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DHL CONNECT VERSION 3.1

1. INTRODUCTION

DHL Connect is an advanced and innovative shipment processing system that uses

the Internet to give you access to real time, up-to-date information.

Quick, cost effective and efficient, DHL Connect automates the shipment preparation

and customs documentation process, it allows you to:

Features

Descriptions

Creates and prints Airwaybills

Writing on airwaybills is eliminated.
Prints Airwaybills on plain paper

Creates Pro-forma invoice

Standard format is used where fields
required by Customs are included

Stores Addresses Frequently used addresses can be
stored and only needs to be entered
first time.

Books Pick-ups Enables customer to book pick-ups
without making a phone call.

Standard Reports Gives customer access to standard

reports for account or own use.

The DHL Connect application screen is divided into three main sections:

1 Main Menu Icons- located on the top of the screen.

2 Sub-Section Navigation Bar — The navigation buttons located on the left side

of the screen, lists all functions available with each section. Clicking on these

buttons will either change the function page or launch a related function.

3 Sub-Section Function Pages and Buttons — Each section provides a series of

function pages for entering information and/or reviewing shipment

information.
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DHL CONNECT VERSION 3.1

2. PREPARING A SHIPMENT (First Icon along the top)

The Shipment section captures shipper and recipient address information, generates
all documentation needed for your international shipments, records package

contents, prints an Airway Bill, and even books a pickup.

SHIPMENT FROM

These address details will always default as your details entered when you
registered. If you need to change the shipper, simply click on the FROM box on the
side and change accordingly. You are able to have multiple shippers if required. The
addresses will be saved into you Shipper address book (shown later in the
document). By clicking on the box next to the Company Name, your Shippers

address book will appear and you can select the required shipper for that shipment.

€ DHL Connect v3.1

Shipment sﬁ

Shipment From

=

Account Mumber 9EE5F71 46
Compary wpress [Australial Py Ltd J
) ¥4 Contact |Miche|le Richardz

Address |Leve| b

T [15 Bourke Ad

|

- State/Province |NS'W'

Zip/Fostal Code |2|:|2|:|

oy [t S
Phane 1233178323 Est. | 512331 768665

Customer Services Ship How | Ship Later | Clear | Preview w | < Previous Mext [
13 14 06

At the bottom of the screen you have a Next > key.

Click on this to get you to the next screen or click on the TO button located on the
left hand side of screen (Dual options).
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DHL CONNECT VERSION 3.1

SHIPMENT TO

This is where you type in to whom and where the shipment is being sent. Again

there is a button next to the Company Name to open your recipient address book.

The procedure on adding to the Address book is detailed further in this manual.

If you are entering in a new address that you would like saved to your address book,

simply tick the box that is stated ‘Add this Recipient to the Address Book'.

€ DHL Connect v3.1

Shipment %TI ‘ ﬁT"‘T"iE|

Shipment To

Cempany Name |DHL Express [Aust] Pty Ltd J [v idd this Recipient to the
_ Contact |Danie| Lucas Address Book.
: - Country |.-‘-'-.ustra|ia j

Address |9 Affleck Fid

' |F'erth International Airport

|

City |Newburn

State/Province |W.-‘l'-.

Zip/Postal Code |E1 s

Phare |08 9477 0803 A Fa
E -mail | |
Customer Services Ship Mo | Ship Later | Clear | Breview w | < Previous Mext [
1314 06

At the bottom of the screen you have a Next > key.

Click on this to get you to the next screen or click on the Contents button located on

the left hand side of screen.

NB: As each section is complete, a tick will appear in the option box on the

side. If there is not a tick it will not process.
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DHL CONNECT VERSION 3.1

SHIPMENT CONTENTS

This section requires you to enter the package type, number of pieces and
description of what you are sending.

Clicking on the down arrow next to packaging will drop down a box as shown below.

Select the appropriate packaging.

