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1.0 Introduction

About Express Order Entry: Neighbourhood Mail — Generic
Solution _ _

Express Order Entry: Neighbourhood Mail —
Generic Solution provides the benefits of Canada
Post Electronic Shipping Tools (EST) from the
security of your corporate website or the Canada
Post website. The Express Order Entry option is
aimed at Neighbourhood Mail mailers who
choose to mail to only one delivery area at a time
and is a fast, free and convenient way to target,
prepare and pay for your Neighbourhood Mail
orders in four easy steps.

It automatically prepares all the required barcoded
documentation, applies the applicable contract
price and deducts the automation incentive.
Express Order Entry via Canada Post’s website
provides access to total points of call, is only
available to customers who qualify for credit-card
payment with Canada Post and is accessed
through the Canada Post website; it therefore
requires an On-line Business Centre (OBC) userid and password.

The key features of Express Order Entry: Neighbourhood Mail — Generic Solution include ease of use, simple order creation,
and quick and easy online credit card payment (no bills to worry about) accurate and cost-effective.

Here are the four steps to creating your Express Order Entry — Neighbourhood Mail order:
e Step 1: Create My Order page

e Step 2: Delivery Details — Target Area and Coverage

e Step 3: Paying for my Mailing and Submitting my Order

e Step 4: Printing my Express Order Entry documentation

To successfully complete the ordering process, Adobe Reader version 4.0 or higher must be installed; the user must have a valid
credit card (American Express, Master Card or Visa) and must be connected to a printer capable of printing on 21.5 x 28.0 cm
(8.5" x 11") sheets of paper.
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Login to the Express Order Entry: Neighbourhood Mail — Generic Solution

To register via the Canada Post website:

To login via the Canada Post website, enter your username and password once you've clicked here. Please note that you must
qualify for a credit card as a method of payment with Canada Post to access the Express Order Entry: Neighbourhood
Mail — Generic Solution, as it is the only valid method of payment.

Welcome! Save time! Sian up “#E Shopp

The Online Business
Centre sign-in page
] Help will be displayed.

My Business Profile

Welcome to your one-stop shop for fast, easy and secure management of Username % S|mply enter your
all your Canada Post business transactions :l k
Scheduled maintenance [_|Remember username
We perform weekly maintenance from Saturday at9 p.m. to Sunday at 7 Fargot your usemame? 0 Username and
;:;iSOILPIease note that some features may not be available during Password %
‘ \ £ a Password,
Fargot your passward?

Choose a site: . . .
| Online Business Centre % | or CIICk Slgn Up If you

[saunir | don't already have an
online account.

S

Don't have a username?

Order Entry Express Order Entry o

Commercial Busin
New & Im

0 Under Express Order Entry heading, select Neighbourhood Mail

Trock » Packags & Trock o Hailieg

Q Select EST: Electronic Shipping Tools
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Express Order Entry — Neighbourhood Mail page

Unaddressed Admail™ Express Order Entry

Please select your Customer Number and enter your Contract number (if applicable) to create this Order,

Customer Number: 'I @
Contract Number: @ @

Express Order Entry provides the benefits of Canada Post's Electronic Shipping Tools (EST). It is a fast, free and
convenient way to target, prepare and pay online for your Unaddressed Admail Order in 4 easy steps. Express Order Entry
gives you access to your entitled contract price, if applicable, and a 2% automation incentive when you use the provided
bar-coded documents.,

Customers wishing to target more than 1 Delivery Installation, or who do not qualify for credit card payment with Canada
Post, may access the Fully Featured version of EST by clicking here to select additional target areas or other payment

options,
Start

From the Neighbourhood
Mail Express Order Entry
page, enter the following
information:

e Your Customer
Number

G Your Contract
Number (if
applicable).

The following table provides a description of the fields for the Express Order Entry — Neighbourhood Mail page.

Field Description

e Customer Number This field identifies the Canada Post Customer number that was assigned to you.

e Contract Number This field identifies your Canada Post Contract Number (maximum of 10 numeric characters,
assigned by Canada Post). This is also referred to as an Agreement Number.

The following table describes the command button functionality.

