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1.0 Introduction

About Electronic Shipping Tools (EST)

Electronic Shipping Tools (EST), an Internet-based shipping application, offer Parcels Services and Commmnnication Services options to
customers. Customer-specific information is stored in a default profile making the shipping process faster and more efficient.
Functionalities are designed to expedite the shipping process. Processing Domestic, USA and International parcels is done
separately to streamline and enhance the shipping performance. Some multi-tasking activities, like the creation of Customs
documents, require the application to retain information throughout the shipping process. These activities are positioned
outside the core shipping process improving application performance.

There are 4 steps to the domestic shipping process.

> Step 1: Capturing the data

> Step 2: Selecting the Setvice and options

> Step 3: Previewing and Transmitting the order ... your shipment can now be picked up and dropped off
> Step 4: Printing the documents (label)

Parcels Services are eligible for a 3% Automation Incentive when an order is successfully transmitted electronically and bar
coded shipping labels are applied to items. A pop-up message indicates the savings received as a result of the automation
incentive.

Only customers using their own computer equipment along with the Electronic Shipping Tools application receive this automation
incentive. Please note that the automation incentive does not apply to options (for instance, C.O.D. and Delivery
Confirmation, etc.), and is applied before taxes and fuel surcharge.

This guide describes the various steps on how to use the On-line version of the EST application for shipping of parcels. The
function of each screen is outlined systematically in this document, and screen shots are provided as visual aids. In addition,
you will find a description for each of the command buttons and data fields.

Landing Page

Upon selecting the EST application from the Online Business Centre (OBC), the service offerings available for Parcels
Services are listed in the box entitled Online Version. 1n the top right-hand corner, you can access the OBC Help and toggle
between English and French screens.

Navigating Around Electronic Shipping Tools

For visual reference purposes, a sample screen shot follows each main page. The EST is a dynamic application; therefore, the
appearance may differ depending on the display settings in your page operating system.

To select from the MAIN MENU or to activate a COMMAND BUTTON:

> Use the mouse to point and click on the desired OPTION;

> Use hot keys as defined by an UNDERLINED LETTER or indicated with a BRACKET SYMBOL <>.

To move from FIELD TO FIELD:
> Use <TAB> or point and click your mouse to move from one field to the next

> Use the left €— and right — ARROW KEYS to move between choices for a single field (e.g. radio buttons).
Click on your selection to activate.
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As you move from field to field, the application validates the data type and format; you must acknowledge the message and
make the necessary correction to the field in order to continue with the data entry.

To display a selection/drop down list, click on the down box j; all drop down lists have the same
functionality: if the user types a character, then the drop down list automatically scrolls to the first item in the list that begins
with this character. If the user types a second character, then the list automatically scrolls to the first item that begins with both
characters entered.

For more details on any aspect of our EST application, click here:
http:/ /www.canadapost.ca/cpo/mc/business/tools/ electronicshippingtool.jsf
and choose from the various topics displayed on this page.

For technical assistance, please contact the EST Help Desk weekdays at 1 800 277-4799, from 07:00 am to 20:00 pm (Eastern
Standard Time).

For more detailed information about Canada Post’s products and services, please visit our Web site at www.canadapost.ca, or
consult Canada Post Postal Guide at http://www.canadapost.ca/business/tools/pg/default-e.asp.

About Parcels Services

This guide is designed to help you create Parcels Services orders. Canada Post’s range of Parcels Services offer smart shipping
solutions for all your shipping needs. For Communications Services please consult the Electronic Shipping Tools Communication
Services user guide. You can choose the service and options that best suit your needs and budget, as follows:

Canada:
> Priotity Coutier
> Xpresspost
> Expedited Parcel
> Regular Parcel

For detailed information about a specific Parcels Services component, please visit the Canada Post website (www.canadapost.ca) -
Business Needs section.
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2.0 Using the Online version

Business
|
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Before you begin, please ensure that you have the following
information:

»  Your Canada Post customer numbet, your Contract
Number (when applicable). If you do not have a
customer number and contract number, ot if you don't
remember them, simply call our Business Sales Centre
(BSC) at 1-800-260-7678. If you are a new customer
you will be asked to fill out a credit application.

Your Username and Password to Sign in to the Online
Business Centre:
www.canadapost.ca/cpid/apps/signuprexecution=c2s1

You can then access the OBC and the Electronic
Shipping Tools EST. You may also register for a User
ID and a Password by calling 1-866-511-0546

Once you have obtained all the information stated above,
enter the Canada Post Web site at: www.canadapost.ca/obc
When this page is displayed: you simply enter your
Username and Password and click Sign In.

WELCOME TO YOUR
Online Business

Home | EST | MMA | Store | BRM | My Profile | Support

© EST - Electronic Shipping Tools
Prapare your mailings here! ‘—a Y

Al the help you

Access our onling shipping solutions directs
RPend) & need in one place

or download the desktop version,
Ready... 3et...Ship!

Click heret

© MMA - Manage My Accounts

Discover the
Caonvenience of

‘. ‘- ‘ Online Payment
—_—

Click heret

Remain current with yaur sczount
Accass, view, print and pay your invaices
online 24 haurs & day,

© store - Order Products and Supplies

| Featured Products:

Order stamps, packaging supplies, labals PERMANENT

Francais | Logo

Tools and Resources k3

Stay Informed

() EST Update - June 2007

() Fuel Surcharge

(@) Canada Post Holiday Schedule

() US4 border security

() The Canads Post Code of Conduct

Tools and Resources

u Delete Staternent of Mailing
Q) Postal Gode Look-up

u Post Office Locator

© Postal Guide

) ©BC Navigation

& Mere..,

The Welcome page to the Online Business Centre is
displayed. Click “ © ” beside the EST - Electronic
Shipping Tools quadrant.

This will bring you to the Electronic Shipping Tools (EST)
landing page where you will be able to select the Service for
data entry and prepare the paperwork for your mailing.

and mare right hera, StampsT™
Save time!
=" dliEshes Track a Package & Track a Mailing
@] Done
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3.0 Creating your Order - Step 1

Creating your Order is simple as there are only a few steps involved. Easy to use, this application guides you through the
creation of your order, the capture of your customer and shipment information, the calculation of the postage and the printing
of your documents (label), therefore reducing complexity and saving you valuable time.

3.1 Select a Shipping Destination

Home | EST | MMA | Store | BRM | My Profile | Support

WELCOME TO YOUR
e Business Centre

Francais | Logout

0BC Applications

EST - Electronic
Shipping Tools

MMA - Manage My
Account

Order Products &
supplies

BRM - Business
Reply Mail

My Online Tools

Track a Package

Postal Dutlet
Locator

Postal Code look-Up

Delete Statement
of Mailing

Home | Elsctronic Shipping Taols

EST - Electronic Shipping Tools

Elactranic Shipping Tools is a secure shipping application that you can
use to prepare all of the papervark required for your mailings and
shipments, and to sutamate your shipping and mailing processes. We
affer EST in an Online Order Entry, Exprass Order Entry and a to
Business Desktop 2.0 uersion.

Online Version

‘What's New!

» Holiday Pickup Schedule

» Delete Statement of
Mailing

» What iz
Business Desktop 2,07

EST Update

Order Entry Express Order Entry

*») Ship in Canada *) Unaddressed Admail

») ship in USA Features

) Ship International  Target one specific delivery

®J Lettermant area in four 2asy steps

YA dresend admm + prints all required bar-coded
labels and

*) Publications Mail™ + Pay enline quick and easy

*) Int'l Incentive Lettsr-post™
*) Unaddressed Admail ™
Fully Featured
») Unaddressed Admail ™  For itams shipped domestically
SOM Only * A convenient, streamlined
single shipping screan
o All the functionality reguired for
most cormon shipments

»J Ship In Canada (Parcels)

Festures

*J Reports

Business Desktop 2.0 version

Sur newest Business Desktop 2.0 is now available with enhanced
fasturas and functionality to make shipping and mailing elactronically
=asier than ever.

