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DHL e-BILLING
I

This guide provides an overall view of DHL e-Billing; what it is, the features,
advantages and benefits, how to register online and user guidelines.

WHAT IS DHL E-BILLING? DHL E-BILLING — FEATURES

+ DHL e-Billing is an environmental and efficient way of + A free online user-friendly service for all customers —

delivering your invoices which will enable you to
manage DHL’s invoicing online

It is a free online service

It eliminates paper and processes invoices quickly,
simply and securely

It is a unique and powerful service that will help you

allows for multiple users to have 24/7 access

Secure VAT compliance — all VAT compliant invoices,
credit and debit notes can be viewed

Compatible with existing financial systems
Country-wide and multilingual

Online logging of invoice queries; view historical

save time and money invoices for up to 12 months (starting from the month

+ Registration takes just moments so you can quickly of registration); shipment waybill and invoice

begin to enjoy the benefits of a greener, more document retrieval

efficient process + Choice of downloadable invoice formats; PDF, CSV, XML

+ Viewing full shipper and receiver address details within
the downloads

+ Multi document download function

+  Email notification for the newly issued e-invoices by DHL.

Online demo available at: _
Where only a single invoice is generated, a PDF file will be

http://apps.dhl.co.uk/ebilling/Start.swf

attached to the notification by default, if it is not oversized.
+ Monthly statements — receive a monthly statement of
your DHL account
+ e-Billing technical support helpline — 0208 831 5363

DHL E-BILLING — ADVANTAGES AND BENEFITS

Online query Raise a query on any invoice online saving the need to telephone. You also have a query log

to view all queries

Quick delivery With DHL e-Billing your invoices are delivered to the correct person / people / team. No more

postal delays or missing invoices

Multi-lingual DHL e-Billing portal enables you to view and manage your invoices in the language of your

choice

Instant download With DHL e-Billing you can save time and eliminate input errors by downloading invoice

data directly into your finance system

DHL e-Billing provides an online history search and will automatically archive your invoices

E-archive . T . .
online providing access to copies for up to 12 months, so there is no need to waste any more
time searching through filing cabinets or chasing paper copies
With DHL e-Billing you will be able to access and view your invoices and waybills online
Ease of use

with just a few ‘clicks’ thus making the approval and query process more simple and
convenient to your business

Environmentally friendly ~ Supports DHL to achieve their environmental goals converting up to 18 million paper
invoices throughout the European Region to electronic delivery
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HOW TO REGISTER ONLINE
I

e-Billing can be registered through the DHL website:
https://dhl-ar.accountis.net/customer/enrol/uk/

Address | &] hitps: {fdhl-ar. accountis.net/customer fenroljukf
DHL e-Billing hub Customer Enrolment
Help
Account Number / Contract Number:
Company Name:
Complete all L Contact Name:
details and save. Email Address:
Telephone Number:
Language: English v
Please enter the following information regarding the last DHL invoice you were sent:
Invoice Number:
. Grand Total
You will then
receive a notification Plsese confiern that you sgree 1o (HL S 2 O
email which will Swo |
provide your temporary

password to access the
DHL e-Bi||ing Hub. ™ Your enrolment for e-billing at DHL - Message (HTML)

:Fle Edt View [nseit Fomat Tooks Actons  Help
i gReply | C@Replytonll | Forpard | 4 | A ¢ (S| X a9 N -alg-l

Fram:  ebilingi@dhl.com Sent: Mon 08J08/2007 12:27
To: meEdm yCompany.com
Ce:

Subject: Your enrolment For e-hilling at DHL

Once you receive your

password, you can access the THIS IS AN AUTOMATED MESSAGE, DO NOT REPLY
DHL e-Billing Hub through;
https://dhl-ar.accountis.net/

| Dear Customer,
customer/login by entering Thank you for registering for e-Billing at DHL. We are al.li!%ﬂﬁ:lm you that you have now
your user name (emall | baen approved to racsive invoices slactronically.
address) and password. Your password is: 1234-1234
This will take you to the This is & temporary password: you vill be prompted to change it when you first sccess

yaur account.

‘desktop’ page where you will
be able to access all the
different functionalities of
DHL e-Billing.

| FPlease click on the link balow to do this. Your login vill be the same as your email address.

To ensure that you
receive e-mails from

ebillinguk@dhl.com
g Username:
can you please add this
e-mail address to your PR vl Eoraotten vour password?

address book. Login |
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DHL e-BILLING HUB DESKTOP FUNCTIONALITIES

REPORTS
Displays new Access to update Access your on- Allows you to search for a
(unread) invoices your personal line queries and particular invoice via
settings generate reports account numbers, dates etc
Y
Eﬂ”‘ = Desktop My Profile Reports Search cr;'em uu:;nymm
DHL e-Billing hub Desktop
DHL Entity
Help A HNew invoices from DHL :
Logout Time Definite (DHL UK)

We conserve resources and believe in climate
protection. For more information call us or visit
www.dhl-gogreen.com

cortactus FAQ

Access to all In Desktop and DHL
available invoices Entity, allows viewing
for viewing of all available Invoices
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STEP BY STEP USER GUIDE
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Over the next few pages we will explain, step by step,
how to use the functionality of e-Billing.
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HOW DO | VIEW AN INVOICE?

You will receive B Your latest DHL invoice : GVA3EE75 - Messape (HTML)
notification by e-mail fpe ER yew Ioet Fomer 4R adons teb
every time a new aBenhy | @Roptvion) |\ pfonmed (b o 3 ¢ S X ec v o x) Gl |
invoice has been issued ORI o R0 Mo Ca/InEI0F 2T
by DHL — :::: Me(@m yCompan y.com

Subject: Your latest DHL invoice : GYA3BZ7S 275

(s: | GvA3B27S5.pdf (29 KB)

You can either
open the PDF file

attached to your e-mail /
or click on the linkin  — |
the e-mail which will

take you to the DHL 1f vou would like to download your inveice in & different format. cli
e'B|”|ng portal e-billing website. You can also view your account details and on lin

THIS [S AN AUTOMATED MESSAGE, DO NOT REPLY

Dear Customar,

hed your invoice in PDF format, dated 24/02/2007 for shipmants and services

supplied by D-|L Exprezs,
e nvaice history her

Click on ‘DHL —arrre, . m%m
Entity’ and then click

you into the next page
where you can see all
your invoices (new,
unread, all history).

New invoices from DHL:

Day Definite (DHL UK) 80

Time Definte / Same RHL UK) 57 View |

DHL Express (DHL U 0

— Deskto Profile Reports Search Current :
Eb”‘& P e i ) ubuowm‘l.m

DHL e-Billing hub

ﬂ When you click on

. .y Type | a1 & | Acon | cglact *  Confirm || Time Definite (DHL Uk ¥ Setup Direct Debit
DHL Entity’ and then on |

'View', you see the screen Selected: 0113 Total Amount Selected: 0.00
on the right where you Al Unread LegalEntity Lo peorce MRS voicotlo Type Status  Currency S Y e

can see all your new and :D":i:'l"’ 150895617 130695517 100052012 wr!wm GEP 334N SEIET 394778
unread invoices, then you m LPLT2B1284 Credk S GEP 088 000 -3088
can select the invoice you
wish to view online.

Current i
= Y7/ Deskiop My Profile  Repors Search ot
DHL e Billing hub Details : Debit
DHL Entity
« reburn 1o iy kst
Help
Logout Select ws: S0 pustory |Pa,-uo.~ v by | ouery | Sewpirecies

Your invoice will be
presented as a web page,
you can then download it

= H 3 € enmw- - H{

. . eni ole summary
from this page in the e
MR RHYS EVANS [ Numbe: HSCT281595
format you prefe r. MATIONAL PHYSICAL LABORATORY LTD :3;; !wnx-::t 13091 :Eso
HAMPTON ROAD Invoice Date 11 May 12
TEDDINGTON MIDDLESEX HNumber Of Pages 1of2
TWIT LW
For Invoice Enquiries
Telephone: 08442 480777
Fax 020 8831 5399

Website:  www.dhl co.uk/ebillinglogin
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HOW DO | DOWNLOAD AN INVOICE?

D P Re S Current user:
)"/ 4 Jesktop My Profile poris earch .
DHL e-Billing hub Details : Debit
DHL Entity

You can download your -’ 300910 istory | Paynow ¥ pay | ouey || Setupmecin

invoice in various formats — -
by clicking ‘Select’ and hU K eefsr- A [ | -

choose the format you 4|
prefer; XML, PDF, CSV, UK o -?ﬂ‘.
CSV and ebXML. — e =——— —r
i e : [
e oy — e E
Once the format is I
selected, click ‘Download’ -

to download your chosen
formatted invoice and save.

Below is an example of a PDF format, this contains the
same information as the paper invoice that you currently
receive (prior to e-Billing registration).

l

Irvoite Numb e HWCTI#15595 H — A A =
Account Musnbsar- 130417334 Debit Note = =
Imvoice Date 11 May 12 "
Mumb or of Pages: 20F2 LAPES
ArWagpdl  Svippey  Snipmert Origin (o rugmasn Typa of Servtcw Weagrs Sqarvige Cur g Crgges Frequency WAT VT Nat
Nurier Afererce  Dam nEg Charge Dy comm Code  Crgrge
SGEE  MOTETE Sl VE AT R LCS SAUADS ALGERA AL Gt v W i (Mot 120 L84TasT <15 x
et
LA WRHT P um
Fusk s e T g rE
T84 s faagati gt

Below is an example of a CSV downloaded invoice, this format provides
you with similar information as the PDF with the following additions:

e Full shipper address details / Full receiver address details
e All details are on an individual Waybill level

