myDHLFreight

User Manual

V1.2

MmyDHL —

I Wi

DHL Freight — Excellence. Simply delivered. FREIGHT



!
|

myDHLFreight — User Manual myDHL

FREIGHT

TABLE OF CONTENTS

INTRODUCTION TO MYDHLFREIGHT ..ottt e e e e et e e e et e e e et 2
L. REGISTRATION PAGE ... ittt ettt e e et e ettt e e e et e e e e et e e e et e e et e e setan e e saaaeeestaneaeeranns 3
b o T 1 VN o7V =3P RRN 4
0 0 7 X1 2= o .Y 1o PN 4
R ¢ ] =3 Y 1 o PPN 5
B 0 T 0] =1 =1V 2 3 UPTRN 6
< 0 1o o XU 8
6.1, SHIPMENT IMANAGER ....tutuuiieeetititttttaeteeeteettttt i seeeeeeesstana e seeeseestatanaeeeeessstannaaeesserstnnnnraeeserssstnnnaeeeessensnnnn 9
B.2. ADDRESS BOOK .....ciiiiiiiiiiiii i e e e eeeetia e s e e e e et e st e e e e e e e aa b aeseeetee s tat i teeeeee e s st aeeeeeeettaa e raeeeeearrtaeaaaeeenranan 9
LG TR I = V= 1y = PN 10
B.4. CHANGE PASSWORD .....uuiiiiiiiiiiiiie e et tee e ettt e e ie e e ettt e e e e et e ee e et ees s bt e e e esta e e s asa e s stanaesestnaeesnnsaasatnaaeeranns 10
(SRS = 10 ] =i [ I =SSR 10

INTRODUCTION TO MYDHLFREIGHT

Welcome to myDHLFreight, the Freight Customer Portal, a self-service web-based portal for
registered business customers of DHL Freight.

myDHLFreight, has been carefully designed to give our regular shippers more control and
convenience, providing easy access to a range of self-service features that can be accessed
anytime, anywhere. Our intuitive and user-friendly booking process enables DHL Freight’s
customers to create consignments within a few clicks across different standard products and
value-added services. Please contact your local DHL Freight Sales representative if you are
interested in using myDHLFreight.

The following information are the minimum requirement for a smooth registration:
» Company name and address
» DHL customer account (please provide your local DHL Freight Invoice ID)
» Your contact (incl. email and phone no.)

You will receive two separate emails containing an access link and a temporary password after
completing registration and the initial onboarding. Please check your spam folder if you don't
receive them.

In case of any uncertainty, please contact your local DHL Freight Sales representative or DHL
Freight terminal at mdfitaly@dhl.com.
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1. Registration Page

To create your profile on myDHLFreight, please follow the link below

Link: https://fcp-sit.dhl.com/it-it/registration
Please fill in all relevant information on the form and click on the “Submit” button.

Once you submit a registration request, our Customer Service team will be notified to approve it.

If you forget your password, simply click on “Forgot password?” on the login page and enter your
email address.
You will receive a link via email to reset your password.

In case of any uncertainty, please contact your local DHL Freight Sales representative or DHL
Freight terminal.

=il Login Reqgister here Contact Us @ EN
Freight

REGISTER FOR myDHLFreight

Enable your access to myDHLFreight. Access our online portal with your DHL Freight Account Number. Don't have an account? Become a customer (4

® Select Account Country

Please select the country where your account(s) was established

Account Country *

Account Number * Account Reference Name (Optional)

=+ Addaccount You can add additional accounts and manage account settings once you start using MyDHL Freight

I've forgotten my account number 3

fia Enter your company details Enter your contact details
Company Country * - Your Name *
Company * Code * - Your Phone Number *
VAT Number * Your Email /£ Username *
Street Address * @ Upon successful registration. we will send a confirmation email to the provided address
The email will contain a link t! redirect you to the password setup page. Please

make sure that you entered a valid email address to receive this confirmation email.

