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Guide to Transfer Your DHL WebShip Address Book into UPS WorldShip

Welcome. We want to make the transition from DHL to UPS as easy

as possible. Here are instructions for exporting your address book from
DHL WebShip on DHL.com and importing it into UPS WorldShip using
either an automated or manual process.

Prior to beginning the process of transferring your address book from
DHL WebShip to UPS WorldShip, you need to ensure that UPS WorldShip
has been installed on your workstation. If you need to install UPS
WorldShip, or want to upgrade from a previous version, visit
ups.com/worldship to download it.

Ready to get started?

« First, you will need to export your files from DHL WebShip
(located on DHL.com).

* Next, you will import your files into UPS WorldShip using the
automated process.

* Then you will make any necessary corrections to invalid files.

- If the automated process fails, follow the instructions for importing
files into UPS WorldShip using the manual process. We recommend
that you attempt the automated process first.
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Export from DHL WebShip
1. Launch DHL WebShip.
2. Select Open address book.

3. Select Go to print/Export.

4. Select Export.

Get it there

Sender's name

Origination Information

Destination information
Fields marked with an asterisk (%) are reguired,

(" Recert recipients I

#
¥ Enter nev recipisnt .Counﬂ‘y | =l

| Get a quote

[ —

Postalcone” ||

Open address book u Hext u
Drop-off & Pickup Track it
P Find drop-off locations Enter up to 25 tracking numbers, one per line
} Schedule & pickup
b Cancel & pickup &
il

Track u

Receivers

Help

Find Receiver By: [Fecsiver ID =1 Find [ Goto printExport [

(To et All, leave BLANK)

Receiver list...

Ship to receiver J

| add Q ait ] Del ] Copyasnew ||  Create maillist [0

Select Sort Receiver list by 1-30t3
[T Al |« Receiver ID > Company PAttnTo | * City »ST b Country
[l CONGD Congo Comp... Congo City Conga...
r RESI Resi Resi Stewvartsto pa, LIMITE.
O WWORK, Jog Timanium =] LMITE..

Ship to receiver J

| add [ edit || Del | copyasnew | Create maillist [0

1-30f3
Address book report

Address book report
Select sort order for the Sort by IREEEivEr (] VI
Address Book Report

then INone "'I

then INone "I

Create printable report u Export u
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The File Download dialog appears.
5. Click Save.

The file name defaults to DHL Ship Address Book.
By default, the file is saved to the Desktop.

6. Change the file name to DHLWeb.csv without any spaces in the
file name.

NOTE: The filename is case sensitive and must be typed exactly
as it is shown!

7. Click Save.

8. Click Close on the download complete dialog box.

You have completed the export process. You may exit DHL WebShip.

File Download - Security Warning E3 |

Do you want to open or zave this file?

|xlﬂ Mame: DHL Ship - AddressBaok.csy
5 Type: Microsoft Excel Worksheet, 533 bytes

From: corporateship.dhl-usa.com

Qpen Save

*while files from the Internet can be useful, this file tppe can
potentially harm your computer. IF pou do not trust the zource, dao not
open or zave this software. What's the risk?

Save As
Savejn l@ Diasktap j s

E}My Documents
’Q My Computer
4 My Nebwork Places

= :

File name: IDHLWeb.c:sv d Save I

Save as type: IMicrosoft Office Excel Comma Separated Valueﬂ Cancel |
7
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Import Addresses into UPS WorldShip Automated Process

Note: The automated process should be attempted before the
manual import process.

DHL column names must be modified in the export file prior to beginning
the UPS WorldShip import.

1. Open the DHLWeb.csv file that you exported from DHL WebShip and
saved on your C: drive (C:\DHLWeb.csv).

2. Update the column names as designated below:
* Remove the space from RECEIVER ID, so it becomes RECEIVERID

* Remove the space from COMPANY NAME, so it becomes
COMPANYNAME

* Remove the spaces from STREET ADDRESS 1, so it becomes
STREETADDRESS1

* Remove the spaces from STREET ADDRESS 2, so it becomes
STREETADDRESS2

- Remove the \ from SUITE\DEPARTMENT, so it becomes
SUITEDEPARTMENT

* Remove the space from ZIP CODE, so it becomes ZIPCODE

* Remove the space from ATTENTION TO, so it becomes ATTENTIONTO

* Remove the space from EMAIL ADDRESS, so it becomes
EMAILADDRESS

* Remove the space from BILL TO, so it becomes BILLTO

* Remove the space and # from RECEIVER ACCOUNT #,
so it becomes RECEIVERACCOUNT

* Remove the spaces and # from 3RD PARTY ACCOUNT #,
so it becomes 3RDPARTYACCOUNT

* Remove the space from RECEIVER NOTE, so it becomes
RECEIVERNOTE

- Remove the space, / and # from TAX ID/VAT #, so it becomes
TAXIDVAT

* Remove the spaces from MAILLIST ID 1, so it becomes
MAILLISTID1

* Remove the spaces from MAILLIST ID 2, so it becomes
MAILLISTID2

* Remove the spaces from MAILLIST ID 3, so it becomes
MAILLISTID3

* Remove the spaces from MAILLIST ID 4, so it becomes
MAILLISTID4

3. Save the changes to the file. You do not need to change the filename.

The next part of the process uses the Batch Import function from
within UPS WorldShip.

