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Returning materials using MyDHL+ 

All materials needing to be returned via the STEP Maths MyDHL+ account. 

 

Registering for MyDHL+ 

1. Go to: https://mydhl.express.dhl and select your location. 

2. Click ‘Register Now’ or ‘Register’ – make sure the flag is showing the country you are shipping 
from. 

3. Click the ‘Yes’ box to confirm you have a DHL account number and then enter account 
number 966082982.  

Enter your centre number and ‘STEP Maths’ in the nickname box. You can use this nickname 
to identify the account easily in the future. 

Please note: If your centre is outside the United Kingdom and you receive the following error 
when trying to register, please follow the alternative registration instructions below. 

 

 

 

4. Complete the registration details and click ‘Register’. 

5. You will receive an email from MyDHL+. Click on the link to activate your account. New 
accounts will be approved within two working days.  

6. Log in and update your contact information under ‘My Profile: Update My Info’. Remember 
these details are for your centre. 

 
  

https://mydhl.express.dhla/
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Booking a courier collection with MyDHL+: UK centres 

1. Log into MyDHL+ using your login details: https://mydhl.express.dhl 

2. Go to ‘Ship’ in the yellow bar at the top of the screen. Select ‘Create a Shipment’. ‘From’ 
should be automatically populated – ensure ‘residential address’ IS NOT ticked. Populate the 
‘To’ details as below – then click ‘Next’. 

Name: STEP Maths  
Company: Cambridge University Press & Assessment 
Country: United Kingdom              Address: Hill Farm Road 
City: WHITTLESFORD              Postal Code: CB22 4FZ 
Phone: +44 1223 558323 

3. Under Shipment Details, select ‘Documents’ – describe as ‘Examination papers’ and add 
the reference as your centre number and ‘STEP’. Do not tick the box to protect your 
shipment. Click ‘Next’. 

4. Complete the packaging description as requested. (i.e. My own package. Qty: 1. Weight: 
0.5kg Dimensions: 10 x 10 x 10). Click ‘Next’. 

5. How would you like to pay? This should self-populate with the account number – do not 
change anything. Click ‘Next’. 

Please note: the earliest you can book your courier collection is five calendar days before 
the collection date. If you try to book earlier than five calendar days, no future collection dates 
are displayed. 

Select the day you want the courier to collect the shipment. This will then offer you the nearest 
date for when it will arrive at Cambridge. 

Always select ‘End of Day’ at the bottom. Ignore all optional services. Click ‘Next’. 

Note: If you’ve selected a date from the 'More' section (i.e. a date that is more than a week in 
advance), DHL+ will not display the estimated date of arrival (instead it displays the message 
'no future delivery date available'). Please do not worry about this – it just means the DHL 
system cannot currently estimate how long it will take to ship once collected. It should still be 
possible to order the collection itself for your desired date. Simply click through and proceed 
as instructed. 

6. Do you need a courier pickup? Click ‘Yes – Schedule Pickup’ and select a 2-hour slot 
convenient to you (please note, that this cannot be guaranteed). Select the collection location 
from the drop-down menu, eg reception. Enter and check the pickup details are correct. Click 
‘Next’. 

If you would prefer to drop the shipment off rather than have it collected, select the ‘Drop off at 
DHL Service Point’ option, rather than ‘Schedule Courier Pickup’. You are then given the 
option to print the DHL labels on your own printer or receive a QR code, which allows you to 
print the DHL label at the service point. 

However, not all service points will have the QR code option, so this option may reduce the 
number of service points available in your area. Regardless of which label printing option you 
select, on the next screen, you will be asked to select a service point.  

 

https://mydhl.express.dhl/
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You can search for DHL Service Centres or Service Points near you by visiting the DHL 
website at https://uk.express.dhl.com/dhl-service-point/find-your-nearest/. If you’re not using 
the QR code option, you must print your shipping labels (waybills) before dropping off your 
package at a DHL Service Centre or Service Point. The DHL Service Centre or Service Point 
cannot accept any package that does not already have a shipping label (waybill). 

7. Do you need a return label? Click ‘No’ and click ‘Next’. 

8. Check all details. Select ‘Accept and continue’. The cost will not be shown. 

9. Print your waybill. The receipt is optional so please tick if you would like a paper copy.  

10. You will then see the shipment confirmation screen – where you can request notifications or 
share details with the receiver (optional). 

11. You can now affix your waybill to the correct return envelope. 

 

Booking a courier collection with MyDHL+: Centres outside the UK 

1. Log into MyDHL+ using your login details: https://mydhl.express.dhl 

2. Go to ‘Ship’ in the yellow bar at the top of the screen. Select ‘Create a Shipment’. ‘From’ 
should be automatically populated – ensure ‘residential address’ IS NOT ticked. Populate the 
‘To’ details as below – then click ‘Next’. 

