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WHAT DOES MYBILL OFFER?

DHL MyaBill allows you to efficiently manage and pay your DHL invoices online. There is no cost to enroll, view or

pay your bills online. It's easy and secure!

View your bill online anytime, anywhere via PC or Tablet.

One simple online solution

DHL MyaBill is a simple and effective tool for reviewing
invoices, making payments, and downloading reports.
Our secure online environment saves time and
eliminates paperwork for all our customers’ DHL
Express accounts in one location. It combines the
convenience of an online interface with the speed and
security of electronic banking.

How can you benefit from Online Billing?

- You maintain full control of all your export and
import accounts in one profile.

- Research individual line items on your invoices.
- If you need to file a dispute for

charges, it'’s simple to submit your

request and information with DHL MyaBill

MyBill will allow you to:

- Receive email notification of new invoices.

- Pay invoices online via credit and debit card.

- Review payment history online.

- View and download copies of all invoices, including
corresponding PDF and TIF documentation.

- Download invoice and shipment transaction data in
customized CSV format.

- Query and submit disputes on invoice level.

- Designate a company administrator to create new
logins for multiple internal users.

- Access invoice and shipment documentation for up
to 12months.

MyaBiIll is a web based solution therefore the requirements for your browser are as followed:

« Apple Safari— Latest version

» Mozilla Firefox — Latest version

Internet Explorer 9.0 or newer

Google Chrome — Latest version
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REGISTERING FOR MYBILL

You can register for MyBill in just a few simple steps. Go to: https://mybill.dhl.com/login and click on the Sign-up
to MyaBill button.

-DsrE. -

Login to MyBill

Deutsche Post DHL

e s' [ = = [Inorder toregister you will be required to complete the
registration form; fields with an asterisk are mandatory. Once you
= have finished entering your details, click the Save and Continue’
<= button. Your request for enrolment will then be sent to DHL for
processing. You will then be given the option to Enroll Another
Account’or Login to MyBill
You should receive an email within 24 hours to update you on the fusfomer E?rf’"mf"t,a‘ e
status of your request. There will be an email address displayed I B
on the confirmation (where the text <email address here> is et s

<email address here

shown in the image). Please make sure that you add this address
to your safe senders list to avoid MyBill emails being filed as
spam or junk email.

Sincerely

The DHL MyBill team

!,!,levﬁ,gmgmmomﬂlll Once your request has been approved the email will contain a link to click
on to set your password for logging in to MyBill. Once you have
~ successfully logged in to MyBill you will see a welcome message pop up.
\\ ) Here you can dismiss the message by clicking the X" in the top right of the
/ / message or by clicking the ‘Get Started’ button. Select to not have the

message displayed again by ticking the Don 't show this message again’
Ezm  Poxinthe lower left corner of the message

H"I
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THE SCREENS

The Dashhoard

Once you have logged into MyBill you will be directed to the main Dashboard screen. From this screen you can
navigate to numerous screens; Archive, Downloads, Report, My Account, Search and Help.
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RM 384,242.83
5125125 RM 165,311.33
5 6341, 008.03 0511220 J56,620,102.81
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Hi Hilary Hendriks, welcome to MyBill B

5 6,941,008.03 0511220 1$6,620,102.81
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In the main Dashboard your invoices are divided into 3
categories:

Open Transactions - These are the invoices with
outstanding balances that require payment.

Disputed Invoices - All open disputed invoices and their
corresponding dispute information can be found here.
Due Now - Here you will find an overview of invoices for
which payment is due or overdue.

All three of these overviews can be downloaded into
Excel by selecting the Download All Open Transactions
button situation at the top and the bottom of each
overview.

In the event that you use MyBiIll for multiple
countries the totals will subsequently be shown
separately in the invoice currency of each country
(see the below example).

