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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/Temtory

Address
12 ABC BUILDING

| United States of America

ANBSN2

| 188 ABC STREET

Address 3

ZIF Code City

| 1000

i 10000 NEW YORK
100071 NEVY YORK
10002 KNICKERBOCKER
10002 NEW YORK

10003 NEW YORK

10004 BOWLING GREEN

el ] 10000

ZIP Code City State
v | | v | | w
| \ NEW YORK " | New York
Postal Code City State
[ v | ; | v | | v
| 75002 ’ Paris \ | lle-de-France

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 location in the Suburb field, e.g., VIETNAM DISTRICT, then select the matching

address from the dropdown menu.

Country/Tesrifory

Vietnam

Address

Address 2

Address 3

Suburb City
DISTRICT] |-

DISTRICT 1-BEN NGHE WARD HO CHI MINH

DISTRICT 1-BEN THANH WARD HO CHI MINH

DISTRICT 1-CAU KHO WARD HO CHI MINH

DISTRICT 1-.CAU ONG LANH WARD HO CHI MINH

DISTRICT 1.CO GIANG WARD HO CHI MINH

DISTRICT 1.DA KAO WARD HO CHI MINH

Select One

~y» Suburb

DISTRICT |~

City
HO CHI MINH
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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

[ Business Contact

Company @

DHL Express France

Country/Terntory
France

Address

Immeuble Le Memmoz

Afdress 2

53 Avenue Jean Jaurés

A_DOVESS 3
€S 80014 [~
Pozizl Code City State
1o | v | &
93351 2 ‘ LE BOURGET ‘ ‘ CEDEX
Email Address
Phone Type Coce Phone

| | |+ |
Mabile ~ i1l 35 | | 0825100 08D,

[ sms Enabled
B3 Add Another

VAT/Tax ID

VATTTax 1D ‘
,,,,,,,,,,,,, ’

EOQR! Number

EORI Number
| Residential Aodrass ‘

Notes about this contact

Clear Address
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CUSTOMS
10SS NUMBER

Send a shipment to European countries with your 10SS
(Import One Stop Shop) number

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 10SS identification number, which starts with ‘1M,
followed by a 10-digit number.

Customs Declaration

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

= AsofJuly 1 2021, all commercial goods imporied to the European Union (EU) will be subject to
VAT

= [fthe seller of the goods s 10SS registered, the I0SS number must be asscciated with the
shipment

Tax Payment for this Shipment
Tax numbears you used to pay taxes far this shipment (for local customs authorities)

Tax D,
IMO40123456( |

v
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CUSTOMS

CREATING AN INVOICE - CREATING AN ICS2
COMPLIANT 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

| o omumens ] Pronbies ems

¢ business paperwork. llems witf Packages are goods, merchandise ar commeditic personal Some items that are prohibited when shipping to
ad i shipmenl commercial purposag France include:
Animzls. fish, birds {live)

You'll need a customs invoice for this shipment — DHL can create it for you! Seeds

menstary value are NOT

Bulbon (of any precicus metal)

‘ View Prohibited |tams
© I

ST TT5 STCITICET TTCTiane have @ prmied

Need to add other details or create and save

What is the purpose of your shipment? & voloe teplates?
* i em| 57

| select Cine v ‘

Use qur enhanced Customs Invoice

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

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

e 1 Item Descriplion View Prohibited Items ] Commodity Code ‘v 3 O Copy

‘ "Spoits fcotwear, tennis shoes basketball shoss gym shoes [raining shoes and the like” - "Foolwear with 6404.11.000 Q
Quantity Units item Value Net Weight @ Gross Weight @ Where was the item made? @
¥4 v | v | v [ | [ v
‘ 1 ‘ Pieces v | ‘ 50.00 HKD 05 kg 05 ‘ kg ‘ Hong Kong SAR China
Total Uniis 1 Total Net Weight 0.5 KG Total Gross Weight 0.5 KG Number o1 Palliets ] \ Add Another tem &3

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

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

] 1 weuid like to see estimated duties and taxes for my shipment

4 ltem Description View Prohibited Iteme - Commaodity Code @ 5 O Copy
‘ "Spoits fcolwear, tennis shoes basketball shoss gym shoes [raining shoes and the like” - "Footwear with ’ 6404.11.000 Q
Quantity Units item Value Net Weight @ Gross Weight @ Where was the item made? @
| v ¥ v v - | v < v | "
11 | | Peces v |Y | 5000 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 Patiets | | Add Another ltem &3
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CUSTOMS
CREATING AN INVOICE

Use your own invoice

You are also encouraged to enter the full description of each item when using your own

invoice to facilitate the customs clearance process.

