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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 
 

 

 
 
 
 

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

 
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  
 
 
 

 

Enter username and 
password here.  
	

Messages and 
System Updates 
will  be displayed 
here  
	

Quick Links to 
useful areas of 
MyDPD can be 
accessed from here 
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MyDPD Account Details 
 
 
Personalise My DPD with your unique account details: 
 
 

1. Navigate to MyDPD > My Account Details  
 

 

 
 
 

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

 
 
 

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

Click on Save 
when details 
have been 
entered	
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4. Click Collection Defaults and complete the collection details then 
click SAVE 

 
 
 

 
 
 

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

 
 
 

Click on Save 
when details 
have been 
entered	

Click on Save 
when details 
have been 
entered	
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6. Click Invoice Settings and complete the invoice details then click 

SAVE 
 
 
 

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

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’	

If Auto Print is selected once the 
user scans or types a valid 
reference 1 the label will be 
automatically printed 	
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You’re now ready to start using My DPD, you will  f ind 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 

Click on Save 
when details 
have been 
entered	
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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 

	
 

3. In the 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. 

	
	

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

	
 

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

 
7. In the 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 
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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 will remove 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  

 

 
Example of an Unprinted shipment in MyDPD > Shipping > Shipment 
Review 
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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 
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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 
c. The Postcode Lookup 

	
 

Address Look Ups – Short Name 
	

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

	
 

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 

	

 

Address Look Ups – Organisation Name 
 

1. 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 
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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 
 

	
 
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 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 

	

	

Address Look Ups – Postcode 
 

1. In the 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 
 

	

	
 

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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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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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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3. In the 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. 
 

	
 

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

 

	
 

6. In the 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 
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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.  

	
	

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 

 

	
 

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

	
 
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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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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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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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 

	
 

Address Look Ups – Short Name 
	

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

 

	
 

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.  
 



Page 33 - If you require further assistance contact the IT Service Desk on 0121 500 2510 

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

	

 

Address Look Ups – Organisation Name 
 
1. 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 
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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 

 

	
 
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 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 

	

	

Address Look Ups – Postcode 
 
1. In the 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 

 

	

	
 
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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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 Details 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* 

 
 

 
	

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



Page 39 - If you require further assistance contact the IT Service Desk on 0121 500 2510 

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

UNITED KINGDOM 

	
 

4. In the 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. 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 
if available for that Country 
 
 

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

 
 

	
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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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 need to 

enter details of your shipment 
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3. Select the Non EU country from the Country drop down 

(defaulted to UNITED KINGDOM 

	
 

4. In the 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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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. In the 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) 

g. Shipment Date – Should be defaulted to today’s date 
h. Generate Customs Invoice (Drop down Menu) – For Non EU 

shipments, select Yes 
 
7. In the Package Details Section enter additional details i.e. Order 

references in fields Your Reference 1 Your Reference 2 
Your Reference 3 

 
8. The International Invoice option has been enabled ~ Click on 

International Invoice to enter your invoice details 
	

	
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. 



Page 45 - If you require further assistance contact the IT Service Desk on 0121 500 2510 

	
 

1. In the International 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 details in Country of Origin 
 

	
	

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

a. Select the 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. Enter the Shipper’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 
~ Click on Commodity Details on the bottom right of the screen 

	
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 
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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: 
 

a. Commodity Code (Not mandatory) 
b. Full Description of Goods 
c. Number of Items 
d. Unit Value (GBP) 
e. Country of Manufacture (Not mandatory) 

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

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

	
	

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

a. Review data on any created shipments 
b. Search for specific shipments 
c. See whether a shipment’s labels have been printed 
d. Print unprinted labels for shipments 
e. Void/Unvoid Shipments 
f. Change/Amend Shipment Dates 
g. Delete Shipments 
h. Print Shipment Manifests 
i. Edit and Copy Shipments 
j. Send Shipment and/or Manifest details to a file on your local 

system 

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 	
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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: 
 

a. Shipment Date 
b. Date Search (click on the calendar to show dates) 
c. Consignment Number or partial Consignment Number 
d. Country destination of shipment 
e. Postcode or partial postcode 
f. Contact Name or partial Contact Name 
g. Contact Number or partial Contact Number 

