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MyDHL+ Default Settings

The settings available by default in MyDHL +.

In "My Shipment Settings"

its ) Admin Settings

PMENT DEFAULTS MY 52

ViewPay Bill TI Shipping For: Default Group My Shipment Settings

My DHL Accounts

Customs Invoice Templates

Authorized Account Usage

Customs Clearance
Declarations

Retum Shipments

Save Shipments

Currency and Measurement
Addresses

My Productfliem List

Packaging Seftings
Shipment References
Printer Seitings
Mofifications and Sharing

1. Delivery options: Select Documents and add follow text: Documents — general business
It is possible to configure here: the type of shipment (documents or goods), the description of the

default content, as well as the service used.

For the Documents, please put “Documents - general business” in “My shipment description should
be” and “EXPRESS WORLDWIDE — (DOX)"” in “My default delivery option should be” Documents —
general business (please copy it from here and add it in your default settings)

Delivery Options

| want to default to this type of shipment

(® Documents

Ite
shipment.

Documents include legal, financial or business paperwork.

ns with monetary value are MOT considered a docume

My default destination countryfterritory (Ship To) should be

My shipment description should be

Documents - general business

My default delivery option should be |
EXPRESS WORLDWIDE - (DOX)

() Packages

Packages are goods, merchandise or commodities for
personal or commercial purposes

Clear Default Cancel Save
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2. Shipment Protection:
You can choose whether or not to insure our default shipment.

Shipment Protection

If Shipment Protection is available for the delivery options I'm selecting, | always want to add it for:

Package shipments Document shipments
O Yes ) Yes
(®) No (®) No

Clear Default Cancel Save

3. Customs Clearance:
For sending goods, you can configure: If you want to use the invoice created by the system or if you
want to attach a separate create by yourself, the default shipment purpose, the default shipment
description, the value, as well as the Incoterm.

Customs Clearance
For customs invoices, | want my default to be

(@) Create Invoice () Use My Own Invoice
Using my shipment information | have a printed invoice

My default shipment purpose should be

| Micro Export (Proforma Invoice) = |

My default shipment description should be

My default shipment value should be @
] |CHF

| will use this customs terms of trade View Definitions @

| Select One v

Customs Invoice Templates

Clear Default Cancdl Save




4. Courier Pickups: = Select No (I have a pickup scheduled already):
You can choose whether or not the pickup option will be available during the creation of the
shipment.

For customers who have a regular pickup (If the courier comes automatically, no need to call him).
You can also choose the option, "No (I have a pickup scheduled already)”.

Courier Pickups

If you schedule pickups as you create a shipment, you can set up defaults for your most used preferences (not applicable
for regularly scheduled pickups).

| want confirmation email when | schedule a pickup
[] Always send me pickup confirmation on the day of pickup scheduled

| want my export pickup default to be
Mo (I have a pickup scheduled already) v

Ule a pICRUp
[] Always send me pickup reminders on the day of pickup, at the start of the pickup window.

| want my import pickup default to be
| don't need a pickup v

Cancel Save

5. Return Shipments: = Select Never!

When you create a shipment, it also allows you to create a label for a return of this shipment valid
for3 months. This will automatically create a label that will reverse the sender and the recipient. If
the document or goods has to be returned to you later, your recipient will already have the label
attached to the shipment. All he will have to do a call to DHL when his shipment is ready. If you
select: "never", you will still be able to create import shipments and the question about the Return
Shipment will not appear during the shipment creation process

Return Shipments
| always want to create return labels

Newer

?1

Select One

Cancel
When I'm creating an outbound shipment s

After I've orinfed mv_ouibound shinning documenis



6. My DHL Accounts:

Here you can set the account you use the most by default. For the national, export and import. You
can also choose which account you want to invoice customs fees for or if you prefer to charge

themto the recipient.

