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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 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*.
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 12
months.

MYBILLIS A
WEB BASED SOLUTION

THEREFORE THE REQUIREMENTS
FOR YOUR BROWSER ARE AS
FOLLOWS

[ ] 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 MyBill button.

In order to register, 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’
el __/ s - button. Your request for enrollment will then be sent to DHL for
= : processing. You will then be given the option to ‘Enroll Another

: Account’ or ‘Login to MyBill".

Recgone your scziest

Customer Enroliment
You should receive an email within 24 hours to update

you on the status of your request. There will be an email

address displayed in the confirmation (where the text ow wil receive an emad within 24 hours to mform you about the status of your request
<email address here> is shown in the image). Please ap s R A e e '
make sure that you add this address to your safe = RS S
senders list to avoid MyBill emails being filed as spam or
junk email.

Enroli Another Account > Logn 1o MyE|

-~ WELCOME TO MYBILL

YOUR NEW ONLINE PAYMENT PORTAL

Once your request has been approved, the email will contain a link
to set your password for logging in to MyBill. Once you have
successfully logged in to MyaBill, a welcome message will 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” box in the lower left corner of the
message.

With My8Bill, you can view, download, print and even pay

your invoices with just a simple click =
Get Slarted >

Don't show this message again






MyBill User Guide

TH E DASHBOARD

Once you have logged into MyaBIll, 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.

In the main Dashboard your invoices are divided into 3 categories:

- 7 .
[l e _ovmionds _Raports My Accout_Soach _ by Open Transactions - These are the invoices with outstanding
Hi sulia, welcome to il balances that require payment.

an) Corp., DHL TW) . Al

$ 345'283 00 ?‘4388 S 343[4?16”00 Tariff Enquiry Rated But Not invoiced

197 Open Transactions

yyyyyy ions lasac AN 0 per page
socrer awoceonte @ purour STATUS. TOTAL  DISPUTFD.
° 2 [ o | 2,060
219 m 1,424.00
Disputed Invoices - All open disputed invoices and their
corresponding dispute information can be found here.
-
Mmm Downloas _ Roports My Acsount _ Soach _Holp
Hi Julia, welcome to M Search by accaunt, mwaice ar waysil

$ 345, ZSE ?U 9 $ 6'943 88 Tariff Enquiry Rated But !\!I?t invoiced

87 Cpe
10 Disputed Invoices

Toialiexnds 10 Seecled 0 Mperpege v || sl | <P

& ACEOUNTNO. ACCOUNT NAME. oare @ DUEDATE STATUS TOTAL  DISPUTED
Now 17,2018 2,806.00 2,806.00
Now 17,2010 [T 412000 412000

e e Due Now - Here you will find an overview of invoices for which

payment is due or overdue.

L

[PETPS"N acnive  Downloads  Reports  ély Account  Search  Help

Hi Julia, welcome to MyBill ‘Saarch b unt, rvoics or waybil
E Pﬂy Now il S AP A
59+ (DHL Express (Tawan) Corp, DHL TW) v A

&?flsgs%oo ?mi $ 343[43600 Tariff Enquiry Rated But I:.f:]t invoiced

183 Due Now
All three of these overviews can be downloaded into Excel by
s selecting the » DOWnload All Open Transactions bUttOn situation at the tOp and
the bottom of each overview.
In the event that you use MyBill for multiple countries or territories,
MOP 161,224.00 @ MOP 112.00 MOP 21,920.00 the totals will subsequently bg shown separately in the invoice
528 Open Transactions 1 Disputed Invoice 90 Due Now currency of each country/ territory.
$516,741.97 o $ 2, 914 43 $ 203,548.68
227 Open Transactions 1D WOl 153 Due Now




THE ARCHIVE, REPORTS&
DOWNLOAD SCREENS

THE ARCHIVE SCREEN

When an invoice has been paid, it will be removed from the
main Dashboard screen and will be automatically placed in

the Archive overview. \ s b _Souch i

-3
No further action is required for these invoices and they will S
remain available for your reference/ retrieval. - T
LT et e © o s
TR | oas e Gee i e s
DRI e o mams o1, s mam 1o -
|HGIORZESE e 18, 201 Now 17,2010 Chwses 1,319.00 1,30.00 §Tr
—ERATE. Pra—y .
Dashboard  Archive arch  Help
THE REPORT SCREEN
@ il Reports B P =
o —— The Report screen offers the possibility to download reports.
@ These reports will be available in CSV format. Select the report
Deutsche Po
Q search parameters

you wish to run, enter the Search Parameters and then select
the Search button to create the report.

it | @ Bsareh
Deutsche Post DHL

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, select the Cancel
button.

