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Copyright

The information contained within this document is the property of DPDgroup. This
information is issued in confidence to the intended recipients only and must not be
reproduced, used or disclosed in whole or in part or given or otherwise communicated to
any third party without the prior written permission of DPDgroup.

Disclaimer

Any advice given or statements or recommendations made shall not in any
circumstances constitute or be deemed to constitute a warranty by disclosed in whole or
in part or given or otherwise communicated to any third party without the prior written
permission of DPDgroup as to the accuracy of such advice, statements or
recommendations, disclosed in whole or in part or given or otherwise communicated to
any third party without the prior written permission of DPDgroup shall not be liable for
any loss, expense, damage or claim arising out of the advice given or not given or
statements made or omitted in connection with this document.
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Getting Started on My DPD

MyDPD is an online service for account holders, designed to make the entire
shipping process easier for small and large-scale businesses alike. It brings all of
your essential shipping procedures together into a single comprehensive
platform.

Within MyDPD you will have access to our online shipping system, which will
enable you to print all your shipping documents and manage your shipments
more efficiently.

You can track your consignments, arrange collections and use our depot finder.
You also have the ability to maintain and access your address book as well as save
your personal shipping preferences for next time.
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We'll also provide you with our latest service updates and inform you of any
changes to the functionality of MyDPD as soon as it happens, so you'll always be
kept in the loop!

1. Start by Opening MyDPD from the icon on your desktop

MyDPO Desktop Icon

2. Enter your Username and Password to Login into My DPD

Enter username and
password here.

Unable to log in or forgotten your username or password? Please contact Sales
Support 08459 505 505 (Option 2) who will assist you

The MyDPD Welcome Screen

ﬁ dpd [ Shipping Collections Deliveries Shop Returns Address Book Depot Finder

Welcome My Account Details Reports Diagnostics  API Delivery Searc ﬂ
Welcome to MyDPD
Welcome , you have successfully logged on to MyDPD.

Quick Links to
useful areas of
MyDPD can be
accessed from here

Page 7 - If you require further assistance contact the IT Service Desk on 0121500 2510

+ Create Shipment

+ Manage your Shipments

. Collection Exceptions
Delivery Dashboard

« Watch Your Parcels

Recent Enhancements

MyDPD - Designed to make the entire shipping process easier. It brings all of your
‘essential shipping procedures together into a comprehensive platform

No new messages. \

No updates available.

© 2015 DPD. DPD s a trading division of DPDgroup. Registered office: PO BOX 6979, Roeb

uck Lane, Smethwick, West Midiands, B66 1BN. Registered in England and Wales No 732003

Messages and
System Updates
will be displayed
here

ﬁ dpdgroup




MyDPD Account Details

Personalise My DPD with your unique account details:

1. Navigate to MyDPD > My Account Details

ﬁ dpd D] svicoing  Collections

Welcome (" My Account Details

Welcome , you have successfully logged on to MyDPD.

2. Click Contact Details and complete your details then click SAVE

ﬁ dpd m Shipping Collections Deliveries Shop Returns Address Book Depot Finder

Horm) Welcome My Account Details Reports  Diagnostics APl Delivery Se

Account Number: 150672 User Login ID: CYCLESVIK1

Printing Settings Contact Detalls

Collection Defaults

Contact Details

* Mandatory
Shipping Defaults
*Title Mr
Invoice Settings
* Forename John
* Sumame Smith
* Posiion Warehouse Manager
* Email john smith@example.com
* Telephone Number 0123456 7890 Click on Save

when details
[l <€ havebeen

entered

© 2016 DPD. DPD is & trading division of DPDgroup. Registered office: PO BOX 6979, Roebuck Lane, Smethwick, West Midlands, B66 1BN. Registerex

ngland and Wales No. 732093

3. Click Printing settings and complete the printer details then click
SAVE

) ) . dpd
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Contact Detaiis
Printing Settings
Collection Defautts
Shipping Defauts

Invoice Settings

Shipping Collections Deliveries Shop Retums Address Book Depot Finder
Welcome My Account Details Reports  Diagnostics AP Deery Sem

Helo | Logout

Account Number: 150672 User Login ID: CYCLESVIK1
Printing Settings Details
* Mandatory
@l Prnting to a Thermal Printer

Thermal Printer Settings
Ciizen/TSC

Thermal Printer Type

en CLP-521 Bl et Printer

12385

* Thermal Printer Name
* Thermal Printer Asset Number

Ifyou are Unable to find or cannot read your asset number, please tick this box

The Thermal Printer Asset Number can be found on a sticker (see left)
on the printer. The asset number is six numerical digits.

Laser Printer Settings

Labels Per Page T @2

<_

Click on Save
when details
have been
entered

Click Collection Defaults and complete the collection details then

click SAVE

ﬁ dpd WO shipping  Collections  Deliveries ~ ShopRetums  AddressBook  Depot Finder

Contact Details
Printing Settings
Collection Defaults
Shipping Defaults

Invoice Settings

Welcome My Account Details Reports Diagnostics API Delivery Search

Account Number: 150672 User Login ID: CYCLESVIK1

Collection Detalls

Do ot prompt for collection (By clicking this you are stating that your local depot have a daily pre-amanged collection with yourselves)

Collect From a Different Address

Product Parcel -
Senvice Dpd Next Day -
Reference 1

Number of ltems

Weight (Kg) 5

Closing Time (HH:MM) 17:00

Click on Save

£ when details

©2016 DPD. DPD is a trading division of DPDgroup. Registered office: PO BOX 6979, Roebuck Lane, Smethwick, West Midlands, B66 1BN. Registered in England and Wales No. 732003

have been
entered

5. Click Shipping Defaults and complete the shipping details then click

Page 9 - If you require further assistance contact the IT Service Desk on 0121500 2510

SAVE
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Contact Details
Printing Settings

Collection Defauts
Shipping Defaults

Invoice Settings

Collections

Deliveries

Welcome My Account Details Reports Diagnostics  API

D

Account Number: 150672

Shipping Detalis

Use

Country

Default shipping address book search type.

shared address book

Shop Returns

Address Book Depot Finder

User Login ID: CYCLESVIK1

* Mandatory

Aliow parcels to be shipped on a Saturday / Sunday

Senders Address on Label

Reference 1 Prefix

Adress

Index

Snont Name.

Parcel

Dpd Two Day

Select a country =

qu Postcode

|
[

Number of ltems

Weight (Kg)

Reference 1 Prefix

Extended Liability Value

Currency

Contents Description

Select a Progucts/Service

Pound Sterling (GBP)

Dimension (Alr services only)

Weight (Kg)

Length (cm)

Width (cm) Height (cm)

Scanning Defaults

Auto Print

Click here to Share the Address
Book ~ this will allow multiple
logins to access the address book
entries but not edit them

© Cursor goes straight to Total No of Packages

s & trading divis

sion of DPDgroup. Registered office

PO BOX 6979, Roebuck Lane,

Smathwick, West Midlands, B66 18N. Registered in England and Wales No. 732993

If Cursor goes straight to
Total No of Packages is
selected when the user scans the
parcel the cursor will
automatically set itself to ‘Total
Number of Packages’

SAVE

If Auto Print is selected once the
user scans or types a valid
reference 1the label will be
automaticallv printed

6. ClickInvoice Settings and complete the invoice details then click

Page 10 - If you require further assistance contact the IT Service Desk on 0121500 2510




ﬁ dpd m Shipping Collections Deliveries Shop Returns Address Book Depot Finder

Contact Details

Printing Settings Invoice Detalls

Collection Defaults
Shipping Defaults

Invoice Settings

2016 DPD. DPD is a trading division of DPDgroup. Registered office: PO BOX 6979, Roebuck Lane, Smethwick, West Midlands, B66 1BN. Registered in England and Wales No. 732093

Welcome My Account Details Reports  Diagnostics ~ API

Account Number: 150672

Invoice Selection
Invoice Type
Vat Number

Page Header
(When not using letterhead paper. Max 255 characters)

Senders Invoice Detalls

Company Name
Property
Address 1
Address 2
Address 3
Address 4
Postcode
Contact Name

Contact Number

Select each time invoice is required v

Select each time invoice is required  ~

User Login ID: CYCLESVIK1

B

Click on Save
when details
have been
entered

You're now ready to start using My DPD, you will find all on-line
shipping services here.

Creating an Ad-Hoc Domestic Shipment

MyDPD will allow the creation of domestic shipments in a number of
ways. Shipments can be created by either customers details already

Page 11 - If you require further assistance contact the IT Service Desk on 0121500 2510
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uploaded to your address book or create one off shipments manually. The
option is also available to print immediately or at a later time.

Creating Single Shipments Manually

1. Navigate to MyDPD > Shipping

2. This will take you to Create Shipment where you will need to
enter details of your shipment

Welcome

Weicome to MyDPD

MyDPD

Shipping Collections Deliveries
y Account Defails  Reports Diagnostics

Shop Retums
API

Address Book

Help | Logout

Depot Finder

Welcome , you have successfully logged on to MyDPD.

3. Inthe Delivery Details section enter the address details of your
shipment ~ mandatory information is highlighted on each box by an
asterisk*

Entering a valid UK postcode in the delivery address section should
present you with a drop down list of addresses associated with that
postcode, making it easy for you to select your shipment destination.

Create Shipment AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read more

Package Details

| Total No of Packages *

Delivery Information (Max. 50)

Delivery Details

[short Name [+ \

Country * [unrTED KanGDoM |

PostaiZip Code * ool ]

Address 1*

Address 2 [ ]

on+ | |

County/State [ ]
| |

Delivery Contact
Contact

Telephone

Notific ation Email [Precict

Notification Text Predict

1
l
|
1

Clear Print Later

Total Weight (Kg) *

Shipment Date *

‘Your Reference 1
‘Your Reference 2
‘Your Reference 3

Collect on Delivery

Print Now

[Monday - 13/02/2017 =

| l
| |
(TR

4. Select or manually enter the address details (Address Line 1and
Address Line 3 are mandatory)

Page 12 - If you require further assistance contact the IT Service Desk on 0121500 2510




Note that once you have populated the address details, the type of

service will pre populate to the Domestic shipping defaults you have

set up in MyDPD > My Account Details > Shipping Defaults for that

particular postal area.

5. Inthe Delivery Contact section enter a contact name and
telephone number of your delivery address ~ for UK and EU
countries, this information is not mandatory but may be helpful
~You also have the option to enter a mobile number and/or email
address in order for your customer to receive notifications on their

delivery from our DPD Predict service.

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Rea ore
[Short Name [+ [ | Total No of Packages *
Country * [UNITED KinGDOM [+ Total Weight (Kg) *
PostalZip Code * Product * IParceI ]v
Organisation/Name [DP DGROUP UKLTD Service * [Dpd Two Day [~
Address 1* IBROAD\.‘JELL WORKS BIRMINGHAM ROAD Shipment Date * !Mondav - 13/02/2017

Address 2 [

City * |oLDBURY
County/State [WEST MIDLANDS
Delivery Information (Max. 50) ’

Delivery Contact

Contact

Telephone

l
l
Notific ation Email [Prechict [
Notific ation Text Precict [

Your Reference 1
Your Reference 2
Your Reference 3

Collect on Delivery

o

6. Inthe Package Details section enter your package details ~ enter

details in all mandatory fields marked with an asterisk*

7. Inthe Package Details Section enter additional details i.e. Order
references in fields Your Reference 1 Your Reference 2 Your
Reference 3 and Collect on Delivery if there is a collection on

delivery (Reverse It or Swap It)

8. Select Print Now or Print Later once you have entered all the
details you require for your shipment ~ printing options are:

a. Print Now will print off your label/s immediately ready to

attach to your packages

Page 13 - If you require further assistance contact the IT Service Desk on 0121500 2510




b. Print Later will store your created shipment in MyDPD >
Shipping > Shipment Review allowing you to print the label/s
at a later time
Note ~ Print Later is only available up to midnight, the
shipment will be ‘locked’ after then

c. Clear willremove all entered details

9. Print Now ~ the label/s will immediately print on your designated
printer and the shipment will show in MyDPD > Shipping > Shipment
Review with a YES in the Printed column.

10.Print Later ~ the label/s will be stored in MyDPD > Shipping >
Shipment Review and show as NO in the Printed column.

Note - Unprinted shipments can be edited or deleted via MyDPD >
Shipping > Shipment Review

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver. Rea e
e | 1 owe [sio2007 [ 8 [ e ]
[7] shipment Date Reference 1 Consignment ~ Country Postcode Product/Service Packages Status Voided Printed View Edit
[F]| 13/02/2017  ORDER NO 12345 1564731430  GB B694DA Parcel - Dpd Two Day 2 n No No B &

»
Showing 1-10of 1 Jext ast
W Print Unprinted ||  Print Manifest

Example of an Unprinted shipment in MyDPD > Shipping > Shipment
Review

Page 14 - If you require further assistance contact the IT Service Desk on 0121500 25710



Create Shipment AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read more

DeeryDetas

1S]~,ort Name ‘v l ] Total No of Packages *

Country * [unrTED KanGDom |2 Total Weight (Kg) *

PostaliZip Code * Product * [Parcel |~
Organisation/Name [D P D GROUP UK LTD [ Service * [Dpd Two Day }V
Address 1+ [BROADWELL WORKS BIRMINGHAM ROAD | Shipment Date * [Monday-13/02207 |

Address 2 [ [ Your Reference 1 ‘ORDER NO 12345 l
City * [oLoBuRY | Your Reference 2 ‘
County/State [wEST MiDLANDS | Your Reference 3 |

|

\
\
Collect on Delivery D‘ v

Delivery Information (Max. 50) ‘

Contact e |
Telephone [01210000000 |
Notfication Email Precict | JOHNSMITH@EXAMPLE.COM |
Notific ation Text Precict [07000000000 |

B e

An example of a fully completed shipment

Creating an Ad-hoc Domestic Shipment from
the Address Book

MyDPD will allow the creation of domestic shipments in a number of
ways. Shipments can be created by either customers details already
uploaded to your address book or create one off shipments manually. The
option is also available to print immediately or at a later time.

Creating Single Shipments Manually from Address Book

1. Navigate to MyDPD > Shipping

2. This will take you to Create Shipment where you will need to
enter details of your shipment

ﬁ dpd MyDPD Collections Deliveries Shop Returns Address Book Depot Finder

Welcome M\ Account Details Reports Diagnostics ~ API earch E

Help | Logout

Weicome to MyDPD

Welcome , you have successfully logged on to MyDPD.

Page 15 - If you require further assistance contact the IT Service Desk on 0121500 2510



If you have delivery addresses saved within MyDPD > Address Book you
can create Ad-Hoc shipments to go to these addresses ~ the search
options for a previously saved address are:

a. The Short Name Lookup
b. The Organisation Name Lookup
Cc. The Postcode Lookup

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read more
- = I | Total No of Packages *
[unrTED KInGDOM |y’ Total Weight (Kg) * [:]
Ser .
Shipment Date * [Monday - 13/02/2017 =

Your Reference 1 | I

Your Reference 2 | |

County/State
Delivery Information (Max. 50)

Your Reference 3 | |

e

|
|
|
|
|
|

Delivery Contact
Contact [
Telephone [
Notification Email Precict |

[

Notific ation Text Predict

Save To Address Book

Print Later Print Now

Address Look Ups — Short Name

1. Inthe Address Look Up search bar select Short Name from the
drop down menu and enter the delivery address Short Name ~ all
addresses that begin with the text you have typed will be displayed

|short Name |v 's
Country * | UNITED KINGDOM
—

Page 16 - If you require further assistance contact the IT Service Desk on 0121500 2510



2. Select the required Short Name and the Delivery Details section
will be populated with the delivery details saved for that address

Create Shipment AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read more

Delivery Details Package Details

Short Name = [500 Total No of Packages *

Country * |unrTED raneDom [v Total Weight (Kg) *

PostaliZip Code * Find Postcode Product * [Parcel [
Organisation/Name [strTH PRODUCTS LTD | Service * [Dpd Two Day [+
Address 1* [BROADWELL WORKS BIRMINGHAM ROAD | Shipment Date * [Monday - 13/02/2017 =
Address 2 | | Your Reference 1 l ‘
City * |OLDBURY | Your Reference 2 ' ‘
County/State [wesT mMiDLANDS | Your Reference 3 [ ]
Delivery Information (Max. 50) | | Collect on Delivery E} =

Delivery Contact

Contact [z0rn smrTH ]

Telephone [01210000000 |

Notific ation Email Prechict | |

Notific ation Text Pradict | |

Save To Address Book

B & 2

Note - You will see from the example above that once you have
selected the delivery address from the Short Name drop down
menu the shipment creation page will populate all sections that are
mandatory including Total Packages, Total Weight, Product
and Service fields in the Package Details section with the
Domestic shipping defaults you have set up within MyDPD > My
Account Details > Shipping Defaults for that particular postal area.

. : ) dpd
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3. Select Print Now or Print Later once you have entered all the
details you require for your shipment

QOur One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read more
Delver etaie
[shorthame  [v [Emm | TotalNoof Packages *
Country * [unTTED *anGDoM [w]  Total weight (ko) *
PostalZip Code * Product * [Parcel %
Organisation/Name [smrTH PRODUCTS LTD | Service * [Dpd Two Day [+
Address 1* IBROADWELL WORKS BIRMINGHAM ROAD | Shipment Date * IMonday - 13/02/2017 [[‘3]
Address 2 | I Your Reference 1 I
City * [oLDBURY | Your Reference 2 |
County/State |WEST MIDLANDS | Your Reference 3 |
R A Ta—

Delivery Information (Max. 50) |

Contact [30RN smrTH |
Telephone 01210000000 |
Notific ation Email Prechict | |
Notific ation Text Precict I I

Save To Address Book

B3 & 2T

Address Look Ups - Organisation Name

JERY

In the Address Look Up search bar select Organisation Name from
the drop down menu and enter the delivery address Organisation
~ all addresses that begin with the text you have typed will be
displayed

Cocenyperas

el iialics |UNITED KINGDOM v
e | |
Postcode
F £ e | |
|Organisation Iv ! sm . |
Country * SMITH PRODUCTS LTD - S001 |
O

Page 18 - If you require further assistance contact the IT Service Desk on 0121500 2510




2. Select the required Organisation and the Delivery Details
section will be populated with the delivery details saved for that

address

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read more

Collect on Delivery

Delivery Details
|organisation |+ [SMITH PRODUCTS LTD - S001 | Total No of Packages *
Country * [unITeD KinGDoM [v Total Weight (Kg) *
PostalZip Code * Product * [Parcel [~
Organisation/Name [smrTH PRODUCTS LTD | servicer Dpd Next Day %
Address 1 * [BROADWELL WORKS BIRMINGHAM ROAD | Shipment Date * [Monday - 13/02/2017 &
Address 2 | | Your Reference 1 | |
City * IomauRY I Your Reference 2 | I
County/State [wEsT MIDLANDS | Your Reference 3 | |

|

Delivery Information (Max. 50) |

TN

Contact [30HN sMrTH |
Telephone [01210000000 |
Notification Email Preciict I |
Notification Text Predict | |

3 =

Note - You will see from the example above that once you have selected
the delivery address from the Organisation drop down menu the
shipment creation page will populate all sections that are mandatory
including Total Packages, Total Weight, Product and Service fieldsin
the Package Details section with the Domestic shipping defaults you
have set up within MyDPD > My Account Details > Shipping Defaults for
that particular postal area.
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3. Select Print Now or Print Later once you have entered all the
details you require for your shipment

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read more
DelveryDeais
|organisation [ [sMrTH PRODUCTS LTD - S001 | Total No of Packages *

Country * [unaTED KinGDOM [+ Total Weight (Kg) *
PostaliZip Code * Product * |Parcel
Organisation/Name [smrTH PRODUCTS LTD | Service * [Dpd Next Day
Address 1* |BROADWELL WORKS BIRMINGHAM ROAD | Shipment Date * IMonday - 13/02/2017 [@
Address 2 | | Your Reference 1 |
City * |0IDBURV | Your Reference 2 |
County/State |WEST MIDLANDS | ‘Your Reference 3 |
| Collect on Delivery D"‘

Delivery Information (Max. S0) |

Delivery Contact

Contact [00N smrTH
Telephone [01210000000
Notfication Email Precict |

Notific ation Text Predict |

Save To Address Book

Address Look Ups — Postcode

1. Inthe Address Look Up search bar select Postcode from the drop
down menu and enter the delivery address Postcode ~ all
addresses that begin with the text you have typed will be displayed

Delivery Details

0o IV | = |
Short Name |unmo KINGDOM I"

R el ]
Postcode
S |

[Postcode v [osd |
Country * B69 4DA - S001 [

—

2. Select the required Postcode and the Delivery Details section
will be populated with the delivery details saved for that address
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Create Shipment AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read mare

Delivery Details Package Details
Postcode v [B69 4DA - 500 | Total No of Packages *
Country * [UNITED KINGDOM [v Total Weight (Kg) *
PostaliZip Code * B69 4DA Product * [Parcel [+
Organisation/Name |SM1TH PRODUCTS LTD ] Service * [Dpd Twio Day Iv
Address 1* |BROADWELL WORKS BIRMINGHAM ROAD ] Shipment Date * [Monday - 13/02/2017 IB
Address 2 | ‘ Your Reference 1 |
City * |0LDBURY ‘ Your Reference 2 | |
County/State [WEST MIDLANDS \ Your Reference 3 | |
Delivery Information (Max. S0) | ‘ Collect on Delivery 'CI v
Delivery Contact
Contact [20HN sMITH ]
Telephone (01210000000 |
Notfication Email Prectict | ] B
Notific ation Text Prechict I ]
CFror

Note - You will see from the example above that once you have selected
the delivery address from the Postcode drop down menu the shipment
creation page will populate all sections that are mandatory including
Total Packages, Total Weight, Product and Service fields in the
Package Details section with the Domestic shipping defaults you have
set up within MyDPD > My Account Details > Shipping Defaults for that
particular postal area.

3. Select Print Now or Print Later once you have entered all the
details you require for your shipment
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Create Shipment AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read mare

Collect on Delivery {E‘ v

Deery et
Postcode v | Total No of Packages *
Country * [UNITED KINGDOM [v Total Weight (Kg) *
PostalZip Code * Product * [Parcel [~
Organisation/Name [SMITH PRODUCTS LTD | Service * [Dpd Two Day %
Address 1* |BROADWELL WORKS BIRMINGHAM ROAD ] Shipment Date * ]Mondav - 13/02/2017 IE
Address 2 I J Your Reference 1 I I
City * |0LDBURY ‘ Your Reference 2 ] |
County/State |WEST MIDLANDS ‘ Your Reference 3 l |

|

Delivery Information (Max. 50) |

Delivery Contact

Contact [20HN sMITH ]

Telephone 01210000000 |

Notification Email Prectict. | ] N
Notification Text Preciict | ]

Save To Address Book

B3 I3 X

Creating an Ad-Hoc Domestic Shipment with
Reverse It Service

MyDPD will allow you to create domestic shipments where there may be
a package to collect and return when delivering your shipment ~ there are
2 types of collection that you can arrange via the Create Shipment page:

a. Swap It - Where the delivery driver will collect package/s on
delivery

b. Reverse It - Where the delivery driver will collect like for like
product/s on delivery

Create Your Delivery Shipment with a Reverse It Return
1. Navigate to MyDPD > Shipping

2. This will take you to Create Shipment where you will need to
enter details of your shipment
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ﬁ dpd MyDPD w Collections Deliveries Shop Retumns Address Book Depot Finder

Welcome My Account Details Reports Diagnostics AP

Weicome to MyDPD

Heip | Logout

Welcome , you have successfully logged on to MyDPD.

3. Inthe Delivery Details section enter the address details of your
shipment ~ mandatory information is highlighted on each box by an

asterisk*

Entering a valid UK postcode in the delivery address section should
present you with a drop down list of addresses associated with that
postcode, making it easy for you to select your shipment destination.

Create Shipment AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read more

Delivery Information (Max. 50)

Delivery Details

[short Name [v \ |

Country * [unaTeD KanGDoM v

PostalZip Code * B ]

Organisation/Name gi;a;fao:‘DRg:dll-tgmB;mdwell Works, g

Address 1*

Address 2 1 ]

City * | ]

County/State ‘ ]
| |

Delivery Contact

Contact

Telephone

1
l
Notific ation Email Prechict 1
1

Notific ation Text Predict

Clear Print Later

Package Details
Total No of Packages *

Total Weight (Kg) *

Shipment Date * [Monday - 13/02/2017 3

‘Your Reference 1 i [

Your Reference 2 | ‘

‘Your Reference 3 | \

R

Collect on Delivery

Print Now

4. Select or manually enter the address details (Address Line 1and

Address Line 3 are mandatory)

Note that once you have populated the address details, the type of
service will pre populate to the Domestic shipping defaults you have
set up in MyDPD > My Account Details > Shipping Defaults for that

particular postal area.
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5. Inthe Delivery Contact section enter a contact name and
telephone number of your delivery address ~ this information is not
mandatory but may be helpful ~You also have the option to enter a
mobile number and/or email address in order for your customer to
receive notifications on their delivery from our DPD Predict service.

