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1. Logging in 
 

 

DPD Online application is available at https://online.dpd.com.pl Please refer any questions regarding 
the application’s functionality to Technical Support at: online@dpd.com.pl or tel. 22 577 56 56. 
 
 

Logging into the application 
 

In order to log in to the application the user enters a client 

ID into the login window (it is always the payer’s main 

number) as well as login and password provided by the 

Administrator. Once #Log In is clicked, the system verifies 

the accuracy of entered data. Each User who logs in for the 

first time must accept the regulations that are located on 

the page following the login window. 

 

 

 

Language versions – change of the 
application language 

 
The user has the option to change the application language 
to English. Language can be selected from the drop down 
list on the login page. The change to English results in the 
page being refreshed and the content displayed in the 
selected language. After logging in, the user browses the 
application in the selected language.  

 
 
 

Password 
 
The safety of personal data policy has been amended 

which results in stronger password requirement for 

application user accounts. Therefore now the following 

password requirements must be met when setting up a 

new account. 

 

 

 

 

 

 

 

 

 

 

 

 
 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Login and password must be different,  
• Password cannot contain Polish symbols,  
• Password must contain at least 1 lower case letter, 1 

upper case letter and one digit and must consist of at 

least 8 characters.  
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1. Logging in 
 

 

For security reasons, password change is enforced by the Application. The password change message appears every 60 

days from the date of first login. For the first 7 days the User can ignore the message and work in the Application, 

however after 7 days the password change will be enforced by the Application. The User will not be able to log in to the 

Application unless he/she changes the password. 

Login problems 
 

It is not possible to log in with a number which has been suspended by DPD Polska. In such event a blocked client 

message appears and the User should contact his/her DPD account manager.  

 

If wrong data is used for logging in, a wrong login or wrong password message will appear. In such event please check if 

the entered data is correct and try again. If the wrong login or wrong password message appears again, please contact 

your DPD account manager or a designated Administrator (a person with full administrative permissions for DPD Online). 

 

Note: If wrong data is entered five times the account will be blocked. 

 

If the application is idle for over 15 minutes, the session will expire. The User has to log back in to return to the 

application. A session expired message may appear.  
 
 

Password recovery 
 
The password can be recovered only if the DPD Client account has not been blocked by DPD.  
The DPD Online application password can be changed in the following events:    

 The user forgot his/her password,   

 The user’s password has expired.   

On the DPD Online website, under the login window there is a link enabling password recovery. The client must click the 
link and then enter the identification data such as client number (numkat), login and a string of characters which will be 

displayed. Following successful authentication the system will send a link to create a new password, to the user’s e-mail 
address. The password will have to meet the conditions of the DPD Online application. Following the successful change of 
password the client will be redirected to the DPD Online login page where he/she can log in again with the new password.    
 

The users created by a DPD Client in the DPD Online application will also be able to recover the password automatically. 

In order to do that the client must define an e-mail address to the User’s login. 

 
1. The client needs to activate the  „Forgot the password” link under the login window. 
2. After the link has been clicked, the client is redirected to the password recovery window.  
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3. The client enters his/her identification data: Client and Login.  

4. The client enters the text displayed on the screen (CAPTCHA). 

5. Once all data has been entered, the client clicks #Recover your password. 

6. The DPD system automatically e-mails the user with the link to a new password.   

7 The client clicks the link from the e-mail message and he/she will be redirected to a new password setup window. 
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2. The users 
 
 
 

Creating a new account 
 

At the request of a DPD Account Manager, the DPD Administrator sets up a Client’s Administrator account. The setup is 

basic, without the option to change the settings by the Client. Client’s Administrator can customise the settings for the 

new login. The following account can also be an Administrator account with specific settings.  

A  new User account (administrator/operator) can be set up in the User tab.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

To set up a new account, press #Add User, which will open the set up form..  
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2. Users 
 

While completing the General Data tab, the Administrator 

defines the required data such as login, password, first 

name and surname of the User. Afterwards the 

Administrator selects Departments to which the new User 

will be assigned, which gives the User the right to send 

parcels from these departments. The User will be able to 

select the marked departments when generating a new 

parcel. 

 
 

 

Please note that the User must have an option to send the 

parcel from the actual dispatch place. The department 

which has been marked as the main one will be a default 

setting for any new parcel and a default showing on the list 

of pending and approved parcels. 

 

 

If an email address is provided in that form, the e-mail contact between the User and DPD will be easier. Information of 

any changes to the application, planned amendments or maintenance breaks and application downtime will be sent to 

that e-mail address.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
1 

 
 
 

 
1. Adding or deleting departments which will be managed by the User. 

 

The Administrator can limit the User’s dispatch options by deleting the department from the list, unchecking the checkbox 

next to the numkat to be deleted. It is not possible to uncheck the Department which is set as the main one. Each 

department reflects one numkat number). 
 
 

Blocking the User’s account 
 
A User’s account can be blocked by the Administrator or if a wrong login or password is entered three times. The 
Administrator should then check or uncheck #Blocked Account option, as appropriate. When the account is blocked, the 
User is not able to log in to the application. 
Note: in order to leave the User’s action history when the User is not authorised to use the application anymore, please 
block the account but do not remove it. 
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2. Users 
 
 

Defining roles and permissions 
 

The next step in creating a new account is defining required permissions. In the Roles and Permissions tab the 

Administrator defines the scope of the new User’s permissions in the app.  

Please note that a User should be given the permissions which will determine the scope of his functions. The default roles 

for newly created accounts are: 

 

• Collection order operator – placing collection orders (for the next day, without label printing); 

• Sender edition operator – permission to edit the data in the Sender section – option to enter a sender different from 

the payer or the recipient; 

• Operator – access to tabs: Parcels, Addresses and Settings  
• Placing order operator – access to Order the Courier module 

• My DPD operator – access to My DPD module 

• Allegro operator – access to Allegro Import module 

   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
1 

 
 
 
 
 
 
 
 
 
 
 
 

1. Adding or removing permissions.  
 
A new role for the user can be added by selecting it from a drop down list and then confirming by clicking #Add Role. To 
remove the role the administrator must click #Remove next to the relevant permission. 
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2. Users 
 
 

 

Another role which can be enabled by the Client’s Administrator is Client – Administrator. The user has then the highest 

level of permissions and can manage all tabs at the level of his/her parcels.. 
 

