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Dear Mercedes-Benz AG supplier, 

 

With this application we support the dispatch of parcels (Courier Express Parcel) within the 

scope of inbound deliveries for productive material to Mercedes-Benz AG locations. This 

standard method is intended to enable simple, targeted and reliable shipping.  

 

For this purpose, a one-time registration in our application is required. 

 

In this context, please be sure to note the updated shipping instructions, which are stored in 

the booking portal below. 

 

 

In order to facilitate the shipping process, we have designed and developed our shipping 

platform so it is as straightforward as possible. Should you nevertheless have any questions 

regarding the use of our platform, please consult this manual.  

 

In this manual you will find all the information you need to use the shipping platform on 

https://mercedes-benz.suppliers.letmeship.com 

 

Below you will first find a table of contents for the manual. If you are using this manual in PDF 

format, simply click on the corresponding heading to go directly to the corresponding section.  

 

  

https://mercedes-benz.suppliers.letmeship.com/
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1. Language selection 
 

You will find the language and country selection in the upper right corner of the LetMeShip 

website. The website and the booking portal on https://mercedes-

benz.suppliers.letmeship.com are available in English and German. Select DE or EN to change 

the language. 

 

 

 

2. Registration & Login 
 

Register so that you can process shipments to Mercedes-Benz via the portal.  

 

Each registration is free of charge and without obligation.  

 

For registration please click the following link: https://mercedes-benz.suppliers.letmeship.com 

and please use the "REGISTER" field in the lower right corner (see next graphic). 

 

If you already have login details, please enter your user name and password under LOGIN and 

click LOG IN. 

 

 

https://mercedes-benz.suppliers.letmeship.com/
https://mercedes-benz.suppliers.letmeship.com/
https://mercedes-benz.suppliers.letmeship.com/
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2.1. Registration  
 

To register, click on REGISTER.  

In step 1 enter your company data. Please note that there are some mandatory fields that you 

must complete. These fields are marked with an *.  

 

 

2.2. Responsible Person 
 

Please note the following. The person who first registers on this portal is also the " responsible 

person" for this company and has more rights than other users. These rights are as follows: 

 

 

• Change of master data / collection address 

• Invite more users 

• Change to "daily pickup" 

 

Further information on the "responsible person" can be found from page 15 onwards in 

Chapter 7. 
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2.3. Data Entry 
 

                 Please enter the details of your collection point here 

 

These include 

 

• Your eight- or nine-digit supplier number (with index letter if applicable) at Mercedes-

Benz AG for your location 

• Your UPS account number 

• Name 

• Company 

• Street 

• Postcode 

• City 

• Phone number 

• E-mail address 

 

In step 2 set your REGISTRATION DATA. (Username & Password)  

 

           With this login data you will be able to log in to our portal in the future. 

 

 

In the LetMeShip booking process, you can control whether the parcel service should pick up 

the shipment in addition to creating the shipping label. 

If your company has contractually agreed a "daily pickup" with the authorised parcel service, 

no collection order is required for the individual shipment. The parcel service then comes to 

the collection address at the agreed times anyway. In the system you must then configure the 

agreed days and times of the "daily pickup" in  the account settings in the administration area. 

 

 

 

 

 
 
 
 
 
 
 

The contractual agreement of a daily pickup may be subject to costs at the 

parcel service which are NOT borne by Mercedes-Benz.  This agreement must 

be made by your company with the parcel service.  

 

Please note that the LetMeShip system no longer requests a collection if a 

"daily pickup" has been configured! 

 

You can find further information on this from page 15 onwards (Chapter 7.1. 

Daily Pickup). 



 

6 
 

 
 

 
 

           Information Fields 

 

 

The  fields are so-called mouse-over fields. If you move the mouse over it, an explanatory 

text opens.  

 

For example: 
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After registration you can process your shipments to Mercedes-Benz directly. 

 

3. Forgotten Your Password/Username? 
 

If you have forgotten your password and/or username, please go to the login page 

(https://mercedes-benz.suppliers.letmeship.com) and click on "Forgot your access data?" 

below the "LOG IN" field.  

 

https://mercedes-benz.suppliers.letmeship.com/
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The following field appears: 

 

 
 

 

Here you can have your PASSWORD sent to you. You will need your username for this. After 

you have clicked SEND PASSWORD, a new password will be sent to your email address. 

 

If you have forgotten your USERNAME, you will need to enter your password and email address 

and click on FORGOT USERNAME, and the valid username will be sent to you. 
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4.  Booking 
 

To book a shipment, first log in to the LetMeShip website with your username and password. 

The shipping page is automatically stored as the start page. 

