a “SKU(s) uploaded successfully” message.

Alternatively, repeat steps 9 and 10 if you have a long list of 

items to rectify.
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You are able to pull orders directly from 

registered channels / marketplaces using PULL

ORDERS functionality. 

See instructions below to pull orders from 

registered channels

1. Select New Shipments.

2. Select Channel from Select Channel 

dropdown.

3. Click on [Get Orders] button.

4. Select the registered accounts (one or 2 

accounts) [Note: Maximum of 10 accounts 

for eBay and 20 accounts for Amazon can 

be registered through Manage Channels]

5. Select the date range to pull orders from 

Channel / Marketplace.

6. Click on [NEXT] button in order to send the 

request to Channel / Marketplace to pull 

orders that are in “PAID AND AWAITING 

SHIPPING” status.

CHANNEL INTEGRATION
Pull Orders
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7. Review Orders: Summary of orders pulled is 

shown on the top of page.

8. The search section enables user to search by 

‘Chnl Shipping Service’, ‘Currency’, 

‘Destination Country’, ‘Total Price Range’, 

‘Buyer Id’, ‘Shipper Id’, Channel Transaction 

Id’, ‘Payment Date’ and ‘SKU ID’.

9. All pulled orders can be viewed in Review 

Orders page.

NextBack
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10

11

10. Review Orders: Select 1 or more orders in table.

11. Select Pick-up account, Shipping Service from dropdown. Click 

on [Assign] button.

12. Pick-up Account Name and DHL eCommerce Shipping Service is 

updated for the selected order. Follow the same steps in order 

to process more orders through DHL eCommerce.

13. Once done, click on [NEXT] button.

14. Orders assigned with DHL eCommerce Pick-up and Shipping 

service will move to Review Contents page. If you have 

enabled and updated your product SKU in Manage Product, 

missing product information will be automatically updated 

from the product information maintained in our system.

15. Click on SHIPMENT ORDER ID to update or rectify any errors.

NextBack
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16. Error message is shown at the top of edit 

screen.

17. Rectify all errors before printing labels.

18. Click on [UPDATE] button.

19. “Total with Error” count is updated.

NextBack
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20. Select the shipment order.

21. Click on [PRINT NOW] button. ([PRINT ALL 

LATER] can be chosen then all shipments 

will be created and moved to the [NEW 

SHIPMENT] screen).

22. Select Printer Type and click on [PRINT] 

button.

23. Label is downloaded in .pdf format for 

printing.

NextBack
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24. Select the Handover option (either Pick-up 

or Drop Off).

25. If required, tick the ‘Email notification’ 

box. This is a proactive email notification 

that will be sent to the consignee’s email 

address (if provided). Click here to view 

the sample email.

Click on [SUBMIT] button to confirm 

shipments data submission to DHL. 

26. Click on [SUBMIT] button.

27. You will be taken to the [New Shipments] 

screen and a success message will show 

how many items you have submitted.

If your account is enabled for pick-up, after 

submitting the page will auto-direct to book a 

pick-up for your newly submitted shipments.

Click here to learn about China, Malaysia, and 

Thailand pickup

Click here to learn about India pickup

Click here to learn about Australia pickup
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NOTE

If your account is for India sales org you will not 

be able to submit shipments worth more than 

50,000 INR.

During manifest you will receive a download 

with Shipment Invoices or Export Invoices and a 

packet list in place of the Handover Note.

Click here to learn more.



Upon submission, the Shipment ID is 

pushed back to marketplace (Amazon, 

eBay) as Tracking ID. The same can be 

viewed at marketplace by logging into 

your merchant account for corresponding 

order ID.

