USER STARTER GUIDE
SHIPPING SOLUTIONS AND SERVICES AT YOUR FINGERTIPS
DHL Express – Excellence. Simply Delivered.
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At DHL Express, we offer fast and reliable
express delivery tools and services to make
your shipping process faster and easier. Rest
assured that we’ll help you select a solution
that best meets your shipping needs.
DHL Express at a Glance
nn
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nn

DHL Express Thailand Overview
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GLOBAL OVERVIEW
Since 1969, we have been making shipping easy for all your international deliveries. Our extensive network covers the
world while our in-depth understanding of local markets provides you with a range of import and export solutions from
one company.

221 MILLION
INTERNATIONAL SHIPMENTS ANNUALLY

1969

1ST SHIPMENT SENT

220

250 1,500
DEDICATED
AIRCRAFT

COUNTRIES &
TERRITORIES
31,300 VEHICLES
SERVED

50,000

SERVICE POINTS

Return to Content Page
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GLOBAL
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REGIONAL
HUBS

FACILITIES

90,000
CERTIFIED INTERNATIONAL SPECIALISTS
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DHL EXPRESS THAILAND OVERVIEW
Since 1973, DHL Express has been connecting our customers in Thailand to the world. The confidence that our customers
have in us has motivated our team to continue developing our services to provide a high level of service year after year.

164

POINTS-OF-SALE
AS OF 31 DEC 2016

16

SERVICE FACILITIES

Chiang Mai

(INCL. 14 SVCS, HUBS AND HO)

Lampoon

≈40

Nakornratchasrima

210

DAILY FLIGHTS
Prachinburi

9

VEHICLES

Bangkok

TAPA CERTIFICATIONS

Chonburi
(Amata
Chonburi Nakorn)
(Lam
Chabang)

BANGKOK
North Bangkok
Service Center

Don Muang
Thonburi
Service
Center

>1,000

New Petchburi
Suvarnabhumi
Service Center
Rama III
Service Center

EMPLOYEES

24/7

CUSTOMER SERVICE
LEGEND
Phuket

Headquarters
Songkhla

Service Centres
Thailand Hub & Gateway:
Suvarnabhumi Airport

Return to Content Page
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DHL Express has a wide range of versatile
and reliable delivery options to suit your
needs, so your business will always have the
right support that delivers success.
Products & Services
nn

International Service at a Glance

6

nn

DHL E-Solutions

7

nn

Paperless Trade (PLT)

8

nn

What DHL Means for You
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INTERNATIONAL SERVICE AT A GLANCE
Our global reach and local teams ensure fast deliveries for international door-to-door delivery by a specific time, or by the
end of the next possible business day.

OUR INTERNATIONAL SERVICES AT A GLANCE
DHL Express 9:00
(10:30 to the USA)

DHL Express 12:00

DHL Express Worldwide

Service description

Delivery before 9:00 (10:30
to the USA) on the next
possible business day

Delivery before 12 noon
on the next possible
business day

Delivery by the end of
the next possible
business day

Money-back guarantee

Yes*

Yes*

No

Countries and territories covered

21

80

More than 220

Delivery attempts

2

2

2

Maximum piece weight (not on pallet)

30kg

70kg

70kg

Maximum piece weight (L x W x H)

120 x 80 x 80cm†

120 x 80 x 80cm†

120 x 80 x 80cm†

Shipment Insurance

Extended Liability

The comprehensive protection for your valuable or

Extended liability provides coverage and compensation in

personal shipments, giving you peace of mind in the

the case of loss or damage of valuable documents such as

unlikely event of physical damage or loss.

passports, visa applications or regulatory certificates.

Return to Content Page
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DHL E-SOLUTIONS
Shipping is a simple and efficient process for our account holders. From online shipping management tools to
fully-integrated business solutions that give you total control, we will always have the right solution on hand for you.