4. Download the map file dhlweb.dat from www.ups.com/media/
en/DHLWeb.dat and save it to the C:\UPS\WSTD\ImpExp\
AddrBook folder.

5. Copy the exported addresses from DHL.com WebShip (the file named
DHLWeb.csv) to the C:\UPS\WSTD\ ImpExp\ Invalid folder.
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6. LaUnCh UPS WOI’|C|ShIp Batch import data EHE
7. Se lect Im port/Export Data. Select a map ta import data from:
I ap Name 3. | Map Type I Map ODEC DSM | :I
8. Select Batch Import. 4% DHLDeskiop Address Boo DHL
: DHLwWeb ook UPS Default Import [rvalid J
9. Under Map Name choose DHI_Web 4 Freight Sample Freight Shipment Freight Sample
! 4 Freight Sample 1 Freight Shipment Freight Sample 1
. o 4 Freight Sample 3 Freight Shipment Freight Sample 3
1 0' SeleCt Dlscard dupllcate records ‘FleightSampleE Freight Shipment Freight Sample 5
. 4 Freight Sample 7 Freight Shipraent Freiaht Sample 7 LI
11. Click Next.
~wihat bype of impart would pou like to da?- Address Books | Distibution Lists |
» _Manuall_l,l process duplicate records Cimparter
[ |Producer
[1Ship From / Retun To
" Dwenwrite existing recards %? E:[pdﬁai}FDHEd From

[ Ulimate Receiver

[ Do not use postal code validation

[ Delete eristing recards

Mext I Lancel | Help |

12. Select Next from the Import/Export Preview window. Import;/Export Preview (71

Importing from C:4JPS YW ST DA mpE=paddiB ook \DHLwWeb. dat
There are 3 record(z] to be imported.

Lancel Help
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The data is imported and an Import/Export Summary window
is displayed upon completion.

13. Click Save.

The successfully imported address can now be selected in the
address book.

Manual Correction of Invalid Records

NOTE: Only continue with the following steps if you wish to manually
correct and re-import address records that were detected as invalid
during the automated process. The Import/Export Summary window
shows the number of invalid records.

14. If there were invalid records detected by the import, you can open
the InvAddr.csv file from the C:\UPS\WSTD\ImpExp\Invalid
folder for editing.

15. The entry at the end of each row describes why each record is
invalid. Make corrections to each record as necessary and Save
the file. You do not need to rename the file.

Import/E xport Summary EB‘”
fﬁia%ﬁahﬁg

|Import data for the Tax ID tppe field is invalid or empty and has been changed to OTHER.
The Postal Code is irealid.
Importing record 25
tranzlating record 1 for Record Container
Import data for the Tax D tupe field iz imvalid or empty and has been changed ta EIM.
The City, State, and Postal Code combination is i alid.
Proceszed 25 record(z]. There were 11 invalid record(s].
"when the import is saved, the invalid recard(s) will be written to the file
CAUPSWST DA mpE spilnvalids nvdddr cav.
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16. Select Import/Export Data. Batch import data HE
1 7. Select Batch Import_ Select a map to import data fram;
b4 ap M ame
18. Under Map Name, choose {Default Import Invalid Records} {{ Dotaut Impott Invali
4 { Default Import Invalid Records } Cormmadity
Address BOOk 4 { Default Import Invalid Records } [ angerous Goods
. N 4 { Default Import Invalid Records | Reference Mumber a.. _I
19. Select Discard duplicate records. 4 { Default Import } Addhess Book
4= { Default Import } Charge Back Code =
20. Click Next. « B
~wihat type of impart would pou ke to do?—————————— e e | Distibution Lists |
T _Manuall_l,l proces: duplicate records Cimparter
[ |Producer
[1Ship From / Retun To
" Dwenwrite existing recards %?E:[pd?a:’tfollect From
[ Ulimate Receiver
[ Do not use postal code validation
[ Delete eristing recards
Mext | Lancel | Help |
21. Select Next from the Import/Export Preview window. Import;/Export Preview
Imparting fram C:AUPSYWWST DA mpE sphAddrB ook \nwlmp. bin
22. Repeat steps 11 through 18 as necessary. There are 2 recardis) to be imported.
LCancel Help
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Import Addresses into WorldShip Manual Process

NOTE: Prior to beginning the manual process for importing DHL
WebShip addresses into UPS WorldShip, you should have already
exported your files from DHL WebShip and attempted the auto-
mated import process. The manual process should be used only
after the automated process has been attempted and failed.

