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1. Introduction
This guide describes the functionality of the DHL MyBill system for customers.

2. Logging In

To log in to the DHL MyBill system, open the link below in your web browser:
https://mybill.dhl.com/login
If you are already enrolled to use MyBill:
Enter your email address in the Email Address box and type your password in the Password box and then click
Login.

3. Signing up to Use MyBill
If you are not yet enrolled and want to begin the
process of signing up for MyBill, click on the Signup to MyBill button.

You will now be asked to select your
billing country. Once you do so, click
Continue.
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You will now be taken to the Register Your
Account screen. Here you will be asked to
provide the following information:
• Language Preference – The language
you’d like to use to view the DHL MyBill
system
• Your DHL Import Express Account
Number that begins with "9"
Company Name
• Postal Address – Up to three lines are
provided
• Town/City
• Zip Code
Contact Details

•
•
•
•
•

•

First Name
Last Name
Telephone Number
Position – The Contact’s role within your
company
Email Address – This will be used to send
them electronic invoice documents and
notifications
Confirm Email – Retype the email address
to confirm that it is correct

Your Last DHL Bill
This information is used to help verify your
account but is not required.
•
•

Last DHL Invoice Number
Grand Total – The grand total of your last
DHL bill

At the bottom of the screen are two
checkboxes.
The first is checked by default to confirm that you agree to stop receiving paper invoices and only receive
invoices via the electronic MyBill system. If you agree, please leave this box checked.
The second checkbox is not filled. Click this checkbox to confirm that you agree to the DHL Terms and
Conditions. You can view these by clicking the red Terms and Conditions text next to the checkbox. This
information will open in a new tab or window, depending on your Internet browser settings. You must check this
box before you can proceed with your MyBill signup.
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Once you have finished entering your details, click the Save and Continue button. Your request for enrollment will
then be sent to DHL for processing. Next, you will be given the option to either Enroll Another Account or Login to
MyBill.
You should receive an email within 24 hours to update you on the status of your request. There will be an email
address displayed on the confirmation (where the text <email address here> is shown in the image). Please
make sure that you add this address to your safe senders list to avoid MyBill emails being filed as spam or junk
mail.

Once your request has been approved, the email will contain a link to click on to set your password for logging in
to MyBill.
Once you have successfully logged in to MyBill, you will see a welcome message pop-up.
Here you can:
•
•

Dismiss the message by clicking the ‘X’ in the top right of the message or by clicking the Get Started button
Select to not have the message displayed again by checking the Don’t Show This Message Again box in the lower
left of the pop-up
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4. A Tour of the Screens
4.1 Title Bar

The title bar appears above all screens in the MyBill system and provides an easy way to navigate between the
different MyBill screens. Depending on your permissions, the following tabs may be available:
•
•
•
•
•
•
•

Dashboard – Takes you to the main Dashboard you arrive at after logging in
Archive – Takes you to the Archive screen for invoices that have already been processed
Downloads – Takes you to the Downloads screen, where you can view and retrieve active downloads
Reports – Takes you to the Reports screen, where you can generate and view dispute reports
My Account – Takes you to the My Account screen, where you can change your MyBill account settings
Search – Takes you to the Search screen, where you can search for invoices
Help – Takes you to an online version of this guide

In the top right of the bar, you also have two additional options.
• Clicking on the ‘flags’ symbol allows you to change the language in which MyBill is currently displayed
• Clicking on your email address gives you quick access to the My Account screen and the Logout option to
return to the MyBill login screen.

4.2 Dashboard

Once you have logged in to MyBill, you will be redirected to the main Dashboard screen. From here you can
navigate to numerous screens, including Archive, Downloads, Reports, My Account and Search.
In the main Dashboard, your invoices are divided into three categories:
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• Open Transactions - These are the invoices with outstanding balances that require payment
• Disputed Invoices - All open disputed invoices can be found here
• Due Now - Here you will find an overview of invoices for which payment is due or overdue

*Please note that not all billing systems will be enabled with these features, so you might not have
exactly the same tabs available on your screen.

