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Welcome to DHL
Emailship User Guide:
Your Complete
Resource for
Streamlined Shipping

Managing shipments efficiently is crucial for
businesses of all sizes. Whether you are a
small e-commerce store or a large logistics
department, having the right tools can save
time, reduce errors, and improve customer
satisfaction. This comprehensive Welcome
To Dhl Emailship User Guide is designed
to help you navigate the DHL Emailship
platform with confidence. From initial setup
to advanced features, this guide will walk
you through everything you need to know to
get the most out of this powerful shipping
software.

DHL Emailship is a robust, web-based
shipping solution that integrates directly
with your email system. It allows you to
create shipments, print labels, schedule
pickups, and track packages without leaving
your inbox. In this article, we will explore
the key functionalities, step-by-step
instructions, and best practices to enhance
your shipping workflow. Let’s dive into the
full Welcome To Dhl Emailship User
Guide.

What Is DHL

Emailship?

DHL Emailship is a streamlined shipping
tool that enables users to manage their DHL
Express shipments directly from an email
interface. Instead of logging into a separate
portal, you can generate shipping labels,
arrange courier pickups, and monitor
delivery statuses by simply sending an email.
This reduces the learning curve and
accelerates daily operations. The platform
supports multiple users, batch processing,
and integrates with popular email clients
such as Microsoft Outlook, Gmail, and
others that support SMTP.

Before we proceed with the detailed
Welcome To Dhl Emailship User Guide,
it is important to understand that this tool is
especially popular among mid-sized
businesses that ship moderate volumes but
lack a full-scale enterprise resource planning
system. It bridges the gap between manual
shipping and complex automation.

Getting Started with
DHL Emailship

Step 1: Registration and Account
Setup

To begin using DHL Emailship, you first
need a DHL Express account. If you already
have one, you can request activation of
Emailship by contacting your DHL account
manager or customer service. Once

Downloaded from order.fishbonesusa.com by Joyce & Andrew ¢ Every book is a new adventure. ¢ Page 1



activated, you will receive a welcome email
with your unique Emailship email address
(something like yourcompany@dhl.com).
This is the address you will use to send
shipping requests.

It is recommended to whitelist this address
in your email client to ensure smooth
communication. You will also need to set up
your sender profile, including your company
name, address, contact details, and preferred
payment method (e.g., account number or
credit card). The Welcome To Dhl
Emailship User Guide strongly advises
completing your profile accurately to avoid
delays.

Step 2: Understanding the Email
Commands

DHL Emailship works through specific
email formats. You construct an email with
predefined subject lines and body content.
For example:

o Shipment creation: Use the subject
"SHIP" followed by the recipient's
details.

o Label retrieval: Use "LABEL" to
request a printable label.

¢ Pickup request: Use "PICKUP"
with desired time and location.

e Tracking status: Use "TRACK"
with the waybill number.

Each command has specific formatting
rules. The system parses the email body to
extract shipping data, such as recipient
name, address, phone, weight, dimensions,
and service type. The Welcome To Dhl
Emailship User Guide includes templates
that you can copy and customize, which we
will cover in a later section.

Step 3: Testing the System

Before going live, send a test command to

the Emailship address. For instance, send a
simple "TRACK" command with a known
waybill number. If you receive a response
with tracking details, the system is working.
If not, check your email configuration and
verify that your DHL Emailship account is
active.

Key Features of DHL
Emailship

1. Instant Label Generation

One of the most powerful features is the
ability to generate shipping labels instantly.
Simply compose an email with the necessary
shipment information, and within seconds
you will receive a reply containing the label
as a PDF attachment. You can print directly
from your email. This eliminates the need
for manual data entry into external systems.

2. Batch Processing for Bulk
Shipments

For high-volume shippers, DHL Emailship
supports batch commands. You can attach a
spreadsheet (CSV format) to an email with
the appropriate command. The system will
process all rows and return individual labels
or a consolidated report. This feature is a
major time-saver. The Welcome To Dhl
Emailship User Guide explains that the
CSV  must
structure: recipient name, address line 1,
address line 2, city, postal code, country,
weight, dimensions, and service type.

follow a specific column

3. Automated Pickup Scheduling

You can arrange a courier pickup by sending
a "PICKUP" command with your preferred
date and time window. The system will
confirm the booking and provide a reference
number. This integration with your email
workflow ensures pickups are set without
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4. Real-Time Tracking
Notifications

After a shipment is created, you can request
tracking updates via email. Use the
"TRACK" command with the waybill
number to get the latest status. Additionally,
you can set up automatic notifications for
you and your customers when a package is
picked up, in transit, or delivered.

5. Multi-User Support

DHL Emailship allows multiple users within
your organization to send commands from
different email addresses, provided they are
authorized. This is useful for teams with
separate roles (e.g., customer service,
warehouse, billing). The Welcome To Dhl
Emailship User Guide recommends
creating a shared mailbox for shipping
requests to centralize operations.