In case of eBay, tracking events are also 

updated to marketplace however in case 

of Amazon this is not applicable.
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PICKUP

In this section, we will guide you on the 

following functions:

A. Request Pickup

Steps on requesting pickup

B. Request Pickup Page  (China, Malaysia, 

Thailand, and Singapore) 

Pickup page for China, Malaysia, Thailand, 

Singapore pickup account

C. Request  Pickup Page (India) 

Pickup page for India pickup account

D. Request Pickup Page  (Australia)

Pickup page for Australia pickup account

E. Pickup Request Overview Page

Overview of the pickup 
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REQUEST PICKUP

You are able to place online pickup requests if ‘Pickup’ has been 

enabled for your account. 

Currently pickup service is only applicable for China, Malaysia,

India, Australia, and Thailand at this moment.

1. Select [Pickup] 

2. Click on [Request Pickup]
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NOTE

If you are from India Sales Organization then 

ad-hoc pickup is only applicable for you if you 

use a Handover ID that has shipments 

associated with it



REQUEST PICKUP
China, Malaysia, Thailand, Singapore

3a.  After selecting the pickup account from the 

dropdown list, the email ID associated with that 

account in Shipper Details will be populated, if 

this is incorrect you can type a new email address 

in.

Key in a Handover ID which has not been used 

previously, or leave blank to generate one.

Fill in all of the following:

• Number of Bags

• Total Weight (KG)

• Email

Then click on [Pickup Request].

For China, Malaysia, Thailand, and Singapore 

pickup accounts, a maximum of 50 bags are  

allowed for each pickup request.
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3b. After selecting the pickup account from the 

dropdown list, the email ID associated with that 

account in Shipper Details will be populated, if 

this is incorrect you can type a new email address 

in.

Key in a Handover ID that has shipments

associated with it.

Fill in all of the following:

• Total Weight (KG)

• Total Declared Value

• Currency

• Email

Then click on [Pickup Request].

3b
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NOTE

If you request for the system to generate a 

Handover ID for your pickup request, it will fail.



3c. After selecting the pickup account from the 

dropdown list, the email ID associated with that 

account in Shipper Details will be populated, if 

this is incorrect you can type a new email address 

in.

For eCommerce customers, key in a Handover ID 

which has not been used previously, or leave 

blank to generate one. For Express customers this 

will not show.

Fill in all of the following:

• Number of Bags

• Total Weight (KG)

• Email

• Request Date for Pickup (up to 5 days in the 

future)

• Period: AM (before noon) or PM (after noon)

Then click on [Pickup Request].

A maximum of 50 bags are  allowed for each 

pickup request.
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4. A ‘Pickup created successfully’ notification message will appear at 

top of the next screen. ‘Request Status’ and ‘Status Description’ 

can also be viewed on this page.

 ‘Submitted’ In the midst of processing

 ‘Confirmed’ Request is confirmed

 ‘Failed’ Read email notification or status 

description for next step

 ‘Rejected’ Read email notification or status 

description for next step

Whenever the status updates from ‘Submitted’ to ‘Confirmed’, 

‘Failed’, or ‘Rejected’ - an email notification will be sent to the 

email ID provided while placing pick up request.

Please note:

• Singapore pickup status will never advance from SUBMITTED 

and no emails will be triggered.

• Malaysia and Thailand pickup requests will stay in SUBMITTED 

status unless they are FAILED.
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PICKUP OVERVIEW PAGE 

Back
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Back

5. To print your pickup labels, highlight the 

appropriate CONFIRMED pickup and select the 

[PRINT LABEL] button. 

6. A zip file will be downloaded which contains 

the appropriate bag labels depending on your 

sales organization.
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NOTE

If you are from India Sales Organization, after 

your pickup has been confirmed you can re-

download the packet list and this will show the 

BlueDart bag ID on the Shipping Label at the 

bottom of the document.
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TRACKING

In this section, we will guide you on the 

following functions:

A. Single Tracking

Understanding the single tracking page

B. Multiple Tracking

Steps to track multiple items

D. Full Tracking Activity 

View of a shipment with full tracking

D. Proactive Tracking Notification

Sign up for tracking emails on any 

shipment
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Next

TRACKING

Single Tracking

Multiple Tracking

Our tracking service allows you and the consignee(s) to view the 

shipment delivery status. Both of the internal and public tracking 

pages will allow User to track up to 50 shipments at a time. 