% DHL Connect v3.1

Shipment o [ b
b s = T B | E -
Shipment Contents
Packaging |DHL Flyer |
Shipment = DHL Flyer -
Expresz Envelope
Jumbo Box 5 )
Piece #1 [Junior Jumbo Box Tatal Wwieight: 0.5 kalz)
EEZ?IDDHHLLPF;ZT:Z%ZQ Total Pieces: 1 Piece[z]
- Special Freight Express .
DVP[kg kg ilka25ks) ¥ Toael Weht B0kl
All shipments will be re-weighed and
the Yolumetrc Weight will be
Add Edit Dielete autornatically re-measured by DHL
Description of Contents (# Lines, 90 Chars. Max)
Custamer Services Ship Now | Ship Later | Clear | Preview w ‘ < Previous ‘ Mext  [» |
1314 06

The number of pieces will always default as one. To add more simply click on Add.

Shipment Piece Information

Individual Piece ‘Weight 1.0 kals]

Optional Dimenzions - cmiz)

Fiece Length 120 LET/x
Fiece Width E5 '

Fiece Height ™ :.:..
LCancel | ok |

:I:HEIGHT

There is also the option to Delete and Edit the number of pieces. The Edit option is
there to enter or change the weight of the piece. The weight is not a mandatory field;

it will default as 0.5kg and be re-weighed at DHL.

A brief description of the contents is required in the allocated box.
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DHL CONNECT VERSION 3.1

You will need to select the Next > key.

It will bring you to the next screen or simply click on the Options button located on
the left hand side of screen.

OPTIONS
The Delivery Options will generally always be ‘Standard’, but for some countries

you do have the option to select between start and mid day express. The ship date

is also required; it will automatically default as today’s date.

% DHL Connect ¥3.1

Shipment

Options
Delivery Options

=] ‘ .......

" Mid Day Express
% Standard Delivery Only kare Infarmation about the service selected
From micro-chips to tractor parts, there -
are virtually no limits to what DHL can

carry. In fact, you may be surprized to
dizcover some of the things DHL can do ﬂ

Dutiable Statuz

| v Fraorm | - tinirmumn R equired Esport Documents:
[v To |
| Contents | | |
| v Options | Declared Yalue Destination Country Shipment M ates
7 Seri WALUE: Shiprments of ary value are s
| EREEs | Currency acceptable. Toinsure shipments valun_ad _
| N Pickup | | J aver 5 $50.000, call DHL priar to ghipping.
ID_"‘t"' E‘zﬁé?rgﬁs o MOTE: Far shipments that require a farmal
Customer Services Ship Naw | Ship Later | Clear | Ereviews w| <] Previous Mext [
13 14 D6

Dutiable Shipments — These are goods that require customs clearance, which DO
require a customs declaration.

Non Dutiable Shipments —These shipments DO NOT require a customs
declaration.

Determined if Dutiable - If you are not sure whether the shipment is dutiable or not,
you can press this key to get further information.
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DHL CONNECT VERSION 3.1

If the shipment is Dutiable you need to tick the ‘Dutiable Shipment box'.

If the shipment is a non-dutiable shipment the following information does NOT apply.
If the shipment is a dutiable shipment the following information DOES apply.

Any Dutiable shipment requires a custom declaration. Connect has a template to fill out if
needed. If your company has its own Customs forms you will just need to enter into
Connect the declared value as declared on your customs declaration. The next page will

show you how the fill out these documents

Duty Paid Service — If you would like the duties and taxes paid by yourself you will

need to tick this box. If left blank the duties and taxes will be charged to the receiver.

Customs Declaration

If you require these documents, click on ‘Export Documents’ and you will see as
shown below. Commercial Invoice is what you need to fill out.

International Export Documents fgl

Inwoice Date |'| 2/2/2007 15|

Irvoice Mumber |

Title |

Reazon far E=port
3 Lines)

Incaterm |Delivered Cruty Unpaid -

AddLine | Editline | Delete Line |

#FPkge Type Desc Oty | Unit % al..| Manufacture... | State OF Origin SubTotal

All values are expresszed in ALD Tatal Declared W alus 0.00
Other 0.00
Total Invoice Amount 0.00
HE-'“:‘ = Required Documernt QK | Caﬂcel | Erint |
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DHL CONNECT VERSION 3.1

The invoice number is simply a reference number of your own, and the reason for
export, simply why you are sending it. Yyou will need to state whether it has a
commercial value. You then need to ‘Add Line’ and declare every product one by

one.

