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MYBILL CSV GUIDE 
CSV-FORMAT FOR TRANSPORT AND CUSTOMS INVOICES  

 

IDNIVIDUALIZING CSV FILES FOR TRANSPORT INVOICES 

By default, MyBill provides you with CSV files that contain all the columns found in 
the sample files above. However, if you only need selected columns to manage your 
transport invoices and would like to individualize the CSV files for these invoices 
accordingly, this is possible. 
 
The data extract is then reduced according to your specifications and the columns are 
output in the order you specified. If you receive several invoices, the files can also be 
chained (consolidated), which reduces the work involved in importing the CSV export 
into your accounting systems. 
 
This guide shows you how you can easily create a new, individualized CSV template 
for your transport invoices. Individualization is not possible for CSVs customs 
invoices. 
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CSV-FORMAT WITH MYBILL 

This guide will help you if you import CSV files into your inventory management or 
accounting systems for easy or automated invoice management.  
 

To ensure that all accounting data enters your systems correctly and can be processed 
smoothly, it is important that the assignment of columns in your CSV file matches the 
conditions in your system. 
 

To ensure this, you can download samples of the standard CSV files for customs and 
transport invoices and familiarize yourself with the order of the columns. 
  

 

 

Transport CSV Customs CSV 

https://www.dhl.de/content/dam/dhlde/external/Express/dhl-express_muster-csv_transport.zip
https://www.dhl.de/content/dam/dhlde/external/Express/dhl-express_muster-csv_zoll.zip
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Step 1:  In the “Invoice Overview” tab, select the invoice(s) for which you w ant to add the CSV files by clicking on the boxes next to the respective 

invoices.  
 

Step 2: Click on the “Download” button and you will automatically be taken to the download sele ction page. 
 

Step 3: Now click on “Setting individual format“. This takes you to the configuration view.  

 

 

 

 

 

 

 

 

 

 

 

 

MYBILL CSV GUIDE 
CREATE AN INDIVIDUALIZED CSV-TEMPLATE IN 4 STEPS 

Click on “Customize format”  
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click on “Download” 
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Step 4: Adjust and save desired settings in the configuration overview. 
 

 To remove columns that should not be included in your CSV file, click them in the “Included Column Headers” and drag them over to the “Excluded 

column Headers” area.  

 To change the order click and drag the particular heading below “Included Column Headers” to the desired position, e.g. upwards or further down. 

 After saving the data, click on the button “Done, apply settings”. 

Choice of previously saved 
configurations 

Column headers that do not 

appear in the file 

Column headers that appear in 

the CSV file 

Selection of the sort order of the 
columns 

Consolidate multiple invoices  
(if selected) 

Add to saved 

configurations 
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Save & apply settings 



DHL Express – Excellence. Simply delivered.   

  

DHL Express Germany GmbH 

Marketing Services 

Stand 05/2020 

dhl.de/express 


