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Manuel 

JUNE 2025



Login Details

 Login details: 
https://mydhl.express.dhl/sg/en/home.html?login=successful#/createNewShip
mentTab

Email address: inquirysg@owndays.com
Password: oDSG@30700626!

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


Step 1

2. Select 
the 

country 
to ship

3. Key in 
customer 
address

1. Change 
to your 
store 

address



Step 2

1. Make 
sure the 
pick-up 
(store) 

address is 
correct 2. Fill in cx 

details 
accordingly: 

Name, 
Country, 

Address, Email 
add and 

contact num

*Rmb to tick 
Residential 

Add*

Pls take 
note



Step 3 

4. Fill in Frame 
Model and Material 

Example
MODEL: 

GB1019G-8A C2
MATERIAL: 

Stainless Steel
MANUFACTURER: 

OWNDAYS 
SINGAPORE PTE LTD

1. Select Packages

2. Select 
Commercial

3. Describe 
Items

5. Fill in Qty, select 
Pairs, Value $100 per 
pair, Weight 0.5kg. If 
2 pairs $200 0.6kg , 3 

pairs $300 0.7kg 
etc…6. Select 

Singapore



Step 4

2. Select 
No for 

additional 
Parties

1. Select 
Create 
Invoice



Step 5

1. Select DHL 
Express 
Polybag 
(Flyer)

2. Double 
check if the 

Qty and 
Weight is it 

correct

3. Length 40cm, Width 30cm, 
Height 0.1cm



Step 6

2. Select 
Receiver Will 

Pay
1. Select My 

Own Account 
610727560



Step 7

1. Select 
Pick-up date

2. Select 
the Lowest 

cost if 
there is an 

option



Step 8

1. Tick Yes

2. Input Manager 
Name here



Step 9
1. Make sure 

to select Yes – 
Schedule 

Pickup 

2. Select the 
pickup time

Pls take note 
pickup not avail 

12pm-2pm

3. Rmb to 
change to your 
store address



Final Step

- Double confirm all filled in information are correct
- Submit and print all documents 
- Packed and wait for DHL to pickup 

THE END



DHL Flyer Pax 
Ordering 

JUNE 2025



Step 1

Login to DHL 
Portal and click 

on Ship and 
Select Order 

Supplies

1.

2.



Step 2

Select 
Continue



Step 3
1. Click on the 
Address logo

2. Click Account num 610727560 and 
Company name OWNDAYS 

SINGAPORE PTE LTD



Step 4
Type in your store 
address and click 

Next



Step 5
1. Select Envelopes and 

Flyers

2. Select the flyer Qty



Done! Order successfully 
placed!



DHL Quote (Approx 
postage fee) 

JUNE 2025



Press “Get Quote”

DHL Quote



DHL Quote

Key in cx’s Country 
and Postal code



Remember to change to your 
store’s address

Check if the cx’s postal 
code and address is correct

DHL Quote



Click on “Packages”

Value: $100 (1 pair)
$200 ( 2 pairs)

$300 ( 3 pairs etc)

DHL Quote



Press “Get Quote”

DHL Quote



Can see 2 different 
pricing and we will 

choose the one with 
lower price and 
means it can be 

shipped



DHL Track 
Shipment

JUNE 2025



Click “Track” and “Track 
Shipments”



Insert cx “Waybill 
no” to track



From here can see the 
status



Another Method of Tracking:

Go to “ Manage 
Shipments” 🡪 All 

Shipments



Overview of the Shipment Status



DHL – Reprint 
Waybill/Labels

JUNE 2025



Reprint Waybill/Labels

Go to “ Manage 
Shipments” 🡪 All 

Shipments



Reprint Waybill/Labels

Click on the “Waybill”



Scroll down and you will 
see this page. Click 

“View Digital Customs 
Invoice”



Can either download or 
print the labels again


