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Registering to MyDHL+

As a rule, you should create your MyDHL+ account yourself once our Sales department has opened
an account number for you, but it is also possible to create your account without an account
number. In this case, you will be able to use a credit card or PayPal to pay for the shipment charges.

The registration is started via the Register button on the MyDHL+ front page:

=PV . DHL Express Help and Support Find alocation | Q English | Suomeksi -|— v

Home Ship Track Login

}

Welcome to

DHL Expi‘ess Get Started Now

el Malun e
shipping expertise, + .  »
"3 \ " .

If you’re registering to use the Finnish MyDHL+, make sure you can see the Finnish flag in the top
right corner of the page.

The first part of the registration process asks if you have an account number for DHL Express

Register for MyDHL+

Enjoy the Benefits of MyDHL+

You'll see how shipping online can be fast and easy! Experience time-saving features for creating, managing and monitoring shipments, plus much more — all in one
convenient place!

Do you have a DHL Express account number?

Yes ‘ ‘ No

If you have already gotten your account number from your sales representative, select Yes. If you
do not have your account number yet, you can still create your account and add the number later
once you receive it.

If you have selected Yes to having an account number, you will be asked to type itin and give it a
nickname



Register for MyDHL+

Enjoy the Benefits of MyDHL+

You'll see how shipping online can be fast and easy! Experience time-saving features for creating, managing and monitoring shipments, plus much more — all in one
convenient place!

Do you have a DHL Express account number?

Yes v No
Enter Your DHL Account Number You can enter a DHL account
now. Once you start using
Account Number Type Nickname @ MyDHL+, you can add more
-

accounts and manage account
settings

You can determine the Nickname for the account yourself. The nickname will be shown in your
MyDHL+ profile with the account number and helps you in telling apart different account numbers in
your profile.

If you do not have an account number, you will be asked if you wish to open one.

Regardless whether you have an account number or not, you will be asked to fill in your contact
details next

Your Details Create Your Login @&
=— FINLAND [ @ Change Location Email Address .
Title First Name Last Name
- * Password

v *

GCompany &
* Confirm Password
*
Phone Type Code Phone
" v *
Mobile v + 358

[] SMs Enabled

\:\ I'would like to receive informational emails and promotional offers from DHL

Your Details

If you do not have a Finnish phone number, you

-'— FINLAND | & Change Location
can change the phone number country code by

jutic FLEHEE oz Name . erasing the code from the field and typing in the
v
correct country code. This will give you a list of
AT . countries where you can select the correct one.
Phone Type Code Phone

Mobile v | |mE 49 Please note that the country code should not

[[] SMS Enabled include the + sign, but only the numbers in the
country code.

If you are using the auto-fill option of your browser and the site does not accept the phone number,
make sure that your phone number has not been inserted as the country code in full.



Your password should meet the following Create Your Login @

criteria:
Email Address

e atleast 8 characters

e atleast one lower case letter Passward Y
e atleast one upper case letter

e atleast one number Your password must )
e atleast one special character @ Deatleast s characters

o contain 1 lowercase letter
0 contain 1 uppercase letter

contain 1 number

For safety reasons, the MyDHL+ password
expires every 90 days.

contain 1 special character, such as: 1@#5%*?

Once you have filled in your contact information, you will be asked to accept the terms and
conditions and the privacy and cookies policy. You will also be asked to select one of the images
shown on the page.

Accept Terms

W) 1 accept the DHL Express Terms and Conditions and Digital Customs Invoice Terms and Conditions

W) | accept the DHL Express B Privacy and Cookies Policy

Click or select the Airplane

wH /s BPI N A ® 0 [

After a successful registration, you will receive a link to activate your account. The link is valid for 24
hours, but if for any reason you are unable to activate the account before the link expires, please
contact Technical support for an new link.



Customization

When you first log in to MyDHL+, we recommend familiarizing yourself with the customization
options found in the My Profile menu and updating them based on your needs.

=BT . DHL Express Help and Support Findalocaion | @ English | Suomeksi wjem

Home Ship Track Manage Shipments View/Pay Bill My Shipment Settings -

Update My Info
Change Password
Manage MyDHL+

Create aNew Shipment || Create from Favorite | Create from Past | Schedule a Pickup | Get Quote My ShipmERTRRT"
Past 90 days of

» Saved By Me (6)

Welcome to MyDHL+

Country/Territory > View All Shipments

®
P

"
_ Street address, city, postal code, country. £
Track

Next

On the Update My Info page you can update all your contact information except for your email
address. We recommend adding your address here before creating your first shipment.

My Profile

| Update My Info

Ch; Password "
ange Fesene Contact Information

Manage MyDHL+

Title Name Phone Type Code Phone
A v ] v v
| v | ‘ Essi Esimerkki ‘ | Mobile |-|— 358 | ‘ 4004444444
Company . [[] M43 Enabled
| Esimerkki Oy ‘

Add Another

Country

= ~ VATMaxID
| Finland ‘

Address

- v
| Katuosoite 24 ‘ EORI Number

Address 2

Address 3

Postal Code City State
| 00100 |“ ‘ HELSINKI “" ‘

[[] Residential Address

[ Business Contact

If you need to update your email address, please contact technical support either by email or by
phone.



On the Manage MyDHL+ page you can change how you view MyDHL+ based on your needs.
My Profile

Update My Info

Manage MyDHL+

Change Password

| 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
Your MyDHL+ Dashboard
Manage Quick Links

Under the You Shipment Creation Process setting you can choose between Step-by-Step or All-in-
One view when creating shipments.

| Manage MyDHL+

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.

[&r Step-by-Step

[ All-in-Cne
Step-by-Step All-in-One

Cancel Save

In the Step-by-Step view you have one phase of the shipment creation process open at a time, and
you will be able to proceed to the next one only after all the mandatory information has been filled
in. If you select the All-in-One view, you will have most of the phases available right away when
beginning the shipment creation.

Your MyDHL+ Dashboard setting allows you to choose between the Creating Shipments and
Monitoring and Tracking views when you log in into MyDHL+.

Your MyDHL+ Dashboard
It's up to you — just select the dashboard view you want to see when logging into MyDHL+!
= Creating Shipments
=¥ Monitoring and Tracking
Creating Shipments Monitoring and Tracking /

View Shipping Dashboard Example View Tracking Dashboard Example

Cancel Save

The Creating Shipments view is the default view, it places the address fields for sender and receiver
on the front page to quickstart the shipment creation. The Monitoring and Tracking view places a
field for tracking numbers on the front page to make it quicker to track shipments.



On the Manage Quick Links settings you can create your own quick links for pages you need to visit
often.

Manage Quick Links

Add Quick Link

[0 Link Name ¥ URL
FINTARIC hitps://asiointi_tulli fifasicintipalvelu/fintaric/
H Delete Edit
o Google hitp//www.google.com
Delete Edit
o Postinumerchaku hitps:/fwww.posti.fiffilpostinumerohaku
Delete Edit
Cancel Save
These links will be shown on the MyDHL+ front page, My Pickups
below your upcoming and previous pick-ups. Upcoming
No pickups

Previous Pickups
No pickups
View Al

Quick Links

> Google
> Postinumerohaku
> FINTARIC

Add or Edit Quick Links



Shipment creation

The shipment creation process can start with filling in the A and B fields on the MyDHL+ front page,
where A is the sender and B the receiver address.

