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1. Introduction

This guide describes the functionality of the DHL MyBill system for customers.

2. Logging In

I 4 English - US ~

Login to MyBill New to MyBill?

Email address Our MyBill website is easy to use and
requires no training. You can use it to
view and pay new e-invoices, search

Pascwad through archived invoices and import

invoice data directly into your accounting

package. Contact

einvoicinghelp@dhl com for support.

> Sign-up to MyBill

Global E-Tailing 2025
By means of four future scenarics, 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 online retailing will change consumer behavior
and thus the world... more

» Forgotten password?

7 M Aug2014

To log in to the DHL MyBill system, open the link below in your web browser:
https://mybill.dhl.com/login
If you are already enrolled to use MyaBill:

Enter your email address in the Email Address box and type your password in the Password box and then click
Login.

3. Signing up to Use MyaBill

If you are not yet enrolled and want to begin the
process of signing up for MyBill, click on the Sign- Login to MyBill New to MyaBill?

up to MyBI” button. Email address CQur MyBill website is easy to use and
requires no training. You can use it to
view and pay new e-invoices, search
Password through archived invoices and import
invoice data directly into your accounting
package. Contact
einvoicinghelp@dhl.com for support.

> Sign-up to MyBil

» Forgotten password?

You will now be asked to select your

billing country. Once you do so, click Please select your country X
Continue. and we'll direct you to the correct registration form.

Your billing country

Please select from... s

Please select from...
DHL US




You will now be taken to the Register Your
Account screen. Here you will be asked to
provide the following information:

e Language Preference - The language
you'd like to use to view the DHL MyBill
system

e Your DHL Account Number

Business Details

o  Company Name
° Postal Address - Up to three lines are

provided
e Town/City
e Zip Code

Contact Details

These details refer to the person who should
be contacted regarding invoices.

° First Name

e Last Name

o Telephone Number

e  Position - The Contact’s role within your
company

e  Email Address - This will be used to send
them electronic invoice documents and
notifications

e  Confirm Email - Retype the email address
to confirm that it is correct

Your Last DHL Bill

This information is used to help verify your
account but is not required.

e  Last DHL Invoice Number
o Grand Total - The grand total of your last
DHL bill

At the bottom of the screen are two
checkboxes.

—aIrE

224 English - US ~ MyBill

\

REGISTER AND GET STARTED WITH NS o~
.
A 3 <
A\ ) RS | —
Register your account

The MyBill nub gives you access to your DHL invoices and the facility to make payments on-ine. You must be an
existing DHL Express customer to register - it only takes a few minutes!

Language preference* “Your DHL Account Number*
English - US ~

Please register one account ata time. Once the ‘Save
and Continue’ button is clicked, you will have the
opporturity to register additional accounts.

Company details

Company Name*

Company Address*

Town / City* Postcode / Zip*

Contact details
First Name* Last Name*

Telephone Number* Pasition®

Email Address” Confirm Email*

Your last DHL bill

Latest DHL Invoice Number and its Grand Total

I acknowledge that by checking this box, | agree to receive DHL invaices in electronic form only and | no
longer will receive paper invakces.

| agree to the DHL Terms and Conditions*

pREELCECLL L T © indicates a mandatory field

Login to MyBill

Email address
Password

» Forgotten password?

What's my account number?
‘Your account number can be found
in the top right of your latest DHL
invoice (illustrated below)

—
= -

Inuoie Number:
Aecaumt Numbir:
v Oate:

Hhamber of fages

For Invoice Enquiies
elephane:

Why do we need information
about your last invoice?

We require information about your
latest bill to verify your account and
fo relate any existing invoices with
your new MyBill account

The first is checked by default to confirm that you agree to stop receiving paper invoices and only receive
invoices via the electronic MyBill system. If you agree, please leave this box checked.

The second checkbox is not filled. Click this checkbox to confirm that you agree to the DHL Terms and
Conditions. You can view these by clicking the red Terms and Conditions text next to the checkbox. This
information will open in a new tab or window, depending on your Internet browser settings. You must check this
box before you can proceed with your MyBill signup.



Once you have finished entering your details, click the Save and Continue button. Your request for enroliment will
then be sent to DHL for processing. Next, you will be given the option to either Enroll Another Account or Login to
MyaBill.

You should receive an email within 24 hours to update you on the status of your request. There will be an email
address displayed on the confirmation (where the text <email address here> is 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
mail.

Customer Enrollment

Thank you for registering for DHL MyBill. Your request is being processed.

You will receive an email within 24 hours to inform you about the status of your request.
Upon registration confirmation, you will be required to set your password to access DHL

MyBill the first time. To ensure email delivery to your inbox, please add
<email address here> to your address book or your safe list.