My Shipment Settings

Manage Defaults

My DHL Accounts

Authorized Account Usage

Packaging Seitings
Shipment References
Printer Seffings

Notifications and Sharing

My Customs Invoice Templates

My Product/item List

My DHL Accounts

Default Account Settings

Display Accounts By
| Number (High to Low) ¥

Select Default Accounts

Close

Set up default accounts so they'll be pre-selected for that type of shipment. You can also change your account selections

when creating a shipment if needed.
Defaults for Shipments

Domestic witrin my country
- Corporate Account v |

Export (from my country to ancther country

- Corporate Account [

Import (from another couniry to my country
- Corporate Account
Domestic Return Shipments iwitn my couniny

- Corporate Account ~

Import Return Shipments (-t my country
- Corporate Account v [

Defaults for Duties and Taxes

Duties and taxes on Export Shipments (rom my country 10

I Ft.ece.i.\.;t.ar- ':vill pay v |

Duties and taxes on Import Shipments (rom another country 1o
|. Rai_:.ewar will pay i
Duties and taxes on Return Shipments (fom arother courty o
| IRe-.:.e.i'.lrer will pay v

Cancel Save

7. Packaging Settings:

Shipment Defaults

Manage Defaults

My DHL Accounts

Authorized Account Usage

I Packaging Settings l

Shipment References
Printer Seffings

Notifications and Sharing

My Customs Clearance Setfings

My Customs Invoice Templates

My Product/ltem List

Packaging Settings

You can choose which packaging you want by default when you create a shipment.

If you frequently use the same packaging, you can set up defaults to help you save time when creating shipments. You can turn

defaults on/off or modify whenever needed.

Default Packaging

| want this to be my default when shipping documents

UN_Card Envelope *

| want this to be my default when shipping packages

MNumber of Packages/Pieces
Select One A\ -

When describing my packages, | want these defaults

[] Distribute total shipment weight across all packages (same weight for each package/piece)

[C] Option to add references to each package/piece
i Option to indicate when a package is a pallet

Close | Save




8. Shipment reference:

Shipment Defaults

Manage Defaults

My Saved Setlings

My DHL Accounts

Authorized Account Usage

Packaging Seftings

Shipment References

Printer Settings

Notifications and Sharing

ms

Clearance Settings

Wy Customs Invoice Templates

My Productitem List

Digital Customs Invoices

9. Printer Settings:

My Shipment Settings

Shipment Defaults

Manage Defaults

Wy Saved Settings

My DHL Accounts
Authorized Account Usage
Packaging Seftings
Shipment References

I Printer Settings |

Motifications and Sharing

My Customs Clearance Settings

My Customs Invoice Templates

My Productitem List

Digital Customs Invoices

You have also to set a default shipping reference. Your cost center must appear here. By clicking on
add a reference:

Shipment References
When creating shipments you can add a reference which will appear on the shipment waybill/label. You can set up your most

used references so that you can quickly select them as you create shipments.

Rename the Reference Field to & Reference v Update

Default Reference 0

None

My Saved References

Add Reference

[0 Reference~

This allows you to choose if you want to print on a laser or thermal printer (self-adhesive labels). In
addition, you can choose whether or not you want to print a shipping receipt.

Printer Settings

Use this printer when printing shipping labels
Laser Printer

3 |

[ Aways print Shipment Receipt

["] Aways print a copy of the waybill (for my records)
[_] Print 2 labels per page (laser paper format)
[T Print additional Recipient Address Label

Cancel Save Changes



10. Notifications and Sharing:
Shipping information can be emailed to either the recipient, the sender, or both. You can also choose
for which stage he should be informed, as well as what information should be in the email.

My Shipment Settings

Shipment Defaulis

Status Notifications and Sharing Details

Manage Defaults

My Saved Seftings You can save time when creating shipments by setting up how you want notifications and emails sent.

