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Introduction

About Express Order Entry — Ship in Canada — Generic solution

Express Order Entry - Ship in Canada - Generic solution provides the benefits of Canada Post Electronic Shipping Tools (EST)
solution. The Express Order Entry - Ship in Canada - generic solution offers you a “simplified” approach to generating your
distribution services orders; this one-page order form is a fast, free and convenient way to prepare and pay for your Parcel
Services in Canada.

Registration for Express Order Entry — Ship in Canada - Generic solution

The Generic solution of Express Order Entry - Ship in Canada is accessible from the Canada Post Online Business Centre
(OBC). To register, you must first obtain a User ID and Password. Complete the User ID and password request form
available on Canada Post Web site at www.canadapost.ca

Login to On-line Business Centre

POST

Business

CANADA POSTES

Soarch T —

&
“
B

@ Products and Servic
© Integrated ' "
solutions for... Ll
Welcome
© Rates and Prices
@snop
© Oniine Tools
User 1D: Heed a Customer Number?
© About Us £
‘ Need a User ID?
Sl Password: Click here
Forot vour Password
andre s D7
Online Business Centre Help Desk 1 866-511-0546
Monday to Friday, 8 a.m. to  p.m. Eastern
Canadi
Help, Leqal, Copyighi, Privacy & Secuily, Contsct Us ©32001:2008 Canada Post

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

»  Your Canada Post customer number, your contract
number (when applicable). If you do not have a customer
number and contract number, or 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 User ID and Password to Sign-on the Online
Business Centre (OBC) www.canadapost.ca/obc
and will lead you to the Electronic Shipping Tools (EST).
You may register for a User 1D and a Password by calling
at 1-866-511-0546

Once you have obtained the information stated above, enter
the Canada Post Web site at: www.canadapost.ca/obc and
simply click on Login. When this page is displayed, you
simply have to enter your User Id and Password.

Access to Express Order Entry — Ship in Canada - Generic solution

You may access the generic solution of Express Order Entry — Ship in Canada from the Canada Post Online Business Centre

(OBO),
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From the Online Business Centre (OBC)

From the Online Business Centre menu, under the Express
Order Entry section, simply click on Ship in Canada (Parcels) to
access the shipping page.

Online Business Centre ErsnpalaTlesniny

Home | EST | MMA | Store | BRM | My Prafile | Support Tools and Resources =)
"

e
EST- Electronic Shipping Tools

EsT - Electronic
Shipping Tools Elactranic Shipping Toals is a fres Intamat-based application which
allows users to prepare and submit an Order to Canada Post. For
convenience, tno versions have been developed: Online and Desktep,

Online Version

What's New!
Order Entry Express Order Entry b e sl ok
wmailing
») ship in Canada *) Unaddressed Admail EST Update
*J Ship in USA Features
e anaea it *) ship International + Target one spacific delivery » June 2007
e — *) Lettermail™ avea in faur 2asy steps =
oo pradicte || 2 Adiressed adma™ e
Supplies *J Fublications Mai™
S — *) Int!l Tncentive Letter-post™
BRM < Business: ¥ i sl *») Ship In Canada (Parcels) ‘
Raply Mail Festures
i ») linaddressed adimail ™
Fully Featured « For itams shipped demestically

A canvenient, streamlined
single shipping sereen
SOM Only +.All the functionality required for

rmost commen shipments
My Online Tools

Desktop Version

») Unaddressed admail ™

Track a Package

Postal Outlat Additional features are available an the Desktap Version,
Locator

» Downloal
R s il ime

p wersion
"

You can choose the Parcel services and options that best suit your needs and budget. They are as follows:

Domestic
> Priority Coutier
Xpresspost
Expedited Parcel
Regular Parcel
Library Books (Contract Specific)

YV V. V V V

Xpresspost Certified (Document only)

For detailed information about a specific Service Offering, just click on the service above if you are reading this guide online. If
not, please visit the Canada Post Web site, http://www.canadapost.ca/business/default-e.asp
Shipping & Delivery (Parcel Services), and then select the service from the drop down list.