Create Shipment AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read more

Delivery Details

[short Name [+ |

Country * |UNITED KiNGDOM

[+ Total Weight (Kg) *

PostalZip Code *

B69 4DA Find Postcode Product *

Collect on Delivery

Organisation/Name |D P D GROUP UK LTD I Service *

Address 1* [BROADWELL WORKS BIRMINGHAM ROAD | Shipment Date *

Address 2 | | Your Reference 1

City * [oLDBURY | Your Reference 2

County/State |WEST MIDLANDS | Your Reference 3
|

Delivery Information (Max. 50) ’

Delivery Contact

Contact

Telephone

|
|
Notific ation Email [recfict |
Notific ation Text Predict |

| Total No of Packages *

| Parcel

IDpd Two Day

[Monday - 13/02/2017

=

TR

6. Inthe Package Details section enter your package details ~ enter

details in all mandatory fields marked with an asterisk*

7. Select Reverse from the Collect on Delivery drop down menu

Create Shipment

AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read

_

[short Name % | Total No of Packages *
Country * [UNITED KnGDOM [v Total Weight (Kg) *
PostalZip Code * Product *
Organisation/Name [DP DGROUP UKLTD | Service *

Address 1* [BROADWELL WORKS BIRMINGHAM ROAD | Shipment Date *
Address 2 | | Your Reference 1
City * [oLDBURY | Collect on Delivery
County/State [WEST MIDLANDS |

Delivery Information (Max. 50) ‘ ‘

Delivery Contact

Contact [0k smrTH |

Telephone [01210000000 |

Notification Email Precict | JOHNSMITH@EXAMPLE.COM |

Notification Text reciict (07000000000 |

Print Later

Print Now

| Parcel

|Dpd Two Day

[Monday - 13/02/2017

=

No
Reverse

Swap —

Retum Details ->
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You will see above that once Reverse has been selected from the drop
down menu, the options to Print Now or Print Later have been
disabled ~ To proceed enter details for the returned package:

8. Click Return Details located at the bottom right of the screen ~
this will open the Create Shipment > Return Details screen and
enter details of the return package and its destination ~ Mandatory
fields that must be filled out in order to proceed and are marked
with an asterisk* are as follows:

9. Once all the details have been entered then the options Print Now
or Print Later are enabled.

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read more
Return Details Package Details
Short Name I | v Total No of Packages *
Country | uNITED KinNGDOM % Total Weight (Kg) *
PostaliZip Code * LE1038Q Product * [Reverse 1t [+
Organisation/Name |D P D INTERNATIONAL GATEWAY | Service * ]Dpd Twio Day ]v
Address 1* |LOGIX ROAD, R D PARK | Your Reference 1 | |
Address 2 | | Your Reference 2 ] |
City * Ii—ﬂNCKLEY | Your Reference 3 l |
County | LEICESTERSHIRE |
Delivery Information (Max. 50) ) l
Return Contact
Contact [pavID sMTH |
Telephone (01210000000 |

10. Select Print Now or Print Later once you have entered all the
details you require for your shipment

Note — Unprinted shipments can be edited or deleted via MyDPD >
Shipping > Shipment Review
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Creating an Ad-Hoc Domestic Shipment with
Swap It Service (Dpd Only)

MyDPD will allow you to create domestic shipments where there may be
a package to collect and return when delivering your shipment ~ there are
2 types of collection that you can arrange via the Create Shipment page:

a. Swap It - Where the delivery driver will collect package/s on
delivery

b. Reverse It - Where the delivery driver will collect like for like
product/s on delivery

Create Your Delivery Shipment with Swap It
1. Navigate to MyDPD > Shipping

2. This will take you to Create Shipment where you will need
to enter details of your shipment

Help | Logout
ﬁ dpd MyDPD w Collections Deliveries Shop Retumns Address Book Depot Finder

Welcome My Account Details Reports Diagnostics APl E

Weicome to MyDPD

Welcome , you have successfully logged on to MyDPD

3. Inthe Delivery Details section enter the address details of
your shipment ~ mandatory information is highlighted on each
box by an asterisk*

Entering a valid UK postcode in the delivery address section should
present you with a drop down list of addresses associated with that
postcode, making it easy for you to select your shipment destination.
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Create Shipment AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read more

Delivery Details

[short Name

[v

I |

Country *
PostalZip Code *
Organisation/Name
Address 1*
Address 2

City *

County/State

Delivery Information (Max. 50)

Delivery Contact
Contact

Telephone

Notific ation Email Preciict

Notific ation Text Predict

e

D P D Group UK Ltd, Broadwell Works,
Birmingham Road, Oldbury

[unITED KanGDOM [v
|
|
|

l
I
l
I

Print Later

Package Details

Total No of Packages *
Total Weight (Kg) *

Shipment Date * [Monday - 13/02/2017

Your Reference 1 | |

Your Reference 2 | |

Your Reference 3 | |

TN

Collect on Delivery

Print Now

4. Select or manually enter the address details (Address Line 1and
Address Line 3 are mandatory)

Note that once you have populated the address details, the type of
service will pre populate to the Domestic shipping defaults you have
set up in MyDPD > My Account Details > Shipping Defaults for that
particular postal area.

5.

In the Delivery Contact section enter a contact name and
telephone number of your delivery address ~ this information
is not mandatory but may be helpful ~You also have the option
to enter a mobile number and/or email address in order for
your customer to receive notifications on their delivery from

our DPD Predict service.
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Create Shipment AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read more

Collect on Delivery

[short Name [v | | TotalNoof Packages *
Country * [UNITED KinGDOM [+ Total Weight (Kg) *
PostalZip Code Product *
Organisation/Name [D P DGROUP UKLTD | Service *
Address 1+ [BROADWELL WORKS BIRMINGHAM ROAD | shipment Date *
Address 2 | | Your Reference 1
City * IOLDBURY I Your Reference 2
County/State |WEST MIDLANDS | Your Reference 3

|

Delivery Information (Max. 50) |

Delivery Contact

Contact

Notific ation Email Predict

I
Telephone |
|
|

Notific ation Text Precict

|
|
l
|

E—

IParceI

[Dpd Two Day

[Monday - 13/02/2017

=

TR

6. Inthe Package Details section enter your package details ~
enter details in all mandatory fields marked with an asterisk*

7. Select Swap from the Collect on Delivery drop down menu

Create Shipment AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read more

Delivery Details
[short Name [+ | | TotalNo of Packages *
Country * [unTED KiNGDOM [+ Total Weight (Kg) *
PostalZip Code * B594DA Product *
Organisation/Name [pPDGROUP UK LTD | Service *
Address 1* [BROADWELL WORKS BIRMINGHAM ROAD | Shipment Date *
Address 2 | | Collect on Delivery
City * |oLpBuRY |
County/State [WEST MIDLANDS |

|

Delivery Information (Max. 50) |

Contact [0 sMITH
Telephone 01210000000
Notification Email Precict | JOHNSMITH@EXAMPLE.COM
Notification Text Precict 07000000000

|
|
|
|

B3 &

|Parce| ]v
[Dpd Tvio Day [+

[Monday - 13/02/2017

=

I

No
Reverse
Swap

f?
&

You will see above that once Swap has been selected from the drop
down menu, the options to Print Now or Print Later have been
disabled ~ To proceed enter details for the returned package:
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Create Shipment AVIK1

(1) To proceed, correct the following issue: City must be entered
Deivery et
Ishort Name | v | ] Total No of Packages *
Country * [UNITED KinGDOM [v|  Totalweignt (ko) *
PostalZip Code * B694DA Product * [swapit [v
Organisation/Name [DPDGROUP UK LTD | service* [Dpd Two Day [
Address 1* |BROADWELL WORKS BIRMINGHAM ROAD | Shipment Date * [Monday - 13/02/2017 [
Address 2 I ] Collect on Delivery v
City * [oLDBURY |
County/State [wesT mipLanps |
|

Delivery Information {Max. S0) ’

Delivery Contact

Contact [20HN sMITH ]

Telephone [01210000000 |

Notific ation Email Preict [30HNSMITH@ EXAMPLE.COM | N
Notific ation Text Prechict (07000000000 |

Prnt Later Print Now Retum Details >

8. Click Return Details located at the bottom right of the
screen ~ this will open the Create Shipment > Return Details
screen and enter details of the return package and its
destination ~ Mandatory fields that must be filled out in order
to proceed are as follows and are marked with an asterisk*

Once all the details have been entered then the options Print Now or
Print Later are enabled.
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Create Shipment AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read more

Short Name | [~ Return Item Description [PrODUCT |
Country [unITED KanGDOM [ Total No of Packages *

PostalZip Code * Total Weight (Kg) *

Organisation/Name [D P D INTERNATIONAL GATEWAY | Product * [swiapit [+
Address 1* \chsb:‘ ROAD, R D PARK ] Service * |Dpd Two Day [v
Address 2 l ] Your Reference 1 I l
City * [HINCKLEY | Your Reference 2 | ]
County lLEICESTERSHIRE ] Your Reference 3 | ]

|

Delivery Information (Max. 50) ‘

Contact [pavID sMITH ]
Telephone [or2111111111 |

9. Select Print Now or Print Later once you have entered all
the details you require for your shipment

Note — Unprinted shipments can be edited or deleted via MyDPD >
Shipping > Shipment Review

Creating an Ad-hoc Domestic Shipment from
the Address Book with Swap it / Reverse it
Service

MyDPD will allow the creation of domestic shipments in a number of
ways. Shipments can be created by either customers details already

uploaded to your address book or create one off shipments manually. The
option is also available to print immediately or at a later time.

Creating Single Shipments Manually from Address Book

1. Navigate to MyDPD > Shipping

2. This will take you to Create Shipment where you will need
to enter details of your shipment
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Help | Logout

ﬁ dpd MyDPD Collections Deliveries Shop Returns Address Book Depot Finder
Welcome My Account Details Reports  Diagnostics  API Defvery Search E

Weicome to MyDPD
Welcome , you have successfully logged on to MyDPD

If you have delivery addresses saved within MyDPD > Address Book you
can create Ad-Hoc shipments to go to these addresses ~ the search
options for a previously saved address are:

d. The Short Name Lookup
e. The Organisation Name Lookup
f. The Postcode Lookup

Delivery Information (Max. 50)

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read more

Delivery Details Package Details

Erort S | Peitootbakeone

SonName) 0N [unITED KinGDOM [+ Total Weight (Kg) *

et [ 1] Product

Postcode [ |

Address 1 [ | Shipment Date * |Monday - 13/02/2017 |[3

Address 2 [ | Your Reference 1 | ]
City * l | Your Reference 2 | ]
County/State l | Your Reference 3 | ]

Collect on Delivery o v

Delivery Contact

Contact

Telephone

Notific ation Email Precict

I |
! |
I |
l |

Notific ation Text Predict

Save To Address Book

Print Later Print Now

Address Look Ups — Short Name

1. Inthe Address Look Up search bar select Short Name from
the drop down menu and enter the delivery address Short
Name ~ all addresses that begin with the text you have
typed will be displayed

|Short Name |v 's |
Country * |UNITED KINGDOM |v

e ——— |
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Delivery Details

|Short Name |~ q |
Country * S001 lil
posaz Cose ]

2. Select the required Short Name and the Delivery
Details section will be populated with the delivery details
saved for that address

Create Shipment AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read more

R Tt

W‘ [_ Total No of Packages *
Country * |unITED tanGDom ]v Total Weight (Kg) *
PostaliZip Code * Product * [parcel [
Organisation/Name [smrTH PRODUCTS LTD | senicer [Dpd Two Day [~
Address 1* [BROADWELL WORKS BIRMINGHAM ROAD | Shipment Date * [Monday - 13/02/2017 ]
Address 2 I I Your Reference 1 I ]
City * [oLpBURY | Your Reference 2 [ ]
County/State [WEST MIDLANDS | Your Reference 3 [ |
Delivery Information (Max. 50) ’ ‘ Collect on Delivery W v
Contact [0 sMrmH |
Telephons 01210000000 |
Notific ation Email Prechict [ |

|

Notific ation Text Precict |

Save To Address Book

3 &3 13

Note - You will see from the example above that once you have
selected the delivery address from the Short Name drop down
menu the shipment creation page will populate all sections that are
mandatory including Total Packages, Total Weight, Product
and Service fields in the Package Details section with the
Domestic shipping defaults you have set up within MyDPD > My
Account Details > Shipping Defaults for that particular postal area.
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3.

Select Print Now or Print Later once you have entered all the
details you require for your shipment

QOur One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read more

Collect on Delivery

o T

Ry e
[shorthame  [v| [EmW | TotalNo of Packages *
Country * [unITED *aneDoM [+ Total Weight (Kg) * [
PostalZip Code * Product * [Parcel |
Organisation/Name [stuTH PRODUCTS LTD | Service * [Dpd Two Day [+
Address 1 [BROADWELL WORKS BIRMINGHAM ROAD | shipmentDate * [Monday - 13/02/2017 =
Address 2 | ] Your Reference 1 |
City * [oLpeurY | Your Reference 2 [
County/State [wesT MiDLANDS | YourReference 3 |

|

Delivery Information (Max. 50) I

Contact [2omN sMrTH |
Telephone [01210000000 |
Notific ation Email Prechict l ]

|

Notific ation Text Precict l

Save To Address Book

B3 &3 T3

Address Look Ups - Organisation Name

1. Inthe Address Look Up search bar select Organisation Name
from the drop down menu and enter the delivery address
Organisation ~ all addresses that begin with the text you have
typed will be displayed

S |
organsatiorJ IR |

Shuit biame | UNITED KINGDOM [v

e | |

Postcode

|Organisation Ilv- ' sm |
Country * SMITH PRODUCTS LTD - S001 [

postaizp Coe —
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2. Select the required Organisation and the Delivery Details
section will be populated with the delivery details saved for that

address

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read more

Collect on Delivery

Delivery Details
|organisation |+ [SMITH PRODUCTS LTD - S001 | Total No of Packages *
Country * [unITeD KinGDoM [v Total Weight (Kg) *
PostalZip Code * Product * [Parcel [~
Organisation/Name [smrTH PRODUCTS LTD | servicer Dpd Next Day %
Address 1 * [BROADWELL WORKS BIRMINGHAM ROAD | Shipment Date * [Monday - 13/02/2017 &
Address 2 | | Your Reference 1 | |
City * IomauRY I Your Reference 2 | I
County/State [wEsT MIDLANDS | Your Reference 3 | |

|

Delivery Information (Max. 50) |

TN

Contact [20H sMrTH
Telephone

[01210000000

|
|
Notification Email Preciict I |
|

Notification Text Predict |

Save To Address Book

3 =

Note - You will see from the example above that once you have selected
the delivery address from the Organisation drop down menu the
shipment creation page will populate all sections that are mandatory
including Total Packages, Total Weight, Product and Service fieldsin
the Package Details section with the Domestic shipping defaults you
have set up within MyDPD > My Account Details > Shipping Defaults for
that particular postal area.
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3. Select Print Now or Print Later once you have entered all the
details you require for your shipment

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read more

DelveryDeais

|organisation [ [sMrTH PRODUCTS LTD - S001 | Total No of Packages *

Country * [unaTED KinGDOM [+ Total Weight (Kg) *

PostaliZip Code * Product * [Parcel [+

Organisation/Name [smrTH PRODUCTS LTD | Service * [Dpd Next Day [~

Address 1* |BROADWELL WORKS BIRMINGHAM ROAD | Shipment Date * IMonday - 13/02/2017 [@

Address 2 | | Your Reference 1 | |

City * |0IDBURV | Your Reference 2 | |

County/State |WEST MIDLANDS | ‘Your Reference 3 | |
| Collect on Delivery D"‘

Delivery Information (Max. S0) |

Delivery Contact

Contact [00N smrTH
Telephone [01210000000
Notfication Email Precict |

Notific ation Text Predict |

Save To Address Book

Address Look Ups — Postcode

1. Inthe Address Look Up search bar select Postcode from the
drop down menu and enter the delivery address Postcode ~ all
addresses that begin with the text you have typed will be

displayed
Delivery Details
0o IV | = |
Short Name |unmo KINGDOM I N

itk [ ]
Postcode
mmmms{t’)“‘ | |

[Postcode v [oed |
Country * B69 4DA - S001 [

—

2. Select the required Postcode and the Delivery Details section
will be populated with the delivery details saved for that address
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Create Shipment AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read maore

Postcode v | Total No of Packages *
Country * [UNITED KnGDOM [v Total Weight (Kg) *
PostaliZip Code * Product * [Parcel [
Organisation/Name [SMITH PRODUCTS LTD |  servicer [Dpd Two Day %
Address 1+ |BROADWELL WORKS BIRMINGHAM ROAD | shipment Date * [Monday - 13/02/2017 I=
Address 2 I \ Your Reference 1 [ |
City * |OLDBURY ] Your Reference 2 ] I
County/State |WEST MIDLANDS ] Your Reference 3 ] |
Delivery Information (Max. 50) | ‘ Collect on Delivery IC' v
Delivery Contact
Contact [30HN sMrTH ]
Telephone [01210000000 |
Notific ation Email Predict | ‘ Ik
Notific ation Text Predict | ‘

Save To Address Book

o v

Note - You will see from the example above that once you have selected
the delivery address from the Postcode drop down menu the shipment
creation page will populate all sections that are mandatory including
Total Packages, Total Weight, Product and Service fields in the
Package Details section with the Domestic shipping defaults you have
set up within MyDPD > My Account Details > Shipping Defaults for that
particular postal area.

3. Select Print Now or Print Later once you have entered all the
details you require for your shipment

Adding Return Details for a Swap It/Reverse It Return

1. If you have shipments that require a collection on delivery then
select Swap or Reverse from the Collect on Delivery drop
down menu ~ this will enable the Return Details option (bottom
right of screen)

2. Click Return Details at the bottom right of the screen and you will
be directed to the Create Shipment > Return Detalls screen ~ the
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Return Details will be automatically populated from the Return
Address defaults within MYDPD > My Account Details > Shipping
Defaults ~ the return address details can be overridden manually or
entries selected from the address book ~ the mandatory fields are

marked with an asterisk*

Create Shipment

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read more

[Srotrame [ | |

Country * [unTED KINGDOM [~

B69 4DA Find Postcode

Postal/Zip Code *

Organisation/Name [D P D GROUP UK LTD I
Address 1* [BROADWELL WORKS BIRMINGHAM ROAD |
Address 2 [ |
City * [oLoBURY |
County/State [WEST MIDLANDS |

|

Delivery Information (Max. 50) ’

Delivery Contact

Contact

Notification Email Predict

l
Telephone l
l
\

Notification Text Predict

Clear

Print Later

Total No of Packages * .

Product * |Parcel [ v
Service * IDpd Next Day ]v
Shipment Date * |Tuesday - 07/03/2017 ]B

Your Reference 1 | ]

Your Reference 2 I ]

Your Reference 3 [ |

Reverse o

Collect on Delivery

Print Now

Returmn Details ->

3. Select Print Now or Print Later once you have entered all the
details you require for your return shipment
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Create Shipment AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read more

Return et
Short Name | | v Total No of Packages *
Country |UNITED KINGDOM [+ Total Weight (Kg) *
PostalZip Code * Product * [Reverse 1t [
Organisation/Name [D P D INTERNATIONAL GATEWAY | servicer [Dpd Two Day %
Address 1* [chsrx ROAD, R D PARK | Your Reference 1 [ |
Address 2 | | Your Reference 2 I |
City * [HINCKLEY | Your Reference 3 [ |
County |LEICESTERSHIRE |

|

Delivery Information (Max. 50) '

Return Contact
Contact [pavID sMTH |
Telephone 01210000000 |

Note — Unprinted shipments can be edited or deleted via MyDPD >
Shipping > Shipment Review

Creating an Ad-Hoc Shipment to an EU Country

MyDPD will allow the creation of EU shipments in a number of ways. As
with domestic shipments can be created by either customers details
already uploaded to your address book or create one off shipments
manually. The option is also available to print immediately or at a later
time.

Creating Single Shipments Manually
1. Navigate to MyDPD > Shipping

2. This will take you to Create Shipment where you will need to
enter details of your shipment
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ﬁ dpd MyDPD Collections Deliveries Shop Returns Address Book Depot Finder

Welcome M Account Details Reports Diagnostics AP E

Weicome to MyDPD

Welcome , you have successfully logged on to MyDPD

3. Select the EU country from the Country drop down (defaulted to
UNITED KINGDOM

Delivery Details
|Short Name |v [ |
Country * IW, MANY] Iv

4. Inthe Delivery Details section enter the address details of your
shipment ~ mandatory information is highlighted on each box by an
asterisk *

For a shipment to an EU country, you will need to enter all address details
into the Delivery Details section as there will be no drop down address
options available ~ When you have selected the country you wish to ship
to and entered the address details, MyDPD will automatically populate the
type of service will pre populate to the International shipping defaults you
have set up in MyDPD > My Account Details > Shipping Defaults

5. Inthe Delivery Contact section enter a contact name and
telephone number of your delivery address ~ this information is not
mandatory but may be helpful ~You also have the option to enter a
mobile number and/or email address in order for your customer to
receive notifications on their delivery from our DPD Predict service
if available for that Country

6. Complete the Package Details section ~ the mandatory
information required is:

o

Total Number of Packages

b. Total Weight of Shipment (KG)

C. Product Service - Should be defaulted to service selected for
that country in your International shipping defaults but can be
amended via the drop down menu

d. Customs Value (GBP)
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e. Description of contents
f. Shipment Date - Should be defaulted to today’s date

7. Inthe Package Details Section enter additional details i.e. Order
references in fields Your Reference 1 Your Reference 2 Your
Reference 3

Your Reference 2

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read more
[short Name [v | | TotalNoof Packages *
Country * [cERmANY [+ Total Weight (Kg) *
PostalZip Code * Product/Service * [Parcel - DPD Classic (2 to 3 days) [
Organisation/Name [TEST ORGANISATION LTD | Customs Value
Address 1+ [TEST STRASSE | contents [TEST CONTENTS ]
Address 2 | | Extended Liability D =
City * [BERLIN | Shipment Date * Tuesday - 14/02/2017 !
County/State I | Your Reference 1
|

Delivery Information (Max. 50) ‘

Your Reference 3

Delivery Contact

Contact [00 srTH |
Telephone 00000000000 |
Notification Emai [zoHNSMITHE EXAMPLE.COM |
Notification Text 1234567850 |

B3 & B2

An example of a fully completed EU shipment

8. Select Print Now or Print Later once you have entered all the
details you require for your shipment

Note — Unprinted shipments can be edited or deleted via MyDPD >
Shipping > Shipment Review
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Shipment Review AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver. =
seach | | ose. [1302/2017 3| (3
[7] Shipment Date Refersnce 1 Consignment  Country Postcode Product/Service Packages Status Voided Printed View Edit
[F] 14/02/2017 1564731899  DE 99876 Parcel - DPD Classic 1 No No B &
»
Showing 1- 1 of 1

Print Unprinted Send to File

Example of an Unprinted shipment in MyDPD > Shipping > Shipment
Review

Creating an Ad-Hoc Shipment to a Non EU
Country

MyDPD will allow the creation of Non EU shipments in a number of ways.
As with domestic shipments can be created by either customers details
already uploaded to your address book or create one off shipments
manually. The option is also available to print immediately or at a later
time.

When shipping to a Non EU country, as well as entering the usual details of
a shipment, you will need to enter details into an invoicing page in order to
print your labels.

Creating Non EU Single Shipments Manually - Shipment
Details

1. Navigate to MyDPD > Shipping

2. This will take you to Create Shipment where you will heed to
enter details of your shipment
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Heip | Logout

ﬁ dpd MyDPD Collections Deliveries Shop Retumns Address Book Depot Finder

Welcome M\ Account Details Reports Diagnostics API

Weicome to MyDPD

Welcome , you have successfully logged on to MyDPD.

3. Select the Non EU country from the Country drop down
(defaulted to UNITED KINGDOM

Delivery Details

|Short Name |v
Country * = |

4. Inthe Delivery Details section enter the address details of your
shipment ~ mandatory information is highlighted on each box by

an asterisk * they are:

a. Postcode
b. Address Line 1
C. Address Line 3 (or City)

For a shipment to a Non EU country, you will need to enter all address
details into the Delivery Details section as there will be no drop down
address options available ~ once you have entered your postcode you will
then be prompted that this shipment will require an invoice.
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Create Shipment AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read more

[Short Name | v [ | Total No of Packages *
Country * [USA ‘v Total Weight (Kg) *
PostalZip Code * Product/Service * [Air Express (2 to 4 days) [ v
Organisation/Name Customs Value * :]
Address 1* Contents * [ |
Address 2 El v

Shipment Date * [Tuesday - 14/02/2017 3

County/State Your Reference 1 ]

Generate C voice *  |Please Select |wv.

[ |

l |

[ | Extended Liability
iy * { |

l |

| |

Delivery Information (Max. Sh

Delive! ontac

@An invoice is required for the selected country

Contact * (| Remember to print 5 copies of your invoice for customs clearance.