Sincerely,

The DHL MyBill team

Once your request has been approved, the email will contain a link to click on to set your password for logging in
to MyBiIll.

Once you have successfully logged in to MyBill, you will see a welcome message pop-up.
Here you can:

e Dismiss the message by clicking the ‘X" in the top right of the message or by clicking the Get Started button
o Select to not have the message displayed again by checking the Don’t Show This Message Again box in the lower
left of the pop-up

Download Print Pay

With MyBill you can view, download, print and even pay your invoices with
just a simple click.

[-] Don't show this message again



4. A Tour of the Screens

4.1 Title Bar

MyBill

Dashboard

The title bar appears above all screens in the MyBill system and provides an easy way to navigate between the
different MyBill screens. Depending on your permissions, the following tabs may be available:

» Dashboard - Takes you to the main Dashboard you arrive at after logging in

» Archive - Takes you to the Archive screen for invoices that have already been processed

» Downloads - Takes you to the Downloads screen, where you can view and retrieve active downloads

* Reports - Takes you to the Reports screen, where you can generate and view dispute reports

* My Account - Takes you to the My Account screen, where you can change your MyBill account settings
» Search - Takes you to the Search screen, where you can search for invoices

* Help - Takes you to an online version of this guide

In the top right of the bar, you also have two additional options.

o Clicking on the ‘flags’ symbol allows you to change the language in which MyBill is currently displayed
o Clicking on your email address gives you quick access to the My Account screen and the Logout option to
return to the MyBiIll login screen.

4.2 Dashboard

T [a ]

§649,737.58 @ §2,060.74 § 625,292.15

W Copmn | st 3 Chatent s O e N
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S $ 142,529.58 $ 178,342.27
e 25593 Open Transactions Disputed Invoices 24532 Due Naw
Ooe
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E_ o @ 0Dispute  da Download

Oe
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ACCOUNT NOD. ACCOUNT NAME INYDICE HO. INYOICE TYPE INYOICE DATE

Once you have logged in to MyBill, you will be redirected to the main Dashboard screen. From here you can
navigate to numerous screens, including Archive, Downloads, Reports, My Account and Search.

In the main Dashboard, your invoices are divided into three categories:



e Open Transactions - These are the invoices with outstanding balances that require payment
o Disputed Invoices - All open disputed invoices can be found here
e Due Now - Here you will find an overview of invoices for which payment is due or overdue

*Please note that not all billing systems will be enabled with these features, so you might not have exactly the same
tabs available on your screen.

4.2.1 Statement of Account

The Customer Dashboard now allows you to download an official copy of a Statement of Account for the selected
Billing System and ERP Account.

If no Billing System or ERP Account is selected (or "All"), then the user cannot download a Statement of Account.

Only users with AR Manager Privileges are presented with the Statement of Account button.

_EeEs o -~ 1 dnlsupport@fundtech.com ~
Archive  Downloads Reports My Account  Search Help
Hi Anne Example, welcome to MyBill Search by account, invoice or waybil n

Biling System ERP Account

SAP (DHL Express Walaysia, DHL MY) v v | | i Statement of Account

=L

To download a Statement of Account:

e Log in to MyBill as a customer with AR Manager permission

* On the Dashboard page, select a Billing System and ERP Account (the results on the dashboard will be
filtered by the selected Billing System and ERP Account)

e Click the Statement of Account button

e Download a PDF containing an official DHL Statement of Account

The Dashboard also now displays a Download All Open Transactions button at the top of the invoice results.
Click this to download all your open transactions to a CSV file.



4.3 Archive

Archive

Archive

Click on an invoice for more details and options. Can't see the invoice you're looking for? Try the search tool below

Q Search by account, invoice or air waybill number Allstatus ~ | | Anytype v -
& Select for more options Total records: 71 | 20perpage v | | «First «Previous Page 104 Nexts | Lasts
rj & ACCOUNT NO. ACCOUNT NAME INVOICE NO. INVOICE TYPE INVOICE DATE @ DUEDATE  STATUS TOTAL DISPUTED PAID/ADJ BALANCE
0O W E-billing - Customs invoice  May 7, 2015 None Closed $311.76  $0.00 $311.76 $0.00
M - E-billing - - Customs invoice  April 23, 2015 None Closed $8031  $0.00 $80.31 $0.00
M - - E-billing S Invoice April 22, 2015 None Closed $9868  $0.00 $98.68 $0.00

The Archive screen is an overview of all invoices that have been paid. Once an invoice has been paid it will
automatically be removed from the main Dashboard screen and moved to the Archive screen. No further action is
required for these invoices.