In order to use the Business Desktop 2.0 you must have the following
+ your Ganada Post User 10
+  your passwar

Download Business Desktap 2,0
Fila Siza: approx. 27mb

» January 2008
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The Electronic Shipping Tools landing page allows you to
access the Data Entry page for the creation of your order.

From the list of services, select the destination : the
corresponding data entry page will be displayed.

Destination

Canada

w(LCD_ME TO YOUR .
Online Business Centre

Home | EST | MMA | Store | BRM | My Profile | Support

Logout
Tools and Resources -

Distribution Services

Shipping - Canada

Help desk 1-800-277-479

Ship International

Profile

Address Books

History / Tracking

Ship Canada 9 e a
Ship Canada -
(),Idpe, :::r; rpress Sender Information: Q

i ~ Shipped By 7023210
— oA A ack Contract Nurnber 40882505

Method of Payment® [ Account 2
Shipping Point* k2E7Ta @

Contact Phone™ 123-466-7840 Feturn Address:  TestCompany

Electronic Shipping Toals
123 Main Street
Hometown ON K1A 081

Current Orders

Delete Template Name 4.8 Camphell
Reports TitleiCampanyDepartment |AB Campany
—

Address fLine 13* [ss6 king strest
Address (Line 2) —
City* [rtown
Provinee® ,Onlam—;|

Country Canada

Postal Code* K14253
Contact Phone 123-456-7890
E-mail Address ABCE@email com

Shipment Information

|Weight’ 5000 Ky

Once you have selected the shipping destination, #he
appropriate Data Entry page will open. If you have selected Shipping-
Canada, the Data Entry page for shipping in Canada is
displayed. You are now ready to enter data on the selected

shipping page.
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3.2 Sender Information

This section captures all information related to the sender. The Muailed By and Return Address fields default from the Profile —
Parcels Services page. To verify or update this information, click on the Change command button in the Sender Information section.

This will open the Profile page.

The three versions of the Shipping page handle the unique addressing requirements of the destination country:

> For Canada, mandatory fields are City, Province (selected from a drop-down list) and Postal Code;
> For USA, mandatory fields are City, State (selected from a drop-down list) and Zip Code;
> For International, Countty (selected from a drop-down list) is mandatory while City, Province/State and

Postal/Zip Code are optional and freeform.

The Mailed By field displays the Customer Number associated with the active/default Profile

Hep desk 1.000-21747 | From here, you can now begin to capture the information

Shipping - Canada

Sender Information:

required for your order.

Contact Name* !F\Black—
Contact Phone*™ W
Method of Payment™ Im
Shipping Point* [kzE TS

Shinped By 7023210 We start with the Sender Information section; this data is
Contract Number 40662505 H .. 1 .
RIMAGHESS: THstCemaany requ}red to ensure accurate pricing and billing (if
Electronic Shipping Tools apphcable) of your ordet.
123 Main Street

Hometown ON K1A 0B1

The following table provides a description of the FIELDS components for the Sender

Information section.

Note:  An asterisk (*) indicates that the field is mandatory.

Fields

Description

Contact Name*

Mandatory Field. You must indicate the contact name directly in this section. This will
not change the information in your default Profile.

Contact Phone *

Mandatory Field. Indicate the contact telephone number of the sender directly in this
section. This will not change the information in your default Profile.

Method Of Payment *

Mandatory Field. Select the method of payment from the drop down list: Account,
Credit Card or Metered. When Credit card is selected, the capture of the Credit Card
information will be required at Step 3.

Shipping Point* Mandatory Field. Enter the Postal Code of the location where Canada Post will accept
the mail. The shipment information will be based on this Shipping Point.
The application will retain this Postal Code for future shipments: however, Shipping
Point can be changed to a different location if required.

Shipped By Displays the Customer Number associated with the active/default Profile.

Contract Number Displays the Contract Number associated with the active/default Profile.

Return Address Displays the Return Address associated with the active/default Profile.
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3.3 Recipient Information

Recipient Information:

| This section captures information about the Recipient.

Marne* |

[T Add to Address Book

Tlt\eICnmpanwDepanmenﬂ

It requires the recipient’s name and address, which can

Address (Line 1) |

either be typed in or retrieved from the Address Book.

Address (Line 2}

Province®

|
City* |
|

Country Canada

Pastal Cade” |

Contact Phone |

The following table provides a description of the FIELDS component for the Recipient section

Note: An asterisk (*) indicates that the field is mandatory.

Fields Description
Name * Mandatory Field. Enter the name of the recipient
Add to Address Book Optional field. Select .Add to Address Book to initiate the process of storing the recipient

information in the Address Book following the successful transmission of the order.

Title/Company/Department

Optional field. Enter the Title, Company and/or Department information.

Address (Lines 1 * and 2)

Line 1 is a mandatory field. Enter the mailing address.
Use Line 2 (optional) if more space is required.

City* Mandatory field for Canada and USA. Optional for International.
Enter the name of the city.

Province Mandatory field for Canada: A list of valid Provinces and Territories in Canada is
displayed, sorted alphabetically.

Country * Mandatory for Canada.

Postal Code/Zip Code* Mandatory field for Canada. Enter the Postal Code.

Telephone Number* (Contact
Name)

Optional for Canada. Enter the telephone number of the contact name that will be
printed on Canada labels.

34 Shipment Information

Stipment Iformation In this section, you must provide information about the
shipment i.e. Weight and Dimensions of the item.
WEIghl*I 0 Note: For Customs purposes, you must check the Document
- ; box when your shipment destination is outside Canada
Length i Heght Y p
: I i I el I i Note: The Dimensions are not required when you check
Dirnensians are mandatary unless shipping a document, ™ Document Docsment.
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The following table provides a description of the FIELDS component of the Shipment

Information section

Note: An asterisk (*) indicates that the field is mandatory.

Fields Description

Weight * Mandatory field. Enter the weight, in kilograms.

Length Mandatory field if Document is #of selected. Enter the item length.

Width Mandatory field if Document is #oz selected. Enter the item width.

Height Mandatory field if Document is #of selected. Enter the item height.

Document When the Document box is checked, the Length, the Width and the Height fields are
not mandatory

3.5 Tracking Information

Tracking Information

This section allows you to record reference numbers for

—

Yfour Reference Mumber

1205t Centre Reference |

Additional Reference Humber |

tracking purposes. This information is for your internal use
only.

The following table provides a description of the FIELDS component of the Tracking

Information section

Fields

Description

Your Reference Number

Enter your own Reference Number, optional field for reconciliation purposes.

Cost Centre Reference

Enter the cost centre to which you wish to internally allocate costs at the line item
level.

Additional Reference Number

Enter your additional Reference Number, optional field for reconciliation purposes.

3.6

The following table provides descriptions for the COMNMAND BUTTONS functionality.

Command Buttons

Result of activation

Change

Clicking on the Change command button at the top of the shipping screen displays your
customer profile and allows you to change the information within the Customer
information and Return Address sections

Retrieve from Address Book

Clicking on the Rezrieve from Address Book command button within the Recipient
Information section at the Shipping page will allow you to find a customer within the
currently selected address book. The destination country of this Shipping page drives
the Address Book display. For example, if you are in the Shipping-USA page, the
address book will display USA addresses records only

Rate Shop Rate Shop command button displays the “Rate Shop” page where you can compare the
costs of sending your order using different Canada Post Parvels Services products and
selected delivery instructions for your order. Available only on domestic orders.

