
  

MyDHL+ Default Settings 

The settings available by default in MyDHL +. 
In "My Shipment Settings" 

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) 

 



  

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

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. 

 



  

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)”. 

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 
for 3 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 

 



  

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 
them to the recipient. 

7. Packaging Settings: 
You can choose which packaging you want by default when you create a shipment. 

 



  

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

9. Printer Settings: 
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. 

 



  

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. 

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

 



  

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 
creation process. Like that you can save time. 

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

 



  

My Profile: 
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". 

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" 

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. 

 


