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In the first section of this step-by-step user guide you will learn how to prepare a
shipment online, using DHL IntraShip. The second section takes you through lots of
handy, optional features which are designed to simplify your booking process, help

you with reporting and save you time.

Look out for the tips and important information. These will help you to speed up
your booking process and complete all data fields accurately.

Preparing and booking your shipment

NON-DOCUMENT DOCUMENT
{Dutiable shipments}) {Non-dutiable shipments}

| l

STEP 1
Adding your Shipper and Receiver details

: ;

STEP 2
Creating your Shipment and Piece details

|

STEP 3 (non-documents only)
Creating your Export Documentation

l Y

STEP 4
Printing your Label {and Export Documentation)

: ;

STEP 5
Making the Booking (requesting a pick-up)

l ‘

STEP 6
Printing your End of Day Report

SOME POINTERS TO HELP YOU...

¢ The TIP icon

Wherever you see this symbol, you'll find all Y
sorts of tips — from helping you search for '
addresses to creating shipment reports.

Important information

Look out for the hoxes with this symhbol. They

contain important information that you need [B
to know in order to complete your hooking or

action correctly.

Mandatory fields

When entering your data you'll notice that some of
the data field headings (e.g. company name) are
highlighted in bold. These fields are mandatory and
must always he completed.

System requirements

e A DHL account
¢ |nternet access

Compatihle browsers are;
¢ Mozilla Firefox

¢ Printer * Microsoft Internet Explorer
e Email * Apple Safari

* Google Chrome

¢ Opera
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To login, connect to the internet and navigate to www.intrashipeu.dhl.com
DHL IntraShip is compatible with most browsers,

) 7/ 2
e A A = = u
Intraship - Login
Login: ._ - ) 5
Password: |
Language: | Engish [
Change password |:| Forgot my password
Login
Deutsche Post DHL

After you have logged-in, the screen will

show a main navigation menu on the left
hand side. Each of these buttons will give
you access to different functions.

If the IntraShip session is inactive for
more than15 minutes, as a security
measure you will be automatically logged
out. If you were in the middle of creating
a shipment, then this data will be lost.

_a»Esy
== A A = = = -
Customer Services: Intraship - Shipment lis

0844 245 D344 —
Technical Support: A

0544 245 0521

ID#: 130000000
ransport e I ——
- - Deselectall | Selectall | Print | clobal Trag

Showy all unprinted orders |

Shipment list overview

Customer  Shipment Status
no. of Date
sender

Product Receiver
Code

Add order
Special Order
Search fitter
Address book
Reports
End-of-Day manifest

Pick up

Client options

Global Track & Trace
Mailinglist administration
DHL Web

General Info
Client Information

Logout

Deutsche Post DHL

r@ If you ship both time definite and ®
day definite shipments, a van and
aeroplane symbol will appear in the
main navigation on the left. Click the
aeroplane button for time definite.
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STEP 1: ADDING YOUR Nalidg i< q =@ DETAILS

To prepare your shipment use the ‘Add Order’ function from the menu. There you
will find all the options you need to process your shipment. Start with ‘Shipper’
and move through the tabs. Mandatory fields are in bold.

Shipper | Receiver | Shipments details | Piece Details | Export Document | Notify Receiver

[for non-documents anly] [aptional]

=) 7/ 4
BT :
Customer Services: Intrashlp - Add order
0544 245 0344
Technical Support: r
Beseanc e You can prepare @
e a shipment and book
dtansii i Receiver Shipment Piece Details [Motify d COlleCtlon from any
detailz Receiver H
oz || B address. This 3rd
o ddress can b
Origin code: pa rty a ress can be
» Shipment list overview Sender I | Pnone: 208518800 | typed into the
Company name: |Cor ame | Fax [ ——— Shipper tab fields.
<E Add order > Contact: !(_Zontac:t . Email: gsgmeone@dhl.com | \ J
Special Order Account: | 130000000TD v vatie [ ) B |
Search filter Address 1: | &ddress 1 | Reserved: i ]
Address book Address 2 |Address 2 | Resetved 2:
Reports Address 3 |Address 3 | Reserved 3
End-of-Day manifest ECRI Mumber L |
Pick up Country | United Kingiom v_|
ZIP: City: | T4 IS |Hounslow

Global Track & Trace Find postcode & city

Mailinglist administration Search @_| Add address m Update address @ Clear fields @J
=L

DHL Web Update page | Invoice address..

[ 4

4

»

4

[ 4

4

# Client options
3

[ 4

4

b General Info
[ 3

2

Client Information Bold fields are mandatory.
Logout
Save and return ‘ Save/Print ‘
Deutsche Post DHL

If you have shipped before using DHL IntraShip, your previous shipper address and
information is automatically displayed. If this is not required, simply type in another shipper’s
details or click ‘Clear Fields’ followed by "Search’ to choose a previously stored address.

If it is the first time you are shipping you will need to enter your shipper details. After
doing this you can store the shipper information by clicking ‘Add Address’.

17,
(XN To store a new shipper address click 'Add address’, '

(3 To choose a previously stored shipper, click ‘Clear fields’ and then ‘Search’.
(® To update an existing address click on ‘Update address'.
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ADDING YOUR Malidg i@\ DETAILS

Mandatory fields are in bold.

Shipper | Receiver | Shipments details | Piece Details | Export Document | Notify Receiver

[for non-documents anly] [optional]
— A AT =
" Customer Services: Intraship - Add order
0544 245 0544
Technical Support:
0844 245 0521
ID#: 130000000
k b Shipper Receiver =hipment Piece Details Export Matify
. detailz Document Receiver
- - 1T
=% F—-’f
|_ Combined shipper & receiver screen o
Shij nt list i TR T T
e ittt o Company name: |Company Mame Phone: |
Contact: Fae: !
Add ord -3 y
E LR SF Address 1: | Email: '
5 tal Ord 5 1
P BEREtalIey Address 2 | Wat Mo |
b Searchfilter Siiressi Destination code:
» Address book st i : Paid by: t_ — - |
» Reports i -
b End-of-Day manifest Country: United States of America w
#  Pick up ZIP: City: 0210 Beverly Hills
» Client options Find postcode & city
b Global Track & Trace @ Q @
b Mailinglist inistration Search Add address | Clear figlds |
Updste page Find destination code |
+ DHL Web
 EEnEe Bold fields are mandatory.
b Client Information
» Logout =
Save and return Save/Print
Deutsche Post DHL

&) Click the Reciver tab and type in the receiver's details. To store this new Receiver address click on
'Add address’.

