MyDHL+

HOW TO CREATE A SHIPMENT — STEP BY STEP GUIDE

DHL Express — Excellence. Simply delivered.

— P, . DHL Express

MyDHL+ Home Ship Track

pom——

& No account? No probiem!
B Get a quick quote and start shipping
@ View packaging and celivery options

Need a quick quote to see rates and delivery
options before you ship? MyDHL+ makes that
@asy 1o do! Then you can quickly create

your shipping label and schedule a courier
pickup.

Benefit from our powerful and time-saving
features.

MyDHL+ is a one-stop shipment management
solution. When you register, you'll be able to
create your own address book

enthicton cooio

Login

Email Address

Remsmber me @

Not Registered?

Track Your Shipments

The New MyDHL+

We've made it quick and easy for you to do
everything you need to do online. Get rates,
create shipping labels, create courier pickups,
track and more!
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MyDHL+ How to create a shipment — Step by step guide

CREATE A DOCUMENT SHIPMENT

P PTL. .. OHL Express
MyDHL+ Home Ship  Track Manage Shipments (0]

Create a Shipment
Welcome to M s Gimont Som Pt
Create Shipment from Favourte

EE LR Get a Rate and Time Quote

My Shipments

>

Fill in the ‘From’ section with your

details and the ‘To’ section with the
receiver’s details. Once complete click

‘Next'.

O HELPFUL TIP

If you have a DHL import
account, you can create imports
from around the world by
simply completing the ‘From’
section with where you want
the parcel collected from.

You will be provided with
handy hints and information to
help you complete the sections
throughout the shipment
creation process.

Click *Ship’ then ‘Create a Shipment’
on the top menu bar. Alternatively,
you can use the dashboard to quick
start the shipment creation process.

Create Shipment

From

Name
Suraj Odedra

Company ©
SURAJ ODEDRALTD

Country
United Kingdom

Address
TEST 100

Address 2

Address 3

Postal Code city
TWs9LW || hounslow

Email Address
‘SODEDRALTD@YOPMAIL.COM

Phone Type Country Code  Phone

Mobile v | |SfE 44

("] SMS Enabled

Add Another

VAT/Tax ID

EORI Number

M Residential Address

Clear Address

| 7939 557661_

£ Assign this Shipment B ICERSIEIES

To
s a Name
“= Switct *
B
Company ©
Country
.
Email Address
Phone Type Country Code Phone
Mobile v 2

() SMS Enabled

VAT/Tax ID

EORI Number

[ Residential Address

Notes about this contact
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= EPLFIL. . DHL Express
MyDHL+ Home  Ship  Track

Create Shipment

Shipment Details

Manage Shipments €

© Documents.

Describe the documents in your shipment

Complete the ‘Select Packaging’
section ensuring you have selected
‘My Own Packaging’ in the red
highlighted box. Once complete

click ‘Next’.

AP PFE, .. DHL Express
MyDHL+ Home ~ Ship  Track

Create Shipment

How would you like to pay?

| | Packages

Manage Shipments €O

MyDHL+ How to create a shipment — Step by step guide 3

3. Select ‘Documents’ and complete
the ‘Shipment Details’ section. Once
complete click ‘Next'.

’ O HELPFUL TIP

You will always be able to see and
amend your previously completed
sections, which is displayed in grey at
the top.

P SLE, .. DHL Express

MyDHL+ Home  Ship  Track Manage Shipments 1)

Create Shipment

Select Packaging

5. Confirm billing details in ‘How you
would like to pay?’ section. Once
complete click ‘Next'.
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~EPSTE . Ov tapren

1,CHLs Home

6. Select when you would like your

shipment to be delivered by clicking
the ‘Select’ button next to your
desired service.

= EPSTLE, . DHL Express

-~ o MyDHL+ Home i Track Manage Shipments €D

Create Shipment

7.  You now have the opportunity to
select any optional services available
on your shipment in the ‘Optional

Optional Services

Services’ section. Once confirmed
click ‘Next’.