Name: STEP Maths  
Company: Cambridge University Press & Assessment 
Country: United Kingdom              Address: Hill Farm Road 
City: WHITTLESFORD              Postal Code: CB22 4FZ 
Phone: +44 1223 558323  

3. Shipments from international centres need to have a customs invoice. Under Shipment 
Details, select ‘Packages’ and select ‘Commercial’ from the drop-down list. Select ‘Describe 
Items’ and use the table below to add the item, including the number of units contained in the 
shipment. If you need to add another item to the invoice, select add another item. 

Item description Units Commodity 
code 

Item 
value Where was the item made? Weight 

(per item) 
Examination 
Documents Kilograms 49011000 GBP 1.78 United Kingdom 0 

If you need to change the currency code, click on the current currency code and select GBP 
from the list. 

4. Calculate the freight charge for your return shipment. Using the tables on the following pages, 
identify which zone you are in and then cross reference the zone and the weight of the 
shipment to calculate the freight charge. 

For example, if you are in Australia (Zone 8) your freight charge for a 4kg shipment is £54.07.  

If your shipment is heavier than 10kg you need to use the adder rate table to establish the 
additional cost per each 0.5kg the shipment exceeds 20kg and add this to the freight charge 
for a 10kg shipment. The adder rate table has 4 weight zones, so please use the line 
applicable to the total weight of your shipment. 

https://uk.express.dhl.com/dhl-service-point/find-your-nearest/
https://mydhl.express.dhl/
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kg Zone 1 Zone 2 Zone 3 Zone 4 Zone 5 Zone 6 Zone 7 Zone 8 Zone 9 Zone 10 Zone 11 Zone 12 

0.5 £27.83 £28.99 £31.17 £31.56 £33.50 £28.68 £33.65 £37.57 £39.15 £43.32 £22.85 £26.18 

1 £32.20 £33.20 £36.16 £36.67 £37.76 £31.49 £37.91 £42.36 £46.13 £50.39 £27.21 £31.17 

1.5 £33.46 £35.17 £38.77 £39.39 £40.22 £33.59 £40.39 £45.10 £50.16 £54.89 £28.48 £33.79 

2 £34.72 £37.14 £41.38 £42.11 £42.68 £35.69 £42.87 £47.84 £54.19 £59.39 £29.75 £36.41 

2.5 £35.98 £39.08 £44.00 £44.82 £45.14 £37.83 £45.41 £50.56 £58.22 £64.13 £31.01 £39.02 

3 £37.12 £40.71 £46.34 £47.27 £47.35 £39.74 £47.68 £53.38 £62.20 £68.57 £32.14 £41.36 

3.5 £38.26 £42.34 £48.68 £49.72 £49.56 £41.65 £49.95 £56.20 £66.18 £73.01 £33.27 £43.70 

4 £39.40 £43.97 £51.02 £52.17 £51.77 £43.56 £52.22 £59.02 £70.16 £77.45 £34.40 £46.04 

4.5 £40.54 £45.60 £53.36 £54.62 £53.98 £45.47 £54.49 £61.84 £74.14 £81.89 £35.53 £48.38 

5 £41.68 £47.23 £55.70 £57.07 £56.19 £47.38 £56.76 £64.66 £78.12 £86.33 £36.66 £50.72 

5.5 £42.71 £48.93 £57.95 £59.37 £58.25 £49.20 £58.82 £67.45 £81.97 £90.64 £37.70 £52.97 

6 £43.74 £50.63 £60.20 £61.67 £60.31 £51.02 £60.88 £70.24 £85.82 £94.95 £38.74 £55.22 

6.5 £44.77 £52.33 £62.45 £63.97 £62.37 £52.84 £62.94 £73.03 £89.67 £99.26 £39.78 £57.47 

7 £45.80 £54.03 £64.70 £66.27 £64.43 £54.66 £65.00 £75.82 £93.52 £103.57 £40.82 £59.72 

7.5 £46.83 £55.73 £66.95 £68.57 £66.49 £56.48 £67.06 £78.61 £97.37 £107.88 £41.86 £61.97 

8 £47.86 £57.43 £69.20 £70.87 £68.55 £58.30 £69.12 £81.40 £101.22 £112.19 £42.90 £64.22 

8.5 £48.89 £59.13 £71.45 £73.17 £70.61 £60.12 £71.18 £84.19 £105.07 £116.50 £43.94 £66.47 

9 £49.92 £60.83 £73.70 £75.47 £72.67 £61.94 £73.24 £86.98 £108.92 £120.81 £44.98 £68.72 

9.5 £50.95 £62.53 £75.95 £77.77 £74.73 £63.76 £75.30 £89.77 £112.77 £125.12 £46.02 £70.97 

10 £51.98 £64.23 £78.20 £80.07 £76.79 £65.58 £77.36 £92.56 £116.62 £129.43 £47.06 £73.22 

