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LOGON

Log in with email address and password 
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SHIPMENT CREATION

Log in with email address and password

From the Ship menu I will be able 
to access the New Shipment 

section
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CREATION OF THE SHIPMENT

Enter the customer's company name
 to retrieve from

 the address book in the Company line

Using the Exchange button it is possible
 to swap sender and recipient for a

 possible import
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It is possible to search the address book by all personal data fields

It is obviously possible to complete the required fields to add a new recipient, then save it using the “Save as new 
contact” button.

The system will ask for a code/nickname to identify that recipient at the time of saving

NB the system no longer accepts incorrect phone numbers (e.g. 111111111). It will be necessary to enter a real 
phone number
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CREATION OF THE SHIPMENT

Type the customer's company name
 to retrieve it from

 the address book in the Company line

Using the Exchange button, it is possible
 to swap sender and recipient for a

 possible import

The choice between documents and goods has
 no value when shipping within Italy and

 within the EEC

Insert a description of the content and
 sender reference that will appear on the

 DHL invoice
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SHIPMENT CREATION

In case of Extra-EU shipment, it will be 
necessary to indicate whether you are attaching your own invoice

 or if you wish to produce the document with the portal
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SHIPMENT CREATION

Select the My Own Package option and enter
weight and dimensions of the first package

With this button,
it is possible to add packages

to the shipment 
Select the subscription code to 

charge the shipping costs and who will pay the customs duties (only for Extra EU)
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CREATION OF THE SHIPMENT

In this screen it is possible to select the desired DHL product from those available at the destination     
It is also possible to view the shipping cost and the expected delivery date

At any point during the completion
 you will be able to save the shipment

 through this button

With this
 calendar it will be possible
 to postpone the shipment
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CREATION OF THE SHIPMENT

Through this button it will be possible to request
 the courier's pickup, even at third parties
NB Only one pickup must be produced

 even if multiple shipments are prepared 

In this section, special features
 available at the destination and related to your subscription

 (e.g. Neutral Delivery, Dangerous Goods, etc.) will be available
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SHIPMENT CREATION

Indicate pickup point, total weight of the goods, and any special instructions (lunch break, bulky pickup)

Indicate pickup date (if different from the proposed one) and courier time slot (no less than 90 minutes)

Indicate pickup address (if different from the pro  
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CREAZIONE DELLA SPEDIZIONE

With this button you will be able to create a return shipment,
 with the sender and recipient data mirroring the outward journey
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CREAZIONE DELLA SPEDIZIONE

The return slip can be sent by email to the customer who 
You will need to make the shipment
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CREAZIONE DELLA SPEDIZIONE

Here you can see a final summary of weights and shipping costs

Click on Accept and Continue
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CREAZIONE DELLA SPEDIZIONE

Here you can see a final summary of weights and shipping costs

Click on Accept and Continue
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CREAZIONE DELLA SPEDIZIONE

The system will preview the documents to be printed
Finally, click on Print Selected Documents
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CREAZIONE DELLA SPEDIZIONE

The PDF of the waybill to print will be displayed
on your default printer
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CREAZIONE DELLA SPEDIZIONE

From this menu I will be able to 
share information about the 

shipment (number, details, AWB) 
via email

From this menu I can reprint the 
AWBs, download them, or quickly 

create a new shipment

From this menu I will be able to 
set alerts that notify me when my 

shipment reaches certain 
conditions

(Delivery Exception, Delivered, 
Customs Issues)
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CREAZIONE DELLA SPEDIZIONE

All shipments will be stored in the Shipment Archive
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CREAZIONE DELLA SPEDIZIONE

Within the Archive I will be able to 
print the End of Day Summary

I will be able to search within the history
Using the filters in the left toolbar

or the text search box
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CREAZIONE DELLA SPEDIZIONE

Shipments in the Archive will be 
displayed with the following color 

code:
Red-Saved Shipping and Not 

Printed
Green-shipment printed

Light Blue - Shipment Picked Up
Yellow-Expedition On The Way
Blue - shipment delivered to the 

recipient
Orange - Shipping Cancelled
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CREAZIONE DELLA SPEDIZIONE

I will also be able to edit a 
shipment or delete it from the 
system, even if it has already 

been printed
The cancellation menu can be 

accessed by clicking on the item 
Over
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CREAZIONE DELLA SPEDIZIONE

From the Ship menu I will be able 
to access the Calculate Rate and 

Transit Time section which will 
allow me to calculate quotes
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CREAZIONE DELLA SPEDIZIONE

The quote can then be shared by 
email through this button
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CREAZIONE DELLA SPEDIZIONE

From Custom Settings you can 
access the My Stocks and My 

Rates section, through which you 
can manage your gaicenze or 

download the price lists
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CREAZIONE DELLA SPEDIZIONE

If clicking my Stocks does not 
open this page, check that you 

have not activated a pop-up 
blocker



THANK YOU

DHL EXPRESS ITALY
Electronic Shipping Soilutions
christian.bettelli@dhl.com
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