 

The Administrator can also determine individual permissions for new Users. The permissions may be added or removed 

to/from an operator. 

 

The permissions extend the managerial roles at the level of a user/department/client. To add or remove a permission, it 

must be selected from the drop down list and approved by clicking #Add Permission. The list will then show the selected 

permissions for  which the access level should be changed.  
 
 
 
 
 
 
 
 

 

Assigning relevant roles and permissions to a new User is the final step in creating a new account. The newly entered 

data must be saved – it is possible from the first General Data form. Once the new account is saved, the application will 

take the User to the list of users with the message User Data Saved. 
 

 

Level „None” – means that the User has no permissions, 

e.g. Parcel Import at level None for adding, reading, editing, 

removing and acting means that the Administrator does not 

have the Parcel Import module in any specified scope. 

Level “User” – permissions set at the user level mean that 

the User may manage or view the entries created only by 

him/her e.g. the permissions to manage addresses, where 

adding/viewing/editing/removing/executing has been set at 

the user level allows the User to manage only the 

addresses which he/she created. Extending the permission 

e.g. to the “Department” level  entitles the User to view and 

manage addresses entered by other users who have the 

main department in common. 

 
  
Level “Department” – setting of e.g. Parcel Management at 

the Department level enables management of all parcels 

generated for the department by all Users who can manage 

the department. The condition is that the user must have 

the permission to manage the department 

Level “Client” – e.g. Parcel Management set at the Client 

level enables management of all parcels. 

The condition is that the User must have the permission to 

manage the department 

 

 

 

 

 

 

 

 

User data may be edited and changed by clicking (...). An account may be deleted from the User list level by checking the 

box next to the name and clicking #Delete. 

 

Note: Deleting an account means that the history of the User’s actions in the application will also be deleted. 
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3. Parcels 
 
 
Parcels tab enables the following functionalities: 

 

• Defining and editing domestic and international parcels to one (single parcel) or many (numerous parcels) 

recipients/consignees; 

• Removing a parcel; 

• Generating waybills and handover protocols; 

• Viewing and printing of waybills and handover protocols;  

• Managing parcels generated by the User; 

• Managing templates; 

• Placing pickup orders.  
 

 
                          

 
 
 
 
 

Dropdown list: 
1. Payer data. 

Buttons: 
2. #Print waybills 
3. #Place collection order 
4. #Clear 
Filters: 
5. Only today – displays the parcels generated on that day 
6. Parcels 
7. Collection order 
8. Place of dispatch 
9. Browser window 
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3. Parcels 
 
 

Generating and editing of a single parcel 
 

In order to generate a new parcel/collection order the User has to fill in the required fields regarding sender’s and 

recipient’s addresses as well as other data. 

In the domestic service the city/town field is filled in automatically. The User can change the name of the city/town.    

In the international service the user must select the destination country from the dropdown list, enter the postcode and 

city/town of the sender and recipient of the parcel.  

 

Note: In international service postcode should not contain a blank space or a separator (e.g. format 19-200 Lithuania is 

incorrect). Also, the postcodes shouldn’t be preceded by letters (e.g. LV19200-incorrect) except the UK e.g. B236HH or 

the Netherlands 3904XL, which is correct.  

  
 
 
 
 
 
 

 
1 

 
2 

 
3 

 
 
 

 
4 

 
 
 

 
5 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

1. Generating a single domestic/international parcel or collection order.  

2. Selecting the Payer. 

3. Determining the dispatch place. 

4. Determining the delivery place. 

5. Filling in the remaining data. 
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3. Parcels 
 
 

Automatic saving of the sender or the recipient in the address book 
 

To save the sender or recipient entered in the parcel form to the address book please check the option Add to Address 

Book. The address will be saved once the parcel is saved.   

Note: Saved address is always saved as new. The existing addresses are not updated.  If the User does not save the 

parcel, the entered recipient will not be saved in the address book.  
 
 
 
 
 
 
 
 
 
 
 
 

 
1 

 
 
 
 

 
2 

 
1. Adding the sender’s data to the address book. 

 
2. Adding the recipient’s data to the address book. 

 

The User has an option to select a previously saved recipient from the address book, by clicking #Select from the Book. 

The User will be transferred to the senders and recipients list.  

Once the recipient/sender is selected and accepted with #Select button, the application returns to the parcel form where 

the selected address details have been transferred.  
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3. Parcels 
 
 

 

Recipient’s/sender’s information can be modified and then saved by checking the Add to Address Book checkbox. 

 

DPD Online application enables sending an e-mail or a text message notification to the recipient. The notification can be 
sent if the correct e-mail address or telephone number is entered in the recipient’s form and if such option is enabled in 
agreement with the account manager.  

The User’s next step is to fill in the optional fields i.e. contents, delivery comments and reference numbers. The 
information in these fields will be transferred to the DPD system and then to the invoice specification in one column 
(information will be separated by separators). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

The correct weight of the parcel (a minimum of 0.01 kg) must be entered while defining the parcel – it is a required field 

which contains the actual weight of a package in the parcel. The dimensions are necessary to determine the weight of a 

large volume parcel and can be entered once the Dimensions checkbox is checked. 

 

By clicking #Add Parcel the User can specify the weight of the next package in the parcel which will be sent to one 

recipient. A waybill will be generated for each parcel for which the weight was specified.  
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3. Parcels 
 
 

Templates 
 

While generating the parcel, the User can select a previously defined template. The required template name must be 

selected from the Templates dropdown list and then approved by clicking #Apply.  
 
 
 
 
 
 
 
 

1 

 
 
 
 
 
 
 
 
 
 
 
 

 
1. Selecting a template. 

 

Once the template is applied the information from the Basic Parcel Information and Services forms will be filled in.  
Note: It is not possible to save the recipient or reference number information in a template 

 

If the User does not apply a template, it is necessary to 

specify the weight and services for the parcel. The 

generated parcel will be saved once the required fields are 

filled in correctly. If the fields are not filled in, the error list 

will appear.   
 

When the correct data is entered into all required fields, the 

parcel can be saved. A row with the generated parcel 

information will be displayed in the List of Pending Parcels. 
 

