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What Does MyBill Offer?

There is no cost to enroll, view or pay your bills online. It’s easy and secure! View your bill online any

time, 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 MyBill.

MyBill will allow you to:

—> Receive email notification of new invoices.

—> 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 12 months.

MyBill is a web based solution therefore the requirements for your browser are as

followed:

« Apple Safari

+ Mozilla Firefox

Internet Explorer

Google Chrome
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Registering for MyaBill

You can register for MyBill in just a few simple steps.

— Go to: https://mybill.dhl.com/login/

— Click on the Sign-up to MyaBill button.

~ [

Login to MyBill New to MyBill?

— Select the country from the drop down box then click on ‘Continue’.

— Complete the necessary information (mandatory fields indicated with an asterisk) followed

by clicking ‘Save and Continue’.

1 Login to MyBill
— .
-7 ‘

=

|

ReGITER AND GET STARTED WITH

Register your account

Company details

— Your request will then be sent to DHL to be fully registered for MyBill. Within 24 hours you will
receive a notification email with the details of your username and the temporary password.
You will then be able to login and amend the password.

— Please ensure the email address in the notification is added to your ‘safe list of senders’.
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Forgetten My Password

If you have forgotten your password

—> Click on the ‘Forgotten password?’ hyperlink.

~ O

Login to MyBill New to MyBill? aa

Email agdress

> Forgoften password?

—> Enter your email adress and click on the ‘Send Email’ button.

—EEETE,

Please enter your email address
and we'll send you instructions to reset your password.

Email address

> Send Email

Deutsche Post DHL

—> An email will be sent to you with a temporary password in a few minutes.
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‘ The Dashboard

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.
- . == [ e |
m Archive Downloads  Reports  MyAccount  Ssarch  Help
|

TRY 759.658,47
237 Gpen Trammactoon

5 | o Dowoss A1 Open Transachons

TRY 3.391,83

Tariff Enquiry

BOODOAAOOORAA

There are 4 categories in the Dashboard:

(O 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.

(O Tariff Enquiry — Allows you to complete a price check.

Overviews of Open Transactions, Disputed Invoices and Due Now can be
downloaded into Excel by selecting the ‘Download All Open Transactions’
button situation at the top and the bottom of each overview.
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The Archive Screen

The Archive, Downloads & Reports Screens

When an invoice has been paid it will be removed 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

reference/retrieval.

B

Dashboord [EREC) Downloads  Reports  MyAccount  Search  Help

Q Archive

Page 16145

The Downloads Screen

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.

—O

R =

Dashboard  Archive m Roports  MyAccount  Search  Help

=

e Active Downloads

Deutsche Post DHL

How do | create downloads?

= or Seaeh =
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The Reports Screen

The Report screen offers the possibilityto download reports.

—> Select thereport you wish to run.

AL Y
Dashboard  Archive | Downloods [N Wy Account  Search  Help
e Reports
Seect eputio e
Disputes Rsport
Seoven o Custns 11

Deutsche Post DHL

— AL

Dashboard  Archive  Downloads m My Account  Search  Help

e Disputes Report
 Bakorors

—> Enter the Search Parameters and thn select the Search button to create the report. O———

Q Search parameters

My Account Screen

|  search i

accounts.

o My User Details

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

)

o Change Password

o Open mwoice Summary

0 Wy Accounts
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My User Details

—> In this section you can alter/update your Email Address, Name details, Telephone Number,
Language Preference, etc.

o My User Details

Open Invoice Summary

—> This section gives you an overview of the outstanding balance as well as the aging of the current
open and outstanding invoices. The overview is broken down by invoice currency.

Q Fatura Ozeti ag

TOPLAMEAKIVE TOPLAMADES GEGMI
TRY 150.064,88 TRY 248148
sonceL maon 00 B0

TRY 14048278 TRY 52562,14 TRY TRY

My Accounts

—> In this section if you have manage rights, you can add or remove email addresses.