Step-by-Step Guide:
Creating Your First
Shipment

Let’s walk through a practical example to
create a DHL Express shipment using
Emailship. This is the core of the Welcome
To Dhl Emailship User Guide.

Step 1: Compose a New Email

e To: Your unique Emailship address
(e.g., mycompany@dhl.com)

e Subject: SHIP

¢ Body: Enter recipient details in a
specific order. Below is a template
you can use:

Body Template:

1 c Ll
JUTITT ONfL Url

123 Main Street, Apt 4B
New York

NY

10001

United States

+1 212 555 0199

0.5 kg

10x10x5 cm

DHL Express Easy

Make sure each line contains one piece of
first
second line full address, then city, state,

information: line recipient name,
postal code, country, phone, weight,
dimensions (length x width x height), and
service type. You can also include a
reference number in the body for your

records.
Step 2: Send the Email

Send the email. Within seconds to minutes,
you will receive a reply from DHL
Emailship. The subject line will contain
your waybill number. The body will confirm
the shipment, and the label PDF will be
attached.

Step 3: Print and Attach the Label

Open the PDF attachment and print it on an
adhesive label sheet. Ensure the label is
clear and scannable. Attach it securely to
your package. If you requested a pickup in
the same email (you can add a pickup
command after the shipment details), the
courier will collect it at the agreed time.

Step 4: Tracking

To track, send a new email with subject
"TRACK" and the waybill number in the
body. You will receive a response with the
current status and estimated delivery date.
You can also forward this to your customer.
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Best Practices for
Using DHL Emailship

To maximize efficiency and avoid errors,
follow these recommendations from the
Welcome To Dhl Emailship User Guide.

Maintain Consistent Data
Formatting

Always use the exact line order and format
as specified in the templates. Inconsistent
formatting can cause parsing errors, leading
to failed shipments or incorrect labels.
Double-check addresses for typos and
ensure country names are spelled correctly
(use official names like "United States"
rather than "USA" unless the system accepts
abbreviations).

Use Batch Processing for Multiple
Packages

If you have many shipments to create,
prepare a CSV file instead of sending
individual emails. The Welcome To Dhl
Emailship User Guide provides a sample
CSV structure. This not only saves time but
also reduces the risk of missing a package.

Set Up Email Filters and Rules

To manage incoming responses from DHL
filters  to
automatically move confirmation emails,
labels, and tracking updates into specific
folders. This keeps your inbox clean and

Emailship, create  email

ensures you never lose a label.
Monitor Your Account Balance

DHL Emailship deducts shipping costs from
your DHL account. Regularly check your
balance to avoid interruption of services.
You can request a balance report by sending
an email with the subject "BALANCE".

Leverage the Test Environment

DHL provides a sandbox environment for
testing. Use it to practice commands and
verify your CSV formats before going live.
The production system will require real
costs, so testing is essential.

Troubleshooting
Common Issues

Even with a comprehensive Welcome To
Dhl Emailship User Guide, you may
encounter challenges. Here are solutions to
common problems.

No Response from Emailship

If you send a command and receive no
reply, check the following:

e Verify you are sending from an
authorized email address.

e Ensure your Emailship email address
is correct.

e Check your spam folder; responses
might be filtered.

e Confirm your DHL account is active
and has sufficient funds.

Label Generation Errors

Errors often result from incorrect
formatting in the email body. For example,
missing a line or adding extra spaces can
break parsing. Re-read the template in this
guide and ensure each data point is on its
own line. If the problem persists, review the
error message in the reply email—DHL
Emailship often provides hints about which
field is problematic.

Pickup Not Confirmed

When scheduling a pickup, include the time
window in the body (e.g., "Pickup between
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system may not accept the request. Also,
pickups require at least a few hours notice.
For same-day requests, contact DHL
directly.

Tracking Updates Not Arriving

If you don’t receive tracking updates, ensure
you have subscribed to notifications. You
can do this by sending a "SUBSCRIBE"
command with the waybill number. Also,
note that tracking data may take a few hours
to appear after the package is scanned.

Advanced Tips for
Power Users

Once you are comfortable with the basics,
explore these advanced capabilities
mentioned in the Welcome To Dhl
Emailship User Guide.

Customizing Label Output

adding parameters in the email body. For
example, include "FORMAT: PDF" or
"FORMAT: ZPL" for thermal printers.
Check with DHL which formats are

supported.

Automating Shipment Creation
with Scripts

For IT-savvy users, DHL Emailship can be
integrated into automated workflows using
email APIs. You can write scripts that
generate the properly formatted emails and
send them via SMTP. This allows seamless
connection with order management systems.

Using Multiple Account Numbers

If your company has several DHL accounts
(e.g., domestic and international), you can
specify the account number in the email
body to charge the correct
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