
Processing Orders
General Ins tructions for all Global-e Carriers (DHL and non-DHL)

Print the order’s documents either:

Please note the difference between fulfilling DHL orders vs. non-DHL orders: 
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Process Orders screen:
Login to the Global-e Merchant Portal and navigate to the Process Orders screen:

• In bulk mode – select the relevant orders (1) and click the Print Orders button (2)
• In individual order mode – click the Printer icon (3) on the relevant order line

Use this screen to process all orders that are shipped by Global-e carriers.
• Only orders that are ready to be shipped by Global-e carriers will be displayed 
• Orders are displayed according to the date range filter
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Orders   >   Merchant Hub   >   Process Orders



DHL orders

Apply the order’s documents on the parcel
For DHL orders, these documents will consist of:
• DHL‘s Airway Bill (AWB) - attach it to the parcel. 

If an additional AWB is printed, keep it as a 
reference.

• Commercial Invoice - insert it to a pouch 
attached to the parcel.

Please note:
• For PLT orders (marked with        ) an invoice  will 

not be printed. 
• For EU merchants shipping within the EU - an 

invoice will not be printed.

Schedule a pick-up
If you don’t have a scheduled DHL daily pickup, 
you can arrange a pickup through the following 
screen on the Global-e Merchant Portal: 
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5 The End-of-Day (EOD) procedure 
The procedure changes the status of the order in your e-commerce platform and notifies 
the customer that the order has been dispatched. The procedure should be performed 
after DHL arrives for the pick-up. 

Performing the End-of-Day procedure: 
• On the Merchant Portal, go to   Orders   >   Merchant Hub   >   Process EOD
• Click on the DHL logo
• Confirm the number of orders
• A manifest will be issued as a reference for the orders that were part of the EOD procedure

Orders   >   Merchant Hub   >   Pickup Request



For more information please visit Global-e Help Center

Apply the waybill on the order's parcel
For non-DHL orders only a shipping label 
with the GE hub address will be printed.

Have all non-DHL orders shipped to the Global-e hub through your local shipper
At the GE hub these orders will go through further processing, their final destination 
AWB will be applied and they will be shipped by the relevant carrier to your customer.
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Non-DHL orders

https://web.global-e.com/GlobaleAdmin/Home/HelpCenter