3 Microsoft Excel - INV5839703[1].csv
"—'—-l’ Edt Wew Insert Format Tools Data Window Help

B b AR Sa.0o 8 x 82| []s '&l?“"" 210 /B I U EERH B o b B E- DA

1 & 1 o ] e | o [k ] ] Loa ] w e o] o 1 on ] w Jelel e | w | = § v v | ' 1 ] -
| [ S P ey [ T— [ P - ~
1 lleewisee Dure  Mame Mombes 1 Deriviprion PALIOOL Grmsr Okargs Mot Sl Weitht Cade s Gade N Cads AWBMembs ShippeeReboren Oote  Origin Cade Dosrinatinn Duds  Shipper Dutaie Firtaior Dt ol
B_|WYBIIATH SARILNNG DML IFRLS: SESESSEEE 1 DML Dwmartie Knprans L - “ e . FAR AN Trsnimaler | IWORINW ABCROIEN oo -
| INYSVIATH IO DMLIXPALS: SSSOSSS9S & FuedSunschanse * - ® ¥ WA ML Traisinglar | TSI AEOMOLEN oot b e DHHL
4Jmmm OMLETPRLS: SESIESINS 3 DL Dwmsrtis Esgprass L) - » as . 148 ALY CapeareFarm TS0 ABCRDCLH GLASGONW oeLE, £ & Cen
_E_[INYSAATY TSRS DHLLIFRLS: FERREIRIS & FaslFusibaess ' - - ® WA A oo
& INYSRIATH TEARTIN D LIPRLE: SSSESSNIS 5 DWHL DwmerticErpran ' - “ . 0 TAA | BAVSR HA ASNBITI GLATSOW ABIROUCN Deil
B L e T & ST ' - “ ¥ WA Sees nA ASNBITIN GLATOOW ABEROECN peiLE A 0w
. iumm ABIRTATS DML CIFRES: SSSESNS T DML DwmersEapresy ' - » e " 348 i na ABEROLLn oo
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HOW DO | RAISE AN INVOICE QUERY ONLINE?
I

—=r 7/ 4 Desktop My Profile Reports Search Current user:
barbara nowakidhl com

E

DHL e-Billing hub Details : Debit

DHL Entity
= redurn {0 invoice kst

Help
Logout Select ~  Download |smw:3$:d"“ History Pay Now ¥  Pay m Setup Direct D

=5 E L STz x| M eeEm

—mas.
You can query Debit Note Summary "'" L_
any of your chosen MRnONAL PVSCALLABORKTORYLID ook
invoices simply by TEDCANCTON MBCLESEX Mo OF Pages: e
W W 2 Py
. . 1 I ::KI:':;:'EW"B 0B4L2 400 777
clicking the ‘Query T
bUtton. Tyws of Sarviie Sl o Tl ewed Total od O gt WAT et
Liew ~ -I.'.l_:: (h(-:n Crargs
L s W I e (M, ol ] 1 s hesy [aF LE 1500 mrean
Desktop My Profile Search

The query screen then lists
all queries against that invoice. If
you want to add a new one then
click ‘Add".

Complete the query form
with the required information No existing queries
(select the code, fill your contact
details and type your query),
then click ‘Save’ and your query
will be registered with DHL. This
will be resolved within 10 days.

Invoice : Queries

=]

Please note: The response to Invoice No: GVA4TETS
your invoice query made through Code: C18 - billing address needs to be changed ¥
the e-Billing portal will be Contact Telephone No: +44 1234 567890
delivered either by email or post.
Contact Fai: +44 1234 567890
Contact Zip: LL57 4FG

Please note our billing address has now
changed to ....
Note: To view the status on Guery:

previously registered queries
please click on the ‘Query’ option
as shown in point 1 above. save I'-.J
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HOW DO | VIEW A WAYBILL AND SEARCH FOR AN INVOICE?
I

VIEWING A SHIPMENT WAYBILL

You can click on the Waybill number hyperlink
on the invoice and the details will be provided, if
the Waybill is not available at this time, you can
raise a query which will be registered automatically
DHL e-Billing hub Details : Debit (Waybill information is only accessible via the
ey e-Billing Hub) and will be answered by DHL.

<return to invoice fist
Help
Logout Select v Download Status: SC"00 | yistory [Pay Now »| Pay |m |mnimetm

BB e NI oo™ - /g dl -

J”’ Desktop My Profile Repaorts

|
Invoicg Number: HSC7281595
Account Number: 130917250
Invoice Date: 11 May 12
Number of Pages: 20of2
AirWaybill Shippers Shipment Origin Destination Type o

Number Reference Date

\ 5204464322 HSC7154760 03 Jan HEATHROW LESSALINES ALGERIA DHL Exg
Docums

Deutsche Post DHL

A2008 DHL. All tights reserved.

SEARCHING FOR AN INVOICE

Click on the “Search’ button to take you to a search page, enter an
invoice number or invoice type or date range to refine your search, you
can then find all your present and past e-invoices.

Y 7/ 4 Desktop My Profile Current User:

= AV &Y G me@mycompany.com
DHL Entity
Help Account Number: A
Logout Invoice Number:

Unread: ™

Invoice Type: All ~

L » | Invoice Status: | All v

Date From: D Date To: D
( Search
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HOW DO | UPDATE MY PROFILE AND ADD NEW USERS?

11

You can change your preferred You can change
language by clicking on "My Profile’ your password.
and select your language of choice.

—_— ET&F Desktop My Profile Reports Search Current user:
=l aw— my.name@company.com

DHL e-Billing hub My Profile

DHL Entity

Help My User Details Update Password

Logout Contact Name: MY.NAME@COMPANY.COM P o
Email my.name@company.com
Home Group: COMPANY GROUP LTD Enter new password:
Language : ¥ Confirm new password:

swe |

My Accounts
Account Number Company Hame Existing Users Add New User
131234567 COMPANY GROUP LTD my.name@company.com D
139876543 ANOTHER COMPANY LTD an.other@company.co.uk i

You can add multiple users and select
the account that you wish your colleagues to

. To register additional account
have access to by clicking ‘Add New User'.

numbers to your e-Billing hub,
To remove an email address, please email repeat the registration process for
ebillinguk@dhl.com each individual account number.

For Sameday business email ebillinguksd@dhl.com (please note that the address in the
guide is for International business only).



DHL e-BILLING ENHANCED FEATURES

In this section you will be guided through the enhanced features
of DHL e-Billing which will provide you with the details on how
to view and manage multiple weekly and monthly invoices.

e Summary Email
e Multiple Document Download
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13

Currently an email is generated and sent for each invoice, debit note and credit note, however
with this new functionality we can now send a summary detailing these transactions.

PROCESS

1 e . .

. Where multiple invoices, credit notes or debit notes are
produced for each account in a single day, a summary will be sent
listing the numbers.

See below an example of the mail you will receive.

THIS IS AN AUTOMATED MESSAGE, DO NOT REPLY

Dear Customer,

Please find below a list of 3 new documents for shipping and services supplied by DHL Express available
to be viewed via the DHL e-Billing website.

Account Document Invoice Invoice Date  Invoice Tax Amount  Invoice Total
Number Type Number Amount

131234567  Invoice EDI3233579  14/07/2010  316.19 0.00 211.37
131234567 Invoice EDI3233579  14/07/2010 316.19 0.00 211.37
131234567  Invoice EDI3233579  14/07/2010  316.19 0.00 211.37

For all invoice content related queries, please register the details within the ‘Query’ option against
the invoice in question.

We look forward to receiving your payment in due course and within the agreed credit terms as
stated on your invoice.

We would like to thank you for using the services of DHL Express.
With kind regards,
The DHL e-Billing team

WWe conserve resources and believe in climate
protection. For more information call us or visit
e, dhil-gogreen.cam

B &mar *  Click here to download Adobe Acrobat Reader

PROTECT YOUR PASSWORD

DHL or DHL Staff will NEVER ask you for your password via email. The only place you are asked for your password is when you sign
in to the DHL e-Billing application on our website. You will always sign in via a secure connection. It is just a machine sending and
receiving these emails, so please don't reply. See our Help section at http://www.dhl.co.uk/publish/gb/en/tools/ebilling.high.html for
more information.

If you wish to be set up with this function, please
email your account number(s) to the e-Billing team
requesting this on ebillinguk@dhl.com and the
team will update this for you.

On the occasion when
only one invoice, debit note
and credit note is generated
the system will default to
sending the email with the
PDF as an attachment.

All invoices generated
prior to 9:30am will be
included in that day's
summary, invoices generated
after that time will be held
until the following day's
summary.

Upon receipt of the mail
you can access the e-Hub in
order to view, download the
invoices (should you wish to),
retrieve the HAWB details or
register a query.




14 | Guide to DHL e-Billing

MULTIPLE DOCUMENT DOWNLOAD
I

The e-Billing hub has been further enriched with the functionality to download multiple
documents, allowing you the capability of customising and consolidating the .csv file thus
providing savings in your administration time. In addition a search can be created and
pre-saved if it is used on a regular basis.

DOWNLOADING MULTIPLE DOCUMENTS

Ussbisp My Preiile  Aepam Saan Commen v

Start by viewing the B | i
documents either through Bl a ity b

the ‘Desktop’ option or [ > Mk

e o4 B PO
iy

‘DHL Entity’. Then click [ W& =mser—————f]

on the ‘View' option.

ey P .

B b Bl e - v Derede EHL UK
° PRpEa” SE3EES 3

™ Ml Mg - T ) (e ot e

* Dirw i e it

' We consenve resources and believe in climate
protection, For more infarmation call us or visit

Select the invoices by
either clicking on ‘All" or

wwrw. dhl-gogreen com
ticking the box next to the
invoice that you require. Datsche ot DiL
AL SEUH (REaRve | || e o
DHL o-Billing hub
DHL Entiry
ielp Tyee 4 o | A it ¥ cenmm I | Time Dofinit (DL LK) ¥ Setup Bwrect Debl
Selecied 0138 Total Amount Selected: 0.00
Acsount  kmuics  Omowiched L Gtand
0 oo LonelEotny Comonama A FEOKE DM pgeny pon s come i, Ty S0
O @ Db e e sz ORI inroms cen SRV e a0 amn
O g&".i’:}"‘ 13070 130MT0 11080012 ECTI81595 Dett w P NTH 000 BiGCm
| e DHES 1 se200i0 196260909 0040012 EEETE T Tl T Desktop  MyProfile  Repors Search Current user:
O & Jabes IR AT LTI Cret SRS cae a B = it )
0 @ [abute VI S L risaen ot SO0 cee an DHL o Billing hub
(u] m:‘o"‘ 1020509 1MEI509 AOA0NE LPLTISAZtS Detk DD Gee n
Tines Dot Sendng DHL Entity
D - (DHL LK) 1 Q009 A MEQECE0D DADM 2 LPLTISAIT4 M'—m - Bl "'b 1 Time Dafinite: [DHL Lln
O EB“E"’ 136200805 13620509 2004002 LPLTsaT2 mm e n
o forkrinallt 130000755 J4402 MEETI oot Y 088 bt Tot
Pastaie et i o Troabutres 10118102 TI0NBTR 20N08 wseTisen oea SU  ces  yma ComanyMame OSSO Mnesise W tvoico Mo Type Status €
mpmm Tmowires AT sy sanus 10502 S e g 136200029 tOSEOI THOI  Lprionse mm
=] V306N 7250 110802 HSCTI81535 Deblt m““
136202920 0AT012 LPLT264260 Creck mg‘"‘.“'
VIS M0 LPLTZ54269 wms"“"
B & Faho™ 1 10200 004T012 LALTIA240 Creck SO0
B e taae. 138202975 10020 U001 LALTISANE et 24000
. ";,"._m 136282929 136282909 04012 LRI mm
= Tva erte s3son2020 136282929 JMA4I012 LALTZSA2T Crackt S
H . T Datet Serding
Once the invoices have o o e M e 8
. B m“':?““]"’ 1aon1a1az 130118152 J0040012 MoET254013 Dot SO0
been selected click on the ot v At soerwes ‘
= T D8 1o puce ooy LTD 130263814 awoanon2 1P cougiesons pee