\ PLEASE ENSURE ALL COPIES HAVE AN ORIGINAL SIGNATURE

Telephone *

Notific ation Email

Notific ation Text

Print Later Print Now

For a shipment to an Non EU country, you will need to enter all address
details into the Delivery Details section as there will be no drop
down address options available ~ When you have selected the country
you wish to ship to and entered the address details, MyDPD will
automatically populate the type of service will pre populate to the
International shipping defaults you have set up in MyDPD > My Account
Details > Shipping Defaults ~the Product /Service can be amended
by selecting from the drop down menu

5. Inthe Delivery Contact section enter a contact name and
telephone number of your delivery contact ~ for a Non EU
country this information is mandatory

6. Complete the Package Details section ~ the mandatory
information required is:

a. Total Number of Packages

b. Total Weight of Shipment (KG)

C. Product Service - Should be defaulted to service selected
for that country in your International shipping defaults but
can be amended from the dropdown menu

d. Customs Value (GBP)

e. Description of contents
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f. Extended liability (if yes is selected then an extra field will
appear asking for the amount of extended liability)
Shipment Date - Should be defaulted to today’s date
Generate Customs Invoice (Drop down Menu) - For Non EU
shipments, select Yes

J Q

7. Inthe Package Details Section enter additional details i.e. Order
references in fields Your Reference 1 Your Reference 2
Your Reference 3

8. Thelnternational Invoice option has been enabled ~ Click on
International Invoice to enter your invoice details

R Create Shipment CYQLESVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read r

Cociveroeate T e e

Your Reference 2 l |

Ishort Name [v I I Total No of Packages *

Country * [usa [v Total Weight (Kg) *

PostalZip Code * Product/Service * [Air Express (2 to 4 days) lv

Organisation/Name [TEST AMERICA LTD | Customs Value * 100

Address 1* | WASHINGTON STREET | Contents * [ TEST cONTENTS |

Address 2 | | Extended Liability o v

City * |wasHINGTON | shipment Date * [Tuesday - 14/02/2017 =

County/State | | Your Reference 1 [ |
|

Delivery Information (Max. 50) |

Your Reference 3 [ |

PLEASE ENSURE ALL COPIES HAVE AN ORIGINAL SIGNATURE

Generate Customs Invoice * v
Contact * [00N sMrTH |
Telephone * |0987654321 ] @®An invoice is required for the selected country
Notific ation Email | | Remember to print 5 copies of your invoice for customs clearance.
|

Notific ation Text I

Print Later Print Now Intemational Invoice ->

An example of a fully completed EU Shipment Delivery Screen

Creating an International Invoice for a Non EU Shipments
Once the delivery, contact and package details have been entered for the

shipment you will now need to complete the International Invoice page as
prompted.
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Create Shipment CYCLESVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read more

Shipper's EORI No * Receiver's VAT/PID/EORI No [

Type * [Proforma | v Reason for export * | |
No. of ltems 1 Total Weight (kg) 1
Terms of Delivery DAP s Country of Origin * | |
[ Recewer |
Country * [ uNITED KINGDOM % Country * |usa [~
PostalZip Code * [:] PostalZip Code *
Organisation/Name \ | Organisation/Name [TEST AMERICA LTD |
Address 1* \ | Address 1* | WASHINGTON STREET |
Address 2 [ | Address 2 [ |
City * | | City * |WaSHINGTON |
County/State 1 | County/State [ |
Contact [ | Contact 20N smrTH |
Telephone \ | Tetephone 0987654321 |
\ | |
l |

FDA Registration No.

<- Delivery Details Print Later Print Now Commodity Details >

1. Inthelnternational Invoice Section enter the following details:

a. Select Proforma or Commercial invoice in Type from the
drop down menu

b. Enter details in Reason for export

c. Enter detailsin Country of Origin

Create Shipment CYCLESVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read more

International Invoice

Type* [Froforma [+ Reason for export * [EXAMPLE REASON |
No. of Items 1 Total Weight (kg) 1

Terms of Delivery DaP Country of Origin * !UK I

2. Inthe Shipper section of the screen enter the following details:

a. Selectthe Country of the Shipper from the drop down menu

b. Enter the Shipper Postal/Zip Code (If the Shipper address is
a UK address then provided you enter a valid UK postcode
then you will be able to select the address from the
dropdown menu)

c. EntertheShipper's EORI Number

3. The Receiver section should automatically populate with the
delivery address details entered into the original Create Shipment

page
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You will see that you are now required to enter the Commodity Details

~ Clickon Commodity Details on the bottom right of the screen

Create Shipment

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read more

International Invoice

CYCLESVIK1

|

Type * IProforma Iv Reason for export * IEXAMPLE REASON
No. of Items 1 Total Weight (kg) 1
Terms of Delivery DAP Country of Origin * IUK

‘

Country * |UNITED KanGDOM [v Country * [usa

PostaliZip Code * B9 4DA PostaliZip Code *

Organisation/Name [oP D GROUP UK LTD | Organisation/Name |TEST AMERICA LTD
Address 1* [BROADWELL WORKS BIRMINGHAM ROAD | Address 1* | WASHINGTON STREET
Address 2 | | Address 2 |

City * [oLoBURY | ciyr | wasHINGTON
County/State |WE4. ST MIDLANDS | County/State |

Contact [ | Contact [0HN sMrTH
Telephone | | Telephone [os87654321

Shipper's EORI No * [12345 | Receiver's VAT/PID/EORI No |

FDA Registration No. | |

<- Delivery Details Prnt Later Print Now

Commodity Details ->

An example of an International Invoice screen that has been completed

with all mandatory information

Creating Non EU Single Shipments Manually - Commodity

Details

1. Click on Add which will open up a row in which to add the details

of the commodity

Create Shipment CYCLESVIK1
Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read more
Invoice Commodity Details
23 oo Total Unit Value: 0
Commodity Code Full Description of Goods * Number of Items * Unit Value (GBP) * Country of Manufacture

PLEASE ADD COMMODITY

<- Intemational Invoice Print Later Print Now
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2. Double click on the row and you will be prompted to enter 5 fields
of data ~ fields marked with an asterisk* are mandatory:

Commodity Code (Not mandatory)
Full Description of Goods

Number of Items

Unit Value (GBP)

Country of Manufacture (Not mandatory)

© Qo0 oo

3. Click Update when all of the details have been entered ~ If there are

Mmultiple commodities to add then simply complete the steps above
per commodity

Invoice Commodity Details

| Add | Remove | Total Unit Value: 0
Commodity Code Full Description of Goods * Number of Items * Unit Value (GBP) * Country of Manufacture

[Test |[Test Goods Description | [[200 || bnited Kingdom v

C e

4. As all 3 pages of a Non EU International Shipment have been
completed the Print Now and Print Later options have been

enabled
Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read more
| Add | Remove | Total Unit Value: 100.00
Commodity Code Full Description of Goods * Number of Items * Unit Value (GBP) * Country of Manufacture
TEST TEST GOODS DESCRIPTION 1 100 UNITED KINGDOM
<- Intemational Invoice Print Later m
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5. Select Print Now or Print Later once you have entered all the
details you require for your shipment

6. Once you have selected your print option you will be presented with
the option to print the International Invoice

Shipment Review

Within Shipment Review you can manage your shipments, it gives you the
functionality to:

Review data on any created shipments

Search for specific shipments

See whether a shipment'’s labels have been printed
Print unprinted labels for shipments

Void/Unvoid Shipments

Change/Amend Shipment Dates

Delete Shipments

Print Shipment Manifests

Edit and Copy Shipments

j.  Send Shipment and/or Manifest details to a file on your local
system

SQ ™m0 Qa0 oo

The review page can show you as a wide or narrow range of details on a
particular shipment as you require and in the order you require them.

Accessing the Shipment Review Screen

1. Navigate to MYDPD > Shipping > Shipment Review

ollections Deliveries Shop Retums Address Book Depot Finder

Help | Logout
ﬁ dpd woro I
Create Shl;:mel Imports  Import Activity ~Scanning E
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Shipment Review AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver. R >
[T] Shipment Date Reference 1 Consignment  Country Postcode Product/Service Packages Status Voided Printed View Edit
]| 15/02/2017 1564733113  GB B694DA Parcel - Dpd Two Day 1 k No Yes E ﬂ
[ 15/02/2017 1564733114 GB B694DA Parcel - Dpd Next Day 2 No Yes El a
[F] 15/02/2017 1564733119 GB B634DA Expresspak - Dpd Ne... 0 Yes No 2| C,/
[F] 15/02/2017 1564733123 IE Parcel - Dpd Two Day 1 No No = C.{
[[] 15/02/2017 1564733124 us 00000 Air Express 1 No No 2| E,/

Showing 1-5Sof 5
P i

Example of the Shipment Review screen detailing printed, unprinted and
voided shipments

The Shipment Review functionality offers a vast range of data and can be
tailored to show as much or as little of this information as required ~
below the various functionality is explained and they can be accessed and
used.

Shipment Review Search

Within Shipment Review you can search for any created shipment via
the search bar at the top of the screen ~ search criteria includes:

Shipment Date

Date Search (click on the calendar to show dates)
Consignment Number or partial Consignment Number
Country destination of shipment

Postcode or partial postcode

Contact Name or partial Contact Name

Contact Number or partial Contact Number

@0 Qa0 oo

The example below shows a shipment for the U.S. that has been located
by using the country code as the search criteria:

1. Click into the search bar, type in the search criteria and press Enter
or the Filter option
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Shipment Review AVIK1

Our One Hour Deli t TCe Freqict 5 complete either or both of the Predict fields on the Create Shipment page to notify the receiver. Read more
searck_[i5 ee [i5/022017 |5 (8

[7] Shipment Date Reference T Tonsignment  Country Postcode Product/Service Packages Status Voided Printed View Edit
[ 15/02/2017 1564733113 GB B694DA Parcel - Dpd Two Day 1 No Yes E &
[ 15/02/2017 1564733114 GB B694DA Parcel - Dpd Next Day 2 No Yes E &
[F] | 15/02/2017 1564733119 GB B694DA Expresspak - Dpd Ne... 0 Yes No B &
] 15/02/2017 1564733123 IE Parcel - Dpd Two Day 1 No No E &
[ 15/02/2017 1564733124 US 00000 Air Express 1 No No E &
] >
< First < Previous Showing 1-50of 5 Next-> Last->

Change Date Print Shipment Print Unprinted Print Manifest Send to File

The system will search for any shipment that contains “US” in ANY field
and return the results it finds ~ as shown in the example below:

Shipment Review AVIK1

COur One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver. Read more

Sower [ | o [15022007 |4 (&

[F] Shipment Date Reference 1 Consignment  Country Postcode Product/Service Packages Status Voided Printed View Edit
[ | 15/02/2017 1564733124 US 00000 Air Express 1 No No B &
| »

Showing 1-10of 1 Next ->

Delete Void Unvoid Change Date Print Shipment Print Unprinted Print Manifest Send to File

2. Toreturn to the full list of shipments then either click Reset or
clear the search bar of any text and press Enter
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Deleting Unprinted Shipments

Within Shipment Review you can delete an UNPRINTED shipment
that is no longer required ~ it is not possible to delete a PRINTED
shipment it has to be VOIDED (see guide on Voiding/Unvoiding
Shipments) ~ there are a number of ways in which how shipments can
be deleted:

Deleting Unprinted Shipments via the Shipment Review Screen

Shipment Review AVIK1
Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver.
sewen | \ e 05
[F] Shipment Date Reference 1 Consignment ~Country  Postcode  Product/Service Packages Status Voided Printed View Edit
[ 15/02/2017 1564733113 GB B594DA Parcel - Dpd Two Day 1 No Yes E @
[ 15/02/2017 1564733114  GB B594DA Parcel - Dpd Next Day 2 No Yes E @
[ 15/02/2017 1564733119 GB B694DA Expresspak - Dpd Ne... 1 No No BE &
[ 15/02/2017 1564733123 IE Parcel - Dpd Two Day 1 No No BE &
[ 15/02/2017 1564733124 US 00000 Air Express 1 No No E &

Showing 1-50f5
Print Unprinted Send to File

An example of a Shipment Review screen that has unprinted labels
(Rows 3-5)

1. By using the tick boxes on the left of the screen, select the shipment
to be deleted ~ once selected the following buttons have been
enabled:

Delete

Void

Change Date
Print Shipment

a n oo
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Shipment Review AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver. Rea

=

Search | | Date (15/02/2017 |8 [®

[] Shipment Date Reference 1 Consignment  Country  Postcode Product/Service Packages Status Voided Printed View Edit
[ 15/02/2017 1564733113  GB B594DA Parcel - Dpd Two Day 1 No Yes E &
1564733114 GB B6S4DA Parcel - Dpd Next Day 2 No Yes El ﬂ
1564733119 GB B594DA Expresspak - Dpd Ne... 1 No No E &
[ 15/02/2017 1564733123  IE Parcel - Dpd Two Day 1 No  No E &
[E] 15/02/2017 1564733124  US 00000 Air Express 1 U No No E &
4 »
oWy o Next Last
Unvoid Change Date || Print Shipment J Print Unprinted | Print Manifest
2. Click Delete ~ the following will be displayed “Your shipment
(Consignment: *********) has been deleted”
3. Click OK and the shipment will have been removed from the list

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver. Read more

e | | ome [15002017 7 (2

[] Shipment Date Reference 1 Consignment  Country  Postcode Product/Service Packages Status Voided Printed View Edit
] 15/02/2017 1564733113 GB B594DA Parcel - Dpd Two Day 1 e No Yes 5 &
[ 15/02/2017 1564733114 GB B594DA Parcel - Dpd Next Day 2 ed  No Yes E &
[F1/ 15/02/2017 1564733123 IE Parcel - Dpd Two Day 1 No No E &
] 15/02/2017 1564733124 US 00000 Air Express 1 inkn No No B &
4 »
First Showing 1-4of 4 Next-> Last->

Delete Void Unvoid Change Date Print Shipment Print Unprinted Print Manifest Send to File
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Deleting Unprinted Shipments via the Package Details Screen

You can also delete shipments via Package Details screen:

1. Double click on the unprinted shipment to be deleted ~ this will
direct you to the Package Details screen for that shipment

Shipment Review

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver. Read more

Collection Information

Country GB

Post Code SESS5SE
Organisation/Name IT TEST SILVER
Address 1 12 LONDON ROAD
Address 2 PECKHAM

City LONDON

County WEST LONDON
Contact ETHEL TAKANG
Telephone

Notification/Sender Information

Account 131411
Notific ation Email
Notific ation Text
Reference 1 Reference 2 Reference 3

Package Details

Reprint

Status  [T]

Return to List
oo | e

Open [}

Shipment Details
Consignment No. 1564733187

Product Parcel - Dpd Two
Day

Shipment Date 15/02/2017

Printed No

\oid No

Manifested No

Additional Info.

Delivery Information

Country GB

Post Code B694DA
Organisation/Name EXAMPLE 10 LTD
Address 1 1 HIGH STREET
Address 2

City BIRMINGHAM
County/State

Contact JOHN SMITH
Telephone 09876543212

2. Click Delete ~ the following will be displayed “Your shipment
(Consignment: *********) has been deleted”

3. Click OK and the shipment will have been removed from the list
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Shipment Review AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver. Read more

Searen | ] owe (155272007 |13 (8

[7] Shipment Date Reference 1 Consignment ~ Country Postcode Product/Service Packages Status Voided Printed View Edit

[ | 15/02/2017 1564733113 GB B694DA Parcel -Dpd TwoDay 1 Custome No Yes El a

[ 15/02/2017 15647331134  GB B694DA Parcel - Dpd Next Day 2 Customer data re No Yes E &

[F] 15/02/2017 1564733123 IE Parcel - Dpd Two Day 1 r No No B &

[ 15/02/2017 1564733124 US 00000 Air Express 1 nkr No No E &

4 »
- First < Previous Showing 1-40of 4 Next ->

Delete Void Unvoid Change Date Print Shipment Print Unprinted Print Manifest Send to File

Voiding/Unvoiding Shipments

Within Shipment Review the options to void or unvoid shipments that
have been either printed or unprinted ~ there are a number of ways in
which how shipments can be deleted:

Voiding/Unvoiding Shipments via the Overall Shipment Review
Screen

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver. Re
seoet | ] ose [s5io22017 3] (&
[F] Shipment Date Reference 1 Consignment ~ Country  Postcode  Product/Service Packages Status Voided Printed View Edit
[/ 15/02/2017 1564733113 GB B694DA Parcel - Dpd Two Day 1 No  Yes E @
[F] 15/02/2017 1564733114  GB B694DA Parcel - Dpd Next Day 2 Customer da No  Yes E &
[ 15/02/2017 1564733119 GB B694DA Expresspak- Dpd Ne... 1 No No E &
[ | 15/02/2017 1564733123  IE Parcel - Dpd Two Day 1 No  No B &
[F] | 15/02/2017 1564733124 US 00000 Air Express 1 No  No E &

Showing 1-50of 5 Next -

Print Manifest ||  Send to File
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An example of the Shipment Review screen showing multiple
shipments that can be Voided/Unvoided

1. By using the tick boxes on the left of the screen, select the shipment
to be voided ~ once selected the following buttons have been

enabled:

a. Void
b. Print Shipment

Shipment Review AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver. Read n

searn | | owe (156272007 |13 (%

[7] shipment Date Reference 1 Consignment  Country Postcode Product/Service Packages Status Voided Printed View Edit
@15/02/2017 1564733113 GB B6S4DA Parcel - Dpd Two Day 1 Customer data received No Yes El ﬂ
[ 15/02/2017 1564733114 GB B634DA Parcel - Dpd Next Day 2 Custome t i No Yes E| a
[F] 15/02/2017 1564733123 IE Parcel - Dpd TwoDay 1 No No = C{
[F] 15/02/2017 1564733124 US 00000 Air Express 1 No No B &
[ | 15/02/2017 1564733198 GB B6S4DA Parcel - Dpd Two Day 1 No No 2 z

»

Showing 1 - 5 0f

2. Click Void ~ the following will be displayed “Your shipment
(Consignment: *********) has been voided”

3. Click OK and in the Shipment Review Screen the Voided column of
that shipment will show “Yes” for that shipment
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Shipment Review AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver. Read more

Searh | | et [15j02707_|[3) (8
[7] Shipment Date Reference 1 Consignment ~ Country Postcode Product/Service Packages Status Voided Printed View Edit
15/02/2017 1564733113  GB B594DA Parcel - Dpd Two Day 0 ved Q@Q ves E @
[F] | 15/02/2017 1564733114 GB B694DA Parcel - Dpd NextDay 2 Customerdat ed  No Yes E @
[F] 15/02/2017 1564733123 IE Parcel - Dpd Two Day 1 No No E &
[F] | 15/02/2017 1564733124  US 00000 Air Express 1 No No B &
[F] 15/02/2017 1564733198 GB BS94DA Parcel - Dpd TwoDay 1 No No E &

- Previous Showing 1-50of 5 Next > Last->

4, To unvoid a voided parcel via Shipment Review select the check box
as before ~ this will enable the Unvoid option

5. Click Unvoid ~ the following will be displayed “Your shipment
(Consignment: *********) has been unvoided”

6. Click OK and in the Shipment Review Screen the Voided column of
that shipment will show “No” for that shipment
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Shipment Review AVIK1

Qur One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver. Read more

Search | ‘ Date fq 8

[F]. Shipment Date Reference 1 Consignment Country  Postcode  Product/Service Packages Status Voided Printed View Edit
[E1"%15/02/2017 1564733113 GB B694DA Parcel - Dpd TwoDay 1 er data receive No  Yes E @
[ 15/02/2017 1564733114 GB B694DA Parcel - Dpd Next Day 2 ece @ Yes E @
] 15/02/2017 1564733123 IE Parcel - Dpd Two Day 1 r o N B &
] 15/02/2017 1564733124 US 00000 Air Express 1 No No E
[F] 15/02/2017 1564733198 GB B694DA Parcel - Dpd Two Day 1 wn No No E &

Showing 1-Sof 5 Next->

Print Unprinted Print Manifest Send to File

Unvoid Change Date Print Shipment

Voiding/Unvoiding Shipments via the Package Details Screen

1. Double click on the unprinted shipment to be voided ~ this will direct

you to the Package Details screen for that shipment

Shipment Review AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver. Read r

e |

Collection Information Shipment Details

Country GB Package Details Consignment No. 1564733405
Post Code SES5SE Total Weight (Kg) 1 Product Parcel - Dpd Two
Organisation/Name 1T TEST SILVER Packages 1 Day

Addi 1 12 LONDON ROAD Parcel Reprint  Status [] Shipment Date 16/02/2017
Address 2 PECKHAM 15501564733405 M Open [ P Yes

City LONDON Void No

County WEST LONDON Manifested No

Contact ETHEL TAKANG Additional Info.

Telephone

Notification/Sender Information

Account 131411
Notific ation Email
Notific ation Text
Reference 1 Reference 2 Reference 3
Return to List

Delivery Information

Country

Post Code
Organisation/Name
Address 1

Address 2

City

County/State
Contact

Telephone

GB

B6S4DA
EXAMPLELTD 1
EXAMPLE STREET

BIRMINGHAM

JOHN SMITH
09876543212

ChangeDate e Print Manifest

2. ClickVoid ~ the following will be displayed “Your shipment

(Consignment: *********) has been voided”
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3. Click OK to return to the Package Details Screen ~ the detail within
the Package Details section will have changed to read:

a. Total Weight (Kg) O
b. Packages O
c. Inthe Status column will read as Voided

Shipment Review AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver. Rea

Outbound
Collection Information Shipment Details
Country GB Package Details Consignment No. 1564733405
Post Code SESSSE Total Weight (Kg) 0 Product Parcel - Dpd Two
Organisation/Name  IT TEST SILVER Packages 0 Day
Address 1 12 LONDON ROAD Parcel Reprint  Status [7] Shipment Date 16/02/2017
Address 2 PECKHAM 15501564733405 B Voided [ Prated Yes
City LONDON oid Yes
County WEST LONDON Manifested No
Contact ETHEL TAKANG Additional Info.
Telephone

Notification/Sender Information Delivery Information

Account 131411 Country GB

Notific ation Email Post Code B6S4DA

Notific ation Text Organisation/Name EXAMPLE LTD 1

Reference 1 Reference 2 Reference 3 Address 1 EXAMPLE STREET

Address 2
City BIRMINGHAM
County/State
Contact JOHN SMITH
Telephone 09876543212

4. To UNVOID a voided shipment via Package Details click on Unvoid
at the bottom of the screen ~ the following will be displayed “Your
shipment (Consignment: ********%*) has been unvoided”

5. Click OK to return to the Package Details Screen ~ the detail within
the Package Details section will have changed to read:

d. Total Weight (Kg) (Weight of Package)
e. Packages O (Number of Packages)
f. Inthe Status column will read as Open
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Shipment Review

AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver. Read more

Outbound

Collection Information

Country GB

Post Code SES5SE
Organisation/Name IT TEST SILVER
Address 1 12 LONDON ROAD
Address 2 PECKHAM

City LONDON

County WEST LONDON
Contact ETHEL TAKANG
Telephone

Notification/Sender Information

Account 131411
Notific ation Email
Notific ation Text
Reference 1 Reference 2 Reference 3
Return to List

Unvoid

Package Details
Total Weight (Kg) 1

Packages
Parcel

1

Reprint

Status [T

15501564733405

Open

@

Shipment Details

Consignment No. 1564733405

Product Parcel - Dpd Two
Day

Shipment Date 16/02/2017

Printed Yes

Void No

Manifested No

Additional Info.

Delivery Information

Country GB

Post Code B6S4DA
Organisation/Name EXAMPLE LTD 1
Address 1 EXAMPLE STREET
Address 2

City BIRMINGHAM
County/State

Contact JOHN SMITH
Telephone 09876543212

Voiding/Unvoiding Parcels from Multi-Parcel Consignments

MyDPD allows you to void/unvoid single parcels from a Multi-parcel
consignment ~ this is done by viewing Package Details viaShipment

Review:

Shipment Review

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver. Read more

AVIK1

Search | | Date (16/02/2017 (3 [®

[] Shipment Date Reference 1 Consignment ~ Country Postcode Product/Service Packages Status Voided Printed View Edit
[F] 16/02/2017 1564733405 GB B6S4DA Parcel - Dpd Two Day 1 er data receive No Yes El ﬂ
] 16/02/2017 1564733406  GB B694DA Parcel - Dpd Two Day 1 No No E &
[ 16/02/2017 1564733407 IE Expresspak - Dpd Ne... 1 N No E &
[F] | 16/02/2017 1564733411 US 00000 Air Express No No = C»{
[F] | 16/02/2017 1564733412 GB B6S4DA Parcel - Dpd Two No No = z

Delete

Showing 1-50of 5

Change Date

Print Shipment

Print Unprinted

Print Manifest Send to File

An example of Shipment Review that has a multi-parcel consignment of

5 Parcels (Row 5)
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1. Double click on the consignment to be edited ~ this will direct you to

the Package Details screen for that shipment

Shipment Review

AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver. Read more

Shipment Details

Collection Information

Country

Post Code
Organisation/Name
Address 1

Address 2

City

County

Contact

Telephone

GB

SESSSE

IT TEST SILVER
12 LONDON ROAD
PECKHAM
LONDON

WEST LONDON
ETHEL TAKANG

Notification/Sender Information

Account

Notific ation Email

Notific ation Text
Reference 1

Reference 2

131411

Reference 3

N

Return to List

Package Details
Total Weight (Kg) 20

Packages 5
Parcel Reprint  Status [7]
15501564733412 -} Open [
1501564733413 M Open [
15501564733414 B Open [
15501564733415 B Open [
15501564733416 ™ Opan [

Consignment No.
Product

Shipment Date
Printed

\oid
Manifested
Additional Info.

1564733412

Parcel - Dpd Two
Day

16/02/2017
No
No
No

Delivery Information

Country

Post Code
Organisation/Name
Address 1

Address 2

City

County/State
Contact

Telephone

GB

B6S4DA
EXAMPLE 7 LTD
1 HIGH ROAD

BIRMINGHAM

JOHN SMITH
98765432123

o svaman | P s

The package details section in the centre of the screen shows the parcel

number details of all parcels within the consignment.

