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1 What is DHL ProView? 
 
DHL ProView is our newest online service. It gives you total visibility of your shipments faster and easier 
than ever before. ProView is web-based – it’s easy to use and accessible from almost anywhere. It 
provides notification – via email or text message when shipments are picked up, delivered, and more. 
This means you’re always in the know, whether you’re in the office or on the go.  
 
DHL ProView brings customer service back to shipping with shipment information that’s more visible 
and automatically delivered. ProView lets you monitor shipments online by account number, waybill 
number, receiver billed, outbound and more. It can notify you– and anyone you specify – when 
packages are picked up and delivered. And, best of all, it provides the shipment information you need 
to keep your customers and colleagues up-to-date and in the loop. 

1.1 What do you need to use DHL ProView? 
 

1. PC with internet access  
2. PIN code for each account number  

 

The PIN code will be provided by DHL 

1.2 What are the options in DHL ProView? 

1.2.1 Fast access to shipment information 
 

� View shipments by account number, waybill number, event category (picked up, 
delivered, etc.), outbound, receiver billed, and third party payer. 

� Use with all Express billed account numbers and associated shipments 
� View status of inbound Import Express shipments 
� View shipments for up to 2,000 account numbers 

 

1.2.2 Easy to use 
 

� Registering is simple – just log on to ProView.dhl.com  
� Import account numbers from comma-delimited (.csv) files 
� Quickly add/remove accounts and change notification preferences 

 

1.2.3 Notification the way you want it 
 

� Receive real-time notification via email or SMS text messaging 
� Choose when, how and which notifications are sent and who receives them 
� Create notifications by waybill, account*, contact and event 
� Store unlimited notification contacts 
� Receive detailed per-shipment information or helpful summary digests 

 
*The account numbers are not visible in the Status View and notifications lists. 
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2 Registration  
 
The registration at DHL ProView is easy and fast.  Once registered, you can login to DHL ProView by 
simply entering your User ID and Password and clicking “Login.” 
 
 

� Log on to ProView.dhl.com 
� Select The Netherlands and click [GO] 

 
 

 
Figure 1 

 
 

� Select “Start Registration” 
 
 

 
Figure 2 

 

 

 

 

 

 



 

DHL ProView 1.0 
 

 

 

  

5 

2.1 Registration form 
 

� Fill in the registration form and click [next]. The Fields marked with an asterisk (*) are 
required.  

 

  

 
Figure 3 
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2.2 Add accounts 
 
As part of the registration process, you will need to add your DHL shipping accounts. To do this, you'll 
need a DHL-generated PIN for each account. Please contact your DHL representative to provide the 
PIN. 
 

� Enter in your accounts and corresponding PIN number, and click [Add]  
� Or Import multiple account numbers in a comma-delimited file by browsing for the specified 

file to import and click [Import file] 
� Click [next]  

 

 

 
Figure 4 
 
 

The maximum number of accounts you may import per file is 1999. While importing, if any invalid 
account numbers and PIN combinations are found, these individual entries will be rejected. The system 
will not allow for duplicate entries. When you add accounts, it can take up to 24 hours for the data to 
appear in DHL ProView. After that, all data will be real time. Shipment activity that occurred prior to 
adding the account will not appear in DHL ProView. 
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2.3 Add contacts 
 
What do you want to see? 
 
Option 1 Do not want to receive notifications 

� Select by What do you want to see?  [I want to have visibility only]  
� Click [Next] 

 
Option 2 Do want to receive notifications 

� Select by What do you want to see?  [I want to be contacted through my contact list] 
� Add in [Contact list] your contact and method (email or SMS) 
� Enter the e-mail address or mobile device phone number and click [Add] 
� Click [next] 

 

 
Figure 5 
 

Once a contact has been added, the e-mail addresses and mobile numbers entered can be tested. 
Click on “Test” in the Action column. A separate dialog window will open to send the test message. 
You will receive confirmation that the message has been sent via e-mail or SMS, respectively. If the test 
message is received at the designated e-mail address or mobile number then the test operation has 
been successful. You can return to the Contacts tab at any time to add or edit contacts. You can add  
an unlimited number of customers and colleagues to this list 
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2.4 Add notifications 
 
DHL ProView enables notifications to be set up for specific shipment events. You can determine which 
event the notification is sent for and which e-mail/text-messaging address receives it. Notifications can 
be set up during the registration process or modified by selecting the “Notifications” tab. 
 