% International Export Documents Detail E|

Commercial Invoice

Degcription |

Package Tupe

# OF Package 0 Tatal Declared Value 0.oa
Quantity 0 Total lreoice Amount 0.oa
Unit Yalue 000 Sub Total 0.00

Country of Manufacture

|Australia

=
State of Ongin | ﬂ
Help ok | Lancel |

You will need to select the Next > key. It will bring you to the next screen or click on
the Services button located on the left hand side of the screen.

SERVICES
This section allows you to select the payer of the shipment. It will default as the
shipper, if you need the receiver or a third party to pay, click on the drop down arrow

and select and enter the account number.

% DHL Connect v3.1

Shipment é;]'] .......

Payment & Service Options

Shipment iz Paid By Account Mumber
|Shipper Pays j |
S = DHL Account Humber
Recipient Pays
T hird party Pays |
& Special Services Extra Charge
o Ta [ Insure Shipment ’7 Currenicy l—_l I~
[~ Delivery Motification -
—
[~ Motify Recipient -
Shipment. R eference |
Customer Services Ship How | Ship Later | Clear | Preview v| 4 Previous | Mext [ |
13 14 06
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DHL CONNECT VERSION 3.1

There is also a section to select who will pay the duties and taxes. This option will
only be highlighted if you tick Delivery Duty Paid on the previous page ‘Options’.
Again you click on the drop down arrow select as required and enter the DHL

account number.

If you need to insure your package tick the ‘Insure Shipment’ box, enter the amount

you want to insure it for and the currency code.

The ‘Notify Recipient’ option is an email service that automatically sends an email to
the requested address advising them of the AWB number and the date it left. This
option is helpful for the receiver to trace the shipment along the way. To use this
service tick the ‘Notify Recipient’ box, then click on email address enter the name of
the person next to recipient, the email address and click on Add. This will add it to

the list, you can enter as many addresses as you require. Once all addresses have

been entered click on OK to complete this section.

% DHL Connect v3.1

Shipment ‘ .......

Payment & Service Options

Shiprent iz Paid By Azcount Nurmber
Shipper Pays |
Destination Duties/T axes DHL Account Mumber
| J | Notify Recipients E|
P Special Services Fecipient [ J
r Inzure ShiEITIEI"It Currenic] List of Recipients:
Recipient M ame E-Mail Address |
[~ Delivery Motifization
v Optionz
[~ Huotify Becipient
[ 3 Pickup Additional Text to send to all Recipients: [Max 255 Characters) 4
Shipment R eference |
Customer Services Ship Naw | Ship Later | Tlzer
1314 06 ]
il | Lancel
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DHL CONNECT VERSION 3.1

You also have a section to enter your shipper reference on this ‘Services’ page, as

shown above. This is an optional service.
You have now COMPLETED all required data entry.

Ship Now will process your shipment.

Ship Later will put your shipment in your shipment log as pending till you're ready to

send.

Once you select Ship Now it will proceed to request your Pick Up should you

require this as shown below.

If you have a regular pickup already booked with DHL you should select No to

the Schedule Pickup option.

Click OK to submit your shipment and Print out your paper work.

Process Shipments

Shipments to Process:
iTo: Test Shipment. DHL Express (M2

Shipment Pickup Options
Pending: 0 Pickupls) Scheduled for Todap

Do vou need to schedule a DHL courier to pickup your
chipments?

i Yes f* Mo

Choose Mo if,

Y'ou hawe a reqularly scheduled DHL pickup

You already have a pickup scheduled for taday
o will drop vour shipments off

ou will zall customer service bo arrange for a pickup

|Awe accept DHL Terms and Conditions of Carriage for thiz shipment.

|
o
i
b=
[y]
o

Wiew Termsz and Conditions Ok
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DHL CONNECT VERSION 3.1

3. CURRENT SHIPMENTS (Second Icon along the top)

Once your shipment has transmitted successfully and you have printed out your

paper work you will see your Current Shipment Log.