=l

2R 2 v MyBiII
Dashboar Downloads ots MyAccount Search Help
L\

Active Downloads

Six]

How do | create downloads?
You can build downloads within the Archive or Search facility
All active downloads are available for two days.
‘You may continue to browse the site whilst downloads are building
ACME Company
Ref.
Al ~ || Filter Total records: 2 20perpage v | «First | <Previous Page 10f 1 Next» | Last»
e & Download
STARTED DESCRIPTION TOTAL FILES RETRIEVED FILES

Dec. 11, 2019, 3:28 p.m. CST E Bulk Download

With a list of invoices available, simply tick those you wish to download and then
Dec. 11,2019, 3:27 p.m. CST AR Open Transactions Report 1 1 é Download press the Dovinload bufton to start building your download fle(s)
Total records: 2 20perpage ~ | «First = «Previous Page 10f 1 Next» | Last»

Deutsche Post DHL
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THE SEARCH SCREEN

MyaBill Search offers dynamic search capabilities to easily and quickly search your accounts

- )/ A t o8- L B MyBill
Dashboard Archive Downloads E Help
Search Invoices
Did you know you can save search crite
B saved Searches Q Search parameters
Start with a custom search and then save your search crileria in the search results Account
Al v
o Custom search
Start a new search with custom criteria Invoice Number Waybil
TEST
Invoice Type Status
Al ~ All ~
Summary Posting Fiscal Number
Al ~
Invoice Date
Start Date End Date
n Save as "Saved Search"?
Enter a name
Q_ Search

Simply select the parameters you wish to search on and select
the Search button.

Available search parameters include:

Account

Invoice Number
Waybill

Invoice Type
Status

Start & End Dates

Note: Start & End Dates refer to the invoices dates and not to
shipment details.

The Search screen also offers the possibility to save your search
parameters.

All you have to do is select the necessary search parameters,
then enter a name in the Save a “Saved Search” field and
finally select the Search button.

This name you entered in the Save as “Saved Search” field will
then appear in the Saved Search Section. Next time you wish to
carry out a search using these saved parameters, simply click on
the Saved Search name.



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.

Y Zvme .

— ““"M‘“" =
| I

o My User Details
Plonse remombar o keop 3

Email address

* indicates & mandatory field | * Save

MY USER DETAILS

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

[ — iz
0 Open Invoice Summary
T
ToTaL BaLaNcE ToTaL oveR e
"

S Ms20300

MY ACCOUNTS

The My Account section is an overview of all the accounts you
have access to. In this section you can view your rights for each
OPEN INVOICE SUMMARY nave ac v yourrio

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.

If a Manage button appears in the manage column, this means
you have managing rights; if the column is blank, then you do
not have managing rights for that account. Clicking on the Me

CHANGE PASSWORD button will provide you with a list of rights you have for that

In this section you can update/change your password should account which include: Manage users, and Dispute.

you wish to. Please note that any changes to your In the same window you can also choose the method by which
password here will not align with your MyDHL+ you will receive your invoices by email. Click on the drop-down
password. This will need to be altered/changed menu to view and select the available options.

separately.

9  MyBill User Guide
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THE HELP SCREEN

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

Eme—— zh 2 2 :
Dashboard Archive Downloads Reports

Need assistance?

Contact your local support office tw.ebilling@dhl.com
Or email us at

The Dashboards Making a Payment
The Main Dashboard Who do | contact if | am experiencing problems making a payment?
Archive

Logging a Dispute

Downloads .
How 10 log a dispute

Reports )
How 1o delete a dispute

My Account ) .
Overview of disputed Invoices

Search
Who to contact if you are experiencing problems with your disputes.

Managing your Accounts How to use Search

How to manage your User details
Search parameters

How to change your password
Saving searches

Managing users rights
How to add a user

How to remove a user

The Help screen is made up of several sections:
[ | The Dashboards

| Managing your Accounts

] View/Downloading Invoices

] Making a Payment

u 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.



