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Background Information

The University has a contract with DHL Express who should be used when you are in control of selecting the carrier
for:

e Domestic shipments within the UK.

e International shipments under 40kg that do not need a Material Transfer Agreement

If you do not already have access to the University DHL account, please email procurement-operations@exeter.ac.uk,
quoting ‘DHL EXPRESS’ in the subject title. You will then be sent an invitation to sign in and create a password.

Unless otherwise requested, all users will be grouped by Faculty which will give visibility of all shipments made within
that group.

Please don’t use DHL Express for international shipments over 40kg or anything needing a Material Transfer
Agreement — you should instead use DHL Global (T1 supplier 113620).

Using DHL Express is a three-stage process:

AT e = A e =
DHL Express My Requistons DHL Express
' |
Get quote from Create and receipt Confirm booking with
DHL Express purchase order in T1 DHL Express

(You must have a unique PO
number before moving
on to the next stage)

Quotes cannot be saved and returned to later so you must have access to T1 in order to accept a quote and turn it
into a confirmed collection/delivery.

Any staff or students who can use T1 to create the PO can use DHL Express to arrange shipping.
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Stage One - Get a quote from DHL Express

1. Logintothe My DHL Express website https://mydhl.express.dhl/gb/en/auth/login.html using your University
email address and password.

2. Onthe ‘Get Quote’ tab, enter the country and addresses that you wish to send from and to:

Create a New Shipment Create from Favourite Create from Past Schedule a Pickup Get Quote

From

Country ry
@ United Kingdom University Of Exeter (North Park Road, Exeter EX4 4QD) B

‘ 1y Switch

Country y To
United Kingdom Sam Smith (test address) (1 Smith Street, EXETER EX4 4QD) a

Next

3. Check the From and To addresses are correct:

From ‘ To

Country/Territory . Country/Territory
) ) ~ = Switch -
| United Kingdom | ‘

| United Kingdom

Address Address

v v
| North Park Road | | 1 8mith Street |
Postal Code City Postal Code City

v

| EX4 40D “/| Exeter | EX4 40D ‘“| EXETER

[J Remember me [] Residential Address
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4. Select whether this is a document or package and if it needs protection insurance or not. Enter the weight

and dimensions and select the shipper account.

7 Documents ‘ @ Packages

chandise or commedities for personal or

vork. Items with
document shipment.

Documents in

monetary valu

Protect Your Shipment

You value your shipment and so do we — don't forget to protect your shipment! Learn about our shipment

protection options.

[] 1 would like to insure my shipment

Select Packaging

| v

Packaging Quantity Weight kg
4 v v ‘/
My Own Package | | 1 | | 25 | | 20 | X| 10
Total 1 25 kg

How will you pay?

Select an account o see account-based rates
131432433 - Exeter Uni Out v

Prohibited ltems

Some items that are prohibited when shipping to

United Kingdom include
Animals, figh, birds (live)

Bullicn (of any precious metal)

IMORY
View Prohibited Items

Tips for Weighing and Measuring

8 Copy

Get Quote
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5. Choose which date you would like your package to be shipped and delivered:

I'm sending my shipment on

Januarjr January January January January January More
18 19 20 21 22 23 +
Today Tomormow Thursday Friday Saturday Sunday

) B New Quote
]| O O]
Delivery Date Delivered By Estimated Price

January
19

GBP
Wednesday 12:00 pm 30.80 m

Details ~

EXPRESS DOMESTIC

12:00
January
1 9 12:00 pm cBP 2750 m
Wednesday Details «
MEDICAL EXPRESS
January
1 9 End of Day cBP 2236 m
VWednesday Details «

EXPRESS DOMESTIC
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6. Complete the full address details and enter your contact information:

From

Kama

| University Of Exster

o

B4 Business Contact
Company @

| LSI/3P Stores. Goods In Loading Bay

| United Hingdom

Addrass

| Marth Fark Road

Addrass 2

| Streatham Campus

AdOaEs 3

| Mortn Park Road

Poetal Codz ]
| EX4 400 |"|Exeaer

Emall Address

| scounneyifiesster 3o Uk

|v

Phone Typs Coge Fhone

Sxansion

|Dlﬁce | BE 4 |"| D138 272478

MEDy

@ 2dd Anothar

WATITax 1D

| 142047705

EORI Mumbsr

| GE 142047795000

[[] Residential Address

Clear Address

=

Switch

v2 05.08.22

To

MNama

| Sarm Smith (tst sddress)

A Business Contact
Company @

| ‘Sam Smith

CounTy Ty

[ United Kingdom

Addrese

| 1 Emith Sarest

Addrage 2

Addrees 3

Postal Code Sity

||=_x-+4t:1::- |"| EXETER

Emall Addrags

Frans Type

Phane

Sol
58« |

| Wokile =

| 0752 365283

[ 5M= Enstied
I3 Add Ancéher

WATITax D

[] Residertial Address
Motes about this contact

Test address

Clear Address

7. If you wish to go ahead and accept this quote, keep this browser tab open and open a new browser tab to

create a purchase order in T1.

Contact us: procurement-operations@exeter.ac.uk



mailto:procurement-operations@exeter.ac.uk

University of Exeter
Finance Helpdesk Training Guides

Stage Two — Create and receipt a purchase order in T1

1. Login to T1 and create an ad hoc requisition using ‘My Requisitions’:

e See Ad Hoc Requisitions Guide, if needed.

e Supplier — 107014 DHL DHL International (UK) Ltd:

Supplier *

107014 (Dhl Internation) -
Currency Address

British Pounds Sterling (GBP) 002 (Supplier Purchase Or... «
Supplier Ledger Supplier Account

P1(P1) 107014 (Dhl International (UK) Ltd)

e Goods/Service — Service:

Goods/Service *
Service -

e Description —include origin and destination:

Description *
Shipping from Exeter to Newcastle
e Commodity code - 78102200 (Postal and small parcel and courier services):

~ Categorisation

Commodity Code *
78102200 (Postal and small parcel and courier services) -

v2 05.08.22

e VAT rate - once the project or budget centre’s charge code is added, its default VAT rate will be shown.

This is usually PN or P1. Do not change the default VAT code.

e Nominal code will be added automatically once the commodity code has been entered. Do not change

from 25325 (Postage and Carriage).

Cost Account

Charge Type * Charge Code *

ALL (All Requisitions) - -

Ledger * Account *

GL (22GLACT) - 25325 (Post... =
——

VAT Rate *

PN (20% - Non recoverable) -

2. Submit the requisition for approval as normal once all detail about the shipping has been entered.

3. Once the requisition has been approved and a purchase order number has been generated, immediately

create and approve a receipt for the PO.

e See T1 Receipting Guide, if needed.

4. Once receipted, return to the DHL Express browser tab to complete the booking and enter this PO number.

Contact us: procurement-operations@exeter.ac.uk
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Stage Three — Complete the booking with DHL

1. Enter information about contents of the package and if insurance is required. Include your UE..... purchase
order number in the ‘Purchase Order’ field.

This field is mandatory — you MUST enter a unique purchase order number for each shipment:

Shipment Details

T Documents ‘ P Packages Prohibited Items

=e or commodities for personal or Some items that are prohibited when shipping to
United Kingdom include:

Animals, fish, birds (lve)

Bullicn (of any precicus metal)

IVORY
View Prohibited [tems

Summarise the contents of your shipment @

| dumbbells

Add Shipment References

Reference {appears on shipping labeliwaybill)

Protect Your Shipment

You value your shipment and so do we — don't forget to protect your shipment! Learn about our shipment
protection options.