Please note, if you enter an email address on the receiver screen, the recipient will automatically
receive an email after the shipment data has been sent (manifested) to DHL.

M7,

¢V To update an existing address click on ‘Update address'.

() To select a Receiver from the Address book click "Clear Fields’ and then the "Search’
button, or type in a postcode and hit the ‘Find postcode & city button’
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STEP 2: CREATING YOUR MgligViS\IR<qqIS€3 DETAILS

The Shipment Details tab is where you input information for the type of shipment and

service that you require. Mandatory fields are in bold.

Shipper | Receiver | Shipments details | Piece Details | Export Document | Notify Receiver

[for non-documents anly] [aptional]
) 7/ A
= Intraship - Add order p
0844 248 0544 - o :
Technical Support - A & Please note the
0844 248 0521 =P
2P h——-—-» ' Terms of trade’ are

ID: 108369135 to select the

Le
ID#: 130000000 defaulted to 'DAP’. If

port by Shipper Receiver Shipment Piece Details Export Motify needed ouU can use
details Document Receiver ! y
e b\“.f
Crme

the drop down box

» Shipment list overview Shipmertt Mo . S ! .
DHL Services: HPRESSAMORLCVAIDE 4 pproprl ate term 5

!

A

Saveandretun | sauerprint | €% If you wish to insure your

&) Click on the 'DHL Services’ button to change the product you
wish to ship on (please note that the Close of Business delivery

product is selected as a default). cannot be higher then the

declared amount).
#) Choose your ‘Shipment type'.

If the shipment is dutiable {i.e. non-document) enter a ‘Declared piece, you can enter the weight
value’ for the shipment. (You will also need to complete the and dimensions on this screen.
Export Document tab, see p.9). If there are more, then use the

el Corp Piece Details tab.
€) Enter a 'Shipment reference’ which is your own reference.

. , : (® You can click on "Content
o Select any optional services you may require

Description’ to bring up a pre-
defined description. See p.20 in
SHORT CUT: If you are sending one piece and it is @ the Optional section to find out

documents, after completing this screen, go directly p.10. how to set this preference.

shipment, enter the declared
value of the shipment and the
amount you wish to insure the
shipment for (insurance amount

(2) f your shipment has only one

‘17,

o % I h | 1 | \
» Addorder Shipment date: _12.!'04!11 - Insurance value: ._D.DD Q gGEIP L |
» Special Order Shipment status: frm — s __» Content description: |Contert Description v|

Shipment type: | Mon-Document w
b Search filter = = : T

Help me Decide

b Address book : i 1

Imvoice no. duty
» Reports o I

Paid ky: Terms of trade:

¥ End-of-Day manifest 5 =

Declared value: 1z |GBP W
F Pickup Shi o = 3

pment g :
Shipment Reference
- il  Shipme You will only be
> Global Track & Trace shown services
—_ — - Wyickth (cm): Height {cm): | bl h
» Mailinglist administration | = MG 1 RiET= e available to the
# DHL Web E H £ H
receiver's post/zip code.
b General Info
T = Create multi packages...
» Client Information
» Logout q
eutral Delivery Service l_ Duties & Taxes Paid l_ Paperiess Trade ? [_
Deutsche Post DHL
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CREATING YOUR Nl ISV IR Q4RI DETAILS
-

The Piece Details tab is where you input information about the size and weight of
each piece in your shipment.

Shipper | Receiver | Shipments details | Piece Details | Export Document | Notify Receiver

[for non-documents anly] [optional]

— " L_

" Customer Services: Intraship - Add order
0544 245 0544

Technical Support:
0544 245 0521

ID#: 130000000

Transport type: ; ; z - ;
L L Shipper Receiver Shipment Piece Details YExport Motify
detailz Document Receiver
[ w

e
Weight (kg): [1 B 0 Length (om): 12 —
b Shipment list overview ; e = ——
Total weight: 1.00 Widdth (cm): (12
‘olumetric weight © 0.35 Height (cm): 12
Add order ke, 110 I
Special Order Erter standard package. .. @ Save as standard package Add package a Update package
Search filter e N
Address book Description: [ package reference; |
Reports
End-of-Day manifest Humber Weight Dimensions Package no. Action
Pick up 3 1 1.00 12x12x12 JJD01 3046474601651 327 b Delete
Client options

Global Track & Trace

Mailinglist administration Bold fieldz are mandatory.
DHL Web

L

General Info

Client Information Save and return Save/Print

¥ You can store package
Ippott details and use them again
for other shipments.

See p.21 for details.

&) Click on the 'Piece Details’ tab and complete the mandatory fields.
The volumetric weight is automatically recorded when you complete the dimensions.
@) Click ‘Add package'.

Repeat the steps for multiple pieces.

SHORT CUT: If you are sending documents {non-dutiable shipments), %
you will not need to create any export documents. After completing this

screen, go directly to p.10.
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STEP 3: BUILDING YOUR |2 4gel:{viei@u "=\ rALI0]\

For NON-DOCUMENT (DUTIABLE) shipments only:

If you are sending a non-document shipment you will need to prepare and print your
export documentation using the ‘Export Document’ tab.

