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Pickup

DHL eCommerce Portal gives you the ability
to:

= |ndependently submit shipments and
generate labels for Packet Standard,

Packet Plus Standard, Packet Plus Priority
Manifest, Parcel International Standard,
Parcel International Direct, and Parcel
International Direct Expedited shipping
services

= Integrate with marketplaces (currently
eBay and Amazon)

= Create and place pickup requests for
shipments

= Track the status of Packet Plus Standard,
Packet Plus Priority Manifest, Parcel
International Standard and Parcel
International Direct shipments

= Offer tracking visibility to consignee via
our public tracking page

= Pay your DHL eCommerce invoices

Packet Priority Manifest, Packet Economy,

Tracking Reports Contact Us

BN

Generate shipment reports for all
shipments using the portal reporting
feature

= Download a Notice of Posting for every
shipment submitted

Supported Browsers:

= Google Chrome

= Mozilla Firefox

= Safari

= Internet Explorer 11 or later

https://ecommerceportal.dhl.com/Portal/

Next
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SHIPMENT OVERVIEW

When you first login you will be taken to the
SHIPMENT OVERVIEW page.

[B  SHIPMENTS

Shipment Overview

New Shipments

Shipment Report

Advanced Report

@ PICKUP

TRACKING

ACCOUNTS &
SETTINGS

GETTING
STARTED

CUSTOMER
SERVICE

O & <9

Shipments = Shipment Overview

SHIPMENT OVERVIEW

Search

SEARCH RESET

MY SHIPMENTS

PRINT LABELS
PICKUP NAME SHIPME!

No Records Found

Shipment Overview

List of all shipments that have been
submitted previously with

their current tracking status.

New Shipments

Create and print labels for shipments
and view previously created shipments
yet to be submitted for processing.

Shipment Report &

Advanced Report

Generate reports for submitted
shipments.

Tracking

Track up to 50 items using the Shipment

or Tracking ID.

Tracking Reports

Pickup
Create and place online pickup
requests.

Accounts & Settings

Manage users and access, pay Invoices,
Manage integration channels, bulk
upload template, and change your
password.

Getting Started

Getting started videos on Create
Shipment & Pickup, Marketplace
Integration and Tracking & Reports.

Customer Service

FAQs and Customer service contact
details for selected countries.

Back
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MANAGE
ACCOUNTS

In this section, we will guide you on the
following functions:

D. Billing Details

—' A. Create User - Pay any outstanding invoices
Creation of Customer Users - Make an ad-hoc payment to your
account
B. Create User Access Group - Download your invoices from our
Creation of Access Groups for customer billing system
users

E. Change Password
C. Shipper Details Change the login password
Changing information of Shipper Details

Next
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MANAGE ACCOUNTS
Create User

unts & Settings > Manage Accounts = Account Detais
ESE[RSHIEMENES LUCKYMODEL.COM - 88000264
@ Pickup USER ACCESS
© TRACKING
USER ACCESS GROUP USERS
55 ACCOUNTS &

Manage Accounts

Manage Channels

Change Password

@
%

GETTING
STARTED

CUSTOMER janice Testing
SERVICE

Channel

Integration RIERCE

DISABLE USER DELETE USER

ROLE TIve

&Shipping User N

&Shipping Super User ¥

ADD USER

DISABLE USER

USER DETAILS

denotes mandatory field

" First Name *Email Address

“Last Name Contact Number

*ROLE

eShipping Super User

eShipping Tracking & Reporting

eShipping User

fda fdsa

eShipping Finance User eShipping User

eShipping Supervisor User

DELETE USER

ACTIVE

Y

Y

Y

Tracking Reports Contact Us

Select Manage Accounts

You will see your account name and the super
user details created for you by our
onboarding team. Select [Add User] to create
all users before creating an Access Group.

An overlay will appear requesting for user
information, fill in all mandatory fields
marked with an asterisk (*) and select the role
of the user (click here to learn more about
user roles) before clicking on the [Save]
button. User/s added successfully will appear
on the ‘Users’ list.

After the users in your organization are
added, you may proceed to create user access
by selecting [Create Access Group].

Back Next
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-i' USER ACCESS GROUP 1. After assigning a group name in the pop-up window, select
| i and add the Pick-Up Account/s you wish to have for this
I = I access group.

[P " Selected Pickup References 2 Next, click the [Users] tab to select and add the user/s from
‘ T TR e e the Available Users list that you wish to grant access to the

szi0ieesEy o selected pick-up account/s before clicking on the [Save]

button.
{ REMOVE

3. A'Customer user access has been created successfully’
notification will appear at the top of the page. Group/s
— successfully created will appear on the ‘User Group Access’

column.
n\ USER ACCESS GROUP

*Group NAME
| () Customer user access has been created successfully.
Test1

Acsounts & Seftings > Manage Ac Account Detais
Pick-Up Accounts | Users

LUCKYMODEL.COM - 88000264

Available Users * Selected Users S .
| CUSTOMER USER ACCESS ‘ ‘
i eshipping user1
eshipping user2
achipping ueer USER ACCESS GROUP CUSTOMER USERS
- ADD )
etracking user1
{ REMOVE
GROUP NAME NAME ROLE ACTIVE
test user 005 eShipping User N
testl user 006 eShipping Super User v

SAVE CANCEL

Back Next
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MANAGE ACCOUNTS

Shipper Details

1. You are able to edit your shipper
details in our portal. Select the
shipper you wish to update details
for, click on the [Edit] button to
make the changes.

2. The process is complete upon clicking
the [Update] button.

Shipper details can be seen on the Create
Shipment page. Alternately this address
can be edited at the time of Shipment
Creation.

Tracking Reports Contact Us

NOTE

Updating Shipper Details in our portal
does not trigger an auto-update of
your details in our Billing or Operations

systems.

Back Next



Manage Create Channel

Accounts Shipment Bulk Upload Integration Pickup Tracking Reports Contact Us

Welcome

MANAGE ACCOUNTS
Shipper Details - India

1. For eCommerce customers in India there are four
fields available under shipper details section:
a) GSTIN
b) IEC Number
¢) Logo
d) Digital Signature Use Dt Pk D i

IN70 TEST ACCOUNT - 990001414

SHIPPER DETAILS

SHIPPER DETAILS

(©) GST same state - 6999999199

GSTIN

mumbai INTD Test Customer 2_comp: OTAAQFRO2T4F1ZT

* The data in these four fields will used to
populate the Consolidated and Shipper
invoices / Export invoices

Logo Upload Image

wumbai

+ Invoices will be emailed to the email N
address present in the [Shipper Details] a0
Email Address field at manifest

Upload Image

* GSTIN is mandatory for shipment creation, Kl -
as Blue Dart requires this to request a
pickup

* An IEC number is mandatory if you are
setup to generate Export Invoices

2. Clicking on the [EDIT] button allows the user to
add this information.

»  After the information has been updated,
the new information will be reflected in
the Consolidated and Shipper invoices

Back Next
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MANAGE ACCOUNTS

Billing Details

The Billing Details allows you to
pay your DHL eCommerce invoices .
online. .

1. At the top of the page, an ad-

hoc payment can be made. The .
invoice field will be empty and .
any dollar amount can be
entered.

INVOICE TEST - 990001965

BILLING DETAILS
BILLING DETAILS
le;lAccoun( 1234567890

ACCOUNT SUMMARY
Test Account
1234567890

123 Main Street
Bangkok, 10100, TH

Invoice Details Transaction History

Displaying 1-2 out of 2 results

2. Account Summary shows:

SOLDTO account name

SOLDTO account #

Address (as configured in our billing
system, not Shipper Details)

Credit Limit

Billed Amount is the total of all
invoices generated that are not yet
paid.

Un-billed Amount is estimated
amount against all processed orders
that are not yet invoiced

Last Updated On: the most recent time
the three fields above were updated

THB 0.00
o THB 5657.02
(2] THB 127.71
06 Jun 2018 15:24:56

PAY NOW
&
= =5

3.

Tracking Reports Contact Us

Invoice Details

« Allinvoices in our system for the
last 6 months will show here

+ Clicking on the PDF link will
download your invoice

* Clicking on the CSV link will
download the invoice supporting
document

+  PAY NOW button will show until
full invoice amount is paid,
multiple transactions per invoice is
supported.

4. Transaction History
* Here you can view all payments
made through our Portal
payment Gateway

Back Next
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MANAGE ACCOUNTS
Billing Details

INVOICE ‘TEST‘ - 990001965

BILLING DETAILS

1. To make a payment, select either the PAY NOW
button BILLING DETAILS

Test Account - 1234567890 v PAY NOW
a. atthe top of the page, for an Ad-hoc == H

payment, ACCOUNT SUMMARY
or ; Test Account THB 0.00
. B . 1234567890 ) THB 5657.02
b. next to an outstanding invoice. ; N chnar e ® 8 1217
2. Change or provide a payable amount el
3. Tick to agree to our T&Cs (more information can NVOICE AMOUN WVOLE P ORAELE@ pcron
be found by following the links shown) & n
THB 4301.38 THB 0.00 P ;.;,; m
4. Clicking on the NEXT button, which will open an
overlay to make payment
Click here for Australia, Singapore, and Thailand H n
payment PAYMENT DETAILS PAYMENT DETAILS
C||Ck here fOr Chlna b|” payment * denctes mandsatory field * denotes mandatory field
Click here for Hong Kong and Japan payment Invoice Number Invoice Number
2610154111

Click here for Malaysia payment

*Payable Amount *Payable Amount
SGD |

]

N OTE v Following transaction is for
DHL Ecommerce (Singapore) Pte Ltd - T&C/ Privacy

Once the payment has been made the

portal Transaction History will update n CANCEL

with the latest payment status

AUD | 30.00

e Following transaction is for

Deutsche Post Global Mail (Australia) Pty Ltd - T&C / Privacy

NEXT CANCEL

Back Next
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MANAGE ACCOUNTS

Make Payment — Australia, Singapore, and Thailand

-

1. Select a payment method from the
available options see on the screen
B9 ) Step 1: Please select your payment method
2. Fill in all credit card details and click

@:L MasterCard i
on continue

VISA VisA
ERAlipay|  AliPay
@ U SecurePay - All Cards
Next Step: Enter your Payment Details
=2 NOTE
Available payment methods will differ
Jpy— depending on Sales Organization

B  Step 2: Enter your Payment Details
Card Number
Card Holder Name

Card Expiry Date

cve What is CVC?

Next Step: Review and Complete Your Payment

= TR Back

Contact Us

Next
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MANAGE ACCOUNTS
Make Payment — Australia, Singapore, and Thailand

e 3. Review the details shown on the
screen, if correct click on Pay
B | Step 3: Please review and complete your payment 4. A success or fail screen will be seen on

the pop-up window, which can now be

You are paying AUD 65.00 with n closed

Total payment amount AUD 65.00

Card Number JOOK XK XXXX 0010 . .

Card Expiry Date 0812018 5. The Transaction History on the Portal

Card Holder Name Test Payment .
will update to show the status of the
payment

= The following status’ can be seen:
- 777

AUTHORISED: the payment was completed
successfully

REFUSED: the payment was refused
CANCELLED: the payment was cancelled,

Thank you for your payment. Your account will be

updated within 48 hours. or the user returned to the Portal before
completing the transaction
Note:You may proceed to minimize or close the browser PENDING It iS not possible to Obtain the

window to view the transaction details.

final status of the payment
ERROR: an error occurred during the
processing of your payment

Back
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Make Payment - China
= Payment Initiation | DHL eCommerce - Google Chrome [S[E] ®

=) "/ 4

X Payment Confirmation

Amount (¥)
0.10

Reference Id WITRE
5392 ¥0.10

Customer Account Id

Customer Name

Imvoice Number

@ Secure | httpsy//preprod.dhlecommerce.dhl.com/Portal/pages/customer/paymentinitiationLandingPage xht

Reference Id
7214

Customer Account Id
5248838883

Customer Name
GZ Taigang Trading Co Ltd

Invoice Number

Payable Amount
CNY 3.00

Dawa

X Finish Payment

\/ Payment is successfully

processed.

Time 2017:091313:13:38

WeChat Ref

E Logs in to WeChat application, navigates to 'Discover’, to 'Scan QR Code' and scans the QR code.

pany Detsils i Terms of Use] Privacy & Cookies

SC8 Ref 7000079674

Amount (¥
Reference Id
Customer Account id

Customer Name

his reserved.