Postcode *

y 7/ 4 vi2 3
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2. Login Page

To login to the myDHLFreight portal, please follow the link below and enter your username and
password.

Link: https://fcp-sit.dhl.com/it-it/login Logis to my DL Focight

Email:*

Following menus are available for all customers:

| mail@domain.com

» Login

Password:*

Register here ‘ ‘ ‘F'

Contact Us

‘ 71 Remember me Forgot password? )

Language Change

Forgot Password

‘ Not registered? Create login l

Not registered? Create login . , I

3. Dashboard

Upon logging in, you'll land on the “dashboard”. The dashboard provides you with various
functionalities available in the portal and will be explained in detail in upcoming chapters.

YV V V V VY

1. Banner shows the menu s oseMare  Conacits @ Finand-EN
bar,which can be nvww Gmacuow  orreny Teow - | e

accessed to see more MY DASHBOARD

functions

Es - BB Track Shipment
2. QUICk access to QUOte' GetaQuote > OrderEntry > Enter your tracking number
O r.d e r E n t ry a n d Estimate price and transit times for a shipment Create shipment and print m
Tracking shipment
Bkecent Saved Shipments R
3' LISt Of the IateSt Status 0 ShipmentID®  Date Sender Receiver Summary
shipments along with all a
Incomplete 2023-11-02 One Stop Portal TESTO Product: DHL Freight Euroconnect Domestic
H H Hallituskatu, 9 Tinatesto 45 Ectimated Price: 25.0 EUR Book
the shipment details SOI0IGENSUY 20100 JOENSUU Conntty: 1pe el
Finland Finland Weight: 250 kg
Volume: 1.152 m? “
Loading Meter: 0
4- O pt I o n to fl n a I I Ze Order Sent 4505219321 2023-11-02 One Stop Portal Robinson Tech Product: DHL Freight Eurapid
. . Hallituskatu, 9 Brauweg 21 Estimated Price: 107.53 EUR Reprint —
— 80100 JOENSUU 86459 Gessertshausen Quantity: 1pes
incomplete shipments e — Weight, 5 by
Loading Meter: 0
Order Sent 4505219248 2023-10-30 One Stop Portal Aloa Corp. Product: DHL Freight Eurapid
Hallituskatu, 9 Via Bernadetto, 2 Estimated Price: 658.44 EUR
H 80100 JOENSUU 00144 Roma Quantity: 2 pes
5. Option to Track & b Y i 50
Volume: 2.304 m?
Reprint, labels, shipment Loading Mete: 0

lists or wayhbills

EH. y 7/ 4 vi2 4
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4. Get a Quote

Access the Get a Quote option by clicking on the banner or dashboard screen to get an instant
estimated shipment price and transit time.

Josie Maurer Contact Us @ Finland - EN

Log out

MY DASHBOARD

% ‘ Q Track Shipment

GetaQuote > Order Entry > Enter your tracking number

Tracking number I m

Estimate price and transit times for a shipment Create shipment and print

You will need to update few details for the system to show the desired output.

1) ROUTE: Enter the Pickup and Destination country 2) SHIPMENT DETAILS: Fill in the mandatory fields

and post code, select your account number. regarding the shipment i.e., Quantity, Packaging
type and Weight etc.
1 Route 2 Shipment Details 3 Delivery Options 4 Review quote 1 Route 2 shipment Details 3 Delivery Options 4 Review quote
From To Enter Shipment Details ©
Quantity*  Shipment Type* Weight*  Length  Width Height  Volume  Loading Non
Country™ Postcede® City Country” Pestcods" City el fem) fom) fem) im Meter @ Stackable @
[Fnla-! ~ Hnmm ] JOENSUU Inuam ~ || eamee0 I ‘ Unspecified ~ BDD EE O
How do you want to get your quote? TR q
) Total Volume:  0.000 m*
O) Show me atl available options @ Total Weight: 0.0ky
Total Loading Meter:  0.00
(O Let me sebect a spedfic product from my account @
e

Next Step
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3) DELIVERY OPTION: This page will display the 4) REVIEW QUOTE: You will now be able to see the
products that can be chosen. If you change Desired estimated shipment price based on the details you
Pickup Date you will see the corresponding have entered.

