
 

Find Webship 
 
 
1. Go to www.mydhl.dhl.com 
 2. Choose “Ship Online” > 

“Ship Now” 

 
 
3. Bookmark Page 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Register 
 
1. Choose “Register Your 

User Profile” 
2. Fill Out All the Fields 

Including: 
 
 

Account Number 
(970674553) 

 
Reference Field 

Add your cost code 
(Can be changed when shipping) 

 
 

Reference Always Required 
Must be Checked 

 
 
 
 
 
 

Ship 
 
1. Choose a 
Receiver by 
Either… 

A) The Drop Down 
Menu 

 
(It holds the last 15 
receivers you’ve 
shipped to.) 

 
B) Opening  the 

Address Book 
 
 
 
 
 
 
 
 
 

C) Creating a New 
Receiver 

 
(Make sure you 
check  “Save to 
address book”.) 

http://www.mydhl.dhl.com/
http://www.mydhl.dhl.com/


2. Fill in 
Shipment 
Details. 

A) Choose Package  Type 

 
 

B) Add Pieces 
• Add dimensions and weight 
• Then click Add!! 

 
 

C) Add Description of 
Contents 

 

 
 
 
 

D) Choose (or Not Choose) 
Dutiable/Declared Value 

• If your shipment is a 
document, leave blank. 

 
 
 
3. Fill in the 
Service Options 

A) Choose the Delivery 
Product 

 
 
 
 
 
 
 

4. Print the 
Waybill 

A) Click on Print 

 
 
 
 
 
 

B) Place Label 
Transport Label 
(With 3 barcodes) 
Goes on Package 

 
 
 

 
 
 
 

Archive Label 

(with 1 barcode)  
Goes with driver 

 
 

Shipment Receipt  
Goes to the department’s shipment record holder 