Shipper | Receiver | Shipments details | Piece Details | Export Document | Notify Receiver

[for non-documents anly] [aptional]
i :
Customer Services: Intrashlp - Add order
0544 245 0544 . 1
Technical Support: 0 C||Ck on the EXpOft
Rl . = Document’ tab and
ID#: 130000000 complete all the
Shipper Receiver Shipment Piece Daaila@ Moty m andatory f|e |d5-
- f details Document Receiver
e | B . -
D e @) Click on the "Line
. . Invaice type: E:!mrﬁe@lal_!n\cplc_e _Y___. Position in Company: . - - ' . : b dd
¥ Shipment list overview iieia date:i_12.f04.f11 et f - a |tem5 Utton t0 d
Invaice no.: ' . Commodity code: r } detalls Of your
g il Export type: :-P - permanent o _\; | Account Mumber — 1
b Special Order — =i DutyiTaxes e — paCkage(s)'
N Bty 00 ____' City name of liabilty — ]
b Address book
v Invoice address Line tems OJ
» NG er e e Bold fields are mandatory.
¥ Pickup
e Intraship - Add order
¥ Global Track & Trace Save and return ‘ Save/Print ‘
F  Mailinglist inistration
< Shi Recei Shij rit Pi Dretail E rt Motif
€) Complete all the mandatory fields. = T e T e e
0 ClICk on Add £ F Description: __ke_y_poard b 2| Met sweight (ko !_D.DD__ a - —
- Commodlity-Coce: o 1 Gross weight (ko) 'D.DD. =
Repeat steps 3-4 to add more items. Quantity: [ | countryof origin: | United kingeiom v|
B 5 1 ' Unit value: |12DD .E Updlate
6 Once finished, click on the ‘Return’ button. — -
Humber Description Action
' [ | Keyhoard } Delete
r
All non-document shipments I @ QMLI

must have export documentation
i.e. a commercial or proforma
invoice. Failure to do this will delay

your shipment at customs. '

A COMMERICAL INVOICE isneeded | [ The total value of the shipment |_@ o
must add up to the declared value
If the shipment is

for all buisness related transactions you have entered in the ‘Shipment

e.g. when items have been sold. S——— not being shipped

A PROFORMA INVOICE applies to a today then please
non-sales related transaction e.g. "Country of Origin” is the country of change the date to the
samples, gifts, intercompany material. manufacture, NOT country of export. actual shipping date.

. 4\ o
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STEP 4; IXINILNIEIYOUR SHIPMENT LABEL/PAPERWORK
-

Now that you have prepared your shipment, you can choose whether to print your label
(and any export documents) now, or later,

Shipper | Receiver | Shipments details | Piece Details | Export Document | Notify Receiver

[for non-documents anly] [aptional]
-y /. i
Customer Services: Intraship - Add order Ok WP X Sy
0544 248 0344 . o
Technical Support:
0544 248 0521
mﬂ
ID#: 130000000 Address2
Shipper Receiver Shipment Piece Details  |Export Moty ghﬁm'g&?ﬂg’:zmu _1
i details Documernt Receiver US—ELA—'ELA
- - - b gl i D]
= = : Weight (kg}:;1_ Length (cm): 12 | m;&;zuwm:n
b | Bhimmentistovere Total weight: 1.00 wicth cem): [12
“olumetric sweight : 0,35 Height (cm): :.12
¢ Add order
b Special Order Erter standard package... Save as standard package Add package Update package | R e
¥ Search filter
¢ Address book Description: __ N package reference; | a
» Reports
b End-of-Day manifest Humber Weight Dimensions Package no. Action
b Pickup b 1 1.00 1212312 JJD01 3046474601651 327 F Delet
» Client options COMMERCIAL VOICE -
b Global Track & Trace
b Mailinglist administration Bold fields are mandatory
} DHL Web
b General Info
......
¥ Logout
To print your label (and export documents) NOW:
Click on "Save/Print’ at the bottom of the screen.
Your shipment label and, if necessary, export document
{(commercial or pro-forma invoice) will open in PDF format.
NOTE: Either prints your label only (for document shipments) ] ]
If you are using a thermal printer =

OR your label plus export documents {for non-document

hikmients), and have export documents, go to

the next page (p.11).

When complete, go to step 5 p.13.

M,
To print your label (and export documents) LATER: At this stage you can use the 'Notify
Receiver’ tab if you wish to inform
your recipient, or anyone else, that the
shipment is on its way. Please see p.16
for details.

Click on ‘Save and return’. This will place your
shipment in “Shipment list overview’ (in the left
hand navigation menu) for printing later on.
See p.12 for full details.
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PRINTING TO A LABEL PRINTER
-

If you are using a thermal label printer to print your labels, please follow the setup
below to print your export document to an A4 printer.

Shipper | Receiver | Shipments details | Piece Details | Export Document | Notify Receiver

[for non-documents anly] [optional]

Customer Services: Intraship - Add order
0544 245 0544
Technical Support:
0544 245 0521

ID#: 130000000

detailz Document
el ur
R ad
D Invoice type:  Proforma Invoice Posttion in Company:

Invoice date: 120441 Remark:
¥ Shipment list overview
Imvoice no.: Commodity code:

Shipper Receiver Shipment Piece Details Export

Matify
Receiver

Exporttype: P - permanent Account Mumber Duty/Taxes

Add order City name of liability

Special Order Export resson:

Search filter
Address book Invoice address | Line items
Reports

End-of-Day manifest

Pick up ﬂ Delete
Client options

Global Track & Trace
Mailinglist administration
DHL Web

Print Print export dncumen{o‘ Print receipt ‘

General Info

¥ W ¥ W W W ¥ ¥ %W W% w w w

Client Information

€) Click "Print Export Document’ at the bottom of the page.

A pop up will appear with the export document. Please ensure you print this document.

This step is only applicable if you o
are printing to a label printer.
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PRINTING FROM Nglix\ViS\ ANy O A= v 12

If you had previously clicked the ‘Save and return’ button when creating your shipment,
your shipment paperwork would have been stored in the “Shipment list overview'. Access
this button to print the waybill (and export document if relevant) for your shipment.