Clear When you click on the Clear button, all the fields are cleared. Use this button when
you want to start over with data entry.

Next When you click on the Nex? button, you accept any settings on this page and display
the next page Service & Options.
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Select Change - Profile

‘Customer Information

Clicking on the Change command button at the top of the

mMaled By [Fozzz10 ~1

[+oe6=505

Cantract Murmber Paid By~

Vou can specify default Customer information that will be used during the order processing
MaEled On Benalr or

Shipping page will give you access to your Customer Profile and

Tozazio

7TO0zaz10

Mddress (retnieved from Canada Post)

will allow you to change the information within the Customer

Custarmer Mame
Address (Line 13
Address (Line 23
City
ProvincerState
PostaliZip Code
Cauntry

502 MAIM ST N
MOOSE Jaw

sk
SBH 3K3

PROCIMPR CUST DO MOT USE-005

information and Return Address sections.

Return Address

Flease camplete this section if:

“eu swantto print o difforont address on your

o Catrirmouitie |
[123 King street
Address (Line 23 I
City [stawerr
Province [Crtarie =1
[oaBo

Custarmer Mame

Address (Line 13

Postal Code

- our address retrieved from Canada Post s outside Canada
Addrecs Labe

== [eemet |

The following table provides descriptions for the COMNMAND BUTTONS functionality.

Command Buttons Result of activation

Save The Save command button allows you to save a template in the Profile section. Once a
template is selected, the data for the predefined fields will be displayed within the fields
associated to the sender. The Save button captures modifications and transposes them to
the shipping page.

Cancel The Cancel command button closes this page without changing the data.

Retrieve from Address Book

Search Criteria

You can perform a client search in either a specific address

book, or across all your address books.  Simply click the

Search command button and specify the search criterion (any

field).

Select Address Book
Silver j
Search Criteria " Search All Address Book
Marme
Address

City or Postal Code

To cancel the search function, simply click on the Reset
command button.

Three different pages are available depending on the country

Country ProvinceiState Of the Chent address.
Search Resuits This is a sample of a Client Address Page for Canada.
To update or rermove a Client Address from Address Book, select a record helow. .. . . .
- - Similar pages are available for United States and International

Hame City Postal/Zip Code

F Bates Yellowknife A1AZAZ customers.

G. Green Smalliown A4 AT

1-2 of 2

The following table provides descriptions for the COMMAND BUTTONS functionality.

Command Buttons Result of activation

Search Enter the search criteria and click on the Searvh command button. The corresponding
customer’s address will be displayed on the Address Book page. The Address Book List is
sorted by the predefined search criteria and by the Mailed by customer number from
the active or default Profile.

Reset The Reses command button clears the value in the search criteria field. It repopulates
the Address Book List with the entire client addresses, sorted by Name, associated to the
User ID logged onto the Electronic Shipping Tools application. It sets the focus on the
Name field in the Search Criteria group box.

Cancel The Cancel command button closes this page without changing the data.

January 2010
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Address Book

Electronic Shipping Tools Frangais

By selecting Address Books from the left side bar you have
the option to manage address books, search clients and add

Help desk 1-800-277-4799
Distribution Services | Address Books e

Ship Canada Address Book for Mailed By Customer 7023210 new Clients.

Ship Canada - Express Up to 5,000 Client Addresses can be stored in the Address Book. You are at 14,

Order Entry ITo add a new client address to the Address Book, click the appropriate buttan atthe bottom of this screen

ship USh Seloct Airess Bk Selecting Manage Address Books will take you to the

Ship St Bl s ddress Books Address Book Manager screen where you can add, modify,
Profile .

Address Books Search Criteria I earch all Adress Books delete’ 1mp0rt and CXpOft address bOOkS'

History / Tracking Mame )
CurrentOnders | Select Address Book (or All Address Books) and entering
Address . . . .

Deete Template | Search Criteria will return Search Results. Simply select a
| . .
IC‘W“’PM‘C”‘E client from the Search Results to access the Client Address
Country Provinee/State SCKCCH.
| o ] rese |
Searchfesults To cancel the search function click on the Reset command
To update or remove a Client Address from Address Book, selecta recard below.
Name City PostalZip Code button.
E.Bates Yellowknife AlA2AZ
G. Green Smalltown AA2AL . . .
1202 You may also Add a new client by selecting the appropriate

Add button at the bottom of the screen: Add (Canada), Add
(United States) or Add (International).

The following table provides a description of the FIELDS component for the Address Books page.

Fields Description

Name Enter the name.

Address Enter the address.

City or Postal Code Enter the city and/or postal code.

Postal Code Mandatory field for Canada. Enter the postal code,
Country Select Country from a drop-down list.

Province Select from a drop-down list based on the Country selected.

The following table provides descriptions for the COMMAND BUTTONS functionality.

Command Buttons Result of activation

Search Enter the search criteria and click on the Searvh command button. The corresponding
customer’s address will be displayed on the Address Book page. The Address Book List is
sorted by the predefined search criteria and by the Mailed by customer number from
the active or default Profile.

Reset The Reses command button clears the value in the search criteria field. It repopulates
the Address Book List with the entire client addresses, sorted by Name, associated to the
User ID logged onto the Electronic Shipping Tools application. It sets the focus on the
Name field in the Search Criteria group box.

Add (Canada) The Add (Canada) command button allows you to enter a client address in Canada.
Enter client address information and press the Save command button.

Add (United States) The Add (United States) command button allows you to enter a client address in the
United States. Enter client address information and press the Save command button.

Add (International) The Add (International) command button allows you to add a client address that is

international destination. Enter client address information and press the Save
command button.

Manage Address Books The Manage Address Books link directs you to Address Book Manager.
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Client Address page(s)

The Client Address page allows you to ad

d new client addresses, modify or delete existing client addresses.

Client Addrass (Canada)

There is three (3) different pages available depending on the
country of the client address, either Canada, USA or

Help des

Address Book | Sihver

International.

Fields with an asterisk (*) are mandatony.

Marme®

This is a sample of a Client Address Page for Canada.

TitIeICumpanyIDepartmentl

Address iLine 17*

Address (Line 2

City™

Province™®

Postal Code™

Cauntry

Contact Phane

Fax Mumber

E-mail Address

The following table provides a description of the FIELDS component for the Client Address

page(s).

Canada/USA/International
Fields Description
Name * Mandatory field. Enter the name.

Title/Company/Department

Optional / Freeform. Enter the Title, Company and/or Department.

Address (Line 1) *

Mandatory field. Enter the address.

Freeform. Enter the address if additional space is required.

Address (Line 2)

City Mandatory field for Canada and USA. Freeform. Enter the city.

Province Canada Page - A list of valid Provinces and Territories is displayed, sorted
alphabetically.

Postal Code Mandatory field for Canada. Enter the postal code or zip code.

Country * Mandatory field. Canada is defaulted on Canada page.

Contact Phone Freeform. Enter the contact telephone number.

Fax Number Freeform. Enter the fax number.

E-mail Address

Freeform. Enter the E-mail address.

The following table provides descriptions for the COMMAND BUTTONS functionality.

Command Buttons Result of activation

Save The Save command button performs validations. When validations are successful, the
client address record is saved and the application displays the appropriate confirmation
message. The Save command button also clears the screen. If validations are
unsuccessful, standard error handling results.

Delete The Delete command button deletes the selected address.
A confirmation pop-up window appears. If you select <OK>, the command deletes
the client address record from the Address Book. You are returned to the Address Book
page with focus on the Search Criteria field and the Address Book List is highlighted. If
you select <Cancel>, you are returned to the Address Book page.
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Address Book Manager

Address Book Manager

Helpeesk- | Multiple address books can be created within your main

Address Book for Mailed By Customer 7023210

Address Book Manager.