—> To add a new user click on the ‘Add new user’ button. Enter the details and select ‘Continue’
followed by ‘Save’.

gux Add new user
. Add new user Please enter the new user details

Please enter the new user details.

Usemame (email) asdasdas@cdf com

First Name Last Name
Username (email).

Position Telephone Number

- > Continue Language: Bosnian v
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—> Within the ‘Account Users Admin’ section you can assign the necessary rights i.e. to manage, to

log queries and the type of notification to receive.

s

Dashboard  Archive  Downioads  Reports m Search  Help

Account Users Admin -
Account Receivable Number -

o save

> Back o My Account

The Search Screen

Within the search functionality you are able to quickly search for an invoice, HAWB or by a date

range for multiple invoices. You can also save your search criteria for future use.

— Select the necessary search parameters,

— Click the ‘Search’ button. O

—O — Enter a name in the Save as ‘Saved Search’ field,

—aPIrE

Dashboard  Archive  Downloads  Reports My Account Help

e Search Invoic

B Saved Searches

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

Q_ Search parameters

Invoice Date

Start Date

I8 save as “Saved Search"?

Deutsche Post DHL

Q searen
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| The Help Screen

The help function provides online step by step instructions to complete tasks i.e. view invoices, make
payments, downloads etc.

Additional help can also be found in the MyBill Userguide and MyBill FAQ documents.

Help Need assistance?

ey o e 1 s DL 0 o8 vl Contact your local support affice finansatalepler@dhlcom
P ot vt o Kcionalty i i oo i oraman o

The Dashboards Making & Payment
(%) Toe Main Dasnooard (%) Wha 90 | contact f | am expenencing probiems mating 3 payment?
(&) Arcnive Logging a Dispute
(=) Downlosds .
£ (3) How tolog a dispute
&) Regors (3) tow to deete adispute
() MyAccount (%) Overview of Qsputed Invoices
(5 sewrcn .
) W to contact fyou are expariencing probiems wéth your disputes.
Managing your Accounts

How to use Search

(]
(3) Howto managa your User detals ®
@) Howto -
3] change your password (2] Saving searches
(+) Managing users rights.

@) How gt auser

) How aremove s user

@ inko My
ViewlDownloading Invoices

(%) How to viewdawnload imvoices

() How to iewkdownioad Waybils

() How to customize your CSV file

Haw M8 Works MAYRIl Uste Guice MyBill FAGE
Hom o 52y your CHL ivoces aniine Cowad i FOF e gukde Vour Frouenty Agied Cuesions anawered
> Lowmmors + Bowrlasd PLF Oommiont PUF
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Viewing an Invoice

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

simultaneously.

—> To view a single invoice, hover your mouse over the invoice line and the ‘PDF invoice’ button will

be displayed. Click to open the PDF.

O

=P Praays
Archive Downiocads  Reports My Account Search  Help
Hi aysenur, welcome to MyBill Saarch by aecount, Invelce or woybl n
g Systom e fecou
TRY 841.567,83 TRY 3.391,83 Tariff Enquiry 183+ (DHL Expross Turkey, DHL TR o
240 Open Transactions Disputed mvoices 1 Do Nomw
P prerme— Totairecorde: 240 Selected: 0 | 20 par page CFist < Prevous Page ter f2 Next

F ACCOUNT NAME OICE TYPE VOICE DA o Jr— sTATUS ToA DisPUTE PAIDADS CURRENCY
[ Mareh 31, 2020 May [ npaid | 847,42 ks POF Invoice TRY TRY
[ 31, 2020 [ npaia | 738,13 TRY TRY
[ March 31, 2020 I v | 183,36 18336 TRYTRY

—> To view multiple invoices, select the invoices by ticking the checkbox against each invoice. A
—() selection of additional buttons will be displayed under the tabs. Select the ‘Download’ button.

AL 2R 2 Myl
Archive  Downflads Reports My Account  Search _Help

Hi aysenur, welcome to MyBill

TRY 759.698.47 TRY 3.391.83 Tariff Enquiry

=~ e

3

& [& (8

etz
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—> Select the ‘PDF’ option, followed by the ‘Download’ button.