DHL column names must be modified in the export file prior
to starting the UPS WorldShip import.

1. Open the DHLWeb.csv file created from the WebShip address export

and saved on your C: drive (C:\DHLWeb.csv).
2. Delete the following columns:

*BILLTO

* RECEIVER ACCOUNT #

* 3RD PARTY ACCOUNT #

* RECEIVER NOTE

* MAILLISTID 1

* MAILLIST ID 2

* MAILLISTID 3

* MAILLISTID 4

* RELATED
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3. Save the changes to the file. You do not need to change the file name.

NOTE: This procedure uses the Import\Export Wizard.

Advanced users may use the Connection Assistant if they wish to use
translations instead of modifying address information in the DHL
export file.

4. Launch UPS WorldShip.

5. Select Import/Export Data.

6. Select Import/Export Wizard.

There are five steps in the Import/Export Wizard.

7.0n Step 1, select I need help with importing information
into WorldShip.

8. Click Next.

Import/Export Wizard - Main Menu - Step 1 of 5

Welcome to the YWorldShip ImporfExport Wizard

The Import/Export *Wizard will help you integrate wour data
with WorldShip by providing step-by-step guidance
throughout the import and export processes.

— How zan the wizard assist you?

% | nead help with imparting infarmation into WorIdS.hip
| need help with exporting information out of %arldShip

¢~ Goto advanced wizard features [edit maps, perform
impartdexport, and more]

< Back Mest »

] He |
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9. On Step 2, under Select the type of Data you would like
to Import, select Addresses.

10. Click Next.

Import/Export Wizard - Select Data Type - Step 2 of 5

—Select the tupe of Data you would like to |mpnrt

i
1~ Small Package Shipments

{~ Freight Shipments

" Small Package Commodities for International Shiprments
i Freight Commodities

" Custom F'ac:.kage_T_l,lpe_s

- Charge Back Codes

< Back ! | Hest > I Cancel ﬂe]_p
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11. On Step 3, Enter DHL for the Data Connection Name.

12. Under Where is the location of your DATA file?, browse - _ ,
i K Before vou can importfexport your data wou must connect your
to the location of the C:\DHLWeb.csv file. :

datafile ta worldShip. To make a connection, provide a name for
the connechon then browese to vour data file. The connechion

1a i narne will enable you to identify the connection in the future if vou
13. Under Datasource Type, ensure that Text File is selected. Al .
14. Click Next.

Import/Export Wizard - Connect Data To WorldShip - Step 3 of 5

*D ata Connection N ame: IDHL

Where is the location of your DATA file?
[ADHLwWeb cav :

" S0 Server

[ 0O Select an Er:islting D ata Connhection  Oracle

i~ Datasource Settings:

The wizard has determined that vour data fle is a Test File datasource.

If this is ot comect, select the appropriate data file type below. 1F this i
corect then select "Mext".

Boteschie T Advanced Settings

Microzaft Access _Eh@nge Diriver |

Microzoft Excel =

Microsoft ForPro Configure Data |
Microzoft SLL Server

Oracle Fesat |

< Back Hest » Cancel ﬂe]_p
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15. On Step 4, you are mapping your file to UPS WorldShip. Simply
drag the following field names (from Map your Address Book . ;Zf{;i“;liiﬁ.”o'fi!i’fiilZZ'EL"f:fifiﬁiil.i?iEf?;"Qf.iiiff:'Q:S'.T'ZL'Zfii?ﬂiﬁfifﬁiiii’ii."w«c‘w
fields) into the corresponding Addresses fields and drop them

there:

Mapyour Address Book TR | Fieference
fields:

Customer 10 I Consignes Biled

Receiver D I Residential

Customer 1D

. EumgawName 9 Company or Hame: Reference Number 1: ™ Use on all packages
v Compary or Name
* ReceiverlD > Customer ID Fompryine ol
Lo Address “Atention
. c N c N Streethddress2 [etentonTa Reference Mumber 2 I~ Use on 4l packages
ompanyiName > Lompany or Name L adiess 2 Addross 1- [