STEP BY STEP

Over the next few pages we will explain
how to use the functionality of MyaBill
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VIEWING AN INVOICE

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

time or multiple invoices simultaneously.
INVOICE KEY

@ No images available

SINGLE INVOICES

Option 1: ©  Overdue invoice

(2} . o
To view a single invoice, simply hover your mouse over the invoice line and select the PDF biavites] Toveiee

Invoice that will subsequently appear.

Option 2:

Tick the box next to the invoice you wish to view and select the Download button. If you wish to simply download the PDF, click the
Download PDF button. If you would like to download the invoice in a different format (CSV, XML), select the dropdown menu and
choose the preferred format.

Should you select the Download option, you will be redirected to the Downloads screen where you can chose your Download
Preference by ticking the box next to your preferred format and clicking on the Download button.

s EETI Y -
W ount  Search  Help
Hi Ju' =
pute | gda Download -
. orp. €
$ 3 $ 343,436.00 Tariff Enquiry Rated But Not invoiced
197 Ope: 183 Dus Now 1
<
EX oo av & Totalrocords: 197 Selected 1 | 20 porpage v | | «Fist | «Provious Fagatar10 Nexts | Lasts
O s ounduam e o, e @ oueome  saws 0 o e o eaLn
v e | THOmNeNIEE avaice Oct 18, 2018 Nov. 17, 2018 2,064.00 2,064.00 3 TWD
(] Imvoice: Oct 18, 2019 Nov_ 17, 2019 1,424.00 1,424.00 WD
— D VY o

Dashboard  Archive Reports My Account  Search _ Help

9 Download Selection
« Go back a page

ontaining the following

P \aicated by is only availabie in the Transaction Report
No backup document can be retrieved in MyBill for these records. 0 files in total
cancel & Dawnload

Select DHL Express Downloads

PDF Invoice
Standard CSV # Customize Format

XL

Waybill / Commercial

Export

Transaction Report

Deutsche Post DHL
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VIEWING MULTIPLE INVOICE

= . A L N § Byl
Archive Downloads Reports MyAccount Search  Help
Hi Julia, welcome to MyBill Search by accout, imroe o waybil n
Biling System ERP Account
85+ (DHL Express (Tamwan) Comp. DHL TW) v la v
$345,283.00 9 56,943.88 $ 343,436.00 Tariff Enquiry Rated But Not invoiced
197 Open Transactions. 10 Disputed Invoices 183 Due Now 19
E | T Totalrecords: 197 Selecled 3 20perpage v | <Fast | cPrevious Page 1010 Vert, | Lasta
AccounTHo . voce wo. o @ oen - . .
& T iy POCOUNT N OCEN. o WvoceTre mvoccowe O owconre  stamss ToL ouseuTeD Faman) eauance  cumRERCY
= TXGROMZ8524 -
~ e THORONZE  voioe cagome  Novwtr.2me [ 206400 206400 STWD
= TXGROMZ8412 -
~ e THORINZAZ  voice oateam  Novtr.209 [ 142400 142400 STWD
v e P aztE3 imoie ot 12019 Now 17 2018 [ 1,230.00 123000  STWD
AP I R 4 - m

Dashboard  Archive [LISVUSVEN Reports My Account  Search  Help

Download Selection

« Goback 3 page.

£Z Download Preferences (& Zip file Summary
Plase select your domrioad preferences beiaw

Pl Sumear Pt s, sty (@) i b vt hs Tinsacion g
Mo BACkUD doCUMNT can be retieve in MyEll for Mesé fecorms.

3 files in total
POF Invoice:
21081 KB (0.21M8) appru
Select DHL Express Downloads Total Download Size
— 21061 KB (0.21M8) appru
[w)POF Imvaice
Cancl | | & Download
Standard CSV Concalenated 7 Customize Format
L

Waybill | Commercial invaice
Export Justifcation NER

Transaction Report

s

Dashboard Ammmm Wy Account  Search _ Help

Vour download wil be combined into a Zip il containing B ol

wing

Download Selection

« Go back a page

i Download Preferences

[ Zip fite Summary

Vo dowriand Wil be Combme inta 3 25 18 Conks©rg the fbzeing
15 only avaRaDla In tha Transaction Raport

3 files in total
v
1199 K (0.00MB) sppiox
Total Download Size
390 KE (0.00ME) apprax
PO tvoice
GCaneet | | & Dovnoag
&) stamama csv Concatandlsd | Custommize Farmat
o

Export Just

Transacson Repert

MULTIPLE INVOICES

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

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

Should you choose the CSV for XLS format,
you will be offered the possibility to
customize the format.

