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This manual contains additional information about the use of my.dhlparcel.nl.  
 
The following topics are explained for you: 
 

1. Setting default shipping address 
2. Setting up printer 
3. Create a shipment 
4. Booking pickups 
5. Importing shipments and addresses 
6. Track & Trace 
7. Creating multiple users 
8. Reports 

 
 

Logging in 

 

Once we have registered you, you will receive an e-mail containing your activation link. You can use this to choose your 
own password. The activation link is valid for 48 hours. If your link has expired, you can request a new password via 
my.dhlparcel.nl under “Forgot your password?”. Once your account has been activated, you can log in each time via 
my.dhlparcel.nl. For the best user experience, we recommend that you use Google Chrome.  
 
Once you have logged in, you will see the dashboard. This is an overview of the most important elements of the shipping 
service. You can see which shipments are ready to send and which shipments require attention, and you can track and 
trace your shipments directly on the dashboard. Lastly, you can see which new features have been added to My DHL 
Parcel. Using the cog icon in the top right corner of the screen, you can choose which of these elements you wish to see 
on the dashboard.  

 
 
 

 

file:///C:/Users/rkorver/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/7B05EDZT/my.dhlparcel.nl
file:///C:/Users/svaags/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/Q2YXS9IZ/my.dhlparcel.nl
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Step 1: Set default shipping address (once only) 

 

To set an address as the default shipping address, this address will need to be in your address book. In the menu, select 
“Address book.” Add an address using the red button marked with a “+”.  
 
Next, select “Settings” in the menu and go to “Default shipping address” at the bottom of the page. Here, select the 
address from your address book and the customer number and click on the “+” to make this the default address.  
 

 
  
The yellow circle indicates which shipping address has been set as the default. All addresses that you add here can be used 
as shipping addresses for a “New shipment”. It is possible to add multiple default shipping addresses. Under “New 
shipment”, you can choose from the different shipping addresses.  
 
  

 

Step 2: Set up printer 

 
At the top of the “Settings” menu, you can select various options for setting up the printer. The options you see here 
depend on whether you enable or disable the “Use label printer” option.  
 
Setting up the label printer 
In the “Settings” menu, select the option “Use label printer”. If you are using a Zebra brand label printer, you can enable 
the “Use ZPL” option to speed up the printing process. You will need to download and install the ZPL program first.  
 
Select the option “Use automatic print” if you want to display the print preview immediately when you click on the print 
button for a “New shipment”.  
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For your local printer settings, set the label size to 10 x 21 cm.  
 
Tip: when configuring your label printer, create a preferred setting for a “DHL label” with the format 10 x 21 cm.  

 
Using a regular printer 
If you are using a regular printer, disable the option “Use label printer”. This gives you two new options. Firstly, you can 
indicate how many labels you want to print per A4 page (up to three labels on one page). In addition, using the option 
“Offer to choose label position”, you can determine the position on the A4 page where the label will be printed if you 
choose to print fewer than three labels per page. You are offered this choice when you print a label for a “New 
shipment”. 
 

Lastly, it is important to choose the format “landscape” and the option “actual size” in your local printer settings. 
 

Step 3: Creating a shipment 

 

New shipment  
In the menu, select “Shipments” and then “New shipment”.  
 
If you have set multiple default shipping addresses, you can change the address by clicking on it in the yellow bar. In the 
drop-down menu, you can also click on “Customize...”, after which you can enter an entirely new shipping address.  
 
Indicate the shipment type concerned and the number of packages or pallets it consists of. Enter the recipient's details, 
either manually or from your address book. You can enter a business address or a private address, and you will immediately 
see the extra services available.  
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Once you have completed all the fields, save the recipient's address by selecting “Save in address book”. For your next 
shipment, the information will be filled in automatically when you search by company name, first name, or last name.  
 
 
 

Lastly, print the label for this shipment directly via the red button. Your shipment is now listed under “Shipment 
overview”. 

 
 

Tip: want to book a pickup? Don't forget to do this after creating your shipment(s). You can book your pickup via “Book 

pickup”.   

 

 

 

Create customs invoice  
If you are shipping to countries with customs clearance, you must include certain documents such as an original invoice. 
Read more about the requirements for such an invoice here.  
 
 

 
 

https://www.dhlparcel.nl/sites/default/files/content/DOCS/ENGELS/2019_invoice_requirements_customs_clearance.pdf
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You can generate the invoice in My DHL Parcel. When you select a country with customs clearance creating a New 
shipment, a button will appear at the bottom of the page that will lead you to the Customs form. You can use the 
description and total value fields to enter some information in advance. These values will be automatically filled in in the 
extensive form.  
 
Starting the customs form, first choose if you are shipping a commercial or non-commercial shipment. Then choose 
an Export type and Export reason that best fits your shipment.  
 