To view step-by-step instructions, we invite you to consult the How Do I tutorial.
www.canadapost.ca/ ESTHowDol
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2.0 Express Order Entry - Ship in Canada page

CAHADA

FOsTES

S e SHIP IN CANADA

From [ Ratrigyo from Adarsss Book =

dihess Book Freancals This page displays the shipping page of the Express Order Entry
— Ship in Canada — Generic solution, where you will capture
all the shipment information necessary to create your ordet.

" [ Ratriave from Addriss Book ®

® ame; IDr FirstName Last Name

*Address: |Address Line 1 |Address Line 2

Title/Dept.Company; |

Each field is described below.

*Ciby: |CW Frow - | Ontaria

Shipment Information

*Postel Coe: [K2C 209 Search

T 5 Note: This solution can be customized to address specific
— needs and configuration. As such some features might either

*Postel Code Search . X ; ’

be displayed differently or not available depending upon the

Weight ko T Docunent @ ALergie [

Service / Options

*Benvice [ Prioriy Courier Piece Flated x| Service Standardt

Payment Information

“Mailed By; |70232"U @ contract o |

Preview Order

Automation Ciscount
Fees:

G3T:

HET.

PST:

Totak:

"' Denotes required fields

Complete Order = f b
“Ernal Address 1o Recsive Label e @ CcoSst centre, reterence number.

Base: Calculate |(2)

Declared weight is subject to verification based on the application of the cubing (measurements and weight calculations)
mechanism. In all cases the oreater of the actual weiaht or the cubed weidht shall determine the actual orice. includina. where

st | configuration of the version you need.

o Unpackaged

e e L ] T a—— VO S, Note: A cookie stored locally on your machine will retain data
Cost Certres [y 2] @ Reference Humber

[ =] ® M | from the following fields, and automatically populate them

each time you open the solution: all fields associated with the
R e ] “to” and “from” address, customer number, contract number,

Should you not require this feature, simply ensure the cookie is
turned off, and the page will always be refreshed upon

Gend Label ®

Click here to view current orders opening,.

The following table provides a description of the FIELDS component.

Fields Description

FROM This section contains the following mandatory fields.

Name* Enter the name of the primary contact that is shipping a package.

Address/ City/Province* Enter the complete address of the primary contact.

Postal Code* The postal code entered is associated with the Post Office where you will be depositing
your package, and is used to determine the shipping cost.
Click on Search and link to the Canada Post Postal Code Look-up to find a postal code.

TO: This section contains the following mandatory fields.

Name* Enter the name of the recipient of the package.

Title/Dept/Company Enter the Title/Department/Company name of the recipient.

Addtess / City / Province*

Enter the complete address information of the recipient.

Postal Code*

Enter the destination Postal Code.
Click on Search and link to the Canada Post Postal Code Look-up to find a postal code.

SHIPMENT This section contains all necessary mailing information.

INFORMATION

Weight (kg)* Enter the weight of the package, in kilograms.

Document Select this checkbox when you are shipping a document; dimensions are not mandatory
when shipping a document.

Length* Enter the length of the package (in centimetres)

Width* Enter the width of the package (in centimetres)

Height (cm)* Enter the height of the package (in centimetres)

SERVICE/OPTIONS This section contains necessary Setvice/Options information.

Service* From the drop down list, enter the type of service you wish to use i.e. Priority Courier,

Xpresspost, Expedited Parcel, Regular Parcel

Service Standard

The Service Standard is displayed after you click Calculate. 1t reflects the Service
Standard associated to the Postal Codes entered in the TO and FROM section.

Coverage

Enter the value of the insurance coverage. Note: Coverage against loss or damage of up
to $100 in value is included with Delivery Confirmation. Additional coverage can be
purchased in increments of $100 up to $5,000 in value.
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Cost Centre

Enter the cost centre used to allocate the costs of the shipping transactions.

Request Delivery Updates by
email

Enter the email address of the recipient. This option allows you to request emails to be
sent when your item is shipped, delivered, signature obtained or unforeseen delivery
interruptions occur. This option is available for services with delivery confirmation (bar-
coded) only.

Reference Number

Allow you to enter your own unique reference number that will be linked to a Canada
Post Item Number at the time of mailing. This reference number enables you to display
the parcel tracking history just as you would with the Item Number.

