H”’

DHL's international document delivery now
starts with dropping in a mailing post.

User Guide

Sending your document via DHL by using Letter Pack Light

Version 01_24
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User Guide - An easy and convenient way to send your document
internationally. "Drop into Mailing Post" by using Letter Pack

Light.

You can use DHL Express for your document delivery just by dropping your envelope at postal offices or
mailing boxes. You need to pay with your credit card in advance. But by using Japan Post's Letter Pack
Light, you do not have to wait for DHL's pick-up or there is no need to visit DHL locations.

Please prepare your shipment by following the instructions.

Shipper

® Prepare waybill with
MyDHL+ (Online Shipping
Tool)

® Choose DHL Express
Worldwide for your service

® Apply Promotion Code

® Complete payment with your
credit card

[MyDHL+]
Website :

Documents in =

paper envelope + DHL wayhbill

Do not put DHL waybill in paper envelope

® Purchase "Letter Pack
Light" at Post Offices or
distributing convenience
stores at your expense.

® Put the following items into
Letter Pack Light

(@ Documents to send
internationally (Put themina
paper envelope)

(2 DHL Waybill created by
MyDHL+ (Shipment Receipt is
Customer's Copy)

https://mydhl.express.dhl/jp/en/home.html#/getQ

uoteTab

[Promotion Code]

Promotion code must be applied at MyDHL +.
Then you will receive discount from the
published tariff and your shipment is treated
as "postal mailing to DHL".

<Please click here for the promotion code>

Japan Post DHL Express

~=
%
I

=

® Upon receipt of your
Letter Pack Light, DHL
Express will deliver it to
the recipient abroad.

® Please choose one of the
following DHL Service
Centersand use the
address to send Letter
Pack Light to DHL.

Mail Address to Send Letter Pack Light to DHL

Eastern and Northern Japan
T136-0082 DHL Minato Service Center TGW 3F LOPS
2-13-10 Shinkiba, Koto-ku, Tokyo

CentralJapan (Aichi, Gifu, Mie, Toyama, Ishikawa, Shiga)

T479-0881 DHL CentralJapan Int'l Airport SC LOPS
Cargo Area, Int'l Airline Bldg 2, 1-2
Centrair,Tokoname-shi, Aichi

Western Japan
T590-0901 DHL Osaka Central Service Centre LOPS
3F Mitsui Fudosan Logistics Park, 1-171

Chikko yawata machi, Sakai-ku, Sakai-shi, Osaka
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Cautions

® Only documents are accepted by DHL.
® You cannot ship memory devices, plastic cards or personal correspondence.

® Mail-in by Letter Pack Light cannot be used for billed shipment by DHL account holders.
Please use pick-up service or drop-off at DHL Service Point.

® DHL will do inspection by opening Letter Pack Light, upon receipt at DHL Service Centers.
Letter Pack Light will be sealed with tape and put into DHL's own package for international

shipping.

® Onceyour Letter Pack Light is accepted at DHL, you can track your document in the DHL
system like DHL Website.

® You will pay for the postage of Letter Pack Light.
® Please contact Japan Post regarding problems during the transit for Letter Pack Light.

® DHL will weigh every shipment. Additional fee may be charged to your credit card if there is
any discrepancy between the charge based DHL's weight check and your settlement made at
MyDHL+.

@® Please note that delivery timing shown at MyDHL+ does not reflect the domestic
transportation for Letter Pack Light.

@ DHL reserves the right to accept your shipment. If it is not acceptable for shipping or delivery
is not feasible in the destination country, DHL will not accept your shipment. Your shipment
will be returned as pay-on-delivery. DHL shipment fee will not be charged to your credit card.

@® |f your shipmentis found unacceptable and if it cannot be returned to you for any reason,
DHL will dispose your shipment based on its own rules.
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Final Check Points before Mailing

Please check the following points before you put your documents into Letter Pack Light.
[] Did you print out DHL waybill prepared with MyDHL+?

[] Did you pay the charges using your credit card at MyDHL+?

[] Didyou apply Promotion Code at MyDHL+?

[] Areyour documents for international delivery enclosed in a paper envelope?