Should you wish to customize the format of
the CSV file, select the Customize Format
button; otherwise select the Download
button to continue with the standard format.
You will then be redirected to the Download

screen from where you can download your
file.

13 MyaBill User Guide
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CSV CONFIGURATION

Should you wish to customize the format of your CSV file, 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 Columns field;
place columns in the order which best suits your needs.

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

—arrrs,

Dashboard  Archive Downloads  Reports My Account m Help

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

Should you wish to save your settings, enter the name by which
you wish to save these settings in the Save all settings for later
field before selecting Done, and 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 selected
the Done, apply settings button, you will be redirected to the
Downloads screen where you can download your file.

o o

CSV Configuration

< Gobacka page

i Currently active configuration: None

[ Pre-saved configurations @

=
2 Bxcluded Column Header & @ included Column Header

Line Type
Biling Source

Original Invoice Number

Invoice Number

Station Code

Invoice Identifier

Invoice Type

Invoice Date

Payment Terms

Due Date

Parent Account

Biling Account

Billing Account Name

Billing Account Name (Additional)
Billing Address 1

Biling Address 2

~ & Load @ Delete

= Export options

@ Sort order

Please select the order in which invoice data is o be listed within your export

By Product, followed by Origin v

=+ Concatenated

produces one CSV file containing multile invoices of the same type. Downloading CSVS of
different structures (ie. different invoice types) wil generate separate files within the same Zip
download - one file per CSV structure.

B Use for email attachments

B save all settings for later?

Save

+ Done, apply settings Gancel
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WAYBILLS & SUPPORTING
DOCUMENTS

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
Waybill the number and the Waybill
details will appear in a 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 Download button.
You will then be redirected to the
Download screen where you can select
the Waybill / Commercial Invoice / Entry
Documents option / click the Download
button.

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

s -
Dashboard _ Archive  Downicads _ Reports My Account _ Search _Help
WAYEILL # - . S
Oct. 18, 2019 m 5 2,064.00
DOWNLOAD
6492530516 story @ Dispute history
— &% Image
f
% Waybill 6492530516 Page 10
Wavsil# Shigpsrs Refarnce Stipment Data
5492530516 Oct 14, 2018
Pieces Tender Wesght Billed Weight
K e % Waybill Downloads
origin sender Destination / Recelver & AWB | & Commercial lwoice | g Customs
Gise
o
w T
Content Description Charges
EXPRESS WORLOWIDE nendos
FUEL SURGHARGE s
ongina Amount B
Close
= A P -
Archive Downloads Reports My Account Search  Help
Hi Julia, welcome to MyBill Search by account, muice o ol n
Biling System ERP Account
5+ (DHL Expres (Taiwan) Carp, DAL TW) v o -
$345,2¢ $ 343,436.00 Tariff Enquiry Rated But Not invoiced
197 Open Tre + 183 Due Now 193
wte ata Downioad
E ° ) a— Tollrecords 157 Selecist3  Nperpase v «Fist cPrevoas  Pagedofid Neds | Lasts
oo = un f— o _ . )
& IO, oy ACEOONT [ mocE. o wvocerve mocsowe O oweowe  stans N f— [ —
v e TXCROEX s oataame o 17,2019 [ 2.064.00 206400 STWD
— T P B i |
v e PR oowneses IO T STVD
v e 9 Dawnload Selection STWD
-

22 Doomlosd Prcfrences
T ———

i he Tt Rt

XML

o cxnsantn Fomat

(v | Waybil / Comn

Export Justifica

15 MyBill User Guide
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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 Dispute button.

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 drop-down menu, entering a description of the dispute in the comment

field and clicking the Submit Dispute button.

S =7 2

Archive  Downloads  Reports My Account  Search  Help

:

Hi Julia, welcome to MyBill

$ 343,436.00

183 Due Now.

$ 345,283.00

197 Open Transactions

ata Download All Open Transactions

o Accountho. CE NO.