Shipment Details

You'll need a customs inyoice for this shipment— DHL can create it for you!

Q) Documents ‘ @ Packages

marchandise or commeditios for perzona

T Shipment infoamanor

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

O|| ) '

Invoice Value
Include any additional charges for this shipment.

Total value for all goods/items only (excluding other charges)

ke
=
=]

Add Charges

Enter the full descriptions of each item.

Customs Declaration

Additional Parties
Are there other pariles involved In tne shipment?

(OYes (@ No

9 » Asof July 12021 all commercial gooas imported to the Europsan Linion (EL1) will be subject 1o
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 used to pay taxes for this shipment (for local customs authorities)

Provide the applicable tax number

Item Details
Enter item details to create a digital record of your shipment

Add ltems

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

Add Another

Create Invoice q Use My Own Invoice l
> nave 2 DINed INVOICe H

Summarize the contents of your shipment (in detail) & frvoce Number @ .

Prohibited ltems
Some liems that are pronibited whan shipping to
France include:
Aremazls, fish birds (live)
Sesds
Eullion (of any precious matal)
View Prohibited Items

Total Invoice Valus

==~ HKD
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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

| g s ta document?

personal or Some items you might think are documents are
not — check before completing your shioment.

erehandise or commuodilies fo

Describe the documents in your shipment > Help me delermine if my item is a document
Ssolact a description @

Prohibited Items
Some items that are prohibted when shipping to
‘ France incluge:
Animals. £3h, birds (ive)

Reierence (appears on shipoing labelivarybill)

Seeds

View Prohiblied llems

Protect Your Shipment

You vaiug your shipmant ang so 4o we — don'1 1orget 1o protect your shipmeantt Laam ahout our shipmant
protection cpiions

[7] 1 would like to add shipment protection to my shioment {Document Extended Liakility Senvice)

OR

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

] 1 wouic like to see estimated duties and taxes for my shipment

+  Htem Descriplion I View Prohibited Items I Commodty Code © 0 cupvv

v
| "Spoits fcolwear, tennis shoes basketball shoss gym shoes lraining shoes and the like” - "Foolwear with ’ 6404.11.000 Q
Quantity Units item Value Net Weight @ o Gross Weight @ Where was the item made? @
v v - ~ v
‘ 1 Y| Pieces v ¥ [s00 WD | 05 "k ] 05 kg | Hong Kong SAR. China

Total Units 1 Total Net Weight 0.5 KG Tolal Gross Weight 0.5 KG Numper of Paliets | \ Add Another tem £3
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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 Add Existing DHL Account and enter the Account
Number and a Nickname for it. Select the account type (Shipper Account or Payer
Account), then click Add.

—me 2 T&. _ DHL Express Help and Support  Finda location | Q English | Bahasaindonesia NN

vnewn-ag

Home Ship Track Manage Shipments @

My Profile

My Shipment Settings

Welcome to MyDHL+

Delivery Options My DHL Accounts . .
Customs Invoice
Shipment Protection Authorized Account Templates
Usage .
Creaie a New Shipment ~ Creale from Favorite || Creal NS R LT Te) Shipment Tax IDs

Access eSecure .
Customs Declaration My Product/ltem List
: : Packaging Settings .
Courier Pickups Digital Customs
Shipment References Invoices

Country/Territory From

street addreRG LT TS

Indonesia

) Printer Settings

8 Save Shipmenis

i o . Notifications and
® Assigning Shipmenits Sharing

Country/Territory To CUHEIICY and

: Measurement

Addresses

Saved Accounts

[ Request Accoué‘ £ Add Existing DHL Account

[J Nickname~ Account Number chcount 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
(O Payer Account
» Account used to pay for shipping charges

R AL @ | au
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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 iansportation Charges? HOow will dutles and taxes be paid?

‘ Alternate DHL Account Number v Receiver will pay - |7

Account Number

[ Remember these paymenrt options forthe | Ship FROM address v

Additional customs details are needed for this shipment
In order 10 complete this shipment you are reguired 1o provide the following aelalls for customs.

