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MyDHL* Remote Booking

INTRODUCTION

Remote booking is a capability to create and schedule a shipment pickup for a Shipper in
another country.

Importers who would like to create the shipment paperwork and coordinate with DHL Express
within their country would normally use this feature.

Here are some terminologies that you will encounter as you go through the guide.

Terminology Definition
&4 Requestor The customer who is facilitating the remote booking

request. This customer is typically the account owner or the
payer of the shipment.

‘?Lll Shipper Individual authorized by the requestor to lodge the
shipment to DHL Express.

@. Requesting Country The country where the Requestor is based.

@ Collecting Country Pick up country or shipment origin country; where the

shipper and the physical shipment are located.

()

P Requesting Country CSA = The Customer Service Advisor at the Requesting Country.

:% Collecting Country CSA The Customer Service Advisor at the Collecting Country.

g DHLCS DHL Express Customer Service
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1.0 ASSIGNING THE SCHEDULING OF
SHIPMENT PICKUP TO SHIPPER

The Requestor completes the shipment in MyDHL+ but assigns the scheduling of pickup
to the Shipper.

Image 1: Schedule a courier pickup

Do you want to schedule a courier pickup?

Shipper will schedule pickup d | | will propose pickup date and time T8A Privacy Notification
RL omaii shippar fe conferm dalo, ime ang readmes

Please read TSA Privacy Act notification

i The shipper will be notified to schedule a pickup when you send your shipment instuctions.
Assign this shipment to shipper to complete

L Horsbernr e foi o ASSIgn Inks Shipment

B Clackimerand Imponant Detals

After the Requestor fills up the shipment details, an email will be sent to the Shipper with the
shipment paperwork and QR code*.

Image 2: Shipper will schedule pickup

~aPITL . Ho Gertx

SG UAT From asd has created a shipment for youl!!
You can either:

« Schedule a courier plckup
« Drop aff at DHL Service Point

Schedule a Pickup

Waybill Tracking Number

1593597364
Piece #1: JDO14600004104055811

Ship To

Alice Lee

Alice Trading Ple Ltd
10 Jalan Pokok Serunal
Taman Serunai

sguat-1@malinesla.com

1025756893 Dropping off shipment? Scan QR code ata
SINGAPORE 535215 DHL Service Point (that accepts QR
Singapore codes). Find a location

Ship From Not seeing QR? \View QR Code

Simon Simek

Simon & Industrlal

98 Kowloon Street

Upon clicking the ‘Schedule a Pickup’ button, the Shipper will be directed to the Schedule a
Pickup page to arrange the pickup date and time when the shipment is ready.



MyDHL' Remote Booking

Since shipment paperwork and QR code* is already provided with the email, the Shipper has
to choose ‘No’ on the question ‘Do you need to create a shipping label?’, and enter the tracking
number of the shipment he is arranging pickup for.

Image 3: Schedule a Pickup

Schedule a Pickup

Do you need to create a shipping label?

A DHL =hipping label must be attached to all packages that DHL picks up

Yes — Create Label | ‘ No |

’

The Shipper needs to add the pickup details (location, date and time) and click ‘Schedule Pickup
button to proceed with the pickup request. A Pickup Confirmation email will be sent to the
Shipper if the request is successful.

Image 4: Schedule date and time for shipment
Schedule a Pickup

E:_ﬁ Waybill Number 2143817925 l‘

Pickup Address

Mame Whera should Ihe couries pick up tne shipment™
r

| : Seleci One

|| Business Contact Instrucnons far the couner

company @

Country Tairitory

Adhess

Address 2

Fostal Uode LRy Stare
Email Addrass:

Fhone Typs Code Phone Exiension
| Ofice v | ™ 55

[] Residential Aodress

Clzar Address

* QR code is not available for all shipments or countries. If conditions are met, QR code option will be displayed.
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2.0 PROPOSING A PICKUP SCHEDULE
WHILE CREATING A SHIPMENT

The Requestor inputs the shipment details and selects ‘I will propose a pickup date and time’ at the
Schedule a Pickup page.