Select Address Book Actions you can perform on Address Book .
You may import an address book that was exported from the
Siver || | | | desktop, and vice versa (Note: comma-delimited formats)
Address books can be shared between Order Entry and
Back To Address Book Express Order Entry

The following table provides descriptions for the COMNMAND BUTTONS functionality.

Command Buttons

Result of activation

Rename

The Rename command button allows you to Rename the selected Address Book. You
will be required to enter a new name and select <OK>.

Delete The Delete command button deletes the selected address. A confirmation pop-up
window appears. If you select <OK>, the command deletes the client address book.
Export The Export command button exports the selected Address Book. A File Download

pop-up window appears asking you to open or save. Click <Save> and specify where
you wish to save it.

Create New

The Create New command button allows you to create a new address book. You will be
required to enter a unique name and select <OK>.

Import The Import command button allows you to import an address book. Enter the File
Name or <Browse...> to select and click <Upload>.

Export All The Export All command button allows you to export all address books.

Rate Shop

By clicking on the Rate Shgp command button the “Rate
Shop” page is displayed. You can compare the costs of

sending your order using different Canada Post Parcels Services

depending on the type of products and delivery instructions

selected for your order.

Note: Available only for domestic shipments.

Canadi

The following table provides descriptions for the COMMAND BUTTONS functionality.

Command Buttons

Result of activation

Back

The Back button will take you back to the previous page allowing you to perform
modifications of any of the captured data.

January 2010
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Recalculate The Recalenlate command button initiates validations and generates prices for the
shipping of the same parcel to the same destination using various Canada Post Parcels
Services options.

Next The Next command button accepts any settings on this page and displays the next page
Order Previe.

40 Selecting the Service & Options - Step 2

This section captures the information about the delivery mode of the item. The data displayed on each version of the Shipping
page are filtered to reflect only those services applicable to the destination country (i.e. Expedited Parcel is only valid for
Canadian destinations). Parcels Services can be used to ship documents, packets or parcels.

Shipping - Canada Helps desk 1-800-277-4789 Canada (Domestic SerViCCS): \X/hen Canada is the
destination of the shipment; the Service Types available are
| senvice and options Priority Courier, Xpresspost, Expedited and Regular Parcel.
E\fn"é'“ [Regular Parcel Fiece Rated - oD Collection |Maney Order / Certified Cheg_~ Visit our Canada Post Web site to obtain the list of available
Oniens Cizck Bovor Erter 2micunt 1 sefect Domestic Parcels Services. Select an option from the categories
SIGNATURE OPTION v . . . . . .
coERAE of information presented to obtain more detailed information.
B T T— Complete service descriptions are also available in the Canada
Proof of Identity [~ Postal Guide.
UNPACKAGED [~
MAILING TUBE [~
Proof of Age Required (18 years) W
Proof of Age Reqguired (18 years) [
CARDFORPICKUP [
DO NOT SAFEDROP [
LEAVE AT DOOR - DOMNOTCARD [~
Template Name
Save ag Template [

The following table provides a description of the FIELDS component of the Service & Options section.
Note: An asterisk (*) indicates that the field is mandatory.

Fields Description

Service Type * Displays the Parcels Services available at the shipping page

»  For Canada: Ptiotity Courier, Xpresspost, Expedited and Regular Parcel

»  For USA: Xpresspost USA, Air and Surface Small Packet, Priority™ Wotldwide Parcel
USA, Priority™ Worldwide Envelope USA, Priority™ Worldwide Pak USA

»  For International: Air (whete available) and Surface Parcel, Xpresspost — International whete
applicable and Air and Surface Small Packet, Priority™ Worldwide Parcel Int’l, Priority™
Worldwide Envelope Int’l, Priority™ Worldwide Pak Int’l

Options This field displays the features applicable to the selected Service, and allows you to add
options if required. Check the appropriate box.

Note: C.O.D. is now available with EST Online.

Enter COD Amount to Collect

COD Collection When Cod amount is entered the COD collection drop-down is enabled.

Select COD Collection from the drop-down menu:

» Cash (maximum limit $1,000)

» Cheque (maximum limit $25,000) ot

» Money Ordet/Certified Cheque (maximum limit $25,000)

Note: Post-dated cheques will no longer be an option in EST or on the manual form
but will be accepted if customers apply a "Post-dated Cheques Accepted" sticker to
their item. Stickers can be ordered by calling Canada Post’s Order Desk at
1.888.550.6333 or online through our Online Business Centre at www.canadapost.ca/ obe

Save as Template Check this box if you wish to save this page as a template. The data saved are as follows:
>  Template Name
> Service ID

»>  Option ID of the options selected ot by default (up to 25).
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Template Name This field displays the template name. Initialized if a template was previously retrieved (see

Retrieve Command Button). If you attempt to name the template the same as an existing one, a
warning message is displayed. If you do not want to override it, the page is displayed again
allowing you to modify the save as name.

41 Request Delivery Updates by email

Request Delivery Updates by email ®

E-mail Subject Line

Selectthe Canada Postiracking numhber orvour reference number to appear in the email subject line. The
Canada Posttracking number has been set as the default.

Tracking Murber j

E-mail addresses and types of delivery updates: @

Ship  Exception  Delivery

Recipient |emai|1@ema\|1 a 1= v I
Cc | F = =
Sender |azmeena azher@innovapost.com 17 °d ¥
Co |azmeena azher@innovapost.com v °d ¥

Personalize your message: (text only, max 150 characters)

JE= =

This section allows you to specify e-mail addresses, up to 4,
and the types of notifications you wish to send to the
recipient electronic mail.

The Email Subject line, in a drop-down menu format, contains
the following entries:

U Tracking number

O Your Reference number

U Additional Reference number (if indicated at Step 1 of
the creation of your order).

The Email addresses and types of delivery updates area where you
specified the Recipient’s address, the Cc and the types of
notification: Ship, Exception and Delivery. More than one type
of notification can be selected per recipient.

The Personalize your message area is available to personalize your
delivery updates message. A free-form text up to 150 characters
(no image or logo)

The following table provides a description of the FIELDS component of the Request Delivery

Updates by email section.

Fields Description

Recipient Enter the Recipient’s email address in the Recipient’s email Address field.
Sender Enter the Sendet’s email address in the Sender email Address field.

Cc. Enter the Cc. email address in the Cc email Address field.

The following table provides descriptions for the COMMAND BUTTONS functionality.

Command Buttons Result of activation

Back The Back command button returns to the preceding page to let you change any
previous settings

Next The Next command button accepts any settings on this page and displays the next page
Order Preview.
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5.0 Previewing your Order - Step 3

The Order Preview option allows you to perform a review of the price rating and to visually validate the results prior to

transmitting your fully completed order to Canada Post.

Shipping - Canada

O P pviw

Please review and ensure correct Prorto rans NG o anada Fost

Ship To: Charge To:

FROCIMER CUST M0 0T LISE - NASNNTA 3710
FROCIMFR CUST DO MNOT USE - D05(0007023210)
0010682505

FROCIMFR CUST DO MNOT USE - DO5(0007023210)

Malen Fy
Mailed an Behalf of:
Cantract Mumbar:
P By

Methad of Payment:
SnippIng From

cafac

613 733-8989

Tanaws mae
Shiprrent N raton:

Angnst s, rnns Chargoes
Aase %8 7h

Aulurrialiun Discuunl.

e, 22 o

Return Address:
camant

MO AL G& 1120 140 Telephons: 60D-444-8888

THis preview is Tur review and COeClion SURBDSES Uity ILdoes nul reRlEce e Addiess Label, which
FAILIST ARCAPARANY YOHIF SAIRMEAT In 5 Ganana Past indcinn =i

Doslared waight is subioct to vorication basod on the applisation ofthe cubing imeasuromen

wwoight calculationoy mochanism. e e Broator Bl e Bttoal cubad veiaht of e cabed welght

Shall determine the actual price, et s are S
= size and/or weidht Such surcharaes will

in respect of
applied in accordance with your
DTS HTELION SOIVIED Sal ST el ICTD AL IubISY O IF LSl s Door aue by eroail vars. o
SHFCRArORS Wil BiA rEMIACTEA (N ynlE cre il £ard Statement

FERr]  [(reoasrmers |

be caleulated and

The Order Preview page is displayed as a final validation of the
content of your order before submitting it to Canada Post for
processing.