Dawa

X Finish Payment

Time 201 38
WeChat Ref

SCB Rel F000079674
Amount (¥) 010
Reference id 5392

Customer Account Id

Customer Name  GZ Taigang Tr

Involce Number

Tracking Reports Contact Us

1. Scan the QR code with the We Chat app on
your cellphone

2. Make the payment through the We Chat app,
by following the instructions.

The following status’ can be seen:

QR CODE GENERATED: Pending transaction
confirmation

AUTHORISED: Thank you for your payment. Your
account will be updated within 48 hours
REJECTED: Payment was rejected. Payment
authorization was unsuccessful

PENDING: Pending transaction confirmation
EXPIRED: Transaction status not received

Back
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MANAGE ACCOUNTS
Make Payment — Hong Kong and Japan

~ Order summary 1. Select a payment method from the available options see on
Payment reference: 7484 the screen
Description: 520600
Amount (HKD): 510.00 2. Fill in all credit card details and click on [Make Payment}
Select payment method 3. Observe the success or fail message
UnionPa £ .

VISA ’d a%ﬂﬁ All active Payment methods are shown and user can select any

ViSA Mastercard China Union Pay Alipay payment methOd by CIiCking on It

AUTHORISED - Thank you for your payment. Your account will
Ganes! payment be updated within 48 hours

ERROR - An error occurred during the payment processing
v Order summary

Payment reference: 744 CANCELLED - The payment was cancelled by the shopper
Description: 220800 before completion, or the shopper returned to the merchant'’s
Amount (HKD): $1000 site before completing the transaction.

REFUSED - The payment was rejected. Payment authorization
Payment details VISA ‘itz | D Back was unsuccessful.

* Indicates a required field

Card number * ¥ Cardholder's name * v
‘ ‘ | —BP L,
Expiry date * v Security code ¥
Thank f t. Y it will b
v v | st 3 digits on the back “ )’0“.0'4\’0“' payment. Your account will be
I of card updated within 48 hours.

Note:You may proceed to minimize or close the

browser window to view the transaction details.
Cancel payment Make Payment

Back
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Make Payment — Malaysia

j il X =
You are paying You are paying
=hvswaw= DHL eCommerce =Mvasssw= DHL eCommerce
(Malaysia) Sdn Bhd (Malaysia) Sdn Bhd

MYR ‘TONE)OO myr 100.00

Reference Id <0“> X Retail Banking
o un

3 Alliance Bank X~

By clicking on "Submit" button below, you agree to FPX's

Test Payment

Invoice Number
InvMY001

Click on your preferred Payment Method

AUTHORISED - Thank you for your payment. Your
account will be updated within 48 hours

PENDING - An error occurred during the payment
processing

REFUSED - The payment was rejected. Payment
authorization was unsuccessful.

Channel .
. Pickup
Integration
ML pPayment Successfull

mYR 100.00

Time (GMT+8.00)
10/04/2018 11:38:11
FPX Transaction ID
1804101125270534
Corporate Refi

3098

Payment Bank
SBI Bank A

Reference Id

13098

Customer Account Id
1234567290

Invoice Number

InvMYO0O1

L= ]

Tracking Reports Contact Us

1. The next screen will show a summary of
the payment and provide options for
which payment providers are available

2. Select the payment provider of choice
(currently only FPX is available)

3. Once FPX is selected the next screen will
show a list of Malaysia bank accounts to
choose

4. Once the desired bank is selected
clicking [Submit] will open a new
window where the user can login to the
selected bank and make the payment

5. Once payment is accepted within the
users bank account they will be
redirected back to a success screen in
the window

NOTE

Payment flow within the bank will differ
depending on the users bank account

Back
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Manage Accounts

Manage Channels

Change Password

GETTING
STARTED

% CUSTOMER
SERVICE

Create

Shipment Bulk Upload

PASSWORD

CHANGE PASSWORD

* denotes mandatory field
*Old Password

*New Password

*Retype New Password

LLAYS CANCEL

Channel
Integration

Pickup Tracking Reports Contact Us

All users are able to see the “Change Password”
menu item under Accounts and Settings.

Should you require to change your password:

1. Select the [Change Password] menu under
“Accounts & Settings”

2. Fill in your OIld Password
3. Fill in your New Password twice

4. Click [SAVE[

NOTE

Your password must be at least 8 characters and
contain at least one upper case, one lower case,
one number, and one special character.

If you are unable to access your account, please
contact DHL eCommerce for assistance.

Back
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r

1 CREATE
SHIPMENT

In this section, we will guide you on the
following functions:

A. Create Shipment
Steps to create a single shipment

B. Printing Labels
Steps to print labels for your shipments

C. Shipment Submission
Steps to submit shipments

Next
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1. Select New Shipments.
[B  SHIPMENTS
NOTE 2. Select Create Shipment.
Shipment Overview
’ The Shipping Service drop down list )
will vary as the services offered will 3. Select from the drop down list your
chipmen Repor differ by sales organization. Pick-up Account, Shipping Service,
Destination Country which are
Shipment Report (Beta) mandatory fields. Next, fill in Shlpmen‘t
Order ID - your unique shipment
SEmens v Hew Smemens reference which cannot be duplicated
NEW SHIPMENTS with any past or future shipments, and

For detailed descriptions of the fields,
CREATE SHIPMENT please refer to the Glossary.

y fi

* denctes mandsi

*Pick-Up Name * Shipping Service * Destination Country
Luckymodel.com-520022 v v v
Shipment Order ID Sales Channel

*Shipping Service

Packst Intemational Standard - PKD - Non-tracked service for shipments weighing less than 2kg

Packet Intemational Economy - PKG - Non-tracked economy service for shipments weighing less than 2kg

Packet Plus International Standard - PPS mm) Tracked service for shipments weighing less than 2kg

Packet Plus International Priority Manifest - PPV gy Priorrity tracked service for shipments weighing less than 2kg (limited destinations)

Packet Intsmational Priority Manffest - PKM mm) Priority non-tracked service for shipments weighing less than 2kg (limited destinations)

Parcel Intemational Stendard -PLD =) Tracked service for shipments up to 20kg

=) Direct tracked service for shipments up to 20kg (limited destinations)

-—) Expedited tracked service for shipments up to 6.5kg to the USA (limited destinations) Back Next

Parcel International Direct Expedited - PLE

Parcel International Direct Standard - PLT
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In this section, you will fill in consignee and
shipment information.

CONSIGNEE DETAILS
e Fosal Code company Fields marked with an asterisk (*) are mandatory.
“ageress L "oty o 4. Enter details for the mandatory fields. Please
J— . . note that State code is required for shipments
to the USA and AU. Phone Number and Email
rderess Line 3 when entered will not appear on the label.
5. Clicking the [ADD ITEM] button will reveal a
line of information to be filled out. While
* SHIPMENT CONTENTS fields marked with an asterisk (*) are
mandatory

UNIT PRICE *QUANTITY CONTENT DESCRIPTION EXPORT DESCRIPTION ORIGIN CONTENT

Export Description must be in Chinese character

1234567 300 1 Jeans Jeans China - CN Does not contain
Litium Batteres - 00 and is mandatory for shipments outbound from
*Currency *Total Declared Value China.
ADD ITEM v 300
For pickup accounts with Dangerous Goods
enabled, the Content Indicator field will be
(o displayed as a mandatory field. Please contact

DHL eCommerce if you require any assistance with
India customers may see additional fields under this.
Shipment Contents which are required for Export
Invoice generation or Ewaybill generation.
Please contact your local onboarding if you are
unsure about any information.

Back Next



Manage Create Channel

i ez Accounts Shipment Bulk Upload Integration

Pickup Tracking Reports Contact Us

CREATE SHIPMENT

6. Enter details for the mandatory fields. Anything entered into 8. If applicable, [Value Added Services] will be seen.
the [Remarks] field will be printed on the label, and can be

used to pick and pack details, or instructions for delivery. [Cash on Delivery] is available for select accounts and products.

If applicable the toggle can be turned on and a value entered.

7. Incoterm will auto-populate with the correct entry for your [Shipment Value Protection] can be turned on by toggling the
shipping service, unless both options are available. button to [ON]. You can un-tick “Same as Total Declared

Value” to see a text field.

SHIPMENT DETAILS

*Shipment Weight (g)
Length (cm) width (cm) Height (cm) *Shipment Description Remarks

*Incoterm

Duties Shipper Paid - DDP v

NOTE
VALUE ADDED SERVICES India customers will see additional
fields under Shipment Details which
CASH ON DELIVERY ON SHIPMENT VALUE PROTECTION ON

are required for Export Invoice
generation.

Please contact your local onboarding
if you are unsure about any
information.

Same As Total Declared Value

Back Next



Manage Create Channel
e Accounts Shipment il Ualfoze Integration
RETURN DETAILS
Enable Return Address ON
*Return Name *City Company
* Address Line 1 State Phone Number
Postal Code Email Address

Address Line 2

Address Line 3

SHIPPER DETAILS

Use Default ON

Shipper Name

Test Lucky HK Account

Address Line 1

123 2/F Test Lucky HK Account

Return Country

United States of America - US v

City
KOWLOON
State

KLN
123456

Shipper Country

Hong Kong

Test Lucky HK Account

Phone Numbe

123456789

Email Address

Pickup

10.

11.

Tracking Reports Contact Us

For Parcel International Direct and Parcel
International Direct Expedited (to the United
States only) a return address can be added.

Toggle the switch to [ON] then fill in all
mandatory fields. The return address can only
be within the USA.

Confirm Shipper Details: this section contains
the details associated with your account.
Details can be edited by switching Use Default
to OFF.

Alternatively, shipper details can also be
changed from the Manage Account function.

Once you have filled out all of the Consignee
and Shipment information, click the [Create
Shipment] button.

Back Next
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CREATE SHIPMENT

Printing Labels

SHIPMENTS

PRINT LABELS SHIPMENT SUBMISSION DELETE

Displaying 1-13 out of 13 results

PICKUP NAME SHIPMENT ID CREATION DATE TRACKING 1D
v

TESTG 54321685 28 Apr 2016
CUSTOMER
SHASold ToTest 123456 22 Apr 2016

2

PRINT LABELS

Printer Type

®) Document Primter

Label Printer

TESTE 54321685 28 Apr 2016

CUSTOMER

SHA Soid To Test 123456 22 Apr2016

T DHLeCommerce(170...pdf ™

Bulk Upload . Picku
P Integration P
1 250 v
CONSIGNEE DESTINATION COUNTRY SHIPPING SERVICE ~ WEIGHT ~ SALES L
(6]
John Doe United States of America Parcel 500
International
Standard

Sample Name  Australia GIM Packet Plus 500 eBay

Standard

CANCEL
John Dos United States of America
Sampie Name  Australia s 83

* Show all downloads...

Tracking Reports

Once you have created your shipments they
need to be printed

1. Select the shipments that you want to
print labels for by ticking on the check
box.

2. Click on the [PRINT LABELS] button.

3. Select your Printer Type: Document
Printer or Label Printer. Click here for
more information on choosing your
Printer Type.

4, Click on the [PRINT] button to generate
and download labels.

5. Label is downloaded for printing and
Label field in the table is updated with
green tick. If you are an India customer
you will also get Shipment Invoice or
Export Invoice.

Back Next

Contact Us
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SHIPMENTS After the shipping labels are printed, you can Submit
. e Shipments when the shipments are ready for handover
to DHL.
Displaying 1-250 out of 10893 results 10234 50 v
; o s 1. Select the shipments that are ready to submit by
ATIONAL APUATSHIPMENT_TE 17 Feb 2015 ANDY LORELIE Italy Parcal International 100 marketpiace | highlighting the tick box and C“ck on the [Shipment
USTRALIA BANK  ST_00004 Standard Submission] button

2. Select the Handover Options (either Pick-up or
SUBMISSION Drop-Off) for each Pick-Up Account.

SHIPMENT SUBMISSION DETAILS

3. If required, tick the ‘Email notification’ box. This is a
proactive email notification that will be sent to the

: consignee’s email address (if provided). Click here to

view the sample email.

Displaying 2 of 2 results

SHPMENT

APUATSHIPMENT_TEST_00005 17 Fen 2016 MARY ANNA Gamany

4. Then click on the [Submit] button.

Luckymodel.com-520022 1 0.100

1283 s s ) " If the DHL EXPRESS AWB field is available, please

sz key in the details if they are available to you. This
field is only for Express accounts.

Email notification @

NOTE

Once a shipment is submitted, it cannot be edited
or deleted.