 

The saved parcel can always be edited by clicking (…). Changes to the parcel can be made until the waybills are 

generated.  
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3. Parcels 
 
 

 

Clicking #Save as Template will take the User to a new form. The new template must be given a new name in order to 

save it. Once the data is saved, the application will return to the parcel form. 

If the user decides not to save the template, he must click #Cancel and the application will return to the parcel generating 

form.  

If the User clicks #Cancel on the parcel generating form, the application will return to the Parcel Management screen and 

all the latest parcel data will be lost. 

Template management 
 

In the Template tab the User can create and manage the templates described above. To add a new template, click the 

#Add button. The User will be redirected to a new template form.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

The User selects the template type from the list, specifying the service type: domestic or international, and then enters the 

required information i.e. template name, weight, specifies the services and completes the optional information: contents 

and delivery comments. Once #Save button is clicked, the information will be saved and the User will be redirected to the 

template list.   
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3. Parcels 
 

 

From the list of templates the User can move to edit the saved template by clicking the data row. The User can also 

remove the selected records by checking the checkboxes on the list and clicking #Remove. 
 

Creating and placing collection orders 
 

To create a collection order the User performs the steps as for generating a single parcel and additionally must check the 

Services: Collection Orders checkbox.   

Note: If the sender is other than PL the collection order checkbox will be checked automatically without the option to 

uncheck.   

The User may place a collection order form from the level of Generating/Editing Parcel form and Collection Orders, by 

clicking #Place a Collection Order.  

  
 
 
 
 
 
 
 
 
 
 
 
 
 

 
1 

 
 
 
 
 
 
 
 
 
 
 

 
2 

 

 

1. Collection order service. 
 

2. #Place Collection Order button.  
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3. Parcels 
 
 

 

The User can also place a collection order by saving the order on the list of pending parcels (with ZO flag), checking the 

order and clicking #Place a Collection Order.  
 

 
1 

 
 
 
 
 
 
 
 

 
1. #Place a Collection Order button 

 

The User will receive a summary of the collection order together with the time interval of the collection, provided that 
he/she checks the Order Confirmation in the Settings tab:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Confirmation of collection order from the list/confirmation of collection order from the form is shown below:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Note: It is not possible to print out the waybills for parcels for which the Collection Order option has been checked. When 

the collection order is placed the data is sent to the DPD system and the waybills are then printed by DPD. 

When the collection order is placed, the order will appear in the parcel history – order number is shown in the Order 

Number column.  
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3. Parcels 
 
 

Generating and editing multiple domestic and international parcels 
 

This form is very similar to the form described in Generating and Editing Single Parcels, but the generated parcel is 

directed at many recipients or recipient groups.  
 
 

 
1 

 
 
 
 
 
 
 
 
 
 
 

2 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
1. General Parcel Information tab. 

 
2. #Select from the Book button. 

 

To create a multiple parcel, the User has the option to enter the sender’s data manually, select it from the address book 
or download from the payer’s tab.  
Entered data can be deleted by clicking #Clear. 
Recipients or recipient groups for the multiple parcel can be added from the Recipient tab or by clicking #Select from 
Address Book. 
By clicking the Recipients tab, the User has the option to select the recipients from the address book and entering the 
data for recipients who are not in the address book. 
Newly entered recipient can be added to the address book by checking the Save to the Book checkbox.  
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3. Parcels  
 
 
 

 
1 

 
 
 
 
 
 
 

 
2 

 
 
 
 
 
 
 
 

 
1. Recipients tab. 

 
2. #Select from Book button. 

 

The recipient address book will be opened by clicking #Select from Book. The recipient can be selected by checking the 

checkbox next to the address and then by clicking the #Select button.  

Recipients Group List tab allows the selection of recipients assigned to a predefined group. It is similar to selecting single 

recipients. When the entire group is selected, all group member will be visible on the recipients list.  
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Once the recipients and/or recipient groups are selected, the application will proceed to the Generating/Editing Multiple 
Parcels tab. The number of selected recipients will be shown in the recipients field.  
The next step when generating a multiple parcel is to fill in the optional data for the parcel e.g. contents, comments and 
reference numbers as well as the weight and services.  
Once the multiple parcel is saved it is possible to return, at any time, by clicking (…), in the edition window for the parcel 
and filling in or amending the entered data.  
 
 
 
 
 
 
 
 



 

 
 
Page 22 of 51 | User’s Guide DPD Online Application 
 

 

 

3. Parcels 
 
 

 

The saved parcel will appear on the list of pending parcels in the form of one row containing sender’s data and 

information regarding recipients for the defined multiple parcel. 

When defining a multiple parcel, selecting a guaranteed service which is not available for the given postcode of the 

recipient, the pending parcels list will show the following rows: 

 

• The first row will contain the parcel with the list of addresses for which the services will be provided;  
• Further rows will show the remaining addresses for which the unavailable services were checked. 

 

It is not possible to print out a waybill for a parcel marked in red. It will only become possible once the parcel details are 

accessed by clicking (…) and additional services, available for the given recipients postcode, are selected. 
 

Parcel management 
 

Parcel Management form is designed for managing parcels and collection orders – domestic and international. It allows 

the following functionalities: 

 

List of pending parcels: List of approved orders/parcels: 

 

• Generating/editing/removing parcels   • Generating and printing handover protocols  
or collection orders,                                                                         

• Generating and printing waybills     • Viewing the current handover protocols 

• Placing collection orders 

 

There is an additional functionality of searching for parcels and collection orders with various filters: 
 

 

Today’s only – finding all (domestic and international) 
parcels and collection orders generated on that day 
 
Parcels: 

 

All – displays all parcels and collection orders  

Domestic – displays parcels and collection orders where 

both dispatch and delivery country is PL. 

International – displays parcels and collection orders where 

either dispatch or delivery country is not PL. 
 

 

Collection order: 

 

All – displays all parcels and collection orders.  
Collection order – displays collection orders for which the 

User will not print the labels. 

Parcels – displays the parcels for which the labels should 

be printed by the User. 