2. By using the tick boxes next to the parcel numbers select the parcel
to be voided from the consignment~ once selected this will enable
the VOID option below the Package Details Section
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Shipment Review AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver. Read more

Outbound

Collection Information

Country

Post Code
Organisation/Name
Address 1

Address 2

City

County

Contact

Telephone

GB

SESSSE

IT TEST SILVER
12 LONDON ROAD
PECKHAM
LONDON

WEST LONDON
ETHEL TAKANG

Notification/Sender Information

Account

Notific ation Email

Notific ation Text
Reference 1

Reference 2

131411

Reference 3

Return to List

Shipment Details
Package Details Consignment No. 1564733412
Total Weight (Kg) 20 Product Parcel - Dpd Two
Packages 5 Day
Parcel Reprint  Status Shipment Date 16/02/2017
1550154733412 [ ODE(@) s ~
15501564733413 B Open pac i
Manifested No
15501564733414 B Open &
Additional Info.
15501564733415 B Open
1501564733416 B Open
Delivery Information
Country GB
Post Code B594DA
Organisation/Name EXAMPLE 7 LTD
Address 1 1 HIGH ROAD
Address 2
City BIRMINGHAM
Unvoid County/State
Contact JOHN SMITH
Telephone 98765432123

3. Click Void button and a pop up window will appear titled Weight
Review ~ here the Original Total Weight of the consignment and
the New Total Weight of the consignment will be displayed

Shipment Review

Our Cne Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver.

Outbound

Collection Information

Country

Post Code
Organisation/Name
Address 1

Address 2

City

County

Contact

Telephone

GB

SESSSE

IT TEST SILVER

12 LONDON ROAD
PECKHAM
LONDON

WEST LONDON
ETHEL TAKANG

Notification/Sender Information

Account
Notific ation Email
Notific ation Text

Reference 1

Reference 2

131411

Reference 3

Return to List

Package Details
Total Weight (Kg) 20
Packages 5

Parcel

Reprint

Shipment Details

Consignment No.
Product

Status Shipment Date

15501564733412
15501564733413
15501564733414
15501564733415
15501564733416

Open  [V] Printed

Weight Review

1564733412

Parcel - Dpd Two
Day
16/02/2017

Original Total Weight:
New Total Weight:

20 kg

[ Jw

wrgermouwrTvanTe
Address 1

Address 2

City

County/State
Contact

Telephone

m

4DA
casMPLE 7 LTD
1 HIGH ROAD

BIRMINGHAM

JOHN SMITH
58765432123

o |
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4. Click OK the following will be displayed “Parcel(s) **********
*xkkkkxkk*k* have been voided”

5. Click OK to return to the Package Details Screen ~ the detail within
the Package Details section will have changed to read:

g. Total Weight (Kg) (Weight of Package)

h. Packages O (Number of Packages)

i. IntheStatus column will read as Voided

Shipment Review

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver. Read more

Shipment Details

Collection Information

Country GB

Post Code SESSSE
Organisation/Name IT TEST SILVER
Address 1 12 LONDON ROAD
Address 2 PECKHAM

City LONDON

County WEST LONDON
Contact ETHEL TAKANG
Telephone

Notification/Sender Information
Account 131411

Notific ation Email

Notific ation Text

Reference 3

Reference 1 Reference 2

Package Details

Total Weight (Kg)

12

Packages 3

Parcel Reprint W
15501564733412 N ((Voided [7]
15501564733413 ] ided A
15501564733414 ™ Open [
15501564733415 B Open [
15501564733416 M Open [

Consignment No.
Product

Shipment Date
Printed

Void
Manifested
Additional Info.

1564733412

Parcel - Dpd Two
Day

16/02/2017
No
No
No

Delivery Information

Country

Post Code
Organisation/Name
Address 1

Address 2

City

County/State
Contact

Telephone

GB

B694DA
EXAMPLE 7 LTD
1 HIGH ROAD

BIRMINGHAM

JOHN SMITH
98765432123

P Sgmen P e

6. ToUnvoid Voided parcel numbers select the tickboxes next to the
parcel numbers and Click on the Unvoid option that is now enabled
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Shipment Review AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver. Read more

Collection Information

Package Details

Shipment Details

Country GB Consignment No. 1564733412
Post Code SESSSE Total Weight (Kg) 12 Product Parcel - Dpd Two
Organisation/Name IT TEST SILVER Packages 3 Day
Address 1 12 LONDON ROAD Parcel Reprint M Shipment Date 16/02/2017
Address 2 PECKHAM 1501564733412 ¥ ( Voided Enped No
City LONDON 1550156473413 W \Voided I [\ Vo Mo
Sy WEST LONDON 15501564733414 B Open [0 r:::;::‘:nfo o
Contact ETHEL TAKANG 15501564733415 . open [ .
ickerione 1501564733416 MW Open [
Notification/Sender Information Delivery Information
Account 131411 Country GB
Notific ation Email Post Code B694DA
Notific ation Text Organisation/Name EXAMPLE 7 LTD
Reference 1 Reference 2 Reference 3 Address 1 1 HIGH ROAD
Address 2
T City BIRMINGHAM
Unvoid County/State
— Contact JOHN SMITH
Telephone 98765432123

Return to List

Rl rrr—— T e

7. The Original Total Weight of the consignment and the New Total
Weight of the consignment will be displayed

8. Click OK the following will be displayed “Parcel(s) **********
*xkkkkxk*k* have been unvoided”

9. Click OK to return to the Package Details Screen ~ the detail within
the Package Details section will have changed to read:

J.

L.

Total Weight (Kg) (Weight of Package)
k. Packages O (Number of Packages)

In the Status column will read as Open
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Shipment Review

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver. Read more

Collection Information

Country

Post Code
Organisation/Name
Address 1

Address 2

City

County

Contact

Telephone

GB

SESSSE

IT TEST SILVER
12 LONDON ROAD
PECKHAM
LONDON

WEST LONDON
ETHEL TAKANG

Notification/Sender Information

Account

Notific ation Email

Notific ation Text
Reference 1

Reference 2

131411

Reference 3

Return to List

Package Details
Total Weight (Kg) 20

Packages 5
Parcel Reprint  Status [
15501564733412 B Open [
15501564733413 B Open [
15501564733414 -} Open [
15501564733415 -} Open [
15501564733416 M Open [

Shipment Details

Consignment No.
Product

Shipment Date
Printed

\oid
Manifested
Additional Info.

1564733412

Parcel - Dpd Two
Day

16/02/2017
No
No
No

Delivery Information

Country

Post Code
Organisation/Name
Address 1

Address 2

City

County/State
Contact

Telephone

GB

BES4DA
EXAMPLE 7 LTD
1 HIGH ROAD

BIRMINGHAM

JOHN SMITH
98765432123

m Print Unprinted || Print Manifest |  Send to File

Changing Shipment Dates

MyDPD allows you to change the date of a created unprinted shipment ~
there are a number of ways in which how shipments can be deleted:

Change Shipment Date via Shipment Review

Below is an example of a Shipment Review screen that has unprinted
shipments that can have the shipment date changed (Rows 2-5) ~ the

Printed column shows No for these 4 shipments:
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Search | | Date |16/02/2017 |[3|[R

[] Shipment Date Reference 1 Consignment ~ Country Postcode Product/Service Packages Status Voided Printed View Edit
[ 16/02/2017 1564733405  GB B694DA Parcel - Dpd TwoDay 1 Custome No Yes E &
[ 16/02/2017 1564733406  GB BS94DA Parcel - Dpd Two Day 1 Unkn No No E &
[ 16/02/2017 1564733407 IE Expresspak - Dpd Ne... 1 No No E &
[ 16/02/2017 1564733411 US 00000 Air Express 1 nkr No No E
[ 16/02/2017 1564733412 GB B694DA Parcel - Dpd TwoDay 5 nknowin No No E &
4 »
<- First < Previous Showing 1-50f 5 Next-> Last->

Void Unvoid Change Date Print Shipment Print Unprinted Print Manifest Send to File

1. Using the tick boxes on the left of the screen select an unprinted
shipment ~ this will enable the Change Date option

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver. Read more
seocn | | e [se/022017 |3 (8
[7] Shipment Date Reference 1 Consignment  Country Postcode Product/Service Packages Status Voided Printed View Edit

6/02/2017 1564733405 GB B6S4DA Parcel - Dpd TwoDay 1 No Yes El a
6/02/2017 1564733406 GB BS94DA Parcel - Dpd Two Day 1 No  No E &
7]  16/02/2017 h 1564733407 IE Expresspak - Dpd Ne... 1 No No B &
] 16/02/2017 1564733411 US 00000 Air Express 1 No  No E &
[ | 16/02/2017 1564733412 GB B6S4DA Parcel -Dpd TwoDay 5 No No = C/,
4 >
< First < Pre howing 1-5of S Next-> Last->

2. ClickChange Date and a message will be displayed giving you the
option to change the date
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3. Click on the date shown in the Change Date box and select a date

from the calendar ~ Only dates that are not greyed out can be

selected as new shipment dates

NB: Shipment dates can only be changed up to ONE WEEK from today’s
date and only on working days unless you have enabled Saturday and

Sunday deliveries in your Account Settings
Shipment Review

Packages Status

AVIK1

BT TR

Voided Printed View Edit

X3z z 5 5 5

7 [

a
2 &
&
&
=

7 [ [

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver.
Search | \ Date [16/02/2017 |[3|[R
[] shipment Date Reference 1 Consignment ~ Country Postcode Product/Service
[F] 16f02/2017 1564733405 GB B694DA Parcel - Dpd TwoDay 1
[¥] 16/02/2017 1564733406 GB BS94DA Parcel - Dpd TwoDay 1
[F] | 16/02/2017 1564733407 IE Expresspak - Dpd Ne... 1
] 16/02/2017 1564733411 'US 00000 Air Express 1
[F] | 16/02/2017 1564733412 GB B6S4DA Parcel - Dpd TwoDay 5
Change Date
Date

Showing 1 -5 of S

oo | e

16/02/2017 |

[16] 17

% 21 ::22:°23
February 20, 2017

(I - B

4. Select the revised date for the shipment ~ the calendar will
disappear and the Change Date box will populate
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Shipment Review AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both ofthe f ct fields on the Create Shipment page to notify the receiver. Read
Search | | Date [16/02/2017 |[| & [ Fre W Reset |
[7] Shipment Date Reference 1 Consignment  Country Postcode Product/Service Packages Status Voided Printed View Edit
[F] | 16/02/2017 1564733405 GB B694DA Parcel - Dpd TwoDay 1 No Yes E @
[¥] | 16/02/2017 1564733406 GB B6S4DA Parcel - Dpd Two Day 1 No No B &
[ | 16/02/2017 1564733407 IE Expresspak - Dpd Ne... 1 No No E &
[F] | 16/02/2017 1564733411 US 00000 Air Express 1 No No B &
[ | 16/02/2017 1564733412 GB B6S4DA Parcel -Dpd TwoDay 5 No No 2] C4
Change Date
Date 20/02/2017 B
C“\“ange Date

Showing 1-50of 5

T

5. ClickChange Date in the pop up window and the following
message will be displayed “Your shipment (Consignment:
*rxkxkxx%*), shipment date has been changed to **/**/****»

6. Click OK to close the pop up window and you will return to

Shipment Review and in Shipment Date column the amended
date will be displayed
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Shipment Review

AVIK1
Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver. Re =
Searn | | st [151022017 |13 (3

[7] Shipment Date Reference 1 Consignment  Country Postcode Product/Service Packages Status Voided Printed View Edit

[F] _efozs2e 1564733405 GB B6S4DA Parcel - Dpd TwoDay 1 No Yes El ﬂ

O w 1564733406  GB B694DA Parcel - Dpd Two Day 1 No No B &

B /02/2017 1564733407 IE Expresspak - Dpd Ne... 1 No No B &

[ 16/02/2017 1564733411 US 00000 Air Express 1 No No B &

[[] 16/02/2017 1564733412 GB B694DA Parcel - Dpd TwoDay 5 No No = Z

Showing 1-50of 5

Change Shipment Date via the Package Details Screen

1. Double click on the shipment to have the date changed ~ this will
direct you to the Package Details screen for that consignment

2. From Package Details Click Change Date at the bottom of the
screen
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Shipment Review AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver. Read more

Collection Information ) Shipment Details
Country GB Package Details Consignment No. 1554733405
Post Code SESSSE ot Vitin R (o) Product Parcel - Dpd Two
Organisation/Name IT TEST SILVER Packages 1 Day
Address 1 12 LONDON ROAD Parcel Reprint Status [7] Shipment Date 16/02/2017
Address 2 PECKHAM 15501564733406 ™ Open [0 RILEL No
e
City LONDON s, No
County WEST LONDON Man.rfested No
Contact ETHEL TAKANG Additional Info.
Telephone
Notification/Sender Information Delivery Information
Account 131411 Country GB
Notific ation Email Post Code B6S4DA
Notific ation Text Organisation/Name EXAMPLE 2 LTD
Reference 1 Reference 2 Reference 3 Address 1 5 EXAMPLE STREET
Address 2
City BIRMINGHAM
Void Unvoid County/State
Contact JOHN SMITH
Telephone 01253434267

3. Click on the date shown in the Change Date box and select a date
from the calendar ~ Only dates that are not greyed out can be
selected as new shipment dates

NB: Shipment dates can only be changed up to ONE WEEK from today’s
date and only on working days unless you have enabled Saturday and
Sunday deliveries in your Account Settings

Page 69 - If you require further assistance contact the IT Service Desk on 0121500 2510



Shipment Review

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver. Rea

Collection Information

Country GB

Post Code SESSSE
Organisation/Name IT TEST SILVER
Address 1 12 LONDON ROAD
Address 2 PECKHAM

City LONDON

County WEST LONDON
Contact ETHEL TAKANG
Telephone

Notification/Sender Information

Account 131411
Notific ation Email
Notific ation Text
Reference 1 Reference 2 Reference 3

Return to List

Package Details
Total Weight (Kg) 1

Packages 1

Parcel Reprint  Status [7]

15501564733406 B Open [
Change Date
Date

Shipment Details
Consignment No. 1564733406
Product Parcel - Dpd Two
Day

Shipment Date 16/02/2017
Printed No
\oid No

s

16/02/2017 =)

[16] 17

ol 21 22-°23

[ February 20, 2017

L. EBAa |

, pLE2LTD
MPLE STREET

INGHAM

SMITH

4. Select the revised date for the shipment ~ the calendar will
disappear and the Change Date box will populate

Shipment Review

Our One Hour Delivery Window service Pre

ctis free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver. Read more

Collection Information

Country GB

Post Code SESSSE
Organisation/Name IT TEST SILVER
Address 1 12 LONDON ROAD
Address 2 PECKHAM

City LONDON

County WEST LONDON
Contact ETHEL TAKANG
Telephone

Notification/Sender Information

Account 131411
Notific ation Email
Notific ation Text
Reference 1 Reference 2 Reference 3
Return to List

Package Details
Total Weight (Kg) 1

Packages 1

Parcel Reprint  Status []

15501564733406 B Opn [
Change Date

I} Date

Shipment Details
Consignment No. 1564733406
Product Parcel - Dpd Two
Day

Shipment Date 16/02/2017
Printed No
\oid No

!

5
Change Date fion

Tosroves po94DA
Organisation/Name EXAMPLE 2 LTD
Address 1 5 EXAMPLE STREET
Address 2
City BIRMINGHAM
County/State
Contact JOHN SMITH
Telephone 01253434267

o e

5. ClickChange Date in the pop up window and the following
message will be displayed “Your shipment (Consignment:
*rxkxkxx%*), shipment date has been changed to **/**/****»
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6. Click OK to close the pop up window and you will return to package
details and in Shipment Details the amended date will be
displayed in the Shipment Date

Shipment Review AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver. Read more

Collection Information

Country

Post Code
Organisation/Name
Address 1

Address 2

City

County

Contact

Telephone

GB

SESSSE

IT TEST SILVER
12 LONDON ROAD
PECKHAM
LONDON

WEST LONDON
ETHEL TAKANG

Notification/Sender Information

Account
Notific ation Email
Notific ation Text

Reference 1

Reference 2

131411

Reference 3

Return to List

Package Details
Total Weight (Kg) 1

Packages 1
Parcel Reprint  Status []
15501564733406 =™ Opn [

Manifested No
Additional Info.

Delivery Information

Country GB

Post Code B694DA
Organisation/Name EXAMPLE 2 LTD
Address 1 5 EXAMPLE STREET
Address 2

City BIRMINGHAM
County/State

Contact JOHN SMITH
Telephone 01253434267

Printing Unprinted Shipments

Within Shipment Review you can print any unprinted shipments that
have been created. The options to print single unprinted shipments or
print all unprinted shipments. This can done by the following ways:

Printing Single Unprinted Shipments via Shipment Review

Below is an example of a Shipment Review screen with unprinted
shipments (rows 2-5) ~ the unprinted shipments are shown on the review
screen with a No in the Printed column:
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Shipment Review AVIK1
Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver. Rea
Search | | Date [16/02/2017 |5 [
[] Shipment Date Reference 1 Consignment  Country Postcode Product/Service Packages Status Voided Printed View Edit
| 16/02/2017 1564733405 GB B694DA Parcel - Dpd TwoDay 1 Customer data receive No &3 El ﬂ
[ 16/02/2017 1564733406 GB B694DA Parcel - Dpd Two Day 1 No No B &
] 16/02/2017 1564733407 IE Expresspak - Dpd Ne... 1 No No E &
[F] 16/02/2017 1564733411 US 00000 Air Express 1 No No 2] Z
[F] 16/02/2017 1564733412 GB B6S4DA Parcel - Dpd TwoDay 5 No No = [_'_/,

Showing 1-50f 5

Unvaid hange Date © Print Shipment  Rap o Send to File

1. Using the tick boxes on the left of the Shipment Review screen
select an unprinted shipment to be printed ~ this will enable the
Print Shipment option at the bottom of the screen

Note - This will also enable the options to Delete, Void or Change
Date of the shipment.

2. Click Print Shipment ~ the label will print and display:

a. ThePrinted column now shows as Yes
b. The shipment will show a padlock in Edit denoting that this
cannot be edited
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Shipment Review AVIK1

Qur One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver. Read more

search | ] Date [16/02/2017 |3 (R
[F] Shipment Date Reference 1 Consignment ~ Country Postcode Product/Service Packages Status Voided Printed View Edit
[ 16/02/2017 1564733405  GB B594DA Parcel - Dpd Two Day 1 No .
[ 16/02/2017 156473%6 GB BS94DA Parcel - Dpd Two Day 1 No @
[ 16/02/2017 156473307 IE Expresspak - Dpd Ne... 1 No No 5
[ 16/02/2017 1564733411 US 00000 Air Express 1 nkr No No E &
[[] 16/02/2017 1564733412 GB B694DA Parcel - Dpd TwoDay 5 inkn No No El CJ
4 >

- First <~ Previous Showing 1-50of 5

Delete Void Unvoid Change Date Print Shipment Print Unprinted Print Manifest

Printing Individual Unprinted Shipments via the Package Details
Screen

1. Double click on the unprinted shipment to be printed ~ this will
direct you to the Package Details screen for that shipment and all
available options are now enabled (with the exception of Unvoid as
this is not a voided shipment)
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Shipment Review AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver.

Shipment Details

Collection Information

Country

Post Code
Organisation/Name
Address 1

Address 2

City

County

Contact

Telephone

GB

SESSSE

IT TEST SILVER
12 LONDON ROAD
PECKHAM
LONDON

WEST LONDON
ETHEL TAKANG

Notification/Sender Information

Account
Notific ation Email
Notific ation Text

Reference 1

Reference 2

131411

Reference 3

Return to List

Package Details
Total Weight (Kg) 1

Consignment No.

Product
Packages 1
Parcel Reprint  Status [] Shipment Date
15501564733407 B Open [ Printed
\oid
Manifested
Additional Info.

Void

Unvoid

L

Unvoid

1564733407

Expresspak - Dpd
Next Day

16/02/2017
No
No
No

Delivery Information

Country
Post Code

IE

Organisation/Name EXAMPLE 3 LTD

Address 1

Address 2
City
County/State
Contact
Telephone

10 EXAMPLE
STREET

DUBLIN

JOHN SMITH
09987756566

P e

2. Click Print Shipment and the label will print ~ the Delete and
Change Date options have been disabled

Shipment Review

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver. R

AVIK1

Shipment Details

Collection Information

Country

Post Code
Organisation/Name
Address 1

Address 2

City

County

Contact

Telephone

GB

SESSSE

IT TEST SILVER
12 LONDON ROAD
PECKHAM
LONDON

WEST LONDON
ETHEL TAKANG

Notification/Sender Information

Account
Notific ation Email
Notific ation Text

Reference 1

131411

Reference 2 Reference 3

Return to List

Package Details
Total Weight (Kg) 1

Consignment No.

Product
Packages 1
Parcel Reprint Status [] Shipment Date
15501564733407 M oen [ Printed
\oid
Manifested
Additional Info.

Unvoid

1564733407

Expresspak - Dpd
Next Day

16/02/2017

Yes
No
No

Delivery Information

Country
Post Code

IE

Organisation/Name EXAMPLE 3 LTD

Address 1

Address 2
City
County/State
Contact
Telephone

10 EXAMPLE
STREET

DUBLIN

JOHN SMITH
09987756566

Print Unprinted Print Manifest Send to File

3. Click Return to List to return back to Shipment Review and
displayed will be :
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a. ThePrinted column now shows as Yes

b. The shipment will show a padlock in Edit denoting that this
cannot be edited

Shipment Review

AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver. Read more

Search [

Date |(16/02/2017 |[3 [R®

T TR

[F] Shipment Date Reference 1 Consignment  Country Postcode Product/Service Packages Status Voided Printed View Edit
[F] 16/02/2017 1564733405 GB B694DA Parcel - Dpd TwoDay 1 No Yes El ﬂ
[ 16/02/2017 1564733406  GB B594DA Parcel - Dpd Two Day 1 No e =—8

[ 16/02/2017 1564733407 IE Expresspak - Dpd Ne... 1 No @
[F] 16/02/2017 1564733411 US 00000 Air Express 1 No No = z
[ 16/02/2017 1564733412 GB BS94DA Parcel - Dpd TwoDay 5 No No E &

Showing 1-50of 5

Print Unprinted || Print Manifest

Printing ALl Unprinted Shipments via the Shipment Review

Screen

Within Shipment Review you can print off all unprinted shipments that
have been created with just one click.
Below is an example of the Shipment Review screen with 2 unprinted

shipments (rows 4 & 5) ~ the Print Unprinted option at the bottom of
the screenis enabled:
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Shipment Review AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver. Re
7] Shipment Date Reference 1 Consignment  Country Postcode Product/Service Packages Status Voided Printed View Edit
[ 16/02/2017 1564733405 GB B694DA Parcel - Dpd Two Day 1 3 : No Yes E &
] 16/02/2017 1564733406 GB B694DA Parcel - Dpd Two Day 1 No Yes E @
[ 16/02/2017 1564733407 IE Expresspak - Dpd Ne... 1 No Yes El a
1 16/02/2017 1564733411  US 00000 Air Express 1 No No B &
5] 16/02/2017 1564733412 GB BS94DA Parcel - Dpd TwoDay 5 No No E &

Showing 1-50f S

P s

1. Click Print Unprinted ~ A pop up window will appear asking you to
enter the shipment date of the the unprinted labels to print ~ this
date will default to today’s date.

2. Select the date of the shipment/s to print and click Print

3. The unprinted labels will print off and the shipments will show a
Yes in the Printed column and a padlock will show in the Edit
column, denoting that this can no longer be edited

Copying/Adding to Printed Shipments

MyDPD will allow you to copy a printed shipment if you need to duplicate
the details from a previous consignment ~ this means that you will not
need to enter all the details again in Create Shipment

Copying/Adding to Printed Shipments via Package Details

1. Within Shipment Review double click on the shipment to be
copied ~ this will direct you to the Package Details screen where
the Copy Shipment option available:
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Shipment Review AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver. Read

e |

Collection Information Shipment Details
Country GB Package Details ConsignmentNo. 1564733405
Post Code SES5SE Total Weight (Kg) 1 Product Parcel - Dpd Two
Organisation/Name IT TEST SILVER Packages 1 Day
Address 1 12 LONDON ROAD Parcel Reprint  Status [] Shipment Date 16/02/2017
Address 2 PECKHAM 15501564733405 B Open [ FATEL Yes
City LONDON N No
County WEST LONDON GILEEE No
Contact ETHEL TAKANG Additional Info.
Telephone
Notification/Sender Information Delivery Information
Account 131411 Country GB
Notific ation Email Post Code BE694DA
Notific ation Text Organisation/Name EXAMPLE LTD 1
Reference 1 Reference 2 Reference 3 % Address 1 EXAMPLE STREET
Address 2
City BIRMINGHAM
Void Unvoid County/State
Contact JOHN SMITH
Telephone 09876543212

Return to List

Unvoid

Change Date Dol i o [r-mrre——

2. Click Copy Shipment and this will direct you to the Create
Shipment screen with all address and previous shipment package
details populated

Create Shipment AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read more

Deivery et
[Short Name [v [ | TotaiNo of Packages *
Country * [UNITED KanvGDoM [v|  Totalweight (Kg) *
PostaliZip Code * Product * [Parcel [+
Organisation/Name [EXAMPLELTD 1 | Service * [Dpd Two Day [+
Address 1* |EXAMPLE STREET | Shipment Date * [Thursday - 16/02/2017 [
Address 2 [ | Collect on Delivery D] v
City * |BIRMINGHAM |
County/State l |

|

Delivery Information (Max. 50) L

Delivery Contact
Contact [206N sMrTH
Telephone |os876543212

Notific ation Email Predict [

Notific ation Text Predict [

B3 3 T

3. Within Create Shipment edit any details as required which include:
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Delivery Details

Delivery Contact Details

Total No of Packages

Total Weight

Product

Service

Shipment Date

Collection on Delivery Requirement

SQ PP a0 T

4. Click Print Later or Print Now

Create Shipment AVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read more

Delivery Details

lshort Name ]v I ] Total No of Packages *

Country * |UNITED KinGDOM [v Total Weight (Kg) *

PostaliZip Code * Product * [Parcel %
Organisation/Name [EXAMPIE LTD1 Service * |Dpd Next Day |v
Address 1 * |EXAMPLE STREET Shipment Date * [Thursday - 16/02/2017 =

Address 2 | Collect on Delivery @ v

County/State |

|
|
|
City * [BIRMINGHAM |
|

Delivery Information (Max. 50) l

Delivery Contact

Contact

[0 sMrTH |
[0s876543212 \
|
l

Telephone

Notific ation Email Predict I

Notific ation Text Predict I

Printing Manifests

MyDPD will produce a detailed summary of all consignments produced
within a day ~ This manifest will detail all printed consignments and
produce a total summary ~ Upon collection of the shipments, the driver
can sign the summary to confirm the correct number of parcels have
been collected.

