MyDHL - Instruction for creating

customs invoice templates

To import products, go to "My Shipment Settings" and thn "Customs Invoice

Templates": -

Delivery Options
Shipment Frotection
Customs Clearance
Declarations
Customs Declaration
Courier Pickups
Return Shipments

Save Shipmenis

Currency and
Measurement

Addresses

Choose "Add a new template”

My Customs Invoice Templates

My DHL Accounts

Authorized Account
Usage

Packaging Settings
Shipment References
Printer Settings

Notifications and
Sharing

My Shipment Settings €=

Customs Invoice
Templates

Shipment Tax IDs
My Product/liem List

Digital Customs
Invoices

Creating templates for customs invoices is a handy way to reuse key details and save time when creating shipments.
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[0 Invoice Name ¥

Invoice Type

Select the template name and invoice type.

Invoice Name
t-shirt

Invoice Type

Commercial Invoice +/

Proforma

Create New Template

Type of Export
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enter the data rpanually orsenditin acsy, txt, xml file

lect the method of forwarding the details of the shipment contents. You can

—

Describe Your Iltems

Provide details for each unique item in a shipment this invoice would contain. You can modify templates later to add or change
item descriptions as needed.

Tell Us What You're Shipping
Select how you would like to provide your item details

A

Describe ltems & Upload a File

Describe items - enter the detailed name of the item, quantity, value, currency,

we

ight, place of origin of the item and the code of the customs tariff (you can

search in MyDHL or HERE)
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[]1 Unigque Item Description

What is the item? Quick Guide for Describing ltems

v
Create Description /2 OR I MEN'S COTTON T-SHIRT WITH PRINT - K I

(QJuantit Units (How the item is Value (Per \te‘ ) Weight (Per Itlsm) i ]
vbackaged v ~
1 [ |90 LN 0,5 KG

Pieces v
I

Where was the item made? @ Commodity Code
v
[ Poiand | |

[ ] Add line item reference

Add from Product/ltem List B Save to My Productitem List [ Copy

lect the type and reason of export, customs trade terms.

En

—y —

ter the recipient's credentials for this shipment (e.g., order number)
[
Duties and Taxes
— Txge of Exgort Terms of Payment
Permanent -7
Reason for Export [i]
v
Commercial v
Select customs terms of trade View Definwons
DAP - Delivered at Place -7
- Named Place of Destination
v
PL
References and Remarks
Add your own reference for this shipment @ Carrier Additional Invoice Information
DHL (Remarks)
Add a Receiver reference for this shipment @ Package Marks @ %
ZAM 12/2022 E/

Other Information @

We finish creating a template with "SAVE"
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More instructions for MyDHL can be found HERE

Contact:
Email: cahelp.int@dhl.com
Tel. +48 42 6345100ex. 4
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https://mydhl.express.dhl/pl/en/help-and-support/shipping-advice/mydhl-support.html
mailto:cahelp.int@dhl.com