Back Next
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CREATE SHIPMENT
Shipment Submission

=D &N,

il ——

Pick-up Account Details

Pick-up Name | Luckymodsl.cam Account Na |

Shipping Servicels)

wmosszs

Sl || 111

s

Shipping Servicais) ‘Gm Packet Economy

B oetails

No. of ltems

Waight(kg) No. of Receptacles

Total [ |

[p10

Handover Info () Drop-Off @ Pick-Up

Remarks/VAS

DHL Distribution Centre

[ DHL eCommerce - Hong Kong Terminal

[ signature

I daciare he contents of the shipment under this Handover Note: dt co

The G s and Concitons of DHL s

Signature Luekymodel.eom

SHIPMENT OVERVIEW

MY SHIPMENTS

PRINT LABELS

does not rohibited or hazardous goods
nerce shall apply on the ser wided by DHL sCommerce.

Date 01-Jun-2017 17:01:30

Channel

Integration P

Tracking Reports Contact Us

4. A Handover Note will be downloaded which is used by
operations to process your items. You will need to fill in the
number of receptacles manually.

5. Your shipments will now be listed on the Shipment Overview
page, under My Shipments.

If your account is enabled for pick-up, after submitting the page will
auto-direct to book a pick-up for your newly submitted shipments.

Click here to learn about China, Malaysia, and Thailand pickup
Click here to learn about India pickup
Click here to learn about Australia pickup

NOTE

If your account is for India sales org and you are not setup
for Ewaybill generation, you will not be able to submit
shipments worth more than 50,000 INR.

During manifest you will receive a download with
Shipment Invoices or Export Invoices and a packet list in
place of the Handover Note.

Click here to learn more.

Back
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On the Portal you can upload up to 1000
shipments at one time. You can also customize
your upload to suit your own file setup.

A. Customize Bulk Upload C. Printing Labels
How to customize your bulk upload file How to print labels in bulk
B. Upload File D. Submit Shipments
How to upload and create shipments in Submitting your shipments
bulk

Next
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BULK UPLOAD
Customize

1. Select the Manage Bulk Upload Template menu option under
Accounts & Settings

MANAGE BULK UPLOAD TEMPLATE

2. Select your Template Type (if applicable)

3. Create your Customized Field Names.
Clicking the Apply default field name option will copy the
header names from Portal Field Name into Customized Field
Name.
You can customize the field name into any language, as long
they do not duplicate

4. Clicking the [SAVE TEMPLATE] button will save the changes that
you have made.

NOTE

* Yes = field must be present

* No = field can be left blank

+ Recommended = is mandatory, field may be required at
upload depending on your Shipping Service or Sales Org

+ Conditional = adding one field may have dependency on
others

Back Next
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Accounts

BULK U

Download File

B SHIPMENTS

Shipment Overview

Create Channel .
Shipment el Ualfoze Integration P
dee_hello_01@yopmail.com English v Llogout

Shipments > New Shipments

NEW SHIPMENTS

CREATE SHIPMENT UPLOAD FILE I Download Template  Download Customized Template I

ST Search Creation Date Pickup Name:
Shipment D / Tracking ID / Consignee FromDate || E&]| |ToDate 5] Select Al Deselect Al
Advanced Report + Chula Fashion House
en
SEARCH RESET Advanced Search
@ TRACKING Géng Ty TNHH Trung T
v Cérﬂ]. "TNHH ABC Bakery
{:} ACCOUNTS & + Detais
SETTINGS
GETTING
@ SHIPMENTS
STARTED L .
T Ci\Users\awrobert\Desktop'AsiaPortal sampl @ Ci\Users\awrobert'Desktop' Customized sam
PRINT LABELS
Q, CUSTOMER Name Narme
SERVICE [
E_‘]IDHLeC AP Porta] upload file 1.0, en.dsx \z‘_)ECustomlzed International Upload Filexlsx |
o Z]DHLeC AP Portal upload file_1.0_ch.xlsx t ©
P . \Z‘_]Customlzed Domestic Upload Filexdsx
| AsiaPortal Tab spaced template-v.1.bct
Al - j‘\ Pick-up Account Number
A B G H | J K L M N
. |Plek-up Account Number |sales Channel - (Shipment Order ID |Tracking Number (Shipping Service Code ‘mmpanv consignee Name: |Aussrme1 ‘Mdress Line 2 | Address Line 3 |City State |Postal Code Destination Country ¢
2 |512345 marketplacel 292348298 PKD EZNE) FHEFEE e Hong Kong HK 189720 HK
3 |512345 marketplacel 234258028 PPS JOHN DOE 111 COLEMAN AVENUE UNIT 124 Singapors SG 189720  SG
4 |512345 marketplacel 294589275 PLD ANDY LORELIE  VIALE EUROPA 22 Rome 12345 m
5 [512345 marketplace2 2358028200 PLT MARY ANNA  MEMORY LANE 1 Brooklyn |NY 22335 us
6 |512345 marketplace2 | 139414108A PLT MARY ANNA  MEMORY LANE 1 Brooklyn NY 22345 us
3

NOTE

When uploading the file, only the headers marked as being mandatory in the “File Specs”
tab have to be included in your upload file, if adding an additional group, all headers
must be added. Fields marked as optional can be included as and when required.

Tracking Reports Contact Us

Select New Shipments.

2. Select Download Template (if you

have customized a template, you can
choose Download Customized
Template). Open the Zip folder that is
automatically downloaded, and open
the .XLSX template (you will need to
have compression software on

your computer e.g. WinZip, 7-Zip)

3. The .XLSX template that you have

downloaded will look like the
example on the left. Fields marked in
green are mandatory for standard
shipment creation

Back Next
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BULK UPLOAD

Upload File

[} « ASPAC Website » MEW AP Portal » Test Templates ~[éy

e v Newfoid

Favaritas “ Documents library
M Deskiop st s
Recent Places
4 Downloads
) DHALEC AP Ponsl uplosd file 110 chatsx
5 Liraries
*| Documents.

File name - e

FILE UPLOAD

1.Upload File 2. Review Contents

Total Uploaded (Max: 1000)
Total with Errors

Total Printed:

w oo n o,

Total Ready for Printing:

Displaying 1-5 out of 5 results

" v Cancel

LE: SHIPMENT ORDER ID

PICK-UP NAME SALES
CHANNEL

SHASold To Test2  marketpigl: 294589275

SHASold To Test2  marketpigd: 139414108A
SHASold To Test2  marketpldl: 292348208
SHASold o Test2  marketpldl: 294258028

SHASold o Test2  marketpiddi 235802820Q

UPLOAD MORE

SHIPPING SERVICE

Parcel International Direct

GM Packet Standard

GM Packet Plus Standard

Parcel International Direct

Channel

Bulk Upload Integration

Shipments >  New Shipments

NEW SHIPMENTS

CREATE SHIPMENT I UPLOAD FILE I Download Template

FILE UPLOAD
1. Upload File 2. Review Contents

BROWSE

-

9 250 «

Pickup

ERROR DESCRIPTION

CONSIGNEE NAME ERROR v

Export Description required, Your account
does not support the service product in the
shipment data

ANDY LORELIE

MARY ANNA Export Description required

F 8

JOHN DOE

MARY ANNA

PRINT NOW PRINT ALL LATER CANCEL

Tracking Reports

Once you have filled out the mandatory fields in
the file, save the file in a local folder.

On the Portal, click the [Upload File] button.

In the File Upload screen, click the [Browse]
button, find your file, select Open and click on
the [Next] button.

Review Contents: The uploaded file will be
verified by the system and results will be shown
on this page. A summary of uploaded file will be
shown at top of page.

Error details will be shown under the Error
Description column. If errors do occur, edit the
shipment by clicking on the Shipment Order ID
which will open a prompt page.

NOTE

When uploading the columns can be in any
order as long as all headers are present and
match the downloaded default names or
what has been customized.

Back Next

Contact Us



Manage
Accounts

Create

Welcome Shipment

BULK UPLOAD
Upload File

Bulk Upload

Channel
Integration

FILE UPLOAD

1. Upload File

2. Review Contents

Total with Errars:
Total Printed
Total Ready for Printing

Total Uploaded (Max: 1000)

Displaying 1-13 out of 13 results

PICK-UP NAME  SALES CHANNEL SHIPMENT ORDER ID FIPPING SERVICE
RETURN ADDRESS
wizard wizard THAIDOM-TESTWS-0{  Parcel Domestic
Solutions 1040 b=
Co.Ltd e
Wizard wizard THAIDOM-TESTWS-0  Pag| Domestic
Solutions 1041
Wizard wizard THAIDOM-TESTWS-0  Parcel Doniggtic
Solutions 1042 -
Co.Ltd 0
Wizard wizard THAIDOM-TESTWS-0  Parcel Domestic
—" - .
wizard wizard THAIDOM-TESTWS.0  Parcel Domestic
Solutions 1052
Co.Lid !
UPLOAD MORE PRINT NOW PRINT ALL LATER
€ Open o
=l v Template » <[ 5ea ]
UPLOAD MORE SHIPMENTS (€1OM P L] 2
Organize Mew folder A @
BROWSE = * Name Date modified Type
t Favorites Y
| B Desktop E] DHLeC AP Portal upload file_L0_en 11/17/2016 332 PM__ Microsoft Excel W..
i Downloads

[ Spmars el

EDIT SHIPMENT

COMSIGNEE DETAILS

Tim
sanmon

e

Pickup

et -

4 Libraries

& Music
& Pictures

¥ videos

] Recent Places |

[ Documents

-« 1L

Filename: DHLeC AP Portal upload file_1.0_en

- | AllFiles -

b

CANCEL

Tracking Contact Us

Reports

A notification at the top of the page
will tell you what the error is.

Once the error has been rectified, click
on the Update button at the bottom
of the page to complete the process.

10. Review Contents: Once errors are

11.

rectified the summary section is
updated and if the number of
uploaded shipments are less than 1000,
the [UPLOAD MORE] button is
enabled.

Clicking on the [UPLOAD MORE]
button will allow another file to be
uploaded. A total of 1000 orders can
be uploaded.

NOTE

Should there be a lot of errors, you can
choose to edit the .XLSX file and re-
upload it from the Upload File page

Back Next
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Welcome Accounts Shipment Bulk Upload Pickup Tracking Reports Contact Us

Integration

. Review Contents: The PRINT NOW
button will create the shipments and
download labels and move the
shipments from review contents page
to shipment submission page.

- . Select shipment orders.
15
PRINTER TYPE . Click on [PRINT NOW] button.

@ Decument Printer

- . Select the Printer Type

. Click on [PRINT] button to download
the labels in your system.

Back Next
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Welcome . Bulk Upload . Picku Trackin Reports Contact Us
Accounts Shipment P Integration P 9 P
Print Label
17. Label is downloaded in local system,
Total 2 Shipments created successfully .
Total 2 Shipments printed successfully "Shlpment Created SucceSSfu”y"
message is shown at the top of
IéiLéEJPEOASUFI Review contents page and the
summary section is updated. The
[UPLOAD MORE] button will be
1. Upload File 2. Review Contents d|5ab|ed and Shlpment orders are
moved out of Review Contents page
Total Uploaded (Max: 1000) 4 . .
o to Shipment Submission page.
otal with Errors: 0
Total Printed: 2 . .
ol Rl fo Prnting , You will stay on Review Contents page
until all shipment orders are processed.
Displaying 1-2 out of 2 results 1 ) 250 ¥
PICK-UP SALES CHANNEL SHIPMENT ORDER ID SHIPPING SERVICE CONSIGNEE NAME ERROR ERROR DESCRIPTION
MNAME v
SZX Pick Up TestXBO-Chong-3 ~ GM Packet Plus John Doe
Test 6 Standard
SZX Pick Up TestXBO-Chong-4  GM Packet Plus John Dee
Test 6 Standard

UPLOAD MORE PRINT NOW PRINT ALL LATER CANCEL

Back Next
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Welcome Accounts Shipment Bulk Upload Integration Pickup Tracking Reports Contact Us
Print Label
18 [ T -7 772
T T e —— 18. samples of labels that
frorm: [ could be downloaded.
COMMERCIAL INVOICE :: .b:,mm PPS SHA Solt To Test 3 Cansignee_004
SHA Sold To Test 3 UAT Taatng Picsup
[] Documents (] Commercial Sample SHA Seld Ta Tesl 3 Address ine | 008