% DHL Connect v3.1

Shipment Logs §1ﬂ

Current Shipments
Status AirwapBill | Recipient Company Mon-Dn
| Pending |DHL Express [M2] Ltd

Customer Services . i : .
1314 06 Ship = Track View Duplicate Print W Delete

Your current Shipment log is what you have processed that day. They are then
moved into your Historical Shipment Log. By clicking on History from the options
down the left hand side you can view this list. Your history list lasts for up to 3
months. If you need to keep the information longer you are able to export it to an

excel spreadsheet.

Page 12
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DHL CONNECT VERSION 3.1

4. TRACK SHIPMENTS (Third Icon across the top)

This section allows you to track any DHL Connect AWB.

% DHL Connect v3.1

Tracking ‘

Track Shipments by Airway Bill Number

‘ _yz )" .
Kz

....... Ay | ] | » |

Carrier Carier Specific Tracking Optionz
8 =
\DHL Express | Aibil I

Add to ueue

[ Byeibil |
| P ByDate | Tracking Hueue
[» By Fieference | Carier Type Parameters
| F Tracking Log |
Customer Services Dielete Dk Lrack Dot

12 14 06

You have the option to track the AWB, with the AWB number, the date the shipment
was sent or by the reference as shown down the left hand side.
E.Q.

- Put the AWB number in the box next to “Airbill”.

- Click on “Add to Queue”.

- And “Track Queue”.
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DHL CONNECT VERSION 3.1

5. ADDRESS BOOK (Fourth Icon across the top)

This displays both your recipient and shipper address book.

% DHL Connect ¥3.1

Address Book ‘ ‘
Recipient Address Book
Compary £ Contact bl
GlaraSmith Kline Febecca - Mailraom
Google b ark, Adair
H.l. Fraser Yincent
HSBC Bank Australia Ltd R agwyn Juraz
Hazzall & Azsociates PAL M argaret Mok ay

_'(, Hubb Finanical Group Troy Cook,

Hudzaon Meaghan

Hyatt Hotel Canberra Ormar San Juan-Director of Sales
IDP Education Tiftary
KBR Paulitie b air
Famik. K.opy Printing Raob Shore
Magic Millions Chloe
b arsteller Daizy
MeKinzey & Compaty Michelle [DHL] o/~ Anand Patel 3
£ >

Cuztorner Services #dd Dk ey Edit i T
13 14 06

You can add, delete and copy from here. By clicking on either Recipient or Shipper
on the left hand side the relevant records can be viewed.

NB: You are able to have multiple shippers.

Page 14
age _=n sy



DHL CONNECT VERSION 3.1

6. REPORTING SYSTEM (Fifth Icon across the top)

This section gives you the opportunity to print out reports as needed.

% DHL Connect v3.1

Reporting ‘ ‘

Reporting System

Avallable Reparts

Recipients Listed By Mame [Full Infarmation)
Shippers Listed By Shipper Reference Report
Historical Shipments By dinsaybill Mumber
Current Shipmentz By Shipper's Reference
End OFf D ay Manifest

[ezcription of Beport
Recipients Listed By Hame

Print

Cuztomer Services

12 14 06
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DHL CONNECT VERSION 3.1

7. SETTINGS AND OPTIONS (sixth Icon across the top)

Within this section you can Order supplies, send emails to DHL, export and Import

your address book and change any settings that may be required by your IT.

% DHL Connect v3.1

Manager, ‘ ‘

Order Supplies

5| @) &

Thiz page has a link to the supplies web page,

Supplies

SR, e g
> Setings |
> Support |

P Email DHL

3 Settings Go to Supply Web Page

b Data Tools

[ Suppart

Cuztomer Services
1314 06
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DHL CONNECT VERSION 3.1

8. CONTACTS

If you require any further assistance on DHL Connect please contact our

eCom Helpdesk on:

TOLL FREE — 1800 226 349
Or email on

ecomau@dhl.com

If you require assistance on tracking a package or ordering supplies

please contact DHL Customer Service:

TOLL FREE - 13 14 06
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