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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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: 

 
 

2. To return to the full list of shipments then either click Reset or 
clear the search bar of any text and press Enter 

 
 



Page 51 - If you require further assistance contact the IT Service Desk on 0121 500 2510 

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 
 

 
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: 
 

a. Delete 
b. Void 
c. Change Date 
d. Print Shipment 
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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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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 

 
 

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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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 
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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 

 
 

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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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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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 
 

 
2. Click Void ~ 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) 0 
b. Packages 0 
c. In the Status column will read as Voided 

 
 

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 0 (Number of Packages) 
f. In the Status column will read as Open 

 
 



Page 59 - If you require further assistance contact the IT Service Desk on 0121 500 2510 

 
 

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  via Shipment 
Review: 
 

 
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 
 

 
 
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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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 
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4. Click OK the following will be displayed “Parcel(s) **********, 
********** 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 0 (Number of Packages) 
i. In the Status column will read as Voided 

 
 

 
 

6. To Unvoid 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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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) **********, 
********** 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. Total Weight (Kg) (Weight of Package) 
k. Packages 0 (Number of Packages) 
l. In the Status column will read as Open 
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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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1. Using the tick boxes on the left of the screen select an unprinted 
shipment ~ this will enable the Change Date option  
 
 

 
 

2. Click Change 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 

 
 

4. Select the revised date for the shipment ~ the calendar will 
disappear and the Change Date box will populate  
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5. Click Change Date in the pop up window and the following 
message will be displayed “Your shipment (Consignment: 
**********),  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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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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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 
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4. Select the revised date for the shipment ~ the calendar will 
disappear and the Change Date box will populate  

 
 

5. Click Change Date in the pop up window and the following 
message will be displayed “Your shipment (Consignment: 
**********),  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 

 
 

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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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. The Printed column now shows as Yes 
b. The shipment will show a padlock in Edit denoting that this 

cannot be edited 
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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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2. Click Print Shipment and the label will print ~ the Delete and 
Change Date options have been disabled 

 
 

3. Click Return to List to return back to Shipment Review and 
displayed will be : 
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a. The Printed column now shows as Yes 
b. The shipment will show a padlock in Edit denoting that this 

cannot be edited 

 
 

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

 
 

3. Within Create Shipment edit any details as required which include:  
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a. Delivery Details 
b. Delivery Contact Details 
c. Total No of Packages 
d. Total Weight 
e. Product 
f. Service 
g. Shipment Date 
h. Collection on Delivery Requirement 

 
4. Click  Print Later or Print Now 

  

 
 

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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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  

 
An example of a printed manifest 

 
 
 
 



Page 80 - If you require further assistance contact the IT Service Desk on 0121 500 2510 

 

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 
 

 
 

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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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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2. The Import 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 

 
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 

 
The above example has no Header or Footer lines ~ this is important to 
note as in 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 (needs 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  

 

 
 

 
6. Set up Translations as required and SAVE 
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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: 
 

 
 

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

 
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. In Import 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  

 
 

3. In Import 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. In Field Delimiter enter the delimiter type that your imported file 
uses i.e. 
 

a. Comma (,) 
b. Pipe (|) 
c. Colon (:) 
d. Semi Colon (;) 
e. Tilde (~) 
f. Tab 

 
5. In Print 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. In Header 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: 
 

a. Print any labels automatically on import 
b. Not to automatically import files from the specified directory 

unless requested 
c. 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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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. Within the Import 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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Below is an example of the Import Activity screen when: 
 

a. A valid file is placed in the specified directory 
b. Auto Import is selected 

 
 
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. Within the Import 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: 

 
 

4. Click Import on Demand ~ the file will now begin to be processed 
through the Import Activity screen 
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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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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: 
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3. Click Import on demand and your import file will start to process 
through the Import Activity screen, as shown below: 
 

 

 
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. Select Shipment Receipt  from the File Definition drop down 
menu  

 
 
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 list or 
b. Drag and 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. Select the 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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c. Use reference 5 for name  

 

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

 
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 
 

Click on Save 
when details 
have been 
entered	
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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. 