The Order Preview page triggers a validation sequence against the
Canada Post database. The electronic transaction displayed
will contain the captured data entered along with the price
calculation. You will have to confirm the accuracy of the
displayed data before you transmit your order to Canada Post.

If there are errors, standard error handling will result. Once
the information is corrected, your order is displayed again.

Credit Card Information

WELCOME TO YOUR

Logout

Online Business Centre

| BRM | My Profile | Support lTonI; and Resources j
lectronic Shipping Tools Help

Help tesk 1-800-277-4799
Shipping - Canada s

Step

Credit Card Information

Or enter credit card information for this shipment.
Credit Card Type E

Credit Card Number
Credit Card Expiry Date (MMIYY)

Select a credit card from your
listof credit cards
Credit Card Alias

:I‘

dit Card O
Total Charges:  §$11,03  C'eit Card Ovmer
Security Feature
Card Verification Value @

Order Preview

Please review and ensure correct prior to transmitting to Canada Post

If you have selected Credit Card as your Method of Payment at
the Shipping page, the Credit Card Information page is displayed.

Canada Post stores credit card information and synchronizes
the data with the Electronic Shipping Tools application.

The associated Credit Card Alias will be retrieved and displayed
in the Credit Card Alias drop-down list on the Credit Card
Information page. You can select a Credit Card Alias or enter
credit card information.

Note: The Credit Card Information page can only be accessed if
the Mailed By and the Paid By Customer Number fields are
identical. When the credit card information is saved, then a
Credit Card Alias will be generated upon clicking the Ship
command button. The alias will contain the first four and last
four digits of the credit card and the remainder of the

Ship To: Charge Te: information will be represented with asterisks.

ni Mailed By: MARY KAY COSMETICS(0003798235)

f Mailed on Behalf of. MARY KAY COSMETICS(0003798235)

al - . .

az ;””U";“N”"“”e'- AR K COSHETICS(0003738235 Note: Venture 1 Customers are required to record the Credit
ald By. . . . . .

oot ol L — Cradit Carg Card Verification Number from their credit card in the

e Shipping From B2G 2L Security Feature — Credit Card Verification Number field.
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6.0 Transmitting your Order - Step 4

6.1 Transmitting your Order

After verifying that the information in the Order Preview is accurate, click on the Transmit to CPC command button located at the
bottom of the page to transmit your order electronically to Canada Post.

The Order Preview page displays a Transmit to CPC command
button to allow you to send your order electronically to Canada
Post.

Note: Once you have transmitted your order, you cannot press
the Back button to return to the Order Preview page and click on
the Transmit to CPC button again. The error message “Unable to
transmit” will be displayed.

When your order is successfully transmitted to Canada Post,
you will be taken to the next page. However, if the
transmission has failed, an appropriate error message will be
displayed. Please take note of the error message and the
message number to be used if additional help is required. This
will assist the Help Desk in expediting error resolution.

Note: Warning messages may be triggered during the
Transmit/Print process (e.g. “Blocked” due to credit issues).
However, the status of your order remain “successfully
transmitted”

The following table provides descriptions for the COMMAND BUTTONS functionality.

Command Buttons

Result of activation

Back

The Back command button returns to the preceding page to let you modify the data
associated to the selected Service and Options prior to the transmission of your order

Transmit to CPC

The Transmit to CPC command button will initiate the connection with Canada Post. A
successful order will generate the applicable address label. Any errors within the order
will be reported back to the transmission log. When the credit card information is
validated, the “Label the Parcel” page will be display for printing purposes. Your order
has now been saved in the EST application.
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7.0 Printing your labels and Documentation

The Print page is displayed once the transmission step is successfully completed.

71 Label Sample

Thank you; order D70D00BI67 has been received. Please printyour shipping label before continuing
To print your shipping Iabel, wait until the label is displayed below. then click on the printer icon below this message.
Documents can bie reprinted within 24 hours from Current Orders

| | Close Session

B = @ [T I seron - SR E R

=I3“B‘

From/Expéditeur: XPRESSPOST
Jimi Hendrix

1223 Main Street

Ottawa ON K1A 081

DuKIKS

CANADA POST
POSTES CANADA
0007023210

g Ho Manifest Required  Manifeste non requis
E Online EST/Enligne O.EE  V62.0
3|

WeightPaids:

2500 kg cu

Method of Payment/Mode de paiement: Credit Card / Carte de crédit 7023 2100 0115 5009

Authorization Number/No. d'authentification: 000273
Order/ Commande: D700008967

Customer Ref / No. ref. client: XXX

To /Destinataire:

MR JOE SMITH
CPC

2101 RIVERSIUE UK
SUITE N0380

CITYNAMEX QC JeP 621 J 8 P

Sencler warrants that this item doss not eontain dangerous goods.
Lexpaditeur garantit cue cat envoi ne contient pas de matieres dangereuses.

§ BOOKMarks

ATTENTION  SIGNATURE REQUIRED D
AMATIE REAAT

7023 2100 0115 5009 | Huméro didenificaton e vorre aricie

B Paues g Layers J sionaures

puroses.
4 Tape the label so it appears squarely on the largest side of the box

any part of the barcode on the label

5. Take The parce 5 3 Canad Post etal aute for shoping. 1 foms
except Priority Courier may also be deposited in a Street Letter Sox.
LR

plus grand de la boite (ne pas la replier sur les cotés).

expédition. Tous les envois sauf ceux des Messageries Brioriaires.
peuvent étre géposés dans

A barcode should be printed on the label because Delivery Confimation is selected
If no bar code Is visisie, please contact the help desk at 1-800-277-4798 for assistance.

Un code 4 barres dewrait étrs imprimé sur $6qustts lorsque Ia confimation de livraison est chaisie.

Sile code 3 barres r'apparait pas, vevilez communiquer avec le service dassistance au 1-800-277-4799.

(40 not bend it around sides or end of box]. Do not tape over Card type / Type de carte
Gard number / Numéro de carte 374 E449

Ne recouvrez aucune partie du code & barres de fétiquette. Authorization code /
5. Apporiez e colis & Un comploir posital de Postes Canada pour Code d'autorisation:

Date and time / Date et heure Apr 0406 09:44

INSTRUCTIONS Order/ Commande: D700008957
1. Choose a box designed for shiping Customer Credit Card Receipt / Regu de carte de erédit
2. Wrap your tems sothat they are-secure in the box and seal the box using

proger shipping tape The transaction has been approved by the credit card
3. Cut the label on the dotted line and retain the botiom half for tracking issuer / La transaction a été approuvée par

I'établissement émetteur de |a carte de crédit.

American Express

o3HReI8 4 commande r3s

1. Choisissez une bofte congue pour l'expédition GST/TPS (#119321495) 051

2 Empaqustez solidement vos artices dans la boite et scelez le tout PST/TVP 0.00
avet darban dexpestion

3. Découpez 'étiquette le long du pointillé et conservez la partie inférieure. HST/TVH 0.00

pour suni. ) " Total Transaction Amount /
4 Apposez I¥tiquette pour quel paraisse entirement sur e 36 le: Montant total de I transaction T84

000373

o] ssxiin 1|

[ERE] [ Pl @ Ol

The Print function CAN ONLY BE PERFORMED WITH A LASER
PRINTER. It does not support printing on thermal printers or
dot matrix printers (tractor-fed or otherwise).

