How to import a Neighbourhood Mail™ import file into EST 2.0

1) Once logged into EST 2.0, go to New and select Neighbourhood Mail Mailing. Ensure that you
are in the Mailing Service Type — right hand corner).

File Configuration Tools Help $Sewice'{ype Mailings | =
o e © 0

New [Open Delete Search End of Day | Help

[l Lettermail Mailing
[2 Personalized Mail Mailing
2L, Publications Mailing

Incomplete Accepted Finalized In Progress ‘fﬂ)

| 8. Neighbourhood Mail Mailing
a Intenational Incentive Letter-post Mailing Create a new Neighbourhood Mail Mailing|

a Mailing from Template
E Mailing from Default Folder Template
2] Mailing from Mailing Plan

22! Mailing Folder

2) Intab 1. Describe Mailing, you must first select the Size of Pieces (highlighted in yellow).

W Close |
1. Describe Mailing | 2. Review Mailing Plan |, 3. Calculate/Print Labels |
Billing Information (0007023210 - IIQA CUST DO NOT USE - 005) Hi¢
Contract - Owner/Alias Name 0040662505 - A CUST DO NOT USE - 005 |=| Paid 8y 0007023210 - NQA CUST DO NOT USE - 005 |=| Method of Payment [ Account i

Receiving Location | 086 - LEO BLANCHETTE RVU -
Mailing Characteristics
Customer Reference | Size of Pieces | |" Prome Code
|| Pieces are thicker than 1.9 cm (0.75 inch)
Mailing Pieces
| Add ‘ ‘ Update | ‘ Cancel | | Delete | | Bulk Update | You must describe your Mailing Piece by using either Add or Import
[ |Title of Mail..| Version Spe..| Weight | Deposit Loc..| Deposit/Sta..|  Pieces | Cost Centre | Reference 21
I
3) Click Import.
File Configuration Tools Help Serice Type | Mailing:

BRE & B W | = g @ B T ¢

New Save Dclcic | Load Template Save Template | Import | Generate Mailing Plan | Calculate Labels | Preview Finalize Export End of Day | He

m Ml Mailings - Neighbourhood Mail - New Close

[l 0ailings 1. Describe Msiling | 2. Review Mailing Plan ', 3. Calculate/Print Labels |

Transmit

History
Templates Billing Information (0007023210 - IIQA CUST DO NOT USE - 005) Hid
Presort Mailing Plans || Contract - Owner/Alias Name | 0040862505 - IQA CUST DO NOT USE - 005 | =] Paid By 0007023210 - 1A CUST DO NOT USE - 005 |=| method of Payment | Account -

@3 Background Tasks
Messages

Receiving Location | 1086 - LEO BLANCHETTE RVU =]

Mailing Characteristics

Customer Reference | Size of Pieces ||Standard (up to 30.50 x 15.24 cm - 12.0 x 6.0 inches) j Promo Code
[] Pieces are thicker than 1.9 cm (0.75 inch)
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4) A pop-up window will appear.
a. Locate the file (you may have to choose “All files (*.*)” in the Files of Types: drop-down
options to locate your file);
b. Choose the file;
c. Choose the appropriate Field delimiter;
d. Click Next.

[E] Importation des fichiers_2016_fr.docx

[£] Importation des fichiers_2016_fr.pdf

@ Importation des fichiers_20181105_v1_fr.docx

[E] Importation des fichiers_20181105_v2_fr_lulieP.docx

[E] Importation des fichiers. 2&181138 vl_fr.docx

B NM File Format 1 New bt

[£] MM File Format 2- Nm EST 2_0.tt

[E] MM File Format 3_EST 2_0.6¢t

[E] MM file format 4 1000 iters_EST 2_0.tet

@ MM file format 4 1000 items_EST 2 0.bdt 181217 115923 error

MM File Format 1 New_EST 2_0.t¢t
All Files (*.)
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5) Depending on the import file layout, you will be asked to complete the missing fields (if you are
importing a file layout 4, you will not see this pop-up). All yellow fields are mandatory. For
more information about the 4 layout types, view the Import File Specification document at:
www.canadapost.ca/cpo/mc/assets/pdf/business/import_file specifications_en.pdf. In the

Delivery Coverage Filters area, choose which option you wish the system to do should it
encounter entries with no counts from your import file. Click Next.
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http://www.canadapost.ca/cpo/mc/assets/pdf/business/import_file_specifications_en.pdf

6) Click Finish.
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7) If the import was successful, you will receive the following screen. Click Close.

Irnport was successful,

The mailing has been imported and you are ready to generate the mailing plan.
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8) Should the import file fail, an error file log will be created and saved in the same location where
you retrieved the import file. The information will also appear in the Task results area. This
new file will provide information regarding the reason why the import failed.

Irnport failed,
Errors and/or anomalies were found in the import file. Please see the details in the file at

ChUsersilalonsy' Desktop' Online Shipping Tools\EST 204 mport File\NM file format 4 1000
iterns_EST 2_0.bet_181217_115823.error
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