Unpackaged Check this box if your shipment is unpackaged.

Signature Check this box if you are requiring a signature upon delivery.

Mailing Tube Check this box if you are using a cylindrical container (Mailing Tube) to mail your items.
PAYMENT INFORMATION | This section contains necessary Payment information:

Mailed by* This field is mandatory. Enter the customer number of the customer preparing the

mailing.

Contract No.*

This field is mandatory. Enter the contract number associated with the customer
number identified in the Mailed by field.

Method of Payment * Select from the drop down list 2 method of payment for the shipment
Credit Card No.: Enter the credit card number

Credit Card Type Enter the card type i.e. American Express, Master Card or Visa

Name on the credit card Enter the name as it appears on the credit card used.

Expiry Date Enter the expity date of the credit card in the following format: MM/YY

Credit Card Verification Number
*(Venture 1 customers only)

Enter the unique number ID number displayed on the selected credit card

Preview Order

This section displays a Command Button to calculate your order and display the Service
Standard of the Item.

Complete Order

This section allows you to enter all additional information to complete your Express
Order Entry — Ship in Canada order.

The following table provides a description of the COMMAND BUTTONS functionality.

Command Buttons

Result of invocation

Modify Click this button if you wish to modify your Delivery Updates by email settings.

Calculate Click this command button to rate the order. The information displayed in this section is
calculated from the information capture in the “From” and “To” sections. The cost of
the shipment and the service standard are displayed.

Clear Click this command button to clear all data fields of editable values. The cursor will
position back on the first field.

Print label Click this command button to generate the printing of an address label within the browser

after a shipping item has been successfully submitted to Canada Post.

Retrieve from Address Book

This button allows you to select a single address from an Address Book. You are able to
store, search and retrieve up to 5000 addresses.

Note: to add or modify entries in your address book, you must use the Add/Modify
Address Book link located at the top of the page. See further information in the following
table.
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3.0 Creating Your Order

Creating your Order with the Express Order Entry — Ship in Canada —Generic solution is simple — there are only a few steps
involved. The following section will guide you through the creation process of your order i.e. customer information, deposit of
the shipment, calculation of postage and printing the Address label, reducing complexity and saving you valuable time.

31 Add/Modify Address Book functionality

CANADA

POSTES ‘

T covwon] SHIPIN CANADA Add /Modify Address Book Help Francais

& I T g
Address Books

Address Book for Mailed By Customer 7023210

Upto 5,000 Client Addresses can be stored in the Address Book. You are at &
To add a new client address to the Address Book, click the appropriate button atthe battom of this screen.

Select Address Book

IE\II A Manage Address Books
Search Criteria I" Search All Adress Books
Narmg

Address

City or Postal Code

Country PravinceiState

| o |

1 Ee =
Search Results

To update or remave a Client Address from Address Book, selact a record below,

Name City PostalZip Code

a ¢ K2C209

d f 123451234

f i INTPOSTALCODE
1-30f 3

[ |

When you click on the Add/Modify Address Book
functionality, this page opens allowing you to enter detailed
information data about your client, such as:

> Name of the client,

> Title/ Company/Department

> Address information

> Telephone/Fax number of the contact
> E-mail address

You are able to store up to 5000 clients in your Address
Book list.

To update or remove a client from your list, simply select a
record and enter the new information.

Multiple address books can be created within your main
address book

You may import an address book that was exported from the
desktop, and vice versa

Address books can be shared between Order Entry and
Express Order Entry

You can perform a client search in either a specific address
book, or across all of your address books. Simply specify the
search criterion (any field), and then click the Search
command button.

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

The following table provides a description of the COMMAND BUTTONS functionality.

Command Buttons Result of invocation

Search

Click this command button to perform a specific search from your Address Book list.

Reset

Click this command button to clear search criteria

Add (Canada)

Click this command button to create a new client
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3.2 “From” section

" [ Ratrieve from Address Book

From

@ *hhame; |

*Address: | |

*City: | Prov. | Ontario

=

*Progtal Code: I Search

This page allows you to enter the name and address
information, including the postal code of the primary contact
of the “From” section.

