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.




There are two options available request a collection, f>
however both require the Shipper to complete the QB§
mandatory steps to dispatch the collection to a driver
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 Shipper schedules pick up date and
time.

« Requestor proposes pick up date

and time. (Shipper needs to

°
confirm for the collection to take
3 The shipper will be notified to schedule a pickup when you send your shipment instructions. ASSigI‘I this sh\pment to shipper to comp\ete
[C] Don't show me this again Assign this Shipment p I a Ce)

Home Ship Track Manage Shipments @

Do you want to schedule a courier pickup?

Shipper will schedule pickup | will propose pickup date and time

TSA Privacy Notification
Flease read TSA Privacy Act notification




Shipper schedules pickup date and
time



Shipper schedules
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pickup date and time- = . !

W oot

step 1

When choosing this option it is important to note here Do you want to schedule a courier pickup?

what is written in the blue section. il propose pickup date and tme 13A Privacy Notitcation

Piease read TSA Privacy Act notification

Highlighting, at the end of the process when you as the

Requestor sends the documents from MyDHL+ to the pronivinsmateasa
shipper, they will receive an email with the instructions
to complete the collection, which will dispatch to a =
driver.

The shipper will be notified to schedule a pickup when you send your shipment instructions
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Shipper schedules
pickup date and time -
step 2
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Send Documents to Shipper
Email your documents now or download and email them later.

e o i Your Tracking Number
N '—‘ 1624444961
Piece # 1

=" — JDO14600011148440774

i Save as Favorite

Label (Waybill) | Receipt

Your shipment is not completed until you have sent your documents to the shipper

4 Download Documents o Send Documents

| will download my documents and email them later .
| will use MyDHL+ to email my documents now

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.
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Shipper schedules
pickup date and time -
step 3

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.

Attachments




Enmiediate ACTon Required: SChedule Pickup for

DEL Express Shipment
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Prepaine your ehipmenl and schedule & courlel pickup

Schedule a Pickup

mpotant

+ Do not seal your shipmend as the counes musi nspec the Conients
= Adlx ore copy of B label secusely 1o each package and give the ofter o the
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Waybill Tracking Number

ICON4A0001 1 148440774

Ship Ta Shig From
Sl Wiy MOERFLLA

|
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Shipper schedules
pickup date and time -
step 4

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.




wlP L .. DHL Express

Home Ship Track  Manage Shipments €2

Pickup Address
CINDERELLA o " | see
[[] Business Conta
Company @
THE GLASS SLIPPER -
1 CASTLE STREET -
FARAWAY KINGDOM -
EVERLAND v
v o
E10AA LONDON
[[] Residential Address
& &l g: o v
v
Mo d 4 7950 505500
[ SMS Enabled
@ Add Another
What are we picking up?
v ol

When should we pickup your shipment?

FICKUp YYIn

2023-10-11 Eariiest

ous I A0Min setiings » =fppng For. Lroup
Helpand Support  Finda location | Q Enguien l I
ViewPay Bil My Shipment Settings L My Profie

My Pickups

Upcoming

No pickups

Previous Pickups

No pickups

dow = When courier may arrive and shipment is ready

Latast

Please aliow at lzast 120 minutes for your Pickup Window

Save 38 Datault ©

ﬂ This pickup address, location and pickup window time

he latest time a request can be made for pickup tod

Shipper schedules
pickup date and time -
step 5

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.



Requestor proposes pickup
date and time
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VP Bl by Shigmen| Semings L My Profie
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Do you want to schedule a courier pickup?
11 Pt ACic el S y TSA Privacy Notification

Plaase read TS4 Privacy Act notification

Home  Ship  Track  Manage Shipments E3)

Shipper will scheduls pickup

Requestor will propose

ﬂ_ Irryportand

« DHL will email shipper (o confirm dabe, time and resdineas Asgign this shipmen 1o shipper 10 complets

t l \esier this Shiprment
o o »+ Shippar can reschadula or cancel a pidasp if thers i a conflict with your requested data and tima T hipe
p I C u p a e a n I m e - « Please ensure your shipper will have the shipment and all the papersark ready &l pickup

I'm sending my shipment on & Pickup Window - Whan courier may amiva and shipmant is ready

Lasesl

step 1

E 1103 am 1:15 pm 3Tl pa £ 45 pim E00 pm

Flaase allow al baast 120 minules hor your Fickup Window
The latest ime a requesl can be made for pickup today is 600 pe

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.

heee shouid e cosner peck up the i

Front Cloor

Iresirusctione or the Courer

Eamenl?

Pickup Address

CINDERELLA

THE GLASS SLIPPER
1 CASTLE STREET

. VA BN CGEOO
REVERLAKD
LOMNDOM, E1 0A&
neill kelyi@dhl com
+id T350 505500




Requestor will propose o
pickup date and time -
step 2

EPEIL O Express o andsuport Fraaiocaion | Q  Encien ] After completing the label this page will appear.
Home Ship Track Manage Shipments @ View/Pay Bill My Shipment Setiings 3 My Profile
R b2y @ prnt It notifies you in the blue section that the shipment is
not complete until you send the documents to the
Send D ts to Shi 3 o g
o oS Ao Coumat e e e shipper. It is important to press 'Send Documents' here.
| vox B e [ Your Tracking Number
‘ — o 5838480863 . .
s Prece #1 If you need to download instead of pressing send
»n _ ;-_;_.. JD014600011146677393 . . . .
: bickup Confirmation it does not send instructions to the shipper to arrange

. Number PRG231016709159 .
the collection.
Pickup Details

Mon, Oct 16, 2023

Between 11:00 am and 8:00 pm

Label (Waybi [ Recept The pickup confirmation shown on the right-hand side
e pIckup g
does not mean the collection is dispatched to a driver,
Your shipment is not completed until you have sent your documents to the shipper the Shipper mUSt firSt Confirm the date’ the time and

the readiness.

X Download Documents c(g Send Documents

I will download my documents and email them later
S ! I will use MyDHL+ to email my documents now

©




Requestor will propose
pickup date and time -

step 3

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.




Juired: Confirm DHL Express Shipment Pickup

o s Garre

Heil Kelly has created 2 DHL Express shepmant and propored a couner pickup for you,

Please confirm, modify or cancel this pickup immediately!

Froposed Pickhup Details

Dot and Tima Pickiap ASdridd
ERCNGEET 11, 20ER CINDERELLA
11,00 - 7000 THE GLASS SLIPFER
1 CASTLE STREET
PicEup Location FARANAY KNGO
Fron IDoor HEVERLAMD
LD
Courier Instructions £1 044
Leic]

dod eSS T

Requestor will propose
pickup date and time -
step 4

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.
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Home Ship Track Register Login

Manage This Pickup

Pickup Address Pickup Location

CINDERELLA Front Door

THE GLASS SLIPPER : :

1 CASTLE STREET Courier Instructions

FARAWAY KINGDOM Package Size p—
g NEVERLAND 1(30 X 20 X 10) cm -

LONDON , E1 0AA .

United Kingdom Total Weight P

+44 7950 505500 05kg

equestor will propose
s Pickup Date Earliest Pickup Time

i 10/1172023 11:00 Edit

- pickup date and time -
step 5

S e omesost mbsm | & = ESY The shipper will then need to confirm the pickup
ome ST e |ocation, time and package details.

St 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.
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