—BPSFEL . DHL Express Helpand Support Findalocation | @ English | Suomeksi s
Home Ship Track Manage Shipments & ViewPay Bill My Shipment Settings &, My Profile
Welcome to MyDHL+

Create a New Shipment | | Create from Favorite | Create from Past || ScheduleaPickup | Get Quate My Shipments

Past 90 aays of activty
» Saved By Me (6)

c From > View All Shipments

® sl Esmord (Katussio 24, HELSINKI 00100 5

. Track

Street address, city, pestal code, counry. P

Track

The other option is to start the process by selecting Create a Shipment from the Ship menu on the
top of the page.

a2 STE. _ DHL Express Help and Support  Find a location |
Home Track Manage Shipments @ View/Pay Bi
Create a Shipment Delivery Services About MyDHL+

Create Shipment from Past Optional Services What's New with MyDHL+

Create Shipment from Favorite Cusloms Services

Get a Rate and Time Quote Surcharges

Schedule a Pickup Solutions
Upload a Shipment File
Order Supplies

Tranl

Both options will open the address page of the shipment creation.



Create Shipment

— [p—

Group Switch Group
From To
Marme =5 Mame
Sanna Kallio ol - o )
A Buziness Contact [[] Businezs Contact
Compary @ Coarngany i
HL Sanna ’

MNotes about this contact

B Add Ancéher

Clear Address

The mandatory fields have been marked with an asterisk *, and fields that have been correctly filled
are marked with a green checkmark: +.

The system will automatically assign the address in your profile as the sender. The receiver address
can be either typed in, or selected from you address book if it has been added there. In most cases,
the system does not validate the information typed in the following fields: Name, Company,
Address, Address 2 and Address 3.

The input to the sender email address field is validated by the system and should be recognized as
an email address. The phone numbers have been configured by each country to match their phone
number configuration. As a default, the phone number country code is the same as the receiver
country, but changing the country code is possible by erasing the default country code and typing
another code that matches the receiver phone number. The code field should not include the +-sign,
only the numbers.



Postal Code City Siate

I ’ The correct Postal code — City -pairs have been

1000 VIENNA configured in the system, and the best way to
insert them is to type in the postal code, and

1000 WIEN
then select the correct city from the list. The
1004 VIENNA State will be filled in automatically if it is
Fhone . H H
- L] »  configured as necessary information by the

country.

The VAT/Tax ID’s and EORI numbers are not mandatory, but we encourage you to fill them in if they
are known. As of 25.05.2024 the Finnish Customs are requiring the EORI number for shipments being
sent to or received from outside the EU.

Some countries have more requirements for what is considered mandatory information, more on
this under Exceptions.

Document shipment

A document shipment is a shipment that contains only different types of documents. Countries have
different specifications for what constitutes as a document shipment and what kind of contents
require customs declarations.

Regardless of whether your document shipment is sent within or outside EU, the creation starts with
selecting Documents on the Shipment Details page.

The shipment description for a document shipment needs to be selected from the drop-down menu
that opens when the Select a description field is clicked on. If you are unable to find a fitting
description for your shipment from the list, you can verify that your shipment can be sent as a
document shipment via the Help me determine if my item is a document button on the right side of
the page. If your shipment is verified to be a document shipment, select the most fitting description
from the list.

Shipment Details
What are you shipping?

% Documents v D Packages Is it a document?

Some items you might think are documents are
not — check before completing your shipment.
Describe the documents in your shipment > Help me determine if my item is a document
Select a description @

Documents - general business .
Prohibited ltems

Some items that are prohibited when shipping to

Add Shipment References Austria. View Prohibited ltems

*Your first reference will appear on your shipping labeliwaybill. All additional references will not show on shipping

*
Add Reference
Protect Your Shipment

You value your shipment and so do we — don't forget fo protect your shipment! Leam about our shipment
protection options.

[] | would like fo add shipment protection to my shipment (Document Extended Liability Service)

10



The Shipment reference is a reference that will help you in telling your shipments apart, our only
requirement is that your reference includes two characters. The reference can for example be a
project number, name of the sender or receiver or something else that has been agreed upon in
your company. The first shipment reference is printed on the wayhbill, but possible additional
references will not be visible on the shipment documents.

You will have the option to add the Document Extended Liability Service for your shipment. Using
this service will grant you a pre-determined compensation should your shipment disappear partly or
in full during transportation. The rate for the service is 5 EUR/shipment as of 03/2024.

Intra-EU non-Document shipment
A non-document shipment that is sent within the EU does not need a customs declaration. The only

information needed regarding the shipment’s contents is a content description in English, and a
reference.

. . C: 1 Save for Later
Shipment Details "]

What are you shipping?

U Documents @ Packages o Prohibited Items

Some items that are prohibited when shipping to
Awstria. View Prohibited ltems

Summarize the contents of your shipment (in detail) @
Provide details in English only

Add Shipment References
“four first reference will appear on your shipping labeliwaybill. All additional referencas will not show on shipping

*

Add Reference

The Shipment reference is a reference that will help you in telling your shipments apart, our only
requirement is that your reference includes two characters. The reference can for example be a
project number, name of the sender or receiver or something else that has been agreed upon in
your company. The first shipment reference is printed on the wayhbill, but possible additional
references will not be visible on the shipment documents.

Declaring the value for an intra-EU shipment is not necessary unless you want to insure your
shipment.

What is the value of your shipment?

alue

m
ul
5

Protect Your Shipment

‘You value your shipment and so do we — don't forget to protect your shipment! Learn about our shipment
protection options.

D would like fo insure my shipment

The insurance value is at most the value of your shipment. The rate for the insurance depends on
the insurance value, on 03/2024 the rate is 1% of your insurance value, but a minimum of 11 EUR.

11



Dutiable shipment

Shipments sent outside the EU that contains other items than documents need to be declared.
MyDHL+ will recognize when a shipment is sent outside the EU and ask for the necessary
information needed for dutiable shipments.

Shipment Details
What are you shipping?

Some items that are prohibited when shipping to
MNorway. View Prohibited Items

What is the purpose of your shipment? @

= .
Select Cne = Meed to add other details or create and save
Gift invoice templates?
Commercial Use our enhanced Customs Invoice

Fersonal, Mot for Resale

Sample

Return for Repair

Warranty Replacement

Warranty Replacement (Proforma Invoice)
Intercompany use only your DHL customs invoice or you can use your own customs
Used Exhibition Goods to Origin s related documents for this shipment.

Temporary Export / Import
Diplomatic Goods
Samples for Certification

:| | Use My Own Invoice |

The first information the system asks for is the purpose of your shipment. The most fitting option
from the list needs to be selected before you can proceed with the shipment creation.

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

B Describe ltems ‘ [+% Upload ltem Details

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

[ 1 would like to see estimated duties and taxes @
“ou must provide a 6-10 digit item code for each unigue item in your shipment.

1. Unique Item Description

‘What is the item? Quick Guide for Describing ltems

*

Create Description /2| OR |

Commedity Code @

Lookup Code @ | OR | |

Quantity Units (How the item is packaged) Walue (Per ltem) Weight (Per Item) @
K " ’ h *

EUR | | kg

| Pieces v

‘Whare was the item made? @

[ Tax Paid

[ Add line item reference

Add from Product/ftem List

Total Units 1 Total Weight: - KG  Total Value: —,—- EUR

All items in the shipment should be listed individually, and the item description, commodity code,
value, weight and origin country should be entered as accurately as possible. While the Commodity
Code is not mandatory, we highly recommend filling it in to prevent any delays for your shipment.

