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REVERSE SHIPMENTS

Shippers are able to prepare and send a shipment request to
an Importer. The Importer will need to authorize the request
in order for the Shipper to process it. Shipment charges will
be charged to the Importer’s account.

Shipment Instructions

=y He 1DHL

Step 1A - Shipper:
The Shipper logs into Import Express Online.

oHL

pare New Shipments

T e 2 o vostesstosnet o Select a Receiver from the Address Book.
e

e o Enter shipment details and select an Importer from the
-

pull-down list (if a prior Importer-Shipper relationship has

o not been established, the Shipper will need to enter the

you ca
ais0 complte shgments with an

Importer’s e-mail address).

[~ Manage Shipments.
Find| ] ¥|> Fnd Display shipments for past] 10 v days

[—

Select a product.

Request approval.

o An e-mail is sent to notify the Importer.

Shipper/Receiver Details

Step 1B - Importer:
The Importer receives an e-mail notification and logs into

Import Express Online.

o View the shipment request. Update the message to the
Shipper and the billing information, if necessary.

« Approve or reject the shipment request.

o An e-mail is sent to notify the Shipper.

Step 1C - Shipper:
The Shipper receives an e-mail notification and logs into
Import Express Online.

o View the shipment request for the Importer’s update message.

« Print shipment paperwork and arrange a pickup.
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Schedule Pickup

Heb 1dhicom

Welcome VeroMuguerza  Home  Contact  Logout

My Profie | | invoice Templates | | Hep | | Address Book

> Hep

Shipment " Schedule Pickup | Requestiiew
T ooy
Schedule Pickup
Contact Vero Mugueza
Company IDHLCL
T
e
o o
=
Ao =
Teiephone * (987-876-7
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et due ST e adme
Package Ready By [0 S{o v
5 B 8
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Request/Review Authorizations

Import Express Online

Hep 1dhtcom

Welcome VeroMuguerza  Home  Confact  Logout

Shipment Schedule Pickup RequestView MyProfle | invoice Templates | | Heb | | Address Book
| insiructions | Authorizations
[ New Standing Authorization
Ship From Importer Email 10 shipTo
Select One. v Select One v
> Open Address Book
> Create llew Receiver
=
. |
Frervysas [ v Page i off »Go  1-40f4
Shipper  Importer  Imp pe Receiver v Last status,
Shipped
€ VecL  Rodngo rodngo.clemos@anicom |Argentna penng |
€ VeCL  Rodrgo  rodrgoclemos@dhicom  Argentna Pending
€ VercL  Rodngo rodrigo.clemos@snicom |Argentna penging |
€ Vet ven veronica muguerza@ar dhl.com Argentina Viuguerza Argentna 01-0¢t:2010 Agproved |
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Standing Authorization*

Shipment

Iandatory fields have an (%) asterisk next to them.

Schedule Pickup Requestiew
Authorizations

[ Shipper Details

Most Recent
Nickname [
Contact* [
Country
Gompany Name:
Address Line 1+
Adaress Line 2
Address Line 3
cry

StatesProv

Fosial Code

Telephone
Extension

Fax

Email [

Shipper Language

> Hep

My Profie | | Invoice Templates | Help | | Address Book

Host Recent

Nickname

Contact*

Country *

City
StateiProv.
Fostal Code

Telephone *

[ Receiver details

Company Name
Address Line 1
Address Line 2

Address Line 2

> Help

Select One v

]
» Search address book for nickname
Veo Muguera |
> Open Adaress Book
[Argertina v
prws ]

L ]
ICAPITAL FEDERAL

res

veronca muguerza @ar dhlcom ]

‘Request Standing Authorizaton

*Available First Quarter 2011

Online Shipping |

If you do not have a regularly scheduled pickup on a given day,
you can easily request one using the “Schedule pickup” tab.

Multiple shipments can be picked up at one time.

Keep a record of all standing authorizations* granted to you
by Importers.

Request a Standing Authorization* from an Importer to be

allowed to send shipments on a regular basis
o Enter Importer’s e-mail ID
o Select a Receiver

« And follow the same process as for one-time reverse
shipments
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OTHER SHIPPER LINKS AND SCREENS

My Profile

Hep sdnicom

ekome LuanaSoats _tone oo The “My Profile” screen contains information the Importer
Requestiiew invos Tenpies | e | Address Book . . . .
N I e e e entered. It is available for the Shipper to review or update at any

Shipment Schedute Pckup
. mstcions |

oy e time. To do this, simply enter the new or changed information

and click the “Submit” button.

My Details

SokctProfie [eratR
County
Langunge
el Adaross
Conpeny are
Address e 1
Adiress L2
Addrss Lne's
Zoiposialode
cy

Questions about how to use a particular screen can be
answered by clicking the “Help” link in the navigation bar.

StaterProvince

Suburb

Reminder answier

Tip

™ 1 woul ke to create my Invoice using Import Express.

Pickup Details
Location Of Package(s) Reception

L Additional help can be found on the shipping forms by clicking the
various help links located to the right side of some of the form fields.

70 characers)

Closing Tme

Once you've completed the invoice information, you can add

Hel 1anLcom

this invoice to your invoice templates by clicking the box at the

Welcome Luana Soares  Home Contact  Logout

Shipment Schedule Fick SR iyt RN o6 A 5ok L. . . .
‘ : : = bottom and typing in a filename for the new invoice template.

Instructions Alforizations.

create a new Invoice template clck on the Create new template bufton
any invoice clck o the Invois name Ik given for each invoice.
cickon

Invoice Templates
e [ contained n column  mveice name
Invoice uml Invoice type Tupe Of Ex
Cress o oo |

—DErE

TR AR The Address Book stores all your receivers’ information,
Stipment Scheduis Pickup Requesiview iiyrrone]| [oksTonviis] [Fob . . . .
i S allowing you to prepare shipments without repeatedly entering

Import Express Online

eceiver”button. To edt an address cick on the Nickname hyperlnk.

the same contact information.

#oal contaned  coun|Necknams S ina

cick o quick search on nicknare.

Use the “Find” field to search by name or view your contacts

using a variety of sorting options available in the “Contained in

TR Column” pull-down list.
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