
DHL Express – Excellence. Simply delivered. 

Simply fast. Simply efficient. Simply amazing. 

STEP BY STEP GUIDE 
HOW TO CREATE A SHIPMENT 



2 MyDHL+ How to create a shipment 

CREATING A SHIPMENT 

Step 1: 
Go to Dashboard > Ship > Create a Shipment 

Step 2: 
Complete the “From” (Shipper) section with your details and the “To” (Receiver) section with the receiver’s details 
(Or choose a receiver from the Address Book) 

Check that all the details are correct and valid ( ) before clicking “Next” to continue. 
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CREATING A SHIPMENT 

Step 3: 
Select the shipment type and enter your Customs Invoice Data. It is important to provide Customs Invoice Data 
digitally to speed up customs clearance and minimize the risk of clearance issues. 

Click here to retrieve a 
previously saved item from 
Product/Item List 

Click here to add and 
describe another item 

Click here to save this 
item in your Product/Item 
List for future use 
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CREATING A SHIPMENT 

Step 4: 
Summarize your shipment description (if multiple items) in detail. Click “Next” to continue. 

Shipment Reference is optional 

Tick this box to buy insurance 
for your shipment 
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CREATING A SHIPMENT 

Step 5: 
Select “Create Invoice” for DHL to generate one using your provided data or “Use My Own Invoice” to upload one. 
Click “Next” to continue. 

Step 6: 
Select your shipment packaging. Click “Next” to continue. 
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CREATING A SHIPMENT 

Step 7: 
Select your payment option for shipment transportation and duties and taxes. To charge the receiver or a 
third-party account number, select “Alternative DHL Account”. Select your customs term of trade (Incoterm). 
Click “Next” to continue. 

Step 8: 
Choose your Shipment Date and select when you would like your shipment to be delivered by clicking the 
“Select” button next to your desired service. 
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CREATING A SHIPMENT 

Step 9: 
Select optional services to add onto your shipment. The optional services available depends on your account’s 
terms of agreement (e.g. Dangerous Good, Sale in Transit, etc..). Click “Next” to continue. 

Step 10: 
If your destination country supports Paperless Trade (PLT), you may also upload the DHL-generated Invoice or 
your own invoice here. Click “Next” to continue. 
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CREATING A SHIPMENT 

Step 11: 
To schedule a pickup, select “Yes – Schedule Pickup”. Use the yellow sliders to specify when our courier should 
collect your shipment, then complete the location of package and weight fields. Click “Next” to continue. 

Step 12: 
Click “No” (by default) if you do not need to create a return label. Click “Next” to continue. 
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CREATING A SHIPMENT 

Step 13: 
Click “Accept and Continue” 

Step 14: 
Once your invoice is uploaded, the page below will be shown. Click “Print Waybill” to print your shipment label. 

Shipment Receipt is for your own 
record. It is optional to be printed. 



Connect 
with us 

DHL Express (Hong Kong) Limited 
Level 20 
348 Kwun Tong Road 
Kwun Tong, Kowloon 
Hong Kong 

Ready to ship? Get a quote from MyDHL+ 

Call Customer Services on (852) 2400 3388 

Find your nearest DHL ServicePoint 

Valid: December 2022 

The information in this guide is correct as of 
December 2022. 

DHL reserves the right to amend or modify any of the 
information at any time. 

DHL Express Hong Kong DHL HK DHL Express Hong Kong DHL Express Hong Kong DHL Express香港

https://mydhl.express.dhl/hk/en/home.html#/getQuoteTab
https://mydhl.express.dhl/hk/en/locator.html
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