8. If you would like to schedule a
pickup, select “Yes — Schedule Pickup’
(if not, skip to step 9). Use the
yellow sliders to specify the time a
courier will come for collection, then
complete the location of package
and weight fields. Once complete
click ‘Next'.

O HELPFUL TIP

The yellow sliders will only
allow you to specify a time

that a courier is available to
attend your location for a
collection.
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—BPSTE, . DHL Express

MyDHL+ Home  Ship  Track Manage Shipments ()

Create Shipment

9. If yourequire a return label select
'Yes - Create Label’ and follow the
on screen instructions. If no select
‘No’ and then click ‘Next'.

Do you need a return label?

Valid for = Months

Yes — Create Label

=BPSLL. . DHL Express T <

MyDHL+Home ~ Ship  Track  Manage Shipments (D vensays o 2 e

Shipment Cost Summary

EXPRESS WORLDWIDE
Mon, 21 May, 2018

Volumetric Weight ©
Total Weight 0.5 kg

Terms and Conditions

and declare that this shipment does

10. You will now see the ‘Shipment
Cost Summary’, if you are happy
with the summary click ‘Accept and
Continue’. Your shipment has now
been created, click "Print Wayhbill’ P
and attach to your shipment. FOrC s one B BT o S D

© o Print

Print and You're Done!

Print and preview your documents Your Tracking
9770220110

Pickup Details
Fri, May 18, 2018
45 pm

Complete Shipment
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CREATE A PACKAGE SHIPMENT

P STE, .. OHL Express

MyDHL+ Home  Ship  Track  Manage Shipments @

Creale a Shipment
Welcome to Mg Shipment from Past
Create Shipment from Favourte

§ Geta Rate and Time Quote

My Shipments

Schedule a Pcksp 5

Uploada Saigment e 1. Click 'Ship’ then ‘Create a Shipment’
on the top menu bar. Alternatively,
you can use the dashboard to quick
start the shipment creation process.

Create Shipment Pay drint © Cancel [l B Assign this Shipment [SI-JCITE AT
[ © concel [ & pssan tis sipmes
From To
. . . . Name e Name
2. Fillin the ‘From’ section with your Sura Odetra B S Bl
details and the ‘To’ section with the T v g .
receiver’s details. Once complete oty ) ooty .
United Kingdom
CI ICk 'NEXt" Address Email Address
TEST 100 v
Address 2 Phone Type Country Code Phone
Mobile v 2 *
Address 3 () SMS Enabled
Postal Code Cit
O HELPFUL TIP wsow |7 r:i)unslow b P
Email Address EORI Number
If h DHL . t ‘SODEDRALTD@YOPMAIL.COM &
ou have a impor
Y por Roen memou oo e SERT——
account, you can create imports ] - - Notes about i contact
("] SMS Enabled
from around the world by —
simply completing the ‘From’ VAo 0
section with where you want
the parcel collected from.
M Residential Address
Clear Address
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3. Select 'Packages’ and complete the

—DPELL . OHLExpress oo e g 5 ‘Shipment Details’ section. Once

MyDHL+ Home  Ship  Track Manage Shipments () complete C|iCk ‘Next’.

o HELPFUL TIP
Shipment Details

You will always be able to see and
Lo | eee——

hialaisde amend your previously completed

You'll need a customs invoice for this shipment — DHL can create it for you!

o i or s e sections, which is displayed in grey
Create Invaice Use My Own nvoice at the top.

You will be provided with handy
hints and information to help you

complete the sections throughout

the shipment creation process.

—BPSLE, . DHL Express el Cen s Engien S

MyDHL+ Home  Ship  Track Manage Shipments ()

4. Select if you will “Create an Invoice’

Shipment Details

(continue to follow steps) or ‘Use My & Documents - [P

Own Invoice’ (skip to step 7).

You'll need a customs invoice for this shipment - DHL can create it for you!

A complete and accurate invoice (Requ Packages) helps with customs clearance.