Printing the wayhill

=) 7/ 4
Customer Services: Intraship - Shipment list overview
0544 245 0544
Technical Support:
0544 245 0521
ID#: 130000000
Transport type:
DOMESTIC EXPRESS DOM.DHI..
Deselectal | Selectall | m Globsl Track & Trace | Delete | o
s £
Showe all unprinted orders @ Comaet: |
< Shipment list overview ol
T\O\H BJS C:ar
» Add order 1 GB United Kingdom (
= Customer Shipment Status  Product Receiver User Shipment Select Copy Email
b || EEClOies no. of Date Code Ho. GB LHH Hsc
» Search filter sender 1 B H“
o e e ey 12 K9
} Address book ¥ 130000000 1204111 Arwaybil EXPRESSIORLDWIDE Company 9519327593 o @ e
printed [Matme
¥ Reports
# End-of-Day manifest B
= F 130000000 12004111 Airvwayhill DOMESTIC Caompany gg1aaz17el [ BE =
d T pritted  EXPRESS Name
p Client options
B
Global Track & Ti
b EGlahaklEack AL ate ¥ 130000000 120411  Airwayhil EXPRESSAMORLDVWIDE dosahida agtaooedro T pE =2
b Mailinglist administration prirted
b DHL Web )
¥ 130000000 1204111 Airveayhil EXPRESSAMORLOVIDE dasahdy gyegrsaa [ BE =
b General Info printed
b Client Information us
P 430000000 ¥1204/11  Airwayhil EXPRESSAMORLOVADE dosahdy oategTeses [ pm = L1101 3048 4745 5036 8033
¢ Logout printed
us
¥ 130000000 12104111 Airveayhill EXPRESSAMORLOVIDE Company gatees2ss0 BE =
Deutsche Post DHL printed Maimie:
us
1

Put a tick next to the shipment(s) you would like to print
and click ‘Print’.

¢y To print all your shipment
paperwork at once, click ‘Show all

Mz, unprinted orders’, then click the
"Print” button.
LABEL PRINTER ONLY:
If printing to a label printer and your @ To make a copy of a shipment click
shipment contains Export documents, on the 'Copy’ icon.
click on the 'Customer number’ and then
click "Print Export document’. (@ To send the wayhill to the email

address defined in the "Shipper’ tab,
click the "Email" icon. This is useful for
3rd party collections.
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STEP 5: MAKING A BOOKING USING [gle 9]

If you do not have a regular collection, you will need to make a separate booking
request for a courier to collect your shipments. This can be done using the ‘Pick up’
feature which will activate a collection from the Shipper’s address.

Customer Services: Intraship - Pick up
0544 243 0544
Technical Support:
0544 245 0521

ID#: 130000000
B T
= - r Load...a
—= |
T = P =
» Shipment list overview Hitlun; date; 5_1 2ID4I:I1
Ready by (hh:mm):
v Add order Cloging time (hh:mm}): _19&0
b Special Order
F  Search filter Special instructions for DHL:
» Address book [ [
b Reports Pickup location: [test o i '
b End-of| ifest
» Pickup 0 Request Pickup 9 Return | Pickup overview @
» Pickup Defaults g Delete Pickup Defaults |

» Global Track & Trace

F  Mailinglist administration
¥ DHL Web

b General Info

b Client Information

¥ Logout

&) Click on 'Pick up’.
#) Click on "Load". Select your shipper/pickup address.
Complete all mandatory fields.

€) Click on 'Request Pickup’.

A booking reference for the pickup will be displayed on

the screen and a booking has been made.

Remember: If you already | J
have a regular collection set up

with DHL, you will not need to
request a pick-up.

X/,
@ If you want to save these '

pick-up details to access
later, click ‘Pickup Defaults’.

(3} Click 'Pickup overview' to show
historical pick-up details using
criteria such as date range,
account number, etc.

(@ The format for the 'Ready by’

time and "Closing time is
HH:MM i.e. 18:00

!

Please ensure you keep your ®
booking reference handy as you may
need to refer to this when speaking

to us about your shipment.

13
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OPTIONAL FEATURES

The following section will introduce you to some handy features
to help you with your everyday shipping process. These optional
functions can help you notify your receiver that their shipment
is on its way, track your shipments, search for shipment data,
build your address book, create reports from your historical
data, change your password or invoice address, store and

retrieve package details, customise your screen and default your
data to suit you.
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STEP 6: TRANSMITTING DATA USING [SXIRe s/ @ UL IE =Y ]
.

After completing the last shipment of the day you will need to run the ‘End-of-Day-
manifest” and transmit all your shipment data. This step is vital because it transmits all

your shipment details to DHL.

Customer Services:
0544 245 0544
Technical Support:
0544 245 0521

ID#: 130000000

Transport type:

Creation EOD-Manifest + Data Transmission

&) Click on the 'End-of-Day
manifest’ button on the main
navigation menu at the left of
the screen.

E

':--

¥ Shipment list overview

Creation EOD-Report ‘

Click ‘Creation EOD—Manifest +
Data Transmission’.

» Add order
¥ Special Order

b Search filter

} Address book

) A

» Reports AT =
2 Customer Services:
< End-of-Day manifest 044 245 0544
F Pic Technical Support:
0544 245 0521

» Client options

b Global Track & Trace

b Mailinglist administration
¥ DHL Web

» General Info

1D##: 130000000

» Shipment list overview
€) Choose your Origin > Addorder
from the "Select origin’ | Peceiorer
: b Search filter
drop dOWFI ||5t' » Address book
» Reports
o C||Ck JIl.c)ad‘l. ¥ End-of-Day manifest
b Pickup
© Click ‘Create end-of- | Chentontions
d f t; » Global Track & Trace
ay mantrest . ¥ Mailinglist administration
Fr DHL Web
. 2 b General Info
The m_anlfest report will g
open in a new pop-up N

window.

Transport type:

Intraship - Creation EOD-manifest
+ Data Transmission

Create end-of- day manifest

Select origin: L}-—rﬁ;_& \; Load ‘: I Select all Dezelect all |
Create end-of-day manifest 6‘ l
Still to manifest: 6 Shipments
1
D Account ﬁ:tigmem Receiver  Contact ShipmentHo. Select  Delete
106358851 130000000 12041 S;::a”y oslgegzssn W i}
106360836 130000000 120411 dgsahdgy ag1897483 ¥ i
106361884 130000000 120441 dgsahdgy oaEaTsa1s W i
106362535 130000000 120441 dgsahdy gs1go0s4rn W i
106368835 130000000 1210441 S;::a”y aaigz21Tel W i}
106369135 130000000 120441 S;::a”y ag19327503 ™ i}

Print the manifest report via the print button at the top of your screen.

