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YODEL WebDispatch
 Login

•
 

Open your web browser 
(Internet Explorer/ Firefox) 
and navigate to 
http://webdispatch.yodel.co.uk

•
 

Type in your Username and 
Password

•
 

Click on the Log In
 

button

•
 

If you cannot remember your 
password click on the 
Forgotten My Password

 button

http://webdispatch.yodel.co.uk/


3 WebDispatch User Guide Version 1.0 – Yodel 11-02-2011 Helpdesk 0870 011 4432

YODEL WebDispatch
 Message Screen

•
 

Once you have logged 
into WebDispatch the 
following page appears:

•
 

This will display 
WebDispatch system & 
business information, 
please take the time to 
read this page as the 
contents will change on a 
regular basis.
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YODEL WebDispatch
 Main Screen

•
 

Once you have 
logged into 
WebDispatch the 
following page 
appears:

•
 

WebDispatch 
navigation panel is 
displayed on the 
left-hand side of 
the screen
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YODEL WebDispatch
 Add Order

•
 

Click on Add order

•
 

Your standard shipper is 
automatically selected, if 
you wish to change the 
Shipper details click on 
the Shipper

 
tab

•
 

You can then choose 
another shipper by 
clicking on the drop 
down menu and click

 Load
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YODEL WebDispatch
 Add Order –

 
Combined option

•
 

If you prefer you can 
combine the Shipper 
and Receiver tab into 
one tab by selecting the 
Combine tick box

•
 

Simply select the 
Sender from the 
Sender Address

 
drop 

down menu

•
 

This can be separated 
by clicking on the 
Separate

 
button
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YODEL WebDispatch
 Receiver Tab

•
 

Click on the Receiver
 tab if you have not 

combined the Shipper 
and Receiver screens

•
 

Type in the receiver’s 
details (mandatory fields 
are in bold with an 
asterisk *)

•
 

Alternatively you could 
select a Receiver from 
the Address book or type 
in a postcode and hit the 
Look Up Address

 button
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YODEL WebDispatch
 Search

•
 

Click on the Search Button 
and the following screen will 
appear.

•
 

Select the start letter of the 
first word in the Company 
Name

•
 

Click on the Address record 
you would like to ship to, 
clickable fields are in marked 
in bold
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YODEL WebDispatch
 Address Book

•
 

Your selected Receiver 
Address will now be shown 
on the screen (mandatory 
fields are in bold with an 
asterisk *)

•
 

Click on Add Address to 
store.

•
 

Use Match Code to retrieve 
a saved record 
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YODEL WebDispatch
 Receiver 

•
 

Click on the Shipment 
details tab

•
 

Change the Shipment date
 if required

•
 

Enter your Shipment 
Reference

•
 

Update the Weight
 

and 
Quantity of Packages

 
as 

required

•
 

Mandatory fields are in bold 
with an asterisk *
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YODEL WebDispatch
 Receiver 

•
 

Click on the Product 
section box

•
 

Choose one of the 
Services available for your 
destination

•
 

Click on Save and Print
 Label

 
to produce the 

shipping label
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YODEL WebDispatch
 Piece Details 

•
 

Click on the Piece
 Details

 
tab

•
 

If you wish to give each 
individual package a 
reference then please 
populate the package 
reference section.

•
 

Type in the weight of your 
package and click Add 
Package

•
 

Repeat the step above for 
multiple packages going 
to the same address.
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YODEL WebDispatch
 Notification Tab 

•
 

Click on the Notify 
Receiver

 
tab (This function 

is optional. Only complete 
this section if you want to 
e-mail the receiver about 
the shipment.)
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YODEL WebDispatch
 Notification Tab

•
 

Enter the E-Mail text 
you would like the 
receiver to see

•
 

Enter the Name of 
the receiver

•
 

Enter the Email 
address of the 
receiver

•
 

Click on Add
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YODEL WebDispatch
 Save / Print 

•
 

Click on Save and Print 
Label

 
at the bottom of the 

page. This will print out the 
shipment paperwork.

