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MyDHL+ Address

ADDRESS
POSTAL CODE OR ZIP CODE

Send a shipment to countries with a postal code or ZIP code
To send a shipment to a country with a postal code or zip code, simply enter the postal code or zip code
in the Postal Code/ZIP Code field, then select the matching city from the dropdown menu.

Company @

ABCDE TESTING COMPANY

Country/Teritory

United States of America

Address

12 ABC BUILDING

Address 2
IR ARC STRERT ’ ZIP Code City State
| % | v v
AdkessS 10000 NEW YORK New York
ZIP Code City State Postal Code City State

1000 1 i ) * -~ v ) v v
75002 Paris lle-de-France

10000 NEW YORK
10001 NEVY YORK
10002 KNICKERBOCKER
10002 NEW YORK
10003 NEYY YORK

10004 BEOWLING GREEN

Send a shipment to countries without a postal code or ZIP code
To send a shipment to a country without a postal code or zip code system, please enter the city in the
Suburb field, e.g. Ho Chi Minh, then select the matching city from the dropdown menu.

Company @
ABCDE TESTING COMPANY L
Country/Temtory
Vietnam -
Address
12/F ABC TESTING BUILDING v
Address 2
168 ABC TESTING STREET g
Address 3
Suburd cry
HO CHI P N )
L Suburb City
HO CHI MiNH HO GHI MINH 2 v
‘ HO CHIMII |7 | HO CHI MINH
HO CHI MINH HO CHI MINH CITY |
HO CHI MINH HOCHIMINH

HO CHI MINH SAIGON



4  MyDHL+ Customs

CUSTOMS
VAT OR EORI NUMBER

VAT (Value-added Tax) or EORI (Economic Operators Registration and Identification) number
Please enter your VAT number in the VAT/Tax ID field and EORI number in the EORI Number field
after entering the address.

To

Name

DHL Express France

[T Business Contact

Compzny @

| v
DHL Express France

Country/Territory
France

Address
Immeauble Le Memoz

Agdress 2

53 Avenue Jean Jaurés

Address 3
| v
CS 80014
Posial Code City State
v Vv | | v
93351 ‘ ‘ LE BOURGET CEDEX

Email Addross

Phone Type Coce Phone
mobile ~ | (BN 33 [ | 0825100080

[T] sms Enabled

Add Another
YT VAT/Tax ID
EQRI! Number
EORI Number

[ Residential Acaress ‘

Notes abouit this contact

Clear Address



MyDHL+ Customs

CUSTOMS
10SS Number

Send a shipment to European countries with your I0SS (Import One Stop Shop) nhumber

If you are a registered 0SS seller, please enter your I0SS number in the Tax ID field when sending a
shipment to European countries. The Tax ID field is located under the Customs Declaration section.
Please enter a valid 0SS identification number, which starts with “IM”, followed by a 10-digit number.

Customs Declaration

Additional Parties
Are there other pariies invalved in the shipment?
(_Yes (@ No

- = Asof July 1 2021, all commercial goods impoeried to the European Union (EU) will be subject to
VAT.

« [fthe seller of the goods IS 0SS registered, the IOSS number must be associated with the
shipment

Tax Payment for this Shipment
Tax numbers you used to pay taxes for this shipment (for iocal customs authorities)

Tax 0.

v
IMO401224560] H



6 MyDHL+Customs

CUSTOMS
CREATING AN INVOICE

Create a commercial invoice on MyDHL+
To create a commercial invoice for your shipment, please enter the Item Description and Commodity

Code (HS Code).

Shipment Details

Prohibited Items

pape fems with Pz yoods, merchandise mmeditics for pe al Some items that are prohibited when shipping to
shipment commercial purposae France include

Animals. fish, birds (live)

You'll need a customs invoice for this shipment - DHL can create it for you! Seeds
Bulbon (of any precicus metal)

T View Prohibited Items

What is the purpose of your shipment? @ Need to add other details or create and save
* nvoice templates?

‘ select One v ‘

‘ 7 Documents

Document

natary value

Use our enhanced Customs Invoice

Describe each unique item in your shipment separately Quick Guido for Describing ftems

[T 1 would like to see estimatad duties and taxes for my shipment

1 ltem Description g View Prohibited Items Commodty Code @ y ' ' O Copy

v
‘ "Sports fcotwear, tennis shoes basketball shoes gym shoes (raining shoes and the like” - "Footwear with ‘ 6404.11.000 Q ‘

Quantity Units ltem Value Net Weight @ Gross Weight @ Where was the item made? @
v v v v v v
‘ 1 ‘ Pieces v ‘ ‘ 50.00 H 05 kg 05 kg ‘ Hong Kong SAR . China
Total Units 1 Total Net Weight 0.5 KG Total Gross Weight 0.5 KG Number of Paliets ‘ Add Another Item E3

If your shipment contains two or more items, please click “Add Another Items” to enter additional item
details. The system will validate the information entered with a green tick next to the relevant fields.
Entering the full descriptions of each item will facilitate the customs clearance process.