RM 384,242.83
§125125
5 6,941 008.03

RM 165,311.33

©5112.20

J$ 6,620,102 .81
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THE ARCHIVE, REPORTS & DOWNLOAD SCREENS

oL R L The Archive Screen
e When an invoice has been paid it will be removed
@ 1o from the main Dashboard screen and will be
- automatically placed in the Archive overview.
No further action is required for these invoices
and they will remain available for your
@ m— reference/retrieval.
The Report Screen e i S
The Report screen offers the possibility to
download reports. These reports will be = P ..
available in CSV format. Select the report =
you wish to run, enter the Search meormt Q oo
Parameters and then select the Search PER—
button to create the report '
- ZREp- 5. § S Stwgtion m
0 - DT — The Downloads Screen

b+

1T

Deutsche Post DHL

In the Downloads screen you will find all your
recent downloads created using the Archive or
Search facilities. Downloads will be available for a
limited number of days before they are removed.
Should you wish to remove previous downloads
then select the Cancel button.

q"’
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THE SEARCH SCREEN

MyBiIll Search offers dynamic search capabilities to easily and quickly search your accounts and invoices.

—a . 24S - X nierghendriks-brown@adnleom - UG

Dashboard Archive Downloads Reports My Account Help

Search Invoices

Did you know you can save search criteria as a saved search?

B Saved Searches Q Search parameters

Start with a custom search and then save your search criteria in the search Account
results.

All

Invoice Number Waybill

Invoice Type Status

Al ~ All
Summary Posting

All
Invoice Date
Start Date End Date

] I}

n Save as "Saved Search™?

Q, Search

Deutsche Post DHL

Simply select the parameters you wish to search on The Search screen also offers the possibility to save

and select the Search button your search parameters.

Available search parameters include:

. Account All you have to do is select the necessary search

. Invoice number parameters, then enter a name in the Save a “Saved

. Waybill Search’ field and finally select the Searchbutton.

. Invoice Type

. Status This name you entered in the Save as “Saved Search’

. Start & End dates field will then appear in the Saved Search Section.
Next time you wish to carry out a search using these

Note: Start & End dates refer to the invoices dates saved parameters simply click on the Saved Search

and not to shipment details. name.

ﬂ”’
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MY ACCOUNT SCREEN

In the My Account screen you will find an overview of your account details. From this screen you can update your
user details, change your password, view your open invoice summary and manage your accounts

—a ... %>+ X nhilerghendriks-brown@dhl.com ~ m

Dashboard  Archive  Downloads  Reports Search  Help
My User Details Change Password
Please remember to keep your details up to date. Your pa

Email address.

for online shipping

hilary. hendriks-brown@dhl.com
Your current password®

First Name Last Name

Hilary Hendriks
Enter a new password*

Position Telephone Number

Confirm new password*
Home Group Language Preference

DHL US English - US
*indicates a mandatory field | o Save

0 Open Invoice Summary
RM 384,242.83 RM 163,385.18
My User Details 436,541,008.03 158553,151.13
In this section you can alter/update s oo woosrs e s
your Email Address, Name details, @ —
Telephone Number, Language

Preference, etc.

Change Password

In this section you can update/change your
password should you wish to. Please note that any
changes to your password here will hot align with
your MyDHL password. This will need to be 1w, [f) Eearee
altered/changed separately.

Open Invoice Summary If a Manage button appears in the manage column this

This section gives you an overview of the outstanding ~ means you have managing rights; if the column is blank

balance as well as the aging of the current openand  then you do not have managing rights for that account.

outstanding invoices. The overview is broken down by  Clicking on the Mebutton will provide you with a list of

invoice currency. rights you have for that account which include: Manage
users, and Dispute.

My Accounts

The My Account section is an overview of all the In the same window you can also choose the method
accounts you have access to. In this section you can by which you will receive you invoices by email. Click
view your rights for each account. on the dropdown menu to view and select the available

options.

y—=x ) 7/ 4



THE HELP SCREEN

The Help screen is intended to help you manoeuvre your way through MyBill and provides simple step-by-step
instructions.

Need assistance?
Help Contact us now on 1.800.722.0081
Everything you need 1o know about DHL MyBa o in one place Opening hours 8.00am to 17.30pm
Or emol us at onine bAGKHL com
The Dashboards Making a Payment
I+ The Main Dashboard 41 How to setup an account in the Wallet
(41 Archive 4+ Making a payment
[+ Downloads (4 How to set up autopay on my account
[+ Reports (41 How to remove a Wallet account
(4 My Account (4 Who do | contact if | am experiencing problems making a payment?
@ Samrdh Logging a Dispute
Managing your Accounts (41 How to log a dispute
(41 How to manage your User details (41 How to delete a dispute
(41 How to change your password (4 Overview of disputed Invoices
(4 Managing users rights 4+ Who to contact if you are experiencing problems with your disputes.
GO Hewto add w usey How to use Search
(+) How to remove a user (@ St parmeiters
(41 Who to contact if experiencing difficulties logging into MyBill @ Sivig sesicies