9 Download Selection
© GO back a page

1= Download Preferences =] Zip file Summary
Please sedect your download preferences beiow "our into a Zip fle
easenoke: Summary Pusng formanon,mocateaby (@) ey svstaie n e Transcton Report

Mo ickup documentcon b retieve in i for hese records. 2 fles n total
PO Invoice / Legal PDF

14054 KB (0.14MB) approx 2

Select DHL Express Downloads.

[7]PoF ke ogat PO

O L Cumert asd
[ XML 1 Lgal X0AL
[ waybal 1 Commercial invoice

[ Expon sustticaion (NER)

[ Transackon Report

—> Downloads will appear in the ‘Download’ menu tab.

Active D loads How do | create downloads?

A8 actve downloads are availabie for two days.

buiding

& A v Filtes Total records: 1 20 per page «Fst  « Previous Page 10l 1 Next)  Lasts
o s i P
—
S [Epo— 2 2 |ﬂ-
R
10 start bullding your download e(s)
t Total records: 1 20 per page «Fist  «Previous Page 1011 Next) Lasts

CSV Configuration

Within the CSV Configuration section you can create your template by selecting the data and order
in which to display.

—> Within the ‘Dashboard’ tab, select the invoice(s) you wish to download the CSV file(s) for by
ticking the checkbox against the invoice(s) in question.

Hi aysenur, welcome to MyBill erT——————— B
== - o
TRY 759.698,47 TRY 3.391.83 Tariff Enquiry 185 (B4 Exprana Trbey O TR} v | | asrsnan -
227 Gpen Trarmacsons. Oapuma imoces 1 Oue Mow

£ [y P R —— Tom oot 227 Sancne 3 | 20purpage ~ | | 4 Frnt | (Prwvos P2 et | Lo
o & s s e et . soce e e o @ meowre s o owren - - fa—
= TRGRGsE o Va3 2020 heme 739 7.3 TRTRY
® e e— = [rp— Nerw smn mn P
= TeoRmmses o Mo 3,20 oo 351 95251 TRYTRY
[®] TECIROOUSTIT oo March 31, 2020 May 30 2020 320146 32946 TRY TRY
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—> Select the ‘Download’ button to initiate the ‘Download Selection’ page.

—> Select the requirement by ticking the checkbox, followed by the ‘Standard CSV’ option. Then click
on the ‘Customise Format’ button. @)

©)

=D e —

Dashboard Archive Downlixads Reports My Account Search Help

Download Selectipn

¢ (30 back a page

*= Download Preferences

Pleasa sslect your download preferences] below
Please note: Summary Posting informatign, indicated by @ s only available in the Transaction Report.

No backup document can be retrieved jin MyBill for these records.

Select DHL Express Downloads

PDF Invoice [ Legal PDF

Standard CSV & Customnize Format

XML/ Legal FML

‘Waybill / Congmercial Inwoice

Export Justification {NBR)

Transaction Repaort

—> To remove the headings click on the title in the ‘Selected Column Header’ and drag it across
to the ‘Available Column Header'.

—> To change the order, click on the title in the ‘Selected Column Header’ and drag it to the
position you require i.e.up or down.

e CSV Configuration
< comrape

S Cunenty actie coniucabor: asd

(B Presaves conngurations @

B exouoes coumn Heaser @ & inousea Ceiumn Header £2 Bxport optiors

@ Sort order

' Use for email atiachments

0 Sovel sttings o lte?

[ —— cancs
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Consolidate several

Column headings invoices (must be
; - that will not appear . selected)
Display any pre in the fil Column headings
saved configurations inthetile that will appear in Data sort order can
be selected
9 (CSV Configuration
JS——
Cuently actve configuration: asd
(B Presaved configurations
n Heacer O @) incuced Column kgﬂJ = Eqot ogtions

Save the template for

future use
This will attach the

customised CSV file
to the new invoice
notification

Once the settings have been
selected and saved, click on the
‘Done, apply settings’ button.