Internal Tracking

 Clicking on the Shipment ID under Shipments Overview will 

bring you to the internal tracking page for that shipment.

 Alternatively you can select the Tracking option on the left 

hand side menu.

Public Tracking

 The recipient can track their shipment by entering the 

Shipment ID in the public tracking page 

https://ecommerceportal.dhl.com/track/
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Understanding Single Tracking

Activity

 The journey of the shipment will be shown under the ‘Activity’

section, in which you can view the current shipment delivery

status.

Consignee Address & Shipment Details

 The Inquiry link will allow you to send an item inquiry to our

customer service team via an online form

 A Tracking ID will be provided via Portal for traceable shipping

services at the time of label generation.

 Clicking More will show all content information

 The News Feed on the single tracking page will update with

recent weather and strike information, as well as show

National Holidays around the world.

Click here to enlarge and see full tracking activity

NOTE

Click on the Notice of Posting button on the tracking page to 

download a PDF format of Notice of Posting for each shipment 

that has been processed by DHL eCommerce.

SINGLE TRACKING
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The user can track up to 50 Shipment IDs at a time.

1. Enter Shipment ID (each entry must be on a new 

line)

2. Click on TRACK and the most recent tracking 

status for each item will be shown in a list

3. Clicking on a single shipment will take you to the 

Single Tracking page for that shipment

4. Customer Service contact details for selected 

countries and FAQs are available on the right 

hand side of the page
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FULL TRACKING ACTIVITY
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EMAIL NOTIFICATIONS
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You can subscribe for manifested shipment 

from public tracking page 

1. Click on Email Notification option, an 

overlay will open to fill information

2. Provide From Name and Email Address 

in overlay

3. Click on Sign Up option for activating 

subscription 

4. A success message is shown on top after 

successful sign up for track events 
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Each email sent will contain a link to unsubscribe
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In this section, we will guide you on the 

following functions:

A. Reports

Steps to generate a standard report

B. Advanced Reports

Steps to generate a customized report

C. Advanced Reports– One Time Report

Steps to generate a One Time Report

D. Advanced Reports– Scheduled Report

Steps to generate a Scheduled Report

REPORTS
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The Shipment Report feature allows the 

user to generate a comprehensive report 

of all shipments lodged on a particular 

Handover Doc or within a certain date 

range. Shipment reports can be generated

in .CSV, .XLS, or .XLSX formats.

1. Click on [Shipment Report] on the left 

hand side menu.

2. Provide a name for your report.

3. Enter a Handover ID or choose a Date 

Range to generate your report. Select 

any other parameters if required.

4. Select specific Shipment Status from 

the drop down if needed. 

5. Click on [GENERATE REPORT] to 

download report in the selected 

format.  

6. See sample report on left.

SHIPMENT REPORTS
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The Advanced Report feature allows you 

to generate more detailed reports then 

the Shipment Report. Besides allowing the 

user to generate a comprehensive report, 

additional features include:

• Save favorite report elements

• Schedule Daily Reports

• Schedule weekly reports

• Schedule monthly reports

STEPS TO CREATE A REPORT

1. Click on [Advanced Report]

2. Click on the [Generate Report] button

ADVANCED REPORT
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3. Provide a name for your report.

4. Provide email addresses of the recipients to 

receive the generated report

A maximum of 10 email addresses can be 

added, with each one separated by a coma.

5. Select the report generation type. For adhoc 

reports, select [One Time Report].

6. Select the date range for the report period.

The maximum report period range is 1 month.

7. Select a time zone for your report. This will 

determine what shipment data appears in your 

report

e.g. If time zone “AU NSW (GMT +10:00)” is 

selected with date of 22nd of March, then data 

in the report will be shipments created from 

12.00am to 11.59pm on the 22nd of March in 

GMT +10:00

8. User can also add filter logics into the report. 

The available filters are Pickup Location, 

Country, Shipping Service and Shipment Status. 