[] Do you have "Shipment Receipt" as your reference at hand?
Please check the following points before you drop your Letter Pack Light.
[] Do you have the tracking number (detachable from the envelope) for Letter Pack Light?

[] Did you write DHL facility address as the recipient?

[] Areyou aware that your document will be sent back pay-on-arrivalif DHL finds your
shipment unacceptable?

After affirming all the check points, please go to Post Office or Mailing box to drop your Letter
Pack Light with your document for international delivery as well as DHL wayhbill
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1. MyDHL+ Registration 1/2
1). MyDHL+ Access https.//mydhl.express.dhl/jp/en/registration.html
-p”‘. DHL Express Help and Support  Find a location | Q English | BEEZ @ ~
Home Ship Track Register Login

Register for MyDHL+

Enjoy the Benefits of MyDHL+

You'll see how shipping online can be fast and easyl Experience time-saving features for creating, managing and monitoring shipments, plus much mare — all in one

convenient place!

Do you have a DHL Express account number?

Yes No

2). Scroll down to “Your Details”

Your Details Create Your Login @

@ JAPAN & Change Location LA GRS

taro.retail@dhl.com

Title First Name Last Name

Mr. v TARO =4 RETAIL v Password
Company @

DHL JAPAN_ INC v Confirm Password
Phone Type Code Phone Extension

v v
Office e 31 03-3522-2777__

Add Another

[ I would like to receive informational emails and promotienal offers from DHL

Would you like to apply for a DHL account?

If your company ships regularly, having an account offers many benefits — preferential rates, regular billing, shipment monitoring

[] r'd like te apply for a DHL account

Accept Terms

[A | accept the DHL Express Terms and Conditions and Digital Cu Follow the

B | accept the DHL Express B Privacy and Cookies Policy instruction and click
the image.

| Click or select the Clock

Click No

Tips ©
Password must meet all the
conditions.

8+ letters and numbers
1+ lower case

1+ upper case

1+ number

1+ special characters
eg.!@#S%?

AN

Tips ©

Enter only numbers. Hyphen
will be added automatically.
Once completed, the error
message will disappear.

.f‘f(ﬁj]a*ggi\‘hém

completed.

Click “Register” when
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1. MyDHL+ Registration 1/2
3). Close the window and wait for an email from DHL.
il A & = DHL Express Help and Support  Find a location | Q. English | B35 @ ~
Home Ship Track Register Login

Thank you for registering for MyDHL+!

Check Your Email

Login to start shipping, scheduling pickups, tracking shipments and morel

4). You will receive an email Welcome to MyDHL+ from dhlSender@dhl.com and please click
the login button.

E22N D B NN Welcome to MyDHL+ - yt7—% (HTML ##x) cal
gy R AT Q AR
M- = B < % > ffemstas 2 25 - B Ler 5= | Qx-n

[

Welcome to MyDHL+ NOte ©

noreply@dhi.com ©EE | ©zAce | B2 [ |- The login button in the email is active
53% O Jp-Directsls-RTL (DHL IP) 2023/06/06 () 11:51 e o
Q@ 0o -SOETHENSEEAME. ZIEMILT Web T30¥- TERLTUR. Only fOI’ the initial lOg n.

']

Please use this URL next time.
https://mydhl.express.dhl/jp/en/auth/l

Welcome to MyDHL+ — your one stop for international shipping! You'll be able to create and J'—

manage shipments, get quotes, schedule pickups, view reports and more! X Please add to your bookmark.

We look forward to supporting your shipping needs!

—arrL, Help Caiar

In the meantime, if you need to contact us please call Customer Service at: 0120-39-2580
Regards,

MyDHL# Team

5). The login window will show up. Please enter your email address and password.

=l AP E . DHL Express Help and Support  Findalocaion | O, English | S5 @

Home  Ship  Track Register  Login

Email Address
taro_retail@dhl com

Forgot/Reset Password

Create a New Shipment Geta Rate and Tim  [_] Remember me @

Not Registered? Register Now

Get Started Now
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2. MyDHL+ LOGIN

1). Access MyDHL+ https://mydhl.express.dhl/jp/en/auth/login.html

2). Click “Login” on top right and the login screen will show up.

X Please go to the last section to register your email address and password.

