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CONFIDENTIALITY (CONTENT IS COMMERCIALLY CONFIDENTIAL)

The information contained in this document is the property of Deutsche Post DHL.

No part of its contents may be divulged to third parties without the express written approval of DHL
Express.

All rights reserved; no part of this document may be reproduced, stored in a retrieval system, or
transmitted in any form or by any other means, electronic, mechanical, photocopying, recording
otherwise without the prior written permission of DHL Express.

This document may not be lent, resold, hired out or otherwise disposed of by way of trade in any
form, binding or cover other than that in which it is published, without the prior written permission
of DHL Express.

DISCLAIMER (RIGHT TO MODIFY)

This document contains (as detailed) the latest information received in time to be incorporated for
publication. However, DHL Express reserves the right to modify the information contained herein
without published notification.

Deutsche Post World Net offers no warranty, express or implied, regarding its accuracy, sufficiency,
merchantability or fitness for any purpose of the information contained herein. Any use made
thereof is made entirely at the risk and for the account of the user.

TERMS AND CONDITIONS

The requirements and specifications outlined in this manual are governed by DHL's Terms and
Conditions of Carriage, found on DHL's website, www.DHL.com.

AUDIENCE

This document is intended to serve as a guide to assist DHL customers to manage the usage of their
international Express account numbers.

© 2005 - 2018 DHL Express, Inc. All rights reserved.
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ESECURE WITH MYDHL+

eSecure is a security tool implemented in MyDHL+ to prevent unauthorized use of customers DHL
accounts for creating shipments .

L, .. DHL Express Help Center  Locations  English +

MyDHL+ Home Ship Track Manage Shipments 0 View/Pay Bill My Shipment Settings & MY

Access Denied due to | HIPMENT DEFAULTS MY SAVED SETTINGS
Delivery Options My DHL Accounts
Customs Invoice Templates

Shipment Protection Authorized Account Usage
My Producvtitem List

Customs Clearance Access eSecure,
Digital Customs Invoices

Courier Pickups Packaging Sen*s

Return Shipments Shipment References
Save Shipments Printer Settings
Assigning Shipments Notifications and Sharing
Currency and Measurement

Addresses

1 BENEFITS

e Itis a standard MyDHL+ feature that provides our customers to add security, control and

protection of their shipments.
e The tool will maintain the list of authorized MyDHL+ users.
e Customers can decide who can use their accounts for shipments.
e Customers can approve/reject users via email.

Simple Steps to authorise a user to create shipments with Customer DHL Accounts:

1. Login to you MyDHL+ with your credentials at https://mydhl.express.dhl/index/en.html

_ERESE oy Express Help Center  Locstions  English l [| v
MyDHL+ Home Ship Track Register Login

e J Ve

Login

Create a New Shipment Get a Rate and Time Quote Schedule a Pickup I

Email Address

Street address, city, postal code, country
Password

[_| Remember me @

Street address, city, postal code, country
> Forgot Password

@ Login

Not Registered?
Register Now

No account? No problem! Pay with credit card or PayPal.
Get a quick quote and start shipping
View packaging and delivery options

=DENS
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MyDHL+ Home
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2. Hover over “My Shipments” and in the box that drops down below click “Access eSecure”

DHL Express
Ship Track

Access Denied due to |

Manage Shipments )

Delivery Options My DHL Accounts

Shipment Protection Authorized Account Usage

Customs Clearance Access eSecure

Packaging Sen*s

Courier Pickups
Return Shipments Shipment References
Save Shipments Printer Settings
Assigning Shipments Notifications and Sharing
Currency and Measurement

Addresses

Help Center  Locations English q

|
View/Pay Bill My Shipment Settings 8. MY 1

Customs Invoice Templates

My Product/item List

Digital Customs Invoices

2 MAIN FEATURES

a) “Approve” or “Reject” user access by ticking the square box on the right hand side and then
choosing the relevant action. Enter tabs here
Mome Track Ship Import Information Center  oBilling Logout
Authorized User
- Search
- Eemad 10 Azcouet Nomber
’ St Approved
Repcted
Penging
Manage Profile  Search | Reset]
» Company Information - Authorized Users
» My Accounts
SRR w [«
» MyOHL Solutions 18 records found
» Home Page Setings Cick 0n the Comespondng theckbax of the row 10 aPEIOve. reject or COPY
» Add Adatonal Users You can sefect maitiple checkbones f0r periorming your 8¢ton
v eSecure Cick on the Downiosd Dunon 20 SOwnI0ed the sesrth results
» Authorized User
» Account No Email 10 ¥ Account Number Status
» Account Admersstrator Repected
» Authorzed Doman nR Agpeoves
Regected
Agproved
o Appeoved ;:-. o:quvi::rrns.
Repected _;xbbqqsit:ﬂ‘:aﬂ-ta‘ D12k 16
Repcted e bopgs@company com | 32-Fee-17
twat! Geyz com 553538885 Rejected o D‘:-Qgt,‘[(::ﬂ‘:)!'- com | 23-Now-18
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b) You can manually add a user by simply clicking “Add”. When in here you can add one or more
users (email addresses). If adding more than one, make sure to separate them with a comma.