The Help screen in there to provide additional support for MyBill. The Help screen is made up of several sections:

+ The Dashboards

» Managing your Accounts

+ View/Downloading Invoices
+ Making a Payment

* Logging a Dispute

* How to use Search

Should you not find the answer you were looking for in the Help screen you can also refer to the FAQ document.
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STEP BY STEP [ Invoice Key

® No images available

Over the next few pages we will explain step-by-step, how to use the functionality of MybBill.

O Overdue invoice

L)

Viewing an invoice:
There are several ways to download invoices; one invoice at a time or multiple invoices

Single invoices

s P T re—— n
o I )

Hi Hdary Hendriks, welcome to MyBill
Option 1:
To view a single invoice simply hover your mouse B
over the invoice line and select the PDF Invoice s -
that will subsequently appear. -y B —

(=~ s I R

= [ & 77 oo

=
° [oese]
Option 2: g Sy
Tick the box next to the invoice you wish to view i) s Rt MWhcwme. St 1
and select the Download button. If you wish to .
) ] 9 DownloadSeecion
simply download the PDF then click the
Download PDF button. If you would like to i i
download the invoice in a different format (CSV, @ - v
XML) then select the dropdown menu and choose .
the preferred format. o amanes
Should you select the Download option you will
be redirected to the Downloads screen where you
can chose your Download Preference by ticking f——
the box next to your preferred format and clicking
on the Download button.
ﬂ”’
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VIEWING MULTIPLE INVOICES

Viewing Multiple Invoices

e = R el - |
m b N ————
10 Miary Hendik e 10 MyBHI
RM 384242 8
51,25
S 6,941,008
G o o -
=
= =
o —
° [—-)
~DrL. LR R S v |
Dashboard  Archive Reports  MyAccount  Search  Help
e Download Selection
« Gobskpoge
3= Download Preferences (B Zip fite Summary
il
v POF
Deutsche Post DHL
7 2R - L thayhercrkatrown@ehicom
Dashb Archive m Reports My Account Seat Help
e Download Selection
< Gobash

To download multiple invoices select the
invoices you wish to view by ticking the
boxes next to the invoices and then select
the Downloadbutton.

As with the single invoice option, you will be
redirected to the Downloads screen where
you can choose your download preference.

Should you chose the CSV for XL S format
you will be offered the possibility to
customize the format. Should you wish to
customize the format of the CSV file then
select the Customize Formatbutton
otherwise select the Downloadbutton to
continue with the standard format. You will
then be redirected to the Download screen
from where you can download your file.

q"’
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CSV CONFIGURATION

- .. = 2 hiaryhencrs brown@ahi com
Dashboard  Archive  Downloods  Reports My Account m Help
e CSV Configuration
« Go back 8 page
@ Pre-saved configurations ©
= e

B Excluded Column Heade @ Included Column He = Export options

@® Sort order

v

1+ Concatenated
B Save all settings for later?
=

Deutsche Post DHL

CSV Configuration

Should you wish to customize the format of your CSV
file then you will be redirected to the CSV
Configuration screen.

If you only require particular fields there is the
flexibility to customize the file thereby reducing the
extract to your specification and displayed in a set
order. In order to customize the set order select the
column header from the Selected columns field and
drag across to the Available columnsfield; place
columns in the order which best suit your needs.

In addition there is option to concatenate
(consolidate) the files making it easier to import into
your accounting system. Simply tick the
Concatenatedbox and select the Done, apply settings
button.

If you simply want to change the sort order of the CSV
file then select one of the options available in the Sort
orderdrop down menu.

Should you wish to save your settings then enter the
name by which you wish to save these settings in the
Save all settings for later?field before selecting the
Done, apply settings button.

These saved settings can then be found back in the
Pre-saved configurations drop-down menu.

One you have finished customizing your CSV file and
you've selected the Done, apply settingsbutton you
will be redirected to the Downloads screen where you
can download your file.