Use the next fields to select the correct Incoterms® and Incoterm city. Incoterms® define the terms and conditions that 
apply to the transaction between importer and exporter. The most common are Delivered At Place and Delivered Duty Paid 
(the latter is only possible when shipping to Switzerland). Find a list of Incoterms® and descriptions here.  
 
Select the currency of the destination country. Use the fields below to enter information about the item you want to ship. 
You can use the yellow + button to add more items. Note that the minimal weight of your shipment should always be at 
least 1kg. The commodity code is a multi-digit code that is being used worldwide to classify products. Find a complete list 
of codes here or ask your supplier.  
 
Use the Remarks field to add any additional information in English. Always add your VAT number and the receiver’s 
VAT number, and if possible your own invoice number and EORI number.  
 
Finally, you can add additional customs documents. Click Back to go back to the New shipments screen if you want to 
edit the shipment information. Alternatively, you can click the red print button to print your label(s) and customs invoice 
immediately.  
 
Save shipment 
If you want to print several labels at the same time, or send your shipment at a later time, then save your shipment in 
“Drafts” by placing your mouse cursor over the print button and then clicking on the save button that appears (floppy disk 
icon). Select the shipments you wish to print and click on “Print label.” Your shipping label is now available for 
downloading. You can also find your shipment under “Shipment overview.” 
 
Delete a shipment 
You can archive shipments that you have created but do not want to send. Select the shipment(s) concerned and select 
“Archive shipment” in the menu. The shipment will then be removed from the “Shipment overview” list and can now 
be found under “Archived”. You can also move shipments to “Trash”. You cannot empty the trash section.  
 
Setting defaults for shipments  
If you often send the same type of shipment, it may be useful to set a number of defaults for this. Under “Settings” you 
can choose a default address type (private address or business address), a default parcel type, and default extra services. 
You choose the desired default extra services per account number. These defaults are applied to every new shipment (if 
possible in combination with your type of shipment). You can easily check or uncheck the extra services per shipment. 
 

https://iccwbo.org/resources-for-business/incoterms-rules/incoterms-rules-2010/
https://www.tariffnumber.com/
https://ec.europa.eu/taxation_customs/business/customs-procedures/general-overview/economic-operators-registration-identification-number-eori_en
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It is also possible to duplicate a shipment that has already been created. In the menu, select “Shipment overview” or 
“Archived”, go to the shipment you want to duplicate, and select “New shipment” in the top right corner.  
 

 
 
 Tip: want to book a pickup? Don't forget to do this after creating your shipment(s). You can book your pickup via “Book 

pickup.”   

 
Create a return shipment 
Option 1: Return label for new shipment 
If you wish to offer the recipient the option of easily returning a parcel via a DHL ServicePoint, when creating your 
shipment, select the extra service “Return label”.  
 
You will then print two labels: A shipping label for the parcel and a return label to send inside the parcel. This option is 
only available for shipments within the Benelux region.  
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Option 2: Creating a return label manually 
If you would prefer to create a return label for a business or private shipment, select “New shipment” in the menu.  
 
Under the “From” address (Shipper address), select “Customize...”. Select an address, either entering it manually or taking 
it from your address book. Select business or private address.  
 
Tip: If you would like to have a parcel or pallet collected, select “Book pickup” in the menu and indicate where and how 

many parcels or pallets we should collect. 
 

 
 
 
Option 3: Send return label via an existing dispatched shipment 
If the recipient wishes to return a parcel, select “Shipment overview” in the menu.  
 
Select the shipment the recipient wants to return and then select “E-mail return label”. The recipient will receive the 
return label straight away by e-mail.  
 

2 

1 
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Option 4: Book a pickup with return label 
If you would like the driver to pick up a shipment from your recipient and bring the label himself/herself, go to the “Book 
pickup” screen under “Pick-ups”.  
 
First enter your account number and the desired pickup date. In the field “Pickup at”, enter the address at which the 
driver should pick up the shipment. Next, in the field “Send to/return to (DHL will provide the labels)” enter the 
address to which the shipment is to be delivered. This could be your own address, but the shipment could also be sent 
directly to another address.  
 
If one of these addresses is not yet in your address book, click on the plus sign. An extra section of the form will then open, 
and you can manually enter the address and save it for future use by checking “Save in address book”. 
 
Lastly, fill in the number of packages and pallets and click on “Book pickup”. 
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Step 4: Booking pickup 

 
Select “Book pickup” in the menu.  
 
Select an address (within the Benelux region) from your address book along with the account number. Enter the number 
of packages or pallets and the date on which we should collect your shipments. If appropriate, provide additional 
information (keeping within the maximum number of characters) for our delivery driver, for example where he/she should 
report at this address. Next, select “Book pickup”; our delivery person will then receive a message that your shipment is 
ready for collection. At the bottom left, you will see the confirmation of your successful pickup order.  
 