 

 

Place of dispatch: 

 

All – displays all parcels and collection orders  

My parcels – displays parcels and collection orders where 

the dispatch address is the User’s main address  

Dispatch from another location – displays parcels and 

collection orders where the dispatch address is different 

from the User’s main address.  
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3. Parcels 
 
 

 

Note: Once the parcels are approved on the pending parcel list the labels are generated and it is not possible to make 
changes at that point. 
 
If the application user manages more than one department, then he/she can group all parcels from various departments 
on one list and print out all labels and the protocol. It can be performed by selecting All in the list of departments. 
 
Note: One protocol can contain only the parcels from one despatch place (no more than 100). 
 

Printing labels and protocols  
 

The application generates documents in the PDF format. 

 

To print the lists for defined parcels the User must check the parcel on the list and then click #Print waybills. Once the 

printer is selected, the User must click #Generate Document.  
 
 
 
 
 
 
 
 

 

The User ends the operation by clicking #Download Document.  

Depending on the browser settings the application displays the system window or labels in the PDF format. It is important, 
that up to the moment of downloading the documents, the parcels will not be accepted and will not be displayed on the list 
of approved parcels. It is necessary to download the document so that  protocol of handover of goods can be printed. 
When the documents are being generated and before the PDF document is downloaded it is possible to return to the 
Application and to generate further parcels, however the labels for newly saved parcels cannot be generated until the 
already generated documents are downloaded.  To return to the printout approval window and to download/print the 
document it is not necessary to check the further parcels – it is enough to click #Print from the List.   

When the newly generated labels are checked and #Print Waybills is clicked, the window will display the message 
„Printing of further waybills is not possible until the previous waybill is downloaded”. 

The document must be downloaded and printed from the list and then repeat the printing action for the newly generated 
parcels. 

 

Note: When printing on the „label printer” the printer settings must be adjusted to the paper used. 

I fan error occurs (for technical reasons) during printout generation, the „Generate Document” button becomes inactive 

during further attempts to print. It is a security measure in the event of errors caused by lack of reply. In such event the 

User should return to the list of pending parcels, check the parcel on the list and try to generate the label again.    
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3. Parcels 
 
 

 

Once the waybills are printed, the checked parcels will be approved and transferred from the top to the bottom list – list of 

approved parcels.  
 
 
 
 
 
 
 
 
 
 
 
 
 

 

That list enables generating of duplicate labels by clicking #Print Duplicate Waybills. The printing process is exactly the 
same as for printing of new labels, but the word DUPLICATE will appear on the label.  
 
To complete the document preparation process the User must print the Goods Handover Protocol which will be the 
confirmation of dispatch. To print the protocol, please check the parcels which will be handed over to the courier on that 
day and click #Print Protocol. 

  
 
 
 
 
 
 
 
 
 
 

 

Once the protocol is printed the parcels are transferred from the list of approved parcels to the Parcel History tab.   
  

The Goods Handover Protocol will be printed in two identical copies.   

•  One for the client to confirm the handover of parcels 
•  One for the courier to confirm the receipt. 

The sender shall fill in the actual date and time of dispatch and sign the appropriate box in the protocol, which will serve 
as confirmation of dispatch.   

Recipient – DPD employee is authorised to verify the status in accordance with the goods acceptance procedure. By 
signing the appropriate box in the protocol, the courier accepts the consistency of the actual goods with the protocol.   

Note: It is possible to print no more than 100 waybills from the pending and approved parcel lists at one time.  
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3. Parcels 
 

The Protocol tab 
 
 
 
  
 
 
 
 
 
 
 
 

 

To print the protocol duplicate, please check the selected record on the list in the Protocol tab and click  #Print Duplicate.  

 

It is also possible to generate a CSV file containing detailed report with parcel details. To generate the file please check 

the selected record on the list in the Protocol tabs and click #Print Report. 

 

The printing process is the same as for labels and original protocols. It is not possible to print the report directly – the file 

must be downloaded first. 
 

Parcel history 
 

The Parcel History tab enables viewing the history of all domestic/international parcels and collection orders. The parcels 
are transferred to history if the handover protocol was printed for them or a collection order has been placed.   
 
Data may be filtered through browser windows, paging and sorting by any criteria. 
 
Note: Parcel history from other applications will not be displayed here   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
To display parcel details please click the parcel details row. 
 
The Parcel History tab also enables tracking of the status of a specific parcel. By clicking #Status the User is directed to 
DPD Polska website to subpage track&trace and history of the selected parcel.  
  
 
 
 
 
 
 



 

 
 
Page 26 of 51 | User’s Guide DPD Online Application 
 

 
 

4. Addresses 
 
 

 

The Address tab serves as the address book which is displayed as the list of defined contractors.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Adding a recipient 
 

To add a new address please click #Add New Address. The User will then be redirected to a new form.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

The User defines a new recipient by filling in the basic data. At this stage of defining the recipient’s address the User also 

defines the type of recipient – Sender and/or Recipient by checking the checkbox next to the type of address. If an 

address group has been predefined and the User would like to add a recipient, please check the checkbox next to the 

group from the field List of groups to which the address belongs.  .  
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4. Addresses 
 
 

 

To exclude an address from a group please uncheck the checkbox next to the group to which the address should not 

belong. One address can belong to a few groups of recipients. 

Once the address is saved the application will display the recipient on the address list, whose contents can be filtered, 

paged and sorter by any criteria. 

 

The address on the list can be edited and modified data can be saved again. In order to go to the edit form please click on 

the column with (…). After the changes have been made the address must be saved by clicking #Save. It is also possible 

to leave the form without saving changes by clicking #Return to Address List. 

 
 

Adding recipient groups 
 

The Group form in the Address tab is designed mainly for creating new recipient groups for multiple parcels. It also 
enables viewing, modification and removing of created recipient groups. The form displays the list of predefined recipient 
groups.  
 
To add a new group please click #New. The form for defining new recipient groups will appear and it enables adding and 
removing addresses within the group.    
The requirement for saving the list is to enter a unique name for the newly created group. The next step is to fill in the 
description field.  
To add a recipient to the group please select the required group, click #Add recipients. The  list of recipients will be 
displayed. 
Unnecessary addresses may be deleted by selecting them from the list and clicking #Delete. 
To save a new group please click #Save.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

The application will display the saved group on the list of address groups with the message New Address Group Added.  
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4. Addresses 
 
 

 

There is also an option to edit the specific address group and display particular data for recipients assigned to a particular 

group. To do so, please click (…). 