You may retrieve such information directly from the Address
Book by simply clicking on the Retrieve from Address Book
radio button, and selecting an address. The information in
your selection will then automatically populate the fields in this
section.

For Postal Code you may click on Search to link directly to
Canada Post Postal Code Look-up to find a specific postal
code.

Note: The postal code entered determines the Post Office
where you will be depositing your shipment as well as the
shipping cost.

33 “To” section

" [P Ratriove from Addrass Book

® *hlame: |

Title/Dept Company: I

*Adress: | |

*City: I *Pra |E|ntari|:|

Bl

*Postal Coce: I Search

This page allows you to enter the name and address
information, including the postal code of the primary contact
of the “T0” section.

Or, you may retrieve such information directly from the
Address Book by simply clicking on the Retrieve from
Address Book radio button, and selecting an address. The
information in your selection will then automatically populate
the fields in this section.

You may click on SEARCH to link directly to Canada Post
Postal Code Look-up to find a specific postal code.

Note: The postal code entered determines the Post Office
where you will deposit your shipment as well as the shipping
cost.

34

Stiamentblomati

“Shipment Information” section

*Weigm’_kg rDucumem(?) *Length:’_ Wmh:’_ *Heigm:’_cm |

This section allows you to capture all necessary Shipment
Information details. Such as:

> Weight (in kg.)

> Document(®) When this box is selected the
dimensions are not required.

> Length (in cm.)

> Width (in cm.)

> Height (in cm.)
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3.5 “Service/Options” section

This section allows you to indicate the type of service and
options you wish to use.
e, ’M Servie Shania Mlwad | Services:
(mverage ’—@ ezt Defvery Lndates by el ’mb@tptta—@w rS\gn - > Service (type)
e W@ Feealin ’M@ [ Vg Tbe > Coverage (dollar amount)
> Cost Centre
> Service standard (automatically populates when
you click on Calculate)
> Request Delivery Updates by email
> Reference Number
Options:
> Unpackaged
> Signature
> Mailing Tube

3.6 The <Modify> functionality for the Delivery Updates by email option.

/3 Delivery Updates - Microsoft Internet Explorer

Email Subject Line

Selectthe Canada Posttracking number or your reference numhber to appearin
the email subjectline. The Canada Posttracking number has heen set as the
default.

Tracking Number

Email addresses and types of delivery updates: @

Ship Exception Delivery

Recipient [mb@cpc.ca 2 2 ™
Ce. | E B [ |
Sender | ] ] [
oo | EE N

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

=
||

[ oy | Cancel |

When you click on the Modify button from the order page,
this page opens allowing you to set or modify your Delivery
Updates by email.

The Email Subject line, in a drop-down menu format, offers
you two (2) choices of entry:

O Tracking Number (defaulted)
O Reference Number

The Email addresses and types of delivery updates area
where you indicate the email address(es) of those that you
would like to have emails sent to when one of the three (3)
scan events happen on the item. Select the types of events that
you would like each recipient to receive: Ship, Exception or
Delivery.

The personalize your message area — text only with a
maximum of 150 characters (no image or logo).
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3.7 “Payment Information” section

Paymentnformation

aedzy [0 ) oo 2 O seototpsynet [CedCad o] O
Card NU3| g Type‘|AmaicanExp!ess j 'Name‘l ’Exp\ry"ﬂlm
Vet Ve [ )

In this section you are requited to provide information about
the payment of your shipment.

> Mailed by (Customer Number)
> Contract Number
> Method of Payment (Metered, Account, or

Credit Card)

Note: If you select Credit Card as the Method of
payment, you must complete the following fields:

> Credit card number
> Credit Card Type

> Name (appearing on the card)

> Expiry (Month and Year appearing on the card)
>

Credit Card Verification Number (Venture 1
customers only)

3.8 “Preview Order” section
(] Preview Order = I This section allows you to preview your order
Biaze F20.37 Caloulate |r$:| Click Calculate to preview ordet. The value of your order will
T — e - automatically be calculated. The information displayed in this
Dr.n EARSEESIR '*’d't'l section is calculated from the information captured in the
FEESI §4.04 “FROM” and ‘TO” sections.
GST_‘ ¥ 'ET The cost of the shipment and the service standard are
HAT. $0.00 displayed.
PET s0.00 )
Total: $25.47 > Basis
Automation Incentive
> Fees
> Taxes (GST/HST/PST)
> Total
3.9 “Complete Order” section