4.4 Downloads

Downloads

How do | create downloads?

Active Downloads You can build downioads within the Archive or Search facility

All active downloads are available for one day.
You may continue to browse the site whilst downloads are building.

¥ Total records: 5 | 20 per page v «First | ¢ Previous Page 10of 1 ‘ Next» ‘ Last »
! : A a%a Download

STARTED TOTAL FILES RETRIEVED FILES
April 14,2015, 4:24 am MDT 3 3 a%a Download Zip file _

With a list of invoices available, simply tick those you wish to downioad
April 17, 2015, 3:27 am. MDT 2 2 aa Download Zip file _ :v;ﬂmummommmmmsmnmmwmwm

(S).
April 17,2015, 3:29 am. MDT 1 1 aa Download Zip file _
May 8, 2015, 5:30 a.m. MDT 3 3 aa Download Zip file
May 22, 2015, 4:31 am. MDT 2 2 % Download Zip file

T

T Total records: 5 = 20 per page «First | «Previous Page 10f 1 ‘ Next> = Lasts

In the Downloads screen you will find all your recent downloads created using the Archive or Search functions.
Downloads will be available for a limited number of days before they are removed. For more details on how to
download invoices, go to the Viewing and Downloading Invoices section.



4.5 Reports

Reports

Selecta report to continue

In the Reports screen, you can run a Dispute Report, which will allow you to create an overview of all logged
disputes. For more information on the Dispute Report, go to the Logging a Dispute section.

4.6 My Account

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. For more

details on managing your account, go to the Managing Your Accounts section.

My Account

My User Details Change Password
Please remember to keep your details up to date Your password must meet the password policy. o

Changing Password directly via MyBill, will not
change your current DHL.com passwaord for online
Email address shipping

‘ einvoicinghelp@dhl.com |

First Name Last Name Your current password™

‘ Kathy Kuhleman | ‘ | | ‘

Position Telephone Number Enter a new password*

Home Group Language Preference Confirm new password*

‘ DHLUS | ‘ English - US v | | ‘
Timezone *indicates a mandaturyﬁe\d‘
‘ America/Denver |

0 Open Invoice Summary

TOTAL BALANCE TOTAL OVER DUE

CURRENT 30 DAYS 60 DAYS 90+ DAYS

MyBill

= Payment Settings
You can manage the payment options for your

account.
To enable autopay for your account, please select the
account number in the list below.



4.7 Search

MyBill

Search

Search Invoices

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

@ Saved Searches Q, Search parameters

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

search results. l Al » 1
° Custom search Invoice Number Waybill

Start a new search with custom criteria I \ I \

March - April Duty Invoices Invoice Type Status
I ™ v } I Al v 1
Summary Posting
I Al v 1
Invoice Date
Start Date End Date
E (o

ﬂ Save as "Saved Search"?

l Enter a name }

In the Search screen, you can customize your search parameters as well as save them for future use. For more
information on search options, go to the How to Search section.

5 Managing Your Accounts
5.1 How to Manage Your User Details

Should you wish to change your User Details, such as your Telephone Number or Language Preference, you can
do this in the My Account screen. Change the details that require adjusting and click the Save button.

My User Details
Please remember to keep your details up to date

Email address

| sampleuser@domain.com |

First Mame LastHame

| sample | | user |
Position Telephone Mumber

Home Group Language Preference

| DHL Us | | English - US ~ |
Timezone

| America/Denver |




5.2 How to Change Your Password

You can change your password in the My Account screen. Once in the screen, you will see the Change
Password section. You will need to confirm your current password as well as enter your new password twice in
order to successfully create a new password.

Change Password
Your password must meetthe password policy. 0

Your current passwoard®*

Enter a new passwoard®*

Confirm new password*

*indicates a mandatory field -

5.3 Managing User Rights

Go to the My Account screen and scroll down to the My Accounts overview. If there is a Manage button next to
an account, this means you have managing rights for that account. If there is no Manage button next to the
account, then you do not have managing rights for that account.

@ B [VMly Accounts
4] You can have one or more company accounts associated with your user profile.

You may also invite other users to your Accounts.
& Upload new users

¥ Selectfor more options

ACCOUNT NUMBER AR ACCOUNT COMPANY NAME MANAGE

¢ - i i - g
O - - Print & Post/Standard register 2 vanage ‘ e ‘



5.4 How to Add a User

Go to the My Account screen and scroll down to the My Accounts overview. Click the Manage button next to the
account you wish to add a user to. You will be redirected to the Account Users Admin screen. Click the Add New
User button.