‘Download’ button.
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EF' Theskiop Wy Frofila Hapors Seanch Ceriend rao:
e b Select the document
TRHL . Ei i 1ng Fiii s Download Invoices type required i.e. PDF and
— : ‘CSV, then c'I|ck on the
el STOMTrre Download’ button.
Lageul g";‘::‘*m
e
f:—i;nmamlrxm (e ey TPl
]
.—I [l B
[] Arieca
] Dumtama invmics (008 image
g
S
Total Py )
-pm- Leskep My Frofile Rports Search imm
— e
DAL Ewiliy
Help Floanc sl e youn Tles se collexted (3w oo TRI0-00-87 Ak
| el

Wem ey Goidries B Leo e Ui ol e svlvs Dnn o e i e b Leiseg poilinml.
e TR T T L e P R ElR TRt Divarioade” h the ekt

NOTE: Customs Invoice (ODB) CSV —
this will download the csv file for the -
Duty & VAT invoices only.

Frogress: 7ol 35 fles colecied

Customs Invoice (ODB) Image — this
will download the backup
documentation for the Duty & VAT
invoices.

NOTE: The download of the Waybill
(applicable for the International

business) will download all Wayhbills on

the invoice. If you require only a
selection please view these images by

clicking on the waybill hyperlink within

the selected invoice screen.

NOTE: If you have
selected a .csv file
please refer to page
18 for instruction
on how to
customise the file.

NOTE: While the Download is in

progress you may continue to browse

the e-Hub by either:-

a. Clicking on the ‘Return to invoice
list’

b. Clicking on the ‘DHL Entity’

c. Clicking on the ‘Desktop’
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MULTIPLE DOCUMENT DOWNLOAD
I

R L R L

DHL & Biling hub Active Downloads

BHL Enity
Help < regan b v kst
Logout Pease vl while your files are collerbed (Started: 310210 183410,
Vou mary contiwe bo browse the site while Bhis domnlosd is being performed,
ot ehuw s bo s page please click “Aetive Bownloads™en the deskiop
Progress: of s colieded
Pizame ciick Fatrisve’ i Sramiosd o flaz
e
Once complete the files can be retrieved ik Ot X]

by clicking on the ‘Retrieve’ button to

. e . Do you want to open or save this file?
activate the ‘File Download’ dialog box (see

left). To view the documents select the ‘Open’ q Mame: DocumerkDevnkoad 2
option, to save the documents to a dedicated Type: WinZip File
directory select the ‘Save’ option or cancel. Fram; . dhl-test-standard-csv,ascountlnet

To start another download, follow the

. . X . > [ Open ][ Save ]E Cancel i
instruction from point 2 on the previous page.

“wéhile files from the Intemet can be useful, some files can patentially

NOTE: To convert your .csv file to an Excel file, ham your computer. If you do not tnust the source. do ot open or
s save this file. Wwhat's the risk?
open it in Excel and then save as .xls format.
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If you have moved away from the donwload screen, the previous
downloads can be accessed by clicking on the ‘Desktop’ option.

:

—Bxy_ Deskiop  MyPuofils  Repors  Search Crent user:

b i NOTE: Click on the ‘View'
TR e skiop button and the screen
g .~ below will appear.
- hind rvalon et ML - /
Logeut Time: Dotrite (44, LK) ]
s +
Wescanes ortuny NOTE: Downloads are only
et o g ToeDeet 4450 available for 24 hours from
s R the time of download.
* Dorwilosd Cov filee

-rm Mreshtop Iy Prafile Reports Search Loy em ez
oo
prcrtection, Fe Active Downloads
mmﬂ IHM.;EW Al active downlosds & & salible il 21:58 CMT BT830
Deitscra st ik Lisen oot ety £ 1 b o he doad in bukng port crrned s page phease clhck “elive Downbasds® o Bhe
deskicg
TR = = T | o
Click on the ‘Download’ T
button to activate the ‘File
Download’ dialog box.
Click on “Open’ to open NOTE: Should any of the requested documents, in particular the
the zip file to retrieve the wayhbill numbers, not be available the details will be displayed in
individual files. the download_report.

r dwningd repor] bed - Pobepad

B EoR Fowet Bew Help

sl and fay FE47020062 Tor LAMGE44413 s not currently avallable.
B mnd My STBA0STLTE for LOWGLE6873 i3 not currently available,
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MULTIPLE DOCUMENT DOWNLOAD
I

CSV — CUSTOMISING AND CONCATENATING THE CSV FILES

A full csv file of the billing information is available, however, should you only require selected
fields there is the fexiblity to customise the file thereby reducing the extract to your specification
and displayed in a set order. In addition, if you receive numerous invoices you are able to
concatenate (consolidate) the files making it easier to import into your accounting system.
Please note — at present Duty & VAT invoices cannot be included in the customisation.

CREATING A NEW DOWNLOAD OR IF YOU ARE IN AN EXISITING DOWNLOAD

Follow steps 2 and 3 in the Multiple Document Download
section, then select the “CSV option’.

_—.I.Ez = Diskaeg iy Peadife feeg i search ':::I.:I:{‘IIHI T
DI & Silling hnk
| DI Emny
Help
|- Lagan
s Centarmme Foimeal '
[] et Mri e (0H] £24
“ (1% B
[] s
14 ey Pl
[] ambonnt Mo CODE hengee
i Dzt Sawe Tant IBe | e
Sumaae L'
TaslFbaE T
sppnas, PO oaa | 1038 00NN {100 L)
e . SR ke D000 HIE (0 DO R
| Dewtsche Past DHL
p Select the ‘Customise Format’ button. NOTE: The “Customise Format" is
unavailable for Duty & VAT invoices




P Within the ‘Customise Format’ screen you are able to:-

DHL & Billimg hub Customise Format

Guide to DHL e-Billing

Remove columns you

DML Entity
Hel) E do not want to see or add
i e e them back in. Please see
|Eiling Address 2 Bilin 'C.h . i
Bl Addes Filiog Soace Appendix A.
{Bding Fostcods lmvoice Numbsr
Station Code
liwoie idmiif
I E
|menice Date
: Pt Change the order of
TICk to concatenate oo the columns.
the f||e {Biling Account Mame
WAT Fumbsr
Shipmind Musmbie
{Shigenent Date /
|Shigzzt Redare o
)
Corteraled
| - Select the sort order.
0008 DHL. 21 aghs ntevad ek
! EHazion b
By Ehpwerlll dabe, folkewsd by Producl
= \E;_;?“M aiﬁouhTi;
Once the selection is complete DA s
. . Help
and you would like this CSV e S 'y B
selection to be a regular download, it Colun Header — et
. . Lina Type -~
type in an appropiate name for the Gllis vk
report followed by clicking on the Sision Code.
Irwoice |dentifier
'Save’ button Invica Typa
' N e
Remove Row Eue Da:: ]
Bif;ﬁ“;g.féﬁu”n?
Cllog Addmas 1
Select ‘Done’ to return to the il Adirese 5
'D I d I . A S d Billing Postcode ..
ownloa nv’mces cre?n an _——
then select the ‘Download’ button Deutsche POStDHL corcuersess [
for the report you have just saved.

Theskiop Hy Profile Hapoits Search Corent ez

FHL - Eilling huls

Dowrnload Invaicas

[HHL Entify
Help
Lagent

| Cumiama mvoion (OCEXCSY
=]

]

] shena
] Ar'vined
[7] Custar ievmkcs (0C&)imags

Whilst the download is in
progress the ‘Action Download’
Screen will appear with the status.

Once complete the files are
retrieved by clicking ‘Retrieve’ to
activate the ‘File Download’
Dialog box.
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CSV — CUSTOMISING AND CONCATENATING THE CSV FILES

This section will show you how to retrieve a previously created and saved report.
(Refer to points 2, 3 on page 14 and point 9 on page 18).

Follow steps to 10 to select a previously saved
report and click on the ‘Load’ button.

Customise Format

A message will notify you that To delete a saved search,
the file is loaded successfully. select the report followed by the
Click ‘Done’ and follow the steps ‘Delete’ button.

detailed previously (13, 14 and 15
on page 19).




SEARCH FUNCTIONALITY

This functioanlity allows you to search for documents that meet a set criteria, for example, all Duty invoices for the
month of November. Once created and saved this template will be available for future use and may also be

amended to satisfy changing requests.

Within the ‘Search’ options you are now able to customise your search
by first selecting the criteria that is applicable.

L G |
D @ Toetes oo (st soiciis B Lowsin e G w1k e
O ® niug Fesl foecin | RSO AR Feg Mmmm o dor son. o
08 [ temiennt rmes: 2smanni BT ommmEece L, G 15X o X
L Ty ——
O @ pRies s o ooty G5 oo L, o PERT
0w mmm“_ Taccan peners zeacety LUV lommetnos DL, 0w s om. den

g TrmDetrin : M St .
O @ 00" et s asoons SR commsmae [0, o0 w0 oo e
O @ U reticon iuresns oo 250 LI e a8 T T
O 8 Gai Ieionn e seaceis e L e oo sw ox am
O o TR0 s voemw mes 22 ommemnecet o s nx ma

Trrs Latris M St h
. Tost Accoint {TESOLE 3 o 73 og T

Once the criteria is
selected click on the
'Search’ button to display
the result of the search.