ﬂ”’
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VIEWING MULTIPLE INVOICES

Waybills and Customs paperwork
As with invoices, there are several ways in
which you can view Waybills and/or customs

paperwork.

Single Invoices
Option 1

Click on the invoice row and you will be
redirected to the invoice screen. Click on the
Waybill number and the Wayhbill details will

appear ina new window.

Option 2

Click on the Image button in the Download
column. A new window will list the available
paperwork. Select the option you wish to view.

Multiple Invoices

Tick the boxes next to the necessary invoices
and select the Downloadbutton. You will then
be redirected to the Download screen where
you can select the Waybill / Commercial
Invoice / Entry Documentsoption and then
click the Download button.

As with the invoice you will be sent to the
Download screen where you can download

your file.

% Waybill 123456789

% Waybills  Invoice history © Dispute history

ign | Sender Destination / Receiver

Content Description Charges

¥ Waybill Downloads

& ANS A& Commencia Invacs

DL 2 e ca
m AAAAA v Downloads _ Reports My Account Search _ Help
Hi Hilary Hendriks, welcome to My8ill B
RM 38424283
$1.25125 RM 186,039.52
15 6,941,008.03 15 6,620,102.81 Rated But Not invoiced
[ =~ J) A o
— Download Selection
s - Goback a page
e @ 2
o L "
i
°
NayBl
-



DISPUTING AN INVOICE

MyBill offers the possibility to log dispute invoices online.

To log a dispute on an invoice simply select the invoice(s). Once selected, three options will appear;

Pay, Dispute, Download- select the Disputebutton.

You will be directed to the Dispute Invoice screen where you can enter the details of your dispute by selecting a
dispute reason from the dropdown menu, entering a description of the dispute in the comment field and clicking
the Submit Dispute button.

Hi Hilary Hendriks, welcome to MysBill Search by seccert. e o wek
Bég Sytem ERP Account
- = S A
RM 384,242 83
1741 Open Transactons
5 1, 251 25 RM 179,405.91
736 Due Now " -
JS 6,941,008.03 ©5112.20 1§ 6,620,102.81 Rated But Not invoiced
65 Open Transactons 1 Disputed imvore: 54 Due Now or
rn © Diput= | & Ooaricas & Downiosd 48 Open Transactons Total records 1810 20 per page «Frt Page 1 ot 91
O S i coa WoE N0 WWOKETIPE  WVOKEDWE @ DL OE
@ 0 : = ShE _
¥ @ - PrrtandPosticiomt  « ¢ ¢ o fmoke Sept. 23,201
™ @ : Print and Post Account " : : : o Sept 23, 201 o Disﬂmiﬂvﬂius
N @ - ProtedPostAccount = = %+ imeke Sept 23,201
- « Back to Gashboard screen
N @ - Prntand Postictonnt < © © ° lmoke Sept. 29,201
N~ I ProtandPostctomt T % T T imoke Sept 23,201
. WVOICE MNEER sccomT NEER IWOICE OaTE swnus ORGINAL ANOUNT
Nn @ ProtendPostdceomnt  © © T 7 imoke Sept 23,201
o e T ® Sept 23,2016 RM 44,84
0 @ - ProtesdPostaccount 7 T 7 ke sy T
- —— ] o Sept 23, 2016  Unpaid | RM 143.09
B Add a Comment
Plesse proys e 18850 for our sputs 30 any \mer ccmments beow
Seiect 2 dapute reason
4 commert
How MyBill Works MyBill User Guide MyBill FAQs
Hom to pay yout DHL nvoees on-ine. Downlosd the FOF user quide: Your Frequenty Asked Cuestions ansaered
+ Loam more + Cownioad POF + ownioad POF
@ sk Vuriit o DA g s
o Eprss
DH. Gisbal Fonwmning
O Freght
DHL Gioba! Vel
DM Suspl Coui

0 Note: Only one dispute can be logged per invoice
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DISPUTING AN INVOICE

Updating a Dispute

Once you submit a dispute it cannot be cancelled within MyBill. In the event a dispute needs to be modified or
cancelled, simply update the open dispute with information for our DHL Billing Agent to make the necessary

changes.

Go to the Disputed Invoice dashboard
and select the invoice you wish to
update.

Select the Dispute History tab and then
the View Dispute button.