 

 

 
 

4.1. Defining the shipping type (service type) 
 

In principle, Mercedes-Benz AG only authorizes standard shipping (see Mercedes-Benz AG  

Shipping Instructions for Parcel Shipping). This setting is preset and cannot be changed. 

This also applies to consignments in customs transit with T1 originating in EFTA states 

(currently Switzerland, Norway, Liechtenstein, Andorra, San Marino). 

 

Exception: Customs goods from third countries with T1 in the EU customs transit (incl. domestic 

German shipment). 



 

10 
 

 

The Express shipping method is mandatory here in order to guarantee the proper transport of 

the parcel.  For authorisation or activation of this mode of shipment, please contact your 

responsible scheduler at Mercedes-Benz AG.  

4.2. Shipment 
 

Your collection address is predefined and can only be changed by the "person responsible" 

(see page 4) in the administration area. 

 

The delivery address is predefined by Mercedes-Benz AG in the address book and can be 

searched for using the plant number or the unloading point, for example.   

 

4.3. Address Book 
 

Please search first for the plant number:  

 

 
 

Search results:  

 

 
 

 

Click on the desired address to select it. 
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If too many entries are displayed for the plant number, you can search for the unloading points 

(ABS) (3 digits, e.g. 004).  

 

 
 

You can also search the address book by names, such as street names, city names, and so on. 

You do not have to write the full name. 
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For example: Stutt (instead of Stuttgart) 

 

Search results: 

 

 
 

If a Mercedes-Benz AG delivery or unloading point (special delivery area / external warehouse 

/ plant section) cannot be found via the search function, the main delivery point of the ordering 

plant is to be accessed. This is identified by the note HAUPTADRESSE in the identifier. 

 

Example: Search for external location Hockenheim >> cannot be found in the search mask >> 

the ordering main plant would be plant 006 Germersheim: 

 

 
 

4.4. Shipment Details 
 

You only need to enter three parameters here: 

 

• Package dimensions (length, width, height, weight) 

• Delivery note number  

• Pickup date (if you have not set a daily pickup, a pickup request will be booked) 

 

The parameters content, plant unloading point and supplier number are predefined and cannot 

be edited.  
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4.5. Label Creation & Pickup Receipt 
 

Once you have selected a destination address and entered the shipment details, you can click 

on BOOK SHIPMENT in the bottom right corner. You will then receive your shipping label 

directly. This label will also be sent to you by e-mail and is available in the archive. 

 

 

5. Setting for Express Label 
 

To order express shipments you need authorisation from Mercedes-Benz. Without this 

authorisation, you may only ship by standard mail. 
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6. Customs Warehouse 
 

To send goods from a customs warehouse to Mercedes-Benz AG, the responsible person (see 

chapter 7.1) must activate this functionality in the administration area. 

 
 

 

For the dispatch from the customs warehouse two further details are necessary:  

The value of the goods and the T1 number. Both are requested in the shipment details on the 

shipping page. 
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7. Administration/Responsible Person 
 

Each company has a "responsible person" who was determined during registration (see page 

4 - Chapter 2.2.). This person has administration rights for the company to change the data in 

the company account and invite other users to the portal. 

 

You can access the administration area by clicking on Administration in the blue guide bar. 

 

 

 
 

 

 

 

 



 

16 
 

7.1. Daily Pickup 
 

In the LetMeShip booking process, you can control whether the parcel service should pick up 

the shipment in addition to creating the shipping label. 

Please choose the applicable case: 

A) The supplier has already agreed a daily Pickup with an shipping service provider and 

would like to retain this. 

Please set a daily pick-up in the CEP-IBL booking tool under "Configuration of the pick-up 

logic". Thus, no pick-ups will be notified and you can book standard shipments on the same 

day. Please read the following information on daily collection in this chapter.  

B) The supplier has already agreed a daily pick-up with the shipping service provider and 

doesn’t want to have it in the future. 

Do not configure a daily pick-up in the CEP-IBL booking tool and contact the shipping service 

provider to have the daily pick-up deactivated. 

C) The supplier has not yet agreed a daily pick-up with the shipping service provider and 

would like to have such a daily pick-up in the future. 

Please contact the shipping service provider to arrange a daily pick-up. only after the shipping 

provider have activated and confirmed the daily pick-up, please follow the steps in A).  

Please do not configure the CEP-IBL booking tool until you have received confirmation from 

the shipping service provider. 

D) The supplier has not yet agreed a daily collection with the shipping service provider 

and does not wish to have one in the future. 

Please skip the chapter "daily pick-up" and do not configure the daily pick-up logic. 

If your company has contractually agreed a "daily pickup" with the authorised parcel service, 

no collection order is required for the individual shipment. The parcel service then comes to 

the collection address at the agreed times anyway. In the system you must then configure the 

agreed days and times of the "daily pickup" in  the account settings in the administration area. 