Note — Manifests can only be created for PRINTED shipments.

1. Within Shipment Review click Print Manifest at the bottom of
the screen ~ A message will display asking to select the date of the
Manifest to generate
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Shipment Review AVIK1
Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver. Re
Search | | ete (1770212007 |5 (3 [ e

[7] Shipment Date Reference 1 Consignment ~ Country Postcode Product/Service Packages Status Voided Printed View Edit
[ 17/02/2017 1564734086 GB B5S4DA Parcel - Dpd Next Day 1 No a
[ | 17/02/2017 1564734087 GB BSS4DA . - a
25 Print Manifest
71| 17/02/2017 1564734088 GB B6S4DA ﬂ
[ 17/02/2017 1564734089  IE Shipment Date 17/02/2017 3| = @
[F] ' 17/02/2017 1564734090 US 00000 = ﬂ
Generate Manifest
Created Date Consignments Parcels Reprint
17-02-2017 11:46am 5 5 =
»
Showing 1-5of 5
hif Print Unprinted || Print Manifest

2. Select the date of the manifest you would like to print from the
calendar icon and Click Generate Manifest ~ A message will
appear asking to select what printer to print the manifest from

3. Select the printer and click Print ~ the manifest for the selected
date will now print off

Shipping List for DPD (UK) on 21022017
Acoou 133411 1T TEST SLVER
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An example of a printed manifest
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Send To File

The Send to File option will send the data of the daily shipments to a file
you specify on request ~ this will be sent (exported) as a CSV. File:

1. Within Shipment Review Click Send To File ~ A message will be

displayed asking to name your file and select the location of where it
IS to be saved on your local system

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields on the Create Shipment page to notify the receiver. Rea -
search | | Date [17/02/2017 |3 (R
[] Shipment Date Reference 1 Consignment  Country Postcode Product/Service Packages Status Voided Printed View Edit
] 17/02/2017 1564734086  GB B694DA Parcel - Dpd Next Day 1 Unkr No Yes 5 &
E] 17/02/2017 1564734087 GB B594DA Pallet - Dpd Next Day 1 No Yes E &
[E]| 17/02/2017 1564734088  GB B694DA Expresspak - Dpd Ne... 1 No Yes 5 &
[E] 17/02/2017 1564734089 IE Parcel - Dpd Two Day 1 No Yes 5 &
[[] 17/02/2017 1564734090 US 00000 Air Express 1 No Yes = ﬂ

Showing 1-50f S

hange Date Print Shipment Print Unprinted Send to File

2. Name the file select the save location and Click Save ~ the file will
save to your selected location on your local system.
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& http://qa3-www.dpd.co.uk/esgServer/shipments/export/?columns=%5B%7B%22header%22%3A%22Shipment%20Date%22%2C%22column%22%3A%22shipment _...

@q[ 1. DPD Send To File Docs ~ [ 43 ||[ Search DPD Send ToFite Docs P |

Organize v New folder 8= - ® I
%
- T =
% Favorites Name Date modified Type Size
B Desktop No items match your search.
& Downloads

| Recent Places

- Libraries
lj Documents
J5 Music
|| Pictures
Videos

m

1% Computer
&, Windows (C)

€ Network
File name:\ AL ment -
Save as type: [Amfrrer(“)—/ v]
# Hide Folders ( éve ) Cancel
— ~/
< »
< First = Previous Showing 1-5of 5 Next ->

Last->
Delete Void Unvoid Change Date Print Shipment Print Unprinted Print Manifest Send to File

Importing a Shipment File into MyDPD

MyDPD will allow you to import a shipment file held on your local system.
To do this set up your Shipping Import Template to match the data fields
on your local file exactly ~ the import file can be in your desired file format
i.e. CSV (Comma Separated Value) file type or TXT (Text).

It is very important that the data file to be imported is checked and is
correct, as “Bad Data” within an imported file will create errors that will
result in shipments not being processed or printed.

Setting Up Your Shipment Import Template Data Fields

1. Navigate to MyDPD > Shipping > Imports
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Help | Logout

ﬁ dpd MyDPD Shipping Collections Deliveries Shop Retumns Address Book Depot Finder

Welcome Details Reports Diagnostics  API Delvery Sea m

Welcome to MyDPD

Welkome , you have successfully logged on to MyDPD.

e [
« Create Shipment 5 -
« Manage your Shipments 0 new messages
« Collection Exceptions

« Delivery Dashboard
Recent Enhancements System Updates

« Watch Your Parcels
MyDPD - Designed to make the entire shipping process easier. It brings all of your

essential shipping proc edures together into a comprehensive platform. No updates available.

® 2015 DPD. DPD is a trading division of DPDgroup. Registered office: PO BOX 69878, Roebuck Lane, Smethwick, West Midlands, 886 1BN. Registered in England and Wales No 732893

2. Thelmport File Templates screen will open and Delivery address
book will already be defaulted from the drop down men File
Definition

3. Select Shipment from the File Definition drop down menu

Imports CYQLESVIK1
File Definition Delivery address book Iv
Delivery address book

Available Fields « Refurn address book Data File Field Order Mandatory
Additional informati Shipment rec eipt '{r_jh‘ = Address ref, Mandatory

Address line 2 (locall shipment export Address line 1 (property/street) Mandatory

Address line 4 (county/state) Address line 3 (city) Mandatory

Customer ref, 1 Post code Mandatory

Customer ref, 2 Country code Mandatory

Customer ref. 3 Contact name

Notification SMS number Contact telephone number

Remov
Notification email address

4 » 4 >

T BT

This will open up the Shipment Template for importing shipment files ~ in
this template select fields from the list on the left hand side to populate
the Data File Field Order on the right of the screen ~ these fields should
match the file you wish to import exactly to ensure the file is imported
with no “Bad Data”.
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Below is an example of a shipment import file ready to be imported to

MyDPD which includes the following data:

a. Column A - Organisation Name

b. Column B - Delivery Address Line 1(mandatory)

c. Column C - Delivery Address Line 3 (mandatory)

d. Column D - Delivery Address Postcode (mandatory)

e. Column E - Delivery Address Country Code

f. Column F - Delivery Contact Name

g. Column G - Delivery Contact Number

h. Column H - Description of Goods

A B £ D E F G H

1 Examplellid 1MainRoad Birmingham B694DA UK A Smith 12345678910 Test Descripton
2 Example2Lltd 2MainRoad Birmingham B694DA UK A Jones 12345678910 Test Descripton
3 Example3Ltd 3 MainRoad Birmingham B694DA UK A Wright 12345678910 Test Descripton
4 Example4ltd 4MainRoad Birmingham B694DA UK A Davis 12345678910 Test Descripton
5 Example5Ltd 5MainRoad Birmingham B694DA UK A Miller 12345678910 Test Descripton
6 Example6Lltd 6MainRoad Birmingham B694DA UK A Johnson 12345678910 Test Descripton
7 [Example7Ltd 7MainRoad Birmingham B694DA UK A Sharp 12345678910 Test Descripton
8 Example8Ltd 8MainRoad Birmingham B694DA UK A Aitkin 12345678910 Test Descripton
9 Example9ltd 9MainRoad Birmingham B694DA UK A Patel 12345678910 Test Descripton
10 Example 10 Ltd 10 Main Road Birmingham B694DA UK AEllis 12345678910 Test Descripton

[y
[

The above example has no Header or Footer lines ~ this is important to
note asin the Shipment Template you are asked to specify how many

header or footer lines the file has.

Important ~ You must now ensure that your Shipment Template
matches your import file and the data file field order from top to bottom
corresponds with the field order of your file from left to right.

4. From Available Fields on the left of the screen select the fields
that your import file contains and add them to the Data File Field
Order section on the right of the screen ~ Available fields can be
added by selecting a field and clicking Add or they can be dragged
and dropped into the Data File Field Order list on the right hand
side of the screen

If you wish to ignore any of the fields in your import file use the
option in available fields Ignore field

5. Translations enables you to convert non DPD data into a useable
DPD format an example of this would be a TNT service code
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translated to a valid DPD service code (NxtDay = 1*12) ~ detailed
below are the available translations:

a. Look up Service ~ Use in the Delivery Service field ~ This is used to
translate a non DPD service code to a valid DPD service code (this
requires DPD administration configuration)

b. Store Data ~ Used in conjunction with Add Stored Data for
name/address/contact data merging

c. Add Stored Data ~ Used in conjunction with Store Data for
name/address/contact data merging E.g. Store Data field contains
Smith, Add Stored Data contains Robert ~ Result is the Store Data field
is added to the end of the Add Stored Data creating Robert Smith

d. Divide by 1000 ~ Use in weight field to force conversion from grams
to Kg

e. Find Country Code ~ Used to convert a Country Name to a country
code E.g. Germany to DE, France to FR

f. Get Service from Country Code ~ Used in Delivery Country Code
~This is used to identify a service code from a country code (heeds DPD
administration configuration)

g. Get Service and Country from Name ~ This will identify the
Country code from the country name, then adds the service for that
country code (needs DPD administration configuration)

h. Combine Instructions ~ Used in Additional Info field ~This will add
the contents of this field to the Delivery Additional information field

No Translation W

No Translation
Combine Instructions
Divide by 1000

Find Country Code

Get Service and Country from
Name

Get Service from Country
Code

Look up Service

Store Data

6. Set up Translations as required and SAVE
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Imports

File Definition |shipment

CYOLESVIK1

Available Fields «

Delivery address line 4 (county/state)
Delivery customer ref, 1

Delivery customer ref, 2

Delivery customer ref. 3

Delivery customs value

Delivery no of packages

Delivery notification SMS number
Delivery notification email address

Delivery service code X,

Add All >>

< Remov:

<< Remove All

v
L

Data File Field Order

Translation Mandatory
Delivery address line 3 (city) No Translation + | Mandato *
Delivery post code No Translation I + | Mandato

Delivery country code
Delivery contact name
Delivery contact telephone number

Delivery description

DT
No Translation v
T R
]—N:Tra nslation v

Note - The order of the fields in your import file MUST match
the data file field order and must also include data for all
mandatory fields ~ if not your import will be unsuccessful.
Below is an example of how the Shipment Template would need
to be set up in order to import the file successfully:

Imports

File Definition [Shipment

CYOLESVIK1

Available Fields «

Delivery address line 4 (county/state)
Delivery customer ref, 1

Delivery customer ref, 2

Delivery customer ref. 3

Delivery customs valus

Delivery no of packages

Delivery notification SMS number
Delivery notification email address

Delivery service code s

Add All >>

< Remov:

<< Remove All

v
L

Data File Field Order

Translation Mandatory
Delivery address line 3 (city) No Translation + | Mandato *
Delivery post code No Translation v | Mandato

Delivery country code
Delivery contact name
Delivery contact telephone number

Delivery description

.
No Translation v

2 R
No Translation v

7. When the data file fields have been set up and placed in the same
order as the file to import, you how need to specify how MyDPD is

to process it

Import Directory ‘C 2\

Import Extension ‘ sV

Print Label on Import
Auto Import

Header Lines

IEDD

Footer Lines

Click here to change your Printer settings

o J e

A screenshot of the bottom half of the Shipment Template screen
In this section of the screen you will need to specify how MyDPD
processes your shipment import files ~ below is an explanation on each

field in this section:
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a. Import Directory - In this field you will need to tell MyDPD
where (file location) on your local system it should look for
shipment import files

b. Import Extension - In this field you will need to tell MyDPD
what TYPE of file it should look for within the previously
specified location e.g. .CSV or .TXT

c. Field Delimiter - The field delimiter section is where you can
select the character that is used to specify the start of each new
column within your import file being used examples are: Comma
(,) Pipe () Tilde (~)

d. Print Label on Import - Selecting this tick box will mean that
your labels will be printed automatically immediately on import
of your Shipment File

e. Auto Import - Selecting this tick box will mean that MyDPD will
search your Import Directory every 3 seconds and import any
new data it finds without prompt ~ not selecting this option will
mean that My DPD will only import files from the Import
Directory when requested to do so

f. Header Lines - In this field you would tell MyDPD if your
imported file has any header lines and how many (An example of
this would be if your Import File has title rows ABOVE the data to
be processed) ~ Telling the template how many header lines your
file has will mean the system will ignore these lines

g. Footer Lines - In this field you would tell MyDPD if your
imported file has any footer lines and how many (An example of
this would be if your Import File has title rows BELOW the data
to be processed) ~ Telling the template how many footer lines
your file has will mean the system will ignore these lines

8. Click SAVE to save the template

Setting Up Your Import Preferences

1. Inlmport Directory field enter the location of your import files on
your local system ~ Navigate to the file location on your local
system and in the location bar at the top copy the directory location
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2. Navigate back to MyDPD > Shipping > Imports and paste the copied
location into the Import Directory

Imports

CYCLESVIK1

File Definition [Shipment |

Available Fields «

Delivery address line 4 (county/state)
Delivery customer ref, 1

Delivery customer ref, 2

Delivery customer ref, 3

Delivery customs value

Delivery no of packages

Delivery notification SMS number

< Remove
hd << Remove All

»

Delivery notification email address

Delivery service code
4

Data File Field Order Translation Mandatory
Delivery address line 3 (city) No Translation + | Mandato *
Delivery post code No Translation + | Mandato

Delivery country code
Delivery contact name
Delivery contact telephone number

Delivery description

No Translation v

No Translation v

No Translation v

No Translation v

~

Import Directory :\Import Shipment Files
Import Extension sV

Past(k

Print Label on Import &l

Auto Import )

Header Lines El Print..
Footer Lines D

Click here to change your Printer settings

Ctrl+V

Select All  Ctrl+A

T T

3. InImport Extension enter the extension type of the files you wish
MyDPD to search for within the specified directory e.g. .CSV or .TXT
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4. InField Delimiter enter the delimiter type that your imported file
usesi.e.

Comma (,)
Pipe ()

Colon ()
Semi Colon (;)
Tilde (~)

Tab

S0 Q00O

5. InPrint Label on Import select the tick box if you would like
MyDPD to automatically print labels of the shipments imported ~
Ensure this box is left empty if you DO NOT wish MyDPD to
automatically print labels of the shipments imported

6. In Auto Import select the tick box if you would like MyDPD to
automatically import any files held within your import directory
every 3 seconds ~ Ensure this box is left empty if you DO NOT wish
MyDPD to automatically import files held in the specified directory.

7. InHeader Lines enter the amount of Header lines your import file
has so the system recognises that it needs to ignore them ~ If your
file has no header lines then leave this field blank or zero

8. In Footer Lines enter the amount of Footer lines your import file
has so the system recognises that it needs to ignore them ~ If your
file has no footer lines then leave this field blank or zero

Below is an example of the preferences section completed and ready to
save before beginning the file import instructing MyDPD to:

o

Print any labels automatically on import

b. Not to automatically import files from the specified directory
unless requested

Cc. There are no header or footer lines for the system to ignore

9. When the template is set up fully click Save as shown above ~ a
message will appear stating, “Your template changes have
been saved successfully”
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Imports CYCLESVIK1

File Definition lshipment |v
Available Fields » Data File Field Order Translation Mandatory
Delivery address line 4 (county/state) Delivery address line 3 (city) No Translation | v Mandato
Delivery customer ref. 1 5
L Delivery post code No Translation v Mandato
Delivery customer ref. 2
Delivery customer ref. 3 Delivery country code No Translation v
Delivery customs value Delivery contact name No Trarslation =
Delivery no of packages
Delivery notification SMS number Delivery contact telephone number No Translation |~
S N—
Delivery notification email address Delivery description :!m Translation =
Delivery service code ag Move Down
‘ » ¢ »
Import Directory [c:\import Shipment Files - AP\s|
Import Extension |,csv ‘

Field Delimiter Comma (,) v
Print Label on Import
Auto Import [

Header Lines 0 %
Footer Lines 0

Click here to change your Printer settings Cancel

Importing Your Shipment File (Auto Import Selected)

1. Place a copy of your Shipment File into the specified directory on
the template ~ If you have selected Auto Import then MyDPD will
automatically import any file held within or copied into the specified
directory and with the specified file extension

2. Navigate to MyDPD > Shipping > Import Activity

3. WithintheImport Activity screen the Import on Demand
option is disabled (This is because you have chosen to import files
automatically by selecting the Auto Import tick box on the
template)
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Test Import File

Enter the location of your test file below and press the Test File button. This will tell you if the structure of your file is correct or contains errors.
| |

Generate Export File

Template: !Shipment export [ v

Select Date Monday - 20/02/2017 )

Export File: {C:\export\export.txt |

The below area will show your activity for your import jobs. (Most recent activity will be displayed first. Max. 250 entries.) Clear Activity

No importinformation to display

Import on demand

Below is an example of the Import Activity screen when:

a. Avalid file is placed in the specified directory
b. Auto Importis selected

Import Activity

AVIK1

Test Import File

Enter the location of your test file below and press the Test File button. This will tell you if the structure of your file is correct or contains errors.

| |

Generate Export File

Template: [Shipment export I v

Select Date Monday - 20/02/2017 )

Export File: ‘C:\export\export.b(t ‘

The below area will show your activity for your import jobs. (Most recent activity will be displayed first. Max. 250 entries.)
Generating receipt file Shipment Import Ex_837627.csv 20/02/17 - 14:32:40
Finished processing file Shipment Import Ex.csv (10/10) 20/02/17 - 14:32:40
Successfully uploaded file Shipment Import Ex.csv with job number 837627 20/02/17 - 14:32:39
Processing file Shipment Import Ex.csv 20/02/17 - 14:32:37

Import on demand

The 10 labels relating to this import will print off automatically as the

Print Label On Import tick box was selected in the Shipment Import
Template.
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Import Your Shipment File (Auto Import NOT Selected)

1. Place a copy of your Shipment File into the specified directory on
the template ~ If you have NOT selected Auto Import then MyDPD
will only import any file held within or copied into the specified
directory and with the specified file extension when you select to
import from the Import Activity screen

2. Navigate to MyDPD > Shipping > Import Activity

3. WithintheImport Activity screen the Import on Demand
option is enabled (This is because you have chosen NOT to import
files automatically by not selecting the Auto Import tick box on
the template)

Below is a screenshot of an Import Activity screen where you have NOT
selected Auto Import from your shipment import template:
Import Activity AVIK1

Test Import File
Enter the location of your test file below and press the Test File button. This will tell you if the structure of your file is correct or contains errors.

l l

Generate Export File

Template: [Shipment export ]v

Select Date Monday - 20/02/2017

Export File: lC:'\export",export.txt |

The below area will show your activity for your import jobs. (Most recent activity will be displayed first. Max. 250 entries.) Clear Activity

No import information to display

4, ClicklImport on Demand ~ the file will now begin to be processed
through the Import Activity screen
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Import Activity AVIK1

Test Import File
Enter the location of your test file below and press the Test File button. This will tell you if the structure of your file is correct or contains errors.

[ Test Fie

Generate Export File

Template: |Shipment export Iv

Select Date Monday - 20/02/2017 )

Export File: IC:\export\expox‘c.bd: I

The below area will show your activity for your import jobs. (Most recent activity will be displayed first. Max. 250 entries.) Clear Activity
Generating receipt file Shipment Import Ex 2_837628.csv 20/02/17 - 14:42:44
Finished processing file Shipment Import Ex 2.csv (10/10) 20/02/17 - 14:42:44
Successfully uploaded file Shipment Import Ex 2.csv with job number 837628 20/02/17 - 14:42:44
Processing file Shipment Import Ex 2.csv 20/02/17 - 14:42:41

The 10 labels relating to this import will print off automatically as the
Print Label On Import tick box was selected in the Shipment Import
Template.

Importing your file “On Demand”

1. Place your Shipment Import file into the directory on your local
system

2. Navigate to MyDPD > Shipping > Import Activity
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Help Logout
ﬁ dpd MyDPD Shipping Collections Deliveries Shop Returns Address Book Depot Finder

Create Shipment Shipment Review Imperts Import Activity Scanning E
File Definition [Shipment [
Available Fields « Data File Field Order Translation Mandatory

ol o B ENE—— potordeten v, -
Collection on delivery flag (Y/N
it Add Ao Delivery address line 1 (property/street)  [no Translation + | Mandato

Currency Code

Delivery VAT number Delivery address line 3 (city) No Translation + | Mandato

Delivery additional information

Delivery post code No Translation v | Mandato
Delivery address line 2 (locality)
Delivery address line 4 (county/state) Delivery country code No Translation v

Delivery customer ref, 1

Delivery contact name No Translation v
Delivery customer ref. 2 -

¥ Move Down
» 4 »
Import Directory |C:\Import Shipment Files - AP\SI[
Import Extension | sV I
Fielkd Delimiter Comma (,) v %
Print Label on Import 2|
Auto Import (|
Header Lines II]
Footer Lines o ]

Click here to chanae your Printer settinas m

This will open up the Import Activity screen as shown below ~ detailed
here will be the imports that have been sent to MyDPD. The Import on
demand option is enabled at the bottom of the screen ~ from here is
where you instruct MyDPD to search for and import the import file on
your local system:

Test Import File

Enter the location of your test file below and press the Test File button. This will tell you if the structure of your file is correct or contains errors.
[Entert | B3

Generate Export File

Template: lShipment export I v

Select Date Tuesday - 21/02/2017 (K]

Export File: [Co\exportiexport.t |

The below area will show your activity for your import jobs. (Most recent activity will be displayed first. Max. 250 entries.) Clear Activity

No import information to display
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3. ClickImport on demand and your import file will start to process

through the Import Activity screen, as shown below:

Import Activity

AVIK1

Test Import File

Enter the location of your test file below and press the Test File button. This will tell you if the structure of your file is correct or contains errors.

Test File

Generate Export File

Template: [Shipn‘ent export iv

Select Date Tuesday - 21/02/2017  [[§

Export File: [C:\export“.export.bct [

The below area will show your activity for your import jobs. (Most recent activity will be displayed first. Max. 250 entries.) Clear Activity
Generating receipt file Test Import 1_837732.csv 21/02/17 - 13:57:32
Finished processing file Test Import 1.csv (10/10) 21/02/17 - 13:57:32
Successfully uploaded file Test Import 1.csv with job number 837732 21/02/17 - 13:57:32
Processing file Test Import 1.csv % 21/02/17 - 13:57:29

The import file has been uploaded to MyDPD and the file will have been
removed from your local system file directory.

If Print on Import is selected in your shipment template then the labels
will automatically print off ~ If you have NOT selected this option then you
will need to print off your labels via MyDPD > Shipping > Shipment Review

Note ~ to correct any Bad Import Data follow the instructions in Import
Activity, Bad Data.

Creating a Shipment Receipt

MyDpd will allow you to create a shipment receipt file once a job has been
printed. The file contains a tracking number that can be imported back into

an order management system. The layout of the file can be configured.

