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GRANTOR: ACCOUNT HOLDER

A. Save Shipper Address

1. Loginto MyDHL+ with your registered email address and password
2. Save the shipper details in the Address Book.
a) Go to Manage Shipments > Address Book > Click Add Contact.

b) Enter the grantee/shipper details and Click Save.
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B. Grant Authorization

3. Go to My Shipment Settings > Select Authorized Account Usage.
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4. Click ‘Grant New Authorization’ button.
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Authorized Account Usage

You can allow others to use your account to create shipments — such as a shipper you use often for import shipments. And best of
all — it's secure and personalized! You control your account visibility, payment options and other shipping restrictions. You can also
see if you've been granted authorization to use somecne else's account.
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5. Complete grant authorization details.
a) Select the saved shipper details from the Address Book.
a. If user emailis not registered with MyDHL+ yet, they will receive a link to register
b) Choose the shipper account from your account list
c) Select for ‘Use this account to pay for transportation charges’.
d) We recommend hiding your DHL account and rates from the shipper

-ﬂ.”‘- DHL Express Help and Support  Find a location | Q English B=
Home Ship Track Manage Shipments 0 View/Pay Bill My Shipment Settings & My Profile
My Shipment Settings

Shipment Defaults

Manage Defaults

Grant New Authorization < Back
My Saved Settings
My DHL Accounts Name Authorization Name
v

| Demo Shipper Address Book [§ | | For Demo Purpose
Authorized Account Usage
Packaging Settings E Business Contact Hoscripton

Email Address

Shipment References | demo@email.com

Printer Settings
This person is not currently registered for
MyDHL+. They will have to register to use your
account.

Notifications and Sharing

My Customs Clearance Settings

My Customs Invoice Templates Email authorization details in the following language
| English v

Shipment Tax IDs

My Product/iter List
Digital Customs Invoices Shipper Account Close Duties and taxes paid with Close
| v

| [ Use this account to pay for transportation charges |

v v

| Receiver will pay (default) v

Display DHL Account as

‘ Nickname v

Rates Visibility Close

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

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

6. Once all mandatory fields have been entered, Click ‘Save and Send Authorization’
a. You may revoke the authorization any time

Authorization Message Details

Include this message with this authorization

| agree to DHL Terms and Conditions and authorize my account as detailed above, including whether to show or hide my account-based
rates.

Cancel Save and Send Authorization
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GRANTEE: SHIPPER
C. Authorization Notification

1. Shipper will receive an email notification with the link to Login to MyDHL+

&

File ~ Message Help Q

s I 3 $ P OO . i |

Delete Archive = Respond | Shareto Quick Move = Tags | Editing | Immersive | Translate | Zoom Reply with Report
Teams Steps ¥ e = Scheduling Poll | Phishing

Delete Teams | Quick Steps & Language | Zoom Find Time DHL Group
Authorization to Use DHL Account

r Facing T Support (DHL MY)

If there are problems with how thi g yed, dick here to view it in a web browser.

—aP L Help and Support
Express

Dear CFIT Helpdesk,

DHL EXPRESS MALAYSIA SDN BHD has authorized you to use their DHL
Express account for creating shipments in MyDHL+.

Account can be used to ship
Duties and Taxes Transportation Charges

Will be paid with: RECEIVER_WILL_PAY Will be paid with
Login to MyDHL+

Contact SHIRLEY MABEL if you have any questions.

Regards,
MyDHL+ Team
Flease do not reply to this emsil - inbox is not monitared
Terms of Use | Privacy Nefioe | Tenms and Conditions of Carriage 2025 ® DHL Group

2. Once logged in, select the authorization granted in the pop-up to proceed.

Select Group and Default
You can select the group you want to create and manage shipments for and also set your default group. Shipping opticns will be based on group settings

Account Number Name Company Default

CFIT Helpdesk DHL Express (Malaysia) Sdn Bhd
Select the account you want to use as your default when creating shipments. You can change your default as needed

Authorization Name Account Number Authorized By Ship From Ship To Default

Any Address Any Address
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D. Creating Shipment

3. Click Ship > Create a Shipment to begin

-a”‘- DHL Express Help and Support  Find a location | Q English EB=

Home Ship Track Manage Shipments 0

Welco

About MyDHL+
What's New with MyDHL +

xate a Shipment Delivery Services

Create Shipment from Past Optional Services
Create Shipment from Favorite Customs Services
Get a Rale and Time Quote Surcharges
Schedule a Pickup Solutions
Upload a Shipment File

Order Supplies

Country/Territory From

CFIT Helpdesk (Level 27, Menara TM, KUALA LUMPUR, K. LUMPL B

‘Whitelist status Approved

Shipping For:

My Shipment Settings g My Profile

to Create a New Shipment E

] Don't show me this again

All Shipments

Country/Termitory

4. Fill up all the mandatory fields marked with asterisk (*)

Whitelist status Approved  Shipping For: |

_5”‘_ DHL Expre;s Help and Support  Find a location \ Q English E
Home Ship Track Manage Shipments 0 My Shipment Settings & My Profile
Create Shipment Pay —— P @ Save for Later
Switch Group
From ‘ To
Name T Name
v = Switcl *
| GFIT Helpdesk B | B
[ Business Contact [] Business Contact
Company @ Company @
v %
| DHL Express (Malaysia) Sdn Bhd |
Country/Territory Country/Territory
v *
| Malaysia |
Address ~ [ Residential Address
| Level 27, Menara TM | Email Address
Address 2 | |
- v
| Off Jalan Pantai Baharu | Phone Type Code Phone Extension
. SxIension
| ofice v | |2 | |
Address 3 L
Postal Code City State N b N
v v v it it tact
[s0672 || kuaaLUMPUR || K LUMPUR | oles ahoutinis con
[C] Residential Address
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5. Kindly ensure pickup is being scheduled by clicking on “Yes — Schedule Pickup”

Do you want to schedule a courier pickup?

Yes — Schedule Pickup ‘ No ‘

Drop off at DHL Service
Point

I'm sending my shipment on @ Pickup Window — When courier may amrive and shipment is ready
Earliest Latest
September 12:00 pm 5:30 pm
Today

12:00 pm 1:15 pm 2.45 pm 4:00 pm 5:30 pm

Please allow at least 60 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 shipmeni? . Pi ckup Address
| Front Door M
CFIT Helpdesk
Total Pickup Weight DHL Express (Malaysia) Sdn Bhd
| 05 v kg Level 27, Menara TM

Off Jalan Pantai Baharu
KUALA LUMPUR, K. LUMPUR, 50672

Instructions for the courier

‘ Make my default pickup address

[z# Disclaimer and Important Details

E. Waybill Printing

6. Once completed, click “Print Selected Documents” and select your preferred printer.

Whitelist status Approved Shipping For: A
wad L. DHL Express Help and Support  Find a location | Q) English =
Home Ship Track Manage Shipments &) My Shipment Setiings L My Profile
Create Shipment ¢ ——— Pay@ ——— Print

Print and You're Done!
Print and preview your documents Your Tracking Number
Shipping labels and customs documents must be printed for the DHL courier Piece # 1
JD0

Pickup Confirmation
Number CBJ250926

Pickup Details
Fri, Sep 26, 2025
Between 4:30 pm and 5:30 pm

¥ Save as Favorite

[+ Label (Waybill) [[] Receipt

& Print Selected Documents

7. To create another shipment with the same authorization, repeat from step 3.
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The information in this guide is correct as of September 2025.

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

DHL Express (Malaysia) Sdn Bhd
Level 27, Menara TM,
Off Jalan Pantai Baharu,

50672 Kuala Lumpur.