DHL.COM/DHL.CO.TH

DHLTOYOU.COM

Provides a comprehensive guide to DHL Express shipping

Offers a user-friendly version of dhl.com, giving a

services, as well as transport news, service updates and

comprehensive guide to DHL Express shipping services, as

contact details. To make doing business with us even easier,

well as DHL Express Thailand news, ServicePoint locator,

the site features interactive tools that include online

reward redemption and promotion.

booking, tracking and a volumetric weight calculator.

MYDHL+

MYBILL

Gives you access to all of DHL’s online capabilities. It allows

A web-based tool that enables you to manage your DHL

you to prepare your shipments, arrange collections, store

invoices in real time, 24 hours a day, 7 days a week. With

address details and use proactive tracking services. You can

MyBill, you will enjoy instant access to summarised and

register online at mydhl.com and benefit from online

detailed invoice data, including related shipment images

billing solutions, eReturn and a lot more – all via a single

such as Waybills, commercial invoices and other Customs

portal that gives you access to one or more accounts.

documentation. It is a paperless, faster and more
up-to-date way of keeping track of your financial
transactions with DHL.

Return to Content Page
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PAPERLESS TRADE (PLT)
Our Paperless Trade service allows you to electronically transmit customs documents, eliminating the need to print and
physically attach them to your shipments. As well as saving you valuable time when preparing your shipments, this free
service will help you save on paper and printing costs, while also making a positive contribution to the environment.

DHL’s Paperless Trade service allows you to electronically transmit customs documents, eliminating the need to print and
physically attach them to your shipments. As well as saving you valuable time when preparing your shipments, this free
service will help you save on paper and printing costs, while also making a positive contribution to the environment.

How does Paperless Trade work?
Paperless Trade is integrated into our DHL XML Services, DHL Web Shipping and DHL EasyShip shipping solutions. You only
register once for Paperless Trade, after which it will be offered automatically as you prepare your shipments - if it is
available to the destination country and within customs value limits.
With Paperless Trade, you have the option to generate commercial or pro forma invoices in the DHL shipping solutions or
to upload invoices created separately.
How can Paperless Trade help me?
nn

Saves time – no need to physically attach invoices to shipments

nn

Saves money – reduces print and paper costs

nn

Fewer delays – earlier receipt of documentation allows queries to be resolved more quickly

nn

Environmentally-friendly – reduces use of paper and printing consumables

Return to Content Page
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WHAT DHL MEANS FOR YOU

SPEED

IT INTEGRATION

DHL founded the international express
business and our reputation is built on what
your customers demand: speed.

Seamless integration with your existing
platforms means reduced order
“processing time.

CUSTOMS

THE BRAND

Our experience means we have the tools in
place to ship anywhere. Our dedicated
customs teams can support you throughout
the process to globalise your business.

Our name is recognised and respected
worldwide, meaning we are a trusted
ambassador for your brand.

SUPPORTING GROWTH

For anything from our services and
general questions about DHL to shipment
tracking, you can contact our Customer
Service at 02-345-5000.

Offering an international express service
across 220 countries opens up your business
to a global market. And increased sales!

Return to Content Page
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Prepare, manage and track your express
shipments online with MyDHL+. Learn more
about its easy-to-use interface that requires
no training to use.
Preparing Your Shipment Online with MyDHL+
nn

What You Need to Prepare

11

nn

What is MyDHL+

12

nn

MyDHL+ Account-holder Benefits

13

nn

How to Create a Waybill Online

14

nn

How Online Waybills Look [Document/Parcel]

15

nn

Export and Import

16

nn

Tracking17

14
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WHAT YOU NEED TO PREPARE
An Air Waybill accompanies each shipment and may include valuable information not mentioned on invoices. Invoices are
required for most imports to list all parties involved in the transaction, and to describe the content of the shipment.