12



The information can be typed in manually, or uploaded in a CSV-, TXT- or XML-file. Examples of the
files and the required information can be found here:
https://mydhl.express.dhl/fi/en/shipment/item-upload-file-guidelines.html

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

Describe Items © Upload item Details First time uploading a file?

. . . Uploading item details using a file is the fastest
Upload a File with Item Details way to provide information for many unique

goods in your shipment.
This option iz ideal if you have multiple items and have the item details in a supported file format.

» Item detailz only TXT Sample File
« Supported file formats are: CSV, TXT, XML CSV Sample File
« Mo PDFs, image files or other file types XML Sample File
« Before uploading, ensure your file follows our File Guidelines Upload Tips and File Guidelines

Select File Format
TXT v

v

Field Delimiter  Text Delimiter Character Set:

o
v

Upload File
& Browse for File or Drop Here

File Type Allowed: TXT

Maximum file size: 5 MB
When the item descriptions are Commedity Code ©
filled in manually, the system Lookup Code @ DR | 12.34.560 ¥ Check Code [8
validates the number of
characters in the commodity
code, not the commodity code A Invalid Commeodity Code:
itself. This means that the system « This couniry or commodity may reqguire the full commodity code number.

is not able to tell if the entered « Double check your code or Lookup code.

commodity code matches the

item description. If you enter a commodity code and get the notification box about an invalid
commodity code, you can proceed with the shipment if you get the green checkmark next to the
commodity code field: + . The notification is to notify that the entered commodity code is not found
in MyDHL+.

After all the items in the shipment have been entered, the system will calculate the invoice value
based on the values entered for the items. Additional charges for the shipment are also added here.

Invoice Value
Include any additional charges for this shipment.

Total value for all goods/items only (excluding other charges) 10,00 EUR Total Invoice Value

{for customs purposes)
Select Type v EUR & 10,00 EUR
WAT Charge/Fee/Cost
Handling Charge/Fee/Cost
Other Charge/Fee/Cost
Fuel Surcharge
Freight/Shipping Charge/Fee/Cost
O tneurance Cost (Fee) axes for this shipment @
Reverse Charge
Export Charge/Fee/Cost

= T

Add

“four

e ybill. All additional references will not show on shipping

13


https://mydhl.express.dhl/fi/en/shipment/item-upload-file-guidelines.html

If the customs duties and taxes have already been added to the price the receiver has paid for the
items, should these also be added here.

[ | want to include pre-calculated duties and taxes for this shipment @
Pre-Calculated Import Duties and Taxes for Shipment

mport Customs Duties EUR Total Invoice
(with import customs duties and taxes)

mport Taxes (VAT/GST) EUR 10,00 EUR

After all the values have been entered, the system asks for the shipment reference and the possible
shipment insurance.

Add Shipment References

*four first reference will appear on your shipping labeliwaybill. All additional referances will not show on shipping

*

Add Reference

Protect Your Shipment

*¥ou value your shipment and so do we — don't forget fo protect your shipment! Learn about our shipment
protection options.

] 1 would like to add shipment protection to my shipment (Document Extended Liability Service)

The Shipment reference is a reference that will help you in telling your shipments apart, our only
requirement is that your reference includes two characters. The reference can for example be a
project number, name of the sender or receiver or something else that has been agreed upon in
your company. The first shipment reference is printed on the waybill, but possible additional
references will not be visible on the shipment documents.

Once all the required fields have been filled in, you will be able to proceed. On the next page you will
be asked if you need to create a customs invoice for your shipment, or if you already have your own
customs invoice you will be using.

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.

Create Invoice Use My Own Invoice

Additional Parties
Are there other parties involved in the shipment?
(O Yes (@ No

Additional Customs Documents
dentify any additional customs documentation you are including with this shipment.

Add Another

If you choose to create your customs invoice in MyDHL+, the system will use the item descriptions
provided on the previous page to create your invoice. You also have the option to include an invoice
number for the invoice generated in the system and add additional invoice information regarding

14



the invoice. You can also select to add the CITES or EUR1 declaration statements to your invoice, if
you know they are needed for your shipment.

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.

et o

Invoice Details

Invoice Number
You can provide a number that is helpiul for you and customs to refer to.

[] I would like to include an invoice number

Additional Invoice Information (Remarks)

Declaration Statements
[] EUR1 (Declaration Statement)
D CITES (Declaration Statement)

If you are using your own invoice for the shipment and select Use My Own Invoice, you can also
choose to add your invoice number in the system. The customs invoice document is not uploaded
here, but a bit later under Upload your Customs Documents.

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.

Create Invoice | Use My Own Invoice

Invoice Details

Invoice Number
If you number your invoices, provide the number exactly the same.

My Invoice Mumber

Additional parties
If the shipment involves a third party who is not the sender or receiver, is their information added
under Additional Parties. This is done by selecting Yes, and then Add Parties.

Additional Parties
Are there other parties involved in the shipment?

®Yes (O No

Add Parties

For the additional parties, you will need to determine how the additional party relates to the
shipment. You will also be asked to provide contact details for the party. These can either be typed

15



in manually or selected from your Address book. The mandatory fields are the same as the ones for
sender and receiver that are filled in at the start of the shipment creation.

Add Party

MName Relationship

1] Select One

(%)

Importer
Payer
Exporter
Broker
| Buyer
Seller

[] This contact is a business

Company @

Couniry/Temitory

[ Residential Address

Email Address

Phone Type Code Phone

Mobile v ?

[[] SMS Enabled

EORI Number

Shipment weight and measurements

After the information on the contents of the shipment has been filled in, you will be asked to enter
the outside measurements of your shipment. These measurements do not need to be exact, just
estimated as closely as possible. They only affect the estimated rate you will be shown while
creating your shipment, the final charge is determined based on the reweight at the terminal.

Select Packaging

Packaging Clu antity Weight Length

»

1 kg em X

Clicking on the Select Packaging field opens a list of
available packages to select from. These vary by
country, and depend on the country the shipment is
shipped from. Regardless of the shipping country,
there is also always the option My Own Package on
top of the list, which allows you to fill in the
measurements and weight for your shipment
yourself.

16

Width Height

Total Packages: 1 Total Weight —,— KG

Select Packaging

Packaging Quantity
L

|| R

My Own Package

Box 2 {Cube)
== ®XISX15cm
| Box 2 {Flat}
MX32X6cm
B Box 2 | Shoe Box)
¥ 4X19X11om
Box3
¥ 33TX322X10cm
Box 4
W 33TX322X18cm

ps for Weighing and Measuring

Add Another Package

Weight
* *



Shipment charges
After the measurements for the shipment have been filled in, the system will ask about the payment
options for the shipment charges.

How will you pay? How will you pay?
What shipper account will be used for this shipment? Eayment Method
1BXHNXX00 v Credit Card -7
. ) Credit Card
[V Use this account te pay for transpertation PavPal = e
charges y u

Add Account
O Remember thess payment opfions forthe | Ship FROM address v

[ Remember these paymeant options for the Ship FROM address ¥

If you account has an account number or numbers added, you will be presented with a list of those
numbers to select from. If you account does not have an account number, or you are not logged in,
you will be presented with the options to select from Credit Card or PayPal.

How will you pay?
If your account has at least one account number

What shipper account will be wsed for this shipment?