Delivery Date.

1 Route 2 Shipment Details 3 Delivery Options

1 Route. 2 Shipment Details 3 Delivery Options 4 Review quote
Desired Pickup Date
DHL Freight Euroconnect International
AT
Desired Pickup Date: Estimated Delivery Distance: Chargeable weight: —
2023-11-10 2023-11-17 400.0 kg -
Selecta Service
Email
DHL Frel Euroconnect international l
202.84 EUR Price Breakdown
excl Fuel & Other surcharges
Net price per agreement 202.84 EUR
Estimated Delivery B -
20231117 Surcharges (price per surcharge)
MARPOL-SURCHARGE 2.0EUR
Standard Delivery MAUT / ROAD TAX 592 EUR
= Reliable & Cost effective LTL 148 EUR
» Read More... (2 1481 EUR
SOEUR
BBER
22.0EUR
tal 3220 EUR
AT
Total p & mark

5. Order Entry

If you want to book a shipment, select an option on the Dashboard page.

il —— Josie Maurer Contact Us @ Finland - EN
Freight

My Dashboard Geta Quote Order Entry Tools

Log out

MY DASHBOARD

Eé Y ﬁ Track Shipment

GetaQuote > Order Entry > Enter your tracking number

Create shipment and print

Estimate price and transit times for a shipment

You will need to fill in the relevant data in order to book the shipment. See screenshots below for

details. For a detailed guide on how to book a shipment, please refer to the tutorial videos
available at website.

N
\
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1) ROUTE: Choose the direction of the shipment,
select the relevant account number, enter the
address of the receiver.

2) SHIPMENT DETAILS: Update the quantity,
packaging type, weight, dimensions and add a
description of the goods.

1 Route 2 Shgment etass 3 Deituery Optioss $ Picsup sate 5 Gevaew & Boa

Route Type & Payment
i this i ce intermational shi Wit will pay

Freight psyer scoounk nuker”
From To

4 Pickup date 5 Review & Book

1 Route 2 Shipment Details. 3 Detive

Enter Shipment Details @

Quantity*  ShipmentType*  Weight  Length  Width Height ~ Volume  Loading Nen
Stackable @

=l (am) (em) fem) 3 Meter @

Goods Description*

+ Add another item of a different size

Total Quantity: 1
Total Volume:  0.000 m?
Total Weight: 00kg
Total Loading Meter:  0.00

Back to route

Cortact Name Cortact Nare*
[ || | |
Contact Email [ send rotification Cortact Emsil [[] Serxt ctification
Courtry code Mebie/Phore” Country cixde * Mokie/Phine®
e — ) |
Sencee Refesence Focover Scforee
[ A to acess book Upciste in Addese Bock [ Ad to acdress book Upati o Addbrees Book

3) DELIVERY OPTION: Select the product and any
value-added services you want to include in your
shipment booking.

4) SCHEDULE PICKUP: Select the desired pickup date
and include any additional instructions that you
wish to share.

1 Route 2 Shipment Details. 3 Delivery Options. Book
Desired Pickup Date
2023-11-10
Selecta Service
202.84 EUR 202.84 EUR
exc. Fuel & Other surcharges exdl, Fuel & Otner surcharges
For account: For account:
Estimated Deiivery By: Estimated Defvery By:
20231117 20231417
Standard Delivery. Priority Deiivery
® Reiisble & Cost Effective LTL. » Day Definite LTL

» Read More... 2 * Read More... 2

Terms of delivery

AP Deliered At Plsce > |

1 Route 2 Shipment Details 3 Delivery Options 4 Pickup date S Review & Book
Pickup Delivery Instructions
Desired m Date Add Delivery Instructions (Optional)

2023-11-10

Add Pickup Instructions (Optional)
‘23 instructions o drvar picking up this shipment

| |

Back to Delivery Options




5) REVIEW & BOOK: This page allows you to view the 6) REVIEW & BOOK: On the second half of the page

total net price of the shipment. you have the option to upload the document and
select the email for the confirmation.