Account Users Admin - Print & Post/Standard register -~ =~

Manage and view user permissions.
You may also remove users from the account, and change their email delivery preference.

EMAIL ADDRESS USER MANAGE USERS DISPUTE MANAGE AUTOPAY MAIL DELIVERY PREFERENCE CHANGE PASSWORD

sampleuser@domain.com sample Email - PDF and link -

Lz,

Enter the email address of the user you wish to add, and click the Continue button.

Add new user

Flease enter the new user details.

Username (email):

| sampleuser2@domain.cor

You will then be prompted to enter details for the user, including First and Last Name, Telephone Number,
Position and Language Preference.

Add new user

Please enter the new user details.

Username (email) sampleuser2@domain.com
First Name Last Name

[ caneie | [ |
Position Telephone Number

[ ez RE |

Language: English - US ~

When you have entered these details, click the Save button. You will then be redirected back to the Account
Users Admin screen, where you will be advised as to whether your request has been successful.
Account Users Admin - Print & Post/Standard register -~ =

Manage and view user permissions.
‘You may also remove users from the account, and change their email delivery preference.

EMAIL ADDRESS USER MANAGE USERS DISPUTE MANAGE AUTOPAY MAIL DELIVERY PREFERENCE CHANGE PASSWORD
sampleuser@domain.com sample Emall - PDF and link -
sampleuser2@domain.com . M (» | s

pleuse26 - (& a ‘ Emall - PDF and link v A Change Password
p— 2 4o

10
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5.5 How to Remove a User

Go to the My Account screen and scroll down to the My Accounts overview. Click the Manage button next to the
account you wish to remove the user from.

Position your mouse pointer to hover over the name of the user you wish to remove, and a Remove button will
appear. Click the Remove button to remove that particular user from the account.

Account Users Admin - Print & Post/Standard register -~ =
Manage and view user permissions
You may also remove users from the account, and change their email delivery preference
EMAIL ADDRESS USER MANAGE USERS DISPUTE MANAGE AUTOPAY MAIL DELIVERY PREFERENCE CHANGE PASSWORD

sampleuser@domain.com sample [v] v [v! Email - PDF and link v A Change Password
sampleuser2@domain. com
ampleuser main.com Email - PDF and link A Change Password

v Save L+ Add new user

5.6 Who to Contact If You Experience Problems Logging in to MyBill
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.

6 Viewing and Downloading Invoices

6.1 How to View and Download Invoices

There are several ways to download invoices, whether you select one at a time or multiple invoices
simultaneously.

6.1.1 Single Invoices

To download a single invoice, simply click on the invoice line and it will redirect you to the Invoice screen. 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 your preferred format.

E Customs invoice

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

Invoice Number Account Number Invoice Date Status Total

April 7, 2015 Unpaid $32.00
&% Download Pdf | v

é Download...
XV Download pdr D Invoice history @ Dispute history

Download Xml
WAYBILL # i3 SENDER RECEIVER TOTAL CHARGES CURRENCY DOWNLOAD
Download US CSV

20.50 March 19, 2015 SHENZHEN VTOR ELECTRONIC COLTD STANDARD TECHNOLOGY $32.00 usp aa Image

11
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6.1.2 Multiple Invoices

In order to download multiple invoices simultaneously click on the checkboxes next to the invoices you wish to

download and select the Download button that will then appear.

B Pay © Dispute % Download
ACCOUNT NO. ACCOUNT NAME
|7| Print & Post/Standard register
Print & Post/Standard register
|7| Print & Post/Standard register
B9 Pay © Dispute &% Download

INVOICE NO INVC

You will then be given the option to choose your preferred format — PDF, CSV, XML, Waybill or Customs Invoice
(ODB) Image (in the event you are downloading a Customs Invoice). Choose the format you wish to download
and then select the Download button, which will appear on the right-hand side of the screen. Please note the
Download button will only appear once Download Preferences have been selected.

Download Selection

< Goback apage

= Download Preferences

Flease selectyour download preferences below
Flease note that AR only documents can not be downloaded

PDF

CSVTorxXLsS

XKML

Waybill

Customs Invoice (ODB) Image

& zip file Summary

“our download will be combined into
a Zip file containing the following:

4 files in lotal
including

WayBill
totals not calculated

FDF
508.56 KB (0.50MB) approx.

Cancel

If you choose the CSV for XLS format, a Customize Format button will appear. For further details on how to
customize your CSV format, go to the How to Customize Your CSV File section.

Download Selection

< Go hack a page

= Download Preferences

Please selectyour download preferences below
Please note that AR only documents can not be downloaded

PDF

CSViorXLS

HWL

# Customise Format

Wayhill

Customs Invoice (ODB) Image

& zip file Summary

Your download will be combined into a
Zip file containing the following:

0 files in total
IMothing selected yet. Please select
your preferences to continue.