Want an overview of all disputes?
Go to the Reports screen and
download the

“

B <

Dashboard  Archive  Downloads  Reports  MyAccount  Search  Help

1 Hiayredis Somn@ai con - m

DL B

Destiard  Archive Downoads Repors MyAccomt Seach  Heb

Customs invoice

K Waybils 4 Invoice history © Dispute history

Deutsche Post DHL

DR EngEn-Us - 3 HEy Henas BN @ohLoom m

= Customs invoice
The I deai% of 1% invokos 3= avaaise Wihinthe PDF oWTRIdbel
e M‘a}(;\;! VZEI'S

aa Doanoad Pt

% Waybills

9 Invoice history © Dispute history
Y Open

‘‘‘‘‘‘

Dispute Case 1D Dspue Dae
7366157 e y Hendriks-Brovin@dhl.c April 29, 2015

Deutsche Post DHL

Here you will find the details of your
dispute as well as the option to add a
comment to your dispute. Should you
wish to cancel your dispute then
mentioned this in the comment field
and it will be cancelled accordingly; if
you wish to simply add additional
notes to your dispute this can also be
done here.

s43990

open $43990

Please note it will take at least 24
hours for the deletion or the update
of your dispute to be visible in MyaBill

q"’
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MAKING A PAYMENT

MyaBill allows you to make quick and secure payments online.

Invoices can be paid by clicking on Pay Nowon
your Dashboard “ Due Now .

Or hover your mouse over the invoice line and
click on the Paybutton that appears

Or select the invoices you want to pay and then
click Payfor each invoice

Both options will take you to the following
screen where you are required to confirm the
invoices and the total amount due in this

transaction. Once you have reviewed the details

select Confirm

X @ ®

s

Dashboard Archive

Downloads Reports

Search Help

Hi Hilary Hendriks, welcome to MyaBill

RM 384,242 .83

1741 Open Transactions

B+

RM 384,242 83

RM 186,039.52

Disputed Invoices

RM 186,039.52

792 Due Now

$15.00

y—=x ) 7/ 4



MAKING A PAYMENT

e Step 1: Please select your payment method
AccouNT MeER accounT Nane voice WaneeR voice oaTE DuEoare PAYUENT ANOUNT
999999999 Pt and Past Account D ©ct. 30, 201 Nov. 29, 201t s1500
Toitopy  $ 15,00
Total payment amount  MD 15,00
;E Crodit Cara
=0 wisa
Card Number
‘Card Hoider Name
Card Expiy Dt E]z E]
ow Whatis CW?
© Seenoeopis | g Dowicod g T Towoss s Nppev | oFis s Paelo? Nt s
0 I RGBT
Seaeh by o, W o vy B
sary Sy P Aot
$47.43 $47.43 e sy v || da satemene ot acccunt
10pen Trarsaxives T e 1 0vefow
£ Sencttocmor opsons | i Cowniaad A Open Trarsacikns Toreconts 17 | 20perpoge v | | oFrs | o | Pagetart Neds | Lasts
T e MO e ACCOWTMM mocivo sawcree ot O oo on stanos Tom, ausuito oncny A BNy
PIEIIRS  mums imvoke canams ez (T 150000 1500 000§ MD

1 @ sccomt

Once you confirm you will be requested to
enter the credit card details and then select

the Pay button.

Once the payment has been successfully
submitted a confirmation message will
appear. A confirmation email will be sent to
the email address set up in your profile.

Dashboard shows Payment(s) in progress
until bank confirmation of payment then it
will move to Archive

Concerned about making payments online? Don't be!

No one at DHL has access to vour card information.

We use a combination of digital signatures and current standard encryption to protect all your card payment details.
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RATED BUT NOT INVOICED - RBNI

Rated but not Invoiced (RBNI) functionality provides an overview of dispatched shipments that have been rated

but not vet billed.

e T m

@ Howr MySill Warks
Deutsche Post DHL
Lo ——

RM 165,311.33
© 511220 15 6,620,102.81

0 Myl Uoar Guide
et

Rated But Not invoiced

e Myl FAe
e e o e

In the event that your account has been
enabled for Rated but not Invoiced (RBNI)
you will be able to view shipments that
have been sent, rated but not yet invoiced.

Such functionality not only provides you
with a clear overview of all dispatched
shipments in a timely manner but also
assists with the rebilling to your customers
should you need to.

