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MyBill Quick Start Guide: Registration & Auto Pay Setup

1. Logging In

- - 2R English- US ~

Login to MyBill New to MyBill?

Email address Qur MyBill website is easy to use and
requires o training. You can use it to
view and pay new e-invoices, search
through archived invoices and import
invoice data directly into your accounting
package. Contact
einvoicinghelp@dhl.com for support.

> Sign-up to MyBil

Global E-Tailing 2025
By means of four future seenarics, the “Global E-Tailing 2025 study

describes the role which electronic retailing will play in people’s lives in the
10f3  year 2025, how international oniine retailing will change consumer behavior
and thus the world... more

Password

» Forgotten password?

21 Aug 2014

To log in to the DHL MyaBill system, open the link below in your web browser: mybill.dhl.com/login

If you are already enrolled to use MyBill: Enter your email address in the Email Address box and type your
password in the Password box and then click Login.

2. Set up Wallet for E-Billing

2.1 How to Set up an Account in the Total Transact Wallet

Go to your My Account screen and select the Go to My Wallet button in the Payment Settings section.

= Payment Settings
You can manage the payment options for your account

> Goto my wallet

Select the + Add New Account button

= My Wallet
Manage your wallet: Add or Edit your existing payment accounts,
> Help

ACCOUNT NICKNAME ACCOUNT TYPE ACCOUNT ENDING WITH DEFAULT

+Add New Account

You will be redirected to the My Wallet screen, where you will be required to choose your preferred method of
payment and the requested details. Note: Fields with an asterisk are required and must be completed.

= My Wallet

Manage your walet Add or Edit your existing payment accounts

ACCOUNT NICKNAME

Email Address Sm——

Account Type* v
Checking
Savings
Credit Card
e

Name on Account®
Routing Number*
Account Number*

Nickname®

Fields marked with an asterisk () are required


https://mybill.dhl.com/login

Once you have completed the form, click the Save button to ensure your details are saved for the next time.

= My Wallet
Manage your wallet Add or Edit your existing payment accounts.
> Help
ACCOUNT HICKNANE AecounT Tvee JE— oerauLT
A A O —— Billing Address
Accotntype’) CradilCant 7 Address® | 34 Fisher Street
Name on Card® | Bob Smith City* | Mountain View
Card Number* = 4111111111111111 as [TE < B A
Expiration Date* 08 4 18 o MMYY

Nickname* ~ Bobby

Once your payment account has been successfully created, a window will appear to confirm that the process is
complete.

Process Completed

Payment Account Created

If you wish to add another account, select the + Add New Account button and repeat the process. Or select the
Finish button to return to the dashboard.

= My Wallet

Manage your wallet: Add or Edit your existing payment accounts.
> Help

ACCOUNT NICKNAME ACCOUNT TYPE ACCOUNT ENDING WITH DEFAULT

VISA 0000000001111 . Edit

+Add New Account

Bobby

2.2 How to Set up AutoPay on Your Account

In order to set up AutoPay, you must have AutoPay permission rights on the account. To find out whether you
have these rights, go to the My Account screen and scroll down to the My Accounts overview. Clicking on the Me
button will prompt a window to appear which will list the permissions you hold for each account. If Manage
AutoPay appears in the list, you have the necessary permission to set up AutoPay on your account.

1 Manage Users
2 Dispute
£c

21 Manage Autopay

m | No email notification ~

2 Manage Me



In the My Accounts overview in the My Account screen, you will find a list of your accounts. Select the account on
which you wish to set up AutoPay by clicking on the actual account number.

E_ My Accounts
[g]] You can have one or more company accounts associated vilh your user profie. You may also invie ofher users fo your Accounts:

To modify your paper delivery preference, please send account number and request via email fo online bill@dhl com
&Upload new users

£ Select for more options

Total records: 2 20perpage ~ | | «<First | «Previous Page Tof1 Mexts | Lasts

ACCOUNTNUMBER (©  ARACCOUNT  COMPANY NAME MANAGE
16 16 DHL Employes shipments

mployee shipments [~y =
T an 16 DHL Employee shipments

mployeS sHpmEIts 3 Manage Me

. Select for more options

Total records: 2 20perpage ~ | | «First | «Previous Fage 10f1 Hexts | Lasta

Then select the Make Me AutoPay Admin button.
AutoPay
This is where you configure AutoPay for the account

AutoPay has not been configured for this account

> Make me AutoPay Admin

You will then be redirected to the Wallet screen. Select the Edit button in the AutoPay Wallet section. Then select
a Wallet account for the account number that you wish to use for AutoPay.

= Auto-pay Wallet

An Autopay account must be selected, Autopay must still be enabled in the previous screen.
To seta payment account click edit, new accounts can be added above.

ACCOUNT NO. ACCOUNT NICKNAME ACCOUNT TYPE ACCOUNT ENDING WITH

Bob DISCOVER 00000000000 117 Edit Delete Autopay

Your account will be then be updated with the AutoPay setup.*

*REMINDER: You must set up AutoPay for each billing account separately in order to ensure all your accounts
are billed through this function.

3. Additional Details and Contracts

For further details on how to use MyBill, please review the complete online MyBill User Guide and FAQ.
If you are experiencing problems logging in to MyBill, please contact us at einvoicinghelp@dhl.com.

If you require assistance with your account settings or user rights, please contact us at 1-800-722-0081, or send
an email to billingsupport@dhl.com

All services may not be available in all areas and are subject to DHL Terms and Conditions as published at logistics.dhl. 4
© 2019 DHL Express (USA), Inc. All rights reserved. 09/25/19 PT07485


http://www.dhl-usa.com/content/dam/downloads/us/express/solutions/mybill/dhl_mybill_userguide_us_en.pdf
http://www.dhl-usa.com/content/dam/downloads/us/express/solutions/mybill/dhl_mybill_faqs_us_en.pdf
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