MyDHL

MyDHL+

HOW TO CREATE A SHIPMENT —STEP BY STEP GUIDE

. DHL Express — Exﬁlence}.}impl

Welcome to

DHL Express

Servicing over 220 countries
and territories

ivered.

Get Started Now

T Save up to 50% on
Shipping
y ount rates as new
ustomers by December

Get

Get Details and Apply




2 MyDHL+ How to create a shipment — Step by step guide

CREATE A PACKAGE SHIPMENT

o ERESS e e A 1. Click ‘Ship’ then ‘Create a Shipment’

Home  Ship  Track  Manage Shipments €2) ViewPay Bil My Shipment Setings & My Profie

Weleo on the top menu bar. Alternatively, you
Create a Shipment L About MyDHL+
Create Shipment from Past i i What's New with MyDHL+

Crosks Shroeet v : can use the dashboard to quick start

Get a Rale and Time Quole

the shipment creation process.
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Create Shipment ay —— Print W save mor Later
Group Switch Group

From To

Hare: e fame
Name o 2L Nams o

[ Business Contact [ Business Contact
- ] , - . :

2. Fillin the ‘From’ section with your Gompany ’ Comgany ‘
. .

details and the ‘To’ section with the borg g 98 G

receiver’s details. Once complete click

‘Next’.

® HELPFUL TIP
If you have a DHL import account,

you can create imports from

IS 85 7 Nobile ’ﬂl 52 2;-4552|_ -
around the world by simply s s T
completing the ‘From’ section with A o

where you want the parcel
collected from. lear Adirss
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VAL i cupres s daboin | Qe | Tt [ 3. Select ‘Packages’ and complete the

Home  Ship  Track  Manage Shipments €2} ViewiPaay Bl My Shiprment Setiings

‘Shipment Details’ section. Once

complete click ‘Next

Shipment Details
\hat 7= you shipping”

4 Documents

What is the purpose of your shipment? @

2 R ® HELPFUL TIP

Lt SN You will always be able to see and
© Srosdtin i amend your previously completed
Describe a_a-li.;un;qg:a:z(zn‘ in your shipment separately .

e e o e TessssEE n Eran ey sections, which is displayed in grey at
the top.

=EPEFE . DHL Express Mo Supont Fndakcosen | QU Enguen | Tiéngviel [

Home  Ship  Track  Manage Shipmenis £5) ViewPay Bil My Shipment Setings L My Profie]

4. Select the purpose of your shipment —

and the reason from the dropdown list. Shipment Detais

Once complete click ‘Next’.

Whst is the purpose of your shipment? ©
Sample ¥

e your tem Satzils

& Upload ltem Details

Describe each unique item in your shipment separately
Ausid shipment delays! Accuracy matiers o customs authorilies. Add each unique item One Ata Time. Provids detaits in English only

5. Complete the invoice details in the
section highlighted in red and then click

‘Next’.
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Manage Shipments €5

6. Select if you will ‘Create Invoice’
(continue to follow steps) or ‘Use My

Own Invoice’

—EPEFE . oL express el St Pl | QU Engaen | Tara v [l

Heme  Ship  Track Manage Shipments (5 = wsrgs L My Profile

Create Shipment —— —

7..Complete the ‘Select Packaging’ section
ensuring you have selected ‘My Own
Packaging’ in the red highlighted box.

Select Packaging

Once complete click ‘Next’.

—EPELE . OnLExpress

Home Ship. Track Manage Shipments €5

8. Confirm billing details in ‘How would you

like to pay?’ section. Once complete click

How will you pay?

‘Next’.
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9. Select when you would like your

shipment to be delivered by clicking the

1,924,241

‘Select’ button next to your desired
==

VND

- service.
1,156,685

Manage Shipments €5

10. You now have the opportunity to select
any optional services available on your
shipment in the ‘Optional Services’

Optional Services

section. Once confirmed click ‘Next’.

—EPELE . OuL Express

T— - 11. If you would like to schedule a pickup,

select ‘Yes — Schedule Pickup’ (if not,

6 you want 1o schedue a courier pickun? skip to step 12). Use the yellow sliders
-

nton @

to specify the time a courier will come

for collection, then complete the

location of package and weight fields.

Once complete click ‘Next’.

® HELPFULTIP
The yellow sliders will only allow
you to specify a time that a courier
is available to attend your location
for a collection.
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Track Manage Shipments &)

12. If you require a return label select ‘Yes -
Create Label’ and follow the on screen

instructions. If no select ‘No’ and then

click ‘Next’.