—> Once you have finished customizing your CSV file and you’ve selected the ‘Done, apply settings’ button
you will be redirected to the ‘Downloads’ screen where you can download your file.
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Waybills & Supporting Documentation

—> To view shipment details, hover over the invoice line and click on any field that has a hyperlink

i.e. account, invoice number or customer name. This will take you to the ‘Invoice’ page.

View the history of
the invoice i.e.

View .
d load creation date by
ownloa _
) clicking on the tab
options
B =
e
() 3 Pl | 3
& Donriced Leas PD [ =" |

 Invoice history @ Dispute history

[

View the Waybills on
that invoice (this is
the landing page)

View the Dispute
history by clicking on
the tab

—> Click on the hyperlink of the Waybill number to display the shipment details.

—> Alternatively, you can click on the ‘Image’ button to open the actual AWB image and any

supporting documentation.

%

Wayhill Downloads

I e

ANE & Commercial Invoice

it Custorns

Llose
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| Disputing an Invoice
MyaBill offers the possibility to log dispute invoices online.
— Tick the checkbox against the invoice, which will display the additional buttons under tabs.

— Select the ‘Dispute’ button.

—DAE N )
m aschif  Downloads  Aeparts My Account Search Help

Hi aysenur, welcgme to MyBill n

TRY 759.69847 TRY 3.391,83 Tariff Enquiry

] o [ o=t ] TRYTRY

] - [ o=t ] TRYTRY

@ = [ o=t ] 1 TRYTRY

&3 129 R TR

—> 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.

T S A aysenur zewigiani com UV
Dashboard  Archive Downloads Reports My Account Search  Help

o Dispute Invoice

« Back o dashboard scraen

1STRO00044086 310759944 March 31, 2020 | Ungaid | TRY 4013.61

B8 Add a Comment

Please provids the resson for your dispute and any further comments below
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Tariff Enquiry

Tariff Enquiry provides account specific tariff information based on the contractual agreements on

your account.

—> Select the ‘Tariff Enquiry’ tab.

—> Enter the required information followed by selecting the ‘Search’ button.

m Aschive  Downlcads  Repors My Accous!  Search Help

TRY 75 7

(D o
L)

o Shipment Details

e Piece Details

Hi aysenur, welcome to MyBill

5 P o
TRY 3.391,83

Taiff Enquiry

Account Details

—> The prices for the relevant products, as per your contract, will be displayed.

PRODUCT KaME

ESTIMATED DELWVERY

08:00

LATEST BOOKING

Ly
semaces Proce  Tax x PApE—
BXPRESS 000 00C EUR 10.00 R 000 PSS
200 FREMIUM EUR25.00 ER000 088G
FUEL SURCHARGE ER 54 EUR000 08B ks
MAIL SERVICE PROCESS EwR09s sRom 088k

TotAL EUR a1 ER000 PSS

1200 =

semaces Pruce - Tax - suLasLE wECHT

EXPRESS 120000C EUR 100 sROm 088 ks

12:00 PREMUM EUR 10.00 EUR 000 LY

FUEL SURCHARGE EUR210 EUR000 PSS
PROCE: EUR OS54 EUR000 08B kG

TotAL EUR2a84 sROm 088 ks

LATE ST PICKUP

1900
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Track & Trace

The MyBill Track and Trace functionality allows customer to track shipments easily and without
having to leave the MyBill site.

— Click on the hyperlink on any field i.e. invoice, account number or company name which will
take you to the ‘Invoice page’.

—  Click on the ‘Track’ button on the AWB in question.

=7 Proary =1
Dustbors _archve _ Doveloads _Reports My Account _ Searen i

In(vo‘i

il A
TRY 3061025

TEQIRDOO3SE3 . March 31, 2000 m
5 Dowriond Lo PO
¥ wiaybills 9 Invaice history @ Dispute history

s | < Prevous Prate -

—> This will open the tracking details.