Cancel

12



Once your invoices have been downloaded, you will be sent to the Active Downloads screen. Recent downloads
are stored for a limited period of time, so you might find some of your previous downloads still available. Use the

date and the time of download to help identify which is your latest one. Select the Download Zip File option to
view the invoices.

Active Downloads
All active downloads are available until 23:59 MDT (10/04/2015)
‘You may continue to browse the site whilst downloads are building.

¥ Total records: 1 = 20 perpage v « First l < Previous ' Page 1of1 ‘ Next > ‘ Last»

STARTED TOTAL FILES RETRIEVED FILES

April 10, 2015, 9:21 am. 2 2

aa Download Zip file -

t  Totalrecords:1 = 20 perpage v Pagelofl

« First l <« Previous ’ l Next > l Last»

6.2 How to View and Download Waybills

How do | create downloads?
You can build downloads within the Archive or Search
facility

ACME Company
Ref. S—

a%a Download |

With a list of invoices available, simply tick those you wish
to download and then press the Download button to start
building your download file(s).

There are several ways to download a Waybill, whether you select one at a time or multiple Waybills

simultaneously.

6.2.1 Single Waybills

To download one Waybill, simply click on the invoice line and you will be directed to the invoice detail screen.

E| Customs invoice

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

Invoice Number Account Number
— . Lol o]

&% Download Pdt = v -

Invoice Date Status
April 7, 2015 Unpaid

% Waybills “ Invoice history @ Dispute history

¥ Selectfor more options

M WAYBILL # BILLED WEIGHT SHIP DATE SENDER RECEIVER

Total
$32.00

TOTAL CHARGES CURRENCY DOWNLOAD

——— 20.50 March 19,2015  SHENZHEN VTOR ELECTRONIC CO LTD

1+ Selectfor more options

STANDARD TECHNOLOGY

$32.00 usp & Image

Click on the Waybill number, and the shipment details will appear in a new window.

% Waybill 2542803211 X

Waybil 2 Shippers Reference Shipment Date

2542803211 2003115

Pieces Tender Weight Biled Weight

2 o

Origin / Sender Destination / Receiver

—— T —_——

CHINA

HONG KONG IRNE
cA
Q2814

HE us

Content Description Charges

cru PRIMENT DEFERMENT 700
MERCHANDISE PROCESSING 25.00
Torat 200

| close

13



6.2.2 Multiple Waybills

To download multiple Waybills, click on the checkboxes next to any invoices which include these shipments.
Then select the Download button.

¥ ‘
@pDispute | Ja Download

- ACCOUNTNO.  ACCOUNT NAME INVOICE NO.  INVC

.. Print & Post/Standard register = Cus

t T SLW e Print & Post/Standard register . Cus

~ 9% Print & Post/Standard register s Cus
7=

Ll @Dispute  Ja Download

Click on the checkbox next to the Waybill option and then select the Download button.

Download Selection

< Go back apage

= Download Preferences

Please selectyour download preferences helow
Flease note that AR only documents can not be downloaded

[ PoF

[T csviorxis

[ =
Waymu

[ Customs Invoice (0DE) Image

& zip file Summary

“four download will be combined into a Zip file
containing the following

2 files in total
including:

WayBill
totals not calculated

Cancel |

You will be redirected to the Active Downloads page. Recent downloads are stored for a limited period of time, so
you might find some of your previous downloads still available. Select the Download Zip File button to retrieve

your Waybill data.

Active Downloads
All active downloads are available until 23:59 MDT (10/04/2015)
You may continue to browse the site whilst downloads are building.

¥ Total records: 1 = 20 perpage «First ’ < Previous ' Page lofl ‘ Next > ] Last»
STARTED TOTAL FILES RETRIEVED FILES
April 10, 2015, 9:21 a.m. 2 2 & Download Zip file -

Tt Total records: 1 = 20 perpage v «First l < Previous } Pagelofl ‘ Next > | Last»

How do | create downloads?
You can build downloads within the Archive or Search
facility

a4 Download

With a list of invoices available, simply tick those you wish
to download and then press the Download button to start
building your download file(s).
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6.3 How to Customize Your CSV File

Select the invoice you wish to download and click the Download button.

¥
@0Dispute | & Download

’_‘ ACCOUNTNO.  ACCOUNT NAME INVOICE NO.  INVC
. Print & Post/Standard register W Cus
f_’, - Print & Post/Standard register R Cus
= Print&Post/Standard register % &= Cus

i
@0ispute  da Download

Click on the checkbox for the CSV for XLS option and then select the Customize Format button that will appear.