!

If you have created any 3rd party o
collections, ensure you select the

origin from the menu.

!

The End of Day routine is an essential process
which ensures all your shipment data is captured and
transmitted. Please make sure that all your shipments
are manifested before you hand them over to DHL.
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VOINRdINCRIs =@ OF THEIR SHIPMENT

If you want to advise someone that their shipment is on its way, use the
‘Notify Receiver’ function. This will send an email to your Receiver, or any
other contact you choose, enabling them to track the shipment.

R
" Customer Services: Intraship - Add order
0544 245 0544
Technical Support: a1 1E
0844 248 0521 e = <2 P
ID#: 130000000
L L Shipper Receiver Shipment Piece Details Hotify 0
- details Receiver

e | | G

- Etmnail text: iHi, I-have j.ust. shipped tﬁe-k_eyboard ﬂ B B
» Shipment list overview T = ]

<} Al deder Mame of receiver: Eo_mﬂe_ = |

b Special Order L {sareshs@en con @

= Shipment Mo
b Search filter
» Address book Al 6
¥ Reports
¢ End-of-Day manifest Humber Receiver Action
» Pickup L | zomeone@dhl.com b Delete
¥ Client options
b Global Track & Trace Bold fieldz are mandatory.
¥ Mailinglist administration
# DHL Web ‘ I '
» Generaiinta Save and return Save/Print » P4
»  Client Information :
» Logout If you have added an

email address in the Receiver
screen, a notification will

Prepare a shipment in the normal way via the "Add Order’ button. automatically be sent to that
After completing the Piece Details tab, follow the steps below: email address.

Click on the "Notify Receiver’ tab. (This function is optional so only
complete this section if you want to e-mail the receiver or any one

&

Click on "Add’. (manifested) to DHL.

else about the shipment). '
@) Enter the 'E-Mail text’ you would like the receiver to see. Shiptrient HiotHlications ®
€) Enter the 'Name of the receiver’. will only be emailed after
the shipment data has
@ Enter the "E-Mail” address of the receiver. been transmitted

.

Repeat steps 3-5 to add more contacts.
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The “Search filter’ can help you find shipment data using specific search criteria,

such as date, status and account number,

Customer Services:
0544 245 0544
Technical Support:
0544 245 0521

1D#: 130000000

Transport type

b Shipment list overview

Date from{DDMMA YT 2 ta

Status: Shipment no.:

Shippers Accournt: Shipment Ref

Reserved 1: Receiver:

b Add order
Reserved 2
¢ Special Order

Reserved 3 :.
< b Search filter =
b Address book

¥ Reports
D show only deleted shipments

garch accross business units

Load QJ CIearFiner&Retuer

¢ End-of-Day manifest
b Pickup
b Client options

Company name: | |

Piece Reference

Erence:; |

Clear figlds

b Global Track & Trace

»  Mailinglist administration
F DHL Web

b General Info

b Client Information

¥ Logout

Deutsche Post DHL

&) Click on the 'Search filter' button on the main
navigation menu at the left of the screen.

#) Enter your Search criteria.
€) Click the 'Load’ button.

You will now see all shipments within your search
criteria on the Shipment list overview screen.

If you can't see the shipment you
have recently created, it is likely to be
because you have the filters on.

{2y If you send time definite and day
definite shipments, and want to
apply your search criteria to both
types of shipments, tick the 'Search
across business units” box. Then click
either the PLANE symbol for time
definite, or the VAN symbol for day
definite, to view the details. Results
will appear in the Shipment list
Ooverview screens.

To clear the criteria applied to the
Shipment list overview screen, click
"Clear Filter & Return’,

The shipments that will
appear in the Shipment list
overview are those that you
applied in your search criteria.
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IS NE YOUR SHIPMENT
-

You can track the status of your shipment at any time using the “Search filter’ or,
if you know your waybill number, the ‘Global Track & Trace’ function.

_EEry
— A A = = = - =
Customer Services: Intraship - Shipment list overview
0544 245 0544 v
Technical Support:
0544 245 0521

€D Search for the
shipment(s) you wish

ID#: 130000000 N 0 to track using the
"Search’ filter as in the

i Deselectal | Selectall | Print ﬁmam%lete| pI'EViOUS page (p1 ?)

Your results will appear
Showe all unprinted orders | . . .
¢ Shipment list overview In the Shlpl’l‘lent ||5t
overview screen.

¥ Add order 1
b Special Order Customer Shipment Status  Product Receiver User Shipment Select Copy Email
.of  Dat Cod Ho. :
b Search filter :gnder ¢ oce ° 9 SeleCt your 5h|pment(s)
Nems P 130000000 1200411  irwaybil EXPRESSINORLDVIDE Company 9819327593 %DD = by tid(ing the relevant
printed Matme
b Reports N box{es) under the
v Elﬁd_of_nwmanﬁes‘ ¥ 130000000 120441  Airwaybil DOMESTIC Company sgtazizel O pR = "Select’ column.
b Pickup prifted  EXPRESS Narme
¥ Client options } ¥
¥ Global Track & Trace N . . - — O ClICk on the GlObal
‘ 130000000 120441  Airwaybil EXPRESSMIORLDWIDE dysahdg smeooesro T pR = 3
}  Mailinglist administration printed Track & Trace’ button.
us
: 2:1;::]'“‘] ¥ 130000000 12/04/11 sriirr\:tv:dybm EXPRESSAMORLDVVDE dygsahey sasgrsats T pR = Your results will be
b Cllent information 2 us - = shown in a new
130000000 1200441  Airwaybil EXPRESS/MWORLDWIDE dgsahd 9318974896 Bn = :
> Logout g i window on the DHL
us . .
¥ 130000000 120411  Airwayhil EXPRESSAVORLOWDE Company agigsezssn T pn =2 TraCkmg website.
Deutsche Post DHL printed Maime
e ey —
e e Intraship - Global Track & Trace
0344 243 0844
Technical Support:
044 248 0521
ID#: 130000000
i Shipment Mo [ @ Global Track & Trace
b Shipment list overview
¥ Add order \‘ll’
b Special Order
b Search filter i i
, R Q If you know the waybill number of the shipment you
b Reports wish to track, click on the ‘Global Track & Trace button
» Fncar Diy mapeet on the main navigation menu at the left of the screen.
b Pickup
¥ Client options T F b” b . th ;Sh t N il b
<w (3 Type in your waybill number in the "Shipment No' box.
¥ Mailin inistration
> DHLweb (@ Click the 'Global Track & Trace button.
¥ General Info