Upload Documents
1 Route 2 Shipment Details 3 Delivery Options. 4 Pickup date S Review & Book e
| ] et

DHL Freight Euroconnect International

Chargeable weight: Desired Pickup Date: Estimated Delivery:
400.0 kg

2023-11-10 2023-11-17

Confirmation email
[T josiemaurer.onestopportai@gmail.com (Sender)

Price Breakdown
D attimo@aloa.it (Receiver)
Date 2023-11-09
If you would Iike to learn more about DHL Freight Terms and Conditions
Net price per agreement 202.84EUR If you would like to learn more about how DHL uses your personal dats, please red our Privacy Notice
s e )
MARPOL-SURCHARGE 20 EUR
AT/ ROSDTAX; 1SO2EUR]
HARBOR FEE 148 EUR
MOBILITY PACKAGE SURCHARGE 1481 EUR
/ADMINISTRATION FEE 8.0 EUR
FUEL SURCHARGE 7363 EUR

Total price (excl. VAT)* 322.0EUR
VAT -

Total price incl. VAT

for
DHL DHL i notice, even if it diff
calculation. ic VAT if ing i i imatic je i if DHL does not
; :
excluding § 7.2 and i isic 2
A sholl opply i ioge. Please contact our customer service for further information.

6. Tools

Under the Tools sections, you will find a list of options:

» Shipment
Manager fpreme dmagen yHBOARD

Address Book

> Address Book Simpiaen
‘ . Track Shipment

Change Password
> Templates GetaQuote > T Order Entry > Enter your tracking number
Estimate price and transit imes for a shipment Create shipment and print ‘ﬁ

» Change Password
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6.1. Shipment Manager

This section allows you to search for booked shipments using various criteria.

1' It IS pOSSIbIe to SearCh Eaﬁ‘s Josie Maurer  ContactUs @ Finland -EN
. Freig
for specific customers'
My Dashboard GetaQuote Order Entry Tools v Log out

booked shipments.

You can use the date
range to look for
previously booked
shipments

You can also search
for a shipment booked
using a specific
account number

It is also possible to
search for shipments
based on their status.

Once you have the
desired results you
can download the
data using the
download shipment
history option.

6.2. Address Book

My Online Shipments °

Recent shipments booked using this p

SAVED SHIPMENTS

other shipments, see Road Freight Tracking [2

@
2 ———— = FrE—
e
From || status®  ShipmentID © Date Sender Receiver Summary
2023-10-30
- OrderSent 4505219321 2023-11-02 One Stop RobinsonTech  Product:
[ Portal Brauweg 21 DHL Freight Reprint
2023-11-13 — Halltuskatu, 9 86459 Eurapid
80100 Gessertshausen  Estimated
JOENSUU Genmany Price
ki Finland 107.53 EUR
Last 30 Days Quantity: 1
pes
Custom Date Range Weight: 85 kg
ount OrderSent 4505219248 2023-10-30 One Stop Aloa Corp. Product:
- Portal Via Bernadetto,  DHL Freight
Reprint
U At Rl ! Hallituskatu, 9 2 Eurapid |
80100 00144 Roma Estimated
Finland 658.44 EUR
Quantity: 2
us pes
: o Weight: 500
ncomplete k
g
Booked { v
InTransit 120f2
Delivered Displav ] ‘10, >
Order Sent

You can save frequently used addresses in the Address Book. The portal allows importing up to
1000 addresses using a template, exporting data, or manually adding addresses. You can add up to

maximum of 5000 addresses.