 

To remove the selected recipient group, please check the checkbox next to the relevant group and then click #Delete.  

Note: Deleting a recipient group does not delete the recipients who were assigned to the group. 
 

Import of domestic recipients 
 

To add addresses to an address book by importing the list of addresses, the User should prepare a CSV file which will 
contain the basic recipient details i.e. company name, postcode and city/town (required fields) as well as additional details 
such as phone number or e-mail address.   

Note: The columns in the file must be named and cannot contain special characters such as ( >< ) + - &* etc.  
 
 
 
 
 
 
 
 
 
 
 
 
 

 

There are two steps to the import process.  

 

In the first step, please define the imported file and import the file. To do so, please go to the Settings tab and then click 

#Configuration of Address Import. The form for defining import of addresses will display. 

 

Creating definitions: 

 

First of all please create an import definition by clicking #New Definition. The next tab will display and by clicking #View, 

the User can specify the recipient list file to be imported.  
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4. Addresses 
 
 

 

After selecting the file the User selects a CSV driver  which will be used for loading the import file.  
After the name of the driver is selected from the list, the system will refresh the driver parameters block and will display 
the contents of the file.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Then the User specifies the driver’s parameters: 

• Separator – a character which separates the columns in the CSV file, 

• Coding – the coding language of the CSV file, selecting the appropriate file will enable to read the Polish 

characters,  

• Start from the row – shows the row from which the Application should start the import of data from the file  

• Field headings – check if the columns in the file have been named. 

Click #Next to go to the Mapping screen. 

The field which has been checked in the Source column e.g. Company, should be assigned to the relevant flied in the 
Target column. Once the checkboxes for mapped fields have been checked, please select the transformation type and 
confirm by clicking #Add mapping. Created mapping will appear in the Definition field, with description e.g. Company 
name  1 to 1 Company.   

Note: Fields marked with asterisks are obligatory and must be mapped with the fields in the Source column.  

To map the customer type please select the transformation type: value from the list, please specify if the Sender or 
Sender and Recipient. The user selects the expected category and selects the address type in the Target section, and 
then clicks #Add Mapping.   

Note: If the User does not select the type of customer (Sender or Sender and Recipient) the imported address will be 

assigned to the Recipient category by default.  
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4. Addresses 
 
 

 

Configuration of import definition ended by clicking #End Mapping. The application will proceed to the definition list. 

 

The next step is to import the relevant file, for which the definition was created. In the Address tab the User selects the 

option of importing addresses and then selects the created definition and the file by clicking #View and then #Import File.  
 
 
 
 
 
 
 
 
 
 
 
 
 
Note: The application will return an error message if some of the addresses are not imported correctly. In such situation 

please click #Download Log.  

 

By clicking #Download Log a text file will be downloaded. The file will contain the number of row in CSV, for which the 

address wasn’t imported correctly and error details such as wrong postcode or empty postcode row. This means that the 

address in the highlighted row has not been imported.   

 

Note: There is a limit regarding import of address details from the file. It is possible to import 1000 records at one time. 

Further records will not be included. 
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5. Import of parcels 
 

Domestic and international import 

 

To import parcel data, the User should prepare a CSV file, which will contain the basic recipient data i.e. company name, 
street, postcode, town and weight (these fields are mandatory, for international parcels another mandatory field is 
Contents), and additional data such as name and surname of the recipient, phone number, e-mail address or additional 
services.   

Note: Columns in the file must have headers and cannot contain special characters such as ( >< ) + - &* etc. 

For import of parcels, the file can contain only one type of parcels – domestic or international. If the user wants to import 

international parcels (the Sender or the Recipient is not in Poland) then the User must add the Country field. The name of 

the country in the import file should be abbreviated, e.g. PL, DE, LT, LV, NL etc.  
 
 
 
 
 
 
 
 
 
 
 
 
 

There are two steps to import of addresses: 

 

During the first phase please create a definition for imported file and then import the file. To do that, the User must open 

the Settings tab and then click #Configuration of Domestic/International Import. This will open the form for creating the 

definition for import of parcels.  
 
 
 
 
 
 
 
 
 

 

Creating definitions: 

 

Firstly an import definition must be created, which is done by clicking #New Definition. The User will be redirected to the 

next tab, where by clicking #View, the user specifies the file with the list of parcels to be imported.   

 

Once the file is selected, the User selects a CSV driver, which will be used for reading the import files. Once the driver is 

selected from the list, the system shall refresh the driver parameters and display the file content.   
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5. Import of Parcels  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Then the User specifies the driver’s parameters: 
 

• Separator – a character which separates the columns in the CSV file, 

• Coding – coding language of the CSV file, selecting the appropriate file will enable to read the Polish characters,  

• Start from the row – shows the row from which the Application should start the import of data from the file  

• Field headings – check if the columns in the file have been named. 

Click #Next to go to the Mapping screen. 

The field which has been checked in the Source column e.g. Company, should be assigned to the relevant flied in the 
Target column. Once the checkboxes for mapped fields have been checked, please select the transformation type and 
confirm by clicking #Add Mapping. Created mapping will appear in the Definition field, with description e.g. Company 
name  1 to 1 Company 
 

 

Note: Fields marked with asterisks are obligatory and must be mapped with the fields in the Source column. 
 

 

• Recipient or sender details, reference numbers, contents, comments for delivery, weight, etc. are mapped 1 to 1.  
• Fields in the column which are marked as T – YES (Yes – mark e.g. Guaranteed, collection order, return document 

or delivery directly to the specific person) or N – No (No – do not mark) must be mapped by true/false 

transformation.  
• • If the column Guaranteed 9:30 is marked with T, then the fields in column Guaranteed 12:00 or any other 

guaranteed services should be left empty or be marked with N. If  T is entered in both columns, then the service will 

be excluded and the parcel will not be imported. 

 

Note: The field content is compared with the defined service availability interval. The content of the field must match the 

definition exactly 
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5. Import of Parcels 
 
 
 

• The column which defines the COD Value for the parcel must contain the amount. In this case we map the amount 

from the source column 1 to 1 with the COD Amount field. Furthermore the COD Currency field should be marked 

in the target column and the type of value transformation must be marked by entering PLN in the empty field. 

