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LOGIN TO MYDHL+  
 

1. Go to the website at https://mydhl.express.dhl/my/en/home.html. 

2. Click 'Login' at the top right.  

3. Enter your registered email address and password.  

4. Click 'Login' to enter.  

 

 

1.0 CREATE A SHIPMENT  
 

Click on 'Ship,' then click on 'Create a Shipment' to get started. 

 

https://mydhl.express.dhl/my/en/home.html
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1.1 ADDRESS DETAILS 
 

1. Click 'Switch' and fill out the shipper details in the 'From' section on the left side of your screen. 

If the receiver is outside of Malaysia, you can edit the receiver's address in the 'To' section. 

2. Please note that all fields marked with an asterisk (*) are mandatory, while those without are 

optional and can be left blank. Click 'Next' to proceed. 
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1.2 SHIPMENT DETAILS 
 

Select either ‘Documents’ or ‘Packages’ based on your shipment type. 

 

 

 

 

 

 

 

 

 

 

1.2.1 SHIPMENT DETAILS – DOCUMENTS 
 

Select the document type from the dropdown list available. 
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You can add any shipping reference in this section by clicking 'Add Reference' and checking the box 

for insurance. 

 

1.2.2 SHIPMENT DETAILS – PACKAGES 
 

For package shipments, please specify the purpose of your shipment and enter the Customs Invoice 

Data. Providing this information digitally is crucial to expedite customs clearance and minimize the 

risk of clearance issues. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Tick this box to buy insurance for your shipment 

Shipment reference is optional 

Click here if you would like to add 

and describe another item. 
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Summarize the contents of your shipment (if there are multiple items) in detail. Then, click 'Next' to 

continue. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Shipment reference is optional 

Tick this box to buy insurance for your shipment 
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1.3 CUSTOMS INVOICE DETAILS 
 

Select 'Create Invoice' to generate a DHL invoice using the provided item data or choose 'Use My Own 

Invoice' to upload your own invoice. Enter the invoice number and click 'Next' to proceed. 

 

 

 

 

 

 

 

 

 

 

 

 

1.4 PACKAGING TYPE 
 

Click on the 'Packaging' column to see the packaging options: 

1. Document: Common types are 'Express Envelope' or ‘DHL Express Polybag (Flyer).' 

2. Packages: If using your own box, select 'Your Own Package' at the top of the list. 

3. Enter the quantity and weight for each box. 

4. If you have multiple packages with different weights/dimensions, click on ‘Add Another 

Package’. 
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1.5 PAYMENT OPTIONS 
 

By default, your registered DHL account will be used for transportation charges, and duties and taxes 

will be marked as 'Receiver will pay.' You can register multiple accounts in your profile. 

If you want to cover the duties and taxes, select your account or enter the third-party account number 

that will cover these charges. Duties and taxes are set by the destination's customs authorities. An 

additional service charge of MYR 80.00 per shipment applies for DTP service. 

 

For transportation charges paid by the receiver or a third party, please uncheck the checkbox and 

select 'Alternate DHL Account Number' to enter the payer's DHL account number. The shipper account 

will be your registered DHL account number. 
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1.6 DELIVERY OPTIONS 
 

Choose your shipment date (highlighted in yellow) to see the estimated delivery dates below. Note 

that delivery times depend on customs clearance for parcel shipments. 

Product options vary by destination and the limits you’ve entered. The normal delivery option is 

'Express Worldwide,' and selecting a time-definite service will incur an additional charge. 

The price shown is an estimate based on the destination, weight, declared value, and selected services. 

• Click 'Details' at the bottom of the price for a breakdown of charges.  

If you selected transportation charges under an alternate account, no price will be displayed. 

• Click 'Select' to proceed to the next page. 
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1.7 OPTIONAL SERVICES 
 

DHL provides a variety of Optional Services, allowing you the flexibility to select the service that best 

meets your needs when using our express delivery services globally. 

• Please be aware that the available Optional Services may differ based on the destination. 

• Additional charges may apply. 

• For the most up-to-date information on service charges, please visit the DHL 

website: https://mydhl.express.dhl/my/en/ship/optional-services.html. 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://mydhl.express.dhl/my/en/ship/optional-services.html
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1.8 DIGITAL CUSTOMS INVOICE 
 

This service is only for international parcel shipments and is also known as Paperless Trade (PLT). With 

this service, you don’t need to print customs paperwork for your shipment. 

Click 'Browse for File' to upload documents like invoices, packing lists, or MSDS. The clarity of the 

uploaded image depends on the original file. If you selected 'Create Invoice' earlier, please update the 

signer’s name, designation, and upload a digital signature (optional). 

Digital Customs Invoices are available for many countries, and the list is expanding. If this service isn’t 

available for your destination country, it won’t be an option, and you will need to print two copies. 
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1.9 SCHEDULING A PICKUP 
 

1. Select 'Shipper' to schedule a pickup if the shipper needs to arrange a courier for this shipment. 

Click 'Next' to continue. 

 

2. Select 'I will propose pickup date and time' if you need to arrange a courier for this shipment. 

Then choose the pickup time window. Click 'Next' to continue. 
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1.10 RETURN LABEL 
 

• This option is generally intended for return delivery shipments (2-way). 

• If you are sending a 1-way shipment, please click 'No' to continue. 

 

 

 

 

 

1.11 SHIPMENT COST SUMMARY 
 

The shipment cost summary shows the estimated total charges for your shipment. 

• The amount will only be displayed for transportation charged to the shipper's account. 

• If you need to change any details, click 'Edit' on the fields above. 

• Once everything is confirmed, click 'Accept and Continue' to proceed. 

• If you need to make changes after confirmation, please create a new waybill. 

 

 

 

 

 

 

 

 

 

• If you have opted for Digital Customs Invoice service, please click ‘Submit’ for the files to be 

uploaded.  
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2.0 SEND DOCUMENTS 
 

You will see this page if you have created the DHL Invoice but have not uploaded it. Click 'Send 

Documents' to send the selected documents to the shipper, including the shipping label and Customs 

Invoice. 

It is important that you click 'Send Documents' to complete the process. 
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Check the recipient's email address and enter your message to the shipper, then click ‘Send’. 

• The shipper will receive an email with the paperwork. 

• You will be redirected to the ‘Shipment Confirmation’ page after sending the waybill to the 

shipper or after clicking ‘Complete Shipment’. 
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• The shipper will receive the email below once the 'Send' button is clicked. The shipper must 

confirm the pickup or modify/cancel it if there are any changes. 
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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. 

 