Select the invoices by
either clicking on the
individual boxes or the
'All" option.
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MULTIPLE DOCUMENT DOWNLOAD

Once the invoices are selected and this search is to be completed on a
regular basis, scroll to the bottom of the page and type in an appropriate

name for the search.

Click on the ‘Save
Search’ button.

Click on the

‘Download’ at the top of
the page. (Depending on the
number of invoices selected
you may need to scroll to
the top of the page).

Use this option for the

Duty/VAT CSV file.

— - a
. . ;;"’._l:;‘" 158 NN PR ‘I,M” T AR el Senie 8P L FTIN. TR 1} ]
@ Teneer TR s wrmarn | JET LOWSMERT) voae  Sendra 8P B 3W me
Deiatschie Post DHL
o SO e o meigvn (SO Luanrn Dad Senng P (LT IR
[SESENL AR e AN poriaie MRG0 g LAMANID R Sanargce 4w 00 M
& e At oo oo 150 somemes e Sarg o BT R
= s A morenn elom (10" BSOS D Sty 08 BN 1M M0
= sy e gy (TEETT a0 s eeaeg o8P Moa DO M
= @ :!-l.bl;:“ ;"w M0 AT ?‘Pémm" SOUGMTONS Detst Gendrg COF 16T FEAE RS
= ;‘1'{::" ;"m NI G TRELR ﬂ?}ﬂh1 ST (et Sororg G e 1
Tima " - f
B ® m"_‘;“' Tedhoeant aisnion oaainn MRV e e Soreg GBF
‘ s s Tesd Account o1 pasen s
H s\ ANBISH0 TG o EOUBMRAT Crol  Serdeg D8F
=2 I;':_m“ Pefseal soaascnio oot TLUT BCLBAIT Debd a3 M e
5 e “F"nm"‘:.:"' ST 3314 Gl GRS L"ﬁm" Serdirg C8F W oEm R
£ @ Pt omee amiiens e SR o, S ee =8 o Be
e
Fage i B
leskaep I Pralile fepasin Search Lin e s
Eﬂﬁ&'ﬁ R R T
L = Silling hub Download Invoices
DI Bty
relunh be e b
Elelp
St Do o s
Legam
] EOF
(=l Cevtztneme Fotmsal *
[ Garthrns Pnome OLEI 3 <
R
[ s
[] o i
[] arthrns P CH1 i
Dawnioad Sawe Towt 10 i
Sumunay
TobniFbar 7
sppraz. PO ooea| 1158 00D (1.00 W)
mpprax. S5 akzel OO0 ¥ 00 D0 R
H 1 I
Click the ‘Download

Use this option to
retrieve the Customs
documentation.

Once complete the files are retrieved by clicking the ‘Retrieve’ button

to activate the ‘File Download’ dialog box.
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NOTE: The next time you select the pre-saved search, the download button

will be available straight away to show the list of saved searches.

L1k

DHL e-Billing hulb Invoice Search

DHL Entity

Help SIS CRSRSE] 05 s “1 S/ | O ‘
Logout Select

Credit notes anly
ivoice anl

To delete a pre-saved search,
select the search followed by the
‘Delete’ button.

NOTE: In the example above
just the date range is to be
changed for future searches.
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DIRECT DEBIT

In this section you will be guided through the Direct Debit set up
process as well as the features and benefits that Direct Debit has
on your business.
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DIRECT DEBIT PROCESS
I

Paying by cheque used to be the obvious choice in settling your invoices. Not anymore.
Now there is a secure, alternative solution to paying your account, which puts you in
control and will save you and your company valuable administration time.

WHAT IS IT? CONSIDER THE BENEFITS

+ Direct Debit allows the amount of your invoices to be + DHL will notify you of the amount to be debited

automatically deducted from your company’s Bank + In the unlikely event of an error, a full and immediate

account and paid to DHL, in the same way you can refund is guaranteed by your Bank

opt to pay your utility bills at home.

) o ) ) + Your administration costs may be reduced
+ Direct Debit is safe, convenient and payment is

automatic. + There is no need to worry about payment dates.
Payment will be deducted from your Bank or Building
society account on or around the 28th of every month

» Variable amounts can be debited each time, so there is
no need to notify the Bank of an invoice total

DI R E CT + If an enquiry has been registered against an invoice,

the invoice will not be included in the payment

Debit daimed
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DIRECT DEBIT SET UP
I

The process to set up an account on Direct Debit has been simplified as an ‘option’ and has now
been added to the invoice page within the e-Billing Hub to select the Direct Debit mandate.
Alternatively, you can retrieve the mandate via our website on:

http://www.dhl.co.uk/en/express/resource_centre/shipment_billing_and_payment/
payment_options.html

Log in to the e-Hub using your login details Select the ‘View' option to retrieve the
(email address) and password. invoices, then click on the invoice to view.

—EREFE = Orkiop  MyPolls  Reperis Seaich mmum

We conserve resources and believe in climate
protection. For more information call us or visit

www.dhl-gogreen.com
B”‘ Desktop by Profile Reports Search Current user:
= = barbara novwakifdhl com
R _
DHL Entity
Help Tyee | Al & | Adion | Downioad ) | Confirm || Time Definite (OHL UK) ¥ Setup Direct Debit
Logout
Selectedt 038 Total Amount Selected: 0.00
Select . . O e :;':_DL:';“ 136262929 136262928 09052012 :;n;e;mnz LPLT280859 Crect SS9 gee 46853 000 46853
elect any invoice
lick - y 1 = TeDSTMe yangizase 00aras0 vigsoorz e HSCTZEISOSDebe CoPP  Gge 820781 D00 G188
click to view. 0O :;:.DL::“ 136282929 1362872929 24042012 LPL7254260 Crect SS90 cpp 42543 2509 15052
0 Time Defrde. |se202008 136262929 24040012 LPLT250260 Crect SSTO00  pep 4372 275 64
0O e :;:DL::“ 138282929 136252929 2400472012 LPL7254240 Crect SS90 pp ARES 2BE2 ASEN
O] L"‘:_E;’I"‘" 136262929 135262909 24042012 LPLT2S4215 Debt S cep %23 000 2023
o e :u'“_:_";:;'e 136282929 136262009 24040012 LPLT254274 c:eanpus“?“"" GEe A4BE 281 ATA7
] 136282928 136262929 24040012 LPLT254272 Crem (== 4880 376 2%
o o
] P 130000758 130000758 241042012 MSET264150 Crede =" e 3747 428 2578
DeutschePost DHL [ (o i riteniy
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Within the Invoice or Debit screen there is an
additional option to setup a Direct Debit. Click on the
'Setup Direct Debit’ button.

y ¥ 7 4 Desktop My Profile Reports Search Current user:
= barbara nowaki@dhl .com

-Billing hub Details : Debit

ntity

= return to invoice list

ut Select v Download Status: ;o900 History |P;yan v Pay Iouuy |Se!upni'aulldﬂl
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o = Please complete all
s the fields.
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Agrrens | Ao Gl Uk O U e e (o iy v el 2 2T =
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|
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[T —— the mandate may be
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E After the ‘Confirm and Setup
Direct Debit’ has been selected,
your Bank account and sort code
will be verified. There can be 3
types of messages displayed:-

a.If the Bank account and sort code
are incorrect

b.If the account is already paying
via Direct Debit

¢. The submission was successful.

A confirmation email will be
sent to you from DHL confirming

Thaa: bl it a3 1t s PeDnit s WEED
The by mooiamd pumsileen i ok b B gl g Fol - oord
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the details.

Once the mandate has been
approved by your Bank the
payments will be claimed via
Direct Debit however until it is
confirmed, payment will still
need to be made via your
existing method.
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OTHER FEATURES

In this final section you will learn about the main features of your
Monthly/Weekly Invoice Summary and DHL Invoice and be shown
how to create the perfect remittance advice.
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INVOICE WALK THROUGH
I

Understanding your International Outbound Monthly/Weekly Invoice Summary
and DHL Invoice.

This page shows the summary for

the invoice sheets attached. DHL Invoice number.

Y This is your DHL
. Ny — ) 7/ A account number.
Monthly Invoice Summary N — Please quote this every
EXPRESS .
time you contact us.

ici i Miss Sharon Jones Invoice Number: LBA123456
This is your rteSterEd Worth & Co Ltd Account Number: 131234567 =&

VAT number. Tree Lodge Invoice Date: 30 June 2006
Halifax Number of Pages: 1of2
XV;;tAE‘ngh"e For Invoice Enquiries Contact details for
Telephone: 08442 480 777 <& i
\ e o ey enquiries. Remember
VAT No. 123456789 Website: www.dhl.co.uk/invoiceenquiries to quote your DHL
Summary of the Type of Service Number of Total Standard Total of VAT Nett account_ number when
Shipments Weight Shipment Extra Charge contacting us.
charges you have in Kgs Charge Charges
been invoiced for.
Parcel Express 8 325 £677.30 £84.67 £761.97
European Express 6 4105 £1,912.95 £239.12 £376.62 £2,528.69
Documents 1 05 £40.20 £5.03 £45.23
Extra charges/discount Totals 15 4435 £2,630.45 £328.82 £376.62 £3,335.89 VAT is calculated per
incurred on the invoice. Extra Charges (included in summary above) Shlpment to give the
Fuel Surcharge £328.82 .amolunt ShOWn on the
Invoice.
The VAT code will be > Analysis of VAT (included in summary above)
shown as the fo”owing: Code Rate Amount VAT Paid
A 17.5%  £2,152.07 £376.62
B 0.0%
A = UKVAT rate X 0.0% £807.20 £0.00
app"cable on EU Total of Extra Charges £328.82 Total of VAT £376.62
shipments * For further information please see the reverse of this summary sheet This is the amount
P Total amount payable: ~ £3,335.89 < owing to DHL
B = VAT exempt for The aviation fuel surcharge for June is 12.5% & for July it will be 13.0%. g "
Shlpment Insurance , The road fuel surcharge for June is 3.5% & July will be 3.5%. PAYMENT TERMS 30 DAYS FROM DATE OF INVOICE
PLEASE SEND YOUR REMITTANCES TO DHL INTERNATIONAL (UK) LIMITED, PO BOX 192, FELTHAM, MIDDLESEX TW14 0YB \
X = VAT exempt for non DHL (UK) Limited, Hillblom House, 1 Dukes Green Avenue, Faggs Road, Feltham, Middlesex TW14 OLR  Tel: 08442 480 777  Fax: 020 8831 5399
h. DHL VAT No. GB751 8123 41 « Crest Code DGBXXX ) i )
EU shipments For information regarding
w—  bank giro credit @) e 0 DHL's range of convenient
S HSBO BANK plo -~ and secure payment options
Stamp and iniels Branch: 281 Chiswick High Road, Chiswick W4 4HJ cone s please see the reverse of
R 0 o — o the invoice summary. If you
ivoice No. »
e N o prefer to settle your account
This area will display FaTEy o through your bank, detach
DHL information and 2 ToTAL CASH the Bank Giro Credit slip at
may include fuel A s the bottom of the summa
Cheques, PO's +
surcharge details. o ems Soring Code Number AecountNumber sheet, complete the details
40-02-13 41260618 77 £ and take it to your bank.
Ploasa do ot witsormark below s i or d s vouchor Please allow 4 working

days for payment.