4.2.1 Statement of Account
The Customer Dashboard now allows you to download an official copy of a Statement of Account for the selected
Billing System and ERP Account.
If no Billing System or ERP Account is selected (or "All"), then the user cannot download a Statement of Account.
Only users with AR Manager Privileges are presented with the Statement of Account button.

To download a Statement of Account:
• Log in to MyBill as a customer with AR Manager permission
• On the Dashboard page, select a Billing System and ERP Account (the results on the dashboard will be
filtered by the selected Billing System and ERP Account)
• Click the Statement of Account button
• Download a PDF containing an official DHL Statement of Account
The Dashboard also now displays a Download All Open Transactions button at the top of the invoice results.
Click this to download all your open transactions to a CSV file.
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4.3 Archive

The Archive screen is an overview of all invoices that have been paid. Once an invoice has been paid it will
automatically be removed from the main Dashboard screen and moved to the Archive screen. No further action is
required for these invoices.

4.4 Downloads

In the Downloads screen you will find all your recent downloads created using the Archive or Search functions.
Downloads will be available for a limited number of days before they are removed. For more details on how to
download invoices, go to the Viewing and Downloading Invoices section.
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4.5 Reports

In the Reports screen, you can run a Dispute Report, which will allow you to create an overview of all logged
disputes. For more information on the Dispute Report, go to the Logging a Dispute section.

4.6 My Account
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. For more
details on managing your account, go to the Managing Your Accounts section.
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4.7 Search

In the Search screen, you can customize your search parameters as well as save them for future use. For more
information on search options, go to the How to Search section.

5 Managing Your Accounts
5.1 How to Manage Your User Details
Should you wish to change your User Details, such as your Telephone Number or Language Preference, you can
do this in the My Account screen. Change the details that require adjusting and click the Save button.
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5.2 How to Change Your Password
You can change your password in the My Account screen. Once in the screen, you will see the Change
Password section. You will need to confirm your current password as well as enter your new password twice in
order to successfully create a new password.

5.3 Managing User Rights
Go to the My Account screen and scroll down to the My Accounts overview. If there is a Manage button next to
an account, this means you have managing rights for that account. If there is no Manage button next to the
account, then you do not have managing rights for that account.
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5.4 How to Add a User
Go to the My Account screen and scroll down to the My Accounts overview. Click the Manage button next to the
account you wish to add a user to. You will be redirected to the Account Users Admin screen. Click the Add New
User button.

Enter the email address of the user you wish to add, and click the Continue button.

You will then be prompted to enter details for the user, including First and Last Name, Telephone Number,
Position and Language Preference.

When you have entered these details, click the Save button. You will then be redirected back to the Account
Users Admin screen, where you will be advised as to whether your request has been successful.

10

5.5 How to Remove a User
Go to the My Account screen and scroll down to the My Accounts overview. Click the Manage button next to the
account you wish to remove the user from.
Position your mouse pointer to hover over the name of the user you wish to remove, and a Remove button will
appear. Click the Remove button to remove that particular user from the account.

5.6 Who to Contact If You Experience Problems Logging in to MyBill
If you are experiencing problems logging in to MyBill, please contact us at einvoicinghelp@dhl.com
If you require assistance with your account settings or user rights, please contact us at 1-800-722-0081, or send
an email to online.bill@dhl.com.

6 Viewing and Downloading Invoices
6.1 How to View and Download Invoices
There are several ways to download invoices, whether you select one at a time or multiple invoices
simultaneously.

6.1.1 Single Invoices
To download a single invoice, simply click on the invoice line and it will redirect you to the Invoice screen. If you
wish to simply download the PDF, click the Download PDF button. If you would like to download the invoice in a
different format (CSV, XML), select the dropdown menu and choose your preferred format.
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6.1.2 Multiple Invoices
In order to download multiple invoices simultaneously click on the checkboxes next to the invoices you wish to
download and select the Download button that will then appear.