 
Adder rate per additional 0.5 kg from 10.1 kg 

From 
(kg) 

To 
(kg) 

Zone 
1 

Zone 
2 

Zone 
3 

Zone 
4 

Zone 
5 

Zone 
6 

Zone 
7 

Zone 
8 

Zone 
9 

Zone 
10 

Zone 
11 

Zone 
12 

10.1 20 £0.72 £1.19 £1.76 £1.78 £1.77 £1.40 £1.78 £2.75 £3.76 £3.98 £0.72 £1.75 

20.1 30 £0.91 £1.27 £1.83 £1.87 £1.77 £1.37 £1.76 £2.57 £3.77 £4.04 £0.77 £1.71 

30.1 70 £1.07 £1.47 £2.18 £2.19 £2.21 £1.77 £2.23 £3.47 £5.01 £5.29 £0.92 £2.04 

70.1 300 £1.30 £1.87 £2.56 £2.56 £2.58 £2.10 £2.61 £4.00 £5.84 £6.12 £1.17 £2.42 

300.1 99 
999 £1.33 £1.91 £2.60 £2.60 £2.61 £2.15 £2.65 £4.08 £5.94 £6.20 £1.19 £2.45 

 

5. Select ‘Add charges’ and then choose freight/shipping charge from the select type drop-
down. Add the freight charge and ensure the currency is shown as GBP.  

6. Do not select the ‘I want to include pre-calculated duties and taxes’ option. Add ‘STEP’ and 
your centre number into the shipment reference field so we can identify your shipment. There 
is no need to protect your shipment so ensure this option is not selected. 

7. Select the ‘Create Invoice’ option, but do not select any other options. There are no additional 
parties so select ‘No’ to this option. 

8. Select ‘Own packaging’ from the drop-down, add the number of packages you are returning, 
the weight of the shipment and the dimensions of the packages. 
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9. Select account number ‘966082982’ from the two drop-down lists to ensure all charges are 
billed to our account. Select ‘DAP’ from the list of customs terms of trade drop-down. 

10. Select the date you want the courier to collect the shipment. 

Please note: the earliest you can book your courier collection is five calendar days before 
the collection date. If you try to book earlier than five calendar days, no future collection dates 
are displayed. 

IMPORTANT: select END OF DAY for Date/Delivered by – the bottom option. This is when 
the package will arrive at Cambridge – not when the package will be collected. Do not select 
the other options as additional charges will apply. 

11. Do not select any of the ‘Optional Services’. 

12. If you wish to send your customs invoice electronically, select yes and add your name and 
position into the relevant fields. You will also need to upload an image of your signature. Do 
not tick the add other documents option. If you do not select yes, your customs invoices will be 
printed along with the shipment AWBs later in this process. 

13. Select ‘YES – Schedule a Pickup’ to arrange courier collection. Select the pick-up time by 
moving the yellow counters. You MUST leave at least a 2-hour window. 

14. You do not need a return label. 

15. You can review your pickup request here and edit if required. If the details are correct ‘Accept 
and Continue’ 

16. If you chose to send your customs invoice electronically you will now be asked to submit. 

17. Print your waybill and customs invoice, if not sent electronically. The receipt is optional so 
please tick if you would like a paper copy. Please complete the declaration at the bottom of the 
invoice. You can now affix your waybill and one copy of the invoice to the package. Hand any 
remaining labels and invoices to the courier. 

18. You will then see the shipment confirmation screen – where you can request notifications or 
share details with the receiver (optional). 

19. Finally – you can monitor your shipment by selecting Manage Shipments from the Home 
Screen. 
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Alternative instructions for registering for MyDHL+ 

These alternative instructions should be used by centres outside the United Kingdom who have 
received the following error when trying to register for MyDHL+. If you are experiencing issues with 
registering or making a booking, please contact DHL by selecting ‘Help Centre’. 

 

 
 

1. Go to: https://mydhl.express.dhl and select location. 

2. Click ‘Register Now’ or ‘Register’ – ensure the flag is showing the country you are shipping 
from. 

3. Do you have a DHL Express account number? ‘No’ 

4. Complete your registration details. 

5. Once registered, login and go to My Shipment Settings > My DHL Accounts 

6. Click ‘Add Existing DHL Account’ 

 

 
 

7. Enter a ‘Nickname’, Account Number (966082982) and click ‘Add’. 

8. The pop up below will appear, explaining a validation email has been sent to the registered 
user to activate account number usage, click ‘Continue’. 

 

 

9. You will receive an email from MyDHL+. Click on the link to activate your account.  

10. You will now be redirected to the US MyDHL+ welcome page – Log back in and you should 
now be able to create shipments using the account number in question. 

  

https://mydhl.express.dhl/gb/en/auth/login.html
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