Describe each unique item in your shipment separately Quick Guide for Describing ftems

[T 1 would like to see estimated duties and taxes for my shipment

1 ltem Descriplion View Prohibited Items Commadity Code @ O Copy
. ) i i v v © -
‘ "Sports foolwear, tennis shoes basketball shoss gym shoes lraining shoes and the like” - "Footwear with ‘ 6404.11.000 Q

Quantity Units ftem Value Net Weight @ Gross Weight @ Where was the item made? @
v v v v 1v
1Y peces v |7 5000 HKD | 05 kg |05 kg | Hong Kong SAR China

Total Units 1 Total Net Weight 0.5 KG Total Gross Weight 0.5 KG Number of Pallets ‘ Add Another ltem £3 H



MyDHL+ Customs

CUSTOMS
CREATING AN INVOICE

Use your own invoice
You are also encouraged to enter the full descriptions of each item when using your own invoice to
facilitate the customs clearance process.

Shipment Details

% oscumens | Protibited s

Some liems that are pronipited whan shipping to
France include:

Arimals, fich. birds (live)
You'll need a customs invoice for this shipment— DHL can create it for you! Sesds

Eullion (of any peecious matal)

| create Invoice ‘ - o Prohibited Items

ment Informatior have 3 panted INVoIce

What is the purpose of your shipment? @
‘ commercial v |

Summarize the contents of your shipment (in detail) ® Invoce Number @
| *
| K _4

Invoice Value
Include any additional charges for this shipment.

Total value for all goodsfitems only (excluding other charges) *

T
o

Total Invoice Value

Add Charges s KD

Enter the full descriptions of each item
Customs Declaration
Additional Parties

Are there other partles Involved In the shipment?
(OYes (@ No

» Asof July 12021 aill commercial goods imported to the Europaan Union (EL) will be subject o
VAT.

If the seller of the goods is I0SS registered. the 0SS number must be associated with the
shipment.

Tax Payment for this Shipment
Tax numbers you usad to pay taxes for this shipment (for local customs authorities)

Provide the applicable tax number
Item Details
Enter item details to creaie a digital record of your shipment

Add items H

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

Add Another



8 MyDHL+ Customs

CUSTOMS
PROHIBITED ITEMS

Click “View Prohibited Items” to view the list of prohibited items for your destination country under the
Shipment Details and Item Description sections.

Shipment Details

[ s ta document?

rerchandise or commoditics far personal o Some items you might think are documents are
not — check before completing your shipment.

Describe the d in your shipment

> Help me delermine if my item is a document
Sslect a descripfion @

Prohibited Items
Some items that are prohibited when shipping to
| France incluce:
Animala. sh, birds (ive

Reierence (appears on shipping labeliwaybill)

Seeds
Bullion (of any precicus meigl)
Protect Your Shipment View Prohiblied llems

You valug your shipmant and so do we — don't Torget to protect your shipmeanti Leam about our shipment
protection aptions

[7]1 would iike to add shipment protection to my shipment (Document Extended Liability Service)

OR

Describe each unique item in your shipment separately Quick Guide for Describing ftems

[T 1 would like to see estimated duties and taxes for my shipment

4 ltem Description View Prohibited Items Modrty Code © O Copy

"Sports fcotwear. tennis shoes basketball shoss gym shoes training shoes and the like” - "Foolwear with v ‘ 6404.11.000 Q v

Quantity Units ftem Value Net Weight @ Gross Weight @ Where was the item made? @
v v v v v v
‘ 1 ‘ Pieces v | ‘ 50.00 H 05 kg |05 |"kg | Hong Kong SAR China
Total Units 1 Total Net Weight 0.5 KG Total Gross Weight 0.5 KG Number of Paliets ‘ ‘ Add Another Item E3



MyDHL+ DHL Account 9

ACCOUNT
ADDITIONAL BILLING ACCOUNT

Add an additional DHL billing account to your MyDHL+ profile

To add an additional billing account to your profile, select “My Shipment Settings”, then “My DHL
Accounts”. Next, click on “Add Existing DHL Account” and enter a Nickname and the Account Number.
Select the account type (Shipper Account or Payer Account), then click “Add”.