You will then be given the option to choose your preferred format – PDF, CSV, XML, Waybill or Customs Invoice
(ODB) Image (in the event you are downloading a Customs Invoice). Choose the format you wish to download
and then select the Download button, which will appear on the right-hand side of the screen. Please note the
Download button will only appear once Download Preferences have been selected.

If you choose the CSV for XLS format, a Customize Format button will appear. For further details on how to
customize your CSV format, go to the How to Customize Your CSV File section.
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Once your invoices have been downloaded, you will be sent to the Active Downloads screen. Recent downloads
are stored for a limited period of time, so you might find some of your previous downloads still available. Use the
date and the time of download to help identify which is your latest one. Select the Download Zip File option to
view the invoices.

6.2 How to View and Download Waybills
There are several ways to download a Waybill, whether you select one at a time or multiple Waybills
simultaneously.

6.2.1 Single Waybills
To download one Waybill, simply click on the invoice line and you will be directed to the invoice detail screen.

Click on the Waybill number, and the shipment details will appear in a new window.
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6.2.2 Multiple Waybills
To download multiple Waybills, click on the checkboxes next to any invoices which include these shipments.
Then select the Download button.

Click on the checkbox next to the Waybill option and then select the Download button.

You will be redirected to the Active Downloads page. Recent downloads are stored for a limited period of time, so
you might find some of your previous downloads still available. Select the Download Zip File button to retrieve
your Waybill data.
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6.3 How to Customize Your CSV File
Select the invoice you wish to download and click the Download button.

Click on the checkbox for the CSV for XLS option and then select the Customize Format button that will appear.

In the CSV Configuration screen you can customize your CSV format by simply clicking on the Column title and
dragging it into the Available Columns box. You can also adjust the column order by selecting one of the options
in the Sort Order dropdown menu.
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Once you have selected all of the columns you wish to include in your customized invoice, you have the option to
save your search parameters so that these can be used again in the future. Simply enter the name you wish to
save the search parameters under and click the Save button (this saved setting can then be found again using
the Pre-saved Configurations option).

Then click the Done, Apply Settings button and you’ll be redirected to the Download Selection screen. Select the
CSV for XLS option and then click the Download button.

You will then be redirected to the Active Downloads screen. Recent downloads are stored for a limited period of
time, so you might find some of your previous downloads still available. Select the Download Zip File button to
retrieve your CSV data.
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7 Making a Payment
7.1 How to Set up an Account in the Total Transact Wallet
Go to your My Account screen and select the Go to My Wallet button in the Payment Settings section.

Select the + Add New Account button

You will be redirected to the My Wallet screen, where you will be required to choose your preferred method of
payment and the requested details. Note: Fields with an asterisk are required and must be completed.

Once you have completed the form, click the Save button to ensure your details are saved for the next time.
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Once your payment account has been successfully created, a window will appear to confirm that the process is
complete.

If you wish to add another account, select the + Add New Account button and repeat the process. Or select the
Finish button to return to the dashboard.

7.2 Making a Payment
In order to make a payment, first you will need to set up an account in your Wallet. To add an account, follow the
steps in the How to Set up an Account in the Total Transact Wallet section.
Invoices can be paid by clicking on the Pay Now button on the Due Now tab.

Or select the invoices you want to pay, and then click on the Pay button which will then appear.
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Both options will take you to the following screen, where you are required to confirm the invoices and the total
amount you are about to pay. If you agree with the total amount to be paid, select the Confirm button.

You will then need to select a payment option in My Wallet (if you have only one payment option, then this will be
the default). Enter the requested details and then select the Pay button.

Once the payment has been successfully submitted, a confirmation message will appear. You will also receive an
email confirming the payment status.
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7.3 How to Set up AutoPay on Your Account
In order to set up AutoPay, you must have AutoPay permission rights on the account. To find out whether you
have these rights, go to the My Account screen and scroll down to the My Accounts overview. Clicking on the Me
button will prompt a window to appear which will list the permissions you hold for each account. If Manage
AutoPay appears in the list, you have the necessary permission to set up AutoPay on your account.

