
DHL – How to Ship an Item 

Step 1: Go to the DHL website at DHL Shipping 

Step 2: Login with your username and password, click Login. If you do not have a username and 
password, please reach out for instructions on how to set up an account. 

Step 3: Complete B) The Country and Address you are shipping to. Click “Next”. 

 

 

Step 4: Complete the details you are shipping from. 
Be sure to include your full name, University of Windsor, full address, postal code, province, e-mail 
address and phone number with extension. 
Be sure to check “Business Contact”. 

 

https://mydhl.express.dhl/ca/en/home.html?login=successful#/createNewShipmentTab


 

Step 5: Enter the “ship to” information, for who and where the item will be shipped to.  
Click “Update”. 

 

 

Step 6: For the shipment details, choose if you are sending either documents or a package. 
Enter the description of the item you are shipping. 
Then, click “add reference”. 

 

 

Step 7: These items MUST be included for every shipment under the reference: 
A) your full name 



B) your department name 
C) your department charge account (ie. 01.2400.24000) and/or project number (ie. 816035) 

 

 
 

Step 8: Click “Next” at bottom of page. 

 

Step 9: Complete the details for your package and click “Next”. 

 

 

Step 10: Ensure the business account is chosen for payment. Click “Next”. 

 

 



Step 11: Choose when you would like to deliver your parcel by. Click “Select”. 

 

 

Step 12: Click Next.

 

 

Step 13: Review the details and click “Accept and Continue”. 

 