Image 5: When “I will propose a pickup date and time” is clicked

Do you want to schedule a courier pickup?

Piease read TEA Privacy Ad natificbon

A important
» Pichup date N0 e missi be Aocuale ko Soid (Essas kil Azzign this shipmant to 3hipper iv complete

+ Plagse ensore your ehippes will have the sipment and. 38 papanvonk reagy and will be avallable AssgN s Shipmean
‘o0 e dafe and fme you schedule e pickup

+ DHL wilt crevtact the stopper 2 canfim pickip date, $me and shipment madines

= DHL wall sEschedls mokyp With SRiRpes If ihees @ amy Conmicts with your schedued date and
titia e hipment rmatiness

T'm sending my shipmanl on @ Plobazp Wirdow — When couder may arhee-and shipienl iz reedy
Earfest Latesz
Qelooar 1000 am T pm
iy
En 1008 am 1215 pm Exbpm, 4a5pm 700pm

Flzzse alow al least 50 mnules 87 pour FIckip Window
The iest me & request can be made far fmokup lodgy i 530 pm

Whars:3lioukd the courier pick up th chisment? N Pickup Address
SlEc! One
Pat néat
Fabactions To e cousar OHL Express
t sirasse
Bonn Tower

BONN, NR-Wesipn., 50094
patrie mateuch@ohicom
+49 500 F121EN

& Disciapner ang Anpocant Detals

After the Requestor completes the shipment and proposes a pickup date and time, a ‘Shipment
Confirmation’ email (with shipment paperwork and QR code*) will be sent to the Shipper.

Image 6: Shipment Confirmation

= A g Carte

cindy cindy has scheduled a courler pl:kuﬁ for you,

cindy cindy has scheduled a pickup on your behaif, You need to confirm, modify or cancel the
plckup Immediately,

Confirm, modify or cancel plckup

Proposed Pickup Details
Pickup Confirmation Number Pickup Address
CBJ211025696837 Pat Mat
DHL Express
Scheduled Pickup Time 1 strasse
Octaber 25, 2021 Bonin Tower
10:00 - 19:00
BONN
Pickup Location 5
Receptio
ception DE30‘34
488002121211
Courier Instructions Patrik. matoush@dnl com
Message:
Please expedite the shipment

* QR code is not available for all shipments or countries. If conditions are met, QR code option will be displayed.



2.1 Confirming, Modifying or Canceling A Proposed Pickup Schedule

MyDHL' Remote Booking

Shipper will need to confirm, modify, or cancel the proposed pickup schedule in MyDHL+.
By clicking the button in the email (see image 6), the Shipper will be directed to MyDHL+.

Image 7: Confirm, Modify, Cancel page

Manage This Pickup

Providz additional information or customs clearance documentation

Pickup Address

Pal mat

DHL Express

1 slrasse

Bonn Tower

BONN | NR-YWRsIpn 83004
Germany

+45 800 2121211

patrik matouch @dhl.com

Pickup Date
10/25/2021

Pickup Location
Receplion

Courier Instructions

Package Size
1E3LT7X238X1)cm

Total ‘Weight
0.3Kp

Eartlest Pickup Time
10.00

Laest Fickup Time
18.00

Cance! Pickup

Confirm Pickup

If the Shipper confirms the proposed pickup schedule, MyDHL+ will display a message stating that
a pickup request is successfully created. The Requestor and Shipper will both receive the pickup

confirmation email.

Image 8: Email that the Requestor will receive

To_view this ermall 85 8 web page. go hare

=7 A

Your requested shipment has been confirmed.

Your requested shipment is now scheduled to ship. You can track and review the shipment

details below.

Waybill Tracking Number
2327277256

Ship To
RECEIVER NAME

Ship From
CINDY SP

MEYER BURGER (SINGAFPORE) PTE.LTD. PV TECH PTE,, LTD.