. Addrass ing 2 004
O Git @oker | Aedrws i 4 004

Caaniad Dnsorgasn of Commarts | Waiget| Gty | Vake |Oegn Shanghal, Trtau, Zetas
— 1 e, 17388 BAL 20D
Ehina £3 Linkact Kingrom
o J 1
CREMETEST VUE UG 511
L ‘ ml H u ‘ll ‘ |‘ || ” |‘ ||‘ || ““ |” |||| “l ” ||||| H‘l ||‘ H" ||H ||‘| |I|‘| |‘|

Cormignes_001
Totsl 20006 0302999 Agaress ine | 00
p——————— - Address ine 2001

Addrees ine 3001

Date and Senders Signature

Junction City KS Ramarks
66

qr = - i 1
ESEEISTE I United States of America KIOIBIOOMEThiRED)
q."' Shipmsnt ID: HKLMCLABELTEST3 Shiprent ID: HKLMCLABELTESTS

=== = | e MO A
|To: Consignee1

PLT US @ Remarks:
|Address line1 PKG

From:

TEST PICK UP 8 —
ICITY, WA TEST PICK UP 8
12344 123TESTPICKUPS M | commercin myorce ] )
United States of America US 123 TEST PICK UP 8 Dowmers _ O6n O conneras

Shipeent (D HKLMCSHIP_BATA_001 123 TESTPICKUP 8 Detaded Descripion of Contents.
| KOWLOON, HK. Label Test
I 123456
romers: Hong Kong HK -
Address N O TE
e
NEW YORK Total 100.0 G AUD 10.0 . .
| 12345 NY e = e
|H|H‘II||‘|H“I”“H|||“IIH||”|m|”l“”l|||||” Unitea States of America US : v If a LIBA code is provided
wsorren|  While creating shipments

then that code will be
shown on Labels

Back Next



Manage Create Channel
Welcome : Bulk Upload .
Accounts Shipment Integration
Shipments » New Shipments > Fie Upload
1. Upload File 2. Review Contents
Total Uploaded (Max: 1000) 4
Total with Errors: 0
[
Total Printed 2
Total Ready for Printing 2
Displaying 1.2 out of 2 results « 1 250 v
PICK-UP SALES CHANNEL SHIPMENT ORDER ID  SHIPPING SERVICE CONSIGNEE NAME ERROR ERROR DESCRIPTION
AME v
X Pick Up TestXBO-Chong-3 ~ GM Packet Plus John Doe
st 6 Standard
X Pick Up TestXBO-Chong4 ~ GM Packet Plus John Doe
st 6 Standard
UPLOAD MORE CANCEL
Total 2 Shipments created successfully
Total 4 Shipments printed successfully
Shipments > Shipment Submission
* denctes mandatory field
SHIPMENT SUBMISSION DETAILS
Displaying 14 of 4 results
SHIPMENT ID CREATION DATE CONSIGNEE DESTINATION  SHIPPING SERVICE SALES CHANNEL
COUNTRY
dk111TestXBO-Chong-1 23 Nov 2016 John Doe Germany GM Packet Plus Standard
dk111TestXBO-Cheng-2 23 Nov 2016 John Doe Germany GM Packet Plus Standard
dk111TestXBO-Chong-3 23 Nov 2016 John Doe Germany GM Packet Plus Standard
dk111TestXBO-Chong-4 23 Nov 2016 John Doe Germany GM Packet Plus Standard

Pickup Tracking Reports

19. Review Contents: Select the shipment
before choosing either of the options PRINT
NOW or PRINT ALL LATER to process the
remaining shipments orders.

20. Click on [PRINT ALL LATER] button to print
labels at later stage from New Shipments

page.

21. Once you have printed all of the remaining
shipment labels, you will be re-directed to
Shipment Submission page where a
‘Shipment created successfully’ message is
shown on top of the page. Only shipments
processed via [PRINT NOW] can be found on
this page.

WEIGHT(G)

100
100

100

oo Back Next

Contact Us
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Welcome ) Bulk Upload . Picku Trackin Reports Contact Us
Accounts Shipment P Integration P 9 P
Shi t Submissi
Shipments > Shipment Submission
SHIPMENT SUBMISSION . . .
- dsnctes mandatory ek 22. Shipment Submission: Number of shipments
SHIPMENT SUBMISSION DETAILS and Total Weight (KG) per pick-up account
are displayed.
Displaying 14 of 4 results
23. Select Handover Options (either Pick-up or
SHIPMENT ID CREATION DATE CONSIGNEE EST-T\\IFTV,\ON SHIPPING SERVICE SALES CHANNEL WEIGHT(G) DrOp off)-
dk111TestXBO-Chong-1 23 Nov 2016 John Doe Germany GM Packet Plus Standard 100 )
24. Provide DHL AWB number for Express
dk 111 TestXBO-Chong-2 23 Nov 2016 John Doe Germany GM Packet Plus Standard 100 . . . . .
accounts, if available. (Note: This field is
dk 111TestXBO-Chong-3 23 Nov 2016 John Doe Germany GM Packet Plus Standard 100 Optiona I)
dk 111 TestXBO-Chong-4 23 Nov 2016 22 Germany G 23 lus Standard 100
- 25. If required, tick the ‘Email notification’ box.
PICK-UP ACCOUNT NUMBER OF SHIPMENTS SELECTED TOTAL *HANDOVER OPTION DHL EXPRESS AWB This is a proaCtlve e_mall nOtIfIC.atIOI’] that \_NIII
WEIGHTIKG) be sent to the consignee’s email address (if
PICK-UP DROP-QFF . . .
provided). Click here to view the sample
SZX Pick Up Test 6-5329040 4 0.400 ) - email_
SZX Pick Up Test 6, -
Shenzhen, 190, 123456,
Grina Click on [SUBMIT] button to confirm
e @ shipments data submission to DHL.
canceL 26. Usgr will be redirected back to the New
Shipments page and a message appears for
successful shipment submission.
&) 3 Shipment(s) manifested successfully 27 Handover Note iS generated and
Shipments > New Shpments downloaded for printing (handover note is
NEW SHIPMENTS not valid for Express accounts)
T DHLeC_HandoverMo...pdf ~ Show all x

Back Next
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BULK UPLOAD
Shipment Submission

28. Two copies of Handover Note are generated for each DHL

- .
= = Handover Note ”H“m ||HH”I|||H||||H eCommerce pick-up accounts - one copy for customer and
N [ckp oo veut one for DHL during physical shipment handover.
e [ 1111 - s

29. Handover Note ID will also be populated in Shipment
BN shioping servieels Overview Page before Shipment ID for all sales orgs other
Shipping Service(s) ‘GM Packet Standard | than Indla'

B oo If your account is enabled for pick-up, after submitting the
No. of Items Weight(kg) No. of Receptacles

Tota 3 | [m= | ‘ page will auto-direct to book a pick-up for your newly
submitted shipments.

DHL Distribution Centre
Handover Info O Drop-Off @ Pick-Up ‘ DHL eCommerce - Shanghai Terminal I

RemaksVAS Click here to learn about China, Malaysia, and Thailand pickup
Click here to learn about India pickup
Click here to learn about Australia pickup

I signature

| declare the contents of the shipment under this Handover Note does not contain any prohibited or hazardous goods.
The General Terms and Conditions of DHL eCommerce shall apply on the services provided by DHL eCommerce.

SHA Sold To Test 2

Signature Date 22-Apr-2016 11:00:58
NOTE
MY SHIPMENTS
PRNT LagELS If your account is for India sales org and you are not
Dislaying 13 out ot 13 esuts 1 = - setup for Ewaybill generation, you will not be able to
PICKUP NAME SHIPMENT ID STATUS STATUSDATE  TRACKNGID  CONSIGNEE  DESTINATION submit Shipments worth more than 50,000 INR.
COUNTRY . - . . -
- During manifest you will receive a download with
TESTE 294589275 22 Apr2016 85555556668 SUBMITTED 22 Apr2016 ANDY Italy Parcel . . . .
cusTonER LoReLis pemasena Shipment Invoices or Export Invoices and a packet list
SHASold ToTest2 ~ CNY720000008 22 Apr2016 85555556669 SUBMITTED 22 Apr2016 MARY ANNA United States of GM Packet in place Of the Handover NOte'
e s Click here to learn more.
SHA Sold To Test 2 22 Apr2016 85555556669 SUBMITTED 22 Apr 2016 MARY ANNA United States of GM Packet
America Standard
SHASoldToTest2  CNYT20000005 22 Apr2016 85555556666 SUBMITTED 22 Apr2016 MARY ANNA United States of GM Packet
America Standard

Back
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Welcome

CHANNEL
" INTEGRATION

In this section, we will guide you on the
following functions:

A. Manage Channels C. Pull Orders
—  Steps to register eBay channel account to Steps to pull orders from marketplaces
pull orders and update tracking ID
- Steps to register Amazon channel account D. Push Tracking Details
to pull orders and update tracking ID Steps to push tracking ID to marketplaces

B. Manage Products
Steps to maintain details of products SKUs

Next
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Welcome

CHANNEL INTEGRATION
Manage Channels - eBay

ACCOUNTS &

* SETTINGS

Manage Channels

MANAGE“EHANNELS

ADD CHANNEL

right now on

d) \

ADD CHANNEL
e sty 9

1 Account Credensaly 2 Femturny 3 Terms & Condibons
ACCOUNT CREDENTIALS

rightnov on

v & mew e sortans Buton 1f you we

n E———

ebay

We've got a new look! | comments?

[5] neby

Grant application access: DHL eCommerce

SIGN IN

REGISTER

count to link your account to DHL

You can change this any time by editing your account preferences

Pickup Tracking Reports Contact Us

Manage Channels enables you to sign up with marketplaces to
pull orders and update tracking IDs. See steps below to register
an eBay account:

1. Select Manage Channels.
2. Select EBAY logo.

3. Enter the eBay Merchant ID that you wish to register in our
portal.

4. Once the Merchant ID is provided, click on the [CONFIRM
CREDENTIALS] button to proceed with eBay Merchant ID
authentication.

5. Enter eBay Merchant ID and Password.

6. Read the content and Click on [l agree] button to grant
application access to DHL eCommerce.

Ready to use DHL eCommerce? Great! We need your consent to share your eBay data. Don't worry, we won't share your eBay password.

Please take the time to read DHL eCommerce's terms of service and privacy policy, because these policies will apply when you use this

service. Remember, we don't manage policies set by other companies.

m No thanks, take me to the Application's website or eBay homepage

By clicking on the "I agree” button, you're allowing us to link your eBay account with DHL eCommerce.

Back Next
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Manage Channels - eBay

% Shop by Com s
y category ¥

Thank You Help
Authorization sucosssfully complated

I's now safe to close the browser windovw'tab

n ADD CHANNEL

1. Account Credentials 2 Features 3 Terms & Conditions.

ACCOUNT CREDENTIALS

right now on
\ ebay TESTUSER_UAT_M1 account authenticated

\ °
. ¥
W Su SO NOW Drocesd Wi SE1Ng UD the Charre

=m

ADD CHANNEL

* denotes mandatory fiekd
1. Account Credentials 2 Features 3. Terms & Conditions

FEATURES

Pull Orders

This service will enable you to import “Paid and Awaiting to Ship” order information details to DHLeC AP Portal in the "New Shipments—>Get Order” view
where you can then manage your shipping process.

Push Order details

This service wil enadl
Submission” view where y

Shipment

PREVIOUS NEXT CANCEL

Manage Create Channel
Integration

Pickup Tracking Reports Contact Us

7. Close the Thank You window in order to return to our portal.
8. Click [NEXT] to proceed with eBay Account Registration.

9. Select features (Pull Orders from Channel and Push Tracking
Details to Channel), click on [NEXT] button to proceed with
eBay Account Registration. Select either Pull Orders feature or
both Pull Orders and Push Tracking Details features.

10. Select “1 Agree” check box to agree with DHL eCommerce
terms & conditions then proceed with eBay Account
Registration and click on [FINISH] button.

WL Abb cHANNEL

denctes mandatory field
1. Account Credentials 2 Features 3. Terms & Conditions

TERMS & CONDITIONS

PREVIOUS FINISH CANCEL

Back Next
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Welcome
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Bulk Upload

CHANNEL INTEGRATION
Manage Channels - eBay

| CHANNEL ADDED

11.
om - Marketplaces > ebay > New Shipment
Marketplaces > ebay > Shipment Overview
12.
DONE
Do you wish to ENABLE Manage Products for ebay ?
This feature will ENABLE you to update the missing information based on SKU ID in Manage Products
maodule under Accounts & Settings
12.
-
13.
Add Ancother Account
MY CHANMELS

right mow o

ﬁ b " Manage Products ]

EBAY ACCOUNTS

Token expiry: 15529 2017

A T

Pickup Tracking Reports Contact Us

Click on the [DONE] button to complete eBay account
registration in DHL eCommerce Portal. Registered eBay
accounts can be viewed on the Manage Channels page.