1BX000X00 v saved, you can also use an alternate account number
[] Use this account to pay for transportation to pay for the Shipment. This is done by selecting your
charges .
own account number under What shipper account
How will you pay for ransportation charges? . . . .
Afternate DHL Account Number v v will be used for this shipment?, and de-selecting the
N Use this account to pay for transportation charges
: box. This will give you a list of account numbers saved

on your account, along with the Alternate DHL
Account number option. Selecting this will give you a
box where to fill in the alternate account number.

[ Remember these payment options for the Ship FROM address ¥

For a dutiable shipment, you are also asked to select how the duties and taxes will be paid, and to
select the customs terms of trade for the shipment. This menu has the options for your own account
numbers, an alternate DHL account number or the receiver.

You can find more information on the customs terms of trade via the View Definitions link above the
drop-down menu. The selection updates based on what is selected as the duties and taxes payer.

How will you pay?

What shipper account will be used for this shipment? Hows will duties and taxes be paid?

1GHC00 v |7 Feceiver will pay M

[ Use this account to pay for transportation
charges

[ Remember these payment options forthe | Ship FROM address ¥
Additional customs details are needed for this shipment
In order to complete this shipment you are required to provide the following details for customs.

Select customs terms of trade View Definifions

DAP - Delivered at Place v
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Shipment date

After selecting the payment options, you are asked to select a date for your shipment. The date is
selected on the horizontal row, and you are shown a list of the available delivery options and their
estimated rates on the list below, VAT included. The delivery options are listed from the fastest to
the slowest.

I'm sending my shipment on

March March March March March March More
25 26 27 28 29 30 |+
Today Tomorrow Wednesday Thursday Friday Saturday
= O] O]
Delivery Date Delivered By Estimated Price

27

Wednesday

EXPRESS 12:00 Details w

March

27 BRI SO
Wednesday End of Day m

EXPRESS
WORLDWIDE

DHL rate estimate as of Mar 25, 2024, 457 PM
B Disclaimer and Important Details

If your account number has other delivery options, such as Medical Express or Economy Select
activated, those will also be shown here. If they should be activated but are not shown here, please
contact our technical support.

Optional services

On the next page you can choose which optional services you want for your shipment. The available
services depend on your account agreement, and in some cases from the shipper and receiver
countries of your shipment. If you are sending any Dangerous Goods, this is also where you select
the necessary descriptions for your waybill.

Optional Services
[ »@ GoGreen Plus
[ Adult Signature

[ Direct Signature Charges Apply 5,00 EUR

DHL will obtzin signsture from the receiver or 3 representative 3t the delivery address. In cass
no ong is 3t the delivery address, DHL wil reattempt deliveny. Direct Signaturs service makes
sure your shipments can't be re-routed, dropped in & post box or left with the neighbor.

More information on each service can be found by clicking on them.
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Paperless Trade

Most countries offer the Paperless trade service for dutiable shipments. When using the service, you
upload your customs invoice and other possible customs documents to our system while creating
your shipment. You no longer need to print them out or attach the physical copies to your shipment
or send them to us via email. The service is available in the system only for shipments it can be used
for.

If you are using your own invoice, you upload your own invoice to the system. The maximum size for
the file is 5 MB, and you can upload up to nine additional customs documents for your shipment.
Before uploading your invoice, make sure the file name does not contain any Scandinavian letters (3,

0 or a).

Upload Your Customs Documents

You can upload and submit your customs invoice or any other customs documents as image files and submit
them to us electronically.

IT you do not upload document images, remember to print and provide your documents with your shipment.

‘Would you like to upload image files?

W] Yes
Upload an image of your customs invoice. Ensure your invoice is signed before uploading.

Upload Invoice Document

© Browse for File or Drop Here

File Type Allowed: JPG, JPE, JPEG, GIF, FNG, TIFF, TIF, or PDF
Maximum file size: 5 MB

[] Upload Cther Customs Documents (Optional)

Limit of 5 MB for all files uploaded per shipment 0 Bytes of 5 MB

If your customs invoice is created in MyDHL+, instead of being asked to upload your invoice, you are
asked to upload a picture of your signature when you select to upload your customs documents.
Uploading your signature is not mandatory, but you need to enter the name and title of the signer.

Upload Your Customs Documents
You can electronically submit the customs invoice DHL has created for you, along with any other customs
documents (as image files). If you do not electronically submit your customs documents, you will need to print

and provide them with your shipment
Would you like to electronically submit your customs documents?

] Yes

DHL will create an electronic customs invoice from the details you've provided for this shipment. You can
upload an image of your signature for the invoice

Signer's Name Signer's Title
v

Sanna Kallio

Uplead Signature
© Browse for File or Drop Here

File Type Allowed: GIF, JPEG, PNG
Maximum file size: 1 MB

("] Upload Other Customs Documents (Optional)

Limit of 5 MB for all files uploaded per shipment 0 Bytes of 5 MB
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If you are creating a shipment and don’t get the option to upload your customs invoice for Paperless
Trade, you will need to print out your invoice and attach it to your shipment. In addition to that, you
can also send your customs documents to our customs department via email,

(express.vientihuolinta@dhl.com) allowing them to start processing your shipment before it arrives
at our terminal.

Shipment pick-up

In the next phase you are asked if you need a courier to pick up your shipment. If you do not want a
courier to pick up your shipment, have already scheduled a pickup for the day or you have agreed on
a scheduled pickup with your sales representative, you can select No and proceed to the next page.

Do you want to schedule a courier pickup?

Please read TSA Privacy Act notification
Where can | drop off my shipment?

If you have not yet scheduled a pickup for the day and want our courier to pick up your shipment,
select Yes — Schedule Pickup. You will be able to set the pickup window and address.

Do you want to schedule a courier pickup?

Yes — Schedule Pickup No TSA Privacy Notification

Please read TSA Privacy Act nofification
I'm sending my shipment on @ Pickup Window — When courier may arrive and shipment is ready
Earliest Latest
April 415 pm ©6:00 pm
Today
11:00 am 12:45 pm 2:30 pm 415 pm 5:00 pm
Please allow at lzast 90 minutes for your Pickup Window
The latest time a request can be made for pickup today is 4:30 pm
Where should the courier pick up the shipment? Pickup Address
*
Select One M
Essi Esimarkki
Total Pickup Weight Example Oy
15 < kg Test road
HELSINKI, 00100
Instructions for the courier example@test com

+358 50 555555

| Make my default pickup address

= Disclaimer and Important Details

If you have not added a default pickup address in your settings, the pickup address will default to the
From address of your shipment. In addition to the pickup address, the system will ask you to define
the pickup location at the pickup address in the Where should the courier pick up the shipment?
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menu. The available definitions depend on the country the shipment is sent from, but all countries
have the option Other, that allows you to type in the location.

The available pickup window depends on the postal code the shipment is sent from. If the pickup is
not possible for the selected shipment date, you will be asked to change the shipment to a later
date. You will also be shown an error message if the beginning of the pickup window has already
passed, or the pickup window would start in only a few minutes. In this case the beginning of the
pickup window should be moved forward a little.

Return shipment
After scheduling the pickup, the system gives you the opportunity to create a return waybill for your
shipment.

If you know the shipment will be sent back to you, or you want to give the receiver the possibility of
returning the shipment, you can create the return waybill for your shipment at this point and print
out the return waybill to be sent with your shipment. This allows the receiver to easily return the
shipment by just attaching the new waybill on the shipment and contacting their local DHL Express
to schedule the pickup. In order to create a return shipment, your MyDHL+ account needs to have
an import number added to it.

Import shipment

Creating an import shipment in MyDHL+ does not differ from creating an export shipment. When
you have an import account number you can use, you can create the shipment with your own
MyDHL+ credentials.