1. Navigate to MyDpd > Shipping >Imports
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2. SelectShipment Receipt from the File Definition drop down
menu

‘‘‘‘‘‘‘‘‘‘‘

ﬁ dpd MyDPD Shipping Collections Deliveries Shop Returns Address Book Depot Finder

Create Shipment Shipment Review Imports Import Activity ~Scanning m
Imports CYCLESVIK1
File Definition Shipment receipt v
Available Fields Data File Field Order Mandatory
Del: it ber
Delivery notification SMS number elivery consignment number
Del: cd line 1 treet)
Delivery ntification email address Add Al >> A Preety/See)
3 i
Delivery organisation/name Delivery address line 2 (locality)
| | i
Delivery service code 22 Iy CE D )
Del: st cod
Delivery total weight (kg) S ¥ty Posticace
Extenced liabilty flag (Y/N) Delivery parcel numbers
Extended liability value <Remove
Return additional information
Return address line 1 (property/street)
Export Directory C:\
Export Extension sV
Field Defimiter v

Create Receipt File

lick here to change your Printer setting
Click here to change your Printer settings Cancel

SHALL BE GOVERNED BY ITS STANDARD
ane, Smethwick, West Midlands, B66 1BN. Registered in England and Wales No 732993

ALL ORDERS AND CONTRACTS FOR THE SUPPLY BY DPD

DPD is a trading division of

3. Select the fields required from the Available Fields menu by

either:
a. Clicking on the field required and then Add to appear in the

Data File Field Order listor
b. Dragand Drop the field into the Data File Field Order list

4, Once the fields have been selected the order can be amended by
the Move Up and Move Down options

5. Enter the file location in Export Directory where the file will be
exported to e.g. C:\Export

6. In Export Extension enter the file extension of your receipt file
e.g..CSV.TXT .OUT

7. Selectthe Field Delimiter type from the drop down menu

8. Tick Create Receipt File to create the receipt file, this will enable
further options which can be selected by a tick:

a. One receipt per shipment when printed
b. One line per shipment
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Cc. Use reference 5 for name

c\ ]

o ]

Comma (,) v

Click on Save
One iipment when printed V] .

ripment @ when details
Use reference 5 for name have been
entered

Click here to change your Printer settings m

The Shipment Receipt template was configured to export Consignment
Number / Address Line 1/ Address Line 3 / Postcode / Contact Name:

~ (% ~ (g =

| 1564734743 1 TEST STREET BIRMINGHAM B69S4DA A SMITH
1564734744 2 TEST STREET BIRMINGHAM B6S4DA A JONES

| 1564734745 3 TEST STREET BIRMINGHAM B694DA A WRIGHT
1564734746 4 TEST STREET BIRMINGHAM B6S4DA A DAVIS

| 1564734747 5TEST STREET BIRMINGHAM B694DA A MILLER
1564734748 6 TEST STREET BIRMINGHAM B6S4DA A JOHNSON

| 1564734749 7 TEST STREET BIRMINGHAM B6S4DA A SHARP
1564734750 8 TEST STREET BIRMINGHAM B6S4DA A AITKIN
1564734751 S TEST STREET BIRMINGHAM B694DA A PATEL
1564734752 10 TEST STREET BIRMINGHAM B694DA AELLIS

W N TU (U WIN |

=}

An example of the exported Shipment Receipt File

Exporting Data Files

As well as importing files such as shipments & address books, MyDPD also
allows you to export data files for your own use or records. In order to
receive these files on your local system, you will need to configure your
MyDPD templates to send the data you require, in the format and to the
location you require.

Setting up Shipment Receipts

1. Navigate to MyDPD > Shipping > Imports
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2. Within the Imports screen from the File Definition drop down
menu select Shipment Receipt ~this will open up your Shipment
Receipt Export template.

Imports AVIK1

File Definition Shipment receipt |v
——————————— Delivery address book

Available Fields » | Return address book Data File Field Order Mandatory
—————— Shipment

Collection address li Shipment receipt

Collection address li| shipment export {}_")

Collection address line 3 (city)

Collection address line 4 (county/state)

Collection contact name

Collection contact telephone number

Collection country code

Collection on delivery flag (Y/N) =

Collection organisation/name - Move Down

» »

Export Directory [ ‘

Export Extension [ ‘

Field Delimiter Comma (,) v

Create Receipt File [

lick her hanae your Printer setting:
Click here to chanae you ter settinas Cancel

The Shipment Receipt is configurable and can contain as much or as little
data as required and in whatever order. There are no mandatory fields in
the export file only the fields that are selected to be visible.

3. From the Available Fields section on the left of the screen, select
the fields you would like your Shipment Receipt export to contain
and in the order you would like them to appear ~ selections can be
made by:

a. Highlighting the Available Field and clicking Add >

b. Add All >> will copy all of the available fields into the Data
File Field Order section

c. Dragging and dropping from the Available Fields section
across to the Data File Field Order section

d. The order in which your fields appear on your export file can

be amended by highlighting the field and clicking Move Up or
Move Down
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Imports AVIK1

File Definition [Shipment receipt

Available Fields »

LSNVETY aUUIEsS e £ (10LaliLy)
Delivery address line 4 (county/state)
Delivery contact telephone number
Delivery country code

Delivery customer ref. 1

Delivery customer ref. 2

Delivery customer ref, 3

Delivery customs value

Delivery no of packages

L TSRy ST VY S

4 >

o >

Add All >>

< Remove

v << Remove All

Data File Field Order Mandatory

Delivery consignment number

Delivery contact name

Delivery address line 1 (property/street)
Delivery address line 3 (city)

Delivery post code

Delivery description

An example of a Shipment Receipt Template which has been set up to
include Delivery Consignment Number / Delivery Contact Name / Delivery
Address Line 1/ Delivery Address Line 3 / Delivery Post Code / Delivery

Description.

You now need to tell MyDPD where you would like your Shipment Receipt
export file to be sent on your local system.

4, From your local system navigate to the file location where you
would like to have your receipt exports stored

5. Inthe directory title bar, highlight and copy the destination, as
shown in the example below:

Imports AVIK1
r
File Definition oo 5 S
@\J'[ MC:\Import Shipment Files - AP\Receipt Export Files L B 2|
Available Fields 4 — o Undo il‘
DElively audlsss File Edit View Tools Help 2
5 ut
Delivery address Organize v Include in library ~ Share with v New folde % { fl ®
Delivery contact ] o &
3 ame ize
Delivery country W Favorites ste
Delivery customel B Desktop Delete
Delivery customel % Downloads Select All
Delivery customel | Recent Places
> Right to left Reading order
Delivery customs{) )
Deliverynoof padl| (=9 Libraries Show Unicode control characters
etiem A.m...i ‘3 Documents Insert Unicode control character 4 l
4 |
_— J’ Music Open IME
Export Directory M Pictures Reconversion
B videos
Export Extension
Field Delimiter 8 Computer
Create Receipt Filé & Windows (C:)
G‘ﬂ Network
< | (1 | »
0 items
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6. Navigate back to MyDPD and paste the copied location into the
Export Directory field

Imports AVIK1
File Definition {Shipment receipt Iv
Available Fields » Data File Field Order Mandatory

Collection address line 1 (property/stree « Delivery consignment number

Collection address line 2 (locality) Delivery contact name

Collection address line 3 (city) Delivery address line 1 (property/strest)
Collection address line 4 (county/state) Delivery address line 3 (city)
Collection contact name Delivery post code
Collection contact telephone number Delivery description
Collection country code
Collection on delivery flag (Y/N)
Collection organisation/name v Move Down
] » 4 »
Export Directory C:\Import ShipmentFiles - AP\Recsint
Export Extension sy ut v

Field Delimiter Comma () |v Copy

Create Receipt File
One receipt per shipment when printed [:1

Click here to change your Printer seftings _ m
Cancel

7. Within the Export Extension field, enter the type of file extension
you would like your export file to bei.e. .CSV or .TXT

8. Select the Field Delimiter from the drop down menu i.e. Comma
(,) Pipe ()

9. Tick Create Receipt File and this will configure your export to be
sent as ONE file showing ALL consignments that were imported

A B C D E F (

1 1564734782 A SMITH 1TESTROAD BIRMINGHAM B694DA TEST DESCRIPTION
2 1564734783 A JONES 2TESTROAD BIRMINGHAM B694DA TEST DESCRIPTION
3 1564734784 AWRIGHT 3 TESTROAD BIRMINGHAM B634DA TEST DESCRIPTION
4 1564734785 A DAVIS 4TESTROAD BIRMINGHAM B694DA TEST DESCRIPTION
5 1564734786 A MILLER STESTROAD BIRMINGHAM B694DA TEST DESCRIPTION
6 1564734787 AJOHNSON 6 TESTROAD BIRMINGHAM B694DA TEST DESCRIPTION
7 1564734788 A SHARP 7TESTROAD BIRMINGHAM B694DA TEST DESCRIPTION
8 1564734789 A AITKIN 8 TESTROAD BIRMINGHAM B6S4DA TEST DESCRIPTION
9 | 1564734790 A PATEL 9 TESTROAD BIRMINGHAM B694DA TEST DESCRIPTION
10 | 1564734791 A ELLIS 10 TEST ROAD BIRMINGHAM B694DA TEST DESCRIPTION
11

Example of an Exported File
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Your Shipment Receipt template is now set up to export receipt files of
any Shipment file you import to the directory on your local system that
you specified.

Additional Options

Although the set up above will enable the system to export a receipt file
as a single file showing all shipments imported the Shipment Receipt
template can be configured to export your data in different ways.

1. If you would like a separate file to be exported for EACH shipment
imported, select Create Shipment File also select One receipt
per shipment when printed

2. To create one receipt file per shipment and include only the first
parcel details for multiple parcel shipments select ONE LINE PER
SHIPMENT

3. Select USE REFERENCE 5 FOR NAME if you require the
Reference 5 field in the import file, the receipt file will then be
created and named with the contents of this field

Shipment Export
Ashipment export shows in as much detail as required, all shipments
that have been printed for your own records. Very much like a Shipment

Receipt export, the Shipment Export is for your own records and is set up
in the template screen exactly like a Shipment Receipt File Export.

Setting up Shipment Export
1. Navigate to MyDPD > Shipping > Imports

2. Within the Imports section select Shipment Export from the
File Definition drop down menu ~ this will open up your
Shipment Export template
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Imports AVIK1

File Definition Shipment export Iv

Delivery address book |

Available Fields » | Return address book Data File Field Order Mandatory
—————— Shipment

Collection address lj Shipment receipt

Collection address lif shipment exporty
Collection address line 3 (city) )
Collection address line 4 (county/state)
Collection contact name

Collection contact telephone number

Collection country code

Collection on delivery flag (Y/N)

Collection organisation/name v Move Down

Export File \ ]

Fiekt Delimiter [comma() v

Ga

The Shipment Export is configurable and can contain as much or as little
data as required and in whatever order. There are no mandatory fields in
the export file only the fields that are selected to be visible.

3. From the Available Fields section on the left of the screen, select
the fields you would like your Shipment Receipt export to contain
and in the order you would like them to appear ~ selections can be
made by either:

a. Highlighting the Available Field and clicking Add

b. Dragging and dropping from the Available Fields section
across to the Data File Field Order section

c. The order in which your fields appear on your export file can
be amended by highlighting the field and clicking Move Up or
Move Down
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Imports AVIK1

File Definition [Shipment export |

Available Fields « Data File Field Order Mandatory
[evrewrvn ey 2 S

Delivery additional information

Delivery address line 1 (proj strest
Delivery address line 2 (locality) (ropesty )
Delivery address line 3 (city)

Delivery address line 4 (county/state)

; Delivery post code
Delivery contact telephone number
Delivery consignment number
Delivery country code

Delivery customer ref, 1

Delivery customer ref, 2

Delivery customer ref. 3

v
Ralivans Foctame vslis << Remove Al =

4 » 4 »

An example of a Shipment Export Template which has been set up to
include Delivery Contact Name / Delivery Address Line 1/ Delivery Address
Line 3 / Delivery Post Code / Delivery Description.

You now need to tell MyDpd where you would like your Shipment
Export file to be sent on your local system:

4, From your local system, navigate to the file location where you
would like to have your receipt exports stored

5. Inthe directory title bar, highlight and copy the destination, e.g.
CA\Import Shipment Files

Imports AVIK1

File Definition EM

@ ~ TeWe vn :uc o
-4 o
Available Fields 4 -/ | Undo iL'
DSiivel y dudlcss File Edit View Tools Help ‘

« Cut =
Delivery address Organize v Include in library « Share with v Newfold% C [ Ml @
Delivery contact # | oPY 5

" ¢ F it Name ste Size
Delivery country W Favorites
Delivery customel B Desktop Delete
Delivery customel % Downloads Select All
Delivery customel | Recent Places

> Right to left Reading order
Delivery customs{) )

Deliverynoof padl| 4 Libraries Show Unicode control characters
et _...:::._.i [% Documents Insert Unicode control character » lm
4 | B
e o Music Open IME
, |&=/ Pictures R e
Export Directory E econversion
Videos
Export Extension
Field Delimiter 18 Computer
Create Receipt Filg ﬁ Windows (C:)
€ Network
s a0, g !
0 items
Click here to chalj )

 ——

Example of Copy Destination for the Shipment Export file to be sent to
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6. Navigate back to MyDPD > Shipping > Imports and paste the copied
location into Export Directory

Imports AVIK1
File Definition [Shipment export [+
Available Fields Data File Field Order Mandatory
e
Delivery additional information i o i ( " )
Delivery address line 1 (property/street
Delivery address line 2 (locality)
. Delivery address line 3 (city)
Delivery address line 4 (county/state)
- Delivery post code
Delivery contact telephone number
Delivery consignment number
Delivery country code
Delivery customer ref. 1
Delivery customer ref, 2
Delivery customer ref, 3
P ¢ Move Down
; » »
Export File C:\Import Shipment Filek - AP |
Copy
Select All
Print..
s

7. Once the file destination has been pasted to the Export File field
add an extension to the data you have copied into the field ~ this

should either be:

a. .Csv or
b. .txt

8. Click on Save ~ the Shipment Export template is now complete

Generating Your Export File

Shipment Export files are not generated automatically like a Shipment
Receipt file. In order to export the file generate it via the Import Activity

screen:

1. Navigate to MyDPD > Shipping > Import Activity

2. Select the date of the shipments to export by clicking on the

calendar icon

3. Click Generate
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n

Import Activity

Test Import File
Enter the location of your test file below and press the Test File button. This will tell you if the structure of your file is correct or contains errors.

AVIK1

|
Generate Export File
Template: | Shipment export 1 v
Select Date Wednesday - 22/02/2017|[F
Export File: [c:\import Shipment Files - AP\Shipmei]|
The below area will show your activity for your import jobs. (Most recent activity will be displayed first. Max. 250 entries.)

No import information to display

4. A pop up message will appear asking, “Are you sure? Are you
sure you want to export the shipment data” Click Yes

5. A pop up window will appear stating “Export completed

successfully. Generated export file: C:\*specified file
location and extension*”

6. Click OK Your export file will be sent to your specified location.

v Print Burn New folder ==« Ol @
Name Date modified Type Size
. Receipt Export Files 22/02/2017 09:57 File folder
. Shipment Export Files 22/02/2017 10:18 File folder
. Shipment Import Files 22/02/2017 09:57 File folder
E5] Shipment Export Files.csv 22/02/2017 10:24 Microsoft Office E... 1KB|
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R (=] A v [ =

1 |/ASMITH 1TESTROAD BIRMINGHAM B694DA 1564734827
2 |AJONES 2TESTROAD BIRMINGHAM B694DA 1564734828
3 AWRIGHT 3TESTROAD BIRMINGHAM B694DA 1564734829
4 ADAVIS 4TESTROAD BIRMINGHAM B694DA 1564734830
5 |AMILLER S5TESTROAD BIRMINGHAM B6S4DA 1564734831
6 |AJOHNSON 6TESTROAD BIRMINGHAM B694DA 1564734832
7 |/ASHARP 7TESTROAD BIRMINGHAM B694DA 1564734833
8 |A AITKIN 8 TESTROAD BIRMINGHAM B694DA 1564734834
9 APATEL S TESTROAD BIRMINGHAM B694DA 1564734835
10 (A ELLIS 10 TEST ROAD BIRMINGHAM B694DA 1564734836
11

Examples of the Shipment Export location and output file

Import Activity / Failed Imports

Within MyDPD the Import Activity screen is where any data that has
been imported into MyDPD is visible and can be reviewed ~ It can:

Show all imported file activity

Show successful imports

Show any “Bad Data” errors & unsuccessful imports
Generate receipt file exports

Test Import files

©Qap oo

Reviewing Imports

When MyDPD imports a Shipment File, a full review of the data that has
been imported can be done vialmport Activity ~ It will highlight all
successful data transfers as well as any failed transfers. Below is an
example of an Import Activity screen showing an import that has both
good and bad data:
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Import Activity AVIK1

Test Import File
Enter the location of your test file below and press the Test File button. This will tell you if the structure of your file is correct or contains errors.

‘ [ Test Fie

Generate Export File

Template: ‘ Shipment export ‘ v

Select Date Monday - 20/02/2017 3

Export File: ‘C:'\export\,export.txt ‘

The below area will show your activity for your import jobs. (Most recent activity will be displayed first. Max. 250 entries.) Clear Activity
Successfully uploaded file Shipment Import Ex 3.csv with job number 837646 20/02/17 - 16:17:37
FINISRhEd processing file Shipment Import £x 3.C5v (8/10) 20/02]17 - 16:17:37
837646: Missing mandatory field for field Outbound Address 1 on line 5 (line 1 in error file) 20/02/17 - 16:17:37
837646: Missing mandatory field for field Outbound Address 1 on line 8 {line 2 in error file) 20/02/17 - 16:17:37
Generating receipt file Shipment Import Ex 3_837646.csv 20/02/17 - 16:17:37
Generating error file Shipment Import Ex 3.csv.bad (2/10) 20/02/17 - 16:17:37
Processing file Shipment Import Ex 3.csv 20/02/17 - 16:17:34

Import on demand

An example of anImport Activity screen showing an import that has
both good and bad data

Bad Data

Bad data transfers occur when MyDPD is looking for a particular form of
data in a certain field within an imported file and cannot find the format it
requires to ensure a successful transfer.

Within MyDPD there are 2 ways in which you can correct bad data ~
MyDPD can be configured to either:

a. Have the option to correct bad data via MyDPD (this option will
require DPD Administrator configuration)

b. Have the option for MyDPD to send a bad data file back to your local
system for you to correct and re-import

Correcting Bad Data via MyDPD

Using this bad data correction option will mean that any bad data found on
a file import can be corrected within MyDPD (This option will require DPD
Administration configuration).
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Below follows an explanation of how you would correct bad data within
MyDPD.

Below is an example of a shipment file to be imported that contains bad
data ~ in Row 10, column D the postcode is missing:

» A ' B ' c. el F. | G ~ _
Test Company A 1TestingRoad Birmingham B694DA UK A Smith 12345678910 Test Description
Test Company B 2TestingRoad Birmingham B694DA UK A Jones 12345678910 Test Description
Test Company C 3 Testing Road Birmingham B694DA UK A Wright 12345678910 Test Description
Test Company D 4 Testing Road Birmingham B69 4DA UK A Davis 12345678910 Test Description
Test Company E 5Testing Road Birmingham B694DA UK A Miller 12345678910 Test Description
Test Company F 6 Testing Road Birmingham B694DA UK A Johnson 12345678910 Test Description
Test Company G 7 Testing Road Birmingham B69 4DA UK A Sharp 12345678910 Test Description
Test Company H 8 Testing Road Birmingham B694DA UK A Aitkin 12345678910 Test Description
_9 |TestCompany| 9Testing Road Birmingham B694DA UK A Patel 12345678910 Test Description
1(1) |Test Company J 10 Testing Road Birminghaml _IUK AEllis 12345678910 Test Description

11

W N B w N

Once this file has been imported the Import Activity screen will highlight
the error, as shown below:

Import Activity AVIK1

Test Import File
Enter the location of your test file below and press the Test File button. This will tell you if the structure of your file is correct or contains errors.

[En B TestFie

Generate Export File

Template: Ishipment export ] v

Select Date Thursday - 23/02/2017 |

Export File: [c:\import Shipment Files - AP\Shipmer]

The below area will show your activity for your import jobs. (Most recent activity will be displayed first. Max. 250 entries.) Clear Activity
Successfully uploaded file Test Import E.csv with job number 837954 23/02/17 - 10:25:24
Finished processing file Test Import E.csv (9/10) 23/02/17 - 10:25:24
837954: Missing mandatory field for field Outbound postcode on line 10 (line 1 in error file) 23/02/17 - 10:25:24
Generating receipt file Test Import E_837954.csv 23/02/17 - 10:25:24
Processing file Test Import E.csv 23/02/17 - 10:25:21

This bad data can now be corrected within MyDPD:

1. Navigate to MyDPD > Shipping > Failed Imports

Help | Logout

ﬁ dpd MyDPD Shipping Collections Deliveries Shop Retuns Address Book Depot Finder

Create Shipment Shipment Review Imports Import Activity  Scanning Failedlm‘mg)rts E

Any failed data transfers will be listed in the Failed Import Shipments
Review screen as below:
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seacn | | bee [z5oz017 5] (3
[7] Date Postcode Reference 1 Failure Reason Edit
[ - - Missing mandatory field for field Outbound postcode ﬂ

Note - If you wish to delete this shipment select the tick box enabling the
Delete option at the bottom of the screen and click Delete
To correct this data:

2. Double Click on the line of data to be corrected opening Create
Shipment where a message will be displayed at the top of the
screen advising what data needs to be corrected as shown in the
example below:

Create Shipment AVIK1

@  Toproceed, correct the following issue: The postcode/zipcode (outbound) is invalid. See www.geopostcodes.com for valid postcode/zipcode formats.

Delivery Details Package Details
| Short Name | v | ] Total No of Packages *
Country * |unITED KinGDOM v Total Weight (Kg) *
PostaliZip Code * |:] © Find Postcode v
Organisation/Name [TEST ComPany 3 | v
Address 1* [10 TESTING ROAD | Shipment Date * [Thursday - 23/02/2017 =
Address 2 | | Your Reference 1 | |
City * [BrRMINGHAM | vourReference 2 | |
County/State I J Your Reference 3 l I
Delivery Information (Max. S0) ‘ ’ Collect on Delivery o v
Delivery Contact
Contact [aEWS |
Telephone [12345678910 |
Notific ation Email Predict | '
Notific ation Text Predict I ]

Print Later Print Now

In the above example the error message is stating “7To proceed, correct the
following issue: The postcode/zip code (outbound) is invalid. See
Wwww.geopostcodes.com for valid postcode/zip code formats”

3. Correct the data fields required, this will enable the Print Now /
Print Later options
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Delver Detais

[Short Name [ | | Total No of Packages *

Country * |uNITED KInGDOM [+ Total Weight (Kg) *

Posazip Coe :

Organisation/Name |TEST COMPANY J

Address 1* [10 TESTING ROAD Shipment Date * [Thursday - 23/02/2017 s

Address 2 | Your Reference 1 | ‘

County/State | Your Reference 3 l ]

Collect on Delivery o v

|
|
|
Ciy * [BTRMINGHAM | YourReference 2 | ]
|

Delivery Information (Max. 50) ‘

Delivery Contact
Contact [a WS
Telephone (12345678910

|
|
Notific ation Email Preciict | I
|

Notific ation Text Predict I

B3 3 T

4. Select your printing requirements ~ The data has now been
corrected and the failed data record will have been removed from
the Failed Imports Shipment Review screen

Correcting Bad Data via Bad Data File Export (Default
Setting)

Using this bad data correction option will mean that any bad data found on
a file import will be exported back to your import directory as a .BAD file
for correction on your local system and reimported ~ below follows an
explanation of how you would correct bad data that has been exported to
your local directory.

Below is an example of a shipment file to be imported that contains bad
data. ~ in Row 10, column D the postcode is missing:

Page 109 - If you require further assistance contact the IT Service Desk on 01271500 2510



A B C D E F G H

Test Company A 1TestingRoad Birmingham B694DA UK ASmith 12345678910 Test Description
Test Company B 2Testing Road Birmingham B634DA UK A Jones 12345678910 Test Description
Test Company C 3 Testing Road Birmingham B694DA UK A Wright 12345678910 Test Description
Test Company D 4 Testing Road Birmingham B69 4DA UK A Davis 12345678910 Test Description
Test Company E 5Testing Road Birmingham B694DA UK A Miller 12345678910 Test Description
Test Company F 6 Testing Road Birmingham B69 4DA UK A Johnson 12345678910 Test Description
Test Company G 7 Testing Road Birmingham B694DA UK A Sharp 12345678910 Test Description
Test Company H 8 TestingRoad Birmingham B694DA UK A Aitkin 12345678910 Test Description
-9 |TestCompany| STestingRoad Birmingham B694DA UK A Patel 12345678910 Test Description

10 Test CompanyJ 10 Testing Road Birminghaml IUK AEllis 12345678910 Test Description

11

17

Wi NN 0 B w N

Once this file has been imported the Import Activity screen will
highlight the error as shown below:

Import Activity AVIK1

Test Import File
Enter the location of your test file below and press the Test File button. This will tell you if the structure of your file is correct or contains errors.

|

Generate Export File

Template: Ishipment export Iv

Select Date Thursday - 23/02/2017 |[§

Export Fike: [c:\import Shipment Files - AP\Shipmei|

The below area will show your activity for your import jobs. (Most recent activity will be displayed first. Max. 250 entries.) Clear Activity
Generating error filNTJest Import G.csv.bad (1/10) 23/02/17 - 11:28:27
Generating receipt file Test Import G_837969.csv 23/02/17 - 11:28:27
837969: Missing mandatory field for field Outbound postcode on line 10 (line 1 in error file) 23/02/17 - 11:28:27
Finished processing file Test Import G.csv (9/10) 23/02/17 - 11:28:27
Successfully uploaded file Test Import G.csv with job number 837969 23/02/17 - 11:28:27
Processing file Test Import G.csv 23/02/17 - 11:28:24

From the example above visible within the Import Activity screen has a
line stating “Generating error file Test Import G.csv.bad (1/10)” ~
this is advising that the system has exported a bad data file to your import
directory ~ navigating to your Import Directory will allow you to
investigate and amend this failed import record.
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K3 .)5 | <« Import Shipment Files - AP » Shipment Import Files » | ¢3 [ Search Shioment import Fites o
File Edit View Tools Help
Organize v Include in library « Share with « Burn New folder g== « [ @
<% Favorites Name Date modified Type Size
B Desktop || TestImport G.csv.bad 23/02/2017 11:28 BAD File 1 KB‘

& Downloads
| Recent Places
4 Libraries
E] Documents
J’ Music

i | Dicturac [\

An example of the bad data file that MyDPD will export to your local
directory

Note - If you wish to discard this record then simply delete the file from
your directory.

