Shipment of packages
AAU has a general agreement with the courier company DSV to facilitate transport of packages with DHL, Fedex, TNT, UPS and GLS. PostNord may be used for domestic shipments in Denmark but DSV may be both quicker and cheaper and further allows you to track your packages via tracking numbers.
Within all Sections and Groups of the Department, you will find colleagues with DSV online booking accounts (http://xpress.dsv.com/DSVXPRESS/). In order to get your own account, please contact Helle Wulff (hwu@adm.aau.dk) at AAU Shares Services.
In order to book a shipment with DSV, you need the recipient address and name and phone number of a contact person on that location. Enter the weight of your package – a rough estimate will do, as DSV will arrange for exact measurements and weight. Please note that the price will be fixed primarily by the size of the package and only by weight, if this exceeds volumetric weight. 
When shipping packages outside EU, you need to prepare a pro forma invoice, describing contents of the package in detail as well as prices and tariff numbers of the items in the package. Make sure to sign and mark the invoice with an AAU stamp (otherwise, some countries may reject the package). Attach the pro forma invoice electronically in the booking system and enter the total price of the contents (please make sure that the prices are consistent).
You can also book import of packages from outside Denmark and back to campus via DSV. To do so, you have to change the settings in the DSV online booking system to “new import”. Same rules for pro forma invoices as described above apply for import of packages.

Pakkeforsendelser
AAU har indgået en rammeaftale med DSV om levering af pakke- og kurerydelser via DHL, Fedex, TNT, UPS og GLS. Postnord kan anvendes til indenrigs pakkeforsendelser i Danmark, men DSV er ofte både hurtigere og billigere med mulighed for track-and-trace.
Alle instituttets sektioner og grupper har en medarbejder med egen online-brugerkonto ved DSV (https://xpress.dsv.com/DSVXPRESS/). Ønsker du at oprette egen konto, gøres dette ved at kontakte Helle Wulff (hwu@adm.aau.dk) ved AAU Fælles Service.
Når du booker en pakkeforsendelse via DSV, har du behov for en modtageradresse samt navn og telefonnr. til en kontaktperson ved modtager. Angiv pakkens vægt i bookingsystemet – et skøn er nok – DSV sørger selv for nøjagtige mål- og vægtangivelser. Eksakt pris fastsættes primært på baggrund af pakkens størrelse.
Ved pakkeforsendelser uden for EU skal du udarbejde en proformafaktura med detaljeret beskrivelse af pakkens indhold, pris og relevante toldnumre. Faktura skal være underskrevet og forsynet med et AAU-stempel (i modsat fald vil enkelte lande afvise modtagelse af pakken). Vedhæft proformafaktura elektronisk i bookingsystemet og angiv pakkens totalpris (pris skal stemme overens med pakkens indhold). 
Du kan ligeledes bestille importforsendelser fra udlandet tilbage til Danmark. Dette gøres ved at ændre indstillingerne i DSV’s online-bookingsystem til ”Ny import” – ovenstående procedure for proformafaktura gælder også for importforsendelser.
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