 
 
* If you have made fixed arrangements with your DHL contact person about the days on which the driver will visit you, 

then these arrangements will continue to apply. In this case, you do not need to book a separate pickup. If you would like 

to book the pickup at an alternative address, then you can book a separate pickup. If you would like to book a pickup at 

an address that is not yet in your address book, then click on the plus sign and enter the address manually in the extra 

drop-down section of the form.  

 
Overview of pickups 
If you click on “Overview” under “Pickup”, you will see an overview of your booked pickups. Here you will find the 
pickup number, the scheduled pickup date, the pickup address, and other details. The destination address is only visible if 
you have chosen to book a return or forwarding order where the driver brings the label.  
 
You can also use this screen to repeat a pickup. Click on the icon on the right in the column “Actions”. This brings you to 
a screen for a new pickup order, where as much data as possible has already been entered. To book the pickup, click on 
“Book pickup”.  
 
Lastly, you can export an overview of your pickups as a CSV file by clicking on “Download as CSV” in the top right 
corner.      
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Step 5: Importing addresses and shipment details 

 
Importing addresses 
Download the address template here. Create your address file using the template and save it as a .txt or .csv file “comma 
delimited” (English) or with “lijstscheidingsteken” (Dutch). All columns are required except company name 2, house 
number suffix, and telephone number. The company name is only required for a business shipment.  
 
In the menu, select “Address book” and then “Import addresses”.  
 
Import your address file. Name your file and link the columns of the file to the fields in the application. Having created 
these links once, you can use the drop-down menu at the top right to use a previously saved schedule/file. 
 

 
 
You can find your imported addresses in the menu under “Address book”. You can always edit an address here or add a 
new one. 
 
Importing shipment details 
Download the template for shipment details here. Create your list of shipments using the template and save it as a .txt or 
.csv file “comma delimited” (English) or with “lijstscheidingsteken” (Dutch). In the template, the mandatory and optional 
fields are indicated within the column names. Hover your mouse cursor over the column name to see the explanation. 

 
In the menu, select “Shipments” and then “Import shipments”. Import your shipment file. Name your file and link the 
columns of the file to the fields in the application. Having created these links once, you can use the drop-down menu at 
the top right to use a previously saved schedule/file. 
 

https://www.dhlparcel.nl/sites/default/files/content/DOCS/ENGELS/Address%20import.xls
https://www.dhlparcel.nl/sites/default/files/content/DOCS/ENGELS/Shipment%20import.xls
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You can find your imported shipments in the menu under “Drafts”.  
 
Select the shipments and print your labels. You can always add a shipment using “New shipment”.  
 
Tip: In the “Settings” menu, you can select the correct character encoding for your CSV file under the “CSV import 

CSV” option.  
 

Step 6: Track shipment using track & trace 

 
In the menu, select “Shipments” and then “Shipment overview”. You can track your shipments using the track & trace 
function. Here you can see when your shipment was received by us, when it is out for delivery, and when it was delivered. 
You can save any required signature as an image.  
 

 
 
Got any questions about your shipment? Please contact us via backoffice.arn@dhl.com.  

mailto:backoffice.arn@dhl.com
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Step 7: Creating multiple users 

 

In the menu, select “Settings” and then “Manage”.  
 
Click on “Add” to add new users. Here you can also set the roles per user straight away, and select the account numbers 
that apply to each user. This allows “User Managers” to create users and “Reporting Managers” to view reports. You can 
always change the roles of a user by clicking on the three dots icon on the roles and then on “Edit.” In the screen that 
appear, select the roles and click on “Save” 
 
Please note: You can only add a user once. If you accidentally deleted a user, please contact us.   

 

 
 
 
 
Step 8: Reports 

 

Shipment reports 
In the menu, select “Reports” and then “Shipments”. Select one or more account numbers. Choose the period for which 
you want to view the total number of shipments. You will then see an overview including details of the shipments you 
have sent along with the tracking code, the shipping date, and the delivery date.  
 

 
 
Click on “Download as PDF” or “Download as CSV” to download the data. If you opt for a CSV file, you will find a 
brief explanation on splitting the data into columns here. 
 
Day report 
You can download a day report of the shipments you have sent. In the menu, select “Reports” and then “Day report”. 
 

http://www.dhlparcel.nl/sites/default/files/content/rapport_beheren_in_excel.pdf
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Select the desired date and click “Download as PDF” or “Download as CSV” to download the data. A shipment is only 
included in a day report once it has appeared under “Shipment overview”. 
 
 
Frequently asked questions 

 
Got any questions about the application? You can find your answer in the frequently asked questions.  
 

 

https://www.dhlparcel.nl/en/business/faq