SuiteD epartment [Fmethddesst

o Address 3

. Stl-eetAddl-ess'l > Address 1 ety = Addiess 2 addess T Fieference Number 3 I~ Use on 4l packages
e City of Town [Strestéddress2 [SuiteDepattment [
State Countn/T erritary: “Postal Code:

* StreetAddress2 > Address 2 5, SoPeneettar | oy =] Erroke FelmenceNumber [ Use on ol packages
L it Cityor Town: “Gtale/Pravince/Caunty I

[Ciwy [state

H AttentionTo
° SUIteDepartment > Address 3 3 Il _’lll “Telephone:  E-mail Address.  FaxNo: F‘\E'erenceNumherE ™ Use on all packages
Phone  [Emailbddress | [

. City > City or Town E}% S Tt Hbes el Tae

. Define Primary Key ! [T | =l

- State > State/Province/County S| || e e .
=t | =l El |

- ZipCode > Postal Code e | o |

- AttentionTo > Attention

* Phone > Telephone

- EmailAddress > E-Mail Address

- Country > Country/Territory

« TaxIDVAT > Tax ID Number
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16. Under Map Name, enter DHL.

17. Under Map your Address Book fields, highlight ReceiverlD. ' : o prmm—
18. Select Define Primary Key.

19. Click Save Map.

20. On Step 5 select Import/Export Data Now.

21. Click Next. == . —

ApmntionTo J:I e [rus
| G v “Teleghone:  E ol Addess  Fag Mo -
T — oo | [Emwtidarss || I

"DHI] — UPSAccaiNo:  TeglD Mumber Tax D Tyoe:
I [ ot [ =]

Soveboo | Heb | LeeswniD: Profie: AddenVeidoonStstur  Adhwss Veldation Doke:
e | e | Al

22. From Select Date Map File from list below, select DHL. Import /Export Wizard - Batch Import / Batch Export
23. Click Finish.

Y'ou have chosen to configure:

Batch Importf Batch Export

i~ Select Data Map File from list below:

I ap File | DataT ype | [ata Connection &
{Default Export}  Address UPS Default Expe
{ Default Expart b Freight Commadity UPS Default Expe
{ Default Export b Freight Shipment UPS Default Expe
{ Default Export ¥ Shipment UPS Default Expe
{ Default Import }~ Address UPS Default Impc—
{ Default Impart - Charge Back Code Charge Back Cod
{ Default Impart } Freight Commadity UPS Default Impc
{ Default Impart } Freight Shipment UPS Default Impc
{ Default Import } Shipment UPS Default Inmpc
{ SampleQrderm...  Shipment UPS "whorldShip 5

1 Lide =

CiLdl A Ade e A ryi

4 | _*lJ
Create Map |

<gack [ Ensh | Cencel | Hep |
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24. From What type of import would you like to do?, select Discard
duplicate records.

25. Click Next.

26. Click Next on the Import/Export Preview.

Batch import data

Select a map to import data from:

4 Freight Sample

4 Freight Sample 1
4 Freight Sample 3
4 Freight Sample 4
‘ Freight Sample 5
4= Freioht Sampls 6

Addr k.

Freight Shipment
Freight Shipment
Freight Shipment
Freight Shipment
Freight Shipment
Freight Shipment

Freight Sample

Freight Sample 1
Freight Sample 3
Freight Sample 4
Freight Sample 5
Freiht Sample 6 =

~wihat bype of impart would pou like to da?-

 Manually process duplicate recards

" Dwenwrite existing recards

[ Do not use postal code validation

[ Delete eristing recards

Mext | Lancel | Help |

Address Books | Distibution Lists |

[ |Imporker

[ |Producer

[1Ship From / Return To
w|Ship To / Collect From
[ Third Party

[ Ulimate Receiver

Import/Export Preview

20

Importing from C:AUPSYWST DA mpExphaddiBook \DHL Address.dat
There are 3 recard(s) ta be imported.

LCancel Help
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27. When the import is complete, click Save.

Ad d resses can now b e se I ecC ted i n th ead d d ress b 00 k . ~ |Import data for the Tax D _l,lpeil nvalir empy and has een change ” .-.
The Postal Code is irealid.
. . | ti d 25
If you have any questions or need further assistance, please contact arsdaing ecard 1 forRecord Coriner
Import_data far the Tax 1D tupe field iz |r_wa|_|d of ermpty anhd has been changed ta EIM.
the help desk at 1 _888_ 5 5 3 _'I 1 1 8. The City, State, and Postal Code combination is i alid.

Proceszed 25 record(z]. There were 11 invalid record(s].
"when the import is saved, the invalid recard(s) will be written to the file
CAUPSWST DA mpE spilnwalidinvdddrcsv. There were 14 record(z] already in the database.

All trademarks are the property of their respective owners.
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