To correct this data:

1. Double click the .bad file in your Import directory to review the
record ~ this will open up as a .txt file ~ An example of the file is
shown below and you can see by reading the data from left to right
you can identify where the data is missing:

") TestImport G.csvibad - Notepad SRS S5 & SS-—_— . 2 : , le
- e — = =N

File Edit Format View Help

frest Company 31,10 Testing Road,Birminghm, ,uk,A E1115,12345678910,Test Description a

2. Correct the missing data or errors within the bad file and click on the
‘X’ at the top right of the .txt file

" Test Import G.csv.bad - Notepad p— —

File Edit Format View Help
Test Company J,10 Testing Road,Birmingham B69 4D4/,UK,A E1115,12345678910,Test Description

3. Amessage box will appear asking if you would like to save the
amended file ~ Click Save

Page 111 - If you require further assistance contact the IT Service Desk on 0121500 2510



EIE

File Edit Format View Help
Test Company J,10 Testing Road,Birmingham,B69 4DA,UK,A E11i5,12345678910,Test Description -

===

E Test Import G.csv.bad - Notepad

p
Notepad

Do you want to save changes to C:\Import
Shipment Files - AP\Shipment Import Files\Test
Import G.csv.bad?

Don't Save Cancel m

4. The file will now need to be renamed to remove the .bad extension
by:
a. Rename the file by right clicking on the file and select

Rename or
b. From the file name remove the .bad extension at the end and

Enter
|- |
@uv’ 1. <« Import Shipment Files - AP » Shipment Import Files v [ +4 H Search Shipment Import Files pe) 1
File Edit View Tools Help
Organize v M_w,‘] Open v Burn New folder == [l @
Y Favorites Name . Date medified Type Size
B Desktop | [ Testimport G.csq 23/02/201711:49  BAD File 1KB|

I & Downloads

5. You will be presented with Rename message window as shown in
the example below and click Yes ~ your amended file is now ready

to re-import into MyDPD

.
Rename

‘ l_}s If you change a file name extension, the file might become unusable.

Are you sure you want to change it?

N [ Yes J[ No |

6. Navigate to MyDPD > Shipping > Import Activity and within here the
amended records that have been imported are visible (if you have
Auto Import selected on your Shipment template) as shown in the

example below:
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Import Activity AVIK1

Test Import File

Enter the location of your test file below and press the Test File button. This will tell you if the structure of your file is correct or contains errors.

| J

Generate Export File

Template: ‘Shipment export |v

Sekct e £

Export Fike: [c:\import Shipment Files - AP\Shipmer]

The below area will show your activity for your import jobs. (Most recent activity will be displayed first. Max. 250 entries.)
Printing 2 label(s) 23/02/17 - 11:59:07
Generating receipt file Test Import G_837979.csv 23/02/17 - 11:59:07
Finished processing file Test Import G.csv (1/1) 23/02/17 - 11:59:07
Successfully uploaded file Test Import G.csv with job number 837879 23/02/17 - 11:59:07
Processing file Test Import G.csv 23/02/17 - 11:59:06
Generating error file Test Import G.csv.bad (1/10) 23/02/17 - 11:28:27
Generating receipt file Test Import G_837969.csv 23/02/17 - 11:28:27
837969: Missing mandatory field for field Outbound postcode on line 10 (line 1 in error file) 23/02/17 - 11:28:27
Finished processing file Test Import G.csv (9/10) 23/02/17 - 11:28:27
Successfully uploaded file Test Import G.csv with job number 837969 23/02/17 - 11:28:27
Processing file Test Import G.csv 23/02/17 - 11:28:24

Note - If you do not have Auto Import selected on your Shipment

template click Import on Demand on the Import Activity screen.

Import on Demand

Within MyDPD the Import on Demand functionality offers the ability to
import a shipment file from your local system when you chose it to as

opposed to Automatic Importing that will automatically processes a
shipment file as soon as the file is placed into the directory.

Setting up Import on Demand

1. Navigate to MyDPD > Shipping > Imports

2. Select Shipment from the File Definition drop down menu ~ this

will open the Shipment Import Template
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Imports

AVIK1
File Definition Shipment ]v
————— Delivery address book
Available Fields » | Return address book Data File Field Order Translation Mandatory
————————— Shipme - — —
Additional Info Shipment Tec eipt Delivery organisation/name No Translation v
Collection on deliver gp;
Shipment export Delivery address line 1 (property/street)  [No Translation v Mandato
Currency Code
Delivery VAT number Delivery address line 3 (city) No Translation v | Mandato
Delivery additional information Dellvery poet cons oT ot Mandato
{o Translation v
Delivery address line 2 (locality)
Delivery address line 4 (county/state) Delivery country code No Translation v
Delivery customer ref. 1
Y 2 Delivery contact name No Translation v
Delivery customer ref, 2 - ¥ Move Down
) N ( »
Import Directory iC:\,Import Shipment Files - AP‘\SD‘
Import Extension ' sV ‘
Field Delimiter Comma (,) | v

Product Field Delimiter Pipe (|) v

Print Label on Import

Auto Import |
Header Lines
Footer Lines 0

Click here to change your Printer settings m

Ensure your Data File Field Orders are set up to identically match
the import file by selecting the required fields from the Available
Fields section on the left and placing them in the same order as
they appear on the import file

Copy the location of your local system and enter in Import
Directory

Ensure the Import Extension / File Delimiter / Product Field
Delimiter are all set correctly and if there are any Header and

Footer lines toignore

To print labels automatically after importing the file then select
Print Label on Import

To enable Import on Demand leave the Auto Import option EMPTY
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Imports

AVIK1
File Definition [Shipment [v
Available Fields « Data File Field Order Translation Mandatory
Additional Info “ Delivery organisation/name No Translation o
Collection on delivery flag (Y/N
sl Delivery address line 1 (property/street)  |No Translation v Mandato
Currency Code
Delivery VAT number Delivery address line 3 (city) No Translation v | Mandato
Delivery additional information
i il Delivery post code No Translation v | Mandato
Delivery address line 2 (locality)
Delivery address line 4 (county/state) Delivery country code v
Delivery customer ref. 1
Delivery customer ref, 2 v v Move Down
» »
Import Directory [C:\Import Shipment Files - AP\SI‘

Import Extension [ sV ‘

Field Delimiter Comma (,) v
ProductFiekd Defimiter _[pipe () [+
Print Label on Import

Auto Import [ %
Header Lines

Footer Lines D

Click here to change your Printer settings

T T

8. Click Save ~ A message will appear stating “Template Saved.
Your template changes have been saved successfully”

Scanning

Within MyDPD there is the facility to scan a barcode created from a
Customer’s order system, display this shipment and edit or/and print. The
availability of this functionality will be determined via the account settings
within MyDPD > My Account Details > Shipping Defaults > Scanning

Defaults.

The Shipping Defaults for Scanning are:

a. Auto Print ~when the parcel is scanned or a valid reference
entered the label will be automatically printed.

b. Cursor goes straight to Total Number of Packages ~
when the parcel is scanned or a valid reference entered the
Package Details can be edited.
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Using the Scanning Facility

1. Within MyDpd navigate to MyDPD > My Account Details >
Shipping Defaults > Scanning Defaults and Select Auto Print or
Cursor goes straight to Total Number of Packages
dependant on your requirements and click SAVE

=10l x|

ﬁ dpd Shipping Collections Deliveries Shop Retums Address Book Depot Finder
Welcome My Ac

count Details  Reports Diagnostics API [}

User Login ID: CYCLESVIK1

mmmmmmmmm

Weight (Kg) Length (cm)
Width (cm) I Height (cm)

2. Navigate to MyDpd > Shipping > Scanning.

3. Scan the barcode or enter the Job Reference 1 details.
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BOB TEST
DPDGROUP UKLTD
BROADWELL WORKS BIRMINGHAM ROAD
OLDBURY
WEST MIDLANDS
B694DA
exarpl

Cantidad Nombre del articulo Precio

T =00

- Colour: Medium

LT o e o

2001

Subtotal £15.00
Vat 20% @ 20% £3.00
Total £18.00

Example Barcode

4. The Scanning Shipment screen will now be populated with the
shipment details:

a. If Auto Print is the Scanning default label will be

automatically printed.

File View Window Help

elp | Logout
ﬁ dpd wyorD  [JETSRl Collections  Deliveries

Shop Retums ~ Address Book  Depot Finder
Create Shipment ~ Shipment Review Imports  Import Activity Scanning ~ Failed Imports

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Rea ore
Peckageotet

| TomNoofPecksgesr [ |
UNITED KINGDOM v

Total Weight (Kg) * 1

b. If Cursor goes straight to Total Number of Packages is

the Scanning default then Edit the Total Number of
Packages and select either Print Now or Print Later
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[ 0PD (UK) - Scanning I [=] |
File View Window Help
Hel | Logout
ﬁ dpd vyorD ISRl Collections Deliveries Shop Retumns Address Book Depot Finder
Create Shipment ~ Shipment Review Imports  Import Activity ~Scanning ~ Failed Imports B
Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read mo
Scan Reterence [Barpizcor || emnootpackagess ]
Country * UNITED KINGDOM = Total Weight (Kg) * 1 ]
Postalzip Code * Product Forcl B
Organisation/Name [opoGROVPUKLD ] Service * Dpd Two Day I~
Address 1* [BROADWELL WORKS BIRMINGHAM ROAD Shipment Date * [Thursday - 02/03/2017 |l
Address 2 Your Reterence 2 ]
City * [owpeurY Your Reference 3 ]
County/State [wesT MioLanos

Delvery Information (Max. 50) l

Delivery Contact
Contact

Telephone

Notifc ation Email Precict
Notifcation Text Preciict

[posTesT
[
[
[

5. The printed / unprinted shipments will now appear in Shipping >
Shipment Review

Shop Returns — Pickup Shops

MyDPD allows you to be able to create a return of a parcel/s from your
customers, creating and emailing a return label to your customer for them
to attach to their package/s and drop off at one of our Pickup shops. The
driver will then collect the parcel/s as soon as possible and ensure it is

returned to the address you specify.

Creating Your Shop Return

1. Navigate to MyDPD > Shop Returns
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ﬁ dpd Shipping Collections

Welcome My Account Details

Welcome to MyDPD

Welcome , you have successfully logged on to MyDPD.

Deliveries ‘ Shop Retumns D Address Book

Shop Returns

Reports  Diagnostics  API

Help | Logout

Depot Finder

J—

« Create Shipment

« Manage your Shipments
« Collection Exceptions

« Delivery Dashboard

« Watch Your Parcels

Recent Enhancements

MyDPD - Designed to make the entire shipping process easier. It brings all of your
essential shipping procedures together into a comprehensive platform.

© 2015 DPD. DPDis

s trading division of DPDgroup. Registered office: PO BOX 6879, Roebuck

Messages

No new messages.

System Updates
No updates available.

Lane, Smethwick, West Midlands, B68 1BN. Registered in England and Wales No 732

803

to the return, ensuring all manda
asterisk*) are completed

Create Return  Search Dashboard Find Shop

Create Return AVIK1

Short Name |
[UNITED KinGDOM

-

[v

Country *

[+

PostalZip Code *

Organisation/Name

Address 1*

I

I

Address 2 |
City * |
County/State |
I

I

I

Contact

Telephone

Email

Return Reference | I

Total Weight (kgs)* | |

~
v

Email Now

This will open the Create Return Screen ~ Enter all details relating

tory fields (marked with an

Return To

Short Name |

Country UNITED KINGDOM

-

Postal’Zip Code *

Organisation/Name

Address 1*

City *
County/State

I |
| |
Address 2 | |
I |
| |

Print Now

3.
details of the location where the

In the Return From section on the left of the screen, enter the

parcel will be returned from (This is

likely to be your customer’s address) ~ Ensure all mandatory fields
marked with an asterisk* are completed ~ If this is an address that
you have saved to your Address Book then you can search for it via

the Short Name look up
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4. Inthe Email field, enter the email address of your customer ~ This
will ensure that an email is sent to your customer with a return label
to place on their parcel/s

5. InNo. of Parcels select how many parcels are to be returned from
the drop down menu

6. Enter a Return Reference if required

7. Enter the total weight of the return in Kgs in the Total Weight
field

Crewmrron

Short Name ] [v Short Name \ [v
Country * ]UNITED KINGDOM [v Country UNITED KINGDOM
Postal/Zip Code * PostalZip Code * :l
Organisation/Name [MR A TESTER \ Organisation/Name \ |
Address 1* [1 maIN sTREET \ Address 1* [ \
Address 2 ] ] Address 2 l ‘
City * [BrrMINGHAM | ciyr \ ‘
County/State ] ‘ County/State [ ‘
Contact [V TESTER |
Telephone 09876543212 |
Email [aTESTER@EXAMPLE.COM |
No. of Parcels * :
Return Reference 112345 ‘
Total Weight (kgs)* 3 |

Clear Email Now Print Now

An example of the Return From section of the Create Return screen

You will see from the example above that at this stage, the Email Now
and Print Now options remain disabled ~ this is because you must enter
the details of the Return To address to proceed.

8. Inthe Return To section on the right of the screen, enter the
details of where you would like the returned parcel/s to be returned
to ~ Ensure all mandatory fields marked with an asterisk* are
completed.

Below is an example of a fully completed Create Return screen. You can
see that now both the “Return From” and “Return To"” sections are
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completed, the “Email Now” and “Print Now" buttons at the bottom of the
screen are enabled.

[ Retwnfom [ Retwm0
Short Name | [v Short Name [ l v
Country * |UNITED KINGDOM ]v Country UNITED KINGDOM
PostaliZip Code * PostaliZip Code *
Organisation/Name [MR A TESTER ] Organisation/Name [pPDGROUP UK LTD \
Address 1* [1 MaIN STREET ] Address 1* [BROADWELL WORKS BIRMINGHAM ROAD |
Address 2 | | Address 2 \ |
City * [BrRMINGHAM | ciy+ [oLoBURY \
County/State [ | County/State [WEST MIDLANDS |
Contact [MR TESTER |
Telephone [ose78543212 |
Email [aTESTER@EXAMPLE.COM |
No. of Parcels * c
Return Reference | 12345 l
Total Weight (kgs)* [ |

| Emai Now [ Pint Now |

An example of a fully completed Create Return screen

Now both the Return From and Return To sections are completed, the
Email Now and Print Now options are enabled.

You now have 2 options in producing the return label:

a. Clicking Email Now will email the consumer (on the email address
entered) with the return label/s that they will print out and attach to
their parcel/s ~ The consumer will then take their return parcel/s to
a DPD Pickup Shop for it to be collected by the driver ~ The print out
will give the consumer shop options close to their home address.

If you select this option then after clicking Email Now, the screen
will clear and a message at the top of the screen will state:

“Your return has been saved successfully. Your
consignment number is ********** and your return label
has been emailed”

Create Return AVIK1

@ Your return has been saved successfully. Your consignment number is 1564734869 and your return label has been emailed.

b. Clicking Print Now will print off the return label/s on your printer
for you to place inside the parcel/s so the consumer can attach to
their parcel/s should they need to return them.
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If you select this option then after clicking Print Now the screen
will clear and a message at the top of the screen will state:

“Your shipment has been saved successfully. Your
consignment number s ***xxxxkkkn

A pop up window will appear asking you to specify the A4 printer
you would like to print off the return document

C. Select your printer and click Print

I

Short Name [ [+ Short Name [ [+
[o7eD oo v Y
Posaz Cote 7o e =]
Organisation/Name [MR A TESTER \
[ Select Printer

Address 1* [1 MaAIN STREET | ~ '
s l l % CutePDF Writer é:.&!Generic / Text Only

= EJFax @ Microsoft Office Document Imag
City * |BIRMINGHAM ‘ General_Printing on GOLDPS002: = Microsoft XPS Document Writer
County/State | | _'

4 | i
Contact [MR TESTER ] |
Status: Ready Preferences
Telephone [osa78543212 \ Location:  Oldbury
Email [ATESTER@EXAMPLE.COM | Comment: e
No. of Parcels * A
X Page Range
Return Reference |12345 ‘ « Al Number of copies: |1 3:
Total Weight (kgs)* |3 ‘ ' Gelection | Current Page
€ Pages: I

e | emat v [ o

Search Returns

You can search for return parcels within the Shop Returns screen and
check on the tracking status of your returned parcels.
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1. Within the Shop Returns screen click Search

Create Retu shboard Find Shop E

Create Return Ea — AVIK1
Creamto

Short Name | [~ Short Name | [+

Country * |UNITED KINGDOM Iv Country UNITED KINGDOM

PostaliZip Code * :l PostaliZip Code * ]:]

Organisation/Name l ] Organisation/Name [ ]

Address 1* | ‘ Address 1* | |

Address 2 | ‘ Address 2 I I

o | | o | |

County/State | ‘ County/State I |

Contact | ‘

Telephone | ‘

Email | ‘

Return Reference

No. of Parcels * c
|
|

Total Weight (kgs)*

Clear Email Now Print Now

This will open up the Returns Search screen ~ from here you can search
for returns in a number of ways, the screenshot example below uses a
Date Search

2. Select Date Search and from the drop down menu select
Creation Date

3. EnteraFrom Date and To Date in the boxes by clicking on the
calendar days you wish to search

4. Click Search ~ this will open up the returns found that relate to the
search criteria entered

Returns Search AVIK1

Account* It Test Silver (131411) v

Parcel Number:*

Return Reference:*

®) Date Search:* Creation Date v | Postcode: | Optional Find Posicode
From Date:* i;,h",::,— From Date o
To Date:* Please choose 2 To Date S
o
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Delivery Search k

; Delivery Search : : :
Product: AR 24 v Delivery Country: | All Countries v Account: It Test Sitver (131411) v
Service: All Services v Postcode: Find Postcode Collection Country: v
Exception: Please Select v Destination: All Destinations v Range: All Ranges v
Undelivered: o Sort By: Not specified v Direction: Al Directions v

Fitter

Created Return

Account Parcel No Status From Address To Address Email/Print
Date Reference
— - . Customer data Mr A Test,United Kingdom,1 Main D P D Group Uk Ltd,Broadwell Works Birmingham
22/02/2017 131411 1550 1564 734 Ei 1
o : received Road, Huddersfield Road.Oldbury ma
Ci Ar 5 ) U i
22/02/2017 12345 131411 1550 1564 734 880 Q ustomer data Mr A Tester,United Kingdom,1 Main D P D Group Uk Ltd,Broadwell Works Birmingham Emsil
receved Street,Birmingham Road,Oldbury
22/02/2017 12348 131411 3 Customer data Mr B Test,United Kingdom,2 Test D P D Group Uk Ltd,Broadwell Works Birmingham Print
received Street,Birmingham Road,Oldbury
Results 1to 30f 3

An example of Return results

You can click into each of the records shown for more detail and you also
have the option to add records to a watch list

. Customer . " Email Phone
Collection Account Service Consignment Address
Ref Address Number
131417  Parcel-retumto 1564734888 D P D Group Uk Ltd, Broadwell Works Birmingham Road, Oldbury, West Midlands,
shop 1) 869 4DA

Available Ogticns

Gey+ Add to watch list

Delivery History

Find Shop

Within the Shop Returns screen you can search for a DPD Pickup Shop for
your consumers to take their return parcels.

1. Within Shop Returns click Find Shop
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ﬁ dpd MyDPD  Shipping  Collections

Create Return  Search  Dashboard

Create Return

Deliveries Shop Retums Address Book

Help | Logout

Depot Finder

Short Name |

Short Name

| v

Country * [unTTED KinGDOM [v Country UNITED KINGDOM

Postezp Code 1 Postzp Code ]
Organisation/Name I | Organisation/Name | |
Address 1* I | Address 1* I I
Address 2 I | Address 2 | I
o [ | o | |
County/State I | County/State I I
Contact I |

Telephone I |

Email | |

No. of Parcels *

Return Reference

Total Weight (kgs)*

L
Z

I

|

Print Now

Email Now

This will open the DPD Pickup Shop Finder ~ here you can enter a valid
UK postcode and the search results will display on screen

Home Products & Services MyDPD About DPD Careers Driving Opportunities
Track My Parcel Help > DPD Pick Finder
sropickepshopmincer PP Pickup Shop Finder
Find My Local Depot
Service Disruption Language Country Postcode
- United Kingdom v b69 4da
/] -
R Browntils EEEE T a]
ap:| Satelie \brighton a
$ § CHWHITEPHAR..
+ Unity House 6 U... -
Wolv n
= Walsall a4 ¥ Oldbury st
- AN Col&eld B69 4DB
\;} a Inesbury
=
y T s T o
(o]
Normal Opening Times
ham Mon - Fri: 09:00 - 18:00
% % Marston G Sat 09:00 - 13:00
e Stourbridge . Closed
Sothul
Kiddelggnster Sednal
I z
Far Forest Sewde Doridge a MATALAN - OLD.
Alvechurch
Stourport-on-Severn ﬁ Portway Road ﬂ
Bromsgrove i Portway Gardens 7 Miles
b Oldbury
Stoke Prior Re h 860 287
Henley-in-Arden
helsley Walsh Droitwich Spa Sitey
Feckenham a DPD
w ﬁ 1 High Street
Hallow Smethwick 24 il

An example of DPD Pickup Shop Finder results
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2. Selecting a shop from the list will open up the details of the selected
shop ~ this will show details such as;

Business Name.

Business Address.

Business opening hours.

Distance from the postcode you entered.

a n oo

Address Book Management via Manual Entry

There are 2 ways in which an address can be manually added to your
address book:

a. ViatheCreate Shipment Screen
b. Viathe Address Book Screen

Below are explanations of both methods.

Manually Adding Address to Address Book via Create
Shipment Screen

1. Navigate to MyDpd > Shipping > Create Shipment

2. Enter all details in the Delivery Details section ~ mandatory fields
are marked with an asterisk*
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Create Shipment CYCLESVIK1

Our One Hour Delivery Window service Predict is free. Please complete either or both of the Predict fields to notify the receiver. Read more

Deivery et

[Short Name [+ | | Total No of Packages *
Country * |UNITED KiNGDOM [v Total Weight (Kg) *
PostalZip Code * Product *
Organisation/Name |D P D GROUP UK LTD I Service *
Address 1* |BROADWELL WORKS BIRMINGHAM ROAD | shipment Date *
Address 2 | | Your Reference 1
City * IOUDBURY I Your Reference 2
County/State |WEST MIDLANDS | Your Reference 3

|

Delivery Information (Max. 50) ‘

Delivery Contact

Contact

Telephone

Notific ation Email [Preciict

|
|
I
|

Notific ation Text Precict

B3 & T

IParceI ]v
[Dpd Next Day [v
[Tuesday - 14/02/2017 =

| |
I |
| |

3. EnteraShort Name into the Field at the top of the screen. Once
you have allocated a Short Name then the option to Save To
Address Book is enabled ~ Short Names are limited to 35

characters

4. Click on Save to Address Book and a pop up window will appear
stating, Your address (*****) has been saved successfully

5. Click OK to close
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pever et

Short Name = o] | TotalNo of Packages * L ]

Country * [UNITED KanGDOM [v Total Weight (Kg) * \:|

PostaliZip Code * Product * [Parcel [
Organisation/Name [oPDGROUP LK LTD | Service * |Dpd Next Day [+
Address 1+ [BROADWELL WORKS BIRMINGHAM ROAD | Shipment Date * [Tuesday - 14/02/2017 =

Address 2 l | Your Reference 1 | |
City * louZJBURY I ‘Your Reference 2 | I
County/State |WEST MIDLANDS | Your Reference 3 | |

|

Delivery Information (Max. 50) ‘

Delivery Contact

Contact [
Telephone \
[
l

Notification Email Predict
Save To Address Book

Notific ation Text Predict

B3 & T

Manually Adding Address to Address Book via Address Book
Screen

1. Navigate to MyDpd > Address Book

2. Inthe Search/Select Address section, click on New

Seachskc s

Search for: [short Name |v [ | search | cCiear | X
Short Name Post Code Address Line 1 Valid M
< First < Previous Showing 0 - 0 of 0 Next-> Last->

Clicking on New will open up the right hand side of the screen where you
will need to enter the full address details of your new delivery address.
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3. Enter the address & contact details of the delivery address
4., EnteraShort Name ~ Short Names are limited to 35 characters

5. Inthe Address Type field, from the drop down menu, select
whether the address to be added is a delivery address or a return
address

6. Click on Save when all details have been entered

Search/Select Address Edit Address
Seatch for: [Short Neme | | | Short Name * AddressType  [Delivery _ =
Short Name Post Code Address Line 1 valig ~ Country United Kingdom v Notific ation Email :
PostalZip Code B6S 4DA Notific ation Text
Find Postcode Delivery Information
Organisation/Name |D P D GROUP UK LTD |
Address 1 [BROADWELL WORKS BIRMING]
Reference 1
Address 2 |
Town/City [oLDBURY |
Reference 3
County/State WEST MIDLANDS
VAT Number
Contact JOHN SMITH
Telephone 1234567890
Valid Owner
Date Created Date Updated

s

= 3
7. Once you have clicked on Save then a pop up window will appear
stating Your address (*****) has been saved successfully

Managing Your Address Book

Within the Address Book you can also Edit and Delete addresses.