When creating an import shipment, the Sender address is always the address the shipment is
physically departing from. Other differences between import and export shipments are in scheduling
the pickup and printing out the shipment documents.

Import shipment pick-up

The import shipment pick-up is not scheduled right away when creating the shipment like for export
shipments, but the system will give two options: Shipper will schedule pickup, in which case the
sender of the shipment will need to contact their local DHL Express and schedule the pickup with
them, or schedule the pickup using their local MyDHL+.

The other pickup option is | will propose pickup date and time, which will enable you to set a
proposal for the pickup that the sender will need to confirm or edit if needed. The sender has eight
hours to react to the pickup proposal, and should they fail to react to it, the pickup will be scheduled
based on your proposal. Due to the reaction time granted to the sender, a pickup scheduled like this
will in most cases be completed on the next working day, even if the system allows setting the
original pickup proposal for the current day.

If you need to schedule a pickup for the current date, you should select Shipper will schedule pickup
and schedule the pickup yourself via the MyDHL+ site of the shipper country, or by contacting the
shipper’s local DHL Express yourself.

Import shipment printing
The other difference in export and import shipments is the printing of the shipment documents. For
export shipment, the system will proceed to printing after the shipment s completed, but for import
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shipments the system will instead offer the options of downloading your shipment documents, or
for sending them to the sender. If you want to send the shipment documents to the sender using
MyDHL+, you will be presented with a form to write an email to the sender. The system will copy the
email receiver address from the sender information and you will need to type in the subject and
message for the email. The sender of the email will be noreply@dhl.com as default, but you can
replace it with another address if needed.

Import shipment without an account number

If you do not have an import number, are import shipments created via the MyDHL+ of the country
the shipment is sent from. The payment is done using a credit card, but please note that not all
countries accept credit cards issued in other countries. Such countries are for example India and
China.

Scheduling pickups

It is possible to schedule the pickup also after the shipment has been completed and the documents
have been printed out. You can schedule the pickup from the Schedule a Pickup -selection in the
Ship menu, or if you are not logged in, using the Schedule a Pickup button on the frontpage

—mr s — DHL Express

T

Home Ship Track Manage Shipmd
Get Started Now

Create a New Shipment Get a Rate and Time Quote Schedule a Pickup

Create a Shipment

Create Shipment from Past
Create Shipment from Favorite
Get a Rate and Time Quote
Schedule a Pickup

Upload a Shipment File

Order Supplies '

Create a New Shipment Get a Rate and Time Quote

Do you need to create a shipping label?

A DHL shipping label must be attached fo all packages that DHL picks up.

Yes ) Create Label ” _

You'll need either a DHL Waybill Number or a DHL sccoun

I have a DHL Waybill Number

The Schedule a pickup on the frontpage opens a questionnaire about if there is already a shipment
label for your shipment. If the label has not been created yet, you will be redirected to create a
shipment. If you already have a shipment label, you are asked to fill in the waybill number and the
phone number of the shipper.
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Schedule a Pickup Clicking Next on the front
page, or selecting the
Schedule a Pickup in the Ship
menu opens a page where
EE  vou ore asked to enter the
waybill number and phone
“¥ou'll need either a DHL Waybill Number or a DHL account number to schedule a pickup. number of the Sender If
| I have a DHL Waybill Humber . |7 *
these were entered on the
Cose Prone front page, you will not have
|" |-|— 358 ‘:.;. | Page,y .
to enter them again.

It is possible to proceed without entering the phone number, but if this is not entered, you will need
to type in the pickup address. If the phone number is entered, the system will retrieve the pickup
address from the shipment data.

Do you need to create a shipping label?

A DHL shipping label must be attached to all packages that DHL picks up.

| Yes — Create Label

‘Waybil Number

The Next button will bring you to a page where you can check and confirm the pickup address.

Pickup Address

Mame Where should the courier pick up the shipment?
' e
‘ Essi Esimerkki | | Other v
D Business Contact Provide details to assist courier in finding the location
o
Company @ | Example |

Example Company
Instructions for the courier

CountryTemitory

| Finland

Address

| Example road

Address 2
Address 3
Postal Code City State
o o
| 00100 | | HELSINKI | | |

[[] Residential Address

Ema’ Address

‘ example@email.com

Phone Type Code Phone
| Mobile |-|— 358 |"| 40 123789

] SMS Enabled

B Add Another
Clear Address
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In addition to the pickup address, you will be asked to give a pickup location in the pickup address,
and on the following pages you are asked to enter the weight of the heaviest box, the amount of
boxes and the measurements of the largest box in your shipment, and give a timeframe for when
your shipment can be picked up. After these have been entered, you can schedule your pickup and
you will get a pickup confirmation number.

What are we picking up?

Number of Packages Total Weight {all packages) kg Largest Package Sizecm

w W o 4 w

1 1 kg 35 x| 275 x| 2

The available pickup
window depends on the

When should we pickup your shipment?

postal code the fErrrrm Frctun Window — fihen coutermay s snd spmentis y
shipment is sent from. If fz1sem 500 p
the pickup is not 100 o 1245 g 230 om £150m 500 g
pOSSIbIe for the SeIeCted Please allow at least 90 minutes for your Pickup Window

Shlpment date’ you W|” The latest time a request can be made for pickup teday is 4:30 pm

be asked to change the Schedule Pickup

shipment to a later date.

You will also be shown an error message if the beginning of the pickup window has already passed,
or the pickup window would start in only a few minutes. In this case the beginning of the pickup
window should be moved forward a little.

For a shipment not sent from Finland, it is not possible to schedule the pickup via the Finnish
MyDHL+ after the shipment has been completed. Scheduling the pickup is however possible through
the MyDHL+ of the country the shipment is sent from.

You can access the MyDHL+ sites of different countries via the flag menu in the top right corner of
the page when you are not logged in to your MyDHL+ account. Do not log in after switching to
another country. You can change the language into English from the top right corner of the page.
The pickup is scheduled from the Schedule a pickup form on the front page, or through the
Schedule a pickup in the Ship menu.

Exceptions

For some countries, there are exceptions in shipment creation for inbound and/or outbound
shipments due to local requirements. We are highlighting some of them here, but should you have
any questions regarding additional information required for some country, we recommend
contacting the local DHL Express for that country, or the local sender/receiver.
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Brazil

For shipments sent to Brazil, the address information is filled in based on the postal code of the
receiver. We recommend starting the Brazilian address by filling in the postal code, as this will
automatically fill in the information in the Address field, as well and the City and State.

For shipments sent to Brazil, the system requires either the CNPJ (companies) or the CPF (private
persons) number, and the company’s IE or the private person’s RG number.

The IE/RG number can be replaced with isento/ISENTO/Isento, if the shipment does not require the
IE/RG number. If you do not have the numbers or you are encountering problems in filling them in,
our recommendation is to contact the Brazilian receiver.

In addition to the identification information, shipments to Brazil need to be classified either as
service type Formal or Informal. More information on the service types can be found here.

Creating in import shipment from Brazil is not possible in all cases due to the local requirements in
Brazil, and in order to create an import shipment, the recommendation is to begin the process
yourself, and then assign the shipment to the Brazilian sender who the completes the process.

If you can provide the NFe details, you can also create the shipment yourself. In other cases, the
shipment should be assigned to the sender.

Chile
For shipments sent to Chile, the receiver VAT ID is mandatory, and there is no option for leaving it
blank.