Handover ID is not applicable for Domestic.
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9. Select the report format you would like 

to generate. Currently the system 

supports .CSV, .XLS, and .XLSX file type 

generation.

10. Report Type will allow you to generate 

a certain kind of report with one click. 

Hover over the tool tip to learn what 

the function of each report is.

11. The values in My Report Elements 

section will change according to the 

report type that you have selected. You 

can also rearrange the order of the 

elements as desired.

12. Click on [CREATE REPORT] 
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NOTE

Favorite All Item Detail report type will show once you 

have saved your favorite. Fill in your recipients and 

choose you filters and elements then click [SAVE AS 

FAVORITE] to set up a favorite for your account



Scheduled reports allows the user to schedule a report 

to be sent daily, weekly, or monthly with their required 

details. 

1. Provide a name for your report.

2. Provide whichever email addresses are to receive 

this report.

A maximum of 10 email addresses can be added, 

with each one separated by a comma.

3. Select the report generation type. For scheduled 

reports, select [Scheduled Report].

4. Select the schedule type. Daily, weekly, or monthly

scheduled reports can be generated. 

5. Select a time zone for your report. This will 

determine what shipment data appears in your 

report

e.g. If time zone “AU NSW (GMT +10:00)” is 

selected and it is a Daily report, then at 12.00am at 

GMT+10:00 every day a report will be sent, and 

that report will contain data created from 12.00am 

to 11.59pm in GMT +10:00 the day before

For Daily reports (limited availability), the report is sent daily, 

starting the day after it has been set up based on shipments 

created the previous day.

For Weekly reports, the first weekly report will be generated on 

the Monday of the following week with current data on shipments 

created the week before.

For Monthly reports, the first report will be sent on the first day of 

the following month with current data on shipments created the 

previous month.
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6. Select the filter logics to be included into the 

report. Currently the available filters are 

Pickup Location, Country, Shipping Service,

and Shipment Status.

7. Select the report format you would like to 

generate. 

8. Select the report type.

9. The values in My Report Elements section will 

change according to the report type that you 

have selected. You can also rearrange the 

order of the elements.

10. The Available Report Elements allows you to 

add additional report elements into your 

current report type, by drag and drop the 

selected elements into My Report Elements 

section.

11. Click on [Create Report] to generate your 

report.
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1. All the generated reports will be 

display at the Report Overview tab. 

The [REFRESH STATUS] button will 

refresh the page.

2. You can download the generated 

report again by clicking on the report 

name link. These will only be available 

for 7 days.

3. Generated reports can be shared as 

well by clicking on the [Share] link.

4. Enter the Custom Subject, recipient 

email address (up to 10 email address) 

and custom message to describe the 

contents of the e-mail report that you 

will be sharing. After clicking the 

[Share] button, the recipient will 

receive the email with the share link 

for them to download.
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ADVANCED REPORT
Manage Scheduled Report

1. At the Manage Scheduled Report tab, 

you can see all of the scheduled 

reports.

2. You can delete the scheduled report 

by selecting the respective tick boxes 

and clicking the [Delete] button.

3. You can also edit the scheduled report 

setting by clicking on the report name.