Bank Giro Credit for payment at the bank
or
Direct Debit payment date
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The Shipper’s Reference is Invoice information Extra charges incurred This is the total
information that you can on your Invoice. Shlpment Charge.
provide on the Air Waybill.
This can be up to 32
characters. The first 12 will
be shown on the invoice. The amount of VAT
chargeable on each
shipment.
Invoice Number: LEAT 234567
Account Number: 131234567 H m
3, D — =
tesecn e 30 ame 2006 Monthly Invoice el
Number of Pages: 2of2 V EXERESE
Alr Waybill  Shippers Shipment  Origin Destination Type of Service Weight Standard Extra Charges —————3 VAT VAT Nett
Humber Reference | Date in Kas Charge Code Charge
1130565050 134 <€—' 13 hun LEEDS BANDUNG INDONESIA Documents. 05 £40.20 Fuel Surcharge £5.03 % £45.23
D 1130104651 321 12 Jun LEEDS MASAN SOUTH KOREA Parcel Express 15; £65.25 Fusel Surcharge £B.16 X £73.41
1130513436 456 13 Jun LEEDS MASAN SOUTH KOREA Farcel Express 0 ETBES Fusel Surcharge £961 X ERE.46
sub total - Destination LEEDS MASAN SOUTH KOREA Parcel Express a5 £142.10 £159.87
Sub total - Non Vatable LEEDS Parcel Express 315 £142.10 £159.87
Sub total - Service LEEDS Parcel Express a5 £142.10 £159.87
Total amount payable; £205.10
A

The VAT code will be shown as the
following: This is the amount

This is the shipment . A = UK VAT rate anplicable on EU owing to DHL. This
number taken from Vatable and by Service. shipment(s) PP will be displayed on

The shipment charges are totalled
by Destination, Vatable, Non

the Air Waybill label Shipments to only one destination ] ] the summary sheet
you completed when will not be sub-totalled but will B = VAT exempt for shipment insurance and the last page of
sending the shipment. be shown in bold text. X = VAT exempt for non EU shipment(s) your invoice.
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INVOICE WALK THROUGH
I

Understanding your International Inbound Invoice Summary and Invoice.

This page shows the summary for

the invoice sheets attached. DHL Invoice number.

Y This is your DHL
ice S ‘qﬁ' | account number.
Import Invoice ummary - p— Please quote this every
v time you contact us.
This is vour registered Miss Linda Smith Invoice Number: COD123456
y Y Worth & Co Ltd Account Number: 131234567 -
VAT number. Hedge Mills Invoice Date: 30 June 2006
Belfast Number of Pages: 1of2
N. Ireland ] - ;
AR APD For Invoice Enquiries Contact details for
Telephone: 08442 480 777 <& it
e Ssassostild enquiries. Remember
VAT No. 123456789 Website: www.dhl.co.ukfinvoiceenquiries to quote your DHL
Summary of the Type of Service Number of Total Standard Total of VAT Nett account_ number When
Shipments Waight Shipment Extra Charge contacting us.
charges you have in Kgs Charge Charges
been invoiced for.
Inbound Shipmaent 1 16.0 £100.00 £15.00 £115.00
Extra charges incurred Totals 1 160 £100.00 £15.00 £115.00 VAT is calculated per
on the invoice. Extra Charges (included in summary above) Shlpment to give the
. amount shown on the
uel Surcharge £15.00 N A
invoice.
The VAT Code W|” be > Analysis of VAT (induded in summary above)
shown as the fo”owing: Code Rate Amount VAT Paid
A 17.5%
B 0.0%
A = UK VAT rate x 0.0% £100.00 £0.00
app"cable on EU Total of Extra Charges £15.00 Total of VAT £0.00
Shl ments * For further information please see the reverse of this summary sheet Th|5 iS the amount
P Total amount payable: £115.00 = owing to DHL
B = VAT exempt for e s e s :
shipment insurance , PAYMENT TERMS 30 DAYS FROM DATE OF INVOICE
PLEASE SEND YOUR REMITTANCES TO DHL INTERNATIONAL (UK} LIMITED, PO BOX 192, FELTHAM, MIDDLESEX TW14 OYB \
X = VAT exempt for non DHL Express (UKD Limited, Hilbiom Howse, 1 Dukes Groen Avenue, Faggs Road, Felt x TW14 OLR = Tok: 08442 480 777 = Fax: 020 8831 5359
. DML VAT Mo GB7S1 B123 41 » B0
EU shipments For information regarding
e bank giro credit @) i DHL's range of convenient
Catiers HSBC BANK plc iy and secure payment options
Shoop ke Branch: 281 Chiswick High Road, Chiswick W4 4HJ T please see the reverse of
P WRR Cone 1 the invoice summary. If you
Customes Ireicn Mo sop
atn prefer to settle your account
. . . Aceaunt No. Total Amount
This area will display T ne through your bank, detach
DHL information and g ToTAL CASH the Bank Giro Credit slip at
may include fuel A 3 —_ the bottom of the summary
surcharge details. T Sty D el sheet, complete the details
40-02-13 41260618 77 £ and take it to your bank.
T T—— Please allow 4 working
days for payment.

Bank Giro Credit for payment at the bank
or
Direct Debit payment date




The Shipper's Reference is
information that you can
provide on the Air Waybill.
This can be up to 32
characters. The first 12 will
be shown on the invoice.

Invoice information.

Extra charges incurred
on your invoice.

This is the total
shipment charge.

The amount of VAT
chargeable on each
shipment.

COD1234567
131234567
30 June 2006
2of2

EYETEFEFEY IR EFAFE]

Import Shipment Invoice \

L

-\ Ekarssy

This is the shipment
number taken from

the Air Waybill label
you completed when
sending the shipment.

The VAT code will be shown as the
following:

A = UK VAT rate applicable on EU
shipment(s)

B = VAT exempt for shipment insurance
X = VAT exempt for non EU shipment(s)

This is the amount
owing to DHL. This
will be displayed on
the summary sheet
and the last page of
your invoice.
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INVOICE WALK THROUGH
I

Understanding your Customs Duty and/or VAT Invoice Summary and Invoice.

This page shows the summary for

the invoice sheets attached. DHL Invoice number.

This is your DHL
account number. Please

Y quote this every time
— . ‘u ‘ ou contact us.
Customs Duty and / or VAT =Ml i —— y
Y EXORESS
Miss A.N. Other Invoice Number: AVI1234567
. . Company Name Account Number: 131245678 <
This is your rengterEd Address 1 Invoice Date: 10 November 2011
VAT number. Town/City Reference: -
County Page: 10f2 Website address for
Post Code Enquiries: www.dhl.co.uk/duties < further information.
N Importer VAT No. 123 4567 1200
This is an invoice for Duty & VAT we were required to pay to Customs on your behalf to enable clearance of delivery of
your goods. Import taxes are the responsibility of the Receiver, unless the agreed terms on the Waybill state otherwise.
For information please log on to our website: www.dhl.co.uk/duties
Customs charge type Number of Total Total of Extra VAT Nett
Summary of the Declarations customs Charges Charge
charges applied by charge
HM Customs.
Duty 1 £0.00 £5.00 £0.00
VAT 1 £68.33
Other Levy 1 £0.00
Totals 1 £68.33 £5.00 £0.00 £73.33
Analysis of extra charges Total
Special clearance services £0.00
Summary of the extra Administrative fee £5.00
charges applied. Analysis of VAT Total
Code Rate Taxable Total VAT
Total of extra charges £5.00 Total of VAT £0.00
This is the amount
Total Amount £73.33 = owing to DHL
E.&0.E
REIMBURSEMENT OF CUSTOMS CHARGES: - IMMEDIATE PAYMENT REQUIRED
Please send your remittances to DHL International (UK} Ltd, PO BOX 524, Hounslow, Mhdm\
DHL VAT No: GB 751 8123 41. Company Registration Number 01184988, Crest Code DGBXXX. Registered address:
DHL International (UK) Limited, 178-188 Great South West Road, Hounslow, Middlesex TW4 615
I~
s . DHL payment terms.
Hones £50
wm_______  bpankgirocredit & i
Hotes 110
Cashier's HSBC BANK plc ——
bz Branch: 281 Chiswick High Road, Chiswick W4 4HJ A
Coins £1
Irwvoice No. sop
Total Amoun| L
Sivor
Brorae
TOTAL CASH
A
Chegues, PO's e
Fea Lt
40-02-13 41260618 77 £
Plase 00 Aol wiits or mark below e ine o ol Tis woucher

Bank Giro Credit for payment at the bank
or
Direct Debit payment date.




Country of Origin.

If you are registered for VAT you
should be able to reclaim the
VAT amount against this invoice.

Invoice information.

Invaice Number: AVI 234567
Account Number: 181234567
Invoice Date: 10 November 2011
Number of Pages: 202

7300000000 10BEIOOO00Y 1B OFFICE CENTRAL 770 9327 1000
TN 438 ANY 5T
ANY TOWN
> ary
CAN

Customs Duty and / or VAT

‘Administrative Fee

7300000000  1OBEINOOO01 1B

7709327 1000

8471230456

0.00%

This is the shipment
detail taken from the

Wayhbill number and
associated Customs
paperwork.

This code identifies
the Customs regime
to which your goods
were entered.

Commodity code / Taric code
is the code used to assess
the duty to be paid (if
applicable).

Charges applied by
Customs.

This is the amount
owing to DHL.
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INVOICE WALK THROUGH
I

Understanding your Same Day Invoice Summary and Invoice.

This page shows the summary for

the invoice sheets attached. DHL Invoice number.