—ar S TE, — DHL Express Help and Support  Findalocation | Q english | =E=x [
Home Ship Track Manage Shipments € ViewPay Bl My Shipmeni Settings 8 My Profile
A Fraudulent SMS/Text Notifications Visw More. Covio-18

Delivery Options My DHL Accounts X
Customs Invoice
Welcome to MyDHL+ Shipment Protection Authorized Account lemplates
Customs Clearance Lisage Shipment Tax IDs
5 Packaging Settings 2
Create a New Shipment || Create from Favorite Geey  Customs Declaration My Product/item List

Shipment References =
Courier Pickups . Digital Customs

Printer Settings Invoices
Return Shipments
Notificafions and

Save Shipments Sharing

Assigning Shipments

Country/Temtory From
Hong Kong SAR, China

Curmrency and
Measurement
Country/Tentiory T

m Addresses

Next

Saved Accounts

l Request Account ’ 3 Add Existing DHL Account

J Nickname v Account Number Account Type

Delete Edit

(%)

Add Existing DHL Account

-

Nickname

Account Number

(® Shipper Account
« Account associated with shipping activity
« Can be used to pay for shipping charges
() Payer Account
« Account used to pay for shipping charges

Add



10 MyDHL+ DHL Account

ACCOUNT
ONE-OFF BILLING ACCOUNT

Use a one-off billing account number

To add a one-off billing account number, select “Alternate DHL Account Number” under “How will you
pay for transportation charges?”, and enter the billing account in the Account Number field.

How will you pay?
How will you pay for ransportation charges? How il duties and taxes be paid?
Alternate DHL Account Number v #civcrwiﬂ pay v |

Account Number |

[C] Remember these paymert options forthe | Ship FROM address v

Additional customs details are needed for this shipment
In order 10 complete this shipment you are reqguired 10 provide the following detalls for customs.
Select customs T9m§ of trade ‘.{IF.'t\{ Defintions

DAP - Delivered at Place v



MyDHL+ DHL Others 11

OTHERS
RESET PASSWORD WHILE LOGIN IS LOCKED

If “Login Locked” pops up during login, please click “Forgot/Reset Password”. Enter your registered
email address and click the icon as instructed, then click “Submit”. You will receive an email to reset
your MyDHL+ password within one minute.

yor i JR X

©  Login locked. Contact DHL

+852 2400 3388

‘ Email Address

Password

Forgot/Reset Password H

[] Remember me @
8 Login

Not Registered? Register Now

Accept Terms

fv] | accept the DHL Express Terms and Conditions

{/] | accept the DHL Express Privacy and Cookies Policy

e @ TRV Y G o]



12 MyDHL+ DHL Others

OTHERS
HOW TO PREPARE A LOCAL DOMESTIC SHIPMENT

MyDHL+ currently does not support the creation of a domestic waybill in Hong Kong. Please contact our
24-hour Domestic Customer Service Hotline at 2710 8111 for more details.



MyDHL+ eSecure

ESECURE
QUICK REFERENCE (CUSTOMER ADMINISTRATOR)

Step 1: Login to MyDHL+
After logging in, you can “Access eSecure” menu under My Shipment Settings.

=aRSF&, . DHL Express Heland Suppart  Findslocation | Q. Enolish | s [0

Home Ship Track Manage Shipments €51 View/Pay BH My Stipment Settings R, Wy Profie

A Frauowent SMS/Text Notificalions View More:  Covid-19 U

Delivery Ophions My DHL Accounts :

Customs Invoice

Welcome to MyDHL+ Shipment Protection Authorized Account Templatas
Usage :

Customs C nce g Shipment Tax IDs
Acc

Customs laration / My Product/ltem List
Packaging Settings .