Select customs terms of trade View Defintions

DAF - Delivered at Place b




11 MyDHL* Useful Tips | Others

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.

m Login X

© Login Locked. Check your email

to reset your login.

Email Addrass ‘

Password ‘

al Forgot/Reset Password I

4 Remember me @
a Login

Not Registered? Register Now

Home  Ship  Track Register Login

Reset Password

Email Address

Click or select the Pants

Ol M BTN ¢ D= § @ X (v

(3]
Cancel m
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OTHERS
HOW TO PREPARE A LOCAL DOMESTIC SHIPMENT

MyDHL* does support the creation of a domestic waybill in Singapore. Please select
SINGAPORE for both the shipper and receiver to proceed with your domestic shipment.

AP, . DHL Express Helpand Support  Findalocaion | @ English
Home Ship Track Manage Shipments @ View/Pay Bill My Shipment Settings X My Profile
Create Shipment Pay Print W Save for Later
From ‘ To
Name 5 Name
‘Tan B!« Bl ‘Tan B‘«
[] Business Contact [] Business Contact
Company @ o Company @ o
| DHL Test \ | DHL Test |
Country/Temitory Country/Territory
. v e v
‘ Singapore ‘ ’ Singapore ‘
Address Address
‘ test “/ ‘ test ‘V
Address 2 Address 2
| test | | test ‘J
Address 3 Address 3
Postal Code City State Postal Code City State
1535215 || SINGAPORE | | \ |535215 || sINGapore || \
[] Residential Address [[] Residential Address
Email Address Email Address
‘ test@dhl.com "’ ‘ test@dhl.com "/
Phene Type Code Phone Extension Phone Type Code Phone Exiension
| Ofice v | |mm g5 || 63897600 ¥ \ | Ofice v | |=m g5 |7 63897600 M \
Add Another Add Another
VAT/Tax ID VAT/Tax ID
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OTHERS

ACCOUNT RESTRICTED ERROR MESSAGE

If you encounter the following error message after logging into MyDHL*, please check
on your account status by clicking My Shipment Settings My DHL Accounts.

A Account restricted. Contact your company
account administrator or call Technical Service at
63897600.

You will not be able to generate a shipping label/waybill. You can only
create and save a partial shipment, track previous shipments and view

shipment history.

The restricted account number might be invalid due to inactivity or account stop.

Home Ship  Track

My Shipment Settings

Delivery Options

Shipment Protection

Customs Clearance

Customs Declaration
Default Accol o

Courier Pickups
EEERELILEE:  Retun Shipments
Mask account num RSP Shipments
Domestic Shipmen| Assigning Shipments

Export Shipments
Import Shipments

Currency and
Measurement
Printer Settings

Addresses

s and Sharing

Online Billing

My Customs invoice piates

Register for Access

Shipment Tax IDs
My Product/item List
Saved Accounts

| Customs Invoices

O Nickname ¥ Account Number

= | DHLExport

| DHLImport

Manage Shipments e

Authorized Account
My DHL Accou Usage

Packaging Settings # Edit

Shipment References

------------------- v«mmo My Shipment Settings| & My Profile

My DHL Accounts

Customs Invoice
Templates

Shipment Tax IDs

Access eSecure

My Product/item List

Digital Customs
Invoices

Printer Settings

Notifications and
Sharing

Close
Enroll to view and pay bills online. After enrolling, we'll

send you an email with login details. Register those
details to get access!

B3 Request Account [ &3 Add Existing DHL Account

Account Type

SHIPPER

SHIPPER
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eSECURE
QUICK REFERENCE (CUSTOMER ADMINISTRATOR)

Step 1: Login to MYDHL*

After logging in, you can access the eSecure menu by clicking Access eSecure under
My Shipment Settings.

DAL E, . DHL Express Help and Support  Find alocation | Q English [

My Shipment Settings

Home  Ship  Track  Manage Shipments £ X My Profile

Welcome to MyDHL+ ; -
Delivery Options My DHL Accounts :
Customs Invoice
Shipment Protection Authorized Account Templates
Usage .
Create a New Shipment = Create from Favorite || CreatfiiOISGIEROIEEIELNC Shipment Tax IDs

Access eSecure :
Customs Declaration My Product/ltem List
Packaging Settings =
Courier Pickups Digital Customs
Country/Temitory Shipment References Invoices

O T e

Printer Settings
Save Shipments

e s Notifications and
® Assigning Shipments Sharing

Currency and

To
Measurement
Street addre

Addresses

Country/Temitory

® I
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eSECURE
QUICK REFERENCE (CUSTOMER ADMINISTRATOR)

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.

