


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

CREATE ADOCUMENT SHIPMENT

2.  Fillinthe ‘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.
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Click ‘Ship’ then ‘Create a Shipment’

on the top menu bar. Alternatively,
you can use the dashboard to quick
start the shipment creation process.
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—EPFLFL . DHL Express

Home Ship Track Manage Shipments o
Create Shipment Pay Print
From

Shipment Details
What are you shipping?

@ Packages

Describe the documents in your shipment
Select a description or provide your own detailed description. @
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Helpand Support  Findalocation | Q English | Francais @[]

ViewlPay Bil My Shipment Settings &, My Profile
B Save for Later

(o)

ph. 53113

Is ita document?
mmodities for personal or Some items you might think are documents are
not - check before completing your shipment,

> Help me determine if my item is a document

Add Shipment References.
Reference (appears on shipping labelwaybill)

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

click ‘Next’.
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Create Shipment

Pay

Print
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Items
Some items that are prohibited when shipping to
Germany. View Prohibited Items
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Home  Ship  Track  Manage Shipments €

Create Shipment Pay Print

From

@ Documents Documents - general business

Select Packaging

Packaging Quantity
v

‘ Your Own Package 1

Help and Support  Find alocation | Q English | Francais [J& ]

View/Pay Bill My Shipment Seftings

[ © cancel [N o Assign ti ipment
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Edit
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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.

Helpand Support Findalocation | Q  English | Francais [

View/Pay Bill My Shipment Settings & My Profile
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Tips for Weighing and Measuring
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Confirm billing details in ‘How you
would like to pay? ’section. Once
complete click ‘Next’.
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EXPRESS 900

CAD 109.35

Thursday Detais v

EXPRESS 1200

You now have the opportunity to
select any optional services available
onyour shipmentinthe ‘Optional

Services’ section. Once confirmed
click ‘Next’.

Help and Support Find a location | Q. English | Francais [J& ]

ViewlPay Bil My Shipment Settings 2. My Profile

BB SFE, . DHL Express

Home  Ship  Track

Create Shipment

From

@ Transportation charges paid by Credk

caty | Shipment Date Tue, 9 May, 2023
B! Shipment Cost 12558 CAD

Optional Services

£ GoGreen Plus

[ Adut Signature

Select when you would like your
shipment to be delivered by clicking
the ‘Select’ button next to your

desired service.

Hepand Support Findalocaton | Q Engish | Franas e v
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¥
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Delivery Date 11 May, 2023 ;
Delivered By : 900 am Eat

Charges Apply 0.43 CAD

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.



10. You will now see the

—EPELEL . DL Express Hop ana support Findalocaton | Q. Engtish | Frangais e v
Home  Ship  Track

Create Shipment

From

= APIFE . DHL Express

‘Shipment
Cost Summary’, if you are happy
with the summary click ‘Accept and
Continue’ . Your shipment has now
‘Print Wayhbill’

and attach to your shipment.

been created, click _EPELE o expres
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9. Ifyourequire areturn label select
‘Yes — Create Label’ and follow the
on screen instructions. If no select
‘No’ and then click ‘Next’.

Helpana Suzpon i clocaton | Q. Encisn | Francais ] +

Help ana Support Finaslocaton | QU Engish | Francsis e v
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CREATE A PACKAGE SHIPMENT

2.  Fillinthe ‘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.
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Click ‘Ship’ then ‘Create a Shipment’

on the top menu bar. Alternatively,
you can use the dashboard to quick
start the shipment creation process.
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e Supper Fnaosston | Q
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Home  Ship  Track  Manage Shipments €

Create Shipment Pa) Prin

From

ph. 53113

Shipment Details
What are you shipping?

© Documents, ‘ Prohibited Items.

© Packages

Germany. View Prohibited Items

L/} Shipmentis subject to customs duty and taxes.

he purpose of your shipment? @
s

Tell Us What You're Shipping
Select now you would like to provide your item deails

&3 Describe tems ‘ © Upload item Details

Describe each unique item in your shipment separately

Tell Us What You're Shipping
Select how you would like to provide your item details

Describe each unique item in your shipment separately
Avoid shipment delays! Accuracy matters to customs authorities. Add each unique item One At a Time. Provide details in English only.