Once you have previewed your order the next step is to

Clear |@ | Complete Order by clicking the Print Label button
Print Label |@ | Note: If you click the Cleat command button, all data fields of
editable values will be cleared. The cursor will be positioned
back on the first field of the Express Order Entry — Ship in
Canada page.
%[|| When you click on the Print Label command button, a proof

{1656} By selecting OK charqes of §25,47 wil be charged ko your Canada Post accaunt, Flease note that your order
is subfect bo werification, which may result in an adiustment to the valuz of your order, All adiustrents wil be mads

@ i you Canada Post account,
Cancel

of payment pop up message is displayed (see example of
message when method of payment is Account)

Click OK to display the next page.

January 2008
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Emmpl = q ) search

When the Labelis displayed on screen, Print Lahel by chicking on the printer icon below this message.
Before continuing, ensure a copy of the Labelis printed.

§  GeneieaRetumlabel |

from Current Orders
|| Feturn to Shipping Page

[ Pages

[Poges . | Conmors € adeonmerts

Aftachments

et oo

From/Expéditeur:

Mr Joe Smith

2701 Riverside Dr

Suite N0380
CitynameX QC J&P 621

Library
Books

Onine EST/ Enligne OEE V630

Weight/Poids:
1000 kg

Method of PaymentiMode de paiement: Account/ Forter au compie

Order / Commande:
Customer Ref / No. ref. cliet:

D700018312

To Destnataire:

You
111 CONTENT RD
OTTAWA ON K1A 081

Livres de
bibliothéque

Ho Manifest

CANADA POST
POSTES CANADA
onoozz210

Required | Manfests non reqis

32100 0417 8005

i

LTI

ATTENTION

K1A

‘Sender warrants that (s flem does not contain dangerous goods.
Lexpécitaur garantit que =t envol ne confient pas e matiéres dangereuses.

INSTRUCTIONS

1. Choose a box designed for shipping

2. Wrap your items <o that they are secure in the box and seal the box using
proper shipping tape.

3. Cutthe label on the dotted line and retain the bottom Kalf for racking
purposes.

4 Tape the labe so it appears squarsly on the [argest side of the box

Do not taps over

{do not bend it around sides or end of box).
any part of the barcoge on the label
5. Take The parcel T @ Canada Postre

autletfor

1. Chosissez une kofte conguz pou fexpéditon.

2 Empaquetez solidemen vos articies dans Ia boite et scellez & tout
avec du ruban d'expédition.

3. Découpez fétiquette is long du poinisé
pour s

4. Apposez Iétiquette pour avele paraisse entirement sur e cité le.
plus grand de a boite (ne pas la replier sur les cotés).
Ne recousrez aucune partie du code a banres oe [étquette.

5 Apporiez Ie ol 3 un compl @= Posies Canada pour
expeaition. Tous es envois sauf ceux des Messageries Prioritaires

A barcode shouk be printed on the label because Defivery Confirmiation i selected

Order / Gommande:

I£10 bar eode s visivie, please contact the help desk at 1-300.277.4733 for assistance
Un coce & barmes devrat étre imprimé sur [étiguetie lorsque ia confirmation de fivraison est choisie.

Sile cace 4 b

au 1-300.277-4796.

SIGNATURE REQUIRED
sinaurereauise |1

[ 7023 2100 0417 8005

D700018312

ol

Tof L

B o

1B [ et

Before continuing with your order, ensure you have printed a
copy of the label.

Note: The Shipping Label is displayed. If you are mailing
Library Books, you have the option to print either a shipping
Label or a Return Label. To print the shipping Label
displayed, click the printer icon on the navigation bar at the
top of the page; to print a return label, select Generate a
Return Label button at the top of the page and click the
printer icon when the return label displays.

This is a sample of a label printed on plain paper.

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.

Click on Return to Shipping Page to create a new order.