 

Note: The import COD field cannot contain „0” value. In such event the field should be left empty. 

 

To end the import configuration please click #Finish Mapping, the application will then display the definition list. 

 

The next step is to import the appropriate file for which the definition was created. Please open the Parcels tab, select 

Domestic Import or International, then select the created definition and the file by clicking #View and then #Import File.  
 
 
 
 
 
 
 
 
 
 
 
 
 
Note: The application will return an error message if some of the addresses are not imported correctly. In such situation 

please click #Download Log.  

 

By clicking #Download Log a text file will be downloaded. The file will contain the number of row in CSV, for which the 

address wasn’t imported correctly and error details such as wrong postcode or empty postcode row. This means that the 

address in the highlighted row has not been imported.   

 

Note: There is a limit regarding import of address details from the file. It is possible to import 500 records at one time. 

Further records will not be included.  
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5. Import of the Parcels 
 
 

Import of multi package parcels 
 

To import multi package parcel data the User should prepare A CSV file in accordance with instruction for import of single 

parcels, but must additionally include the Number of Parcels. If such source value is not mapped, then the file will not be 

imported.  
 
 
 
 
 
 
 
 
 

 

To import the CSV file correctly, the required data format must be used: 

 

• Number of packages – positive integer number equal to the number of packages declared in the parcel, 

 
• Weight – positive real number (if the weight is not a real number, then a coma or  full stop should be used as a 

separator (e.g. 1,5 or 1.5). The number of weight values must be equal to the number of packages, e.g. if 6 

packages were given in the Number of Packages then 6 values must be given in the Weight field. In such event 

each weight must be separated with the vertical line: |, 

 

• Dimensions x, y, z – a declared dimension which should be a positive integer number. There should be a separate 

column for each dimension (e.g. Dimension x, Dimension y, Dimension z) in the file.  

In the event of mapping of parcel dimensions it is required to specify all dimension of packages in the parcel i.e. 
length, height and width. Please note, that if e.g. the number of packages specified in the file is 3 then you must 
specify 3 lengths, 3 heights and 3 widths, because the declared number of packages is compared with the number 
of x, y and z dimensions. In such event each dimension must be separated with a vertical line: |. 

 

 

When mapping multi package parcels, the source fields such as Number of Packages, Weigh, X/Y/Z Dimensions must be 

mapped accordingly with the field in order to use the 1 to 1 transformation.  
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6. Departments 
 
 

 

The Departments tab contains the number of all existing Payers (numkats) created for a particular client in another DPD 

system. The data is automatically updated in the DPD Online application.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

The list is used mainly for viewing, the User does not have an option to edit the address details – these fields are inactive 

(greyed out.) When the User clicks (…) the department details will be displayed, and the User will be able to fill in the 

Cost Centre field.  
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7. Services 
 
 

 

When creating a new parcel or collection order the User can select additional services. The list of available services is 

displayed when the post codes, country of dispatch and country of destination are filled in correctly. If these fields are not 

filled in – the services section will display a prompt to do so and an additional information that Poland must be specified 

as the dispatch country or destination country. 

 

Note: If the dispatch country, destination country or post code is changed, the preselected services will be deleted.   

 

The User cannot generate a parcel or collection order if both the dispatch and destination country are not Poland. If the 

selected destination country is not Poland then the dispatch country will be changed to Poland. The same, if the dispatch 

country is changed to other than Poland then the situation is similar. 
 

Domestic service 
 

Guaranteed delivery 

The service consisting in setting the time and date when 

the first delivery attempt will be made to the Recipient. 
 

 

Collection order  
The service consisting in collection of the Parcel from a 

third party on the next working day after the day the order 

is received. 
 

 

COD  
The service consisting in collecting the amount due for the 

contents of the Parcel from the Recipient and sending the 

money to the Client. 

 

DOX  
The service consisting in delivery of a Parcel with the 

actual weight not exceeding 0.5 kg, packed in the DPD 

envelope. 

 

Return documents   
The service consisting in collecting the Recipient’s 

signature on the document accompanying the Parcel and 

delivery of such document to the Sender. 

 

Return parcel  
The service consisting in collecting a parcel from the 

Recipient while delivering another parcel to him/her. The 

parcel collected is addressed to the Sender of the primary 

Parcel – the time of performing such service is two working 

days from the day of delivery of the primary Parcel. 
 

 

Valuable parcel 
The service consisting in providing an additional insurance 

cover for the Parcel. 

The maximum accepted value of the parcel is PLN 500 

000. 

 
 
 

 

Private address  
Delivery of a Parcel to an address which is not an office 
address. 
 

 

Delivery to a specific person 

The service consisting in providing delivery of a Parcel only 

to the person specified on the dispatch confirmation. The 

person’s identity is confirmed by the Courier on the basis of 

an identification document. 

 

Self-collection  
The service consisting in providing the Recipient with the 
option to collect the Parcel from the Depot. The Recipient 
must give the correct Parcel number and show his/her 
identification document. If the Recipient is not a natural 
person he/she must provide the company stamp. 

 

Tires  
Marking of a parcel containing tires.  
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7. Services 
 
 

DPD on the hour 
Delivery of a parcel the next working day at the selected 
time (+/- 20 minutes). The available intervals are: 10:30 – 
16:00, 18:00 – 8:00. 

 

DPD 9:30  
Delivery of a parcel the next working day by 9:30. In the 
period from 1st November until 1st Marcy the delivery time is 
by 10:30. 

 

DPD 12:00   
Delivery of the parcel the next working day by 12:00. 

 

Saturday  
Dispatch and/or delivery of a parcel on Saturday between 

8:00 – 17:00. The service is available only when the parcel 

is dispatched on the last working day preceding Saturday. 

 

Sunday and public holidays 

Dispatch and/or delivery of a parcel on Sunday or public 

holiday between 8:00 – 17:00. Service is available only 

after prior arrangements with DPD Polska, for each parcel. 

International service 
 

  
Collection request  
Once a country other than Poland is selected and the 

sender’s and recipient’s correct post code is provided, the 

service is checked automatically. When the parcels sent 

from a country other than Poland are imported to the 

system, the service is also checked automatically.     