Your tracking result will appear in a separate window.
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The ‘Reports’ feature enables you to create reports from your shipment history and

email them at the same time.

Customer Services:
0544 245 0544
Technical Support:
0544 245 0521

Intraship - Reports

ID#: 130000000

Transport type:

&) Click on the 'Reports’
button on the main
\ navigation menu at the

~
-

i1l

)

Report scheme

‘ left of the screen.

b Shipment list overview

Export shipment details 0 ‘

Click on the "Export
Shipment Details’ button.

2/

b Add order

¥ Special Order
b Search filter

b Address book

Return

<z Reports !!>
¥ End-of-Tay manifest

b Pickup

b Client options

» Global Track & Trace

¥ Mailinglist administration
F DHL Web

b General Info

b Client Information

» Logout

€) Enter the "from and to’ date
range for your comprehensive
report.

Enter the e-mail address of where
this report should be sent to.

Select the status of shipments
you wish to see on the report.
(Choose the status 'Manifested’
to see all shipments that were
sent via DHL).

Click on ‘Create history
transmission’.

W W WL W W W W, W W W W W O

Customer Services:
0544 245 0544
Technical Support:
0544 245 0521

1D#: 130000000

Transport type:

Shipment list overview

==

Add order

Special Order
Search filter
Address book
Reports

End-of-Day manifest
Pick up

Client options
Global Track & Trace
Mailinglist administration
DHL Web

General Info

Client Information

Logout

Intraship - Export shipment details

L

Transmission history

Date of

Email-addresz of receiver:
Status:

Separate Files v

@ Create history transmission

| Return |

The e-mail recipient should now receive an e-mail containing the Report as a semi colon delimited text file.
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SETTING YOUR DEFAULTS USING [@RIS\NROIALIOINN

To speed up your booking process, DHL IntraShip has a handy feature which enables
you to ‘default’ your data in various ways:

e Description of content
Shipment type

(i.e document or non-document)
Terms of trade

Declared value of shipment
Insurance value

Number of packages

Click on “Client options’.

Click on "Defaults’.

Click on "Standard defaults’.
Populate the fields you require.

Click "Add".

€ To update any of the !

items in your default list,

QOQOO®Q

Customer Services:
0544 245 0544
Technical Support:
0544 245 0521

ID#: 130000000
Transport type:

.
e B
Shipment list overview

Add order

Special Order
Search filter
Address book
Reports

End-of-Day manifest
Pick up

Client options

<

Global Tracl race
Mailinglist administration
DHL Web

General Info

Client Information

Logout

Import receiver addresses ‘

Export receiver addresses ‘

Import sender addresses ‘

Export sender addresses ‘

Defaults 9 ‘

Import shipping orders ‘

Receiver Import Mapping

Shipment Import Mapping

Return

simply click the item,
make the changes and
click ‘Update’.

ID#: 130000000
Transport type:

-

Shipment list overview

Add order
Special Order
Search filter
Address book
Reports

End-of-Day manifest
Pick up

Client options
Global Track & Trace
Mailinglist

ation

Intraship - Defaults

¥ Standard descriptions

Standard defauits

Description Commodity-code

Export reason Terms of Trade

| DAP |
Declared ual;.le_ ) Currer_lc_yof declared value
|0.00 | |zBR s
Insurance Value  Insurance Currency
000 GBP |
Humber ofi)ackages Couptryof origin
| United Kingdom |
Description Shipment type

Declared value
Insurance Yalue

Currency of declared value
Ingsurance Currency

DHL Web
General Info
Client Information

Logout

C dity-code Export reason
¥ DEscription Document

5550 GBP

2550 GBP

022 Export Reason

Standard defaults 9

¥ Product weights

Document

®

Hon-Document ()

4

Marked as default [

Account -

| “

Account Marked as default
Humber of packages

Country of origin Terms of Trade
130000279

2 b Delete

B DAP
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STORING AND RETRIEVING [gIS@ bl VNI

If you are sending the same piece to many different addresses, you can store the
weight and dimensions details once, ready to retrieve easily each time you need to

use them again.

Shipper | Receiver | Shipments details | Piece Details | Export Document | Notify Receiver

[for non-documents anly] [optional]

Customer Services:
0544 245 0544
Technical Support:
0544 248 0521

Intraship - Add order

1D##: 130000000

Transport type:

Shipper Receiver Shipment

details

S | G

Weight (kg): 12
» Shipment list overview T

b Add order
» Special Order

Total weight: 0.00 Width (emy: |5
“olumetric wweight 0,00 Height {cm): B
Erter standard package... 6_‘ Save as standard package@ Add package | Update package |

Piece Details Yhotify
1 Receiver

Length (om: ‘10_

b Search filter

¢ Address book Description:
» Reports

» End-of-Day manifest Humber Weight
Pick up

Client options

Global Track & Trace
Bold fields are mandatory.

DHL Web

Special Functions

4

4

4

F  Mailinglist administration
d

4 Save and return
>

keyboard g

Save/Print ‘

General Info

package reference: ;Package Reference-sg

Dimensions Package no. Action

Intraship - Add order

Click on the 'Piece Details’ tab.

Type in the weight of your package.