=& Tiirkee : English X, Contact DHL Express ‘!, Find Locations (’ DHL Worldwide

=D EFy
= A A
Express Track Login - MyDHL+

» DHL Turkey | > Express | Tracking

Track DHL Express Shipments

Here's the fastest way to check the status of your shipment. No need to call Customer Service — our online results give you real-time,
detailed progress as your shipment speeds through the DHL network.

Result Summary

Express
Waybill: Monday, February 24, 2020 at 14:40 1 Piece
- . Origin Service Area:
» MyDHL* v/ signed for by: > SHANDONG PROVINGE - JIAONAN, QINGDAQ -
> Shipping CHINA MAINLAND
« Tracking Destination Service Area:

. . > ISTANBUL EAST - ISTANBUL TUZLA - TURKEY
> Monitor Shipments

> Tracking FAQs Monday, February 24, 2020 Location Time Piece
> Track by Shipper's 19 Delivered - Signed for by: ISTANBUL TUZLA 14:40 ;
Reference N ¥ : 1 Piece
> Tracking Tools 18 With delivery courier ISTANBUL EAST - TURKEY 12:28 1 Piece
> g“smrga Services and Saturday, February 22, 2020 Location Time Piece
uppo . - . )
» Export Services 17 é:g_?_d_ ‘T’tu[gﬁl(g?(w Facility in ISTANBUL ISTAMBUL EAST - TURKEY 12:26 1 Piece
» Import Services S
n 16 Departed Facility in ISTANBUL - TURKEY ISTANBUL - TURKEY 1:37 1 Piece
» Domestic Services
» Optional Services 15 Processed at ISTANBUL - TURKEY ISTANBUL - TURKEY 1:37 1 Piece
» Industry Solutions 14 Clearance processing complete at ISTANBUL - TURKEY 10:07 1 Piece
» Resource Center ISTAMEUL - TURKEY
13 Arrived at Sort Facility ISTANBUL - TURKEY ISTANBUL - TURKEY 09:47 1 Piece
12 Shipment not arrived; customs status ISTAMBUL - TURKEY 09:24
updated
" Cieparted Facility in LEIPZIG - GERMANY LEIPZIG - GERMANY 04:35 1 Piece
Friday, February 21, 2020 Location Time Piece
10 Processed at LEIPZIG - GERMANY LEIPZIG - GERMANY 21:19 1 Piece
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Paying an Invoice

Within MyBiIll the invoices can be paid easily.

Pay invoices due as per the

payment terms Pay an individual invoice
(@)
Pay multiple invoices
o
ot  wea |
E_Ammm Downloads ~ Reports My Account  Search  Hof
Hi afsenur, welcome to MyBill n
5 Pa ow .
EY]S?.G‘BSA? TRY 3.391,83 Tariff Enquiry

gad

Page 1l 12

TRY TRY

TRY TRY

—> Within the next screen, the invoices selected will be displayed along with a list of invoices that

are almost due for payment should you wish to include any additional invoices.

—> Click on the ‘Confirm’ button to proceed to enter the card details. O

[

Dashbosrd  Archive  Downloads  Reports  MyAccount  Search  Holp

@ Pay TRY3291.46
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—> Enter the card detail and then click the ‘Pay’ button to complete the payment.
(@)

e

Step 1: Please|select your payment method

ACCOUNT NUMBER ACCOUNT NAME INVOICE NUMBER INVOICE DATE DUE DATE PAYMENT AMOUNT
TEQIR00035717 March 31, 2020 May 30, 2020 TRY 3291 46

Totopay TRY 3291.46

Total payment amount TRY 3291.46

ﬁ Credit Card

B3 visa
Card Number
Card Holder Name
Card Expiry Date v v
CVCICVWVICID What is CVCICVVICID?
=
e
Deutsche Post DHL

—> Once the payment has been processed a confirmation email will be sent to your email address.

The invoice status will be reflected as ‘payment in progress’ until the
payment is received from your card payment provider.