3). Enter your email address and password and click the login button.,

S & = DHL Express Help and Suppart  Find alocation | @ English | E=5& @ ~

Home  Ship  Track . .
Tips «

Click here if you forget
your password.

Emai Address
taro retail@dhl.com

Password must be
updated every 90 days.

Get Started Now ; .
Forgat/Resst Password 2 The same password can be

Create a New Shipment GetaRate and Tim  [_] Remember me @ regiStered-

Not Registered? Register Now

4). There are options to manage on the home page.

My Profile

* Update My Info
* Manage MyDHL+
* Manage Passord

-’”‘_ DHL Express Help and Suppert  Find a location | Q English | 8= @

MyBill My Shipment Settings £ 1@

Welcomgq to My

Create a flew Shipm| Create from fFavorite Create from Past Schedule a Pickup Get Quote My Shlpments
Past 90 days of activity

> View All Shipments
Country/Teni ory rrom

Of ~ [ [oooeee g

1y Switch

| |*

Ship Track Manage Ship

* Create a shipment * Track shipment by * All Shipments
* Get Rate and Time Quote number * My Pickups
etc. etc. * Address Book
* Reports
etc.
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3. MyDHL+ Create Shipment

Important note: Mandatory entry fields are marked with asterisks.

1). Click [Ship] > [Create a Shipment]

=l TE, . DHL Express Help and Support  Find alocation | Q Engiish | 4= @

Home Track Manage Shipments ) MyBill My Shipment Settings L My Profile

Delivery Services

About MyDHL+
What's New with MyDHL+

Create a Shipmem

Creawc Sinpimnent from Past Optional Services

Create Shipment from Favorite
Get a Rate and Time Quote

Schedule a Pickup

Customs Services
Surcharges

Solutions

Upload a Shipment File
Order Supplies

2). Input information of Shipper & Receiver.

3). Complete input and click Next.

—EPFFE _  OHL Express Helpand Sugpart Finda location | C},  English | H# @

Home Ship Track Manage Shipments o MyBil My Shipment Setlings  § My Profie

o

q Address Book :
Registered addresses

can be applied.

From To

TARO RETAIL o = Suiich

[[] Business Cantzct

Zip Cod & City:
Enter Zip Code first
) and city names will
show up.
v ::<'r'-3-‘-3 kot | FIT:IFT: v DII‘RI\"aeth v TipSZ

Uncheck “Business
Contact” and check
“Residential Address”,

[ Residentizl Addrass

Phane Exiensicn Phane Type Code e Ensicn H
g1 |*| ogo1z34s1z3_ |¥ Ofice = mm 4 (7| z2m 0800 and company name 1s
not necessary.
[ ~dd Anotner B Add Anotner
VAT Tax 1D TipS: EORI Number

“Save as New Contact” for
a new receiver address.
“Update Contact” for any
registered address.

Type af 1D {for Prac

Telephone :

The number of digits and
area codes are checked.

3 Error message will be shown
unless any appropriate number is
entered.

Select One

tact || Updaty-ontact

Clear Address
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3. MyDHL+ Create Shipment

4). Enter Shipment Details

5).m Click “Documents” (Do not choose Packages.)

6). Complete entries and click “Next”.

—ar s pHL Express

Home Ship Track Manage Shipments €)

Create Shipment

Shipment Details
What are ygu ghi 7

' Packages

% Documents

Describe the documents in your shipment
Select a description @

Help and Support  Findalocation | Q

Englich | &5 @

Save for later

You can save your input
before completion.

1 Wy Py

MyBill My Shipment Settings

@ st

GD

Edit :

You can go back to the
selected section and
make changes.

Is it a document?
Some items you might think are documents are
not — check before completing your shipment,

> Help me determine if my item is a document

. Description:

Add additional description

®ad Shipment References
Reference [sppears on shipping labeliwaybill)

Drobibited liome .
Some items that are prohibited when shipping fo Choose an app roprlate
description from the list.

Germany. View Prohibited ltems

Additional:
Fill this field if thereis any

Protect Your Shipment

‘You value your shipment and so de we — don't forget to prote! gur shipment! Learn about our shipment

protection opfions.

[ I would like to add shipment protection to my shipment (Document ExtendUiability Service)

info to indicate on
Wayhbill.