OO Q

Type in the dimensions of your package
(optional), package reference {optional)
and description of the item.

o

The package is now stored in DHL IntraShip.

Click on “Save as standard package’.

To retrieve a standard package:
€ Click on "Enter standard package'.

(3 Click on the package you wish to ship.
Click on "Add package'.
&

Shipper Receiver Shipment Piece Details  Motify
detailz Receiver
Return
Description Weight Dimensions Action
» Box of Choc 1200 505050 } Delete
[ 3 Keyboard 12.00 10x5x6 F Delete

Intraship - Add order

Shipper Receiver Shipment Piece Details

details

Platify
Receiver

Length (cm): |50
Widkth (o) |50
Height (o) |50

A packagﬂ Update package

Weight (kg): 1200
Total weight: 12.00
“olumetric wweight © 25.00

Erter standard package... Save as standard package

Description: :Elox of (fhoc: package reference;
Humber Weight Dimensions Package no. Action
13 1 12.00 S0a0xas0 JJD01 304647460067 5025 b Delete

21
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COMBINING YOUR Ngligxatat\Ina @2\ SCREEN

If you prefer to have your Shipper and Receiver screens in one tab whilst
making your booking, you can do this easily with one click.

_—NEry
= AT =
ar
DB44 248 0B44
Technical Support:
0844 248 0521
1D#: 130000000
Shipper Recelver Shipment Piece Details Export Naotify
details Document Receiver
= ST
» Shipment list overview el
Company name: Company Name Phone: 001 212454512
P Contact: Contact Fax:
order
<© Address 1: Address Line 1 Email:
b Searc
N Address 2: Vat Not
b o Address 3: Destination coda:
i Match code: Paid by:
¥ End-of-Day manifest
ZIP: City: 80210 Beverly Hills
»  Plck up
b [EzDanit ptions. Country: | United States of America =1 I t hl Add rd
b Global Track & Trace it S nirasnip - oraer
» DHL Web | & o)
b Genaraiinfo Search | Add address 22
» Client Information Update page | Find destination code | —ﬁ
b Siep Bold fields are mandatory. Recelver Shipment Piece Detalls  Export Notify
details Document Receiver
Deutsche Post DHL PR ‘ A ‘
Sender address
— = Search sender
F Ci i shipper & receiver screen
Company name: Company Name Phone: 001 212454512
c t Contact Fax:
Address 1: Address Line 1 Email:
Address 2: Vat Not
Start to make a booking in the normal way Address 3: Destination code: _
via the 'Add Order’ button. U oo 5T .
ZIP: City: 80210 Beverly Hills
&) When you are in the Receiver tab, tick the ke e e
box named ‘Combined shipper & receiver state: Calfornia
screen’ to merge these screens. e e e
Update page |  Find destination code | Sender address detais |
The Shipper screen is now merged into the - —
o {+] ields are mandatory.
Receiver screen.

#) Simply select the Sender from the ‘Sender s/
; M/,
address’ drop down menu.

If you want to change the menu
back to the original view then
simply un-tick the ‘Combined
Shipper & Receiver screen’ box.
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USING THEZABIDIENY:10]0] ¢

The "Address book’ feature enables you to add, store and edit all your receiver
contacts in one place.

by Y 7/

=M = o — 5
Customer Services: Intrashlp - Address book
0544 245 0544 P
Technical Support: e
0544 245 0521 L
ID##: 130000000
Transport type: Address book list
.
—
._.I.C-rf A BCDETFOGHIJEKLMHOPO GRSETUUYWZXY Z0.9R._
—— Search | Mewy address Q
b Shipment list overview
Select all | Deselect all | Delete
b Add order
b Special Order 1
» Search filter
company 4 o & Address = Matchcode = Action
<> Address book ame
» Enenone Company Hame Y Contact Address] r b Delete @
P B Tel: 0208818181 Address2
¢ End-of-Day manifest Address3

= T4 BJS Hounslow:
b Pickup B

¥ Client options

» Global Track & Trace

»  Mailinglist administration
F  DHL Web

b General Info

&) Click on the "Address Book’ button on the main navigation menu at the left of the screen.
M/,

Q To add a new receiver address click ‘New address’.

(3) To edit an existing receiver address click on the address
record. (Clickable fields are in bold).

(@ To delete an existing receiver address click ‘Delete’ next to
the address record.

For Shipper address book, click on @
'Add Order’, Shipper tab, then ‘Search’.
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CHANGING THE [L\A0J[@RIbI {EN

If you are sending a non-document shipment, and you need to define a different
invoice address on your export document, this can be done simply in the “Shipper’ tab.

Shipper | Receiver | Shipments details | Piece Details | Export Document | Notify Receiver

[for non-dacuments anly] [optianal]
A A =
" Customer Services: Intraship - Add order
0544 243 0544
Technical Support:
044 245 0521
ID#: 130000000
port tyy Receiver Shipment Piece Details Mitify
detailz Receiver
—
-
Origin code: e
b Shipment list overview Sender D |Sender 1D | Phone: |020001 0000
Company name: | Com)| amiNa_me . Fax; Lo yr
- 3 2 = =
<> Add order > Contact: |Contact B _ Email: wﬂﬂ‘:ﬂ-‘w‘
¢ Special Order Account: v vatho rmm“wm
b Searchfilter Address 1: | | o8 i
: iransparttype: |
» Address book Address 2 | 1 .
}» Reports Address 3: Address3 | = 'E—':_f:
b End.of-Day manifest ZIP: City: [T 805 [Hounslow ]
|aEfBAGEE el | » IR < iy
F Pickup e ==y Contast: Condecd Fax.
- = Country: | United Kingdom | ¥ Add ordar Address 1 Addres) 9 Ermat
» Client options [ ke — = 5 e = i
b Global Track & Trace ¥ Searchfiltes Ackdress 3 Addres3 Destinaon Code:
e . e b Achdowss buok Makch Code
¢ Mailinglist administration Search Add address .- R ey
» DHL Web Update page Invoice address... : wm : iy =
» General Info Rr—
» Client Information Bold fields are mandatory. : Glwbel Track & Tinse it | e o
b Logout b DHL Wels | Fiekrny |
b Genersl Info
Save and return Save/Print »  Eont information
Deutsche Post DHL o
Deutsche Post DHL

Start to make a booking in the normal way via the 'Add Order’ button.
@) Click on the ‘Invoice Address’ button on the Shipper tab.