January 2008
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310 View

From [ Rotriova from Addross Book < 0] 1

Current Orders

~ [ Rotriova from Adrass Book

@ Mame; |Dr First Name Last Name

D e

Hhofdress: |Audvess Line1

TileDegt iCompany:

ity |Gty

Shipment Information

Wikt kg [ Documer

Service / Options

e
Cost Certe: [7 2] @

Payment Information

|Audvess Line 2
Prav, [ Dntstin ] | radsress |
*Postal Code: [KIC 29 gearch *Ciy: |

*hray - [Alberta =l

*Postal Code: Search

ot @ Lenn [ | et |

*5eics [ Priaity Courer Piece Rated ] S81Ie Standarct
Restiest Delvery Udetes by emsi ,—mh@tpc 5 @i Tisigiis

Reference Nurker 0t =] @

e By [0z

Preview Order
Base,

Autormation Discourt
Fegs:

GET.

HST:

PST

"*" Denotes required fields

| Total:

Calculate |7

Complete Order
*Emall Address to Receive Label

® scortractiia | @ ethod of Pagment: [Accownt =] @

[ Unpackaged

I™ Waiing Tube

Clear ®
Send Label ®

I Click here to view current orde
=

3 |

Declared weight is subject to verification based on the application of the cubing (measurements and weight calculations)
chanism. In all cases the greater of the actual weight or the cubed weight shall determine the actual price, including, where
ny applicable surcharges in respext of excess size andior weight, Such surcharges will be calculated and applied in

2} Current Orders -

‘same document an mare than ane mailing i
Order Print
Number  Count Service

-1025 (20060320) -

D7000DSEYE 1 Xpresspost Piece Rated
D700008ESF 3 Kpresspost Piecs Reted

Microsoft Internet Explorer

Ordler number(s) identified below have been successfully transmited. If required, documents can be reprinted within 24

hours. When elicking on the sporopriste document link, the document will be displsyed in & PDF format. Click on the printer
icon in order to print your document. Flease note that this functionalty i intended to enable reproducing the origingl oLtput
dacumerts far yaur records ar in the evert the dacumerts were damaged or you experience a printer failure. To affix the

is cansidered & raudulent act

Document Mailed on  Destination
Name Item Number Behalf of  Postal Code
31494710 1051008 3149474 Kk 1K
31494710 0104 G008 3149471 Jap 61

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 has been added directly to this

page.

Documents can be reprinted up to 24 hours after their
transmission.

Simply click on the appropriate document name.

iz R

Click an the printer icon in order ta print your document

Please note: To affix the same document on more than one mailing is considered a fraudulent act.

Close this window

TEEE O

o)

From/Expéditeur:

Mr. A ‘White
2000 Riverside Dr
Ottawa ON K14 0B1

Oniine EST/ Enligne O.EE Vi

Weight/Poids:
cu

Method of PaymentMode de

Orger | Commande:
Customer Ref / No. réf. chent

§ pages ™ Layers ™ Sinatwes “f Bookmarks™S |

Canao FOST
XPRESSPOST i
e
Mo Manest Recuired ! Marfests non s
020
paiement: Account / Porter au compte 3149 4710 0104 8008

o |‘H||‘|||||| I|| || I‘ ||| ||| ||H||H

To Mestnataire
MR JOHN SMITH
ATTENTION  SIGNATURE REQUIRED
1500 MAIN ST SIGNATURE REGUISE D
CITYNAMEX QC J8P 6Z1 12
_ o7 esxarm 4| y
Lid 4 1of1 Pl ol =

The document is displayed
Click on the Printer icon to print your document.

Note: To affix the same label on more than one item is
considered a fraudulent act.

January 2008

12




4.0 Help section

CANADA POSTES

» CANADA

SHIP IN CANADA Add/Medify Address Book | Help ‘ Francais

POST

From [ Ratriova fom Agiress ook <@ 0 [ haiovo from Address Book <0

Direct link to the EST Help Centre where you can click on
the How Do I to consult the automated tutorials
demonstrating the features and functionalities of both the
generic and secure versions of our Express Order Entry — Ship
in Canada solution, consult the latest version of the EST
Update Newsletter, the EST User Guides and other type of
suppotting documentation/tools.
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