India
For shipments sent to India, the Indian officials require the filling in of a KYC document and an
authorization letter.

A IMPORTANT Don't show me this again
All Non-Document (VWWPX) shipments to India require:

= Consignee's Know Your Customer documents (KYC: Government recognized identify and address proof) to be presented to customs for shipment
clearance.

= |mport clearance cannot start unless Consignee's KYC documents and Authorization Letter (POA) are uploaded.

For Individuals
Caonsignee's KYC Documents such as: Passport, Voter |ID, Driver's License, Permanent Account Number (PAN) and Authorization Letter (POA).

For Companies
Company's Import and Export Certificate (IEC), KYC and POA.

= For import shipments billed to a Consignee in India, DHL India will coordinate with the Consignee for the KYC and POA documents.
= Faorimport shipments billed by DHL Crigin/Pickup country, shipper should inform the Consignee to upload POA and KYC documents.
= Consignee Email Address or Mobile Number are required (must appear on the waybill).

Upload KYC and POA documents

View Details

Upload KYC and POA documents

The documents can also be uploaded by the receiver if they have not provided you with them. This is
done on the Indian DHL page linked above.
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Package shipments from India also need additional information. When selecting Packages, the
system will first ask whether your shipment is a Gift/Sample Shipment or a Cargo Shipment. The
distinction is based on the value of the shipment, shipments valued less than 50 000 INR are usually
Gift/Sample Shipments and shipments valued over 50 000 INR are usually Cargo Shipments.

The selected shipment type affects the available purposes of your shipment. For Gift/Sample, the
available options are Personal, Not for Resale and Sample, and for Cargo, the options are either
Commercial, Return for Repair or Return after Repair.

Shipment Details
What are you shipping?

| 7 Documents | ) Packages

What is your shipment type?

Gift'Sample Shipment | Cargo Shipment ‘

Usually shipments with a tolal value less than  High value shipments and usually shipments
50,000 INR with a total value more than 50,000 INR

What is the purpose of your shipment? @
w

Select Cne v
Gift What is your shipment type?

Personal, Not for Resale Gift'Sample Shipment | Cargo Shipment
Sample

Usually shipments with a total value less than  High value shipments and usually shipments
50,000 INR with a total value more than 50,000 INR

What is the purpose of your shipment? @
w
Select One v

Commercial
Return for Repair
Return after Repair

For shipments departing from India, there are also requirements to fill in information regarding the
Goods and Services Tax.

India Goods and Services Tax (GST) Details

India Tax ID/Personal ID @

"
| Select One v
Number
| "
GST Invoice Number GST Invoice Date
"
| 5
Invoice Number Invoice Date
"
| 5

We recommend contacting the Indian sender for assistance in filling in these details.
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United States
For shipments sent to the US valued over 2500 USD, the local customs authorities require an
Employer Identification Number. The receiver address form has a field where this should be filled in.

A IMPORTANT Don't show me this again

For shipments to the United States of America with a value of 2,500 USD or more, if the Recipient is a company:

= Customs authorities require an Employer Identification Number (EIN)
= To help aveid customs clearance delays, we encourage shippers to provide the EIN on behalf of the Recipient when creating the shipment

Type of ID (for Proof of ldentity) @

v

Select Cne

Employer Identification Number

For shipments sent from the US, the local authorities require Electronic Export Filing. The Foreign
Trade Regulations (FTR) 30.37(a) exemption can be used for shipments valued under 2500 USD, in
which case you can just select the exemption and proceed with the shipment creation process.

Electronic Export Filing

Most shipments under USD 2,500 are filed under Foreign Trade Regulations (FTR) 30.37(a) exemption.
Would you like to file your export this way?

(® Yes —file as FTR 30.37(a) exemption () No

For shipments valued more than 2500 USD the Electronic Export Filing is required, and you will be
given three options to select from.

The first option FTR — | will use a Foreign Trade Regulations exemption can be used when you know
you can use of the exemptions for your export filing.

Electronic Export Filing

If your shipment does not requires an Electronic Export Filing, then select a Foreign Trade Regulation
(FTR) exemption code for the dutiable shipment.

() Yes —file as FTR 30.37(a) exemption (@) No

Select an export filing option
FTR - 1 will use a Foreign Trade Regulations exemption ¥

Foreign Trade Regulations (FTR) Exemptions @ Lookup FTR Codes
*
Select One v

A list of the FTR codes can be found here.
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If you have your own International Transaction Number, you can file your shipment yourself.

Electronic Export Filing

If your shipment does not requires an Electronic Export Filing, then select a Foreign Trade Regulation
(FTR) exemption code for the dutiable shipment.

() Yes —file as FTR 30.37(a) exemption (@) No

Select an export filing option

| ITN - | have an International Transaction Number v ‘

Internal Transaction Number (ITN) What is an ITN? What is a Port of Export?
| |* Get an ITN, login to AES

More information on the Internal Transaction Number can be found here.

As the third option, DHL Express can take care of the filing for you. If this option is selected, the
system will ask you to fill in all the necessary information.

Electronic Export Filing

If your shipment does not requires an Electronic Export Filing, then select a Foreign Trade Regulation (FTR) exemption code for the dutiable shipment.

() Yes —file as FTR 30.37(a) exemption (@) No

Select an export filing option

| EEI - | want DHL to be my EEI filing agent M

By continuing you are electing DHL to be your EEI filing agent with AESDirect for each commodity in your shipment valued over $2,500 and for each commaodity going
to specific destinations that require an EEI submission regardless of value. Once you've completed your shipment label, we'll handle the EEI processing for you. You
don't need to wait for an ITN and won't need to add it to your wayhbill.

Describe each unique item in your shipment separately

1. Unique Item Description

Item Descriptien Schedule B

Lookup Code Q. OR

License Type License Number ECCN
[ R ] || |
Export Code Commodity Origin Total Weight Total
" * * *
| 0s v | v kg | EUR
0lb

DHL uses the origin country's (ship from) unit of measurement — so we've converted it automatically for this shipment.

b4

Total Weight 0 kg Shipment Value 0.00 EUR Add Another B
0lb

Employer |dentification Number (EIN) @
"

[7] sender and Receiver are related
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Although not all the fields on the form have been marked as mandatory, it is highly recommended
that you fill out the form in full. Should you have any questions regarding the form, we recommend

contacting either the shipper or DHL Express in the US for assistance. Their contact information can
be found here.
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User types

MyDHL+ has different user types. It is possible to use the system as a non-corporate user, in which
case the All shipments page will show shipments created only by the login you’re using, or it is
possible to create Corporate accounts that are used by multiple users who each log in using their
own email address. The users of a corporate account share an address book and the All Shipments
page, and the corporate administrators have access to Admin Settings where they can edit the
settings for all users.

Non-corporate

Non-corporate users are users whose account is not a part of a corporate account. All accounts that
are not created by a corporate admin are non-corporate accounts as default, but they can be moved
or upgraded to a corporate account if needed. User accounts in corporate accounts cannot be
separated once added to one, and should be deleted and created again if the user needs to continue
using the system as a non-corporate user or in a different corporate account.

Corporate

A Corporate account has one or more users who all log in to MyDHL+ using their own email
addresses and passwords. All Corporate-type accounts have at least one Admin user, but there can
be multiple. If wanted, all users in the Corporate account can be Admin users.

It is not possible to transfer users between Corporate accounts. If a user needs to be transferred to
another Corporate account, their account needs to be deleted and created from scratch under the
new Corporate account.