 
 
 
 
 

The contractual agreement of a daily pickup may be subject to costs at the parcel 

service which are NOT borne by Mercedes-Benz AG.   

This agreement must be made by your company with the parcel service. Please 

note that the LetMeShip system no longer requests a collection if a "daily pickup" 

has been configured! 
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You can also specify different days. To do this, please click on "Add pickup parameter" 

 

 

 
 

 

           You must click on "SAVE" as soon as you have changed the data! 
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Example: 

 

 
 

 

In this example configuration, the driver only goes to the supplier's address on Mondays, 

Wednesdays and Fridays to pick up the goods. If a shipment with same-day pickup is booked 

on Tuesday, the LetMeShip system sends a pickup request to the parcel service. 

 

7.2. Invite Users 
 

As the responsible person, you can invite other users to the portal. Please click on 

"Administration" and then on "Active Users". Now you can click on INVITE NEW USER. 
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After you have clicked on INVITE NEW USER, the following field will pop up. 

 

 
 

Please enter your employee's details here and click on SEND. 
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7.3. Administration/Standard User 
 

If you do not know who in your company is the "responsible person", you can click in the 

administration area on Active Users, because here is where the data is stored. 

 

 

 

 
 

 

8. Archive 
 

You can view all shipments booked via your account in the shipment archive. In the archive, 

you can filter shipments by the following criteria to find or export specific shipments: 

 

• Pickup location 

• Destination 

• Service provider 

• Pickup time 

• Delivery time 

• Orderer (employee who ordered the shipment) 

• Reference 

o Plant number / unloading point 

o Supplier number 

o Shipment number 

o T1 number 
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There is also a free text search, with which you can easily search for a specific word. Simply 

enter your search term in the "Search in shipments" field and click on the arrow.  

 

 
 

 

8.1. Export as xls- or csv- file 
 

To export your list of shipments, use the fields "Export table as xls/csv file" and click the arrow.  

Your computer will now automatically download the file.  

 

 

8.2. Tracking 
 

If you click on the "Consignment note number" in the displayed entries, you will receive the 

tracking overview.  
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For example:  

 

 
 

 

 

8.3. Shipping Label - PDF 
 

You can easily download your shipping label from the archive. The shipping label is available 

in the archive immediately after your booking, often even before you receive it by email. In the 

right column you will see the PDF symbol. Here you can download your consignment note at 

any time. 
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8.4. Cancellation 
 

You also have the option to cancel shipments. This is only possible before the scheduled pickup 

time. You cancel a shipment as follows. 

 

Please click on the arrow on the far left of the shipment number you wish to cancel. The 

shipment will then open with all the relevant data. 

 

 

 
 

 

Now you can see all the information about your shipment once more. Please click on CANCEL 

SHIPMENT to cancel the shipment.  
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8.5. Pickup protocol 
 

You have the possibility to download a daily protocol in PDF format. This log documents all 

shipments that you have booked on the day. You can have the log signed by the shipping 

service provider when you pick up the goods. 

 

You can find the daily protocol under → Archive → Daily protocol 

 

 

Lisa Joe 
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9. Parcel Manager 
 

Do you often send packages with the same dimensions and are tired of typing in the data again 

and again? With LetMeShip Parcel Manager, you can save work and time by saving the package 

dimensions you often send.  

 

You can access the Parcel Manager by selecting Shipping from the menu and then Parcel 

Manager. 

 

 

 
 

 

9.1. Create New Parcel 
 

Click on "new parcel setting" A window will open in which you can name your new parcel and 

enter the dimensions. Click on SAVE. 
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9.2. Edit Parcel 
 

You can edit a saved parcel by calling up the overview of your parcel under the menu item 

Parcel Manager. Click on the pencil in the left column next to the parcel name. You can now 

change the name of the parcel and the dimensions as required. 

 

 

 
 

 

If a particular parcel is no longer required, you can delete it. Call up the overview of your parcels 

under the menu item Parcel Manager. Click on the trash can symbol to delete the 

corresponding parcel. 
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9.3. Use Saved Parcels When Booking 
 

During the shipment booking process, you must enter the dimensions of your parcels under 

Shipment Details.  

 

If you click on Saved Parcels, a list of your saved parcels will appear. Click on the desired parcel 

and the dimensions will automatically appear in the form.  

 

 

 
 

 

9.4. Save Parcel During Booking 
 

You can also name and save a parcel during the booking process. Click on the small disk next 

to the parcel dimensions. Name your parcel (e.g. "A4 envelope") and enter the dimensions. 

Click on save. 