An Address label is generated within the browser once your
order has been successfully submitted to Canada Post.

If the destination country of the parcel is Canada, a Domestic
address label is generated; otherwise the USA/International
label is generated. A successful transmission generates an
Order number; this number is displayed in the top messaging
as well as on the bottom portion of the label that you keep for
your records.

The following sections illustrate and define the various
elements that may appear on each Address Label.

The domestic Address label has a standard portrait layout
printed on 8 2" by 117 paper. This applies to all domestic
services. The printed portion (up to the dividing line) must fit
in the top half of the page so that it can be folded in two and
still show all printed information (other than the dividing line
itself).

Note: In order to facilitate account reconciliation processes,
the order number appears on both portions of the Online
shipping labels for all services.

The corresponding tax registration numbers appear beside the
GST, QST and HST tax amount on the shipping labels of
Credit Card orders.

Mictosoft Intetnet Explarer

(1657) Please sekect OK bo indicatethak & meter tape imthe amaunk of §8.43 il be attached to your shiment,
Flease note that your order i subisck o verfiation, which may vesult n an adjustment b the value of your ordsr,

A acstoents il be made £ your Canada Post account,

(aneel

X

When you click on the PRINT LABEL command button, a
proof of payment pop up message is displayed (see example of
message when method of payment is Metered) Based on the
selected method of payment, the shipping costs of your order
will be applied to your account or credit card. If you have
selected “Metered” as the method of payment, you must
provide a meter tape with the correct amount as indicated in
the warning messages.
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The following table provides a description of the FIELDS component for the Domestic Label.

Fields Description
From This field identifies the Name and Address of the sender, in the following format:
» Name
» Address Line 1
»  Address Line 2
»  City (truncated to make room for province and postal code if not enough space

on line), one space,

Province (two characters), two spaces, Postal Code (one space between FSA and
LDU)

» Country (printed only when USA or International services are used).

A\

Service Name

This field identifies the name of the service as maintained by Canada Post.

Simplified Service Symbol

This field identifies the symbol representing the selected mail service (on simplified
labels only); values are the same as those of the Service Check Character, which is a
code indicating the service and can be used to confirm that the right stock was used.
The latter only applies to pre-printed labels. Values are:

» P - Priority Coutier;

» 1 —Xpresspost;

» 2 — Expedited Patcel, and;

» 3 — Regular Parcel.

Pl1]2]3]

Customer Number

This field identifies the CPC Mailed On Behalf Of Customer Number.

Return Service Indicator

This field displays a text indicating that the Return service option was selected.

Weight

This field identifies the Weight of the item in kg,

Cu/OS Indicators

If cubic weight, “CU” is printed to the immediate right of the weight. If the item is
oversized, “O/S” is printed to the right of the weight.

Heavy Load Indicator

This field identifies the symbol indicating that the weight of the item exceeds 21.5 kg
(sample below).

HEAVY / LOURD
>21.5 KG / 47.4 LBS

Postal Code Barcode 128 Symbol

This field identifies the Postal Code (symbol and human readable text below) of the
destination address. The text is displayed with a “+” at the end.
Note: barcodes require at least /4 of an inch of white space around them.

MOP This field identifies the preferred Method of Payment as selected in the Customer’s
Profile.

Auth. No. This field identifies the authorization number returned by the financial institution for
credit card payments. The label will not print for any other method of payment.

Order Number This field identifies the Order Number generated by Canada Post.

Customer Reference

This field identifies the Customer Reference entered on the shipping page.

COD Number

This field identifies the COD number indicating that the COD option was selected.
Note: The field label does not print when the field is blank.

Reference Number Barcode 128
Symbol

This field identifies the Item Identifier (symbol and human readable text above).
Note: barcodes require at least ¥4 of an inch of white space around them.
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This field identifies the Name and Address of the recipient, capitalized and in the
following format:

Name

Title/ Company/Department

Address Line 1

Address Line 2

City (truncated to make room for province and postal code if not enough
space on line), one space,

Province (two characters), two spaces,

Postal Code (one space between FSA and LDU)

VVV VVVVY

Contact Phone

This field identifies the Contact Telephone Number at destination, if available.

Delivery Option

This field displays a Text indicating the delivery options selected (text supplied by
Canada Post). At most two delivery options will be printed: uppercase; Arial or Ms
Sans Serif font; English and French on the same line wherever possible (otherwise use
two lines per option).

When present on the label, the delivery options must be printed left justified with the
‘Attention’ label.

Signature Required

This field displays the Symbol X, in a box, indicating that the Signature Required
service option was selected. The X’ must be large enough to reach the edges of the
box.

Destination This field identifies the Destination of the item (FSA for domestic destinations and
“US” or “INTL” for other destinations). Appears in large font in the bottom of the
label.
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7.2 COD Labels
Shipping Label:
Tracking is now available for:
(A » Delivery status of the C.0.D. item
PRIORITY MESSAGERIES " 5
s FIRITAIRE S C.0D./C.R. ﬁ | printed on the Shipping Label
wn » Status of the C.0O.D. remittance

TRt o

i BT B lra BEE WAL
o i L
WL | B

-y 1

i | Bt B DI
iHw

e ¢ Dominendy. DMOMHD

Rripwces  Sswecs

e

V) ks

S owA-Da k5

G000 onay Ceser ¢ Carsted Chague$i 11103

T RISt paale [ Shbu SarR Y 11000 %

e e R b ey e e g i
v s gt s v ] i ey e

ATTENTION e [

K1A

Tt . D 1

e 1 o el

v i v e vy

B e s e 1 Bt By e e B s el e B s
173 I e A

7 g i b e e B A e o s R ey
-

= Tepn by e e e o P e v o B b
D L L s L e T
me o B e o8 B R

L TR TEANTE 01 IR W LD PO G e
AEEE T L i B ATTEE F § L

b Tmauaes e hale femp e e bR

TOZI 2100 7752 4004

Remittance Label:

T

o i CTR G

XFRESSFOST

CO0 Amaant | Baabiod 00 §1,111.00

AHADA POAT ( PONTER CAKADA

i e

E¥TRAT

TP i sl T

Trle R

Dtwwa DM K U8 B0

P Codovmry Sonfrmanion  Confimanor o wraaan « 507
Fa23 T TraT 500 K

LB DN 20 DF 17 U SIEE 48 B0 PSSR

el il

o

[T

di vy ST RET
AT R £ AT

Whorry O [ CineBifire] (o [ Blardistproste | cPaiyon oarblish

OO0 Aot | ilowwsrn TR B8 11800

P R L ]

e

pIRLEE
Rweprd OF Delveny

I-;Il-J‘J;|

Regisee de iresan

printed on the Remittance label

The separate tracking numbers will improve the visibility of
C.O.D. items. Both tracking numbers will be associated to the
same shipment.

Shipping:
» Apply the Address Label (copy 1) ditectly on the parcel.

» The Remittance Label (copy 2) must be placed in a plastic
pouch and affixed on the patcel.