Available shipment details include:
« Shipment Number

« Product

« Origin and Destination

« Weight

« Weight Charge

- Taxes

- Insurance

Sort your RBNI data by clicking ona
particular column header . The arrow next
to the header will indicate the direction of
the sort order.

0 Please note: data found in the Rated but not Invoiced screen is not final until billed and is subject to change.

q"’
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RATED BUT NOT INVOICED - RBNI

S DR - L rerendisusee@asn m
Acchiva  Downloads  Reports My Account  Search Help
Hi Hilary Hendriks, welcome to MyBil o]
" In the Rated but not Invoiced Dashboard you can easily

J$ 6,941,008.03 0511220 15 6,620,102.81 Rated But Not invoiced

view the shipment images by selecting the View /mage
— » link found on each shipment line. The shipment image
o« = - - [ wilappearinanew window.

AL 28 L s nongaiin ca
oo IR M Account_Seorch _Help
Hi Hilary Hendriks, welcome to MyBil B

The Rated but not Invoiced functionality also allows
you to download the data into excel. You can
download the standard format simply by selecting -
the Download All Open Transactions button situated NN — p—
at both the top and the bottom of the overview.

9511220 156,620,102.81 Rated But Not invoiced

- B e e _ Should you wish to customize the format of the
© toxtesen download then select the drop down menu on the
i e . Download All Open Transactions and select Configure
[YSo— CYoew— Sp— Download Options.

You will be redirected to the Report Configuration
screen where you can customize the file format, save
your settings or use a previously saved format.
The RBNI Report Configuration screen is similar to the
Invoice Report Configuration screen - see this section
G for further instructions

ﬂ”’
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TARRIF ENQUIRY

Tarrif Enquiry provides account specific tariff information based on the contractual agreements on your account.

e -7 2R - 2 mmeassomanien - [

[RT] Archive  Downloads  Reports My Account _ Search _ Help

Hi Hilary, welcome to MyBill B

== e The Tariff Enquiry is located on the main
e e T Dashboard screen. Simply click on the Tariff
o | o : ST Enquiry tab to open the screen.

°®
0@ -
°®
°®
°o®
@
0@ -
°0d- -
0@ |
0@
°o®
0@

Once in the Tariff Enquiry screen you will need
to enter numerous details on which to base your
enquiry.

poooooo@EEAEEA"

- ./ A 2R - 3 HyHesdis Smen@hizon
Archive _ Downloads _ Repors  MyAccout _ Search _Help
Hi Hilary, welcome to MyBill B

N

RM 12,540.66 Tariff Enquiry

Particular fields such as Fromand 7odetails, okl
Shijpment Date and Piece details are

mandatory and so must be completed.
Mandatory fields can be identified by the [ -
asterisk.

Tariff enquires can be carried out on account

level by selecting the applicable accountin I i
the Account Details drop down menu. 0 :

You can enter the piece weight and/or the
piece dimensions. When you select multiple @

pieces additional lines will appear allowing

you to enter details for each individual piece.

Q Seamh

q"’



TRACK AND TRACE

The MyBiIll Track and Trace functionality allows customer to track shipments easily and without having to leave

Hi Hilary Hendriks, welcome to MyBill e ———r— 2]
g s s
PrSe———— || v < | | s st s
RM 384,242.83 RM 186,039.52 Rated But Not invoiced
741 o s S maces T2owton "
Sent i o | Do com Ty - e | atve | oeen | bomidss e | dae
° [l sa: 0 5435 AMMR
° e wan am » 0w
e e e ox om PrT
° s s om an s Mo
° e owmme seoe B0 2% 0w om 25w
° - @y ox o a2 B
° e aamme wroe 0 me o om o m
°o® s mmoe waze @EE 0 2we 0w om e
°® L ot e s o om e B
ey
e ® - [Er— — un om am i mo

Once redirected to the Invoice screen select you
will be present with a breakdown of all the
shipments for that invoice. On each shipment line
you will find a 7rack button.

Select the 7rackbutton next to the shipment you
wish to view.