Authorized User

Add an User or Users to Accounts

Select one or more values fram the account number list.
Enter a list of comma separated email id’s to be associatedto these accounts.

Account Number * Email ID *
LARRRRRRE] " testuser1@dhl.com,
222237222 r testuser2@dnl.com,
333333333 | |

444444444

555555555 -

c) “Copy” existing authorized users from one account number to another conveniently

3 AUTHORISING A DOMAIN

Instead of authorising individual users you also have the option to authorise an email domain e.g.
@dhl.com”. When you authorise a domain like @dhl.com, anyone that has an email address ending with
‘@dhl.com” will have access to the account with no further authorisation needed — see below.
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Home  Track Ship

Manage Profile

> Company Information
> My Accounts

> My Profile

> MyDHL Solutions

Import

LEUETER LGN Information Center

eBilling

DHL ESECURE

Authorized Domain

Add a Authorized Domain to Accounts

Enter a domain name. Choose multiple values from account number list to be associated with this domain and click save.

Domain Name *

List of banned domains

Account Number *

> Home Page Settings @126.com @aol.com
> Add Additional Users @bolehmail.com | @centrin.net
v oSecire [ @everyone.net [ @facebook.com
> Authorized User ! |
> Account No @hotmail.com | @hush.com
> Account Administrator @mac.com @mail.com
> Authorized Domain P | @rieks.com
@telkom.net @trashmail.com
@ymail.com ‘

@astags com
| @dhl.com
[ @gmailcom
[ @hushmail.com
[ @msn.com
| @safe-mail net

@yahoo.co.id

4 ADDING ADDITIONAL ADMINISTRATORS

@balitribune com
‘ @email.com
| @googlemail.com
i @icloud.com
| @outloock.com

‘ @siutao.net

@yahoo.co.uk

@bimamail.com

@etik.com

@hotmail.co.id

@live.com

@plasa.com

@surabayacity.com

@yahoo.com

To access this section simply click “Account Administrator”. You can assign more account administrators
to your account, meaning multiple people in your company with the ability reject/approve access to your

selected account.

—EPFrE _ pHL Express

MyDHL+ Home

Authorized User

Account No

Account Administrator e

Authorized Domain

Ship

Track Manage Shipments e

Account Administrator

\iewPay Bil

Help Center  Locations

My Shipment Seftings

English

2 wyFoie

- Search

Account Number

First Name

Company Name

Status Active:

Inactive

L ]
]
I

Email ID
Last Name

Origin

[
. 1

freland, Republic OF

- Account Administrators

7 records found.
Glick on the comesponding checkbax of the row fo add it as account administrator. Add | Download
7o o M. 3513013 304 Mt sceaunt s siators, R | | | e
Glick on the Dovmload button to download the search results
Account 2 First Last _
= Email ID ) = Company Name Origin Status
s0e__)) [ J@anicom I Ireland, Republic | Active
of
E [ pednicom Ireland, Republic | Active
of
09 h@dhi.com Ireland, Republic | Inactive
of
309 ] :'@dm,cu Ireland, Republic | Active
™ of

As shown below in step 1, select the account(s) that you would like to assign to the new administrator and
click Add (Step 2).
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PSS _ DHL Express Help Center  Locaions  English I I

MyDHL+ Home Ship Track Manage Shipments e ViewiPay Bl My Shipment Setings L My Profile

Authorized User Account Administrator -
- Search

Account No

Account Administrator

Authorized Domain

Status Active -
Inactive -
Step 2
- Account Administrators \
7 records found.
Click on the comesponding checkbox of the row to add it as account administrator. Download
Vo can =i 13 a0 maias sceount s gt EEEEE R =]
Click on the Download buttan to dawnload th search results
Account c First Last o
Step 1 L Email ID = — Company Name Origin Status
ST [ J@dhicom | Ireland, Republic | Active
of
[ERET . [ hedicom Ireland, Republic | Active
of
0 Ta0e_ ) h@dni com Ireland, Repubic | Inactive
. of
O [ 309 I [ fedneo Ireland, Repubiic | Active
™ of >

On the next screen as shown below, you need to enter the mandatory details such as First Name, Last
Name, Email ID etc.

Click Save to complete the process.

—mPSTE& — DHL Express HelpCenizr  Losations  Engiish ]| [
MyDHL+ Home Ship Track Manage Shipments e WiewPay Bil My Shipment Setings & My Profile
Authorized User Account Administrators
Add Customer Account Administrators
Account No
Account Number 309
Account Administrator *Required. Fill in the details for customer account administrator.

First Hame * Eoe Last Mame * Blogas

Authorized Domen Email ID = h’oe ‘bloggs@company.com Phone * |00353739455123| |
Company * MyCompany

Address Line 1* My Address

Address Line 2

Address Line 3 SWORDS

District/ Suburb

City * [sworDs | Postal Code *

Origin * Ireland, Republic Of ¥ State/Province |CO DUBLIN |
Language * \ Select Languags ¥ |

[raa sve cane

The new account administrator will receive a confirmation email notification. If they have not previous
registered for MyDHL+ they will now also receive a MyDHL+ activation email.
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