ONLINE DOCUMENT PREPARATION [DOCUMENT]

Waybill

ONLINE DOCUMENT PREPARATION [PARCEL]

Waybill

Return to Content Page
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WHAT IS MYDHL+
Whatever your particular shipping needs, MyDHL+ is an intuitive platform designed to help make the process easier than
ever before. This is how DHL is delivering all the benefits of the next stage in the evolution of international shipping.
For more information, visit www.info.mydhl.express.dhl

.

What you can do at MyDHL+ Home:
nn

Create Shipments (as a Guest). Simply input your shipping data to get started. It’s really that easy.

nn

Get Rate Quotes. Estimated rates and times – all up front, every time

nn

Schedule Pickups. See what pickup times are available for your shipment

LOG IN
You don’t have to log in to use basic MyDHL+ functionality. But for a faster, more intuitive shipping experience that
remembers all your past shipments and addresses, we do recommend it.
1. Registered User
Already have a MyDHL+ account? Great! Just enter your details on the MyDHL+ Homepage to gain access
2. Register
Registration is quick and easy. And once you’re set up, you’ll only ever have to use one easy-to-remember ID (your
email) to log in and handle all of your shipping needs – all in one place
3. No Login? No problem.
Simply click on the MyDHL+ Home tab to access basic DHL shipping features

Return to Content Page
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MYDHL+ ACCOUNT-HOLDER BENEFITS
Once you’re logged in, you’ll not only get all the basic shipping features available on the Homepage – now you’ll also have
access to all these great MyDHL+ account-holder benefits.

Customize Your Dashboard
Choose which features are most useful to you,
and populate your Dashboard to best suit
your needs.

See Your Pickups
View the status of every pickup – whether your items
have already been collected, they’re ready for the
courier or you have requested a pickup for a future date.

Shipments Requiring Action
Click on Edit to complete shipments that were
created but remain incomplete or unassigned.

Track Shipments
Choose to track via waybill numbers on your
Dashboard or the Track option on the Toolbar.

Every Shipment Status, at a Glance
Quickly view details for every one of your
shipments from the past 90 days.

Return to Content Page
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HOW TO CREATE A WAYBILL ONLINE
A Waybill must be completed with every express shipment you send with DHL. This document will help to ensure timely,
accurate and secure deliveries every time you ship.
1. Enter your Shipper and Receiver details, or open
your address book to select from previously stored
profiles. Click ‘Next’ to proceed to the next step.

3. Select the delivery option you want, and an
estimate of your payment will be displayed for
review. Extra service options like extended liability
can be added on at this stage.
At the bottom, you and your Receiver can select to
receive email notifications once the shipment is shipped.
Click ‘I accept DHL’s Terms & Conditions’ to
confirm details.

2. Enter content details of your shipment and
select payment options for billing. Click ‘Next’ to
proceed to the next step.

4. Review your Air Waybill details and print out
your Shipment Labels and Receipt in the quantities
needed (at least 1 copy).

Return to Content Page
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HOW ONLINE WAYBILLS LOOK
Here’s how your printed Shipping Label and Air Waybill will look. Ensure your shipping details are complete for timely,
accurate and secure deliveries.

ONLINE WAYBILL [DOCUMENT]

Waybill

Shipment Receipt

ONLINE WAYBILL [PARCEL]

Waybill

Return to Content Page
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EXPORT AND IMPORT
By clicking on Create a Shipment, you can quickly generate an interchangeable export or import shipping order.

Export and Import
With one easy click on the Switch button, you can
instantly change your transaction from an export
order to an import, or vice versa.

Delivery
Choose when you’d like your shipment to be sent,
and when you’d like it to arrive. Here, you can also
request the estimated delivery cost.

Categorize Your Goods
MyDHL+ will allow you to select from a list of
commonly sent goods to identify the contents of
your shipment, which can help prevent delays.

Courier Pickups
Choose a time slot for your pickup. You can also
include details to help your courier understand
exactly where and how to collect your shipment.
This information will then be stored for all
future shipments.