Y This is your DHL
. = ETy account number.
Same Day Invoice Summary = !Z/.;!-= Please quote this every
v time you contact us.
Miss Linda Smith Invoice Number: 2906653
DHL Express UK Ltd Account Number: 74000001 <—-r—
1 Dukes Green Avenue Invoice Date: 30 June 2008
Feltham Reference: 888/000001
[TwW14 OLR Page: 10f2 .
3 5 Contact details for
For Invoice Enquiries - .
Telephone: 08442 480 700 enquiries. Remember
Fax: 020 8831 5399 to quote your DHL
Website:  www.dhl.co.uk/invoiceenquiries A t b h
Summary of the — - _— ik = ccount number when
Se Number A Net
charges you have Bi Dackets T Charges e CA(;:tactlr:.g uls.
S uni ernatively, you
been |nV0|Ced for' Diamond Service-Dr 1 £17.75 01:00 E17.75 can Iog a query
TOWNT Van - V1 1 £75.10 £8.00 £83.10 Within the e_Bi”ing
3ISCWT Van - V3 1 £130.05 £130.05 site; please refer to
'FAQ - Can | query my
invoice online?’
This value includes the
Totals 3 £222.90 01:00 £8.00 £230.90 Fuel Surcharge.
For further information please see "About Your Invoice” section Fuel Surcharge £8.08 /
of the FAQ on the e-Billing site, Net Total £238.98
When tomorrow isn't scon enough DHL now offers on board courier and VAT is calculated on
next flight out solutions to anywhere in the world call 0870 428 5583 VAT @ 15.00% £35.85 = the total NET value
For more inf on your fuel please visit: . .
NGl o DR infomta o ool e Total Amount Payable: £274.83
froad_gxpress._fuel high.htm PAYMENT TERMS 30 DAYS FROM DATE OF INVOICE
PLEASE SEND YOUR REMITTANCES TO DHL EXPRESS (UK) LIMITED, PO BOX 107, FELTHAM, MIDDLESEX TW14 OYE
DHL Expeess (UK) Umited, 178188 Great South West Road, slow, Middlevex TW4 65 @ Tol: 08447 480 )@ Fax; 020 8831 5399
Cox ny R 0 Numiber: 227578 DHL VAT No. GB751 8123 41 @ Crest Code EGBO13 ..
This is the amount
; > owing to DHL.
. HNotes £50
w_ bankgirocredit <& wen
HSBC BANK pl ot
ugr - ple
e il Branch: ciy ot \ PO B 125 Loneion, E14 8XL :::::
Coina £1
Cumtoman Invoace No. 0o
. - P m i
This area will display il o -
DHL information and A romaL casH For information regarding
may include fuel it DHL's range of convenient
surcharge details. e Sorkna Coe Mk oo and secure payment options
- 1
40-02-50 11267043 77 £ - please see the 'About your
Phosns vk e e ek or k) i e invoice’ section of the FAQ
on the e-Billing portal.

Bank Giro Credit for payment at the bank
or
Direct Debit payment date




Your references supplied.

The courier waiting
time.

This is the total
job price.

Extra charges incurred
on your invoice.

/

——————— > NetTotal

Total Amount Payable:

Invoice Number: 2906653
Account Number: 74000001 H
s Date: 30 ea 2008 Same Day Invoice
Number of Pages: 2 of 2
4
: R Reference 1 2
20/06/08 MSC12256612 am A HASTINGS vi Odeon Cinema London ~ Odeon Cinema London £8.00 £83.10
20/06/08 SWC16066388 2222 L HASTINGS D Odeon Cinema London  Odeon Cinema London  1:00 £17.75
20/06/08 SWC16066390 (3333 V HASTINGS V3 Odeon Cinema London ~ Odeon Cinema London £130.05
A /4 A /4
Fuel Surcharge £8.08

VAT @ 15.00%

This is the DHL docket number.

The service used.

The address where

the job was collected

and delivered.

The value
includes the
Fuel Surcharge.

This is the amount
owing to DHL. This
will be displayed on
the summary sheet
and the last page of
your invoice.

VAT is calculated
on the Net total.
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THE PERFECT REMITTANCE ADVICE
I

Are you giving DHL the right information to allocate your payment correctly?
This section explains how to create the perfect remittance advice.

WHY IS IT IMPORTANT?

e By providing DHL with a clear remittance advice and Key Information

prompt payment, DHL will endeavour to allocate your
payment correctly and on a timely basis. Without the @ DHL Account Number

right information DHL may be unable to allocate your (2] DHL Invoice Number in full - I_’Iease quote your inv.oic.e number
in full. If you are unable to do this due to system restrictions, please
quote as many of the numbers as possible from your invoice, to
and DHL could end up chasing you for invoices that help us identify your transaction quickly.

payment, thus resulting in unnecessary payment queries

have already been paid. © Your full Company Name as stated on your invoice(s) — If your
payments come from a group of companies, please contact us to let
us know, so that we can record this vital information on our

WHAT INFORMATION SHOULD BE ON YOUR accounting system.
DHL REMITTANCE ADVICE? @ The Payment Total including the value you are paying against

each transaction — Please ensure your remittance advice clearly
states how much you are paying against each transaction and
remember to include details of any credit notes, if applicable.

. © Your Contact Details — Where possible, please quote a valid e-
account as you require. mail address and / or phone number, in case we need to contact
you back.

® By using the details from your invoice on your
remittance advice, you can help DHL to clear your

e Please find on the right ‘Key Information’ that is
Please send or e-mail your remittance advice to DHL either on the same
date or prior to the date you submit your payment to us, regardless of
how your payment is made. Details of both our remittance address and
found and how this may be presented on your our e-mail address are on the next page.

required on your remittance advice. Below is a sample
invoice to show you where this information can be

remittance advice.

This is your Company Name as set up in our This is your DHL Account This is your DHL Invoice Number
accounting system. Please quote this name Number, please quote this and must be quoted in full on
in full on your remittance advice to DHL every time you contact us your remittance advice to DHL

DL e Company Name REVITTANGE ADVICE
. -
Monthly Invoice Summary s pany
Mr & Smah o Line Address1, Line Address2, Town/City Postcode.
9 Comparty Mame Irrvoacetiumber : DHL1 234567 Tel: 01522 123456. Email: accounts@abcoltd.com 9
Line Address| Actount Humber: 131313131
Line Address? Irrvesee Date 281410
Tawn /City Humber of Pages lof2 Date: 18/08/2010
Post Code
_ = For Invoice Enquines Account No: 131313131
VAT Nee GB Tebaphone 08442 480777 o
Fax 0208831 5355
Wabisita www. dhl co.uk invoiceengunas
DHL INTERNATIONAL (UK) LTD
Type of Service Nusmber of Total Standard Total of  Discount VAT Hett PO BOX 524
Shipment s Waight Shipment Extra Charga
n koS Charge Choroas HOUNSLOW
DML Exprest Workdwide 3 ., 4 B e MIDDLESEX
Eurapasn hion (e 2534 29 : 2 TW3 oLP
Date Invoice Humber Transaction Debit Credit
28/06/10 DHL1234567 Invoice 34.46 @)
Total i = 28/07/10 DHL7654321 Invoice 220.68
S ! & == el s 2 o 18/07/10 DHL0246810 Credit Note 236.65

FUEL SURCHARGE 254
Balance 18.49
Anplysis of VAT Total Discount 0.00
Code Rate Toeable Total VAT
A 29 =48 598 Paid by BACS Payment 18.40 @)

This is the amount payable to DHL
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WHERE SHOULD YOU SEND YOUR PAYMENT AND REMITTANCE ADVICE TO?

® Asyou may be aware DHL has various products and e Ifyou prefer to send a CHEQUE payment to DHL,

services, some of which trade under different legal
names, so it’s important that if you send a BACS
payment to DHL, you send this to the correct DHL
bank account. Failure to do so could result in your
payment allocation being delayed or incorrectly
applied to the wrong transaction or account.

e Please find below details of our various bank accounts:

please ensure this is posted to the correct remittance
address (below), depending on the type of DHL service
you have used.

¢ Please also ensure that you quote your DHL account
number and your full DHL invoice number on the
back of each cheque and where possible, please send
this to DHL with a complete remittance advice.

For DHL International UK Ltd invoices please send your
BACS payment to:

Bank Name: HSBC Bank plc

IBAN Code: GB71 MIDL 400213 21096222
Account No: 21096222

Swift Code: MIDLGB2105Y

Sort-Code:  40-02-13

Please e-mail your remittance to:
GB.Bacspaymentsi@dhl.com or rpu.cash@dhl.com

For DHL Express UK Ltd (Sameday) invoices please send
your BACS payment to:

Bank Name: HSBC Bank plc

IBAN Code: GB54 MIDL 400250 11267043
Account No: 11267043

Swift Code: MIDLGB2110C

Sort-Code:  40-02-50

Please e-mail your remittance to:
GB.Bacspaymentsd@dhl.com or rpu.cash@dhl.com

For DHL International UK For DHL Express UK Ltd

Ltd invoices please post (Sameday) invoices please
your payment to: post your payment to:

DHL International (UK) Ltd DHL Express (UK) Ltd
PO Box 524 PO Box 526

Hounslow Hounslow

Middlesex Middlesex

TW3 9LP TW3 9LR

Please note you can also post your BACS remittance
advice to the relevant address above, if you are unable to
e-mail this to us. Please allow sufficient time for your
remittance to reach us, so that it is received prior to
receipt of your payment.

WHEN SHOULD YOU SEND YOUR
REMITTANCE TO DHL?

¢ All payments to DHL should be made within your
contracted payment terms. When sending a remittance
to DHL, please allow sufficient time for your
remittance advice to reach us, so that we have this
information available when we are in receipt of your
payment. This way we can ensure that your payment is
allocated as quickly as possible.

Finally, should you have any further questions or
queries regarding our bank details or need to
speak to someone about a payment allocation,
please contact us on 08442 480 777.
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APPENDIX A

Appendix A — CSV layout

Nr.

W 0~ R W N =

L o L O e s O S O S O O O e T e R R R L B
B W N =, O W N N R W N = O WYy B W N = O

Suggested Field Name
Line Type

Billing Country
Billing Source

Invoice Number
Station Code

Invoice Identifier
Invoice Type

Invoice Date
Payment Terms

Due Date

Parent Account
Billing Account
Billing Account Name
Billing Address 1
Billing Address 2
Billing Address 3
Billing Postcode

VAT Number
Shipment Number
Shipment Date
Shipment Reference 1
Shipment Reference 2
Shipment Reference 3
Product

Product Name

Pieces

Origin

Orig Name

Orig Country Code
Orig Country Name
Senders Name
Senders Address 1
Senders Address 2
Senders Address 3
Senders Postcode

Nr.