The plastic pouch can be ordered by calling Canada post’s
Order Desk at 1-888-550-6333 or online through
our Online Business Centre at www.canadapost.ca/ obe
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73 View Current Orders

'WELCOME TO YOUR

Online Business Centre

Chvasa o voties

Port CaNAOA

Logout

#1om anywhere.,to anyone

ydCaneda st | Postes Canda

BRM | My Profile | Support

Tools and Resources - J

Help Frangais
Comrmunication
Senices Current Orders Hep dusk: 14002774754
Lettermal Orcler number(s) idertifie below have been successiull ransmitied, | required, documents can be reprinted wihin 24
ddhossed Admall | oS- Whendicking on i link, the: docment in & POF format. Cick on the prirter
tee2ed AMATicon i order to print your ducuent, Please note et his funclisnalty i rtended fo ensbe reproducing e riginel oulpud
Publications Mai documents for yaur recards ofin the evert the documents vere damaged or you experiance & printer failure. To affix the
Unaddressed Admail | Order Print Mailed on
- Fully Featured Number ~ Count Service Document Name Behalfof  Total Cost
Unadireseed Admal | 7000788 1 Unadtresoed Adna Saterment of Maing 023210 43130
£ tder Ent 1 Container Lehels
ETICED) CIRET IS 1 Adinal Delivery Slips
Unaddressed Admail
- 50M Only
Int! Incentive
Letter-post

| urrent Orders I

Delete Template

Canadi

Legal, Copyright, Privasy & Secuity

@001 Canada Post

To simplify the creation flow, and to allow you to always have
the opportunity to successfully print your documents, a new
link View Current Orders is added to the Online version of
the Electronic Shipping Tools (EST) for the
Communication Services.

Documents can be reprinted up to 24 hours after their
transmission. Simply click on the appropriate document name;
the document will then be displayed in a PDF format

Click on the printer icon in order to printyour document.
iP\ease note: To affix the same docurmnenton more than one mailing is considered a fraudulent act

Close this window

Hlssescm = @ )

& T seect et -

[Tl Lettermail Poste-lettres

CANADA C700008202
POST » [IYTIYY Statement of Mailing  Déclaration de dépot

Data Entry Saisie des donnees

Mailed By Customer Number Expédié par N du client:
PROCIMPR CUST DO NOT USE-005
502 MAINSTN

MONTREAL, QC, H2B 1A0

0007023210 Paid By Customer No. N du clienticompte

0002501724
Method of Payment Mode de paiement
Metered / Machine i affranchir

Alfred Patry
613-734-7308

Mailed on behalf of Expédié au nom de:  (0002501724) MINISTERE DES SERVICES GOUVT]

Contract No. N° de la convention

[ I T |

DMC CYML CIF ACMA No 0040064063
Co-pkgd in PM pe C commun de |3 Poste-publicafic No Date of Mailing Date ce I'envoi
Address Accuracy Exaciiude des adresses 20061231 950% 200610328
Customer Reference Référence du client
Containers Conteneurs
Mornos. Skids | Small Bags Pefitssacs | Large Bags Grandsacs | Hard Sided Parois rigides| Outlet Name/No. Nom/N° de Iétablissement
Fabrene ‘CanvasTmle Fabrene |Canns Toile| Flats Tub ‘Letﬁemmel QOTTAWA MPP (077
‘ | ‘ Full Mailing Type Dépit entier
Pietes  Weight  Prioe/Fiecs(§) Price/kg () MetersdRate  OptionsCode$  Total Cost(5)
Senvice Descripton Description d senvice Fidoes Poids  Tarf/pitcs(S) Tait/kg(s) AR Mach  CodedoptonsS  Totaldes frais(5)
Standard Letters 1,000 000g 0510 0510 5000 551000
§] ssxiin 4 y
T = = Z =

Click on the printer icon in order to print your document.

Note: This functionality is intended to enable you to
reproduce the original output documents for your records in
the event the original documents were damaged, or you
experienced a printer failure. Affixing the same document on
more than one mailing is considered a fraudulent act.
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8.0 Template section

Templates allow you to easily retrieve the combination of service and options required. The benefit of using a template is that

you can recall services and options in one keystroke.

To save a user-defined Template select service and options from the Shipping page and click the Save Template checkbox. This
must be checked before clicking on the Preview button. You must give it a unique name. Templates are unique to a particular
page (e.g. a template created on the Canada Service and Options page will not appear in the drop-down list of the International

Service and Options page).

You can save, modify and retrieve templates from the Shipping page. Selecting a Template from the ‘Select Template’ drop-
down list, modifying, then saving it under the same name to overwrite the previous version can modify a Template. Up to 10

Parcels Services templates can be associated to a User ID.

Deleting a template

Home * Electronic Shipping Teols » Distribution Services

[ Help desk
‘ Delete Tempiate 1-800-277-4799

Distribution Services

seteat et [ 7|

Select a template name from the Select Template drop-down
list and click the Delere command button to remove the
template. You will be asked to confirm your selection.

9.0 History/Tracking section

Search Shipping History

Electronic Shipping Toals Help Frangais

Home » Electionic $hipping Tooks » Distibation Semices

| Searh Shipaing History e

Search Criteria

Wailed By JEN

SprenDae e[

Order Nurber ’—
fien Identifer ’—
Custorner Reference Mo, ’—

Search for purpose of downloading

*Limited to seven calendar days

Frarn Date fminmdd)
T Date fmpmmidd)

El

From the Parcels Services Navigation Bar, select
History/ Tracking.

The Search Shipping History page offers two search criteria
allowing you to:

> Perform a search for specific shipments by
using the Search Criteria group box.

> Download shipping history information.

You can only use one search criteria at a time: the Search
Criteria ot the Search for purpose of downloading.

In the Search for purpose of downloading criteria, the fields From
Date and To Date are related to the creation date of the order.

In the Search for purpose of downloading criteria, if the From Date is
entered and the To Dare is not specified, the search is performed by
defaulting the To Date to seven calendar days after the From Date
entered. The 7ew command button performs validations. If
search is successful, the command displays the records
retrieved from Canada Post on the 17ew Shipping History page,
sorted by Order Number. If unsuccessful, standard error
handling results.

January 2010

23




View Shipping History

| View Shipping History

EAEEES

1 B027T-479 The View Shipping History page is displayed when records are

For Mailed By Customer 7023210

returned from the Shipping History search.

Sart By | Pleass selectan tem

3 Ed

A maximum of 25 shipping orders is displayed on this page

L

Order Customer Maledon  Shipment Fretax Total  Destination at a given time. If more shipping orders are retrieved, the
SelectMumber  Reference Hem Identifier Behalfof ~ Date Amaunt Amaunt Postal Cade Next and Previous links are enabled to navigate through a
7 DO00304E32 CHOD4BETTTCA  DDOTOZ3AD 20040227 5458 5450 80210 predetermined sequence of pages to allow you to view all the
[ DO00304633 CHOO48627B5CA 0007023210 20040227 7398 7389 80210 shipping orders retrieved from Canada Post that match the
[ DO00304634 CEDGIBETIOCA 0007023210 20040227 1993 1993 12345 search criteria entered.

il ™ oonoaosess CEDGIBET202CA 0007023210 20040227 0.00  0.00

7 DO00400639 CEOR38S1757CA  000T0Z3210 20040327 2666 2565 12345 When navigating through the shipping orders using the Nexz
[ DOD04D0G40 CHOD4STTEIECA  DOOTOZ32MD 20040227 1533 1533 13345 and Previous links, orders selected are temporarily stored. The
[ DO0D400T42 EE020280531CA 0007023210 20040227 7510 7510 Clear Selection command button allows you to cancel the
[ DO00400743 EE20290545CA 0007023210 20040227 76.10 7510 orders selected.
[ DO00400748 CXIODOD1BSTCA 0007023210 20040227 10.68 1060 12345
[ 0000400748 CXI0DODIBBECA  DO07033210 20040227 1063 1069 13345 The delivery status request can be performed on up to 25
[ DOD0400750 7023210000319006 0007023240 20040227 19.49 2085 KIRTNT shipping orders, which can be selected on multiple pages

using the Nexz and Previous links.

