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HOW TO COMPLETE THE SHIPMENT FORM.

Fill-out the fields on the Shipment Form and the 

Customs Document (for dutiable shipments only). 

Step 1 
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After completing all the necessary details, return to the 

first page of the Shipment Form and tick one or more of 

the following checkboxes in the top right hand corner:

 a) Send Shipment 

 b) Book a Pickup

Please note: If you have multiple shipments and want to arrange for a pickup, you 
only need to tick the Book a Pickup checkbox once and fill-out one DHL Pickup 
Form (that is, for the last shipment). 

Step 3
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If you do not have a regular pickup schedule with 

DHL, you can also arrange a pickup by filling-out a 

Pickup Form.

Step 2 
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Step 4

Step 5

Click the Send to DHL button at the top right hand corner of the Shipment Form.

After DHL receives your complete shipment and/or booking information, you will 

receive a confirmation email with a completed Air Waybill, Shipment Receipt and 

Customs Declaration document, as appropriate.

Check your email inbox for the completed paperwork, print them out and attach them 

to your shipment. If you do not receive a confirmation email, please contact the DHL 

eCommerce Department at 111-345-111 for assistance.



HOW TO ARRANGE FOR A COURIER PICKUP. 
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Tick the Book a Pickup checkbox and click Send to DHL at the top right hand corner of the form. 

Step 2

Check your email inbox for your booking confirmation and be sure to keep it for future reference.

Step 3

Complete all the fields in the Pickup Form. 

Step 1 
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HOW TO ARRANGE FOR A COURIER PICKUP. 