Return to Content Page
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TRACKING
There are two ways to track your Shipments with MyDHL+. Both are simple, transparent and flexible.

1. Waybill Number
nn

Choose to track (up to 10) shipments via
waybill number at once.

nn

View a breakdown of every checkpoint
for your Shipment, including individual
timecodes for each.

2. Reference Number
nn

Return to Content Page

Choose the shipment type and enter
the tracking/reference number to find
your shipment.
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Proper packaging of all goods ensures that
packages are handled safely and securely
through our facilities, and by our fleets of
vehicles and planes. Learn more about the
essentials of good packaging next.
Packing Your Shipment Properly
nn

Packaging Guidelines

19

nn

The Perfect Shipment

20

20
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PACKAGING GUIDELINES
We provide a range of packaging to help protect your shipment appropriately during transit. Need details on the options
and availability of a packaging solution? Simply click here

to contact your local DHL Express office.

Packaging

Capacity (Width, Length, Height, Weight)

Envelope 1

27 x 35 x 2cm (10.7” x 13.8” x 0.8”)

What Can Fit into This Box

Up to 0.5kg

Box 2

34 x 18 x10cm (13.3” x 7” x 3.9”)
Up to 1.5kg

Box 3

34 x 32 x 10cm (13.3” x 12.6 x 3.9”)
Up to 3kg

Box 4

34 x 32 x 18cm (13.3” x 12.6” x 7”)
Up to 7kg

Box 5

34 x 32 x 34cm (13.3” x 12.6” x 13.3”)
Up to 12kg

Box 6

42 x 36 x 37cm (16.5” x 14.1” x 14.5”)
Up to 18kg

Box 7

16.5”

48 x 40 x 39cm (18.9” x 15.7” x 15.3”)
Up to 25kg

Return to Content Page
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THE PERFECT SHIPMENT
DHL Express provides the world’s leading time-definite international delivery services. By packing the perfect shipment
each time, we will be able to accept your goods for transportation and move your shipment without incurring special
handling charges or delays.
Listed below are the six key requirements of a perfect shipment.

1. Perfect Label

2. Perfect Paper Work

3. Perfect Data and Image

4. Perfect Clearance

5. Perfect Packaging

6. Perfect Handling

VOLUMETRIC CALCULATION
If your parcel is large in size and light in weight, the delivery price may be calculated by the parcel’s volumetric
weight rather than its actual weight. To calculate the volumetric weight, use the formula below:

Width

Length x Width x Height (cm)
5,000

Height

=

Volumetric Weight (kg)

Length

Return to Content Page
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DHL processes millions of customs entries
every day. Learn more about the various
Customs processes to help your inbound
and outbound shipments clear quickly
and efficiently.
Customs Tips
nn

What You Need to Know About Customs
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WHAT YOU NEED TO KNOW ABOUT CUSTOMS
Customs – a simple enough word – but how do we actually define the word in relation to our business? Find out how DHL
Express fits into the wider picture of customs regulations and the clearance of your shipments for delivery.

Customs: a definition
Customs is simply an authority or agency that resides at country level. Its first responsibility is not only the collection but
also the safeguarding of customs duties.
This management of customs duties is essential for controlling the flow of goods in and out of a country. Therefore, the
customs process begins in the country of origin and ends in the country of destination.
DHL Express manages all queries from the customs authority on your behalf. Once your goods are cleared, we arrange for
transit before final delivery.
There are only a limited number of local exceptions around the world. This is why the cost of standard customs clearance
can usually be included within the door-to-door transportation charge.
What are duties and taxes?
When transporting goods across international borders, shipments are subject to duties and taxes as determined by customs
in the destination country.
Duties calculated
Whether a shipment is a gift, it must still go through an import procedure as determined by customs laws in the
destination country. The shipment is cleared through customs based on the origin country, the value and quantity, but not