My DHL Accounts

B Learn More

Authorized Account Usage

Packaging Settings Set Default Sender ©

Shipment References Email Address | notification@dhl.com

Printer Setiings

Notifications and Sharing H Status Notifications Quick Guide to Nofifications

[Er Setting Up Notifications

Ny Customs Invoice Templates

send notifications for these statuses
My Product/item List

Picked Up Clearance Customs Exceptions Out for Delivered
Digital Customs Invoices Event Clearance DE"VEI’V
To the [ Email ] Email [ Email ] Email () Email [ Email
Recipient*
P [JsMms/mext [ |smsrmext [ ] sMsText [ SMs/Text [ SMSext [ SMS/Text
Send | English v
notifications in
To Me [ Email ] Email [ Email [ Email [ Email [ Email
[IsMmsmext  []sMsText [ SMSText  []SMSMext [ SMSMext  [(] SMS/Text
Send | English v ‘
notifications in

If you want to inform the shipper or receiver or a third party about the shipment, please choose:

Sharing Details

[E» Sending Emails

| always want to share with
"] The Recipient
] The Sender

| also want to share with

Choose a Share Template

B Add

Use DHL Template Create Email Template

Attach these details @

[[] Pickup Confirmation Number
[C] Shipping Label (Wayhbill)

[C] Customs Invoice

[] Shipment Receipt

Include this message in share emails




11. My Product/Item List:
Save your default shipment descriptions. Like that you don’t have to enter every time the same
description again. With one click the description will be selectable during the shipment
creationprocess. Like that you can save time.

My Shipment Settings

My Product/ltem List

Manage Defaults

Create and maintain a list of your company's products or any items you ship frequently so that you can quickly select them when

creating a customs invoice.
My DHL Accounts

Authorized Account Usage Filter Search

Al v| | Q

Packaging Settings

Shipment References | Upload a List | ‘ Download My Product List | Add a Product/item

e
Printer Settings =]

Item Name ¥ Description Country of Manufacture

Mofifications and Sharing

cD cD Switzerland
O

My Cusioms Clearance Seltings Delets Edit
Ly e e =B U T A O | USB + Documents USB + Documents Switzerland

Delete Edit

I My Producttem List |

‘ 1-20f2

Please add your description and save it (example for CD):

Add a Product/ltem < Back

Item Mame

e |

Description Export Commodity Code @ Where was the item made? @
v .
‘ cD | ‘ | | Switzerland

‘ L

Cluantity Unifs ltem Value MNet Weight Gross Weight
" =
K || kitograms |+ || 2 KG | 05

L]
P
=

‘ w

KG

Motes

Cancel Add




One more thing can be useful for users. This is the course of the expedition.
You can choose under "My profile", "Manage MyDHL +" "Your Shipment Creation Process".

RS FE, . DHL Express

MyDHL+ Home Ship  Track

My Profile

Update My Info

Change Password

Manage MyDHL+

i HelpComer  Locsiors  Engish | Fragas | Ommer | mia [

Manage Shipments 0 Admin Settings ViewPayBil 1) Shipping For: Defaut Group My Shipmant Setiings:

Manage MyDHL+

We have designed our shipment process and dashboard views for different customer needs — choose the option that suits you best!

Your Shipment Creation Process

Select the process that you prefer. Both options summarize your shipment details as you go and allow you to edit before finishing. You
can switch options at any time.

B Step-by-Step

B¢ All-in-One

Step-by-Step All-in-One

Cancel | | Save

Manage Quick Links

Your MyDHL+ Dashboard # Edit

# Edit

You have two different views during the shipment creation process.
One view is to be guided step by step (not recommended) - If you want to create the "Step by step"
expedition by validating each step with the "Next"

Clear Address

[ Residential Address

Notes about this contact

Clear Address

The other view is All-in-one (recommended).
Like that, you remove the "Next" button and it just lets you go down to create the rest of the

shipment.

[] Residential Address

Clear Address

Shipment Details

EORI Number

[_] Residential Address

Notes about this contact

e I:l

Isita

‘ @ Packages

Some items you might think are documents are
not - check before completing your shipment.

> Help me determine if my item is 2 document