In the My Accounts overview in the My Account screen, you will find a list of your accounts. Select the account on
which you wish to set up AutoPay by clicking on the actual account number. Then select the Make Me AutoPay
Admin button.

You will then be redirected to the Wallet screen. Select the Edit button in the AutoPay Wallet section. Then select
a Wallet account for the account number that you wish to use for AutoPay.

Your account will be then be updated with the AutoPay setup.
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7.4 How to Remove a Wallet Account
In order to remove a Wallet account, go to the My Account screen and select the Go to My Wallet button.

Then select the Edit button next to the account you wish to delete.

You then have the option to delete the account by selecting the Delete Account button.

A pop-up message will appear asking you whether you are sure you wish to delete the account. Select OK.

You will then receive a message confirming that the account has been deleted from the Wallet. Select OK to
return to the My Wallet screen.
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7.5 Who to Contact If You Experience Problems Making a Payment
If you are experiencing problems making a payment, please contact one of our experienced customer service
professionals at 1-800-722-0081. Or you can send an email to online.bill@dhl.com

8 Logging a Dispute
8.1 How to Log a Dispute
In the event that you need to log a dispute on an invoice, simply select the relevant invoice(s) by clicking on the
checkbox to the left of the invoice. Once you have made your selection, three options will appear: Pay, Dispute,
and Download. Select the Dispute button.

You will be redirected to the Dispute Invoice screen, where you can enter the details of your dispute by selecting
a dispute reason from the dropdown menu. You can provide a description of the dispute in the Add a Comment
field. Then click the Submit Dispute button.
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8.2 How to Delete a Dispute
Already-logged disputes cannot be deleted directly in MyBill. However, in the event that a dispute has been
incorrectly logged or you no longer require your dispute to be investigated, you can update the dispute with a
comment detailing the new action required. This will then be taken up by a DHL employee who will update the
dispute accordingly.
In order to update your dispute, you must select the invoice in question and then click on the Dispute History subdashboard. Here you will find the dispute case number. Select the View Dispute button.
Here you will find the details of your dispute as well as the option to add a comment to your dispute. Should you
wish to delete your dispute then please enter this in the Add a Comment field, and it will be deleted accordingly. If
you wish to simply add additional notes to your dispute, this can also be done here.
Please note it will take at least 24 hours for the deletion or update of your dispute to be visible in MyBill.

8.3 Overview of Disputed Invoices
An overview of all disputes, both open and closed, can be downloaded from the Reports screen. Select the
Disputes Report option.
Select a Start Date and an End Date for the period you wish to download. There is also the option to search by
Account and/or Invoice.

Once you have entered your search parameters select the Search button. An overview of disputed invoices will
appear.

To browse this overview in a CSV file, select the Download Report button. The downloaded file will appear at the
bottom of the screen. Select the Open button to open the file.

8.4 Who to Contact If You Experience Problems With Disputes
If you are experiencing problems logging a dispute, please contact one of our experienced customer service
specialists at 1-800-722-0081. Or you can send an email to online.bill@dhl.com
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9 How to Search
9.1 Search Parameters
The Search screen gives you the option to carry out searches by Account Number, Invoice Number, Waybill,
Invoice Type and Status, as well as by Invoice Date. You can search using one or multiple parameters. The
choice is yours. Simply select the parameters you wish to search with and select the Search button.

9.2 Saving Searches
There is also an option to save your search parameters. Once you have selected your search parameters, enter
a name in the Save as “Saved Search” field. When you then select the Search button, your search will
automatically be saved.
When you next return to the Search page you will find your saved search in the Custom Search area. In order to
use an already-saved search, simply select the search name you wish to use, wait while it loads and then select
the Search button.
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