S pccount R ceivatio No Fiscal iovoica No
TXGIR00028524
~ o tarssorame MO

@ e Trcennmnat
s

Dashboard  Archive Downloads  Reports

~ e

Search by account, invoice or waybill

Billing System

1BS+ (DHL Exprass (Taiwan) Corp., DHL TW) ~ Al

Rated But Not invoiced

193

Tariff Enquiry

= First
wvorce oare @ . A
06t 18,2019 MNav 17,2010 2,060.00

My Account  Search  Help

Page 10l 10

Nexts

2,064.00

BRN Myl

Dispute invoices

I you think you have been charged in error, or wis

< Back to dashboard screen

TXGIROD028368

TXGIROD028555

B Add a Comment
P

Select a dispute reason”

Add a comment

Note: Only one dispute can be logged per invoice.

or your dispute and any further commer

h to dispute an invoice please follow the instructions below.

Oct. 18, 2019

Oct. 18, 2019

ents Delow.

> Submit dispute
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UPDATING A DISPUTE

Once you submit a dispute, it cannot be cancelled within MyaBIll. 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.
XL PN -

Dashboard  Archive Downloads  Reports My Account  Search  Help

E Invoice
The ull detais of this invaice are avallable within the PDF dovnioad belov:

Account Number Invoice Date Stalus Original Amount

Invoice Number
TXGIRO0D28445 Oct. 18, 2019 m H

& Download Legal

% Waybills 49 Invoice history (2] Dispute hiS‘[OI’y
1 Open

25557830 Nov. 7, 2019 5 @ Viow Dispute
RAISF™
Want an overview of all disputes?
Go to the Reports screen and download the Disputes Report.
s R 2 -

Dashboard  Archive Downloads Reports My Account Search  Help

El Invoice
The full details of this invoice are available within the PDF download below.

Invoice Number Account Number Invoice Date Status Original Amount
TXGIR00028445 0Oct. 18, 2019 s

ada Download Legal PDF

% Waybills “D Invoice history @ Dispute history
1 Open

4 Back
Reason for dispute
Dispute Case ID Raised by Dispute Date Status Total Disputed
25557830 Nov. 7, 2019 Closed $

B3 Dispute Comments

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, mention 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.

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

17  MyBill User Guide
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MAKING A PAYMENT

MyaBiIll allows you to make quick and secure payments online *.

— RS,

Dashboard Archive Downloads Reports My Account Search Help

1
Invoices can be paid by clicking on Pay
Hi Julia, welcome to MyBill “ "
! y Now on your Dashboard “Due Now”.
B Pay Now
$ 346,242 .00
184 Due Now
$ 348,089.00 @ 5$4,137.88
197 Open Transactions 9 Disputed Invoices
PAIDALD
o m—— e Or hover your mouse over the invoice
TXGIR00028368 - 0 o 17 2010 [ . .
o sy 0% oA e 5 Pay &a " Jine and click on the Paybutton that
[ T o QXTI New 172010 §TWD appears.
o ::’GQI:;E;? T Imvoice Oct 18,2019 Nov 17, 2019 [Reg 5 TWD
o :;’[;:;3?7?33 Imvoice Oct 18,2019 Nov 17,2019 e §TWD
E Pﬂ? e A e Total records: 107 Selected: 2 | 20perpage v | | «First | «Previous Or Select the InVOICeS yOu Wlsh to pay
and then click Pgy for each invoice.
E INVOIGE NO. INVOICE TYPE  INVOICE DATE © DUE DATE STATUS TOTAL  DISPUTED
Fiscal Invoice Ne.
] I:g:;gggsmss Invoice oct 12, 2019 Nov. 17,2019
[ AR5 Invoice Oct 18,2019 Nov. 17,2018
—ErE R 2 -
D Archi D P My A t Search Help
= Pay $5160.00
‘You have selected the following invoices for payment. Please review your selection below and press "Confirm” to proceed to the payment process.
TXGIR00028555 Invoice Oct. 18, 2019 Nov. 17, 2013 $5160.00 $0.00 $ 5160.00
Total to pay $ 5160.00
* Cancel |Taiwan Pay QR Code |

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.
The following option is available for making payment to DHL:

4 Taiwan Pay QR code (Mobile payment)

*If applicable



MAKING A PAYMENT

= Make Payment

Please review your iransachon below and make payment using your preterred payment meshod

201812110

15240 Payment on DHL MyBill TXGIR00028555

Total to pay

X Cancel

—arr,

[FELEIC M Archive  Downloads  Reports My Account  Search  Help

TWD 5160.00

MyBill User Guide 19

Paid by Taiwan Pay QR code

(Mobile payment)