Users in a Corporate account can be divided into different groups who all have different settings.
Different groups can for example have different account numbers that they use, and their own
shipments. Each group can also have their own admin users.

Admin user

The admin users have access to Admin settings, where they can make changes to the settings of the
entire corporate account. They can also make changes to the users, groups and account numbers of
the corporate account, and can view shipments made by all corporate users. The corporate
administrators can edit their own default settings in the My Shipment Settings menu where changes
do not affect the settings of other users.

End user

Users that are not Corporate Administrators are Corporate End Users. As default, the End users do
no have access to shipments created by other users. The End Users can edit their own default
settings in the My Shipment Settings menu where changes do not affect the settings of other users,
and they do not have access to the Admin Settings.

User groups

The users can be divided into different user groups based on the account numbers and other
settings, such as additional services, they need. Each user needs to belong to at least one group, but
there is no maximum number of groups the user can belong to.

Each group also needs to have at least one admin user who can edit some group-level settings,
based on the corporate-level settings.
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If the user belongs to multiple groups, they have one default group under which they create
shipments. The users can switch between groups when needed via the menu on the top right corner
of the page.
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Shipment settings

In the My Shipment Settings menu each user can edit their own settings and shipment defaults. The
edit made here do not affect the settings or shipment creation process of other possible users.

My Shipment Settings

Manage Defaults

Sawe time craating shipments! Seting up defaus shows you to tailor the process 1o your nesds and frequently used sslections.

=¥ Lezm More

Delivery Options o Emt

Prinier Seltings Shipment Protection # Edit

Customs Clearance 7

Shiprment Tax 1D Declarations # Edit

I Customs Declaration # Edit

Courier Pickups # Edit

Return Shipments # Edit

Saving Shipments # Edit

Assigning Shipments # Edit

Currency and Measurement # Emt

Addresses # Emt

Under the Delivery Options
setting it is possible to set

Delivery Options

1 want to default to this type of shipment

the default shipment type to ) Documents () Packages
. Documents include legal, financial or business paperwork. ltems Packages are goods, merchandise or commadities for personal
e|ther DOCU ment or Package, with monetary value are NOT considered a document shipment or commercial purposes
in Which case you do not My default destination country/territory (Ship To) should be
need to make the selection

My default delivery option should be

each time you create a new | EXPRESS WORLDWIDE - (WP .
shipment. You can also set a

default Ship to country for

your shipment, and select

the default delivery option.

Cancel = Save
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Shipment Protection

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

Package shipments
) Yes
(O Ne

Under Customs Clearance it
is possible to select defaults
for shipments that require
customs clearance. It can be
set whether the shipments
will be created using own
invoice, or whether the
invoices will be created in
MyDHL+, what the default
purpose of shipment is,
whether the contents of the
shipment will be typed
manually or uploaded and
what the file type, delimiter
and encoding for the file are.

It is also possible to set a
default shipment description
and value, if shipments with
the same content are sent
often.

The default customs term of
trade can also be set here, as
well as the option to always
include an invoice number
for your own invoices.

Under Shipment Protection it
is possible to determine
whether or not the shipments
have protection added on

Ono them as default, or select that
the protection is never added
for the shipments.

Document shipments
) Yes

Clear Default Cancel | Save

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

() Create Inveice () Use My Own Invoice

Using my shipment information have 3 printed nveice

My default shipment purpose should be
Select One v

My default option for adding item details should be

() Upload Items

When uploading items, my file defaults should be
File Type
Select One ~

Character Set
UTF-8 v

Field Delimiter ~ Text Delimiter

My default shipment description should be

My default shipment value should be @

EUR

[ 1 will nave my own invoice number

1 will use this customs terms of trade View Definitions @

Select One M

Digital Customs Invoices | Customs Inveice Templates

Clear Default Cance Save

All defaults can be edited during the shipment creation process.

Declarations
[C] Print CITES Declaration

[C] Print EUR1

Under Declarations it is possible to
set the CITES and/or EUR1 customs
declarations to be printed as
default if you know your shipments
often require them.

Cancel Save

For more information regarding CITES and EUR1, please contact the Finnish Customs.
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Under the next Customs Declaration selection you can find the option to select whether or not your
shipments normally have additional documents included with them. These are possible certificates
and declarations, but not the actual customs invoice and possible additional documents such as the
packing list. EIKO

Customs Declaration
‘You can help speed up your shipment through customs by providing some customs declaration defaults.

Additional Customs Documents
[ I normally have additional documents included with my shipment

Cancel Save

Under Courier pickups it is possible to set defaults regarding your shipment pickups.

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

[] Always send me a reminder email on the day of the scheduled pickup

I want my export pickup default to be
Select One M

Import Shipments
| want my import pickup default to be

| 'will propose pickup date and fime M

) Always send me an email when my shipper schedules, modifies or cancels my request

Cancel Save

You can set a default pickup address, or select that you have already scheduled a pickup in which
case the shipment creation process will skip over the pickup scheduling page. If you choose Yes —
schedule pickup, you are asked to fill in a default pickup address. If a default pickup address is not
set, the system will use the shipper address of the shipment as the pickup address.

| want my export pickup default to be

Select One x

Select One

Yes — schedule pickup

Mo (| have a pickup scheduled already)

Mo (| will drop off my shipment at a DHL location)

will propose pickup date and fime i |

Under Courier Pickups you can also select a default for import shipments.

Import Shipments If Shipper will schedule pickup is selected, the
| want my import pickup default to be system will use it as default for the Shipment.
| will propose pickup date and fime =

|
Shipper will schedule pickup
I will propose pickup date and time
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Regardless of which option in selected, the system will not skip the pickup scheduling page for
import shipments, and you can still propose a pickup date and time for your shipment if needed
without having to change the selection.

Return Shipments
| always want to create return labels

Select One M
Select One

Mewver
When I'm creating an outbound shipment

" - I Cance
After I've printed my outbound shipping documents =E =

Under Return shipments you can select if you want to create a return label for your shipment. If
Never is selected, the system will skip over the page during the shipment creation. If no selection is
made, the system will ask about creating the return label for every shipment.

Under Saving shipments you can set MyDHL+ to ask if you want to save the shipment you're
working on when you leave the page while your shipment is still unfinished.

Saving Shipments

You can save shipments you've started and finish later! Check if you want to be prompted before you logout or move anto to
other tasks in MyDHL+.

[] Always ask me if | want to save the shipment I'm working on

Cancel Save

If this is not selected, the system will not ask about saving your unfinished shipment, and there is a

risk of losing the process you’ve made in case of a timeout. The unfinished shipment is saved on the
All Shipments list that is found under the Manage My Shipment menu, and you can access is using

the Edit option.

Under Assigning Shipments you can select whether or not you want the option on assigning
shipments to others.

When a shipment is assigned to another user, you start creating the shipment yourself, and have the
option to send another user a link where they can complete the shipment. The person the shipment
is assigned to does not need their own MyDHL+ account.
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Assigning Shipments

[ 'want the option to assign shipments

| want these defaults when assigning shipments to others

Display DHL accounts as

Select One M

[] Hide accouni-based rates
[] Require Assignes to login to MyDHL+ to complete shipment
[] Allow Assignee to edit the pickup address for assigned shipments

Include these instructions for assigned shipments

Apply these restrictions

Mzzimum number of packagesipisces per shipment
Mzzimum weight per psckage/piecs
kg

Notify me of Assignee's actions

] 1f no action has been taken within

d

Send me reminders every

] If the shipment has not been completed by the requested shipment date
[] When the shipment is complete

[] When courier pickup has been scheduled

[C] When the shipment has been picked up by a courier

[ it the shipment is declined

Cancel Save

Under Currency and Measurement you can select your preferred unit of measure and currency.

