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1 Logging in 

 
BE: http://www.intraship-dhl.be     

NL: http://www.intraship-dhl.nl   

LU: http://www.intraship-dhl.lu  

 

When you start the program, you need to enter your username and password. You can also 

select the language of your choice, and change your password by ticking “Change Password”.  

 

 
 

 

 

Next, click [Login]. 
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Once you are logged in, you will see the following screen: 

This is an overview of all the shipments you have created. 

 

 
 

 

If you wish to create a DHL EUROPLUS shipment, click [Road] (car). 

Then click [add order] on the menu on the left-hand side.  

The Receiver screen will be opened automatically. 
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2 Shipper 

 

When you create your first shipment, you will have to enter your company details on this 

screen and click [Add Address]. Once you have created your first shipment, your details will be 

completed automatically every time you return to the Shipper screen. 

 

 

 
 

 
If you wish to use a different address, (You will have to enter this first) you first empty the fields 

using [Clear Fields]. Then search for the required address with the [Search]  function.  

 

 

Standard product: Here you can enter your standard product. If, for instance, you mainly ship 

within BNL, you choose EURODOM. 

You can select either EURDOM or EURINT. They are both DHL EUROPLUS products, but with 

the following rules attached: 

 

EURDOM = DHL EUROPLUS within Benelux 

EURINT   = DHL EUROPLUS outside Benelux  

 

The selected standard product will remain selected when you enter the next shipment. 
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3 Receiver 
 

When you wish to add a new order in [Add Order], you will be shown the [Receiver] screen: 

 

 

 
 

 

You can fill in the fields manually (mandatory fields are printed in bold).  

If you wish, you can then save the address you have entered in your address book by clicking 

the [Add Address] button.  

You can also select an existing recipient from your address book.  

You can enter as little as one letter in a field and press [Search], which will give you a list of 

search results. 
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You will see the following screen, where you can select the desired recipient. 
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The data will be entered automatically. 

 

 
 

 

 

Addresses for the Benelux will be validated, which means you must enter the correct address 

information. If a postcode refers to multiple cities or street names, you will be presented with 

a selection list.  

 

Next, click [Shipment Details] to go to the next tab. 
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4 Shipment details 
 

Single package 

Multi – shipment with identical / pallets. 

Multi – shipment with different / pallets. 

 

 
 
 

You need to enter the following fields for a single package (1 colli) shipment: 

- Shipment Reference, max. 10 characters 

- Weight / Quantity 

- Product (completed automatically via your standard preference) 

In addition, you can also select the services you require: Saturday Deliver. 

 

You can then select: 

Save and Return: you can enter another shipment. 

Save/Print: save the shipment and print the label. 
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5 Multi Package Shipment with Identical Packages/Pallets 
 

You need to fill in the mandatory fields on the [Shipment Details] screen, except for the 

weight and the quantity (see single packages). In addition, you can also select the services you 

require. Next, click the [Create package] button. 
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You will now see the following screen: 

 

 
 

 

 

Enter the following information: 

- Total shipment weight. 

- Number of packages or pallets. 

 

Next, click [Create packages] 

 

If you regularly send packages/pallets with the same dimensions, you can save these as a 

standard shipment. You can then select the standard shipment the next time you use the 

program.  
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You will see the [Packages] screen, with the number for each item: 

 

 
 

 

If you do not wish to use the [Inform Recipient] function, you have the following options:  

 

Save and Return: you can enter another shipment. 

Save/Print: save the shipment and print the label. 
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6 Multi Package Combination Shipment Packages/Pallets 
 

You need to fill in the mandatory fields on the [Shipment Details] screen, except for the 

weight and the quantity (see single packages). In addition, you can also select the services you 

require. Next, you go to the [Packages] screen. 

In this screen, you enter the Weight and select [Package Type] 

 

You will see the following screen: 
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7 Notify Receiver 
 

You can inform the reveiver of the shipment via e-mail by entering the name of the receiver 

plus his/her e-mail address in the [Notify Receiver] screen, and clicking [Add] The mail will be 

sent after you have printed the label. The e-mail address entered under the [Receiver] (tab 

will be entered automatically. 
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8 Printing Labels 
 

Once you have clicked [Save and return], you will return to your [Shipment List Overview].  

 

 
 

You open a shipment by clicking on the customer number or sender, which you can then 

[Edit]  [Delete] or [Print]. 

You can also select multiple shipments and print these immediately. 
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When you click [Print], you will see the following screen: 
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IntraShip uses Acrobat Reader to print the labels. Once you have clicked Print, you will see the 

following screen. 

 

 

Print the label using a label printer.  

Select the correct printer for printing labels. 
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9 End of Day manifest 
 

Once you have completed your last shipment for the day, you can print a shipment list by 

clicking [End-of-Day manifest] in the menu on the left-hand side.  

Next, click [Creation EOD Report]. 

N.B.: Creation EOD Manifest + Data Transmissionis not required for Road. 

 

 
 

 

Select the correct [Sender] and click [Create Shipping  List]. 

 



 

DHL IntraShip – User Manual Road 

 

 

 

                                   19  

 



 

DHL IntraShip – User Manual Road 

 

 

 

                                   20  

Acrobat Reader will be started, showing the shipment list. You can now print the shipment 

list. Select your A4 printer and click [OK].  

 

 
 

Both the courier and the sender will sign this shipment list. 
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10 Search Filter 
 

To find a shipment you have created, click [Search Filter] in the menu on the left-hand side of 

your screen. Enter the required criteria and click [Load]. 

 

 
 

You will then see the results screen: 
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You can click the required shipments to view their details. 
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11 Address Book 
 

You can manage your address book in IntraShip. 

 

 
 

Click [Address book] in the menu on the left-hand side of your screen. Enter the receiver info, 

and click [Add address]  to add the receiver to your address book. You can edit and save 

existing addresses by clicking the [Edit Address] button, which will only become visible then. 
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12 Statistics 
 

If you want to call up an overview of your shipments, click [Reports] on the menu on the left-

hand side. Enter your search criteria and click [Show Statistics]. 

 

 
 

 
You can also receive an overview of your shipments per e-mail in a text file. Click [Reports] on 

the left-hand menu and then [Export Shipment Details]. Enter the period and your e-mail 

address. You can then save this file as, and open it in Excel (right-click, open with) for editing. 

 



 

DHL IntraShip – User Manual Road 

 

 

 

                                   25  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

DHL IntraShip – User Manual Road 

 

 

 

                                   26  

13 Pick-up Booking 
 

 

Click [Pick up] on the left-hand menu, then [Load] and select your company details.  

 

Complete the form and click [Request Pick-up]. 

 

 
 
 

 

  

14 eCommerce Service Desk 
 

Any questions about IntraShip? Then please do not hesitate to contact our Service Desk 

on: 

 

The Netherlands:    0800 – 0552 (option 1,1,4) 

 

Belgium and Luxembourg:    +32(0) 271 55050 

 

 



 

 

DHL Express 

Terminalweg 36 

3821 AJ  AMERSFOORT 

 

http://www.dhl.be 

http://www.dhl.nl 

http://www.dhl.lu 

 

eCommerce Service Desk: NL 0800-0552 option 1.1.4 / BELUX + 

32(0)27155050

 