Only one item can be selected to view shipping details. The
| query for data is limited to the order portion for

| approximately 90 calendar days. It provides information

[ By |

pertaining to orders created by the application specific to a
shipper’s transactions. It does not include the settlement

details of those orders, such as account balances or the
invoicing content.

The following table provides a description of the FIELDS component of the View Shipping

History page

Fields Description

Sort By This field displays a drop-down list of the following values: Order Number,
Customer Reference, Item Reference, Mailed On Behalf Of, Shipment Date and
Destination Postal Code. Initial focus is set on this field.

Select This field defaults to unchecked.
If checked, this field indicates that you have selected this order in preparation of
Inquire on Delivery Status or View Shipping Details.

Order Number This field identifies the Order Number of the shipping order retrieved from Canada

Post.

Item Reference

This field identifies the Item Reference of the shipping item retrieved from Canada
Post.

Customer Reference

This field identifies the Customer Reference of the shipping order retrieved from
Canada Post.

Mailed On Behalf Of This field identifies the Mailed On Behalf Of customer number of the shipping
order retrieved from Canada Post.
Shipment Date This field identifies the Shipment Date of the shipping order retrieved from Canada

Post.

Pre-tax Amount

This field identifies the Pre-tax Amount of the shipping item retrieved from Canada
Post.

Total Amount

This field identifies the Total Amount of the shipping item retrieved from Canada
Post.
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Destination Postal Code

This field identifies the Destination Postal Code of the shipping item retrieved from
Canada Post.

The following table provides descriptions for the COMMAND BUTTONS functionality.

Command Buttons

Result of activation

Sort

The Sorf command button performs validations. If validations are successful, the
orders displayed on the current page are sorted according to the field value indicated
in the Sor# By field. If validations are unsuccessful, standard error handling will result.

Clear Selection

The Clear Selection command button cancels the Select indicator for all orders
temporarily stored.

Inquire Delivery Status

The Inguire Delivery Status command button performs validations. If validations are
successful, it triggers the Inquire Delivery Status function. If validations are
unsuccessful, standard error handling results.

View Shipping Details

The View Shipping Details command button performs validations. If validations are
successful, it triggers the I7ew Shipping Details function. If validations are
unsuccessful, standard error handling results.

The View Shipping History task offers the following functionality:

> View shipping histoty for a specific customet;

> Optionally trigger Inquire Delivery Status of Item Online;
> Optionally trigger View Shipping Details Online and,;

> Optionally trigger Download Shipping History.

Download History

The Download History command button triggers the Download Shipping History list
of your orders. You may create and export the data file by clicking on the Download
History command button to export the selected data to a flat file, and append the
individual extracts to allow future inquiries offline through another application.

Inquire Delivery Status

Hame * Electronic Shipping Tools * Distribution Services

The interface mechanism to Track and Trace can support
both single and multiple item delivery inquiries. The

; Wepdesk | Tuguire Delivery Status task d displays delivery
Delivery Status nquire Delivery Status task requests and displays delivery
y 1-800-2774789) status information from Track and Trace for a maximum
Delivery Status of 25 items selected from the View Shipping History page.
Itarn Identifier Evert DateMime  EventMunicioality EventProvinee Sioned By | The Inguire Delivery Status task performs the following
steps:
7023210000312007  null null > Creates a delivery status request for up to
Ifyour item wias sent recently, the status may not have been input vet. Flease allow one 25 shipment items, and
husiness day and try again, > Displays the delivery status results

received from Track and Trace.

This task is triggered from the VZew Shipping History

page. To obtain the delivery status of an item from
Track and Trace, select the Inguire Delivery Status button.
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View Shipping Details

Shipping Details

Felp desk
1-500-277-4799

Shipment Information

Mailed By:

hiailed on Behalf of:
Order Mumber:

Itern Identifiar:
Customer Reference
Iterm Wigight (ko):
Length iz

Width e

Higaht (cr):

Service Type:
Features

DELIVERY CONFIRMATION
Proof of Age Required (18 vears)
SIGHNATURE OPTION

Charges
Base: §10.36
Fees: §1.73
Fretax Amount: § 11.88
GET: § 083
HEST: & 0.00
PST: & 0.00
Total: §12.71

0007023210
0007023210
Dooo305483
T023210000312007 Cutlet:

Shipment Date 20040225

Fostal Code/ZIF Code: K1ADB1

Country:

OTTAWA MPP {1077

MoP Account

10.00

50.0

25.0

230

Hpresspost Piece Rated

Amount  Bar Code Fees

$ 7023210000312007 5
k] k3
£ $1.50

The View Shipping Details function displays the details of
a SINGLE shipment, once it has been retrieved and
selected through the Search/View Shipping History
process.

To view this page, click on the VView Shipping Details
button from the IZew Shipping History page.

You may verify if Delivery Confirmation has been
selected or included through the Features page.

Download Shipping History

The Download History function downloads shipping history for all shipping orders retrieved from Canada Post based on the
pre-defined criteria by the user in an external file and according to a specific format. When the Download History command
button is invoked on the View Shipping History screen, the following standard file download steps occur:

> If this is the first time you have downloaded this type of file or if you choose to always be prompted, a standard
file download dialog is displayed asking if you prefer to open the file or save it to a disk. Select Save 70 Disk to
complete this task.

> A standard Windows file-saving page is displayed prompting you to enter a path and a file name to save the

download file.

> The download file is saved as an external ASCII, comma-delimited (csv) file of a specific format.

The following table provides a description of the FIELDS component for Download Shipping

History page.
Fields Description
Order Number Retrieved from Canada Post.

Customer Reference

Retrieved from Canada Post.

Item Reference

Retrieved from Canada Post.

Mailed On Behalf Of Retrieved from Canada Post.
Status Retrieved from Canada Post.
Shipment Date Retrieved from Canada Post.
MOP Retrieved from Canada Post.
Postal/Zip Code Retrieved from Canada Post.
Country Retrieved from Canada Post.
Outlet Number Retrieved from Canada Post.
Outlet Name Retrieved from Canada Post.
Item Weight (kg) Retrieved from Canada Post.
Length (cm) Retrieved from Canada Post.
Width (cm) Retrieved from Canada Post.
Height (cm) Retrieved from Canada Post.
Service Type Retrieved from Canada Post.

Insurance Value

Retrieved from Canada Post.
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COD Value Retrieved from Canada Post.
Base Retrieved from Canada Post.
Fees Retrieved from Canada Post.
Pretax Amount Retrieved from Canada Post.
PST Retrieved from Canada Post.
HST Retrieved from Canada Post.
GST Retrieved from Canada Post.

Total Amount

Retrieved from Canada Post.

Document Indicator

“1” indicates that the item is a document. Retrieved from Canada Post.

Oversize Indicator

“1” indicates that the item is oversized. Retrieved from Canada Post.

Signature Indicator “1” indicates that the option was selected. Retrieved from Canada Post.
US Postal Box Indicator “1” indicates that the option was selected. Retrieved from Canada Post.
Do Not Safe Drop Indicator “1” indicates that the option was selected. Retrieved from Canada Post.
Card for Pickup Indicator “1” indicates that the option was selected. Retrieved from Canada Post.
Return to Service Indicator “1” indicates that the option was selected. Retrieved from Canada Post.
Deliver to Door Indicator “1” indicates that the option was selected. Retrieved from Canada Post.
Leave at Door Indicator “1” indicates that the option was selected. Retrieved from Canada Post.
Registered Indicator “1” indicates that the option was selected. Retrieved from Canada Post.
Special Delivery Indicator “1” indicates that the option was selected. Retrieved from Canada Post.
Adpvice of Receipt Indicator “1” indicates that the option was selected. Retrieved from Canada Post.
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