Return to Content Page
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WHAT YOU NEED TO KNOW ABOUT CUSTOMS
its purpose. Dutiable shipments are subject to a customs duty, which is a tariff or tax imposed on goods when transported
across international borders.
The calculation of duties depends on the assessable value of a dutiable shipment. For the purpose of this calculation,
dutiable goods are given a classification code that is known as the Harmonized System code.
This system has been assigned by the World Customs Organization and continues to evolve.
Who is responsible for payment?
The payment of duties and taxes are typically the responsibility of the receiver, although DHL Express does offer the
opportunity for DHL account holders to pay for them.
In that case, after shipment delivery, we invoice customers for the duties and taxes we paid on their behalf at the
destination, plus a small administration fee.
Global trade without borders
The often-changing, diverse trade regulations and requirements around the world create complexities and challenges in
shipping. DHL Trade Automation Services provide detailed and streamlined visibility of critical trade information. We
enable businesses – from small start-ups to large, multinational enterprises – to effortlessly navigate through the
international trade process and increase regulatory compliance.
With access to millions of trade rules, DHL Trade Automation Services provide the information you need to ensure
complete and accurate customs paperwork; landed cost estimates, and efficient transit of your goods.
Visit tas.dhl.com

and click Register as a New User.

Return to Content Page
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PROHIBITED AND RESTRICTED GOODS
Here are the lists of prohibited and restricted commodities when sending express shipments internationally.
Please do not hesitate to contact DHL Express if you need to verify if your shipment fulfils the shipping requirements.

INTERNATIONALLY PROHIBITED
COMMODITIES

RESTRICTED COMMODITIES
nn

Air guns, imitation or replica firearms,
ammunition and firearm parts

nn

Live animals

nn

Human remains or ashes

nn

Antiques and works of art

nn

Bullion (of any precious metal)

nn

Banderols/tax stickers

nn

Cash (current legal tender)

nn

Cigarettes and electronic cigarettes

nn

Loose precious stones

nn

Dangerous goods and perishables

nn

Complete firearms, ammunition, explosives/
explosive devices

nn

Financial and monetary commodities

nn

Fur and ivory

nn

Illegal goods

nn

Jewelry and watches

Return to Content Page
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Our free e-payment service is an alternative
to post and fax payments. It enables
you access to accurate, fast and efficient
accounts payable service. Discover the
benefits of viewing and managing your
shipping finances online.
E-payment With DHL
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My Account Screen
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Freight Single Page Invoice Breakdown
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PAYMENTS
Whether the customer wants to pay one invoice or all their invoices in one go, MyBill offers a quick and easy payment
functionality. If the customer doesn’t like entering their card details every time, they have the option to simply store their
details in the PCI compliant Wallet and make payments easier than ever before!

Payment Functionality
Multiple payment method – Ayden
nn
Secure payments (PCI compliant).
nn
Ability to partial pay.
nn
Ability to auto allocate credits & unapplied payments.
nn

Return to Content Page
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REGISTER FOR MYBILL
MyBill is a free, easy-to-use and secure electronic billing service that requires no training to operate. View and manage
your accounts in real time, around the clock, and enjoy the benefits of a paperless system while being able to keep track
and print out documents when needed.
Registration is a quick and easy process; sign up now at MyBill.DHL.com

1. To start your registration, click on ‘Sign-up to
MyBill’ at the MyBill Login webpage.

2. Fill in your details in the Registration Form page
next, and add any other DHL account that requires
access via MyBill. Click on ‘Proceed’ to submit
your information.

3. Upon registration and validation, you will
be issued a notification email of the successful
registration of your MyBill account as well as your
account details. Once registered, you will no longer
receive paper invoices.

4. Once logged in, you will see a summary of your
account to get all the billing information you need
at a glance.

Return to Content Page
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DOWNLOAD INVOICES
With MyBill, you can login any time from any PC to view your invoices, search through your online history of invoices, and
download billing data securely to your PC. There are several ways to download invoices; one invoice at a time or multiple
invoices simultaneously.