 
 
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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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. In the directory title bar, highlight and copy the destination, as 
shown in the example below: 
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6. Navigate back to MyDPD and paste the copied location into the 
Export Directory field 

 
 

7. Within the Export Extension field, enter the type of file extension 
you would like your export file to be i.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 

 

  
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 
  
A shipment 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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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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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. In the directory title bar, highlight and copy the destination, e.g. 
C:\Import Shipment Files  

 
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  

 
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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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. 
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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: 
 

a. Show all imported file activity 
b. Show successful imports 
c. Show any “Bad Data” errors & unsuccessful imports 
d. Generate receipt file exports 
e. Test Import files 

Reviewing Imports 
 
When MyDPD imports a Shipment File, a full review of the data that has 
been imported can be done via Import 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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An example of an Import 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: 

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

 
 
This bad data can now be corrected within MyDPD:  
 

1. Navigate to MyDPD > Shipping > Failed Imports  

 
 
Any failed data transfers will be listed in the Failed Import Shipments 
Review screen as below: 
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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:  

 
In the above example the error message is stating “To proceed, correct the 
following issue: The postcode/zip code (outbound) is invalid. See 
www.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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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 110 - If you require further assistance contact the IT Service Desk on 0121 500 2510 

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

 
 
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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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: 

 
2. Correct the missing data or errors within the bad file and click on the 

‘X’ at the top right of the .txt file 

 
3. A message box will appear asking if you would like to save the 

amended file ~ Click Save 
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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 

 
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 
 

  
 

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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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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3. 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 
 

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

5. Ensure the Import Extension / File Delimiter / Product Field 
Delimiter are all set correctly and if there are any Header and 
Footer lines to ignore 
 

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

 
 

7. To enable Import on Demand leave the Auto Import option EMPTY 
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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 

 

 
 

2. Navigate to MyDpd > Shipping > Scanning. 
 
3. Scan the barcode or enter the Job Reference 1 details. 
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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. 
 

 
 
 
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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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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2. This will open the Create Return Screen ~ Enter all details relating 
to the return, ensuring all mandatory fields (marked with an 
asterisk*) are completed 

 
 

3. In the Return From section on the left of the screen, enter the 
details of the location where 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. In the 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. In No. 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	 

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. In the 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. 

 
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”  
 

 
 

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 is **********” 
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 
 

 
 

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 

 

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. Enter a From 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 
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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 
 

 
 

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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This will open the DPD Pickup Shop Finder ~ here you can enter a valid 
UK postcode and the search results will display on screen 
 

 
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; 
 
a. Business Name. 
b. Business Address. 
c. Business opening hours. 
d. Distance from the postcode you entered. 

 
 
 

Address Book Management via Manual Entry 
 
There are 2 ways in which an address can be manually added to your 
address book: 
 

a. Via the Create Shipment Screen 
b. Via the 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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3. Enter a Short 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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Manually Adding Address to Address Book via Address Book 
Screen 
 

1. Navigate to MyDpd > Address Book 
 

2. In the Search/Select Address section, click on New 

 
 
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. Enter a Short Name ~ Short Names are limited to 35 characters 
 

5. In the 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 

 
 

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) 
 



Page 130 - If you require further assistance contact the IT Service Desk on 0121 500 2510 

 
 
 

2. Click on the address to be edited and this will populate the Edit 
Address fields 

 

 
 

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) 

 
 
 

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. 