Authorized User

fimm I Astount Number

Sunus angin

[ Ww“ = - [ HCWG KaNG SAR CHRA -
| M

| Pasirg

SRR et
< E] 3 | > >
Y P v T CAPOrONe | vt || Coon : Uphad || Downiond |
Nitkoroed User LEmait D = Accoum Numbe)  Quvigin Staus Assigned By Nediliod Dase
: ) ooy @yrad com 63 1 75T go«g KOG SR, - Aopvoned ANERLC0 DN Coas 13- Jae2h
zaurs No M
I boheng@kcdaicar 53¢ ST HEHG KONG 5AR. Apgronedd bong heurg@chizon 22Jae-38
CHRLA
|| b bewrp@etioom 63 40 4T 220;3':0“65&“ Appeined EEpeleh Man R con 2500053
Authorized Domain
At oraed Acount Viage Apprave Somain Name Account Numder
Ongin Stats
[“wanG ons AR cona N TRk <
| ek =1
Cempany Name
Raset
V' 3 feconds found "N Actve I hectier || Cooy |
Aocount " n - .
Damme Npwe * Nuibis Crign Company Stotns fizwqgnoed Oy Modded Dato
[} Saaascoen a7 HONG NONG SAR OFL - 0O acine SarrborQtcire J)-Sep20
CHNA SeCTON 1gom
IHNTERNAL UZZ
FORTESTING
1] gyonnn con L) SIE HOND R0 S48 O - ECOM hitse Yo grang 01.Sep20
fea U SECTION e
INTERREL UEE
FOATEETING
Ll Sdv e q), .77 BOHGE X0NG SAR. CHL - 200U ezt tarysuZchizon 540510
CHNA SECTION
INTERNAL UZE

FORTESTING



16 MyDHL* Useful Tips | 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 a new Customer Administrator here.

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

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

—I Customer Administrators I

Accaunt Numbsr Unmal 10

First Name Last Name
Aumorzed User Companay Name Qrigin

| Wowa wanc san chia -

Account No Status

| aamve

adne

Customer Administrator

[ seonce JRETT

Alhprized Domain - S S
6 oM M m Acsve | Inartive. il Dottt
Authorized Account Usage Approvai T : i
“Sumber Emell 8} Fiesa Name Leat Namw Nams arigin Staws ALt
Ce 4 7 barmy st co . Hare v g’::;r ECOM  powEKOhG  Amye E
FOR TESTING.
i ¥ :l‘;-:.“ chmrlo Carwl Chan ,:[;:r-. 2 Shé';)}'::-‘l:’::“c Azhe m
New Requestor
A Halp Centar Link
A new email address attempting
to use an eSecure-enabled DHL Dear Sir / Madam,
Express Account will be treated
as a new req uestor. Your request to use the DHL Express Account is sent to the account administrator for
approval.
The req uestor W| |.|. I‘eceive an If you have any questions or need technical assistance, please contact us at or
. .ge . ecommerce. sg@dhl.com
email notification and the
.. . Regards
Customer Administrator will DHI. eSecure Team

receive an email requesting
approval.
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eSECURE
QUICK REFERENCE (CUSTOMER ADMINISTRATOR)

The requestor will be notified of your decision.
Request Approved

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
ecommerce sg@dhl.com

Regards
DHL eSecure Team

Request Declined

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,

[f you have any questions or need technical assistance, please contact us at
gcommerce sg@dhl.com

Regards
DHL eSecure Team



Connect with us

DHL Express Indonesia & Timor Leste
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% Ready to ship? Get a quote from MyDHL-
Call Customer Services on 0800-1-333-333 or Technical Support Helpdesk on #6221 2953 7200

Q@ Find your nearest DHL Service Point

k>

The information in this guide is correct as of 07/2025.

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

DHL Express /


https://mydhl.express.dhl/id/en/shipment.html#/rate-and-quote
https://mydhl.express.dhl/sg/en/shipment.html#/rate-and-quote
https://mydhl.express.dhl/sg/en/locator.html
https://mydhl.express.dhl/sg/en/locator.html
https://mydhl.express.dhl/id/en/locator.html