Reference:
No need to fill

7). m Choose “ENVELOPE1” only. Fill out Quantity and Weight.

8). Complete the entries and click “Next”.

— B FTE . DHL Express

Weight: Including
package

Help and Support  Find alocation | Q English | B#3E @

Home Ship Track Manage Shipments o

Select Packaging

Dimensicns
27.50 x35.00 2 1.00 cm

Quantity

fackaging
ENVELOPE1

Box 6,
TR 35,9 X 36 9 cm

MyBil My Shipment Settings & My Profiie

[0 o IETR

Box 7
481X 404X 389 cm

Box

Total Packages: 1

Choose
“ENVELOPE1”

Total Weight: 0.5 KG ‘Add Another Package

@D
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3. MyDHL+ Create Shipment

9). m Select Credit Card and click “Next”.

Payment must be
made with credit card.

How will you pay?

Hoyg i LJor fransportation ch

< Solect One . Debit Card is not accepted
Credit Card / g

10). Choose Shipping Date.
11). m “End of Day” must be chosen. Click “Select”.

_ERENy = 4L Express Help and Support  Find a location | Q Engiish | 5FE @
Home Ship Track Manage Shipments 0 MyBill My Shipment Settings 3 My Profile
I'm sending my shipment on @ Save for Later

June June Al June June June More
6 7 8 9 10 11 +
Today Tomormow Thursday Friday Saturday Sunday
Delivery Date Delivered By Estimated Price
June Get it there faster!

With EXPRESS 9:00, you can get

12 9:00 JPY 1 5’800 m your shipment delivered faster.

Monday W
EXPRESS 9:00
June
JPY
M‘l.;Z 1200 12,154 m m .
londay .
=22 Quote breakdown will

EXPRESS 12:00

be shown.

June

12 Y 11 399

Monday End of Day

Details v
EXPRESS
WORLDWIDE

= ™E estimate as of JUN U6, 2o
[2# Disclaimer and Important Details

Please note that this delivery date does not reflect the domestic
transport by Letter Pack Light.

* Quote is based upon the information you have entered.

* Please note additional charges (tax, fees, etc.) may be incurred.

* DHL is notresponsible for any discrepancies between the indicated delivery date and estimate price,
and the actural result.

* The final deivery date and price will be subject to additional charges, the actual packaging, etc.
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3. MyDHL+ Create Shipment
12). Choose optional services if necessary. Click “Next”
3 Information about optional services is here
=B FFE, . DHL Express Helpand Support Findalocation | Q,  English | B%% @

Track MyBill My Shipment Settings 4. My Profile

B s for o
Charges Apply 45 JPY

Manage Shipme
Optional Services

E GoGreen Plus

Invest in Sustainable Avietion Fuel to reduce 30% of your shipment's carbon emission

|| Adult Signature

|_| Direct Signature

13). m Choose “l do not need a pickup” and click “Next”.

= BPITE . DHL Express Helpand Support Findalocation | Q,  English | B4 @
Home Ship Track Manage Shipments () MyBill My Shipment Setiings  §, My Profile

Optional Services
@ save fo Laer

How do you want to provide your shipment to DHL? &

I do not need a pickup Drop\off at DHL Service
Pgj

Schedule a courier

pickup

P.12
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3. MyDHL+ Create Shipment

14). m Check “Promotion Code” and enter the Code, and click “Apply”

15). Make sure you have got discount and choose Credit Card.
(This is discount from the published tariff.)

=B TE . DHL Express Helpand Support  Findalacation | ©  English | 52 @

Home Ship Track Register  Login

Shipment Cost Summary
EXPRESS WORLDWIDE Transportaion  Discounted ,
Mon, 15 Jan, 2024 - End of Day Charges Rate Protect Your Shipment

3545 Upgrade Now!

Volumetric Weight @ 0.193 kg Transportation Charges JPY

Total Weight 0.5 kg Fuel Surcharge JPY 4984 1,000
Chargeable Weight 0.5 kg

Emergency Situation JPY 60 60

Total JPY s 450 _ Check Promotion

: R Aoy o Yms:;::: thm Code, enter the code
and click “Apply”

-~

Please click here
for the promotion
code.