An overlay will ask if you wish to enable the ‘Manage
Products’ feature for eBay - click Yes or No. This feature will
enable the system to auto update any missing product
information during the shipment preparation process.
However, product SKU information first needs to be
maintained through the [MANAGE PRODUCT] module which
we will cover in this user guide.

Alternatively, this can be done on the Manage Channels page
with ON / OFF toggle.

You can change the features selected by clicking on the ‘Edit’
link and unsubscribe by clicking on the ‘Unsubscribe’ link.
Upon token expiry, steps 4-7 will have to be repeated to re-
register the channel account.

To register another channel account, click on the ‘Add
Another Account’ link. [Max 10 accounts can be registered].

Back Next
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Welcome Accounts Shipment Bulk Upload Integration Pickup Tracking Reports Contact Us
n ACCOUNTS & n ADD CHANNEL Manage Channels enables you to sign up with marketplaces to
SETTINGS pull orders and update tracking IDs. See steps below to register an

Amazon account:
‘
amazon 1.

Select Manage Channels.
Manage Channels

2. Select Amazon logo.

n 3. Select the country of the Amazon marketplace from the drop
CHANNEL R . .
e ey 1 down list you wish to register a channel account for.

1. Account Credentials 2. Features 3. Terms & Conditions

4. Click on Get Amazon MWS token and follow the steps as per

ACCOUNT CREDENTIALS
. R 'know more’ and select check box “I have the Amazon MWS
amazon - J Authorization token”
A_maz:mCinads
Amazon France .
mason Gamany 5. Click [Next]
et n ADD CHANNEL
Moot 8 Sy = ks = 30 s ACCOUNT CREDENTIALS
ADD CHANNEL R
amazon

1A

AUTHORISATION TOKEN

WS, On Amszon NS, nter the information provided beiow sfter selecting ' Option 21 wart 10 use a0

ACCOUNT CREDENTIALS e b

amazon

GET AMAZON MWS TOKEN

wil s raqure to rastart

NEXT CANCEL

= — Back Next



Manage Create Channel

el Accounts Shipment il Wsiteze Integration

Pickup

CHANNEL INTEGRATION
Manage Channels - Amazon

s 2 Featres 3 Terms & Condifions

Tracking Reports Contact Us

6. Provide Seller ID, MWS Authentication Token, Display Name
(should be unique value). And select check box(es) if you wish
to register other marketplaces for the same group.

7. Click on [PROCEED] when done.

ACCOUNT CREDENTIALS
amazon

[ 8. Click [NEXT] to proceed with Amazon Account Registration.

PREVIOUS PROCEED CANCEL

ADD CHANNEL

* genotes mandstory field

* danetes mandatary fad
1. Acoount Credentials 2 Features 3 Terms & Conditions 1. Account Credentials 2. Features

ACCOUNT CREDENTIALS

amazon

Amszon United States

amazon

AZRESEYEC4DSE3

ACCOUNT CREDENTIALS

* MWS Authentication Token

AKIAIPWSAZNY HKLE263Q

PREVIOUS PROCEED CANCEL

eis > Add Channe:

3. Terms & Conditions

Seller D AZREEBYBCADSES sccount suthenticated for marketplace Amazon United States.
Seller D AZRSSEYBC4DSE3 account authenticated for marketplace Amazon Mexico.

Seller D AZRSSEYBC4D5E3 account authenticated for marketplace Amazon Canada.

*fou can now proceed with setting up the channed

PREVIOUS NEXT CANCEL

Back Next
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Welcome

CHANNEL INTEGRATION
Manage Channels - Amazon

ADD CHANKEL 9

Select features (Pull Orders from Channel and Push Tracking Details to
Channel), click on [NEXT] button to proceed with Amazon Account
Registration. Select either Pull Orders feature or both Pull Orders and Push
e Tracking Details features.

10. Select “I Agree” check box to agree with DHL eCommerce terms &
conditions then proceed with Amazon Account Registration and click on
[FINISH] button.

11. Click on [DONE] button to complete Amazon account registration in DHL
eCommerce Portal. Registered Amazon account can be viewed at Manage
Channels page.

CHANNEL ADDED

12. An overlay will ask if you wish to enable the ‘Manage Product’ feature for
Amazon channel - click Yes or No. This feature will enable the system to
auto update any missing product information during shipment preparation
process. However, product SKU information first needs to be maintained
through [Manage Product] module which we will cover in this user guide.

oo
Do you wish to ENABLE Manage Prodiucts for amazon ? Alternatively, this can be done on the Manage Channels page with ON/
e OFF togg le.
[ e ] w 13. You can change the features selected by clicking on “Edit’ link and

unsubscribe by clicking on ‘Unsubscribe’ link.
amazon Manage Products on

—— - 14. To register another channel account, click on ‘Add Another Account’ link.
- [Max 20 accounts can be registered].

Back Next
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Welcome

CHANNEL INTEGRATION
Manage Products

Manage Products enables you to maintain product SKU

, WAGE=RE ODUCTS information. In the event that any missing product information is
. o encountered during shipment preparations, the system will auto-
- update the missing information with the product SKU information
: maintained in our portal.

1. Select Manage Products in Accounts & Settings. Click on [ADD
PRODUCT] button to add single product at a time.

2. Key in as much of your product information as possible so as
to avoid any missing information required during shipment
preparations. The SKU ID in this section refers to your own
product ID; not the one assigned by the marketplaces.

3. Proceed to populate product information relevant for your
— : sales channels. The Channel Product ID in this section refers to
the product ID assigned to you by the marketplaces. In most
cases the product IDs are different. The same SKU entry should
= . be used for associating multiple product ids from different
marketplaces

Although we currently only provide integration with Amazon
and eBay, you may still proceed to maintain product
information for other marketplaces in the drop down list. This

will eliminate any duplicate efforts once we are ready to
integrate with the other marketplaces.

4. Click on the [SUBMIT] button to complete the process.

Back Next
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| 5. A notification message will appear at top of the page whether

a SKU ID is added successfully or not. You can also view the

MANAGE PRODUCTS o7 . .
product IDs created or maintained in the PRODUCTS section.

== =]

6. For bulk upload of product information, select Download
Template. Open the downloaded .XLSX template (see example
on left), provide product information accordingly and save it
in your local folder once done.

PRODUCTS

EXPORT EXPORT ALL DELETE

Displaying 12 of 2 produsts

7. Click on [UPLOAD FILE] button and browse for the file you
have just saved. Double click on the selected file which is
adding new products, please ensure the ‘Upload Settings’ is
correctly set for ‘Add new products’. Click on [NEXT] to

A RTIE,. complete the file upload process.

s Ky Tl e T -
— e g Ee 8 A EEE FE Feewacen- 3
@] DHLeC AP Portal pro..xl.. " H v

8. The next screen shows you a summary of products uploaded
and error message/s (if any). Please click on the product with
an error message to correct/update information, otherwise

VIANAGE PRODUCTS click on [FINISH] button if all is correct. You will be brought to

the next screen with a “SKU(s) uploaded successfully”

(s) up y
message.

FILE UPLOAD - FILE UPLOAD

1. Upload File 2. Review Gontents

BROWSE

Update sxisting products.

CANCEL [ |

Back Next
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MANAGE PRODUCTS 9. The Export and Export All options allow you to make edits to

ADD PRODUCT UPLOAD FILE Downl

your product ID information individually or in bulk, should

there be any updates or discrepancies (e.g.: currencies, colors,
sssss country of origin etc.). Update the product information in the

downloaded template and save it in your local folder once

i =] = done.

10. Click on [UPLOAD FILE] button, ensure that the ‘Upload
Settings’ is set for ‘Update Existing Products’, then browse for
the file with updated information. Double click on the
selected file then click on [NEXT].

x

A EEW EE Hweacacmn 5% 0 WA

— v ‘. o 11. The next screen shows you a summary of product/s uploaded
Lan o - and error messages (if any). Please click on the product with an

— - D error message to correct/update information, otherwise click
on [FINISH] button if all is in order. You will be brought to the
next screen with a “SKU(s) uploaded successfully” message.
, Alternatively, repeat steps 9 and 10 if you have a long list of
FILE UPLOAD

items to rectify.

Back Next
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CHANNEL INTEGRATION
Pull Orders

You are able to pull orders directly from
e v registered channels / marketplaces using PULL
0 sews  NEW SHIPMENTS ORDERS functionality.

ot e See instructions below to pull orders from
Shipment Overview Soioad Tempiae 2 Select Channel .
. B[z M registered channels

Amszon
Shipment Report Search Creation Date Pickup Name eBay

= | — 1. Select New Shipments.

2. Select Channel from Select Channel

dropdown.
PULL ORDERS _
¥ Maximum of 2 accounts can be selected 3. CIICk on [Get Orders] bUtton'
Select Accounts * TESTUSER_merchant_SK testuser_merchant_as 1 4.  Select the registered accounts (one or 2
TESTUSER_merchant_AS2|  TESTUSER_buyer_SK accounts) [Note: Maximum of 10 accounts

for eBay and 20 accounts for Amazon can

TESTUSER_merchant_GR testuser_siteid0 be registered through Manage Channels]

H Date Range: | 07/11/16 = 14/11/16 = 5.  Select the date range to pull orders from
Channel / Marketplace.

H LB 6. Click on [NEXT] button in order to send the

request to Channel / Marketplace to pull
orders that are in “PAID AND AWAITING
SHIPPING"” status.

Back Next
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CHANNEL INTEGRATION
Pull Orders

REVIEWORDERS 7. Review Orders: Summary of orders pulled is
) shown on the top of page.

Total Orders Pulled :

® Totsl Orders Assigned: 0
8. The search section enables user to search by
Chnl Shipping Service Currency Destination Courtry ’Chnl Shipping Service" ’Currency"
i . ‘Destination Country’, ‘Total Price Range’,
otal Price Range Between 217 and 2020 Buyer Id Shipper Id . 7 H
s o ‘Buyer Id’, ‘Shipper Id’, Channel Transaction
n Cramel Tasasion ¢ Famrt e _ . Id’, ‘Payment Date’ and ‘SKU ID’.

SKUID
seARcH RESET  Basc Semen Orders page.
REVIEW ORDERS
Displaying 1-4 out of 4 results 1 50 -
INL TRANSACTION 1D PRICE SKUID (3
TESTUSER me  noi7711171s- festuser buyer s LS 517.0 usD 28Apr2016  Other MOITTINT14
rohent 5K 7835282001 .
TESTUSER me  noi771171s- testuser buyer s LS 517.0 usD 28Apr2016  Other MOITTINT14
rehant_5i . P
= 752001
TESTUSER me  HOMT7111714- testuser_buyer s S 570 USD BApr 2016 Other HOITTIIT
ohent_SK 7835280001 .
TESTUSER me  niM77111714- testuser_buyer s S 570 UuSD VA 2016 Other NI
ohent_SK 783525001 .
Select ickup Account Select Shipping Service
SHA Soid To Test 2 Shipping Senvice
+ Datsis
v
Assign
NEXT CANCEL

Back Next
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Pull Orders

REVIEW ORDERS

Manage Create Channel
Integration

Displaying 14 out of 4 results 1 50 7
SHRPERD  CHNLTRANSACTIONID  BUYERID PCE CURRENCY CHNLSHPPING  SKUID FCCUPNAME  DHLECSHPRING

TESTUSER me 017711171 festuse buye s U3 5170 USD H/AP B Other 1077171 ) SHA S0 ToTest2 G Packet
rehert_SK B — & Standerd
TESTUSER me  Ho1774#744- testuse byt s US 570 USD BAWE  Other HOITT T4
e 3K I :
TESTUSER me 11177111742 testuser buyer s U3 570 USD BAr 0B Other T
s 3K B0 :
TESTUSER me  o177im7s- testuse by s US 570 UsD BArAE  Other HONTTINTI
enert 5K 835268001 .
lect Pidup Account Select Shipping Service
® 3HA S0 To Test 2 Stipping Senvice
+ Detais.
G Packet Standsrd v
Assign

n NEXT CANCEL

1. Upload File 2. Review Contents

SHASodToTest2  EBAY NONTTH117 1427835282001 GM Packet Stancard Test User

prINTNOW [l PRINT ALL LATER CANCEL

10.