Create Invoice Use My Own Invoice

—EPLSLE . DHL Express
MyDHL+ Home Ship Track Manage Shipments €2

Create Shipment - — anc > Assign this Shipment

Shipment Details

@ Documents

5. Select the purpose of your shipment

Youll need a customs invoice for this shipment — DHL can create it for you!
Aco ar 3 for ps

o D S T e T and the reason from the dropdown

Use My Own Invoice

list. Once complete click ‘Next’.

purpose of your shipment? ¢
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7. Complete the ‘Select Packaging’
section ensuring you have selected
‘My Own Packaging’ in the red
highlighted box. Once complete

click ‘Next’.

=BPSFE. . DHL Express
MyDHL+ Home Ship Track

Create Shipment

How would you like to pay?

Manage Shipments €&

BB SLE, .. OHL Express
MyDHL+Home  Ship  Track

Create Shipment

Select Packaging

6. Complete the invoice details in the
section highlighted in red and then
click ‘Next'.

Manage Shipments €0

8. Confirm billing details in "How you
would like to pay?’ section. Once
complete click ‘Next’.
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AP SFE. . DHL Express Locaors  engien S5

MyDHL+ Home  Ship  Track Manage Shipments €5

'm sending my shepment on

18

9. Select when you would like your
shipment to be delivered by clicking

the ‘Select’ button next to your
desired service.

=P PPL... DHL Express

MyDHL+ Home  Ship  Track Manage Shipments €5

Enroll to Send Digital Customs Invoices

8l customs invoice for this shipment
‘You will need to print hard copies of your customs invoice to include with this shipment
10. You now have the opportunity to
Optional Services
select any optional services available O Setrdoy Pk
on your shipment in the ‘Optional O GoGreen Cimate Neural
Services’ section. Once confirmed [ ersber Noseuston

click ‘Next’.

AP . DHL Express Hepcense  Engtn {0
MyDHL+ Home  Ship  Track  Manage Shipments € ViewPay Bi My Shipment Setings . My Profie i .
o 11. If you would like to schedule a pickup,
Do you need a courier pickup? . . e
Y PP select ‘Yes — Schedule Pickup’ (if not,
. .
T skip to step 12). Use the yellow sliders
to specify the time a courier will come
I'm sending my shipment on © Pickup Window — When the courier may arrive. Your shipment must be ready.
£ for collection, then complete the
location of package and weight fields.
Please allow at least 120 minutes for your Pickup Window .
The latest time a request can be made for pickup today is 17:00 Once complete C||Ck 'Next'.

Where shouid the couier pick upthe shpment? Pickup Address
Select One

Suraj Odedra
Total Pickup Weight SURAJ ODEDRALTD
05 v United Kingdom
TEST 100

hounsiow, TW5 SLW
Instructions for the courier SODEDRALTD@YOPMAIL.COM
444 7939 557661 HELPFUL TIP

The yellow sliders will only allow

you to specify a time that a
courier is available to attend your
location for a collection.
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=P PPL... DHL Express

MyDHL+ Home  Ship  Track Manage Shipments €B)

Do you need a return label?

Label is valid for 3 Months

Yes — Create Label

13. You will now see the ‘Shipment
Cost Summary’, if you are happy
with the summary click ‘Accept and
Continue’. Your shipment has now
been created, click ‘Print Wayhbill’
and attach to your shipment.

=P PPL... DHL Express

MyDHL+ Home  Ship  Track

Shipment Cost Summary

EXPRESS WORLDWIDE
Mon, 21 May, 2018 - End of Day

Volumetric Weight @ 0.025 kg
Total Weight 0.5 kg

Terms and Conditions

accept DHL's Te

—BPLTE. .. DHL Express

MyDHL+ Home  Ship  Track

o o

Print and You're Done!

12. If you require a return label select
'Yes - Create Label’ and follow the
on screen instructions. If no select
‘No’ and then click ‘Next'.

Manage Shipments €5

does not include any P

Manage Shipments €D

Print and preview your documents

Complete Shipment