»DHL Giobal | Express | Tracking

Track DHL Express Shipments

Express
¢ Thuraday. July 21, 2016 at 1459 a1 hece
> MDHL V' signed o by VSN KOS - HONG KNG - HONG KOG
Shipping Signature Proof of Delivery Destination Service Area:
”;:“‘:"_‘P"""' Thursday, Juty 21, 2016 Location Time  Piece
i civerc W Debverea - Signes for by S o mive
rence
Tracking Tools 04 81 Pece
Elecvonic Proof of Cleaeance ot ssaing complat ot PENANG - PENANG - MALAYSIA %% miee
Deivery WALATSA
wom s
Support e
ExportServices o1
Import Services Dapared 2% miem
Domesti Services i
Ootonai Services 2% miee
Industry Solutons Wednesday, sy 20, 2016 Location Tme  Piece
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Should you wish to view the Track and Trace details of a
shipment open the invoice by selecting the invoice line.

o pRm— o 0 ss -
- by 29,2016 - Amsaid
sowos - [EI
% Wapils  ioie sty © Dispae sty
o woeor o wes [ fep— o
P B w0 o R [ e & vy

A new window will appear with your shipment Track
and Trace details




DOWNLOAD CUSTOM ENTRIES

To download these documents all you need to do is select the invoice/s you wish to download the documents
for and then in the download section select the Export Justification (NBR) check box.

This will also download the AWB and commercial invoice in zip file at the same time.

A m‘ s Dounload Total records: 1 Selected: 1 20 per page v ‘ [ «First ‘ «Previous ‘ Page 1071 ‘ Next ‘ Lasts ]
i UNREAD ACCOUNTNAME ACCOUNTNUMBER  ARACCOUNT  LEGAL ENTITY INVOICEDATE  DISPATCHED DATE TrPE re!  DOCUMENTSTATUS  ORIGINALAWOUNT DISPUTED PAIDIAD) BALANCE
"
©  FREIGHTNET INTERNATIONAL (VIC)PTYLTD , . . , . s s s s + DHLExpressAustralia(DHLAU) 21Dec2020 21Dec2020,6:43pm. . + Dutyinvoice Closed  Sent $13731 50.00 $137.31 $0.00
—
® m‘ s Downioad Total records: 1 Selected: 1 20 per page ‘ [ «First ‘ «Previous ‘ Page 1071 ‘ Next> ‘ Lasts ]
Download Selection
« Goback a page
-
= Download Preferences
=
Ploate seloct your Gownload preferences below
Please note Posting oy @ 15 ooly avakabie in the Transacton Report

No backup document can be retrieved in MyBill 1o these records.
Salect DHL Express Downloads
[} POF inwoice

[ suncard csv / Customise Format
[Ton

Moo

[ Waytit 1 Commercial invoice | Entry Documents

[F)eroont sumscason ner)

'f Transacton Report




MyBill User Guide
New Zealand

INVOICE BREAKDOWN

o DHL Express
TAX INVOICE

Type of Service

DUTIES & TAXES
Total

@ Analysic of Extra Charges
MERCHAMDISE PROCESS
IMPOAT E<PORT TAXES
Total Extra Charges
Analysis of GST

Code: Ciode Desoription

z Dwriy and Tax
Teotal GET

@ Payment due date: 15-07-18

o

y—= Y < J 4
—— r —
° Invoice Mumiber: el
Account Numiber: N
Company Registration Mumber:
Invoice Datea: 15-06-18
Number of Pages: 1of2

For Invoice Enquiries

Telephona: 1300 301 307
Email: sydguerydskgdhl.com
Website: vy miybill.dhl . comdlogin
Murmber of Total Murmber Standard Total of Extra Discount GST Total
Shipments Weight of lems Shipping Charges armount
(imel. GST)
2 000 o 0.00 487.41 o.oo 48741
2 000 o 0.00 487.41 LY AET.a41
Total @ Analysis of Discounts Total
458
402 43
4BT_41 Total Discounts -0LD0

Flease send youw

Total (Excl. GST)
487.41

Total Amount (ALD)

@ Tetal

Rate Taxable Total GE5T
0.00%6 487.41 0.00
o.oo

G5T Total (Incl. GST)

r remitiences via e-mail o auremittEnceadhl.com

0.0 487 .41

@ DHIL Express (Australia) Pty Ltd, GPO Box 7028, SYDNEY NSW 2001, ABM: 62 001 112 929

Payment By EFT

o

Flease ensure youw quote your Account Numiber as your referance

wihem paying by EFT

BSE
BuEeoinmt
Reference

01 2-003

= Payment By Card

Fhone 1300 867 006
online wwaardhl_com awExpressPayment

Flease ensure youw quote your Account Mumber as your reference wien paying by card.