4. You can edit the report name and the 

recipient email address. Click on 

[Update] to update the report with 

your changes.
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https://dhlecommerce.asia/Portal

Next

Should you require any assistance, please 

contact our Customer Service at:

Australia

Phone number: 1800 688 280

Email: cs-ecom.au@dhl.com

Working hours: 9am - 5pm Monday to 

Friday (Sydney time)

China (North & East)

Phone number: 400 888 3500

Email: cs-ecom.cn@dhl.com

Working hours: 9am - 6pm Monday to 

Friday (Shanghai time)

Hong Kong & South China

Phone number: +852 2342 0702

Email: cs-ecom.hk@dhl.com

Working hours: 9am - 6pm Monday to 

Saturday (Hong Kong time)

India

Phone number: +91 22 6198 5101

Email:  cs-ecom.in@dhl.com

Working hours: 9:30am - 7pm Monday to 

Friday (Mumbai time)

9:30m - 1:30pm Saturday (Mumbai time)

Japan

Phone number: +81 5479 2429 

Email: cs-ecom.jp@dhl.com

Working hours: 9am - 6pm Monday to 

Friday (Tokyo time)

Malaysia (Cross Border)

Phone number: +603 8065 8092

Email: cs-ecom.my@dhl.com

Working hours: 9am - 6pm Monday to 

Friday (Kuala Lumpur time)

Singapore

Phone number: +65 6883 0771

Email: cs-ecom.sg@dhl.com

Working hours: 9am - 6pm Monday to 

Friday (Singapore time)

Thailand (Cross Border)

Phone number: +66 2 345 5454

Email: cs-ecom.th@dhl.com

Working hours: 9am – 6pm Monday to 

Friday (Bangkok time)
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Consignee: The recipient of the shipment that you are sending

Customer SoldTo Account Number: Your DHL eCommerce billing account #

Customer Name: Your company name

Customer Pick-Up Account #: Your DHL eCommerce account #

Handover Document:  DHL eCommerce document to send with your shipments

Last Status: The most recent known location of your shipment

Manifested Date: The date you submitted the shipment(s)

Packet List: A list of all shipments being sent in one Handover, this is applicable for India customers only

Shipment: The total quantity of shipments sent

Shipment Content/Product: The contents in the shipment

Shipment ID: Shipment tracking number to be used on the DHL eCommerce portal

Shipping Service: Service that you have chosen to send your shipment with:

 Packet Plus International Standard: Tracked service for shipments weighing less than 2kg

 Packet Plus International Priority Manifest: Tracked service for shipments weighing less than 2kg

 Packet International Standard: Non-tracked service for shipments weighing less than 2kg

 Packet International Priority Manifest: Non-tracked service for shipments weighing less than 2kg

 Packet International Economy: Non-tracked service for shipments weighing less than 2kg

 Parcel International Standard: Semi-tracked (dependent on the destination country) service for shipments up to 20kg

 Parcel International Direct Standard: Tracked (dependent on the destination country) service for shipments up to 20kg 

 Parcel International Direct Expedited: Tracked service for shipments up to 6.5kg to the United States

Tracking ID: Shipment tracking number to be used on other national postal service websites of destination country
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PRINTING LABELS
PRINTER TYPES
 Shipments to the destination countries listed in the table below can be tracked on the DHL eCommerce  Portal using the Shipment 

ID.

 Any country not listed below can be tracked using the Tracking ID on the national postal service website of the destination 

country. 
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Document Printer

 Label Format: Adhesive A4 size paper (4 labels in one A4)

 Label Size: 114mm (Length) x 76mm (Height)

Zebra Label Printer 

(LP2844 or TLP2844)

 Label Format: Adhesive direct thermal label (1 label). Suitable 

for LP2844/ TLP2844 

 Label Size: 150mm (Length) x 100mm (Height) or 6” x 4”



DIFFERENT USER ACCESS

There are four different types of users:

 eShipping Super User

 eShipping Supervisor

 eShipping User

 eShipping Tracking & Reporting

 eShipping Finance User

Different users will see different sets of Navigation Menu on the Shipment Overview page.

Only the eShipping Super User and eShipping Finance user will have access to the Billing Details tab on Manage Accounts.
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Navigation menu seen by 

Tracking & Reporting and 

eFinance User, they will not 

see ‘New Shipments‘ on the 

menu.

Navigation menu seen by 

eShipping Super User, 

Supervisor, & User.



Sample Pro-active Email Received By Consignee During 
Shipment Submission
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