Currency and Measurement

My default unit of measure should be
Metric (kg/cm) *

My default goods value currency should be

EUR

My default shipment protection value currency should be

Cancel Save

If the shipper country uses different units of measure, your entries will be converted automatically.
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Under Addresses it can be selected that new addresses added to the address book are residential
addresses, in which case they will have the Residential Address selection enabled automatically, and
will have the On Demand Delivery service added.

Addresses
[] I want new addresses to default to Residential

[+/] Business Contact

Cancel Save

New addresses can also be set to be Business Contacts as default.

Paperless Trade

On the right column in the My Shipment Settings menu can be found the Digital Customs Invoices
settings. Here you can enroll to use the Paperless Trade service, which allows you to upload your
customs invoice to the system and removes the need to print out the invoice and attach it to the
shipment. The feature is available for most countries.

Digital Customs Invoices Guide to Digital Customs Invoices

Send customs invoices digitally to customs authorities for many destinations around the world. This time saving service eliminates
the need to print and attach documents to your shipments. Best of all, it helps speed up clearance through customs!

This feature is available for many origin and destination countries.

Yes, | would like to enroll

We strongly recommend using the feature. Once you have selected Yes, | would like to enroll, you
will be able to choose whether you want to create your customs invoices in MyDHL+, or if you want
to use your own invoices.

Digital Customs Invoices Guide to Digital Customs Invoices

Send customs invoices digitally to customs authorities for many destinations around the world. This time saving service eliminates
the need to print and attach documents to your shipments. Best of all, it helps speed up clearance through customs!

This feature is available for many origin and destination countries.

Yes, | would like to enroll

Would you like DHL to create your customs invoices for you?

Yes No

View Terms and Conditions
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Would you like DHL to create your customs invoices for you?
C

Upload your electronic signature and company logo files

Signature

Customs requires an electronic signature on digital customs inveices. Upload a file of
your written signature.

File Types: gif, jpeg, png

Browse
Logo
Upload your company loge file so that it appears on your inveice (optional).

File Types: gif, jpeq, png
Browse

Please accept Terms and Conditions

-

Digital Customs Invoice Terms and Conditions

DHL offers a Paperless Trade ("PLT™) service, permitiing shippers to send
certain documentation accompanying the shipment electronically (eliminating
the need for printed copies of documents).

You, as "Shipper”, are agreeing on your behalf and on behalf of anyone else
with an interest in the shipment, that these Paperess Trade Terms shall apply
in relation fo all shipments sent using the PLT senvice.

-

Accept and Continue

Wiew Terms and Condifions

If you want to create your
customs invoices in
MyDHL+, you will be asked
to upload your signature
and your company logo to
the system.

The signature is mandatory,
and can be entered by
uploading a picture of your
signature. The company
logo is optional, but
uploading it will print it on
the top corner of invoices
created in MyDHL+.

After the signature and
possible logo have been
uploaded, you can accept
the terms and conditions
and start using the service.

If you want to use your own customs invoices, all you need to do is to accept the terms and

conditions, after which you can start using the service.

Digital Customs Invoices

Guide to Digital Customs Invoices

Send customs invoices digitally to customs authorities for many destinations around the world. This time saving service eliminates
the need to print and attach documents to your shipments. Best of all, it helps speed up clearance through customs!

This feature is available for many origin and destination countries.

Yes, | would like to enroll

Would you like DHL to create your customs invoices for you?
= -

Please accept Terms and Conditions

Digital Customs Invoice Terms and Conditions

DHL offers a Paperless Trade ("PLT™) service, permitting shippers to send
certain documentafion accompanying the shipment electronically (eliminating
the need for prinfed copies of documents).

‘You, as "Shipper”, are agreeing on your behalf and on behalf of anyone else
with an interest in the shipment, that these Paperess Trade Terms shall apply

in relafion to all shipments sent using the PLT service.
-

‘View Terms and Conditions
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Authorized Account Usage

The usual way for sharing an account number with shippers is to give the number to the sender and
ensuring that the shipper has authorization to use the number in eSecure. When the number is
shared this way, there is no way to restrict how the authorized sender uses the number.

If there is a need to apply restrictions for the use of the account, the number should be shared using
the Authorized Account Usage feature in MyDHL+ instead. This is found in the middle column of the
My Shipment Settings menu.

If the user who is granting the authorization is not your eSecure administrator, will your eSecure
administrator need to authorize the usage via the Authorized Account Usage page in eSecure, not
via the Authorized User page.

The Authorized Account Usage function makes it possible to enable the use of your account for a
user who does not have their own DHL Express account numbers, while giving the shipper your
account number to use as payer account requires the shipper to have their own account number as
well.

Authorized Account Usage

“ou can allow others fo use your account to create shipments — such as a shipper you use often for import shipments. And best of
all —if's secure and persenalized! You control your account visibility, payment options and other shipping restrictions. You can also
see if you've been granted authorization to use someone else’s account.

[ Leam More

& A Q

My Authorizations to Others Guide to Granting Authorizations i+ Ke g AR N r=T
Authorization Name Account Granted To ~ Hide Rates Authorization Resfrictions
& A Q

Authorizations Granted to Me

Authorization Name Account Authorized By Authorization Restrictions

A new authorization is granted by clicking on the Grant new authorization button. Here you can also
see authorizations that you have been granted.
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Grant New Authorization ¢« Back

Name Authorization Name

[[] Business Contact Description

Email Address

Email authorization details in the following languape

English

Shipper Account Close Duties and taxes paid with

Select One Receiver will pay (default)

[[] Use this account to pay for transportation charges

Trangportation charges paid with

Select One

Display DHL Account as
Select One

Rates Vigibility Close
(®) Hide - this person will not see my account-based rates

() Show - this person will see my account-based rates

You are first asked to
enter the contact
information of the
authorized sender: their
name and email address.
You are also asked to
enter a name for the
authorization.

Next you will be able to
set which account
number you want to
authorize the usage of,
and if there are separate
payer and shipper
accounts. You will also
need to set the payment
of the possible duties and
taxes.

You can also choose how your account number will be displayed for the sender, they can either see
the number in full or masked, or be shown just the nickname of the number. You can also choose to

hide your account-based rates from the sender.

The sender can be authorized to
use your account to send to any
address, or the sender or
receiver address can be
restricted to a pre-selected
address.

This Person Can Use My Account to Ship

Ship From
Select One

Shipment Restrictions

Do you want to apply resfrictions when your account is used?

No Yes

You are also able to apply
restrictions to the maximum
package weights or number of
packages, or to the pickup
address. You can also require

Apply these per shipment limits
Maximum package weight

kg

Maximum number of packages
*

the sender to use a shipment

reference. Authorization Message Details

Include this message with this authorization

Once the form has been filled in
and saved, the authorized user
will be notified by email about
the new authorization. If the
sender does not have a MyDHL+
account, they will also receive a link to create a MyDHL+ account.

| agree to DHL Terms snd Conditions and authorize my sccount a5 detailed

rates.
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Select One

Restrictions and
[] Restrict Pickup Address

Ship To

allowed per

[C] Shipment Reference Required

above, including whether to show or hide my account-based

Cancel Save and Send Authorization