Command Button Description

Click on the Start command button to go to the next step.
Start ® g P
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2.0 Creating an Order — Step 1

2.1 “About My Mailing” page

This page allows you to capture all necessary mailing information to create your Express Order Entry — Neighbourhood Mail
orders. You may consult the Postal Code Look Up and/or Online Maps by clicking on the direct link. Each field is described below.
For a step-by-step demonstration, click here to consult the How Do I tutorial:

See table on following page for description of fields.

POSTES

Unaddressed Admail

Express
Order Entry

| This tool will guide you
through the steps of placing
your Unaddressed Admail
Order. There are 4 steps to
the process.

We'll walk you through:

1. Providing mailing and
contact information:

2. Selecting your target
area and coverage;

3. Confirming Ordar
details and entering
credit card information:

4. Printing your bar-coded
documents.

We'll walk you through:

1. Adobe® Reader®
version 4.0 or higher
must be installed;

2. You must have a valid
cradit card (Amarican
Express, Master Card or
Visa);

3. You must be connected
to a printer capable of
printing on 21.5 x 2B8.0
em (B.5" % 11") sheets
of paper.

Click here to view current
orders.

Adobe Reader version 4.0 or
higher is required to view and
print the output forms. Visit
the Adobe Reader vebsite if
you need to download a copy
of this software.

Create My Order

About My Mailing

First 3 characters of the Postal
Code:

Postal Code Look Up

Title of Mail Piece:

Drop-off Date:
My Reference
(Optional):

Householder Counts Data
Type:

2013/10/11 (Fnday)

‘mo Consumers' Choice

Total Points of Call

Size of the itams in my mailing: @
Standard
Up to 30.5 x 15.24 cm

—|| (12" x ")

1 samples @

@ Each Item is less than
or equal to 50 g (1.8 oz)

My (_Zr_m\@nfornmli(m

Contact Name:

Contact Phone Number:

@ @

Online Maps @

Click here To view other FSA maps

Oversize 1 @\

Up to 30.5 x 22.85 cm
(12" % 97)

Enter the weight in grams
for Items over 50 g (1.8 oz)

(7) Example:

[Ho
")
®

Please Note: This defines the
delivery area for your mailing.

Oversize 2
Up to 35.56 x 28 cm
(14" x 117)

°©®

@

"123-456-7890"

Contact @-mail Address
{Optional):

@
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The following table provides a description of the fields.

Field Description

o First three characters of
the postal code

e Title of mail piece

9 Drop-off date

@ My reference (Optional)

0 Householder Counts
Data Type

@ Size of the items
in my mailing*

@ Samples

@ Each item is less than or
equal to 50 g (1.8 0z)

@ Enter the weight in
grams for items over
50 g (1.8 0z.)

Enter the first three characters of the postal code — known as the Forward Sortation Area
(FSA) — for the area you wish to have your items delivered to or click Postal Code look up or
online maps (see example below) to determine the appropriate postal code characters to
enter in this field. Please note that you may only select one delivery installation per order.

You may enter an alpha or numeric description that can be used to identify your mail item for
your reference, ex., “Bill Smith 123 Main ST — Nov. 1.

The drop-off date for your mailing is today’s date or any business day within the subsequent
seven calendar days. Mail items must be dropped off on business days only, that is, excluding
weekends and statutory holidays. Orders received beyond the subsequent seven calendar
days from the date your order was created, will not be accepted.

This field is reserved for your own use. You may enter up to 12 characters in this field, for
example, file number, campaign code, etc. This is not a mandatory field.

Consumers’ Choice data reflects the number of Canadian households wishing to receive
unaddressed advertising material. Total Points of Call data reflects all Canadian households
where Canada Post delivers mail and is only available for certain types of Neighbourhood
Mail mailings: House of Commons mailings, community newspapers, Elections Canada and
provincial chief electoral officers’ mailings and, municipal electoral mailings.