20 TUAS SOUTH AVENUE 14
#02-00 BUILDING 1F
RECEIVER123@MAILNESIA.COM
6565668621

SINGAPORE 637312

5G

Shipment Details
Shipment Date:
Reference #
Delivery Option:
Number of Pleces:

Total Weight:
Description of Contents:

CAVITE ECONOMIC ZONE ||
CINDY.CHEE@ODHL, COM
63630265783

ROSARIO 4108

PH

2021-10-19
CBJ211018696364

EXPRESS WORLDWIDE
1

1.0 kg

1111

Image 9: Email that the Shipper will receive

_arrs.

Pickup of your shipment has been scheduled.

Shouid you need to modify or cancel the pickup, you need to do so immediately.

Modify or Cancel Pickup
Pickup Details

Pickup Confirmation Number
CBJ211025696925

Scheduled Pickup Time
October 25, 2021
13:30-17:30

Pickup Location

Front Door

Courier Instructions

Waybill Tracking Number
2186716523

Ship To
RECEIVER MY3

PANASONIC MALAYSIA SON. BHD.

CUSTOMER SERVICE CENTER
LOT 10, JALAN 1372

6582323232
PETALING JAYA 46200
My

Pickup Address

SHIPPER CINDY

PANASCNIC SYSTEM NETWORKS
{SUZHOU) CO., LTD

NO.1478 BIN HE RD

SUZHOU NEW DISTRICT

SuzHOU

215000

CN

B6051268256811

CINDY, CHEE@DHL.COM

Ship From

SHIPPER CINDY

PANASCONIC SYSTEM NETWORKS
(SUZHOU) €O, LTD

NO.1478 BIN HE RD

SUZHOU NEW DISTRICT

GINDY. CHEE@DHL.COM
86051268255811
SUZHOU 215000

CN
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The Shipper is allowed to modify the pickup details by clicking on the “Edit” button.

Image 10: Manage This Pickup

Manage This Pickup

Provide adcitional information or customs clearance doctimentation

Image 11: Edit the Pickup date and time

Pickup Address

Fal Mat

DHL Express

1 slrasse

Honn Tower

BONN , NR-Viestph 53094
Germany

+49 800 2121211

patrik matouch@dhl com

Fickup Date
102512021

—EPSFE _ DHL Express

MyDHL+ Home ~ Ship  Track

Edit Pickup Date and Time

Pickup Location
Reception

Courier Instructions
Package Size
1(31.7 X238 X 1)cm

Total Wsight
03kg

Earfiest Fickup Time
10:00

Latest Pickup Time
15:00

TN m

HeipCamer  loestors  Engish | Devmcr NN Y

Fickup Dale Pickup Window — Whien courier may armve and shipment 15 ready
2021-10-27 Earlisst Latest
10:00-am 700 pm
1000 am 230 pm 4A5pm 700 pm

Pleaze allow longest possible window for your Pickup Window
The latest lime a request-can be made for pickup loday is 3:30 pm



MyDHL' Remote Booking

Image 12: Edit pickup location and packaging details

Edit Pickup Location Details

Pickup Address

Hame VWiere should [he couries pies up Me shipment?

| Pat at |7 | Reception v |7

Company @ Courier Instructions
& . 2
| DOHL Express

Countiy Teriey

Alldress 2
! gonn Tower |
Address 3
L
Fostal Coda City Province
| 55004 Y | Bonw | NR-Westph .
Fhong Trpe Code Fhome Extension
v | |
Office v | [mm s |7 soc2121211 |
B At Anotiiae
[T Reswmential Adrress
feusnber of Frckages il e n L | Fachage Size om
— |+ e o
1 03 kg 3T 3|23 xl 1

S

Once changes are made, the Shipper needs to click “Save” and the ‘Confirm pickup’ buttons.

