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Create Shipment Documentation - Pay Online & Schedule Pickup
Create Shipping Documents, Pay Online, and Schedule a Pickup with DHL 
Express ShipNow

1. Select a shipping method

2. Select the shipping date and shipment type, then enter the 
shipper and recipient information

From the top page of the online shipping tool, select "Pay Online," then choose the planned ship date 
and the type of package.

Enter the shipper's and receiver's names, addresses, and phone numbers accurately, using half-width 
alphanumeric characters.
Also enter an email address in the shipper’s information field.

3. Enter the shipping details

After entering the address, enter the package 
dimensions, quantity, and total weight.
The following steps differ depending on whether 
the shipment is a document or a non-document 
item.

A DHL courier will collect the shipment from your specified location.
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For document shipments

For non-document shipments

Select the document type from the list and choose Credit Card as the payment method.
If you would like to add shipment insurance, select the checkbox.

Select the purpose of the shipment and choose Credit Card as the payment method. Enter the 
declared value required for customs clearance.
If you would like to add shipment insurance, select the checkbox.
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4. Select a delivery service
Select one of the DHL services shown.

5. Select optional services
Select any optional services you would like to 
add.

6. Create customs invoice (non-document only)   
– Enter HS Code

After selecting the HS Code, enter the quantity, 
weight, unit value, and country of origin for the item. 
Note: if there are multiple items, each one must be 
entered separately.

Enter the item description (half-width alphanumeric characters), click "Search HS Code," and select the 
matching HS Code from the search results.
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*If you have a promo code (discount code),
enter it here.

7. Schedule a pickup
You can either have the package picked up for shipment, or bring it to a DHL Service Point yourself.

To request a pickup, select "Yes, schedule a 
pickup," then enter your preferred date and 
time and choose the pickup instructions.

If you prefer to drop off the shipment at a DHL 
Service Point, select "No".
Available DHL Service Points can be found here.

Note: Customers shipping via Japan Post Letter Pack 
should select "No" when asked to schedule a pickup.

8. Review the details and make payment
On the confirmation screen, review all entered details. For non-document shipments, also review 
the customs invoice details. Review the shipping charges and proceed with credit card payment.

https://mydhl.express.dhl/jp/ja/transactional/locator.html
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9. Print the shipping documents and ship the package
Print the shipping documents and hand them to the DHL courier together with the shipment. Your 
shipment is now complete.
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