•
 

If you would like to print 
the shipment paperwork at 
a later stage click on Save 
and Return. 

•
 

This will place your 
shipment in the Shipment 
List Overview.
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YODEL WebDispatch
 Save / Print 

The label will now load in a 
new Adobe Acrobat 
window. 

Print the label via the print 
button at the top of the 
screen.
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YODEL WebDispatch
 Shipment List Overview 

•
 

Click on the Shipment 
List Overview

 
button on 

the main navigation 
menu at the left of the 
screen

•
 

Here you can print the 
shipment labels for all 
saved shipments at 
once, if required.

•
 

Alternatively put a tick 
next to the shipment you 
would like to print

•
 

Click on Print
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YODEL WebDispatch
 Search Filter 

•
 

Click on the Search 
Filter

 
button on the 

main navigation menu 
at the left of the 
screen.

•
 

Here you can find 
shipments using 
specific search criteria.

•
 

Enter your search 
criteria and click on 
Load

 
at the bottom of 

the page

•
 

You will now see all 
shipments within your 
search criteria.
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YODEL WebDispatch
 Address Book 

•
 

Click on the Address 
Book

 
button on the main 

navigation menu at the 
left of the screen.

•
 

If you would like to add a 
new receiver address 
then click Add Address

•
 

If you would like to edit an 
existing receiver address 
click on the address 
record. (Clickable fields 
are in bold)
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YODEL WebDispatch
 Address Book Search

•
 

Click on the Search 
button and the following 
screen will appear.

•
 

Select the start letter of 
the first word in the 
Company Name

•
 

Click on the address 
record you would like to 
ship to, clickable fields 
are in marked in bold
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YODEL WebDispatch
 Reports 

•
 

Click on the Reports
 

button 
on the main navigation 
menu at the left of the 
screen.

•
 

To receive shipping reports 
Click on the Export 
Shipment Details

 
button
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YODEL WebDispatch
 Reports 

•
 

Enter the date from and to you 
wish to see the comprehensive 
report for.

•
 

Enter the e-mail address 
where this report should be 
sent to

•
 

Select the status of shipments 
you wish to see the report on. 
(The status Manifested

 
is 

applicable to see all shipments 
that were sent via Yodel)

•
 

Click on Create History 
Transmission

•
 

The e-mail recipient should 
now receive an e-mail with the 
Report as a pipe delimited text 
file.
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YODEL WebDispatch
 End of Day 

•
 

After completing the last 
shipment of the day you 
are required to run the 
End of Day manifest.

•
 

Click on the End of Day 
Manifest

 
button on the 

main navigation menu at 
the left of the screen.

•
 

Click Create Shipping 
List

•
 

Note: you must run the 
End of Day process for 
each Sender.
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YODEL WebDispatch
 End of Day 

•
 

Click Create Shipping List

•
 

The manifest report will 
open in a new Adobe 
Acrobat window.

•
 

Print the manifest report via 
the print button at the top of 
the screen.
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YODEL WebDispatch
 End of Day 

•
 

If you wish to reprint 
your end of day report 
click on the End of 
Day Manifest

 
button 

on the main 
navigation menu at 
the left of the screen.

•
 

Enter the date range 
and click on the Load

 button

•
 

Select Sender and 
click on the Create 
Shipping List
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YODEL WebDispatch
 Pick up 

•
 

Click on the Pick Up
 

button 
on the main navigation 
menu at the left of the 
screen.

•
 

Enter Pick Up Date, Ready 
By Time, Closing Time, 
Special Instructions for 
Yodel (optional) and 
Pickup Location.

•
 

Click on Request Pick Up
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YODEL WebDispatch
 Helpdesk Support

•
 

0870 011 4432

•
 

08.00 –
 

18.00 Monday to Friday

•
 

Track your shipments at: 
http://track.dhl.co.uk/tracking/
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