[J 1 would like to insure my shipment

2. Confirm the weight and dimensions of your package:

Select Packaging Tips for Weighing and Measuring
Packaging Quantity Weight kg Dimensions cm
v v v v v -
MyownPackage | |1 |7 [25 |7 20 [Yx[10  [Tx[20 |
Total 1 25 kg [+]
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3. Confirm the shipper account:

How would you like to pay?

‘What shipper account will be used for this shipment?

| 131432433 - Exeter Uni Out v

] Use this account to pay for transportation
charges

[[] Remember thesa paymant options for the Ship FROM address v

4. Confirm which date you would like your package to be shipped and delivered.

I'm sending my shipment on

January

January January January January January January More
18 19 20 21 22 23 24 +
Today Tomormow Thursday Friday Saturday Sunday Monday
=41 O el
Delivery Date Delivered By Estimated Price
January
19 GBP
Wednesday 12:00 pm 3080 m
Dietails
EXPRESS DOMESTIC
12:00
January
19 GBP
' 2750 [y
Wednesday N
MEDICAL EXPRESS

January

1 g End of Day GEF 2236 Select

Wednesday

EXPRESS DOMESTIC
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5. Select any optional extras.

Optional Services

[] GoGreen Climate Neutral
[ Hold for Caollection

[] Dangerous Goods

6. Select the window in which you would like your package to be collected by the courier and choose where the
courier should pick up the package from:

Do you want to schedule a courier pickup?

Yes — Schedule Pickup ‘ No

I'm sending my shipment on @ Pickup Window — When the courier may arrive. Your shipment must be ready.
Earliest Latest
January 2:30 pm 6:00 pm
Today

10:00 am 12:00pm 2:00 pm 400 pm 00 pm

Please allow at least 120 minutes for your Pickup Window
The latest time a request can be made for pickup today is 3:00 pm

‘Where should the courier pick up the shipment? Pickup Address
| Loading Bay . |7
University Of Exeter
Total Pickup Weight LSI/GP Stores. Goods In Loading Bay
| 5 Y kg Morth Park Road

Streatham Campus

North Park Road

Exeter, EX4 4QD

s courtney@exeter ac_uk

+44 1392 723478 Extension: 3478

] | Make my default pickup address

Instructions for the courier

[ Disclaimer and Impartant Details

7. Confirm whether you need a returns label:

Do you need a return label?

Label is valid for 3 Months
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8. Review and accept the shipping costs.

Shipment Cost Summary
EXPRESS DOMESTIC Transportation Charges: GEBP 16.00
Wed, 19 Jan, 2022 - End of Day

Fuel Surcharge: GEP 063
Volumetric Weight @ 0.5 kg VAT - GBP 373
Total Weight 25 kg ) '
Chargeable Weight 25 kg Total GBP 22.36

Terms and Conditions

By clicking Accept and Continue - | accept DHL's Terms and Conditions, and declare that this shipment does not include any Prohibited ltems

Accept and Continue

9. Print your label and documents and attach them securely to your package.

Print and You're Done!

Print and preview your documents Your Tracking Number
7439510794
Shipping labels and customs documents must be printed for the DHL courier Piece # 1:
JD014600009325511124
| wrx B e
=" : Pickup Confirmation
- : Number PRG220119051140

OO
OO0

g Pickup Details
| Wed, Jan 19, 2022
—— Between 10:00 am and 6:00 pm

+# Save as Favourite

[ Label (Waybill) [ Receipt

| 1 | IMumber of Copies

T+ Print Selected Documents

10. You will receive an email with confirmation of your scheduled pick-up time and location. Please ensure you
take the parcel to the correct pick-up location prior to the scheduled pick-up time.

11. If you wish to track your shipment, click the Track tab and entering the tracking number provided to you when
creating your shipment.

—EDEFE _ DHL Express Help and Support  Finda location | Q English %_:
Home Ship Track Manage Shipments @ View/Pay Bill My Shipment Settings § My Profile

A Fraudulent SMS pdate - Service alerts and Emergency Situation Surcharge. View More

Track Shipments
Track By Reference
Welcome to Monitoring and Notifications
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