The system will generate a QR code, please use
your mobile phone to scan and pay

o 2 -

Hi Julia, welcome to MyBill

Search by account, invoice or waybil

Billing System

ERP Account

1BS+ (DHL Express (Taiwan) Corp., DHL TW) ~ Al ~
$ 342,929.00 @ $4,137.88 $ 341,082.00 Tariff Enquiry Rated But Not invoiced
197 Open Transactions 9 Disputed Invoices 183 Due Now 193
Select for more options &% Download All Open Transactions Total records: 197 Selected: 0 20 per page « First < Previous Page 1 of 10 Next > Last »
&, AccounTno ACCOUNT NAME INVOICE MO INVOICE TYPE  INVOICE DATE DUE DATE ToTAL  DISPUTED PAIDIADS BALANCE CURRENCY
2 sccount Recemabie No Fiscar imvoice N
TXGIR00028368
o oratorass Invoice Oct. 18,2019 Nov. 17, 2019 $ TWD
TXGIR00028555 Invoice Oct. 18, 2019 Nov. 17, 2019 Payment(s) in progress 3 TWD

1216607947

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

CONCERNED ABOUT MAKING
PAYMENTS ONLINE? DON'T BE!

We use a combination of digital signatures and current
standard encryption to protect all your card payment details.
No one at DHL has access to your card information.
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RATED BUT NOT INVOICED (RBNI)

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

DAL % 1 i
Archive Downloads Reports MyAccount Search  Help
Hi Julia, welcome to MyBl” Search by account, nvoica of waybil
Biling System

|BS+ (DHL Express.

Billing Account
. i —m— Sort your RBNI data by
= Rated But Not invoiced clicking on a particular
§342,929.00 05413788  $34108200  TariffEnuiry 193 column header. The arrow
197 Open Transactions 9 Disputed Invoices 183 Due Now neXt tO the header W|”

indicate the direction of the
sort order.

Thi ot s not il unt biled. & Davicad Al Open Tramsackions Totalreconds 185 H0perpage v | oFist  cPrevions Pae 4o Netts  Lasts

BILLING ACCOUNT SHIPMENT NUMBER PRODUCT WEIGHT SHIPMENT DATE O ORIGIN  DESTINATION CURRENCY WEIGHT CHARGE INSURANCE DISCOUNT TOTAL TAXES TOTAL CHARGE VIEW

6032330975 P 350W Sepl 23, 2019 ™G NUE WD Viewimage  d, Track
5301226871 P 19508 Sepl 21,2019 SGN X6 ™D Viewlmage g Track
4303192165 P 4508 Sept 21,2019 SGN ™6 ™D ViewImage & Track
6485405625 P 250W Sept. 21, 2019 DGM  TXG ™D Viewimage & Track
4127328741 P 2900B  Sept 21,2019 SGN ™6 ™D ViewImage & Track
5393213243 P 0508 Sept 21, 2018 SGN X6 ™WD View Image g Track
2634683671 P 1500W  Sept 21,2019 CAN X6 ™D View Image & Track

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: Nesie etz faune i he Reree st ek

Invoiced screen is not final until billed

" Shipment Number and is subject to change.

] Product

u Origin and Destination
u Weight

u Weight Charge

u Taxes

[ ] Insurance
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RATED BUT NOT INVOICED (RBNI)

e Py

Srcnive  Downioass _Repors iy Avsourt _Searen Help

Hi Julia, welcome to MyBill

Tariff Enquiry Rated But Not invoicad

View Image |

View Image | &

In the Rated but not Invoiced Dashboard you can easily
view the shipment images by selecting the View Image link
found on each shipment line. The shipment image will
appear in a new window.

=PI,

LEELEELSE  Archive D p: My Search  Help
I

—ars e T Y - 2
[ ..o [ e
Hi Julia, welcome to MyBil

4 342,929.00 0 Tariff Enquiry Rated But Not inveiced

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 at both the top and the bottom of the overview.

:

Report Configuration

< Go back a page

& Pre-saved configurations @

= .
nll Available Column Header € o Selected Column Header

Ainway Bill No
Billing Account

Billing Country Name

Billing Country Code

Billing Currency Code

Billing Service Area Code
Billing Service Area Name
Consignee Address Line One
Consignee Address line Two
Consignee City

Consignee Contact Name
Consignee Country Code
Consignee Name

Consignes PRVN

Consignee Zip Code

Destination Country Code

~ B Load i Delete

£= Export options

@ sort order

Please select the order in which invoice data is o be listed within your export.