Collection request from abroad sent by 17:00 hrs should be 

carried out the next working day.  
 
Customs clearance  
Customs clearance performed by DPD on export or import 

of goods from outside of the EU common customs territory. 

 

Pallet  
Transport of goods of total actual weight exceeding 31.5 

kg, on a solid construction used for transport.   

 
 
 

 

DPD Next Day 
The first delivery attempt will be made on the first working 
day following dispatch of the parcel.  

 

 
 
 
 
 
 

 

Declared value – an additional insurance cover for a 
parcel. The maximum acceptable value of a parcel is PLN 
500 000.   
DPD Guarantee – guaranteed attempt of delivery within 

the specified period relating to the price list. The service is 

available only in selected countries.  

Tires – Marking of a parcel containing tires. 

 
 
 
 
 
 
 

 
  

 

Note: Selected Additional Services are charged in accordance with the current Price List. 
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8. Ordering courier services 
 
 

The list of orders for courier services 
 

In the Ordering Courier Services module the User has an option to display all existing orders  for the User who is logged 

in.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Creating an order 
 

The User clicks on #New Orders on the Order List screen to display the new order screen and the data entry form.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

The user should fill in the required fields, select the date and time of collection and fill in the dispatch declaration: 

Envelopes/Packages/Pallets. 

 

Note: Waybills must be prepared for the order.  
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8. Ordering courier services 
 
 

 

To place the created order, please click #Place an Order. The application will verify the correctness of entered data and 
will return to the order list. 

Note: If the required fields are not filled in correctly, placing an order will not be possible and a message will be displayed.  

To cancel the order before it was placed, please click #Cancel and the application will return to the list of orders.  

The user has an option to cancel the correctly placed order. To do so, please select the order from the list and then click 

#Cancel the Order. A message will appear, requesting to confirm the cancellation. Please accept the message by clicking 

#Accept or go back by clicking #Back.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Cancellation of an order is not possible if: 

 

• The order has already been cancelled by the User; 

 
• The order has already been processed by a DPD employee, e.g. passed on to the courier; 

 
• Connection to the DPD system was not possible. 

 

Note: If the cancellation of an order was not successful, please contact the Contact Center. 
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9. Import of Allegro Parcels 
 
 

Logging in to Allegro 
 

To use the Allegro integration, please log in to the module, giving the details of your own Allegro account: 

 

• Allegro login; 

 

• Allegro password; 

 

• WebAPI key. 

 

Note: Login data is not provided by DPD. WebAPI key must be generated in the Allegro panel. 

 

When logging in the User can check Remember Me – then the entered data will be saved for 14 days. After that period 

the module will log the User out.  

 

After the data has been entered, please click #Log In.  
 
 
 
 
 
 
 
 
 
 

 

The User can log out by clicking #Log Out. 
 

Searching for transactions 
 

The User who is logged in to the Allegro module can search for his/her transactions within the selected time interval „from 

– to” and by the date of: 

 

• Making a transaction; 

 
• Commencing the auction; 

 
• Completing the auction. 

 

The User can also search for only new data which was not previously imported. To do so, please select Yes on the Show 

Only New list.  
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9. Import of Allegro Parcels 
 
 

 

If the application does not find any data in the specified time interval a message will appear:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Please accept the message by clicking #OK, and then change the search criteria. 
 
Found transactions will appear on the list: 

 

• Domestic – transactions, for which the buyer provided a domestic delivery address; 

 
• International – transactions, for which the buyer provided an international delivery address.  

 
 
 
 
 
 
 
 
 
 

 

Import of transactions 
 

To generate a package label on the basis of the transaction, data must be imported. 

 

• The User checks the selected transactions, 

 

• Fills in the fields: Weight and COD (if the parcel should be sent as COD)*;  

*the COD value will be carried from the Allegro web service data 

• Clicks the #Import button. 

 

Note: An existing template in the application can be used for importing data. Data entered into the template have priority 

and will overrule the Weight and COD values, if such are provided in the template. 

 

Correctly imported data will appear on the List of Pending Parcels, where the labels can be printed.  
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10. Allegro API Key 
 
If during the import of Allegro auction the client receives a message:   
 
Allegro API Message: Incorrect WebAPI key value or the key was blocked.  
Allegro API error code: ERR_WEBAPI_KEY  
Please renew the API key 
 
The client must generate an API Allegro (not to be confused with DPD API). 
Information on WebApi Allegro: http://allegro.pl/webapi  
 
 
Generating WebApiAllegro key: 
 

1. Click My Allegro, 
2. Go to My Account, 
3. Go to the drot down list at the bottom WebApi -> Information and Settings (generating the key), 
4. Then select the reason for generating a new key by Allegro. 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://allegro.pl/webapi
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The key is available immediately and its status is displayed under the generated number. 
 

 
 
Generated key must be entered in DPDOnline: 
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11. Technical data 

Specification of the import file 
 

Specification of the import file for the Application is provided below:  
Note: the application is case sensitive during import. 

 

Recipient  
Recipient company = text field 

Recipient street = text field 

Recipient town/city = text field 

Recipient post code = numeric field, form 00000 or 00 000 

Recipient name and surname = text field 

Recipient e-mail = text field 

Recipient phone number = text field 

 

Sender 

Sender company = text field 

Sender street = text field 

Sender town/city = text field 

Sender post code = numeric field, form 00000 or 00 000 

Sender name and surname = text field 

Sender e-mail = text field 

Sender phone number = text field 

Parcel  
Parcel: weight = numeric field  
Parcel: dimension x = numeric field  
Parcel: dimension y = numeric field  
Parcel: dimension z = numeric field 

 

Parcel  
Reference number 1 = numeric-text field (max 50 

characters)  

Reference number 2 = numeric-text field (max 50 

characters) 

Cost centre = numeric-text field (max 50 characters) 

Content = numeric-text field (max 90 characters) 

Comments = numeric-text field (max 90 characters) 

Number of parcels = numeric field  

 

Guaranteed delivery 

Standard = T/N 
Guaranteed 9:30 = T/N 
Guaranteed 12:00 = T/N 
DPD  for the hour: Time = exact hour (e.g. 12:00) 
Saturday = T/N 
Sunday + Public Holidays = T/N 
DPD Next Day = T/N 
B2C interval = T/N (exact interval (e.g. 12:00 – 15:00) 
 

 

Optional parcel features  
Collection order = T/N 
COD: amount collected = numeric field 
COD: currency = (mapping - value)  
entering PLN as currency  
DOX = T/N 
Return documents = T/N 
Return parcel = T/N 
Valuable parcel: Value = numeric field  
Private address = T/N 
Delivery to the recipient personally = T/N 
Carry in = T/N  
Tires = T/N 

 

Parcel attributes  
Department: Number = numeric field, correct number of the 

Payer  
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11. Technical data 
 
 

Maximum number of characters in the forms 
 

The number of characters in each field is limited. 

