MyDHL+

HOW TO CREATE A SHIPMENT —STEP BY STEP GUIDE
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2 MyDHL+ How to create a shipment — Step by step guide

CREATE A DOCUMENT SHIPMENT

—AP L. oL apren

MyOHLs Home  Ship  Track  Manage Stipmerss ©

Crnste a Shipment

Shipme—e from st

My Shipments

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

2.  Fillinthe ‘From’ section with your F—— W seaor L
details and the ‘To’ section with the
From To
receiver’s details. Once complete click i s
Saref Oclotra B ey s’
‘Next’. Campmy @ Comgary O
SURAJ DDEDRALTD %
c::llll:u Kingdom - =
O HELPFUL TIP L0 ’ -
ka2 Phone Tyom Courtry Code . Phore
Moble L
If you have a DHL import paias . S8 Eratisd
account, you can create imports . .
Pomal Code ty T T 10
from around the world by b LT g o T
simply completing the ‘From’ [ ScotomirogvomiLcon v st
section with where you want P o e v Clsrms st
the parcel collected from. s Enatiod
& Add Another
You will be provided with -
handy hints and information to e
help you complete the sections o Resdantal Acdress
throughout the shipment S A
creation process.
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~EPSFE . oel eagesia
3. Select ‘Documents’ and complete

the ‘Shipment Details’ section. Once

MyDHL+ Home  Ship  Track  Manage Shpments €

complete click ‘Next’.

O HELPFUL TIP

You will always be able to see and

Shipment Details

amend your previously completed
sections, which is displayed in grey at
the top.

il A . DML Espress
MyOHL+ Home  Ship  Track  Manage Ship

reate Shipment

4. Complete the ‘Select Packaging’
section ensuring you have selected

Select Packaging

‘My Own Packaging’ in the red

highlighted box. Once complete E

click ‘Next’.

=EPFFPE.. CHL Expross
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5. Confirm billing details in ‘How you
would like to pay?’ section. Once

How would you like to pay?

complete click ‘Next’.
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6. Select when you would like your

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

P L. .. DV Exprewy
MyDHLS Mo Bhg Track  Manage Shpments (D

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

Optional Services

Services’ section. Once confirmed
click ‘Next’.

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

O HELPFUL TIP

The yellow sliders will only
allow you to specify a time

that a courier is available to
attend your location for a
collection.
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AP SE . DHL Express
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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’.

Do you nesd a return lanel?

AP SE . OHL Express

MyOHLs Home  Ship  Track  Manage Shoments (D

Shipment Cost Summary

LOWIDE

Terms and Conditions

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

Printand You're Done

Print and preview your decumants
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CREATE A PACKAGE SHIPMENT

—EPITE oL Eapren

MyOHL+ Home  Ship Tk Manage Shoments ©

My Shipments

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

Gruste Shipmant @ Seva for Laiar
From To
Hara Hame:
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click ‘Next’ —
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3. Select ‘Packages’ and complete the
EPAFE . oW txpress ‘Shipment Details’ section. Once
MyOHL= Home  Ship Track Manage Shipmenss €D . S . complete click ‘Next’.

0 HELPFUL TIP

You will always be able to see and

Shipment Details

- Documents

amend your previously completed
b ek Stk A : sections, which is displayed in grey

Create Invoice Wee My Dwn Invoice at th e tOp.

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

complete the sections throughout
the shipment creation process.

= BPE . vl Eepress

MyOHLs Home  Ship  Track Manage Stipmenss §I)

Select if you will ‘Create an Invoice’

Shipment Details

(continue to follow steps) or ‘Use My — e —

Own Invoice’ (skip to step 7).

You'll need 2 customs i»

Create Invoice Use My Own Invoice

P PFE . oHL Espren
MyDHL+ Home  BHip

mate Shipenant

Shipment Details

* Docemests

5. Select the purpose of your shipment
and the reason from the dropdown
list. Once complete click ‘Next’.

7
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6. Complete the invoice details in the

section highlighted in red and then
click ‘Next’.

B PTE . v Eapress
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7. Complete the ‘Select Packaging’
section ensuring you have selected
‘My Own Packaging’ in the red salial

highlighted box. Once complete

click ‘Next’.

=EPFFL.. oHL Eapress
MyDHL-Home  Smip.  Trach Manage Shements (B

[Croate Shipment

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

How would you like to pay?
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B PP Eee. 0N ixprens

MO Mome

Enroll to Send Digital Customs Invoices

10. You now have the opportunity to e
select any optional services available
on your shipment in the ‘Optional
Services’ section. Once confirmed

click ‘Next’.

B STE . DHL Express

MyDHL+ Mame St Track  Manage Shipmants €8

Do you nieed a courier pickip?

TN

Tyn w-dmywu:l:'- contmuy shipment

fm sereieg my shipmess on & Pickip Wandiw = When the courier meay-armwe. Your ssepment st te reary

Plckup Address

Surj Oetuiin
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+44 7900 BETR1

11.

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 12). 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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P SFE.. Ohi Lspren
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Do you need a return label?

Yau = Cree Lanet

P SFE.. Ohi Lspren

wanage Snpmeres B

Shipment Cost Summary

EXPRESS WORLDWIDE

12.

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

Volumetric Weight @ £ 325 &
Total Weight 0 & iy

Terms and Conditions

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

ne You're Dons

PrAt and préview your decumants
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