
In order to make it easier for all staff to collect parcels at your own convenience 
and to avoid mis-pickups, we now have a self-service courier locker installed 
in the basement outside the MYP/DP cafeteria. Domestic and overseas parcels 
will all be placed into the courier locker as long as they can fit in. For those 
parcels that cannot be placed in the locker, they will still be stored at the 
Guards’ Station. 
 
To get access to the parcel, you will need to enter a pick-up code, which will be 
sent to your mobile phone via SMS by the couriers after placing the parcel. 
Therefore, it is critical that you leave your mobile phone number when you 
leave your address for the sender. Otherwise, parcels without phone numbers 
will be placed in the Guards’ Station instead. 
 
To ensure the locker is used efficiently, please collect your parcel ASAP when 
you receive your pick-up code, or a storage fee will be charged 48 hours 
after your parcel is placed in the locker. 
 
The courier locker has no English instructions but the steps are quite simple. 
Below are the user instructions (4 steps).  
 

 
 
 
 
 
 
 



Step 1: Touch the screen and it will appear as below, then click the blue icon 
(means “collecting parcel”) on the right side. 
 

 
 
 
Step 2: Again click the blue icon （means “collecting by pick-up code”）on 
the right side. 
 

 
 
 
 
 



Step 3：Please enter the “6-digit pick-up code + Enter” and the locker will 
open by itself. 
 

 
 
Step 4：Take your parcel and remember to close the locker door. 
 
English instructions will be also stick on the locker for your reference.  
 
P.S. Parcels that are currently in the guard station will remain in the guard 
station for pick up.  There are still quite a bit of parcels there, so please take a 
minute to look through them to see if you have a parcel there. Thank you. 


