
How to request, 
confirm and schedule 
an import collection 

The purpose of this guide is to explain to the
importer/requestor of an import shipment through 
MyDHL+

a)    The mandatory steps that the shipper must
complete, to confirm and schedule a
collection

b)    Clarify that the collection is only requested
and not dispatched to a driver until the
shipper completes the mandatory steps.



     
Shipper schedules pick up date and 

time.

•

Requestor proposes pick up date 

and time. (Shipper needs to 

confirm for the collection to take 

place)

•

There are two options available request a collection, 
however both require the Shipper to complete the 
mandatory steps to dispatch the collection to a driver



Shipper schedules pickup date and 
time



When choosing this option it is important to note here 
what is written in the blue section. 

Highlighting, at the end of the process when you as the 
Requestor sends the documents from MyDHL+ to the 
shipper, they will receive an email with the instructions 
to complete the collection, which will dispatch to a
driver. 

Shipper schedules 
pickup date and time -
step 1



After you the Requestor completes the label, this page 
will appear.

It notifies you as the Requestor in the blue section that 
the shipment is not complete. It is important that you 
press ‘Send Documents’ here.

         If you need to download instead of pressing send 
it does not send instructions to the shipper to arrange 
the collection.

Shipper schedules 
pickup date and time -
step 2



After pressing 'Send Documents' this pop-up will 
appear, to send the shipment paperwork and 
instructions on how to confirm the collection to
your shipper. 

Note that the subject line is already populated to 
inform the shipper that they need to schedule a pickup.

You can add an additional message to the shipper here 
before sending the instructions.

Shipper schedules 
pickup date and time -
step 3



Your shipper will receive an email with the documents 
attached with the green button that the Shipper must 
click to confirm and dispatch the collection to Driver.

         This step is the most important as if it is missed 
no driver will be scheduled to complete the collection.
The collection will not be reviewed by Customer Service 
in the collecting country for 8 working hours after this 
email is sent. 

Shipper schedules 
pickup date and time -
step 4



The shipper will then need to confirm the pickup 
location, time and package details.

The final step is to press 'Schedule pickup' which will 
provide a pickup reference and a driver will be 
dispatched to collect the parcel.

Shipper schedules 
pickup date and time -
step 5



Requestor proposes pickup 
date and time



When choosing this option it is important to note here 
what is written in the yellow section highlighting that 
DHL will email the shipper to confirm the date, time 
and readiness before the driver is dispatched.

Requestor will propose 
pickup date and time -
step 1



After completing the label this page will appear.

It notifies you in the blue section that the shipment is 
not complete until you send the documents to the 
shipper. It is important to press 'Send Documents' here.

         If you need to download instead of pressing send 
it does not send instructions to the shipper to arrange 
the collection. 

The pickup confirmation shown on the right-hand side 
does not mean the collection is dispatched to a driver, 
the shipper must first confirm the date, the time and 
the readiness.

Requestor will propose 
pickup date and time -
step 2



After pressing 'Send Documents' this pop-up will 
appear, to send the shipment paperwork and 
instructions on how to confirm the collection to your
shipper. 

You can add an additional message to the shipper here 
before sending the instructions.

Requestor will propose 
pickup date and time -
step 3



Your shipper will receive an email with the 
documents attached with the green button that the 
Shipper must click to confirm and dispatch the 
collection to Driver.

         This step is the most important as if it is 
missed no driver will be scheduled to complete the 
collection.
The collection will not be reviewed by Customer 
Service in the collecting country for 8 working hours 
after this email is sent. 

Requestor will propose 
pickup date and time -
step 4



The shipper will then need to confirm the pickup 
location, time and package details.

The final step is to press 'Confirm pickup' which will 
show the 'Pickup Scheduled' message in green as 
shown here and a driver is then dispatched to collect 
the parcel.

Requestor will propose 
pickup date and time -
step 5



Thank You