(] I want DHL to estimate duties and taxes based on items in my shipment @

O

O

What is the item?

Unique Item Description

Quick Guide for Describing Items

Create Description J2 OR ‘
Quantity. Units (How the item is packaged) Value (Per Item) Weight (Per ltem) @
v * *
1 Select One " caD b
Where was the item made? @ Commodity Code @
[ Q
("] Add line item reference
Add from Product/ltem List
Total Units 1 Total Weight: -~~~ LB Total Value: --.-- CAD

=EPFLL . DHL Express
Home

Create Shipment

Select if you will ‘Create an Invoice’
(continue to follow steps) or ‘Use My
Own Invoice’ (skip to step 6).

[© cancel ll & Assionvis snipmens [RETETR RIS
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engtan | Faress o]

ViewPsy Bl Wy Snipment Settngs L, My Profie

@ Save for Later

Some items that are prohibited when shipping to

Select ‘Packages’ and purpose of your
shipment from the dropdown list.
Complete the ‘Shipment Details’ section.
Once complete click ‘Next’.

g HELPFUL TIP

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

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

Helpand Support Findalocation | Q  English | Frangais [J&]|

View/Pay Bill My Shipment Settings £, My Profile

@ Save for Later

Ship  Track  Manage Shipments €

From

Q DHL Express Canada

ent Protection Value 1.00 CAD

Total

Customs Invoice Details
‘You can provide additional information to appear on your DHL customs invoice or you can use your own customs
invoice. You can also provide any additional customs related documents for this shipment

Invoice Details

Invoice Number
You can provide a number that is helpful for you and customs to refer to,

(0] 1 would like to include an invoice number

Additional Invoice Information (Remarks)

7
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5. Complete the invoice details and
then click ‘Next’.

—EPFFL . DHL Express

Home  Ship  Track  Manage Shipments @)

Create Shipment

From To

Qs Packages clothed ipment P

;(} No Additional Parties No Shipment Tax ID

Select Packaging

Packaging Quantiy Weight Length Width Height
v N . h -
Your Own Package 1 b i x nx

Total Packages: 1 Total Weight: «».-- LB.

7. Confirm billing details in ‘How
you would like to pay?’ section.
Once complete click ‘Next’.

Help and Support  Findalocation | Q

English | Francais [
View/Pay Bill My Shipment Settings & My Profile

@ Save for Later

6. Complete the ‘Select Packaging’ section
ensuring you have selected ‘My Own
= Packaging’. Once complete click

‘Next’.

Tips for Weighing and Measuring

Add Another Package

=B SFE, . DHL Express

Home  Ship  Track

Create Shipment Pay —— Prir

From

0 pifpmam @

Help and Support  Find alocation | Q English | Francais [ v

Regster Login

Edit
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Select when you would like your
shipment to be delivered by clicking
the ‘Select’ button next to your
desired service.

If you would like to schedule a pickup,
select ‘Yes — Schedule Pickup’ (if

not, skip to step 11). 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’.

0 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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—EPFFE, _ DHL Express

Home  Ship  Track  Manage Shipments @)

I'm sending my shipment on

s .8 1.8

=1 (©)

Delivery Date Delivered By

May

"

Thursday

9:00 am

EXPRESS 9.00

May

"

12:00 pm
Thursday

EXPRESS 1200

Help and Support  Find a location | Q. English | Francais [J& ]

ViewPay Bil My Shipment Settings &, My Profie.

CAD 129.58 m

CAD 109.35

Detaits v

9. You now have the opportunity

to select any optional services
available on your shipmentin the
‘Optional Services’ section. Once
confirmed, click ‘Next’.
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—EPLFE . DHL Express Help and Support  Find alocation | Q. English | Francais ]| ~

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

—ERELE . OHL Express Holp and Support Findalocaton | Q. Engllen | Frangais @ v

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 Waybill’ and attach to your

shipment. —EPELE _ OHL Express Help and Support Find alocation | QU English | Francas I+l -