11.

12.

13.

14.

15.

Pickup Tracking Reports Contact Us

Review Orders: Select 1 or more orders in table.

Select Pick-up account, Shipping Service from dropdown. Click
on [Assign] button.

Pick-up Account Name and DHL eCommerce Shipping Service is
updated for the selected order. Follow the same steps in order
to process more orders through DHL eCommerce.

Once done, click on [NEXT] button.

Orders assigned with DHL eCommerce Pick-up and Shipping
service will move to Review Contents page. If you have
enabled and updated your product SKU in Manage Product,
missing product information will be automatically updated
from the product information maintained in our system.

Click on SHIPMENT ORDER ID to update or rectify any errors.

PICK-UPNANIE SALES SHIPMENT ORDER ID SHIPPING SERVICE CONSIGNEE NAVE _ ERROR DESCRIPTION

CHANNEL

SHASOMToTest2  EBAY NOTTHTITRS281001 GM Packet Standard st Usar Plesse erter Shipment Vg, Plesse enfer
Shipment Viegrt

printnow [l PRINT AL LATER CANCEL

Back Next
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CHANNEL INTEGRATION
Pull Orders

nl‘ﬁ | 16. Error message is shown at the top of edit
screen.

EDIT SHIPMENT

* Pick-up No * Shipping Service * Destination Country . . .

S — 5 T——— U Sisen f Amern (J5) 3 17. Rectify all errors before printing labels.
Shipment Order ID Sales Channel

110177 11171427835281001 EBAY

18. Click on [UPDATE] button.

SHIPMENT DETAILS

* Shipment ¥ @ * Shipment Description Remarks . .
R S — 19. “Total with Error” count is updated.

Length (om)  Width (om)  Height (om)

] ]
SHIPPER DETAILS
Use Default -
* Shipper Name *City Company
SHA Sokd To Test 2 Shanghsi SHA Soid To Test 2
* Address Line 1 State Phons Number
SHA Sokd To Test 2
Address Line 2 Postsl Code Email Address
SHA Sokd To Test 2 123458
Address Line 3 * Shipper Country
SHA Sokd To Test 2 Chins (CN) v

1. Upload File 2. Review Contents

Total Uploaded (Meee: 1000): 1
N Total with Ermors: 0
. Totsl Printed: 0
Total Ready for Printing: 1

Back Next
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CHANNEL INTEGRATION
Print Labels

20. Select the shipment order.

FILE UPLOAD

a1 [ 21. Click on [PRINT NOW] button. ([PRINT ALL
o oo 0 LATER] can be chosen then all shipments

will be created and moved to the [NEW

SHIPMENT] screen).

Displaying 1-1 out of 1 results 1

PICK-UP NAME Sz SRR G SHIPPING SERVICE CONSIGNEE NAME ERROR'Y ERROR DESCRIPTION 22 Select Printer Type and cllck on [PRINT]

erTTE M o Ep— button

23. Label is downloaded in .pdf format for

PRINTER TYPE prlntlng

Lebel Printer

“ cANCEL

B 1 T T
Remarks:

CUSTOMS DECLARATION CNzZ
Pastal Adriistraton (May ba cpened cfficialy)  Impartant| PKD
]G [] Sample

[] Printed Matter [ Omars (Tiek a8 spprogrists)

Detsilea saesniption of contents Valus
lothing, Shoss & Accessories Men's CIoRMRRTEALE

Grigin Couny | Tetal Weght (5) | Totalval oo
w00 | USD 517.0
Tost User
- arm giren o acdress
Dste and Sencers Signature city WA
SHA S0k Te Tost 2 28042018 9

United States of America

Back Next
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Submit Shipment

SHIPMENT SUBMISSION

SHIPMENT SUBMISSION DETAILS

Displaying 1-1 of 1 resuits

SHIPMENT 1D CREATION DATE

HKLMC11018566893328370312 11 Jan 2017

Thrid Pickup for 520022-5329002
pick aroad.
Hong Kong,HK,Hong Kong

Email notification @

CANCEL

My Name

NUMBER OF SHIPMENTS SELECTED

E DHLeC_HandoverMo....pdf

Channel .
Bulk Upload . Pickup
Integration
SHIPPING SERVICE SALES CHANNEL WEIGHT(G)
United States GM Packet Plus Standard EBAY 300

of America

PICK-UP DROP-OFF

NOTE

If your account is for India sales org you will not
be able to submit shipments worth more than
50,000 INR.

During manifest you will receive a download
with Shipment Invoices or Export Invoices and a
packet list in place of the Handover Note.

Click here to learn more.

Tracking Reports Contact Us

24. Select the Handover option (either Pick-up
or Drop Off).

25. If required, tick the ‘Email notification’
box. This is a proactive email notification
that will be sent to the consignee’s email
address (if provided). Click here to view
the sample email.

Click on [SUBMIT] button to confirm
shipments data submission to DHL.

26. Click on [SUBMIT] button.

27. You will be taken to the [New Shipments]
screen and a success message will show
how many items you have submitted.

If your account is enabled for pick-up, after
submitting the page will auto-direct to book a
pick-up for your newly submitted shipments.
Click here to learn about China, Malaysia, and
Thailand pickup

Click here to learn about India pickup

Click here to learn about Australia pickup

Back Next
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CHANNEL INTEGRATION
Push Tracking Details

eBay Screen

a

SureshitemTestupdateS2 (M0177111714)

testuser_buyer_sk (500 7 ) 0.0%

Test User
(Contact Member)
Buyer Zip: 88102

Tracking numberl11E'17711171427625161001 [Aclcl-'E:m

Watch Count: 0

Amazon Screen

Package 1 - Shipped 28 April 2016 DHL eCommerce

Product Details

BX-078A-FD35

Quantity:

SKu:
ASIN:

Listing ID:
Order Item ID:
Condition:
Comments:

This is @ new product

Shipping Details

Dispatch Date: 28 Apr 2016

Carrier: DHL eCommerce

ssoopp WBB Y S @

Buy It Now
or Best Offer

+ 417.00
shipping

Delivery Service: None entered

Leave feedback
More actions

[_Print package packing slip | ( Edit shipment |

Item Quantity Included
1

Tracking IDFHKSLM20393828669057943

Tracking Reports Contact Us

Upon submission, the Shipment ID is
pushed back to marketplace (Amazon,
eBay) as Tracking ID. The same can be
viewed at marketplace by logging into
your merchant account for corresponding
order ID.

In case of eBay, tracking events are also

updated to marketplace however in case
of Amazon this is not applicable.

Back
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In this section, we will guide you on the
following functions:

A. Reguest Pickup D. Reguest Pickup Page (Australia)

Steps on requesting pickup Pickup page for Australia pickup account
B. Request Pickup Page (China, Malaysia, E. Pickup Request Overview Page

Thailand, and Singapore) Overview of the pickup

Pickup page for China, Malaysia, Thailand,
Singapore pickup account

C. Request Pickup Page (India)

Pickup page for India pickup account
Next
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Welcome Accounts Shipment Bulk Upload Integration Pickup Tracking Reports Contact Us
Pickup > Pickup Overview You are able to place online pickup requests if ‘Pickup’ has been
B SHIPMENTS PICKUP OVERVIEW enabled for your account.

& PICKUP REQUEST PICKUP Currently pickup service is only applicable for China, Malaysia,
o

India, Australia, and Thailand at this moment.

Pickup Overview

Search Request Stz 1. Select [PICkUp]
G e 2. Click on [Request Pickup]
ACCOUNTS &
SETTINGS SEARCH RESET
@ GETTING NOTE
STARTED

If you are from India Sales Organization then
ad-hoc pickup is only applicable for you if you
use a Handover ID that has shipments
associated with it

CN/ MY/ . .
TH/SG India Australia
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Welcome

REQUEST PICKUP
China, Malaysia, Thailand, Singapore

3a. After selecting the pickup account from the
dropdown list, the email ID associated with that

REQUEST PICKUP account in Shipper Details will be populated, if
*deres moncaoy f this is incorrect you can type a new email address
“PICKUP NAM: HANDOVE N ':I‘ RO *TOTALW K MA| REQL \ F |n.

SHA Pick Up Test 1 1 10.00 test@dhl.com 11 Jul 2017

Key in a Handover ID which has not been used
ADD PICKUP REQUEST previously, or leave blank to generate one.

canceL Fill in all of the following:

*  Number of Bags
+ Total Weight (KG)
* Email

Then click on [Pickup Request].
For China, Malaysia, Thailand, and Singapore

pickup accounts, a maximum of 50 bags are
allowed for each pickup request.

Back Next
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Bulk Upload

REQUEST PICKUP
India

REQUEST PICKUP

Test Account 1 10.00 5.00 Australia - AUD

ADD PICKUP REQUEST

PICKUP REQUEST CANCEL

Channel

Integration

test@dhl.com

OR PICKUP

11 Jul 2017

Pickup Tracking Reports Contact Us

3b. After selecting the pickup account from the
dropdown list, the email ID associated with that
account in Shipper Details will be populated, if
this is incorrect you can type a new email address
In.

Key in a Handover ID that has shipments
associated with it.

Fill in all of the following:

+ Total Weight (KG)
Total Declared Value
» Currency

*  Email

Then click on [Pickup Request].

NOTE

If you request for the system to generate a
Handover ID for your pickup request, it will fail.

Back Next
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3c. After selecting the pickup account from the
S dropdown list, the email ID associated with that
REQUEST PICKUP account in Shipper Details will be populated, if
 enotes mancir eld this is incorrect you can type a new email address
*PICKUP NAME HANDOVER IC “Ni "H."‘ OF “TOT/ \.‘ EIGHT EMA *REQL -V"I‘T‘f LTF FOR “PERIOD @ In.
FOCDGM 5 10.00 test@dhl.com 13 Jul 2017 AM

For eCommerce customers, key in a Handover ID
ADD PICKUP REQUEST which has not been used previously, or leave
blank to generate one. For Express customers this

CANCEL will not show.

Fill in all of the following:

*  Number of Bags
+ Total Weight (KG)

* Email
» Request Date for Pickup (up to 5 days in the
future)

* Period: AM (before noon) or PM (after noon)
Then click on [Pickup Request].

A maximum of 50 bags are allowed for each
pickup request.

Back Next
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PICKUP OVERVIEW PAGE

4. A 'Pickup created successfully’ notification message will appear at
top of the next screen. ‘Request Status’ and ‘Status Description’
can also be viewed on this page.

BICKUP OVERVIEW = ‘Submitted’ In the midst of processing
= ‘Confirmed’ Request is confirmed
*= ‘Failed’ Read email notification or status
= EEe= description for next step
= ‘Rejected’ Read email notification or status

description for next step
B Whenever the status updates from ‘Submitted’ to ‘Confirmed’,
. o 'Failed’, or ‘Rejected’ - an email notification will be sent to the
- email ID provided while placing pick up request.

e 1 Please note:

« Singapore pickup status will never advance from SUBMITTED
and no emails will be triggered.

« Malaysia and Thailand pickup requests will stay in SUBMITTED
status unless they are FAILED.

Back Next
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PICKUP OVERVIEW PAGE
Print Labels

Pickup ereated succesfuly

PICKUP OVERVIEW

REQUEST PICKUP

SEARCH RESET

I PRINT LABELS RESUBMIT PICKIP REFRESH STATUS I

Displying 120 oot of 2 resulls '

Packet List # 4593367363
DAL
Test Account PACKET LIST
by Tk e e e e e L L L e
SHIPPING LABEL
Date: 04-Oct-2017 08:49:32 Shipper Address: DHLec Terminal Address:
GSTIN: gstin001 Test Account, Plot No. 88, 89, 90 & 91, Bamnoli, Dwarka,

IEC# iec00

1 addresstestladdresstest]addresstestladdre Sector - 28,
Account ID: 5999999510

sstestlad, 110075,
ddresstest?: est2addresstest2addre New Delhi,
sstest2ad, addresstest3addresstest3addres, Delhi,

400099, India

Andheri (E), Mumbai,

89665590138 13,
India.
Phone: 7506268421
BLUE DART
69501005700

Handover Note

DART APEX (Prepaid)

Pickup Tracking Reports Contact Us

5. To print your pickup labels, highlight the
appropriate CONFIRMED pickup and select the
[PRINT LABEL] button.

6. A zip file will be downloaded which contains

the appropriate bag labels depending on your
sales organization.