 

 
 

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 

 
 

3. To import 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: 

 
a. Address Reference (Recipient or Organisation Name). 
b. Address Line 1 (Property or Street). 
c. Address Line 3 (City). 
d. Postcode. 
e. 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:
 

 
An example of a CSV Address Book Data File with Contact Name 
and Contact Number added to the mandatory fields 
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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” 

 
 
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. Click Import  
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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 

  
 

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. In Import 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. Select Import 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. 
 

c. Select Empty Address Book Before to clear out any 
previously stored address data from your Address Book. 
 

7. Once File Location and Import Options are populated click 
Upload 

 
 

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  
 

 
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, whether it is 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: 
 

a. Postcode 
b. Organisation 
c. Country 
d. Address Line 1 
e. Address Line 2 
f. Town/City 
g. Contact 

 
1. 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 

 
This will open up the Depot Finder screen that has the options to: 
 

a. Track a Parcel 
b. Find a DPD Pickup Shop 
c. Find a Local Depot 
d. Check for Service Disruptions 
 

2. Click Find My Local Depot 
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3. Within the Depot Finder section enter a valid postcode and click 
Submit 

 
The search results will return the closest DPD depot to the postcode 
entered~ it will show: 
 

a. Your local depot. 
b. The depot address. 
c. The depot opening hours. 
d. A map of location and route. 
e. Directions to the depot from the postcode you entered. 

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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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 

 
 
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: 

a. Business Name 
b. Business Address 
c. Business Opening Hours 
d. Whether the business has parking available 
e. Distance from the entered postcode 

 
 

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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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.  

 
An example of the Service Disruption screen  
 
 
 



Page 143 - If you require further assistance contact the IT Service Desk on 0121 500 2510 

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 SwapIT 
ReverseIT Ship2Shop Max Field 

Length 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 Y Y Y 35 Oldbury 

Postcode Y Y 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 Y Y N 25 John Smith 

Contact Telephone 
N Y 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 
Non EU 

Destinations 
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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Extended Liability N N N N 1 Y 

Extended Liability Val N N N N 10 1000 

Return VAT No. N N N N 15 000000000000000 

Return Additional Info N N N N 50 Leave safe 

Return Address Line 1 N N Y N 35 Roebuck Lane 

Return Address Line 2 N N N N 35 Smethwick 

Return Address Line 3 N N Y N 35 Birmingham 

Return Address Line 4 N N N N 35 West Midlands 

Return Contact Name N N Y N 25 Ms Smith 

Return Telephone N N Y N 15 01215002500 

Return Country Code N N Y N 2 GB 

Return Customer Ref 1 N N Y N 25 TEST REF1 

Return Customer Ref 2 N N N N 25 TEST REF2 

Return Customer Ref 3 N N N N 25 TEST REF3 

Return Description 
N N Y N 20 Item Description 

Return No Parcels N N Y N 3 1 

Return Organization N N Y N 35 Company Name 

Return Postcode N N Y N 8 B69 4DA 

Return Service Code N N Y N 4 12 

Return Total Weight N N Y N 5 15 

Shop ID N N N Y 7 GB12218 

Shop Postcode N N N Y 8 B4 6GA 

Shop Country Code N N N Y 2 GB 

Shop Organisation Name N N N N 35 
Doddle- Birmingham 

Snow Hill 

Shop Address Line 1 N N N 

At least one 
address field 

should be 
specified. 

35 Unit 2 One Snow Hill 

Shop Address Line 2 N N N 35 Snow Hill 

Shop Address Line 3 N N N 35 Queensway 

Shop Address Line 4 N N N 35 Birmingham 

Shop Compatible N N N 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 

11 - 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 
01 801 PARCEL Sunday 
07 807 PARCEL Sunday 10:30 
29 829 PARCEL Sunday 12 

2 Digit Code 3 Digit Code Product Service 
91 891 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 



Page 146 - If you require further assistance contact the IT Service Desk on 0121 500 2510 

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 ROI DPD Direct 
60 - AIR CLASSIC Air Classic 

  

DPD LOCAL DOMESTIC CODES 
2 Digit Code 3 Digit Code Product Service 
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11 209 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 
91 891 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 ROI 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=b694da&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=b694da&sendersRef=12345 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

	
	
	