B Address Book

Search* @

Filter By

] Company Name Contact

| | ADA Corporate Josefine Bjerg
358-355897

89

Address

Alakanavantie 23
15610 LAHTI
Finland

Reference

Select

D View

[# Edit @ Delete

v1.2
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6.3. Templates

If you frequently need to book
consignments with the same L
information, you can save time by

using the Template feature.

This is a one-time activity where you
need to fill in the form with all
relevant details. Afterwards, for
booking the shipment, your saved
template can be found in the menu
bar under Tools = Templates. All you
need is to choose the relevant
template and change the pickup date
or time.

6.4. Change Password

You can change your profile password anytime
you feel the need.

NOTE: Passwords must be at least 8 characters,

must contain 1 uppercase letter, 1 lowercase
letter, 1 number and 1 special character (@#!)

6.5. Profile

TEMPLATES

v

Selacta sorvics

Sty gt o Sevcs

myDHL"
FREIGHT

)

Outivery nstructions

Change Password

Confirm your old password and enter a new cne.

0Old password:

Confirm password:

Reset password

If you wish to make changes to your profile, click on the 'My Profile' option (your Username)

located at the top right-hand corner of the page. Don't forget to save any changes after updating.

Refer to the screenshots below for more details.
AT
1. Enter your contact
details: this section
allows you to edit
your address, phone
number, VAT

# Edit Contact information

!
5!

vl.2
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2. Email Address and
Password: this
section allows you
to change your
password

3. Print Settings: this
section allows you
to modify your PDF
layout
preference***

4. Shipment types: this
section allows you to
select your most
frequently used
shipment type, which
will then appear at
the top of the list

5. Accounts: this
section displays the
list of registered and
approved account
numbers. You can
also add new
account number
here.

myDHL"
FREIGHT

Email Address and Password

Dgmailcom

/# Update Password

Print Settings

FOF Layout Preference

@® Labelprinter O Label printer (Compact, 152mm) () A4 -Vertical, 2 labels/page (O A4 —Horizontal, 3 labels/page

m ¥ Caneel

Shipment types

You can select the shipment types you would like to appear at the top of the list for quicker selection

Favorites

» Box/case

* Carton/package
« Pallet

+ Euro pallet

= Half pallet

Accounts

Approved DHL Freight account number(s)

Account number{s) waiting for approval

12335678.AT0001
(test)

+ Addaccount

*** |f the Print Settings do not meet your requirement, you manually adjust them on your printer

by following below steps:

vl.2 11
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1. Run printers and scanners settings 2. Select printer you are using for labels
and select ,Manage “

Setogs x
@ Home Printers & scanners
Find a setting d Add printers & scanners.
Devices

Add a printer or scanner
S A o printer or scanne

Bluetooth & other devices

il

Printers & scanners
IE] CTPRGNPOAN00205

| & princers & scanners

a

Mouse

CZPRGNPOA000501
Touchpad
Typing
=
Pon & Windows Ink
G T [y oo e
AutoPiay

o use & .

Microsaft Print to PDF

]

o]

Microsoft XPS Document Writar

3. Select ,,Printing preferences “ 4. Configure your defaults — especially page size

= CZPRGNPO4000501 Printing Preferences

One Click Presets Basic  Input/Output Finishing Layout/Edit Text/Watermark Image Quality Others

Current Setting

Job Type
iormal Prind Modify User Code Setting...
Document Size: Coples:(1 to 999)
A4 (210 X 297 mm) v 1 z
Brint On Orientation
Same as Original Size -
(@ Portrait
() Landscape
Custom Paper Size...
Input Tray: Paper Type:
Auto Tray Select v|  [Plain & Recycled -
Document Size:
A4 (210 x 297 mm) Color Mode 2 sided
Print on:
Same as Griginal Size 4 Color ¥ | ¥ty Long Edge Bind: LefrTop -
Reduce/Enlarge:
Fit to Paper Size
Layout:
=y v ® off
Staple:
off v
Register Current Settings...
Settings Summary Reset Al Settings Reset Settings in This Tab

==l o
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