Download Selection

< Go back apage

$= Download Preferences [E zip file Summary
Please selectyour download preferences helow “Your download will be combined into a
Flease note that AR only documents can not be downloaded Zip file containing the following:
G FOE 0 files in total
Iothing selected yet. Please select
X [T ——— e — your preferences to continue.
CSVforXxLs & Customise Format

DXML | Cancel |
B Waybill

D Customs Invoice (ODB) Image

In the CSV Configuration screen you can customize your CSV format by simply clicking on the Column title and
dragging it into the Available Columns box. You can also adjust the column order by selecting one of the options
in the Sort Order dropdown menu.

CSV Configuration

< Go back a page

H Pre-saved configurations @

| thLnadeDe\ete|

E Available columns @ o Selected columns EE Export options
Line Type
KC3 Mame
| @ Sort order
XC3 Charge .
4 Billing Country ' Flease selactthe order in which invoice data is to be listed
XC3 Total . T within your export,
XC4 Tax Invoice Mumber
XC5 Tax Code Station Code [ By Product, followed by Origin ~ ]
¥ Tav Marda Inunice Identifiar
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Once you have selected all of the columns you wish to include in your customized invoice, you have the option to
save your search parameters so that these can be used again in the future. Simply enter the name you wish to
save the search parameters under and click the Save button (this saved setting can then be found again using
the Pre-saved Configurations option).

ﬂ Save all settings for later?

test config Save

Then click the Done, Apply Settings button and you’ll be redirected to the Download Selection screen. Select the
CSV for XLS option and then click the Download button.

Download Selection

< Go hack apage

$= Download Preferences & zip file Summary
Please selectyour download preferences below Your download will be combined into a
Please note that AR only docurnents can not be downloaded Zip file containing the following:
eoF 1 files in total
including:

CSVforiLS 4 Customise Format | Current test config
Cancel

KWL

Wayhill

You will then be redirected to the Active Downloads screen. Recent downloads are stored for a limited period of
time, so you might find some of your previous downloads still available. Select the Download Zip File button to
retrieve your CSV data.

. How do | create downloads?
9 Active Downloads sttt o

You can build downloads within the Archive or Search
MDT (10/04/2015)

ywnloads are building

All activ nload vailable until 2 facility

ACME Company

Total records: 1 = 20 per page «First | «Previous Page lofl Next> | Last» Ref
e o Download
STARTED TOTAL FILES RETRIEVED FILES —
April 10, 2015, 9:21 am 2 2 &% Download Zip file

Total records: 1 20 per page «First | «Previous Pagelofl Next > Last»
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7 Making a Payment

7.1 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

> Help

My Wallet

E Manage your wallet: Add or Edit your existing payment accounts.
ACCOUNT TYPE ACCOUNT ENDING WITH

ACCOUNT NICKNAME
+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

E Wanage your wallet: Add or Edit your existing payment accounts.

ACCOUNT NICKNAME

— — —

Email Address
Account Type* | [SIEEI i
Checking
Name cn Account” :
Savings
Credit Card
7]

Routing Number*
Account Number®
Mickname*

Fields marked with an asterisk (*) ars required.

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 NICKNAME ACCOUNT TYPE ACCOUNT ENDING WITH DEFAULT
Email Address  t—————— Billing Address
Account Type®  CreditCard v Address® 34 Fisher Street
Name on Card"  Bob Smith City*  Mountain View
Card Number* | 4111111111111411 o [ o bt i [eanaa
Expiration Date® 08 4 18 ~ | MMYY
Bobby

Nickname®

Fields marked with an asterisk (*) are required

17



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

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

Bobby VISA 200000000000 1111 [0} Edit

7.2 Making a Payment

In order to make a payment, first you will need to set up an account in your Wallet. To add an account, follow the

steps in the How to Set up an Account in the Total Transact Wallet section.
B9 Pay Now

$ 1,044,867.55 @ $ 280.60 $ 1,040,830.30

9850 Open Transactions 5 Disputed Invoices G713 Due Now

Invoices can be paid by clicking on the Pay Now button on the Due Now tab.

Or select the invoices you want to pay, and then click on the Pay button which will then appear.