Courier Pickups Digital Customs
Shipment References Invoices

Create a Newv Shipment Create fro

Return Shipments

Coundry!T ermory From Printer Settings
H QAR O Save Shipments
@ Hong Kong 30R, China - Notifications and

Assigning Shipments Sharing

Currency and
Measurement *

Addresses

MonRor Shipenente’ Track

Step 2: Whitelist users

The Customer Administrator can whitelist shippers by email address and company domain:

* The Authorized User feature allows for the approval or rejection of individual email addresses

* The Authorized Domain feature allows the Customer Administrator to grant DHL Express Account
access to all users with an email address under the specified company domain

Emae I Ascount Number
Status Qngin

[Rssreves =] [ HEHG KNG SR crit
| Repcig

| Peszrg

V4B reronts Bund m Avorowe || fmoct | Cooy | Upioss |[oowrioes

Emait 1D = fzcoum Number  Cuigin Stenis Assigned By Noditied Date
X U ooty @orvad com 631 5T HONG KONG B3R, Zoovoved ANTRLCD VPN Cor 15-Ja0-20
Azzeart No CHPR
L pohenng@ibcdticor 6374 5T MCHG KONG SAR. Approned bong hewrgQehl san
e

| bomy reunp@ekiom - 657 4* 5T SM-"J KONG SR, 2ogeined GIReLD DYDY Com 250009
M

Authorized Domain

RedACoum Visge Apprava Comain Name Account Number
Origin Stats
[ NG 0N 347 CHEA - CAcke <
| teache
Coempany Name

3 o
W foooeds found 20 At [ oot || Cony

Account

o Nime ™ g oeeun Crign Company Sttns fregned By Moddiod Dato
() ganas coen ey 7 HONG KOG SAR CHL-ECOM Vaine SarmrberTbcine 03-Zep20
CHNA SECTION lcoer
(3 geana cen 3.4 7 HOND 40000 43 haitne Seewan@rany 11520
CHNS £ oo
C g ez @, 48,7 HONG KON SAR. ST Parrysuetican eyt

CHRA SECTION
INTERWAL LS
FOR TESTING.

13



14 MyDHL+eSecure

ESECURE
QUICK REFERENCE (CUSTOMER ADMINISTRATOR)

Step 3: Add more account admins if needed
If more than one Customer Administrator is needed, the first Customer Administrator can easily add
new Customer Administrator here.

Once eSecure security is enabled, all future attempts to access your DHL Express Account in MyDHL+ or
eMailship by unauthorized users will trigger an approval request to account admins.

Account admins can approve or reject requests by clicking the buttons in the email or accessing the
MyDHL+ eSecure Menu. Upon approval or rejection, the requestor will be notified via email.

—I Customer Administrators I

Account Number inil 10
First Name Last Name
R
Auinornzed User Company Name arigin
HOHG KONG SR, CHIVA -
AccountNo siatils
e
asne
Customer Administrator |
[ seorcn TS
Authorized Domain ) )
V16 BoNaE Tund m Actve || nartive || Downoas
Authorized Account Usage Approval — =
s Glomb. Edmneil 70 FestNome  LestNama yoEory arigin Staws Action
umbe Namn
(mE~) y harpvwalchics  Ha YW L - 2Cou HONG KOHG Azvve
n 5 4 SeCTION SAR ONA m

INTERNAL Lz
POR TESTING

4 1 Carled ot chano Carid Cham
Hizam

PouaNENG Az [con |
AR Ll

New Requestor

A new email address attempting to use an eSecure-enabled DHL Express Account will be treated as a
new requestor. The requestor will receive an email notification and the Customer Administrator will
receive an email requesting approval.

=

E

Help Center Link

Dear Sir / Madam,

Your request to use the DHL Express Account is sent to the account administrator for
approval.

If you have any questions or need technical assistance, please contact us at or
hkgwebmaster@dhl.com

Regards
DHL eSecure Team



MyDHL+ eSecure

ESECURE
QUICK REFERENCE (CUSTOMER ADMINISTRATOR)

The requestor will be notified of your decision.
* Request Approved

=ﬂ”4= Help Center Link

Dear Sir / Madam,

Your request to use the DHL Express Account 95XXXXX44 has been approved.

If you have any questions or need technical assistance, please contact us at or
hkowebmaster@dhl.com

Regards
DHL eSecure Team

* Request Declined

=5”L= Help Center Link

Dear Sir / Madam,

Your request to use the DHL Express Account 95XXXXX44 has been rejected. Please
contact the account administrator to request for the approval.

If you have any questions or need technical assistance, please contact us at
hkgwebmaster@dhl.com

Regards
DHL eSecure Team

15



DHL Express (Hong Kong) Limited
Level 20

348 Kwun Tong Road

Kwun Tong, Kowloon

Hong Kong

} Ready to ship? Get a quote from MyDHL"*
g Call Customer Services on (852) 2400 3388
9 Find your nearest DHL ServicePoint

Valid: 08/2021

The information in this guide is correct as of
07/2021.

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

'F DHL Express Hong Kong . DHL HK m DHL Express Hong Kong

@ DHL Express Hong Kong

& DHL Express &%


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