 

Maximum character numbers are listed below: 

 

Cost centre 50 

Recipient name 100 

First name/surname 100 

Street address 100 

Postcode 6 

Postcode abroad 7 

Post office Returned upon postcode 

Town/city 50 

Phone number 100 

E-mail 50 

Content 90 

Comments for delivery 90 

Reference number 1 50 

Reference number 2 50 
 

Hardware requirements 
 

In order to provide optimum performance of the Application the following minimum requirements are recommended: 

 

• Internet connection speed of no less than 100 kb/s  
• Internet browser:  

- Firefox Mozilla no less than version 3.0.  
- Internet Explorer minimum IE 7.0 or higher. The application will not work correctly on IE 6.0  

• For direct printing - Java minimum version 1.6.10.  
• Minimum version of Acrobat is 7.05.  

 
 
 

12. Import of eBay Parcels 

 

Logging into eBay module – getting User Token 
 
To login into eBay module, User should get User Token from eBay.   
To login into eBay module, while being logged into DPD Online application:  

1. Choose tab Import eBay:  

If the eBay Import tab is not visible, add the eBay-Operator role to the user. 

2. Click buton: Get access to your eBay account (Picture 3). 

3. Provide your eBay authorization data on eBay login page (Picture 4). 

4. Click button Sign in. 

5. Click button Agree (Picture 5). 
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As a result system will show Import eBay screen. User is now logged into eBay Module (Picture 6). 

 
Picture 3.  eBay module login page 

 

 
Picture 4.  eBay Service login page 
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Picture 5.  eBay access confirmation page 

 

 
Picture 6.  Import eBay page 

Using ‘Remember me’ while logging into eBay Module 
 
While logging into eBay module, User has possibility to use ‘Remember me’ functionality.  
After checking this option User’s login and password will be remembered in application for 18 months. After 18 months 
(assuming that during this time User Token will not be deactivated/blocked) User will need to login once again with his 
eBay account data. If User during this 18 months will log out from eBay module using Log out button, ‘Remember me’ 
option will be switched off and User Token will be deactivated. User will need to get User Token once again with his eBay 
account data. 
To use ‘Remember me’ option: 

1. Choose tam Import eBay (Picture 3). 

As a result system will show eBay module login page (Picture 3). 
2. Check checkbox ‘Remember me’ and click button ‘Get access to your eBay account’. 

As a result system will show eBay Service login page (Picture 4). 
3. Provide eBay account authorization data on eBay Service login page (Picture 4).  

4. Click button Sign in  

5. Click button Agree (Picture 5) 
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As a result system will show Import eBay page. User is now logged into eBay module with ‘Remember me’ option 
(Picture 6).  

Searching for transactions 
 
The User who is logged into the eBay module can search for his/her transactions within specific search criteria. To list 

eBay transactions logged User should:  

 

1. Choose tab Import eBay (Picture 3). 

As a result system will show eBay module login page (Picture 4) or eBay module transactions page (if User’s 
eBay account data was previously remembered). In first case User needs to login as described in ‘Logging into 
eBay module – getting User Token’ section.  

2. On Import eBay screen User should choose search criteria fields: 

 Search by date 

 From 

 To 

3. User may choose ‘Show only new’ option. 

4. Click button Search. 

As a result system will list transactions that meet provided search criteria (Picture 7).  
 
eBay transactions are listed in two tabs:  

 Domestic 

 International 

There are three possible results of searching transactions:  
1. If system will find only domestic or both domestic and international transactions, tab Domestic will be preselected, 

showing domestic search results. To check international transactions User should click tab International. 

2. If system will find only International transactions, tab International will be preselected.  

3. If search criteria will not meet any results system will show error window with message ‘No transactions meeting 

the search criteria have been found.’  

3.1 User can close this window by clicking OK button (Picture 8). After this action system will show empty 

transaction list.  

 
Picture 7. Search results 
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Picture 8. No transactions found message window 

Import of transactions 
 
User can import his eBay transactions to DPD Online application using eBay module. During the import User can provide 
following data:  

 Weight, between 0.01 kg and 700 kg for domestic transactions and between 0.01 kg and 32 kg for international 

transactions (according to services configuration). If User provides wrong value system will show error message.  

 COD – collect on delivery amount. For such transactions, which have COD option selected in eBay, field should 

be filled automatically in eBay module transaction list. If data was not provided in eBay, User can fill this field 

manually providing values between 0.01 PLN and 15000.00 PLN. If User provides wrong value system will show 

icon with error message. 

 
To import eBay transactions to DPD Online User should: 
 

1. Get to tab Import eBay (Picture 3) and search for transactions to show transaction list (domestic or international). 

2. Select checkboxes on the list for transactions that should be imported to DPD Online (Picture 9). 

3. Fill in the fields: Weight and COD (if the parcel should be sent as COD). The COD value could also be carried 

from the eBay web service data if provided.  

4. Click Import button 

As a result system will show import summary (Picture 11 and 12). If any errors occur during import User can 
check error log file using button Download log.  
 

An existing template in the application can be used for importing data. Data entered into the template have priority and 

will overrule the Weight and COD values, if such are provided in the template. 

 

Correctly imported data will appear on the List of Pending Parcels, where the labels can be printed. Imported transactions 
will have Yes value in Import field on transaction list (Picture 13).   
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Picture 9. Selecting transactions for import. 

 
Picture 10. Adding Weight and COD values for import.  
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Picture 11. Import summary screen (without import errors). 

 
Picture 12. Import summary screen (with import errors).  
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Picture 13. Transactions statuses after import. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