By Product, followed by Origin ~

& Export format

Please select the file format for your export.

csv ~

& save all settings for later?

Save

v ~ Done, apply seftings Cancel

Should you wish to customize the format of the download, select the drop-down menu on the Download All Open Transactions and

select Configure 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 for further instructions.
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TARIFF ENQUIRY

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

L mm—
Archive Downloads Reports My Account Search Help
Hi Julia, welcome to MyBill
$ 345,283.00 @ $6,943.88 $ 343,436.00
197 Open Transactions 10 Disputed Invoices 183 Due Now
Select for more options a¥a Download All Open Transactions
e ACCOUNT NO. BECH & INVOICE NO. INVOICE TYPE  INVOICE DATE @

== Account Receivable o

Fiscal Invoice No.

TXGIR00028524

Invoice fe 019

Boeslisieits: nvo >ct 18, 201

TXGIR00028412 .
Invoice Oct 18, 2019

1216607658 i

TXGIRO0OZ8463: ivcice Oct. 18, 2019

1216607767

Tariff Enquiry

solce or waybill

ERP Accou
rp., DHL TW) ~ Al

Rated But Not invoiced

193
20 per page ~~ « Fiest < Previ
sTalus ToraL DISPUTED
2,064.00
1,424.00
1,230.00

The Tariff Enquiry is located on the main Dashboard screen. Simply click on the Tariff Enquiry tab to open the screen.

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

—EPrTE,

o= 2 -
Archive Downloads Reports My Account Search Help
Hi Julia, welcome to MyBill Search by account, iNvaice o waybil n

$ 326,367.00

197 Open Transactions

From

Origin Country*
Origin Zip
Origin City™

origin Suburb

Q Shipment Details

Shipping Date®

[::]

$ 324,520.00

181 Due Now

@ 5 4,137.88

9 Disputed Invoices

Billing System

IBS+ (DHL Express (Taiwan) Corp., DHL TW)

Tariff Enquiry

-3

Destination Country*
Destination Zip Code
Destination City*

Destination Suburb

57 Account Details
)

Account Number

1300680440

ERF Account
Al

Rated But Not invoiced

Particular fields such as From and To details, Shipment 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 account in the Account Details drop-down menu.

You can enter the pieces, weight and/or the piece dimensions. When you select multiple pieces additional lines will appear allowing
you to enter details for each individual piece.



TRACK AND TRACE

The MyBiIll Track and Trace functionality allows customers to track shipments easily and
without having to leave the MyaBill site.

B 2o

m REE  TH WE _ mioks #8  XE
==

Julia f&4F + BREDZRZIMyBIll

$467,105.12
274 AJmokT

Btn

. eme 4
== guape WA

@ $6,943.88
11 e

@ uumn  &m

Once redirected to the Invoice screen,
you will be presented with a breakdown
of all the shipments for that invoice. On
each shipment line, you will find a Track
button. Select the Track button next to the
shipment you wish to view

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

MyBill User Guide 23

Should you wish to view the Track and

e e . .
3476220 RERE AR iRl Trace details of a shipment, open the
invoice by selecting the invoice line.
wwR WEMD  wTUm © 5 WA ET IS YRS L] L
DGRy oumze  Novire [ 25700 235200 S WD
[ERVEETIN - | 133000 130000 S WD
-;1’«0}“./:415” - il No [ 2 | 1,478.00 1,47800 S TWD
= . A o8- L -
Dashboard  Archive Downloads Reports My Account  Search  Help
E Invoice
TXGIRD0D28524 Oct. 18, 2019 $2,064.00
ha Dowriasd Legal POF BHray
X% Wayhills 9 Invoice history @ Dispute history
£ -}

» MyOHL

» Shigping

« Tracking
» Monitor Shipments
> Tracking FAQs

> Track by Shipper's
Reference

» Tracking Tools

> Electronic Proof of
Delivery

Customs Services and

Support

Export Services

Imgort Services
Domestic Services
Ogtional Services
Industry Solutons

Smal Business Solutions
Resource Center

Logistics

Mail Press

> DHL Global | » Exprass | Tracking

Track DHL Express Shipments

Result Summary

Waybill: 7608238024
v’ signed for by: B HAMMONDS
» Get Signature Proof of Delivery