@ Complete the Address fields (remember, you'll need to fill in all the bold fields as these are mandatory).
This address will now be shown on the Exports documents.

N.B: If you had previously completed the ‘Export Document’ tab, then this address will appear on your
export document.
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REPRINTING THE R\IDEOI A\ @ =401

If you need to reprint your end of day report, use the ‘End-of-Day manifest’ feature.

Customer Services:
0544 245 0544
Technical Support:
0544 245 0521

Intraship - End-of-Da

ID#: 130000000

Transport type:

Creation EOD-Manifest + Data Transmission
= : P
Creation EOD-Report

b Add order ‘

§) Click on the "End of Day
Manifesting’ button on the main
navigation menu at the left of
the screen.

lii

¥ Shipment list overview

@) Click 'Creation EOD Report'.

Return
¥ Special Order

» Search filter
b Address book

b Logout

b Reports
¢ End-of-Day manife
¥ Pickup
i i r—=J) 7/ 4
b Client options = S
¢ Global Track & Trace Customer Services:
0544 245 0344
# Mailinglist administration Technical Support:
¢ DHL Web 0544 245 0521
b General Info
- = ID#: 130000000
b Client Information ’ -
dEansHniChye Reprint end-of-day manifest

Date from (TTAMMALY: |t a1

» Shipment list overview Select origin ?_LHR ] v| Creste end-of-day manifest @

Return
Add order 4

Special brder

‘Search filter
Address book
Reports

End-of-Day manifest
Pick up

Client options

W WE. MW W, W WL

€) Select the date range you would like to see your Manifest report for.
() Select your origin code.
€ Click 'Load".
(3 Then click ‘Create end-of-day manifest’.
The manifest report will open as a PDF file.

Print the manifest report via the print button at the top of the screen.
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CHANGING YOUR LOGIN [AASSY[o1x{y;
-

If you need to change your password at any time, this can be done simply
via the DHL IntraShip login page.

=] 7/ 4

=M a——

Intraship - Login

€D Go to the DHL Intraship
login page at
www.intrashipeu.dhl.com

Login

e S #) Enter your username and

| _6_: existing password.

Password |

Language: E:English vi 9 T|Ck the JIC hange
Change passwor@ Forgot my password pa SSWOfd bOX '

Lo ¢» Click 'Login'.

=)

SRS Intraship - Login
Enter your new password. ot [ @ |
Confirm your new password. conmpsswers [ (|

Q@

Click on OK.

Cancel | 0k

Your password has been
successfully changed.
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TARIFF 3501915

If you have Rates enabled in IntraShip, you can gain an estimate of the shipment
cost and transit times for Time Definite Services based on the details you enter.

Rates shown are for the account you select

_Eayy &) Click on 'Tariff Request

Training andinformation [ikatkanll R ELCLE L U .

#) select the Account you wish
to use for the tariff request

ID#: 300003466
[ Transporttype: | E_nterlthe shipper and receiver
‘ 9 zip, city and Country
Account (Shipper): 130000000 v s o
—— Enter the shipping date
b Shipment List Overview o net) e —
G o 5 Enter the weight and
> Add Order e s = dimensions of each piece
 [Specil Ordes s P = within your shipment
b Search Fitter bt o (Additional pieces are added
| Addrees ook Sy = — by clicking the # symbol)
» Reports Coundry (Receiver): Germeny |
» |5 of- Dy menowt Weght  Lengh(omx  width(cmy _ Heghteemyx Select if your shipment is
 [{TsHit retent 0 12 [t | ' ] & dutiable (World Parcel Express)
: I"hkwmm S O it @ Dot or non-dutiable (Document)
Service type: | Standara v
b Global Track & Trace - —=
b Mailinglist administration Tadir st | R 9 Click on 'Tariff Request'
b DHL Web
The estimated tariff for the
requested shipment will now be
Base tarif: 40.70 o8P displayed on screen and are based
Fuel Surcharge 692 6P on the account number you have
ook - 052088 chosen.
Total tariff: 57.14 GBP
bt trenek Booe: for Yoae Shapmert B (e In addition the estimated transit
* Shown tariff and transt tie are estimations. time based on the origin and
destination will also be shown.
Return [

* The availability of tariff requests may be subject to agreement with the registered account holder. Should there be any discrepencies with the rates shown then please contact the DHL Sales Representative
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ADVANCED FEATURES FOR [glieisR'A0IRu}\%I18 SHIPPERS
T

Below are some advanced features for high volume shippers needing that little
bit extra from DHL IntraShip. You'll find these features easy and convenient,
saving you time and effort when you are processing many shipments at once.

IMPORT RECEIVER ADDRESS

To save you time entering your receiver addresses manually into your Receiver address book, you can
import your list of your receiver addresses (as a CSV or text file) straight into DHL IntraShip. You will
need to set up this function before use but it can be done easily with the help of our DHL Technical
Support team.

SHIPMENT IMPORT

If you generally have the same shipment being sent to many different addresses, you can save time by
using the ‘Shipment import’ feature. This allows you to upload a CSV or txt file containing all your
shipment data. This will automatically generate your shipments in DHL IntraShip without the need to
manually enter the data. To activate this feature please contact the DHL Technical Support team.

SHIPMENT CONSOLIDATION

If you have many shipments going to the same address, you can speed up your booking process by
importing the information. This feature will save you time entering the shipment data manually each
time. The DHL Technical Support will help you set this up.

MAILING LIST

If you need to send exactly the same shipment (i.e a shipment with the same contents and weight) to
many different addresses, DHL IntraShip has a feature that allows you to create a mailing list and
generate labels for each shipment. You will need to activate this feature to use it. Please contact the
DHL Technical Support team for help.
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