 

 
Figure 6 

 

� Select the event type for the notification by using the “Select one” pull-down menu. 
� Now choose the specific contact ID from under “Contact me by.”  
� For an e-mail digest (figure 7), designate the specific time for the digest notification to be 

sent.  
� Click [Add] 

 
 
Please be advised that in Step 3 if you do not chose a “Time for delivery”, this means that whenever 
one of your shipments receives a scan of this Event Category, the DHL ProView system will send you a 
notification. If you are a large volume shipper, we recommend you to choose the Notification Digest 
option by choosing a Time in your Notifications set up. Notifications per SMS is always at real time. 
 
To receive the update as soon as it occurs, choose the “Send notification immediately” option under 
the Time column. If an e-mail digest is NOT preferred at this time, choose “Do not contact” from the 
“Contact me by menu”. 
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Event Type Descriptions: 
 
Picked Up:   The shipment has been picked up from the shipper. 
In Transit:   The shipment is moving between origin and destination in the DHL Network. 
Clearance Delay:  The shipment has been delayed in customs. 
Customs Clearance:  The shipment has been cleared through customs. 
Exception:  Checkpoints indicate the shipment's progress has been impacted (eg, 

shipment refusal, bad address, etc.). 
Out for Delivery:  The shipment is with the DHL courier for delivery. 
Delivered:   The shipment has been delivered to the destination address. 

 

 

 

 
Figure 7 
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3 View status 
 

The Shipment status view is your ProView homepage. This tab displays the total number of each 
shipment event and is divided into three columns that indicate the billing category of the shipment 
(Receiver billed, Outbound, and 3rd party payer)  
 

� The Receiver billed category shows shipments that designate the receiver’s account to be 
billed for the shipment.  

� The Outbound category contains shipments for which the shipper is the assigned account 
for payment.  

� The 3rd party payer category displays shipments where the assigned account is designated 
as a third party.  

 
Click on red hyperlinked number in one of the three columns to access the shipment list for that 
category; the Air Waybill, Pieces in shipment, Shipper Reference, Shipped date, Service selection, 
Receiver, Status date, and current Status. 
 

 
Figure 8 

 

 

The shipment list will show 25 records per page and specific shipment details for up to 90 days of 
recent activity. You can sort and filter your view of the shipment list. 
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Search specific information 
� Select a subject by “Find Shipment By” using the pull-down menu 
� Specify the subject in “with keyword” 
� Click [Find] 
 

Search Track&Trace information 
� Click any of the red hyperlinked Air Waybill numbers  
� Track & trace at the DHL website will open automatically (figure 10). 
 

 

 
Figure 9 

 
 

Because the three billing categories contain information in real time, use this view to know a  
glance which shipments require your attention. When you are not in the Shipment status view, use the 
links in the yellow navigation bar to take you to the view you need. 
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DHL Website 

 

 

 
Figure 10 
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3.1 Download list notifications 
 

In DHL ProView it is possible to download the shipment details to an excel file. 
 

� At the bottom of the notification list click [Download list] 
� All the details are downloading to an excel file (figure 12) 
� Click [back arrow] after downloading the list to return back to DHL ProView 

 

 

 
Figure 11 

 

 

 
Figure 12 
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4 Notifications per shipment 
 

From any of the three shipment list views, Receiver billed, Outbound, and 3rd party payer, use the 
override function to create updates that apply to some shipments but not others, so you can 
customize your updates for individuals shipments. 
 

 

 
Figure 13 

 

 

� Select the shipment to override by checking the box beside the Waybill number.  
� Click [Override selected items] at the bottom right-hand corner and a new window will 

open.  

 

 

 
Figure 14 

 

 

� Edit or deleted notifications using the pull-down menu and click [Add]  
� Click [Save override] 
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5 Managing accounts 
 
In Managing accounts it is possible to add, activate or remove account numbers after you are 
registered. The accounts which are activated are visible in the view status.   
 

 

 
Figure 15 
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6 Accessing the log 
 

The “log” tab will display details regarding notifications that have been sent in the past 10 days. 
Details included are date and time, air waybill, shipment event code, contact method, and the contact 
information where the notification message was sent. 
 
 

 
Figure 16 

 
 

Access the log by clicking on the “log” tab from the Shipment status view.  
 
Search specific information   

� Select a subject by “Find Shipment By” using the pull-down menu 
� Specify the subject in “with keyword” 
� Click [Find] 

 

 

7 Questions or comments? 
 

If you need more information about DHL ProView, please contact our eCommerce ServiceDesk at 
phone number 0800-552 (option 1.1.4). 

 

 



 

 

DHL Express 
Terminalweg 36 
3821 AJ Amersfoort 
 
0800 0552 
www.dhl.nl 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