NOTE

If you are from India Sales Organization, after
your pickup has been confirmed you can re-
download the packet list and this will show the
BlueDart bag ID on the Shipping Label at the
bottom of the document.

Back
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In this section, we will guide you on the
following functions:

A. Single Tracking D. Eull Tracking Activity
Understanding the single tracking page View of a shipment with full tracking

B. Multiple Tracking D. Proactive Tracking Notification

Steps to track multiple items Sign up for tracking emails on any
shipment
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e Accounts Shipment

Bulk Upload

TRACKING

Single Tracking
TRACKING

ACCOUNTS & Multiple Tracking

SETTINGS

GETTING
STARTED

CUSTOMER
SERVICE

Channel

Integration Pickup Tracking

Reports Contact Us

Our tracking service allows you and the consignee(s) to view the
shipment delivery status. Both of the internal and public tracking
pages will allow User to track up to 50 shipments at a time.

Internal Tracking

= (Clicking on the Shipment ID under Shipments Overview will
bring you to the internal tracking page for that shipment.

=  Alternatively you can select the Tracking option on the left
hand side menu.

Public Tracking
=  The recipient can track their shipment by entering the
Shipment ID in the public tracking page

https://ecommerceportal.dhl.com/track/

DHL eCommerce Has the Answers

Contact Customer Service -

Select Country

Back Next
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Welcome MEMEEE Crgate Bulk Upload Channeli Pickup Tracking Reports Contact Us
Accounts Shipment Integration
Activity Understanding Single Tracking
m Item Successfully Delivered ..
Activity

Click here to enlarge and see full tracking activity = The journey of the shipment will be shown under the ‘Activity’

e heumr section, in which you can view the current shipment delivery
status.

Shipment 1D Shipped From Terminal
— T g oma e s Consignee Address & Shipment Details
123467891 A, =  The Inquiry link will allow you to send an item inquiry to our
Shipping Service | india . = customer service team via an online form
PK) Netvors & Gperatons ot o sosmma #=== = ATracking ID will be provided via Portal for traceable shipping
weignt g) currency Cummertome ot sy services at the time of label generation.
o nited States of Americ - USD e — Pty = Clicking More will show all content information
e o IS e = The News Feed on the single tracking page will update with

| NOTICE OF POSTING
ontents '

ITEMCODE QTY  UNITPRICE HS CODE
SKU111 1 23 1234567891
More...

NEWS FEED

Consignes_state, Hong Kang, 627008

Total ltem (FC) 1
Total tem Wt (G) 10
Shipment 1D AUI490780853038

T nofce s been e o you by DHL eCommerce (5 oty you thal the above Hemis) has bieen processed by
HL eGammerce and It will be dispaiched rom the mad teminal within 24 hours from Date of Recerp

This is a computer-generated letier and no signature is required.

Americas  Asia-Pacific Europe  Mational Holidays

01 Jun 2017 Airport in Tuc
30 Ma
30 Ma

2017

25 May 20

Retrieve Archived Data

umén to Close for Maintenance Work

llations in the US

Last Updated On:31 May 2017

recent weather and strike information, as well

National Holidays around the world.

NOTE

as show

Click on the Notice of Posting button on the tracking page to
download a PDF format of Notice of Posting for each shipment

that has been processed by DHL eCommerce.

Back

Next
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MULTIPLE TRACKING

The user can track up to 50 Shipment IDs at a time.

1. Enter Shipment ID (each entry must be on a new
line)

2. Click on TRACK and the most recent tracking
status for each item will be shown in a list

H Weve ouns  maitems 3. Clicking on a single shipment will take you to the
Q o : . Single Tracking page for that shipment
. — 4. Customer Service contact details for selected
Q countries and FAQs are available on the right
s hand side of the page
= - |

° CNY520000010

Back Next
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TESTSHIPMENTO0O01

Delivered

Mon, November 20 at 08:05 AM GMT
Rochedale South, AU

From: SHIPPER NAME To:  CONSIGNEE
123 MAIN STREET 123 MAIN STREET
SYDNEY LGGAN
NSW uT
m ACtIVIty UNITED STATES OF AMERICA
84321
e Htem Successly Delivered | (001) 55 555 55555

e ®  Logan, US  Outfor Delivery

A1ie®  Logan, US  Processing at Facility

e ®  Logan, US  Amival at Destination

Aive®  Logan, US  Amival at Destination Country

08:04 .
S @ Hebron, US  Departed from Facility
s Hebron, US  Processing at Facility

A58 Hebron, US  Arrival at Facility

04:27
el ®  Hebon US  Customs Release

Nov 20, 2015

S5 @ Hong Kong, HK  Departed Origin Facility
JEH 8 Hong Kong, HK  Processing at Facility

SE @ Hong kong, HK  Arrival at Facility

Nov 15, 2015

05:01
i ®  Hangzhou N SUBMITTED

-]

Back Next
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EMAIL NOTIFICATIONS

—ar i,

HKLMCPROACTIVE_EMAIL_001

n EMAIL NOTIFICATION

SUBMITTED
Fri, August 26 at 09:19 AMGMT

Hongkong, Heng Kong

From:  YUEN LONG1 To:  CITY
HONG KONG GERMANY

w Activity

AM”C?\]EI Hongkong, Hong Kong [EIVIEITR g1=)
CLOSE

Email Notification for
HKLMCPROACTIVE_EMAIL_ 001

(* Please note, no email notification will be trigg after the shi is Delivered)

From Name

To Email Address

Maximum 5 email addresses and separate mulfiple addresses with a comma

SIGN UP CANCEL

n You have successfully subscribed to receive email updates! (* Please note, no email notification will be triggered

after the shipment is Delivered)

Channel
Integration

Pickup

Tracking Reports

You can subscribe for manifested shipment
from public tracking page

NOTE

Click on Email Notification option, an
overlay will open to fill information

Provide From Name and Email Address
in overlay

Click on Sign Up option for activating
subscription

A success message is shown on top after
successful sign up for track events

Each email sent will contain a link to unsubscribe

Contact Us

Back
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REPORTS

By

following functions:

v' A. Reports

B. Advanced Reports

In this section, we will guide you on the

Steps to generate a standard report

Steps to generate a customized report

Tracking

Reports

Contact Us

C. Advanced Reports— One Time Report

Steps to generate a One Time Report

D. Advanced Reports—Scheduled Report

Steps to generate a Scheduled Report
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Create
Shipment

Bulk Upload

SHIPMENT REPORTS

[ SHIPMENTS

Shipment Overview

Mew Shipments

Shipment Report

SHIPMENT REPORT

Channel

Integration

Pickup

AD-HOC REPORT
2 Raport Mama Pick-up Location
All
®)  Handover Doc ID Date Range Shipping Servica
H - '
Report Format Country
csv Al - v
H GENERATE REPORT
a9 B Test Report.cov - Microsoft Excel
20 ¥ cut o -
) & Calibri i v A A = Wrap Text General
a Copy -
Paste : TN 55 Merge & Center - co g M C
e Fromatpinte B L U | E~ |94 WMerge & Center = $ + % CR
ohicaes t be: .
wa3 S
A [} < o L ] olp a R
7 A8 5240199997 1 1 100 0 0 Apparel MARY ANNA
8 ABC SHASoIdToTest 5240199997 P13: 6041 100 0 0 Apparel MARY ANNA
9 ABC 99997 SHASol ToTest 5240199997 P12 60411 100 0 0Apparel MARY ANNA
10 ABC SHASOIdToTest 5240199997 PITT794695160411 100 0 0 Apparel MARY ANNA
11 A8C 7SHASoldToTest 5240199997 PISS998225160411 100 0 0 Apparel MARY ANNA
12 ABC 99397 SHA Sold 5240199997 PIGROISSTI6NN1 100 0 0 Apparel MARY ANNA
13 ABC 5240199997 SHASold ToTest 5240199997 PIS6S6B662160411 100 0 0Apparel MARY ANNA

Shipment Status

- v
Electronic Notification Received
Arival st DHLeC Faciity
Held for Customs Clesrance
Arival st Destination Country
Item Successilly Defvered
-
6@
3 £ Autosun - A
g tm K ar &
g EE A
Cell | Inset Delete Format Sort& Find &
e . 2 cen er~ Selec
w Y 13 AL
Elearonic nRecene  12/4/2016 24553 china
Electonic N nReceie  12/4/2016 24553 china
Electronic N Rec 42016 24553 china
Elecwoy nReceve  12/4/2016 24553 china
Eiectronic nRecene  12/4/2016 24553 china
Elecronic N 412016 24553 china
Electronic Notification Receive 12/4/2016 24553 China

Tracking Reports Contact Us

The Shipment Report feature allows the
user to generate a comprehensive report
of all shipments lodged on a particular
Handover Doc or within a certain date
range. Shipment reports can be generated
in .CSV, .XLS, or .XLSX formats.

1. Click on [Shipment Report] on the left
hand side menu.

2. Provide a name for your report.

3. Enter a Handover ID or choose a Date
Range to generate your report. Select
any other parameters if required.

4. Select specific Shipment Status from
the drop down if needed.

5. Click on [GENERATE REPORT] to
download report in the selected
format.

6. See sample report on left.

Back Next
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Shipment Overview
New Shipments
Shipment Report
Advanced Report
ADVANCED REPORT
REFRESH STATUS
REPORTS
Te-“."w;“m — [ ) — . tur v SEARCH RESET

No Records Found

Tracking Reports Contact Us

The Advanced Report feature allows you
to generate more detailed reports then
the Shipment Report. Besides allowing the
user to generate a comprehensive report,
additional features include:

» Save favorite report elements
* Schedule Daily Reports

* Schedule weekly reports

* Schedule monthly reports
STEPS TO CREATE A REPORT

1. Click on [Advanced Report]

2. Click on the [Generate Report] button

Back Next
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Manage

Accounts Bulk Upload

Welcome

ADVANCED REPORT
One Time Reports

Shipments > Advanced Report > Generate Report

GENERATE REPORT

* denotes mandatory field

* Report Name (Please do not use special characters: * ;"' <> ?/")
Test report

* To Email Address(es)

Maximum 10 email addresses and separate multiple addresses with a comma

test@test. com

REPORT FILTER(S)

ADD FILTER v

Handover ID
Pickup Location
Country
Shipping Service
Shipment Status

Channel
Integration

* Report Generation Type

One Time Report
* Report Period

From Date E To Date
* Report Timezone @

CN/HK/ MY / SG (GMT +08:00)

Pickup

Tracking Reports

Provide a name for your report.

Provide email addresses of the recipients to
receive the generated report

A maximum of 10 email addresses can be
added, with each one separated by a coma.

Select the report generation type. For adhoc
reports, select [One Time Report].

Select the date range for the report period.
The maximum report period range is 1 month.

Select a time zone for your report. This will
determine what shipment data appears in your
report

e.g. If time zone “AU NSW (GMT +10:00)" is
selected with date of 22" of March, then data
in the report will be shipments created from
12.00am to 11.59pm on the 22" of March in
GMT +10:00

User can also add filter logics into the report.
The available filters are Pickup Location,
Country, Shipping Service and Shipment Status.
Handover ID is not applicable for Domestic.

Back Next
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Welcome Accounts Shipment Bulk Upload Integration Pickup Tracking Reports Contact Us
9. Select the report format you would like
to generate. Currently the system

REPORT SETTINGS supports .CSV, .XLS, and .XLSX file type

* Report Format generation_

csv v

* Report Type * My Report Elements Available Report Elements 10 Report Type W|” a||0W yOU tO generate

o Ao et @ a certain kind of report with one click.
S Hover over the tool tip to learn what

the function of each report is.

Shipment Weight Discrepancy Report @

Returned Shipments Report @

11. The values in My Report Elements
section will change according to the
report type that you have selected. You
can also rearrange the order of the
elements as desired.

Cash On Delivery Collection Report @
Failed Delivery Report @

Attempted Delivery Report @

12. Click on [CREATE REPORT]

CREATE REPORT SAVE AS FAVORITE CANCEL

NOTE

Favorite All Item Detail report type will show once you
have saved your favorite. Fill in your recipients and
choose you filters and elements then click [SAVE AS
FAVORITE] to set up a favorite for your account

Back Next
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Welcome Accounts Shipment Bulk Upload Integration Pickup Tracking Reports Contact Us
Scheduled reports allows the user to schedule a report
to be sent daily, weekly, or monthly with their required For Daily reports (limited availability), the report is sent daily,
details. starting the day after it has been set up based on shipments

created the previous day.
1. Provide a name for your report.
For Weekly reports, the first weekly report will be generated on

2. Provide whichever email addresses are to receive the Monday of the following week with current data on shipments
this report. created the week before.
A maximum of 10 email addresses can be added, For Monthly reports, the first report will be sent on the first day of
with each one separated by a comma. the following month with current data on shipments created the

previous month.
3. Select the report generation type. For scheduled
reports, select [Scheduled Report].