Monday, November 26, 2018

14 Delivered - Signad for by. B HAMMONDS

3 With celivery couner

2 Asrived at Delivery Facilty in NORTHEAST
INDIANAPOLIS - USA

Sunday, November 25, 2018

" Departed Faciity in CINCINNATI HUB - USA
10 Processad at CINCINNATI HUS . USA
-] Clearance processing complete at

your

Careers

2, Contact Contar

About Us

Monday, November 26, 2018 at 16:55

Origin Service Area:

» HONG KONG - HONG KONG - HONG KONG
Destination Service Area:

» NORTHEAST INDIANAPOLIS. IN - MARSHALL . USA

Location
MARSHALL

Time

NORTHEAST INDIANAPOLIS, IN - USA

NORTHEAST INDIANAROUS, IN - USA

Location

CINCINNATI HUB - USA

Saturday, November 24, 2018
8 Customs status updated

Clearance event

CINCINNATI HUB. OH -
CINCINNATI HUB, OH -
CINCINNATI HUB, OM -

Location
CINCINNATI HUB, OH -

CINCINNATI HUB. OH -

VA% CountryRegion Profile
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DHL INVOICES

Understand your DHL invoice in a second




INVOICE KEY INFORMATION

Here's the key information on your DHL Invoice:

1.
2.

o o > W

Shipment Date: The date shipment was sent
Air Waybill Number: Customer DHL Waybill
number

SAP Account No (AR account)

Account No (DHL account)

Invoice No

Payment

DHL Express

FESERBAAMODE
10416 & CTHREIL B fRa2us

H :nes fJ ==uv m=zasen

Paymm(buenate 08/11/2020
Grand Total 2

WE I

L0k
8 (02)2182-6868
@dhicom [saPacane,  : G0 MyBil 5
EE} tw.financequery AccountNo. - (D DHL 9558
Invoice Na. . (R
Invoice Date . 09/10/2020
Page s lofl

IBTTEN ; B 20W) B 55T FUmoa1-0016)
W BUC 10081+ DHL IFIEEMERTORE(FE14EK)

BN | EmRs Ok ORTGIN
DD/MM | HAWE NO HOM DESTINATION

ERaW
TYPE OF SERVICE

i | ER
PIECE | WEIGHT

R CHARGE
#i# DISC.

k]
NET CHARGE

06/10 6068828006 TPE, TATNAN
G HONG KONG SAR, CHINA
FUEL SURCHARGE ( $2441 B 1 £ )
EMERGENCY SITUATION(SE 2 iR:RMIDOM)
Shipper Reference (B A SN :
Sender (L)

EXPRESS WORLDWIDE DOC

1 0.508

BRI REE) &

Receiver (WFA) ©

(W0}
(T}
(WD)

Total Before Taxes
Tanes
Total After Taxes

ABNER

1 R - ARITR BT D R -
2. BEEMEMENEIE(02) 2182-6868 B
BREE tw. financequerypdhl. conEi -

1. EEHERRREENMNSHEN ol - B8 -

3. AREERHESIANANNERRSEINERNREEAT -

; wan.dhl. con. twiSHl =

EEDHL Taiwan Connects

ARSERHNMLE
EHITE | W9 (& W) Wil S 15517 (fEM08L-0016)
B B0 10081+ DHLIF{FMRSROME(21488)

zaon B

Firled  ¥SRAERGHRSH

RS UTob e, - 1 bl -l L ELBE
FREERGHNAE HEE &

B ZIRIRDHL

bl ;umumzu
| ¥ B :08/11/2020
B

B L RIARN ERRN o SR TMIAAEME T TWRcptadhl. con + LUFIIANR - 88!

ISR FRIRES - IREDHLE WEA

WFERRERTRERKIRIEMEA 5
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CONTACT
DETAILS

TAIWAN

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

For Invoice enquiries:
Telephone: (02) 2182-6868
Email: tw.financequery@dhl.com

For MyBill specific issues and queries:
Telephone: (02) 2182-6868
Email: tw.ebilling@dhl.com

DHL Express (Taiwan) Corp.
FERIBERNABRAF

1F, 82, Chien Kuo N.RD., Sec. 2
Taipei 10416, Taiwan, R.O.C
dhl.com.tw/express

Valid = 12/2020