—EPFFE . OHL Express

od Suppert Fidakocaion | @ Engheh | Téngviet

Manage Shipments ) My Profie

Shipment Cost Summary

Terms and Conditions

13. You will now see the ‘Shipment Cost
Summary’, if you are happy with the
summary click ‘Accept and Continue’.
Your shipment has now been created,

DHL Express

click ‘Print Waybill’ and attach to your

Manage Shipments €5

shipment.
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CREATE A DOCUMENT SHIPMENT

=BT . DHL Express Hepani Support Find siocstion |, Enguen | Tingviet [

Home Ship Track Manage Shipments € ViewPay Bil My Shipment Setiings &, My Profie 1. C“Ck ‘Ship, then ‘Create a Shipment, On

Create Shipment

the top menu bar. Alternatively, you can
use the dashboard to quick start the

Shipment Datais shipment creation process.

Prohibited ltems

Create Shipment © Cancel @ Save for Later
2. Fillin the ‘From’ section with your details From To
N:::a\odedra i o = ‘

and the ‘To’ section with the receiver’s 7
SURAJ ODEDRA LTD

details. Once complete click ‘Next’.

United Kingdom N -
o HELPFUL TIP Address 2 w::;‘u‘:w. Country Code _ Phone
If you have a DHL import account, -
you can create imports from around SN || o )
the world by simply completing the SOEDRATOGYOPMAL COM
‘From’ section with where you want T ] B s g P
the parcel collected from. S
You will be provided with handy hints '

and information to help you complete

| Residential Address.

the sections throughout the shipment

creation process.
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3. Select ‘Documents’ and complete the
‘Shipment Details’ section. Once complete

click ‘Next’.

® HELPFUL TIP

You will always be able to see and
amend your previously completed
sections, which is displayed in grey
at the top.

=B SFE . DHL Express Helpand Suppart Findalocaton | O  Enguen | Térg vt [

Home  Ship  Track  Manage Shipments €5 flowiPay Bill My Shipment Seings L My Prafie

Creats Shipment —— —

4. Complete the ‘Select Packaging’ section

ensuring you have selected ‘My Own

Packaging’ in the red highlighted box. Select Packaging

Once complete click ‘Next’.

ormlPaciages 1 TeralWeight 05 KG | Agd Another Fackags B

Help nd Support Fingafocaion | O Engleh | Ting Uik

Manage Shipments €2} WiewPay Bill My Shipment Setings & My Prafie:

5. Confirm billing details in ‘How you would
like to pay?’ section. Once complete click

‘Next’.

How will you pay?




VND
1,898,798

WND
1,131,242

7. You now have the opportunity to select
any optional services available on your
shipment in the ‘Optional Services’

section. Once confirmed click ‘Next’.
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6. Select when you would like your shipment
to be delivered by clicking the ‘Select’

button next to your desired service.

7.~ 7 Sy — Frdatoton | Q. enguen | v

Home  Ship  Track  Manage Shipments (D

Create Shipment —

Optional Services

[RETT-=

8. If you would like to schedule a pickup,
select ‘Yes — Schedule Pickup’ (if not, skip
to step 9). Use the yellow sliders to specify
the time a courier will come for collection,
then complete the location of package and

weight fields. Once complete click ‘Next’.

® HELPFUL TIP

The yellow sliders will only allow you
to specify a time that a courier is
available to attend your location for a
collection.



=BT . DHL Express

Home Ship  Track  Manage Shipments (5

Do you need a return label?

10. You will now see the ‘Shipment Cost
Summary’, if you are happy with the
summary click ‘Accept and Continue’.
Your shipment has now been created,

click ‘Print Waybill’ and attach to your

shipment.

ot Suppot Firdakocsion | @ Engian | Tengvit [

ViewPey 8 My Shipment Sclings L My Profie
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DHL Express

Ship  Track  Manage Shipments €0

Shipment Cost Summary

EXPRESS WORLDWIDE

click ‘Next’.

9. If you require areturn label select ‘Yes -
Create Label’ and follow the on screen

instructions. If no select ‘No’ and then

Hoip and Suppent Fid 3 kocasion | Q) Englleh | Tibog Vit

ViewPay B Ay Stipment Setings L. My Profie

ght ©

Terms and Conditions

DHL Express

Ship  Track  Manage Shipments €