$ 998,749.33 @ $280.60 $ 1,058,142.05
9805 Open Transactions. 5 Disputed Invoices 6854 Due Now
¥ 20 perpage v «First | «Previous | Page 2 0f491 Next> | Lasts
é Doren Total records: 9805

ACCOUNT NO. ACCOUNT NAME INVOICE NO.  INVOICE TYPE INVOICEDATE ()  DUE DATE STATUS TOTAL  DISPUTED PAID/ADS BALANCE
- - E-billing AW Customs invoice  March 31, 2015 April 30,2015 Unpaid $ 296.55 $0.00 $0.00 $ 296.55
- e E-billing - Customs invoice March 31, 2015 April 30,2015 Unpaid $143.70 $0.00 $0.00 $143.70
- — E-billing Ed Customs invoice March 31, 2015 April 30, 2015 Unpaid $32.00 $0.00 $0.00 $32.00
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Both options will take you to the following screen, where you are required to confirm the invoices and the total
amount you are about to pay. If you agree with the total amount to be paid, select the Confirm button.

ACCOUNT NUMBER

Pay $472.25

You have selected the following invoices for payment. Please review your selection below and press "Confirm" to proceed to the payment process.

ACCOUNT NAME INVOICE NUMBER

INVOICE TYPE INVOICE DATE DUE DATE STATUS TOTAL PAID/ADJS BALANCE

- - E-biling - Customs invokce March 31, 2015 Apri 30,2015 Unpaid $296.55 $0.00 $296.55
* - E-billing - Customs invoke March 31, 2015 April 30,2015 Unpaid $143.70 $0.00 $143.70
- - E-biling - Customs invoke March 31, 2015 Apri 30,2015 Unpaid $32.00 $0.00 $32.00
Total to pay $472.25

X Cancel

You will then need to select a payment option in My Wallet (if you have only one payment option, then this will be
the default). Enter the requested details and then select the Pay button.

E

ACCOUNT NO.

Selected Invoices

These invoices were selected for payment.

ACCOUNT NAME INVOICE NO. INVOICE DATE DUE PAYMENT AMOUNT
- - - - - 31 Mar 2015 30 Apr 2015 $143.70
- - - - - - 31 Mar 2015 30Apr 2015 $32.00
- - . - - 31 Mar 2015 30 Apr 2015 $296.55
Total payment amount: $472.25
My Wallet
Select which account to pay the selected invoices from.
> Help
ACCOUNT NICKNAME ACCOUNT TYPE ACCOUNT ENDING WITH DEFAULT
. Bobby VISA 0000000000111 . .
Please enter the Card Security Number* (2] ExpirationDate* 08 v 18 v MMYY Fields marked with an asterisk (*) are required. m

Once the payment has been successfully submitted, a confirmation message will appear. You will also receive an
email confirming the payment status.

Mumber of Invoices Paid 3
Total Payment Amount $472.25
Payment Date 22 Apr 2015

Wallet Account Used
Pay From Bobby
Name on Card Bob Smith
Card Number KXXXXKXXXKXXT111
Expiration Date o&M1s

—_—
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7.3How 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.

2 Manage Users
1 Dispute

2 Manage Autopay

] ‘ Mo email notification R

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. 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.

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 stil 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 0000000000017 . _

Your account will be then be updated with the AutoPay setup.
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7.4 How to Remove a Wallet Account

In order to remove a Wallet account, go to the My Account screen and select the Go to My Wallet button.

My User Details

Please remember to keep your details up to date

o

Email address

Change Password
‘Your password must meet the password policy. 0

L~

Your current password*

Then select the Edit button next to the account you wish to delete.

= My Wallet

Manage your wallet Add or Edit your existing payment accounts.

Payment Settings

“You can manage the payment options for your account

> Go to my wallet

> Help
ACCOUNT NICKNAME ACCOUNT TYPE ACCOUNT ENDING WITH DEFAULT
Bobby VISA 0000000000111 ®
John MASTERCARD HOODE00000XA44L Edit

+Add New Account

You then have the option to delete the account by selecting the Delete Account button.

= My Wallet

Manage your wallet Add or Edit your existing payment accounts.

> Help
ACCOUNT NICKNAME ACCOUNT TYPE ACCOUNT ENDING WITH DEFAULT
Bobby VISA 0000000000111 . Edit
John MASTERCARD 0000000004444 Edtt

Name on Card® ~ John Smith
Card Number XXXXxxxxxxxx4444

Expiration Date* 09 ~ [ 19 ~  MMYY

Nickname* = John

Fields marked with an asterisk (*) are required

Billing Address
Address”
Mountain View

City*

State* CA v

34 Fisher Street

Postal Code*

04043

x Delete Account

A pop-up message will appear asking you whether you are sure you wish to delete the account. Select OK.

Are You Sure?

This will permanently delete the "John' account.

OK Cancel

You will then receive a message confirming that the account has been deleted from the Wallet. Select OK to

return to the My Wallet screen.

