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 WELCOME TO DHL CONNECT V3.3 
USER GUIDE 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

SHIPPING CONVENIENCE ON YOUR PC. 

A powerful, easy-to-use shipping tool you can install on   
your PC within minutes. It gives you all the benefits of   
online shipping with additional management features. 
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GUIDING YOU THROUGH THE FASTEST WAY TO SHIP 
 

DHL Connect will be your best friend when it comes 
to shipping. Forget standing in long lines and waiting on   

the phone to make delivery arrangements. 

 

With DHL Connect installed on your computer, you’ll 
instantly be able to prepare shipments, book deliveries, and 

track orders. Easily manage every shipping need through 
exclusive features and tools. 

 
 

THE EASY WAY TO PREPARE AND BOOK YOUR SHIPMENTS 
 

Connection Setup Wizard 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Registration Wizard 

 
 
 
 
 
 
 

Step 1: 

After downloading from your country’s DHL 

webpage, double-click the DHL Connect v3.3 

installation icon to launch the Connection 

Setup Wizard. 

Follow the onscreen instructions to install 

DHL Connect. 
 
 
 
 
 
 
 
 
 
 
 
 

Step 2: 

Double-click the DHL Connect v3.3 

program icon. 

Register your copy of DHL Connect. 

Registration is required to use DHL Connect. 

It is also important to register since the 

program remembers you as the primary 

shipper. 
 

Tip  
 

during registration, refer to the handy 

navigation Panel on the left. the location of   

the red square will let you know which step   

you are on. 
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COMPLETE AUTOMATION OF REGULAR SHIPMENTS 
 

DHL Connect Main Screen 
 

Step 3: 

DHL Connect is organized to help you 
place accurate orders quickly and easily 

through straightforward forms and a 
streamlined interface. 

Click 
 

Tips  

Shipment to begin. 

 
 
 
 
 
 
 
 
 
 
Shipment From 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Shipper Address Book 

 
DHL Connect delivers every time! It only  

takes 20 seconds to request a pickup versus  

120 second by phone. 

the icons at the bottom of this main screen  

will appear throughout DHL Connect, making  

each menu easily accessible from any screen  

you are on. 
 
 
 
 
 
 

Step 4: 

To choose a different shipper, click to  
select one from your address book. 
 
 
 

Tips 

Please note that fields marked with a red *  are 

mandatory. 

for your convenience, DHL Connect  

automatically defaults to the account number  

and shipping information you entered during  

registration. 

If you exit DHL Connect mid-session, the next  

time you enter the program and click 

Shipment, you will be taken to the last screen  

you were on. 
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STORE ALL OF YOUR SENDER AND RECEIVER ADDRESSES 
 

Shipment To 
 

Step 5: 

Enter the contact information for where 
you want to send your shipment. 

You can also click to select a recipient 

from your address book. 

To send identical shipments to different 

consignees, check Ship via Mailing List. 
 

Tip 
 
DHL Connect keeps an organized list of contacts  

right at your fingertips! to save a new contact to  

the address book, check   Add this Recipient to  

the Address book. 

Shipment Contents 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Shipment Piece Information 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Shipment Complete 

to save a new contact to a mailing list, enter   

the company name and choose “yes” from the  

add-to-mailing-list popup screen. 

 
 
 

Step 6: 

Supply information about the packaging 
and contents of your shipment, including 

weight, dimensions, and a description. 

When you click and see the 

“Shipment Complete” window, click   

to specify additional 
information about your shipment. 

You can also click to bypass 

portions of the program and send your 
shipment as is, or click to save 

your information for future processing. 
 

Tip 
 

DHL Connect automatically calculates the total  

weight of the individual pieces in your shipment. 

Use the optional Shipment Reference field to  

enter brief reference information that will print  

directly on the air waybill. 
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SEND DELIVERY E-MAIL ALERTS TO SHIPMENT RECIPIENTS 
 

Options 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Payment & Service Options 

 
 
 
 
 
 
 
 
 
 
 
 
 

International   
Export Documents 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Notify Recipients 

 

Step 7: 

Choose a shipment date and declare the 

duty status for your international shipment. 

If you check Non-Document (Dutiable) 

Shipment, you are required to fill out a 

commercial invoice. 

If you are unsure, click 

. 

For dutiable shipments, you can also check 

 Delivery Duty Paid to bill the shipper 

for duties and taxes. 

Tip 
 
As delivery options, the DHL Connect program  

will only list the products available to your   

specified destination.  

DHL Connect is your most convenient business  

asset, helping you prepare export documents  

required for dutiable shipments. Just click   

. 
 
 
 
 

Step 8: 

Choose a payment option. 

To insure your shipment, check the box   

and select the amount and currency. 

DHL Connect will alert you to any added 

fees by placing a check under the “Extra 

Charge” column. 

To schedule your pickup, click . 
 

Tips  
 
DHL Connect goes the extra mile! Request to have  

an e-mail sent to your recipients, notifying them of  

the coming shipment by checking notify Recipient  

and clicking . 

Give yourself peace of mind. . 
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KEEP TRACK OF YOUR PAST AND PRESENT SHIPMENTS 
 

Pickup Options 
 

Step 9: 

Verify the information on screen and click   
. 

Review the information once again and 

Schedule 
Courier Pickup 

click 
 

Tip 

. 

 
 
 
 
 
 
 
 
 
 
 
 

Shipment Log 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

DHL Connect’s simple and organized 

shipment log makes assessing your past and 

present shipments a cinch! 

 
 
 
 
 
 
 
 
 
 
 
 

Tracking  

 
for your convenience, DHL Connect auto matically  

inserts your default pickup information. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You can easily track your shipments with 
DHL Connect by airbill, piece ID, date, 

or reference. 

Check the carrier Tracking Log to   

quickly check the status and location of   

all your shipments. 

Use the tracking method that best suits you! 
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YOUR SHIPPING IS ORGANIZED EASILY AND EFFECTIVELY 
 

Address Book 
 

Keeping track of your contacts is effortless when using DHL Connect’s  

address book. 

This handy tool stores both recipient and sender address information   

as well as mailing list entries, allowing you to quickly prepare shipments 
without having to continually type in the same addresses. 

 
 
 
 
 
 
 
 
 

Reporting 

 

Choose from an extensive list of timesaving reports to help 

you keep track of your shipping. 

You can review recipients, shippers, shipments, and even the 

End of Day Manifest. 
 
 
 
 
 
 
 
 
 
 

Manager 

WWW  

Instantly connect to your country’s   
Adjust your settings, 
order supplies, send 
e-mail to DHL 
Customer Service or 

DHL Connect Technical 
Support, and import/ 
export data in a flash. 

You’re never more than 

a click away from DHL! 

DHL homepage. 

? 

Experience the benefits of DHL Connect’s  
Help section. 

X 

Quit your DHL Connect session. Reopen 
the program from your desktop through 

the DHL Connect v3.3 icon. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

DHL EXPRESS 

COUNTRY OFFICE 

AIRPORT TERMINAL 2  

 
www.dhl.co.ae 
 
 
 
 
 
 
 
 
 
 