4. Select the schedule type. Daily, weekly, or monthly Shipments, > Advanced Repart - Generats Regort
scheduled reports can be generated. GHED'EEALE REPORT
. . . * Report Name (Please do not use special characters: *: ;"' <> ?/") * Report Generation Type
5. Select a time zone for your report. This V'VI|| Tostegort cchectled Repor .
determine what shipment data appears in your
= To Email Address(es) * Scheduled Type
report Maximum 10 email addresses and separate multiple addresses with a comma
Daily v
test@test.com
e.g. If time zone “AU NSW (GMT +10:00)" is * Report Timezone @
selected and it is a Daily report, then at 12.00am at CN/HK/ MY / SG (GMT +08.00) v

GMT+10:00 every day a report will be sent, and
that report will contain data created from 12.00am
to 11.59pm in GMT +10:00 the day before

Back Next
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Pickup Tracking Reports Contact Us

ADVANCED REPORT
Scheduled Reports

REPORT FILTER(S)
6. Select the filter logics to be included into the

report. Currently the available filters are
Handover 1D Pickup Location, Country, Shipping Service,
and Shipment Status.

FIELD VALUE

ADD FILTERLOGIC ¥

Pickup Location 7. Select the report format you would like to

country generate.
Shipping Service

Shipment Status

8. Select the report type.

9. The values in My Report Elements section will
change according to the report type that you

REPORT SETTINGS

* Report Format

esv . have selected. You can also rearrange the
* Report Type = My Report B Available Repd Ol’der of -the elements
® Al ltem Details @

Shipment Not Tendered Report @ .
Shoment Wegh Discrepncy Rep1 @ 10. The Available Report Elements allows you to
Retumed e Repon @ add additional report elements into your
Gash On Delivery Gollection Report @
oD oot © current report type, by drag and drop the
g Deven et © selected elements into My Report Elements

Favorite All tem Details @

section.
. ’ 11. Click on [Create Report] to generate your

report.

CREATE REPORT SAVE AS FAVORITE GANGEL

Back Next
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Pickup Tracking Reports Contact Us

ADVANCED REPORT
Report Overview

1. All the generated reports will be

ADVANCED REPORT display at the Report Overview tab.

Completed reports will only be available for 7 days.

The [REFRESH STATUS] button will
refresh the page.

REPORTS
Report Overview  Manage Schedulsd Report 2. You can download the generated
report again by clicking on the report
Fpot Hane T (eoe (@ Yol T name link. These will only be available
for 7 days.
Displaying 1-1 out of 1 results 1 250 ¥
o o o R o . 3. Generated reports can be shared as
ot 1o o 2018 R Ao Dot sttt com o v Shane well by clicking on the [Share] link.
4. Enter the Custom Subject, recipient
SHARE REPORT email address (up to 10 email address)
* enotes mandatory field and custom message to describe the
* From Name Custom Subject contents of the e-mail report that you
Test User will be sharing. After clicking the
« To Email Address(es) Custom Message [Share] button, the recipient will

. receive the email with the share link
Maximum 10 email addresses and

separate multiple addresses with a for them to download.
comma

Back Next
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shipments > Advanced Report
ADVANCED REPORT
Completed reports will only be available for 7 days.
REPORTS
Report Overview Manage Scheduled Report
DELETE
REPORT NAME SCHEDULED TYPE TEMPLATE TYPE NEXT SCHEDULED DATE TIMEZONE FORMAT RECIPIENTS
test report Daily All ltem Details 11 Apr 2018 GMT +07:00 csv test@test com
* Report Name
test report
* To Email Address(es)
Maximum 10 email addresses and separate multiple addresses

with a comma

test@test.com

UPDATE CANCEL

Tracking Reports Contact Us

1. At the Manage Scheduled Report tab,
you can see all of the scheduled
reports.

2. You can delete the scheduled report
by selecting the respective tick boxes
and clicking the [Delete] button.

3. You can also edit the scheduled report
setting by clicking on the report name.

4. You can edit the report name and the
recipient email address. Click on
[Update] to update the report with
your changes.

NOTE

If there is no data available when the scheduled
report is to be sent, the creator will receive an
email advising of this fact

Back
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Should you require any assistance, please
contact our Customer Service at:

Australia

Phone number: 1800 688 280

Email: cs-ecom.au@dhl.com

Working hours: 9am - 5pm Monday to
Friday (Sydney time)

China (North & East)

Phone number: 400 888 3500

Email: cs-ecom.cn@dhl.com

Working hours: 9am - 6pm Monday to
Friday (Shanghai time)

Bulk Upload

Channel

Integration RIERCE

Hong Kong & South China

Phone number: +852 2342 0702

Email: ¢s-ecom.hk@dhl.com

Working hours: 9am - 6pm Monday to
Saturday (Hong Kong time)

India

Phone number: +91 22 6198 5101

Email: cs-ecom.in@dhl.com

Working hours: 9:30am - 7pm Monday to
Friday (Mumbai time)

9:30m - 1:30pm Saturday (Mumbai time)

Japan

Phone number: +81 5479 2429

Email: cs-ecom.jp@dhl.com

Working hours: 9am - 6pm Monday to
Friday (Tokyo time)

Tracking Reports

Malaysia (Cross Border)
Phone number: +603 8065 8092
Email: ¢s-ecom.my@dhl.com

Working hours: 9am - 6pm Monday to
Friday (Kuala Lumpur time)

Singapore

Phone number: +65 6883 0771

Email: cs-ecom.sg@dhl.com

Working hours: 9am - 6pm Monday to
Friday (Singapore time)

Thailand (Cross Border)

Phone number: +66 2 345 5454
Email: cs-ecom.th@dhl.com
Working hours: 9am — 6pm Monday to
Friday (Bangkok time)

Back
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https://dhlecommerce.asia/Portal
mailto:cs-ecom.au@dhl.com
mailto:cs-ecom.cn@dhl.com
mailto:cs-ecom.hk@dhl.com
mailto:cs-ecom.in@dhl.com
mailto:cs-ecom.jp@dhl.com
mailto:cs-ecom.my@dhl.com
mailto:cs-ecom.sg@dhl.com
mailto:cs-ecom.th@dhl.com

GLOSSARY

Consignee: The recipient of the shipment that you are sending

Customer SoldTo Account Number: Your DHL eCommerce billing account #
Customer Name: Your company name

Customer Pick-Up Account #: Your DHL eCommerce account #

Handover Document: DHL eCommerce document to send with your shipments
Last Status: The most recent known location of your shipment

Manifested Date: The date you submitted the shipment(s)

Packet List: A list of all shipments being sent in one Handover, this is applicable for India customers only
Shipment: The total quantity of shipments sent

Shipment Content/Product: The contents in the shipment

Shipment ID: Shipment tracking number to be used on the DHL eCommerce portal

Shipping Service: Service that you have chosen to send your shipment with:

= Packet Plus International Standard: Tracked service for shipments weighing less than 2kg

= Packet Plus International Priority Manifest: Tracked service for shipments weighing less than 2kg

= Packet International Standard: Non-tracked service for shipments weighing less than 2kg

= Packet International Priority Manifest: Non-tracked service for shipments weighing less than 2kg

= Packet International Economy: Non-tracked service for shipments weighing less than 2kg

= Parcel International Standard: Semi-tracked (dependent on the destination country) service for shipments up to 20kg

= Parcel International Direct Standard: Tracked (dependent on the destination country) service for shipments up to 20kg
= Parcel International Direct Expedited: Tracked service for shipments up to 6.5kg to the United States

Tracking ID: Shipment tracking number to be used on other national postal service websites of destination country

Back



PRINTING LABELS
PRINTER TYPES

Document Printer Zebra Label Printer
. Label Format: Adhesive A4 size paper (4 labels in one A4) (LP2844 or TLP2844)

" Label Format: Adhesive direct thermal label (1 label). Suitable
= Label Size: 114mm (Length) x 76mm (Height) for LP2844/ TLP2844

= Label Size: 150mm (Length) x 100mm (Height) or 6" x 4"

[rem— — p— —
AT O RO LN N0 AR O O O Shipment ID: APUATSHIPENT TEST 00004

D OO OO O
Cogaments [ Commersal Samcle Rarnarks: use black box
G 2 o

Trated Dvvinl S Foge] | Ve Gog

May be openad
COMMERCIAL INVOICE oficiaily PLD

[] Documents [ Commercial Sample

[ Gift K Other

Dietailed Description of Cantents | Weight| Oty | Value | Crigin

Tetal 200G | USD 180

w York Date :

St {red) 1 .45 |oN

[E— B

i

CUSTOMS DECLARATION  CH2Z

COMMERCIAL INVOICE ::;-u-u PKD Bampls AL
Donamens [ Gommaron arie AND'Y LORELIE
o o om: | iy
e e Total |100.0G | EUR 4145 VIALE EUROPA 22
1, the undersigned, whose name and addre are given an the Rem,
cartify that tha particuiEns gven N the ceclarstion ane cormsct and that
thic item doas Not contain any dangenius leg prohibied by legiclation
i
Totsl (20006 | UGD 100 L ML LAE | o by customs reguistions.
o Ll : : Date and Senders Signature 12345 Rome
o New Vark 22345 Ba Oyenhasen NATIONAL AUSTRALLA BANK 17-02:2018 IT
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DIFFERENT USER ACCESS

There are four different types of users:

= eShipping Super User

= eShipping Supervisor

= eShipping User

= eShipping Tracking & Reporting
= eShipping Finance User

Different users will see different sets of Navigation Menu on the Shipment Overview page.
Only the eShipping Super User and eShipping Finance user will have access to the Billing Details tab on Manage Accounts.

Eh SHIPMENTS

Shipment Overview

New Shipments

Shipment Report
Navigation menu seen by
Advanced Report eShipping Super User,

Supervisor, & User.

\@ PICKUP
TRACKING

ACCOUNTS &
SETTINGS

GETTING
STARTED

CUSTOMER
SERVICE

O & D

B SHIPMENTS

Shipment Overview

Shipment Report

Advanced Report

'\cﬁ, PICKUP
TRACKING

ACCOUNTS &
SETTINGS

GETTING
STARTED

CUSTOMER
SERVICE

e O & 9

Navigation menu seen by
Tracking & Reporting and
eFinance User, they will not
see ‘New Shipments’ on the
menu.
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Sample Pro-active Email Received By Consignee During
Shipment Submission

b4 M, e - DHL eCommerce - Your Shipment has been shipped! - Message [HTML) (=N CIX
Inlalelnlal

Message & o
— : - — e
@y Ionore x & \kJ y % {5l Meeting [33 rrC = To Manager 53 Rules _ B a§ 34 Find -_‘;
¢ - @IM b Ijj Team E-mail v’ Done _'—I L,W_l OneMote —] l% Related ~
&Junkv Delete Reply Reply Forward -, _ Maove Mark Categorize Follow | Translate Zoom
All X“e Mare * | Eoga Reply & Delete 7 Create New = - ] Adions | Unread = Up~ - lg Select -
Delete Respond Quick Steps El Move Tags El Editing Zoom
From: noreply @dhl.com
Ta: Cl}
Co
Subject: DHL eCommerce - Your Shipment has been shipped!

Dear Customer,

This is an auto generated email notification from DHL eCommerce, triggered by DHL eCommerce 5 Pte Ltd. We are pleased to advise that vour Shipment Id
ABSIN12331231 (placed on 11/01/2017) is submitted for shipping with us.

To view the most recent shipment status, please visit:
https:/preprod.dhlecommerce. dhl com/Portal Track.

If vou would like to receive further email notifications on your shipment’s status, please subscribe by clicking on this link: Subscribe now!

Kindly be advised that tracking events may differ from shipping service subscribed and destination shipped. Therefore, not all shipping services and destinations will have
end-to-end tracking events.

With regards,
DHL eCommerce.Asia Portal Administrator

Note: Please do not reply as this email address is not monitored. If vou wish to contact us, please navigate to our tracking page via the link above.

o See more about: noreply@dhl.com. A
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