Fleasa state your DHL invoice Number and Acocount Mumber as a reference when making a payment.

Type of invoice: Invoice, Credit note,
etc.

[~ ]

Customer Name and Billing Address

o Customer Billing Information: Account
number, Invoice number, Invoice date,
Page number (Page 1 isalways the
Summary Page)

Type of Service: Description of service

- -

Number of Shipments: Total number
of shipments within this service
description and invoice

e Total Weight: total weight of all
shipments within this service
description and invoice period

]

o0

PAR

@ Payment By BPAY

Comtact your bank or financial institution to make this payment from

your cheque, sawings, debit, oedit card or transaction account.

hore info: waanes bpay oo au

Biller Code
Ref

IAAz00

Effective 15t November 2015

all credit card payments will incur a suncharge:
wWisaMtaster: 1.1%

AMEX: 2 1%

Standard Shipping Charge:
Transportation charge Customer
Name and Billing Address

Total of Extra Charges: Total of other
charges for each service

Discount

Total Amount (incl. GST): Weight
charge + Other Charge + SVP = Total
Charge for each line

Analysis of Extra Charges: Description
of additional charges for each service

Analysis of Discounts: Description of
the discount, code and amount

9990 o

o

Debit cards remain suncharge free

Total Amount: Total amount due for
payment

Due Date
The DHL Address

Payment Instructions: Instructions for
the different payment methods
available

Billing information for processing:
Account number, Invoice number,
Amount Due.



MyBill User Guide
New Zealand

INVOICE BREAKDOWN

o Invoice Number: e
Account Number: -
Invoice Date: 06-07-18
Number of Pages: 20f2

o o o

)

©TAX INVOICE

0 0 6

e o o

number, Invoice Number, Page
number. (Page 1 is always the
summary Page)

Type of invoice: Invoice, Credit, etc.

Air Waybill Number: Customer DHL
Waybil number

Shippers Reference: Reference
information provided in the Waybill

Shipment Date: Date the shipment
was sent

@ ¢ 0 o0

address

Air Waybill Shippers Shipment Origin / Consignor

Number  Reference Date

7740172885 — 290618 MEL, MELBOURNE

—_— -

4520825175 o 290618 NSW, NEW SOUTH WALES OUTL
Service Sub Total - EXPRESS DOMESTIC

Customer Billing Information: Account

Origin/Consignor: Consignor name and

Destination / Consignee Type of
Service
SYD, SYDNEY EXPRESS 7500W 62
o o DOMESTIC
SYD. SYDNEY, o EXPRESS 4850w 2

o0

DOMESTIC

123.50 64
Total: USD: 123.50 2]
Total: AUD: 12350 64

A = Customer Actual Weight V = Customer Volumetric Weight B « DHL Actual Weight W « DML Volumetric Weight

Destination/Consignee: Consignee
name and address

Type of service: Description of service

Weight in KG and Code: Total weight
of all the shipments within this service
and description and invoices period,
and code of the weight billed.

Number of item: Total number of
shipments within this service
description and invoice

Standard Charge: Transportation
charge

Weight Number Standard
inKg ofitems Charge

5003

22316

27318
27319
370.00

Extra Charges Extra Charges GST/ Total
Description Amount Code amount
(incl. GST)

5004 55.03

FUEL SURCHARGE 838 0844 92
6425

23124 245.48

OVERSIZE PIECE 4531 453A 49584
FUEL SURCHARGE 4497 4504 40.47
38479

98.66 37.19 409.04

5866 37.19 408.04

13363 50.36 553.99

Extra Charge Description: Description
of additional charges for each service

Extra Charges Amount: Total of other
charges for each service

Total Amount (incl. GST): Standard

Charge + Other Charge + SVP = Total
Charge for each line

Service Subtotal: Total of weight,
items, and charges for each type of
service

Weight code descriptions



CONTACT DETAILS

For any Invoice enquiries and MyBill specific issues and queries:

Telephone: 0508 800 030
Email: nz.query@dhl.com

H"’