35
36
37
38
39
40
a4
42
43
44
45
46
47
48
49
50
51
52
53
54
55
56
57
58
59
59

60

61

62

63
64
65
66
67

Suggested Field Name
Destination

Dest Name

Dest Country Code
Dest Country Name
Receivers Name
Receivers Address 1
Receivers Address 2
Receivers Address 3
Receivers Postcode
Receivers Contact
Cust Scale Weight (A)
DHL Scale Weight (B)
Cust Vol Weight (V)
DHL Vol Weight (W)
Weight Flag

Weight (kg)
Currency

Total Amount

Total Charge

Tax Code

Total Tax

Tax Adjustment
Invoice Fee

Weight Charge
Weight Tax (VAT)
Other Charges 1

Other Charges 1
Amount

Other Charges 2

Other Charges 2
Amount

Discount 1
Discount 1 Amount
Discount 2
Discount 2 Amount

Discount 3

Nr.
68

69

70

7
72
73
74
75
76
77
78
79
80
81
82
83
84
85
86
87
88
89
90
91
92
93
94
95
9
97
98
99

Suggested Field Name
Discount 3 Amount

Total Extra Charges
(XQ)

Total Extra Charges
Tax

XC1 Code
XC1 Name
XC1 Charge
XC1 Tax Code
XC1 Tax

XC1 Discount
XC1 Total
XC2 Code
XC2 Name
XC2 Charge
XC2 Tax Code
XC2 Tax

XC2 Discount
XC2 Total
XC3 Code
XC3 Name
XC3 Charge
XC3 Tax Code
XC3 Tax

XC3 Discount
XC3 Total
XC4 Code
XC4 Name
XC4 Charge
XC4 Tax Code
XC4 Tax

XC4 Discount
XC4 Total
XC5 Code

100 XC5 Name

101

XC5 Charge

Nr.

102
103
104
105
106
107
108
109
110
111
112
113
114
115
116
117
118
119
120
121
122
123
124
125
126
127
128
129
130
131
132
133

Suggested Field Name
XC5 Tax Code
XC5 Tax

XC5 Discount
XC5 Total
XC6 Code
XC6 Name
XC6 Charge
XC6 Tax Code
XC6 Tax

X6 Discount
XC6 Total
XC7 Code
XC7 Name
XC7 Charge
XC7 Tax Code
XC7 Tax

XC7 Discount
XC7 Total
XC8 Code
XC8 Name
XC8 Charge
XC8Tax Code
XC8 Tax

XC8 Discount
XC8 Total
XC9 Code
XC9 Name
XC9 Charge
XC9 Tax Code
XC9 Tax

XC9 Discount
XC9 Total
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Appendix B — Customs CSV layout

=~ B

W o N Y B W N

NN N N N N N =S e el ed el el ook oed ek b
Lo R B e Y O e A N = S = N o+ S S = T ¥ I~ O T e e R =]

Suggested Field Name
Customers Name
Address Line 1
Address Line 2
Address Line 3
Customer VAT No
Account Number
Invoice Number
Invoice Date

Wayhbill Number
Product Type

Flight Number

Import Date

Shipment Date
Declaration No
Declaration VAT No
Customs Procedure Code
Origin Station
Destination Station
Origin Country Code
Origin Country Name
Description Declared Goods
Customs Inco Term
Shipper

Shipper Address Line 1
Shipper Address Line 2
Shipper Address Line 3

Nr.
27
28
29
30
31
32
33
34
35
36
37

38

39

40

41

42

43

45

46
47

Suggested Field Name
Taric Code

Duty Total For Shipment
VAT Total For Shipment
Other Levy Total For
Statistical Value Duty
Statistical Value VAT
Statistical Value Other Levy
Percentage VAT
Percentage Duty
Percentage Other Levy
Transit Document Charges

Clearance Authorisation
Description

Clearance Authorisation
Amount

Clearance Authorisation
Description

Clearance Authorisation
Amount

Clearance Authorisation
Description

Clearance Authorisation
Amount

Clearance Authorisation
Description

Clearance Authorisation
Amount

Administrative Fee
Total

Guide to DHL e-Billing
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HOW TO PAY YOUR INVOICE

We've now made it even easier for you to pay your invoices.
You can do it online!
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HOW TO PAY A SINGLE INVOICE
I

Current E
Eﬂ”‘z Desktop My Profile Reports Search user:
DHL e-Billing hub
DHL Entity
Total  Unread
Help invoices  Inuoices
r - ')
Logout Tine Definte (DHL UK) % o [vew | Select ‘View' to
STl Sy SRS e e | download an invoice list
EP.‘." Desktop My Profile Reports Search Current user: -
DHL Entity
Help Tyve | Al ¥ | Adin Shlect | I [Time Definite (DHL UK) ¥ 7 satup DiceciDabl
Logout A
Selected 1133 N Total Amount Selected: 819281
Invoice | Dispatched Het Vat Grand
All Unread Leqal Entity Company Name ‘ Date Date invoice Ho Type Status mgmm Total Total
0o e :;‘L“L:;" 136262929 136262028 caoseon} 1993012 L 7oe0ese Creﬁm ep 46853 000 46853
= :;"l‘L‘::;" 130917250 130917250 11050013 HSC7261585 Debit m = 520781 000 819281
0 :;':DL:;" 136282929 136282629 241047201 LPL7254280 Crmm P 12543 2509 15052
O e :;‘._[:::‘" 136282929 136262929 24/04/201 LPL7254269 Iamm - 4372 275 1647
0 I;‘:_E:’:"" 136282929 136262929 24047201 LPL7254240 Crmm GEP 43258 2852 -15aM
O (T;_‘:_[w":"" 138282909 1BHHH 201 LPLTZ54215 Debt m = W3 000 0H
0o e :;:E::“ 136262929 16262529 24047201 LPLT254274 Crmm cee 1456 281 747
0 I;:DL:::“ 136262929 136262929 240041201 PLT254272 Creﬂm P 4880 376 225
1 T';:"L::;“’ 130000758 130000758 241047201 MSE7254150 c«mm" cee 3747 429 2576
Deutsche Post DHL Tene Defirda Sending
0 i E LT 130118192 240047201 MSEP254018 Detd o000 GEP 103500 000 103500
e e 1 Time Defindz mwm yaoesaie saoaomp THISEINE o pacians puy SENENG o Lifids a0 1dfids
Choose an invoice that is ready
to be paid. From “Select” drop
down menu choose “Pay now”,
followed by “Confirm” button.
E_P.q& = Desktop My Profile Reports Search c:rb::w "
DHL e-Billing hub WorldPay Document Payment . If the transadlo_n limit
is exceed the following
DHL Entity .
e AR DK message will appear.
Logout The transaction total exceeds the limit of GBP 5000.00

Limit is £99,999.98
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-_pﬁz- Deskiop My Profile Reports. Search wnm.m -

DHL & Billing hub WorldPay Document Payment

DHL Entity
".”.
Loyt Payment for the following invoices: (GLAT281580)
LegalEntity e o ':::' Date Mimolce Ms. Type. Curancy 1'::| 1::1 t;‘l:t':l"
"‘u';:_“_:'l’ 130564335 130844335 11052012 GLATZEIS0 Datd  GBP 30965 3871 836
The main payment
screen W|” appear Choose one of the following payment methods
including payment card i —
option. D o
vty [VISA] via
oy Amaricen Epress
Deutsche Post DHL D e
I00S DML Al nghts resesad 31 KD

.p”I Desktop My Profile Reports Search

Current user:
‘arbars now ki com

- DHL & Billing hub WorldPay Document Payment

Enter the card details DHL Entity
H 1 e
and click ‘Submit’ button. iy
Lopait Payment for the following invoices: (GLA7281580)
Ceoatoey | ey A e DRIt e ey 1y
"I';.E_EL:.IE 130844338 130844338 11052012 GLATZ81590 Debt P 968 BT ¥E %
<estumip ivvoe bt
| VI S T TTIE Y | SR  en y Fields marked with (*) are mandatory
Faymerd reference number 201 205261 21626.51 Payment refersnce number 200 205281 162851
Amourt 1o pay Ramount 1o pay GEP 235
Payment with Paryment with MasterCand
Cand rwmnber * 4444 Clerd rimsboer *
Card wpiry dabe (MMACYYY) 06 |8 Cord epery dabe (MMNYYY) * ¥y -
Misene: conet hokdes * B MNOWAK e cortl hikser *
Card Verificabion Code * 123 is Card Vs alion Code? Caed Veritication Code * Wh Cary rification Code?
2 ender your card biling address here Ploase enfer your card biling address here
Adhezs 178 - 168 Giest South West Road ORI 2
Address 1 Hounslow, Address 2
Addesz 3 Address 3
Townity * London
Region Middlezex
Post Coce * Twi 6J5
Country * United Kingd -
The payment will be authonsed onlink. This process will take approxamatsly 15 seconds
Clear form |
.nm- Desktop My Profile Reporns Search Gl‘ﬂﬂlllﬂ‘: =
DHL e Billing hul
DHL Entity
Payment successful e
processed — confirmation Logout Payment Successful
page. —>> Transaction Code: 20120529121628-51

To return to the beginning Amount Paid: GBP 368.36

CIiCk :return to invoice |iSt'. The following documents have been paid:

Vat Grand

Compary Account  Inwoice Iispatehed
Laial Entity Tatal Total

Hame Ho Date Date
::‘n:mm 190844330 1084433 TOSR012 GLATZH5%0 Debt Sencing (6P 85 B/T %8

Wwoice Ho  Type Status cmam::‘
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HOW TO ‘SELECT MORE" INVOICES TO PAY