Editing an address

1. Search/Select the address to be edited in the Search for option
(minimum of 2 characters)
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Search for: |Short Name |+ |COMPANY B I

Short Name Post Code Address Line 1 Valid
COMPANY B B69 4DA 2 MAIN STREET Yes

2. Click on the address to be edited and this will populate the Edit
Address fields

Short Name cormpaNy B ]  Acaress Type Detivery

Country I~
PostaliZip Code B69 4DA |

Organisation/Name

Address 1 2 MAIN STREET

Address 2

Town/City BIRMINGHAM

County/State

Contact
B SMITH VAT Number

P 2

valid Yes Owner CYCLESVIK1
Date Createc 15-02-2017 Date Updated

= )

3. Make the changes required to the address and Save

Deleting an address

1. Search/Select the address to be deleted in the Search for
option (Minimum of 2 characters)

garch for: [short Name |vD[coveanv s | I IR

Short Name Post Code Address Line 1 Valid
COMPANY B B69 4DA 2 MAIN STREET Yes

2. Click on the address to be deleted and this will populate the Edit
Address fields
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3. Click Delete to remove the record from the address book and
the following will be displayed.

Address Deleted

Your address (COMPANY B) has been deleted successfully

4. To delete ALL the records held in the address book click Delete
All ~ note you will not be able to recover your records once this

action has been taken!

Address Book Management via Import

MyDPD will allow you to import an Address Book held on your local
system ~ this is done by setting up your Delivery Address Import Template
to match the data fields on your local file ~The import file on your local
system should be a CSV (Comma Separated Value) file type.

Setting up a Delivery Address Import Template
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1. Navigate to MyDPD > Shipping > Imports

2. Within the Import File Templates screen File Definition will

default to Delivery address book

ﬁ dpd MyDPD Shipping Collections Deliveries Shop Returns Address Book Depot Finder

Create Shipment Shipment Review Imperts  Import Activity Scanning E
Imports CYCQLESVIK1
File Definition [Deli\.ery address book [
Auailable Fields « Data File Field Order Mandatory
Additional information - “ Address ref. Mandatory
Address line 2 (locality) Address line 1 (property/street) Mandatory
Address line 4 (county/state) Address line 3 (city) Mandatory
Contact name Post code Mandatory
Contact telephone number Country code Mandatory
Customer ref. 1
Customer ref. 2
Customer ref. 3
Notification SMS number v Move Down
» »
Field Delimiter Comma (,) v
s |

3. Toimport an Address Book, MyDPD requires the data file to have
5 mandatory data fields ~ these data fields are as follows and

should form part of the import file:

Address Line 1 (Property or Street).
Address Line 3 (City).
Postcode.

© Q0T o

*********)

Address Reference (Recipient or Organisation Name).

Country Code (A list of country codes can be found

4. Select any other fields to include in the import file (e.g.: contact
and telephone details) from Available Fields section on the left
of the screen, and add them to the Data File Field Order
section on the right of the screen ~ Available fields can be added
by selecting a field and clicking Add or they can be dragged and

dropped into the Data File Field Order list
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Note - The order of the fields MUST match the order the
data is shown in your import file exactly or the import will
be unsuccessful.

Here is an example of a CSV Address Book Data File with Contact

Name and Contact Number added to the mandatory fields:

A B C D E F G

1 Address Ref AddressLinel AddressLine 3 Postcode Country Code Contact Contact Telephone
2 |Company A 1MainStreet Birmingham B694DA UK A Smith 1234567890
3 CompanyB 2MainStreet Birmingham B694DA UK B Smith 2345678901
4 CompanyC 3 MainStreet Birmingham B694DA UK C Smith 3456789012
5 CompanyD 4 MainStreet Birmingham B694DA UK D Smith 4567890123
6 CompanyE 5MainStreet Birmingham  B694DA UK E Smith 5678901234
7 CompanyF 6 MainStreet Birmingham B694DA UK F Smith 6789012345
8 Company G 7MainStreet Birmingham  B694DA UK G Smith 7890123456
9 CompanyH 8MainStreet Birmingham  B694DA UK H Smith 8901234567
10 Companyl 9 MainStreet Birmingham B694DA UK 1 Smith 9012345678
11 CompanyJ 10 Main Street Birmingham  B694DA UK J Smith 1098765432
12 Company K 11 Main Street Birmingham  B694DA UK K Smith 2109876543
13 Company L 12 Main Street Birmingham  B694DA UK L Smith 3210987654
14

An example of a CSV Address Book Data File with Contact Name
and Contact Number added to the mandatory fields

Help Logout

ﬁ dpd MyDPD Shipping Collections Deliveries Shop Retumns Address Book Depot Finder
Create Shipment Shipment Review Imports  Import Activity Scanning E
File Definition |Deli\.ery address book |v
Available Fields « Data File Field Order Mandatory
Additional information “ Address ref, Mandatory
Address line 2 (locality) Address line 1 (property/street) Mandatory
Address line 4 (county/state) Address line 3 (city) Mandatory
Customer ref. 1 Post code Mandatory
Customer ref, 2 Country code Mandatory
Customer ref. 3 Contact name
Notification SMS number Contact telephone number
Notification email address
Organisation/name - Move Doams
< »
e

Page 133 - If you require further assistance contact the IT Service Desk on 0121500 2510




An example of how the Delivery Address Book template would
need to be set up in order to import the file successfully

5. When you have set up your Delivery Address Template correctly
click Save ~ A pop up message box will appear stating
“Template Saved - Your template changes have been
saved successfully”

ﬁ dpd MyDPD m Collections Deliveries Shop Retums Address Book Depot Finder

Create Shipment Shipment Review Imports Import Activity Scanning E
Imports CYQESVIK1
File Definition :Deh-.er'.‘ address book |
Available Fields Data File Field Order Mandatory
Additional information Address ref. Mandatory
line 2 {locality) Mandatory
Address line 4 (county/state) Mandatory
Customer ref. 1 Mandatory
Customer ref. 2 Country code Mandatory
Customer ref. 3 Contact name
Notification SMS number Template Saved
Notification email address
Organisation/name - Your template changes have been saved successfully
: [ _ox |
Field Delimiter Comma (,) v

Cartd

Now that you have correctly and successfully saved your Delivery
Address Import template you are ready to import the file from your
local system.

Importing Your Delivery Address Book

1. Navigate to MyDPD > Address Book

2. ClickImport
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Help Logout
ﬁ dpd MyDPD Shipping Collections Deliveries Shop Returhis Address Book Pepot Finder
Address Book E

Scarhseect s
short Name% v PostCode Address Line 1 Valid 3

0

. First | < Pre Showing 0- 0 of -

3. An Address Book Import pop up window will open ~ specify
whether you would like to import a customer address book or

return address book ~ Import options on how you would like MyDPD
to process the file can be selected

Address Book Import

Template: ICustomer address book template

File Loc ation: | | Select File...
Import Options: © Import New Only (Reject Duplic ates)

() Overwrite Existing Addresses

() Empty Address Book Before Import

4. Select Customer address book template from the Template
drop down menu

5. Click File Location and locate your import file from your local
system
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6. InImport Options select how you would like MyDPD to treat the
import file against any other addresses you may have already saved
to your Address Book:

a. Selectimport New Only (Reject Duplicates) to only
import addresses from your import file that are NOT already
stored in your Address Book.

b. Select Overwrite Existing Addresses to replace any
existing addresses in your Address Book that are the same as
those in your new import file.

Cc. SelectEmpty Address Book Before to clear out any
previously stored address data from your Address Book.

7. OnceFile Location and Import Options are populated click
Upload

ﬁ dpd MyDPLC Shipping Collections Deliveries Shop Retums Depot Finder
Address Book
Search/Select Address

Short Name Post Code Address Line 1 Valid
Address Book Import
Template: lCuston'&r address book template [ v
File Location: lE-a"'[!e Address Book.csv l Select File...
Import Options: ©) Import New Only (Reject Duplicates)

© Overwrite Existing Addresses

() Empty Address Book Before Import @

3 3

Your imported addresses will now populate the address list on the
screen as seen in the example below and will have been allocated
Short Names.

To import a return address file, then follow all the steps above but
when prompted by the Address Book Import pop up window select
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Return address book template from the Template dropdown
menu

¥ dpd

Help Logout

DPD Shipping Collections Deliveries Shop Retumns Address Book Depot Finder

Address Book m
Search/Select Address
Seate o [Srort ome v | [T o -
Short Name Post Code Address Line 1 Valid X:
COMPANY A B694DA 1 MAIN STREET Yes
COMPANY B B694DA 2 MAIN STREET Yes
COMPANY C B694DA 3 MAIN STREET Yes
COMPANY D B694DA 4 MAIN STREET Yes
COMPANY E B694DA 5 MAIN STREET Yes
COMPANY F B6S4DA 6 MAIN STREET Yes
COMPANY G B694DA 7 MAIN STREET Yes
COMPANY H B6S4DA 8 MAIN STREET Yes
COMPANY I B694DA 9 MAIN STREET Yes
COMPANY ] B694DA 10 MAIN STREET Yes
COMPANY K B694DA 11 MAIN STREET Yes
COMPANY L B694DA 12 MAIN STREET Yes

Showing 1 - 12 of 12 Ne Last -

=

An example of Imported addresses with allocated Short Names

Searching for an Address within the Address Book

Addresses that you have saved to the Address book, whetheritis a
delivery address or a return address, can be searched for via MyDPD >
Address Book ~ There are 7 search criteria in the Search/Select Address
drop down menu:

Cou

Con

@ 0 Qap oo

Postcode
Organisation

ntry

tact

Address Line 1
Address Line 2
Town/City

Select the type of data you would like to search (from the above list)
~ Enter text into the search text box to the right of the dropdown

menu

2. Click Search to display results
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Depot Finder

MyDPD has a section built in that allows

you to search for Depots or

Pickup Shops across the UK, track parcels and check known Service

Disruptions.

Track My Parcel

This feature allows you to track your parcel using your parcel number and

postcode or calling card number.

Searching for a Local Depot

1. Navigate to MyDPD > Depot Finder

Help | Logout

ﬁ dpd MyDPD Shipping Collections Deliveries Shop Retums Address Book ‘ Depot‘lﬁ'\der D

Welcome My Account Details Reports Diagnostics APl Depot Finder E

Welcome , you have successfully logged on to MyDPD.

« Delivery Dashboard
« Watch Your Parcels

Recent Enhancements

MyDPD - Designed to make the entire shipping process easier. It brings all of your
essential shipping proc edures together into a comprehensive platform.

R <o
« Create Shipment 5
« Manage your Shipments O NEW MESSages.
« Collection Exceptions

System Updates

No updates available.

© 2015 DPD. DPD is a trading division of DPDgroup. Registered office: PO BOX 8879, Roebuck La

ne, Smethwick, West Midlands, B68 1BN. Registered in England and Wales No 732893

This will open up the Depot Finder screen that has the options to:

Track a Parcel

Find a DPD Pickup Shop

Find a Local Depot

Check for Service Disruptions

a n oo

2. Click Find My Local Depot

Page 138 - If you require further assistance contact the IT Service Desk on 0121500 2510




3. Withinthe Depot Finder section enter a valid postcode and click
Submit

Home Products & Services Help MyDPD About DPD Careers Driving Opportunities

'

Please show me the local depot for the following postcode:

Your Postcode 269 2D4|

The search results will return the closest DPD depot to the postcode
entered-~ it will show:

Your local depot.

The depot address.

The depot opening hours.

A map of location and route.

Directions to the depot from the postcode you entered.

©Qap oo

Searching for a Local Pickup Shop

1. Navigate to MyDPD > Depot Finder

2. Click DPD Pickup Shop Finder ~ This will open up the DPD Pickup
Shop Finder screen as shown below:
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Home Products & Services MyDPD About DPD Careers Driving Opportunities

Track My Parcel Help > DPD Pickup Shop Finder
eretmcpmxprie  DPD Pickup ShopiFinder
Find My Local Depot

Service Disruption Language Country Postcode

’ == English -
Map Satelite E\ o
1: 7 gl

E)

- SCOEL’AEND&\, h
« = ’ 4 ' .
s gz 2= 3N

United Kingdom 2 Postcode

s 7 A

3. Select the Language and Country from the drop down menus

above the UK map and enter a valid postcode into Postcode and
click Search

Home Products & Services MyDPD About DPD Careers Driving Opportunities

Track My Parcel Help > DPD Pickup Shop Finder

eroseemarer  DPDPickup Shep Einder

Find My Local Depot
Service Disruption Language Country Postcode

‘ 5= English v’ | B69 4DA|

atellite E N

United Kingdom -

Map S

This will search our network of Pickup Shops and return results on a
localised map and display as a full list on the right of the screen ~ The
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results are set in order of distance from the postcode entered ~ it will

show:
Business Name

Business Address

Business Opening Hours

Whether the business has parking available
Distance from the entered postcode

©Qap oo

rack My Parcel Hel DPD e

=ne=r DPD Pickup Shop Finder

g Fitertst 4+ |

]
[\

CH WHITE PHAR...

Unity House 6 U... ﬁ
Oldbury 0.4 Miles
B69 4DB

LATE  SAT E

Normal Opening Times

Service Disruption Language Country Postcode

Sk English v United Kingdom - B69O 4DA
all ESsingtoniiil & Il R wansan woou

Map Satellite

E @ Aldridge
<+ hitm ﬁ Pool Green
pean Little Aston
~ lolv pton  willenhall Walsall
o) Caldmore )
R & s
|ston CO"
Wednesbury
Old Oscott
ourne 2 Perry
Tipton a o
Himley s!
Dudley wig @
ngswinford a
a Smetﬁck Bi h
7 gham
Bmeﬁ.n
“- m Quinton ﬁ m
Stourbridge N N
Halesowen
Hagley
Clent

Mon - Fri 09:00 - 18:00
Sat ©09:00 - 13:00
Surc Closed

¢ a MATALAN - OLD...

ﬁ Portway Road =
Portway Gardens o7 Miles
Oldbury
B69 2BZ

a DPD
1High Street

a CSrathuanck ﬁ

4. Click on Select next to a listed business and this will open up a more
detailed screen relating to that particular Pickup Shop, as shown

below:
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Pickup

25

o> 23 C H WHITE PHARMACY (NUMARK)
Oldbury § Unity House 6 Unity Place Normal Opening Times
[ Y Oldbury Mon - Fri: 09:00 - 18:00
3 1 B69 4DB Sat: 09:00 - 13:00
z 2 Sun: Closed
'5 = 0.4 Miles

Get Directions

' ouelN

Map data ©2017 Google Terms of Use  Report a map error

PR Find out about the DPD Pickup shop service by watching our short video here

Service Disruption Checker

The Service Disruption screen is where you can check if there are any
issues delivering to a particular area of the UK or search a specific
postcode and/or check general issues we are aware of.

Track My Parcel He ervice Disr

oeprickupshopFinder  Sarvice Disruption

Find My Local Depot

Check Your Postcode Area

Please enter your postcode to check if parcel delivery services in your area have been affected.

Unexpected Delay

County Delay in days Postcodes

Ik Orkney 1 KW15, KW16, KW17
Shetland Islands 1 ZE1,ZE2,ZE3
Shropshire 10 WV16 6

A fire incident

County Delay in days Postcodes
Aberdeenshire 2 AB10

West Midlands 2 B322
West Midlands 5 B13,B69

An example of the Service Disruption screen
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Data Specifications for File Import

The import template shows the mandatory fields (see column’s 2, 3 & 4)
along with all the other available fields. This template must be used in
conjunction with the instructions within “Creating a Shipment Import” of
the Imports Section.

Field Type UK International Rzrlvefrz:l;T Ship2Shop Ml_a:nl;it?:d Example / Notes
Mandatory —Yes / No
Shipment Date N N N N 10 20/06/2013
Address Line 1 Y Y Y Y 35 Broadwell Road
Address Line 3 Y i Y Y 35 Oldbury
Postcode i h Y Y 8 B69 4DA
Country Code N Y Y N 2 GB
Service Code N N Y Y 4 12
No. Parcels N N N N 3 1
Total Weight N N N N 5 21
Collection on Del. N N Y N 1 Y
Delivery VAT No. N N N N 15 | 100000000000000
Additional Info N N N N 50 Leave in safe place
Address Line 2 N N N N 35 Broadwell Works
Address Line 4 N N N N 35 Birmingham
Contact Name N h Y N 25 John Smith
Contact Telephone N i Y N 15 0121 500 2500
Customer Ref 1 N N Y N 25 Test Ref1
Customer Ref 2 N N N N 25 Test Ref2
Customer Ref 3 N N N N 25 Test Ref3
Content Description N Y N N 25 |For International Traffic
Customs Value N De':?i:alfigns N N 10 100
Notification SMS N N N Y 20 07123456789
Notification Email N N N Y 50 smith@email.com
Organisation N N N N 35 DPDGroup
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Shop Compatible

Extended Liability N 1 Y
Extended Liability Val N 10 1000
Return VAT No. N 15 000000000000000
Return Additional Info N 50 Leave safe
Return Address Line 1 N 35 Roebuck Lane
Return Address Line 2 N 35 Smethwick
Return Address Line 3 N 35 Birmingham
Return Address Line 4 N 35 West Midlands
Return Contact Name N 25 Ms Smith
Return Telephone N 15 01215002500
Return Country Code N 2 GB
Return Customer Ref 1 N 25 TEST REF1
Return Customer Ref 2 N 25 TEST REF2
Return Customer Ref 3 N 25 TEST REF3
Return Description N 20 ltem Description
Return No Parcels N 3 1
Return Organization N 35 Company Name
Return Postcode N 8 B69 4DA
Return Service Code N 4 12
Return Total Weight N S 15
Shop ID Y 7 GB12218
Shop Postcode Y 8 B4 6GA
Shop Country Code Y 2 GB
N 35 Doddle- Birmingham
Shop Organisation Name Snow Hill
Shop Address Line 1 35 Unit 2 One Snow Hill
Shop Address Line 2 :dtdli):ssst EZIE:J 35 Snow Hil
Shop Address Line 3 zzzz:ge? 35 Queensway
Shop Address Line 4 35 Birmingham
Y 1 Y
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Service Codes List

The below list of service codes include both 2 digit and 3 digit codes. Any

type can be used for automated file imports.

DPD DOMESTIC SERVICE CODES

2 Digit Code 3 Digit Code Product Service
1 - PARCEL Two Day
12 - PARCEL Next Day
13 - PARCEL DPD 12
14 - PARCEL DPD 10.30
16 - PARCEL Saturday
17 - PARCEL Saturday 12
18 - PARCEL Saturday 10.30
7 - PARCEL Sunday 10.30
15 - PARCEL Timed
22 - PARCEL Return
o) 801 PARCEL Sunday
07 807 PARCEL Sunday 10:30
29 829 PARCEL Sunday 12
2 Digit Code 3 Digit Code Product Service
o 891 SHIP2SHOP SHIP2SHOP
2 Digit Code 3 Digit Code Product Service
59 - HOMECALL Homecall
2 Digit Code 3 Digit Code Product Service
25 - HOME DELIVERY Afternoon
21 - HOME DELIVERY Evening
2 Digit Code 3 Digit Code Product Service
32 - EXPRESSPAK Next Day
33 - EXPRESSPAK DPD 12
34 - EXPRESSPAK DPD 10.30
36 - EXPRESSPAK Saturday
37 - EXPRESSPAK Saturday 12
38 - EXPRESSPAK Saturday 10.30
35 - EXPRESSPAK Timed
09 809 EXPRESSPAK Sunday
23 823 EXPRESSPAK Sunday 10:30
51 851 EXPRESSPAK Sunday 12
2 Digit Code 3 Digit Code Product Service
41 - SWAP IT Two Day
42 - SWAP IT Next Day
43 - SWAP IT DPD 12
44 - SWAP IT DPD 10.30
49 - SWAP IT Afternoon
46 - SWAP IT Saturday
47 - SWAP IT Saturday 12
48 - SWAP IT Saturday 10.30
53 - SWAP IT Evening
45 - SWAP IT Timed
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03 803 SWAP IT Sunday
05 805 SWAP IT Sunday 10:30
04 804 SWAP IT Sunday 12
2 Digit Code 3 Digit Code Product Service
56 - REVERSE IT Two Day
55 - REVERSE IT Next Day
2 Digit Code 3 Digit Code Product Service
71 - PALLET Two Day
72 - PALLET Next Day
73 - PALLET DPD 12
74 - PALLET DPD 10.30
76 - PALLET Saturday
77 - PALLET Saturday 12
78 - PALLET Saturday 10.30
79 - PALLET DPD Classic
75 - PALLET Timed
08 808 PALLET Sunday
28 828 PALLET Sunday 10:30
69 869 PALLET Sunday 12
2 Digit Code 3 Digit Code Product Service
81 - FREIGHT Two Day
82 - FREIGHT Next Day
83 - FREIGHT DPD 12
84 - FREIGHT DPD 10.30
86 - FREIGHT Saturday
87 - FREIGHT Saturday 12
88 - FREIGHT Saturday 10.30
89 - FREIGHT DPD Classic
85 - FREIGHT Timed
06 806 FREIGHT Sunday
24 824 FREIGHT Sunday 10:30
31 831 FREIGHT Sunday 12
DPD INTERNATIONAL SERVICE CODES
2 Digit Code 3 Digit Code Product Service
19 - DPD CLASSIC By Road
10 - EXPRESS Parcel by AIR
30 - EXPRESS Document by AIR
39 - EXPRESS PACK Classic 2-3 Days
70 - EXPRESS Europe by AIR
80 - DPD DIRECT DPD Direct
58 - DPD DIRECT RO DPD Direct
60 - AIR CLASSIC Air Classic
DPD LOCAL DOMESTIC CODES
| 2DigitCode |  3DigitCode Product Service
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M 209 PARCEL Two Day
12 212 PARCEL Next Day
13 213 PARCEL DPD LOCAL 12
08 214 PARCEL DPD LOCAL 10.30
17 216 PARCEL Saturday 12
09 218 PARCEL Saturday 10.30
71 871 PARCEL Saturday
75 875 PARCEL Sunday
35 835 PARCEL Sunday 10:30
15 815 PARCEL Sunday 12
2 Digit Code 3 Digit Code Product Service
o1 891 SHIP2SHOP SHIP2SHOP
2 Digit Code 3 Digit Code Product Service
57 - HOMECALL Homecall
2 Digit Code 3 Digit Code Product Service
1 241 EXPRESSPAK 1 Homecall
68 242 EXPRESSPAK 1 Next Day
3 243 EXPRESSPAK 1 DPD LOCAL 12
4 244 EXPRESSPAK 1 DPD LOCAL 10.30
5 246 EXPRESSPAK 1 Saturday 12
6 248 EXPRESSPAK 1 Saturday 10.30
72 872 EXPRESSPAK 1 Saturday
76 876 EXPRESSPAK 1 Sunday
49 849 EXPRESSPAK 1 Sunday 10:30
47 847 EXPRESSPAK 1 Sunday 12
2 Digit Code 3 Digit Code Product Service
31 231 EXPRESSPAK 5 Homecall
32 232 EXPRESSPAK 5 Next Day
33 233 EXPRESSPAK 5 DPD LOCAL 12
28 234 EXPRESSPAK 5 DPD LOCAL 10.30
37 236 EXPRESSPAK 5 Saturday 12
29 238 EXPRESSPAK 5 Saturday 10.30
73 873 EXPRESSPAK 5 Saturday
77 877 EXPRESSPAK 5 Sunday
23 823 EXPRESSPAK 5 Sunday 10:30
51 851 EXPRESSPAK 5 Sunday 12
2 Digit Code 3 Digit Code Product Service
67 281 FREIGHT Homecall
82 282 FREIGHT Next Day
83 283 FREIGHT By 12
65 284 FREIGHT By 10.30
87 286 FREIGHT Saturday By 12
69 288 FREIGHT Saturday By 10.30
74 874 FREIGHT Saturday
78 878 FREIGHT Sunday
24 824 FREIGHT Sunday 10:30
45 845 FREIGHT Sunday 12
2 Digit Code 3 Digit Code Product Service
56 - REVERSE IT Two Day
55 - REVERSE IT Next Day
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DPD LOCAL INTERNATIONAL CODES

2 Digit Code 3 Digit Code Product Service
19 - DPD CLASSIC By Road
10 - PARCEL BY AIR
30 - DOCUMENT BY AIR
39 - EXPRESSPAK Classic 2-3 Days
70 - EUROPE BY AIR
80 - DPD DIRECT DPD Direct
58 - DPD DIRECT RO DPD Direct
60 - AIR CLASSIC Air Classic

Web URL Tracking Integration

The below URL’s are examples which can be implemented into a HTML
form allowing use of the tracking service using an anchor. The red text
string can be substituted with your consignment information.

DPD Tracking Links

http://www.dpd.co.uk/service/tracking?consignment=8549915792
http://www.dpd.co.uk/service/tracking?parcel=9205360880
http:.//www.dpd.co.uk/service/tracking?account=1234567&orderNumber=12345
http://www.dpd.co.uk/service/tracking?postcode=b694 da&sendersRef=12345

DPD LOCAL Tracking Links

http://www.dpdlocal.co.uk/service/tracking?consignment=8549915792
http://www.dpdlocal.co.uk/service/tracking?parcel=9205360880
http://www.dpdlocal.co.uk/service/tracking?account=1234567&orderNumber=12345
http://www.dpdlocal.co.uk/service/tracking?postcode=b694 da&sendersRef=12345
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