Deleted

Payment Account Deleted

OK
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7.5 Who to Contact If You Experience Problems Making a Payment

If you are experiencing problems making a payment, please contact one of our experienced customer service
professionals at 1-800-722-0081. Or you can send an email to billingsupport@dhl.com

8 Logging a Dispute

8.1 How to Log a Dispute

In the event that you need to log a dispute on an invoice, simply select the relevant invoice(s) by clicking on the
checkbox to the left of the invoice. Once you have made your selection, three options will appear: Pay, Dispute,
and Download. Select the Dispute button.

¥
@0Dispute S Download

'_‘; ACCOUNTNO. ACCOUNTNAME  INVOICE NO.  INVOICE TYP
Print &
C00W % PostStandard et iwe  Customsin
register
Print &
M S8 Post/Standard WM& Customsin
' register
- Print &
‘T S8 W 0w Post/Standard -iiee Customs in
register
g" -

)
© Dispute % Download

You will be redirected to the Dispute Invoice screen, where you can enter the details of your dispute by selecting
a dispute reason from the dropdown menu. You can provide a description of the dispute in the Add a Comment
field. Then click the Submit Dispute button.

Dispute Invoice
If you think you have been charged in error, or wish to dispute an invoice please follow the instructions below.
< Back to dashboard screen

INVOICE NUMBER ACCOUNT NUMBER INVOICE DATE STATUS TOTAL

- e - March 31, 2015 $29134

B 4dd a Comment

Please provide the reason for your dispute and any further comments below.
Duplicate Billing v

Bill has already been paid
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8.2 How to Delete a Dispute

Already-logged disputes cannot be deleted directly in MyBill. However, in the event that a dispute has been
incorrectly logged or you no longer require your dispute to be investigated, you can update the dispute with a
comment detailing the new action required. This will then be taken up by a DHL employee who will update the
dispute accordingly.

In order to update your dispute, you must select the invoice in question and then click on the Dispute History sub-
dashboard. Here you will find the dispute case number. Select the View Dispute button.

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 delete your dispute then please enter this in the Add a Comment field, and it will be deleted 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 update of your dispute to be visible in MyBill.

8.3 Overview of Disputed Invoices

An overview of all disputes, both open and closed, can be downloaded from the Reports screen. Select the
Disputes Report option.

Select a Start Date and an End Date for the period you wish to download. There is also the option to search by
Account and/or Invoice.

Disputes Report

< Back to reports

CL Search parameters

Start Date™ End Date™
Account Invoice Number
All ~

*indicates a mandatory field | @ Search

Once you have entered your search parameters select the Search button. An overview of disputed invoices will
appear.

Disputes Report Results

< Back to report screen

B &% Download Report Total records: 1 20 per page v « First | ¢ Previous Page 10of 1 Next, Lasts

ACCOUNT NO. ACCOUNT NAME INVOICE NO. INVOICE TYPE INVOICE TOTAL  DISPUTE DATE AMOUNT DISPUTED  DISPUTE CASE ID DISPUTE STATUS REASON

DUTYUSRTO E-billing Customs invoice 7180 May 18,2015 71.80 Open (2]

t &% Download Report Total records: 1 20 per page v «First | «Previous Page 10of 1 Next, Last»

To browse this overview in a CSV file, select the Download Report button. The downloaded file will appear at the
bottom of the screen. Select the Open button to open the file.

8.4 Who to Contact If You Experience Problems With Disputes

If you are experiencing problems logging a dispute, please contact one of our experienced customer service
specialists at 1-800-722-0081. Or you can send an email to billingsupport@dhl.com
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9 How to Search

9.1 Search Parameters

The Search screen gives you the option to carry out searches by Account Number, Invoice Number, Waybill,
Invoice Type and Status, as well as by Invoice Date. You can search using one or multiple parameters. The
choice is yours. Simply select the parameters you wish to search with and select the Search button.

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 Account

search resulfs. I Al o ]
° Custom search Invoice Number Waybill

Start a new search with custom criteria ]

March - April Duty Invoices

Invoice Type Status
All ~ ] [ Al v ]
Summary Posting
i 7]
Invoice Date
Start Date End Date
@ i

ﬁ Save as "Saved Search"?

I Enter a name ]

9.2 Saving Searches

There is also an option to save your search parameters. Once you have selected your search parameters, enter
a name in the Save as “Saved Search” field. When you then select the Search button, your search will
automatically be saved.

When you next return to the Search page you will find your saved search in the Custom Search area. In order to
use an already-saved search, simply select the search name you wish to use, wait while it loads and then select
the Search button.

ﬂ Save as "Saved Search"?

| Enter a name
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