.P”I Desktop My Profile Reports. Search

Current user:
mbara novwakEhdhl com

DHL & -Billing hub Details : Debit

DHL Entity
== e
Logout Select “  Downlosd |sm°"‘°"‘“ wstory/ | Pay tow | Sotup Durect Det
Pay Now
SEHD etz n &(W/_Wﬁ\
-l
y ¥ /) 4 .
Debit Note Summar =L = Click on “drop down menu’
Y
o d choose ‘Select More'
MR LAWSON ARCHER irvosce Number L7255 an . c A '
UNT STV GATEWRY e st e 12 option, followed by ‘Pay’ button.
WIRRAL IND BUSINESS CENTRE Number Of Pages: 1of2
BROMBROUGH WIRRAL
CHE2 INX For Invoice Enquiries
Telc.iiwhe 08447 280 777
i SO i}
M‘ M Tyws of Sarvice mo: ?:E l(:ﬂ.h.': :’ﬂi:; VAT ;.::
008 DHL ANl fights asarad DHL Exgres Wirkdwicse Béon D ument) 1 10 frX am mn
Type | 4 | 1 Acton o) Confirm I | Time Definite (DHL LK . . . .
> gect 8| S ' (i Dofrie ©L W0 N i e oA List of invoices will appear.
Selectedt 2223 Total Amount Selected: 45558 Click on invoices which you want
ANl Unrcad Legalfnty  SomBeY  Account nwolce  Bebatched uocouy Type Stus  Cumeney oy taw  ra to add to your payment list.
0 i;:_g" 66453120 966453120 0352012 REDH145804 Creat 5058 cgP I Y" S TR The system will automatically
O Chuo SIS0 moscors FEMSTE Creipgmg 6P 0% om0 0% calculate the total of your
D (DML LK) 966453120 SBB453120 09052012 REDI145793  Credi MB (e T4 141 545 Selected invoices.
D :"'DI":_E:‘:*& Q66453120 SEE453120 0522 REDI1 45805 Cmﬂm B8P 756 -352 -21.08
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DHL e-Billing hub WorldPay Document Payment
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‘ALL" OPTION
I

If on the main invoice list some of the invoices have already
been paid, the system will not allow you to make a duplicate
payment. Total Amount Selected option will stay at zero balance.
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e-BILLING FAQs

We hope that the most commonly asked questions listed below will make
everything clear but if you have any questions that we haven't covered, we'll be

happy to help.

How does e-Billing work?

When an e-invoice has been raised by DHL an email is sent
to you with the invoice attached in PDF format. The e-mail
will also contain the web link to the e-Billing website where
you can view and download your invoice in several formats
— there is no need for a paper invoice. As well as saving
paper and helping the environment, there are no envelopes
for you to open and throw away and no invoices to clutter
your desk and fill your cabinets.

How can | view my e-Billing invoice online?

Step 1: Click on the e-Billing link in your notification email.
This will take you directly to the DHL e-Billing website.
(Alternatively, you can open the attachment to the email
and view your invoice in PDF format.)

Step 2: Within the e-Billing hub, you can view your invoice
online.

Step 3: Click on the download button to import the data
into your finance package (if applicable).

What format can | receive my e-invoices in?

e-invoices can be downloaded in a variety of formats
including CSV file (for importing into a spreadsheet such as
Excel), PDF (ideal for printing or sending as an attachment)
and XML. With this facility enabled you do not need to
manually type invoice data into your finance system. This
saves time and eliminates errors.

Is e-Billing Secure?

Yes, e-Billing is more secure than many traditional methods
of sending and receiving accounting documents. We use a
combination of digital signatures and powerful encryption
technologies to protect all invoice data.

What system requirements must | have to use e-Billing?
This solution has been designed to work with Internet
Explorer version 6.0 and upwards and Adobe version 7.

Do | have to install specific software to be able to
receive these invoices via e-Billing?

No. You do not require any specific software or hardware to
receive invoices electronically from DHL. All you need is
access to the internet, so that you do log into the e-Billing
website. You must also ensure that your spam/junk filter will
not block emails from the following address:
e-billing.uk1@dhl.com

Will I still receive my paper invoice if | use e-Billing?
No, e-Billing is an environmentally friendly alternative to
receiving paper invoices.

I have registered for e-Billing, but I have forgotten my
username and password. What do | do?

Your username will be the e-mail address you registered
with us for e-Billing. Your password is personal to you. If you
have forgotten your password, simply enter your username
in the e-Billing website and click on the ‘Forgotten your
password” hyperlink. An e-mail will be sent to you with a
reminder of your password.

My e-mail address has changed. What do | need to do
to ensure | still receive my e-invoices at the new
address, without any delay?

You can amend your e-mail address online via the My Profile
tab on the e-Billing website and this should be done as
quickly as possible. However we strongly recommend that
you contact DHL to confirm the changes, so that we can
remove any old e-mail addresses from the system to avoid
any bounce backs. Our e-Billing technical support helpline is:
0208 831 5363.

Will all of my DHL accounts be covered by DHL e-Billing?
e-Billing is currently available for customers with Time
Definite International and Sameday accounts. Each account
number must be registered on e-Billing to take full
advantage of the functionality available. e-Billing can be
registered through the DHL website:

https://dhl-ar.accountis.net/customer/enrol/uk/

Alternatively you can contact your account manager to
register multiple accounts.

If I have multiple accounts, how will my invoice
information be presented?

The invoice data will still be presented on individual invoices
which look similar to the existing printed invoices.

Is it VAT compliant?
Yes, our system complies with relevant EU and Swiss VAT
legislation.

Will it work with my finance system?

Yes, our e-Billing system can integrate with all major
accounting packages and can easily integrate with any ERP
solutions or bespoke system.



Is there a charge for using e-Billing?
No, there is no charge for receiving e-invoices from DHL.

How do I know if the invoice originates from DHL?

The invoice in PDF has an electronic signature. That qualified
electronic signature guarantees through its technology that
this invoice is issued by DHL.

How do | process an e-invoice?

Save the invoice in PDF electronically. The advanced
electronic signature proves this is the original invoice from
DHL. Then you can:

1. Pay the invoice as you do today for your paper invoices.

2. Download the invoice in CSV or XML to upload it into
your finance system.

3. Download the invoice in CSV format; open it in Excel to
work with the data.

How long will my invoices be available online?

Your e-invoices are online for 12 months, so you can quickly
search and find an invoice in a matter of seconds - no more
wasted time searching through filing cabinets or chasing
copies. Your online history will start with the first invoice you
received electronically. There will be no online history for
invoices you received on paper.

Am | able to view my Waybills online?

Yes. Waybill images are available to view online making it
easier for you to review and validate your invoices. Simply
click on the hyperlink for the waybill to view the image.
Should an image not be available, a request will be
automatically logged and passed to our Customer Enquiries
team for action. Please note that for security reasons you will
not be able to access waybill images from the email version
of your invoices; you will need log into the e-Billing website.

Can | query my invoices online?

If you have a query regarding your shipment, this can be
logged online. To register an enquiry against your invoices(s)
please complete the following actions:

e (Click on the invoice number in question

e Click on the ‘Query’ button in the top right of the screen

¢ Complete the information within the query details screen
followed by the ‘Save’ button.

The information you enter will be sent to DHL for full
investigation and the status of the enquiry will always be
available i.e. open or clarification sent. For a more detailed
explanation of how to follow this process, please refer to the
user guide section ‘How do | raise an invoice query online?’

How can | get a copy of an e-invoice?
Log into the e-Billing website and download the PDF
invoice. This will give you the electronic signature. An
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e-invoice is unique through its advanced electronic signature
and can therefore be downloaded an unlimited number of
times. As it is unique, indicating ‘duplicate’ is not required
for copies of invoices

Can | update my company details online?

For the time being any change to your official company data
has to be done via Customer Services or your sales rep. You
can change your language preference for e-Billing and your
password online (see the My Profile tab). You can also add
additional users to one account (see the My Profile tab) or you
can add multiple accounts to one user (you have to register
each account and assign the same email address to it).

| am experiencing technical issues with my e-Billing
website. Who can | contact to help me?

If you are having problems with downloading your
e-invoices or you have a question that has not been
answered in the user guide, you can contact our e-Billing
Technical Support Helpline on: 0208 831 5363.

How can | be confident that a DHL e-invoice meets
legal requirements for invoicing?

DHL e-invoices are certified legally compliant for e-Billing in
the country the invoice is issued in. It meets the relevant EU
and Swiss VAT legislation laws and where required the
e-invoice will have a form of electronic signature attached
to the data that enables the invoice to be uniquely
identifiable from DHL. This electronic authentication allows
the signatory (i.e. DHL) to detect any changes that may have
been made to the data. This can be viewed in the PDF image
of the invoice.

Still have a question?

Call us on 020 8831 5363 for general information and
technical support.

http://www.dhlguide.co.uk/e-Billing---FAQs.html
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e-PAYMENT FAQs

How can | pay for my e-Billing invoice online?
Step 1: Click on the e-Billing link within your notification
email. This will take you directly to the DHL e-Billing website.

Step 2: Within the e-Billing hub, you can view your online
invoice list.

Step 3: Click on the invoice which you wish to pay and
choose ‘Pay Now" option from the drop down option.

Step 4: Enter your card details.
Step 5: Submit the payment through e-Billing system.

Is e-Payment secure?

Yes, it is. We use a combination of digital signatures and
powerful encryption technologies to protect all your card
payment details.

Do | have to install specific software to be able to pay
through e-Billing system?

No. You do not require any specific software or hardware to
pay through e-Billing system. All you need is access to the
internet.

How can | see that my invoice has been paid?

Once invoice has been paid through e-Billing system all
payment confirmation details will be available on your e-
Billing profile/ on your "history’ option.

Can | see the payment details in my ‘history’ option?
Yes. The online history will display Worldpay transaction
reference and total paid in pounds (GBP).

How long will it take to submit the payment?
The payment will be authorised online and this process will
take approximately 15 seconds.

How can | make sure that | will not duplicate a
payment?

The error message will appear highlighted in red that your
invoice has already been paid and you will not be allowed
to process a payment further.

Is there a limit for the total of invoices selected for
payment?
The limit for the total of invoices selected for payment is
£99,999.98

What credit cards can | make a payment on?

Payments can be made via various methods such as Direct
Debit (which you can register online), credit cards i.e. Master
Card, Maestro and Visa .

| am experiencing technical issues with my e-payment
system. Who can | contact to help me?

If you are having problems with e-payment you can contact
our e-Billing Technical Support Helpline on: 02088315363.

Are there any additional charges when using the
online payment service?

No. There are no additional charges when using the online
payment service.

If I pay online, do I have to use this method every
month?

There is no requirement to pay by this method every month;
you can pay by various methods when using DHL Express.
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