If the requested pickup date/time has expired, the Shipper will be directed to the schedule pickup
page and the dates will show as “Expired”.

Image 13: Manage Pickup

Manage This Pickup

Frovide addiional information or customs clearance documentation

Address Pickup Location
Pat Mat Reception
DHL Express
1 strasse Courler Inslructions
g Sy Ty Package Sze Edit
BOMN , NR-Wesiph. 53094 1031 7% 258 % 1) |
Germarny :
+49 800 2121211 Tetat Weight
patrik matouchidhi.com 03kg
Fickup Date Pickup Time - eo——
‘ ?. Expined Expired | Selact Mew Pickup Time

Cance) Pickup

The Shipper may click on ‘Select new pickup time’ for the expired pickup schedule and schedule
the pickup. If the Shipper wants to cancel the request, the reason for cancellation needs to be
provided. Shipper may click on ‘Cancel” in case there is nothing to ship, Shipper prefers to drop off
the shipment in a DHL Service Point or has a pickup already scheduled with DHL. In this case, only
the pickup request will be cancelled and not the shipment.

9
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Image 14: When cancelling a request, cancellation reason has to be provided

()

Cancel Pickup - Reason

| Duplicate pickup request ¥ |

Confirm Cancelation

The Requestor will be notified about Shipper’s action via email (provided he has not opted out of
the email notification in his user profile). The latest pickup status will be reflected under ‘Manage
My Pickup’ in MyDHL+.

The Requestor and Shipper may still modify or cancel the pickup via MyDHL+ even after the pickup
has been scheduled — as long as the shipment has not been picked up or cancelled. Any change in
the scheduled pickup details or status will set-off an email to the Requestor.

Once the Shipper scheduled a pickup, the pickup date and time will be reflected under the
Requestor’s “Manage My Shipment” page. Any subsequent modification or cancellation by the

Shipper will also be updated in the same page.

If a Requestor contacts CS (via call, email or chat) outside MyDHL+ for a remote
booking, the Requesting Country CSA will collect the shipment details and propose
pickup schedule. After shipment and pickup details are collected, the Shipper will
receive an email to complete a shipment and schedule a pickup in MyDHL+.
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2.2 Modifying A Shipment With A Remote Booking/Pickup

The Requestor may modify the shipment and/or pickup details if the request has not been
processed via MyDHL+ (by shipper) or by the Customer Service Advisor. The Shipper will be
notified of any revision on the shipment and/or pickup details. Similarly, the Shipper may still
modify or cancel the pickup request via MyDHL+ even after the pickup has been scheduled —as
long as the shipment has not been picked up or cancelled. This can be done by clicking ‘modify or
cancel pickup’ from the shipment confirmation email (see image 9). Any change on the scheduled
pickup details or status will set-off an email to the Requestor.

Image 15: Cancelled shipment email

To view this emall a5 a web page,.go here

= ) A Help Center

Your requested shipment has been canceled by the shipper.

CBJ211018696507 Reason for Cancelation
Already picked up by courier

Ship To Ship From

RECEIVER NAME CINDY SP

MEYER BURGER (SINGAPORE) PTE. LTD. PV TECH PTE,, LTD.

20 TUAS SOUTH AVENUE 14 CAVITE ECONOMIC ZONE Il
#02-00 BUILDING 1F CINDY.CHEE@DHL.COM
RECEIVER123@MAILNESIA.COM 630285783

+65668621 ROSARIO 4106
SINGAPORE 637312 PH

SG

Shipment Details

Shipment Date: 2021-10-18
Reference # CBJ211018696507
Delivery Option: EXPRESS WORLDWIDE

Number of Pieces:
Total Weight:
Description of Contents:

Plaase do not reply to this email - inbox is not manitarad

Terms of Use | Privacy Notice | Terms and Conditions of Carrage 2021 & Deutsche Fost AG
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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
08/2021.

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

R DHL Express &7


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