1. To view a single invoice simply hover your mouse
over the invoice line and select the PDF Invoice that
will subsequently appear. To view a single invoice
simply tick the box next to the invoice you wish to
view and select the Download button. If you wish to
simply download the PDF then click the Download
PDF button. If you would like to download the invoice
in a different format (CSV, XML) then select the
dropdown menu and choose the preferred format.

2. Should you select the Download option you will be
redirected to the Downloads screen where you can
chose your Download Preference by ticking the box
next to your preferred format and clicking on the
Download button.

3. Should you chose the CSV for XLS format you will
be offered the possibility to customize the format.
Should you wish to customize the format of the
CSV file then select the Customize Format button
otherwise select the Download button to continue
with the standard format. You will then be redirected
to the Download screen from where you can
Download your file.

4. Your downloaded invoice will look like this.

Return to Content Page
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MY ACCOUNT SCREEN
In the My Account screen you will find an overview of your account details. From this screen you can update your user
details, change your password, view your open invoice summary and manage your accounts.

The My Account section is an overview of all
the accounts you have access to. In this section
you can view your rights for each account. If
a Manage button appears in the manage
column this means you have managing rights,
if the column is blank then you do not have
managing rights for that account. Clicking on
the Me button will provide you with a list of
rights you have for that account which
include: Manage users, Dispute and
Manage Autopay.
In the same window you can also choose the
method by which you will receive your invoices
by email. Click on the dropdown menu to view
and select the available options.

Return to Content Page
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FREIGHT SINGLE PAGE INVOICE BREAKDOWN
Here’s a key to reading the categories and codes found on your International Invoice:

2
1

1

The DHL US Address

2

Type of Invoice: Outbound Invoice, Inbound Invoice,
Outbound Credit, Inbound Credit Outbound Debit,
Inbound Debit

3

Customer’s Billing Address

4

Customer billing information: Account Number,
Invoice No, Invoice Date, Page NO: Page 1 is always
the Summary Page, Payment Due Date: Exact Day that
payment must be received by DHL Express

5

DHL WayBill: Customer DHL WayBill Number

6

Prod Cd: 1-character product code

7

Origin/Shipper: Consignor name and address

8

Destination/Receiver: Consignee name and address

9

PCS: Total number of shipments within this service
description and invoice

10

Tend Wgt: Total customer weight of all shipments
within this service description and invoice period

11

Billed Wgt: Total weight of all shipments within this
service description and invoice period

12

Wgt Cd: Weight code associated with Billed weight.
See point 20 – Weight Code

13

Description: Description of charges

14

Total Charge: Weight Charge + Other Charge + SVP =
Total Charge for each line

15

Shipper Reference: Reference information provided in
the Waybill

16

Description of Contents: Commodities in shipment

17

Proof of Delivery/Name: Name

18

Dimensions: Dimensions if shipment billed at
volumetric weight

19

Total Due: Total amount due for payment

20

Weight Code: Weight code key for Wgt Cd

21

Remit to: DHL address to which payment must be sent

22

DHL Express remittance address

23

Billing and Payment Information for processing:
Account Number, Invoice Number, Invoice date,
Amount Due, Payment terms, Amount Paid:
Completed by Customer

24

Customer Name and Billing Address

4
3

5

6

7

8

9

10

11

12

13

15
16
17
18
19

20
21

23

14

22

24
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CONTACT INFORMATION

24-HOUR CUSTOMER SERVICE

MYBILL

Tel: 02-345-5000

Email: invoicequery@dhl.com
Tel: 02-345-5099
Operating Hours: Monday - Friday (9.00am - 5.00pm)

MYDHL SUPPORT
Email: ess.th@dhl.com
Tel: 02-345-5050
Operating Hours: Monday - Friday (8.30am - 5.30pm)
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