) I have a promo code

W Promo code XXXXXxXxx applied withXX % discount‘ # Edit ‘
Promo code is available for payments

Pay by Credit Card

© visao @b o B35 O

[] Save my credit card details for future shipments

A You are making a payment with DHL International GmbH on behalf of DHL Japan, Inc. 1-37-8, Higashi-
Shinagawa Shinagawa-ku, Tokyo 140-0002 Japan. Your credit card will be pre-authorized for 12,500 JPY.

The pre-authorization amount includes a reservation buffer of 20%

DHL will reweigh and re-measure all shipments to ensure we charge the correct amount to your credit
card. You will receive a payment receipt email after DHL confirms the weight and dimensions of your
shipment.

If the final billed amount exceeds the original pre-authorized amount your credit card will then be charged
for the additional charge. The original and additional charge will reference the same shipment Waybill
number.

Note: DHL never stores or retains any personally identifiable information or any financial information such
as credit card numbers. DHL only stores an encrypted token ID which can only be decrypted by the
payment processor in the PCI-DSS compliant environment.

[+ Billing address is the same as the ship FROM address

Terms and Conditions

By clicking on Accept and Pay | am agreeing to Terms and Conditions, Online T&C and declare that this shipment does not include any Prohibited ltems .

Accept and Pay

Click “Accept and Pay”
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3. MyDHL+ Create Shipment

16). m Check both “Label” and “Receipt” and click “Print Selected Documents”

—ar AT . DHLEx press

Home Ship Track Manage Shipments 0

Pay V]

Create Shipment @ Print

Help and Support  Find a ocation | Q, English | BE43Z @

MyBill My Shipment Settings 3 My Profile

Tips:
Click the magnifying
glass and you can

Print and You're Done!

Print and preview your documents

Shipping labels and customs decuments must be printed fogfhe DHL courier

——

17). Your shipping documents are completed.

Your Tracking Number
6120038750

Piece # 1
JD014600011018688780

¥ Save as Favorite

view and download
the printimage.

> This image cannot be
used as the shipping
documents

Now please go back to User Guide and finish mailing by Letter Pack Light.

3¢DHL Label

‘T

exeress worowoe ) O X apare..

TYO
Te: lual o —l
et
carwai
CENTRAL
L Hong Kong SAR, China _

THKG HK-HKG-HKC

™y e

0.5kg 111

s sas e .

WAYBILL 12 8770 3471
(ALK HKGHKC 42000000
4] JO01 4850 0108 E1ES 8002

Y Receipt

| A

Tips:
Print “Receipt” for your
reference.

Shipment Receipt

Shipment From Shipment To

HING rest
HDEYASUHING test
central
136-0071 TOKYO-TO KOTO KU TOKYO CENTRAL
apan Hong Kong SAR, China
+B1434212482 +B5226035548

104512916 &yahon.co.jp

Shipment Details International

Declared Walue:
DutiesAtaxes acct:

Iw.-._.umu Number:
3 Dutiabie Status:

2267702471 ]

Packaging Type: EMVELOPE Estimated Del date:
Number of Pleces 1 ®romo Code:

Tatal Weight: D0.50kg

Dimensicnal 0.18kg

Chargeable: D.50kg

Insured Amaunt
Terms of Trade:

Billing Information

Payment Type: Online Payment
Billing Account Online Payment

Duties&taxes acct:

Charge Breakdown: 7013 Y Speoal Services:

Reference Information

FReference:
Pickup reference nr: CBJZ30516024953

Description of Contents

Documents - general business

2019 & DEUTSCHE POST AG - ALL RIGHTS RESERVED

Information

MNon-Dutiable
‘Wednesday, 17 May, 2023
dhijp20

Tips:
DHL Wayhbill
Number is here.

KUK NENFYOU
WARIMASHI KIN /| KINKYUU
ATAN TSUIKA, KON
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0120-39-2580

Monday to Friday 8:00-19:00
Saturday 8:30-14:00
Sunday and National Holiday: Closed

DHL Japan, Inc.
1-37-8, Higashi Shinagawa,
Shinagawa-ku, Tokyo, 140-0002, Japan

dhlexpress.jp
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