It is mandatory to select one of three size options:

e Standard up to 30.5 x 15.24 cm (12" x6")
e Oversize 1up to 30.5xx28cm (12" x 11")

e Ouarsjze 2 up to 35.56 x 28 cm (14" x 11")
-@- if the thickness of the item is thicker than 1.9 cm (0.75 in.) by selecting in

the checkbox. Indicating the size of your mail piece is critical as this determines the
delivery cycle as well as target area and delivery modes your business can target.
Note: If Oversize 2 is selected, a warning message will appear indicating that mail pieces of
this size can only be delivered to Non-Letter Carrier routes.

A sample consists of non-printed matter or a trial-size portion of an actual product. It may be
distributed on its own, attached or enclosed in an envelope with printed matter.

This box is checked by default. If your items weigh less than or equal 50 grams (1.8 0z), you
simply go to the next section. To help determine the weight of an item, you may visit your
local post office to have your item weighed. Your items will be subject to verification at the
drop-off location. Note that an average-size postcard measuring roughly 13.9 x 21.5 cm
(5.5 x 8.5 in) weighs approximately 6 g (0.2 02).

If the weight of each item is greater than 50 g (1.8 0z), you must indicate the exact weight
of each item, as this will determine your price per item. To help determine the weight of an
item you may visit your local post office to have your item weighed. Your items will be
subject to verification at the drop-off location.
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2.2 "My Contact Information” page

Enter your @ Contact Name,
Contact Phone Number and
the @ Contact email Address

Contact Marne: | @ (Optional).

Then press the Next Step command
button to continue the creation
Contsct e-mail Address | of your order or the Back button

(Optional): .
(@ to return to the previous page to

make changes.

My Contact Information

Contact Phone Mumber: | Example "123-456-7590" Q

Field Description

@ Contact Name Enter the name of the person you would like Canada Post to contact should there be a need to.

Enter the phone number of the contact person you would like Canada Post to contact should

Q Contact Phone Number
there be a need to.

Enter the email address of the contact person you would like Canada Post to contact should

@ Contact email Address
there be a need to. This is not a mandatory field.

(Optional)

The following table provides a description of the command buttons functionality.

Command Button Description

(«) back Takes you back to the previous page.

next step () Takes you to the next step of creating your order.
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3.0 Capturing Delivery Details —
Target Area and Coverage — Step 2

3.1 Delivery Details of the Mailing

This section allows you to capture all necessary delivery

details for your mailing. The FSA/PC you have selected in  Create My Order sep 1 @ 3 4
Step 1 is displayed here; if you wish to modify it, you R PR TG

must return to Step 1 using the Back command button. @ e G e
The address associated with the FSA of the post office e ::h.:v . s

that will deliver your items is also displayed here. You Postal Delivery Outiet serving this 393 ) ey D . @
may also consult the FSA maps and associated letter- pvAba e ik f-’?'@ '

carrier (LC) walk maps by clicking on the direct link. If
you are satisfied with the information, you may scroll
down the page to select your target area.

The following table provides a description of the fields.

Field Description

@ First three characters
of the postal code
you selected

@ Post office

@ FSA maps and associated
letter carrier (LC)
walk maps

The first three characters of the postal code you have entered in Step 1; to change this value,
use the Back button to return to the previous screen.

This is the post office address that will deliver your items.

After selecting “Online Maps”, follow the steps described hereafter to locate the first three
characters of the postal code (FSA) and to locate the area where you wish your items to be
delivered:

1. Select the first three characters of the postal code where you want your mail delivered to
to view the associated map.
2. Close this window to navigate back to the Create My Order screen.
3. To change the FSA you selected on page 1, use the orange back button at the bottom of
the screen.
OR
. Select the “Click here” link to view all FSA maps.
. Select your province by clicking on either the corresponding “U"(for urban counts) or
“R" (for rural counts), or “M" to view the map.
. Locate your “delivery area” from the alphabetical list of cities.
. Select the FSA to view the route and count information.
. Close this window to navigate back to the Create My Order screen.
. To change the FSA you selected on page 1, use the orange back button at the bottom
of the screen.

N —

o Ul b~ W
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3.2 Where to Drop Off the Mailing

Where to Drop-off My Mailing @

1 will Drop-off my mailing at the Postal Delivery Qutlet I would like to select a different drop-off location other
indicated above. than the Postal Delivery Outlet indicated above.

@ Please Note: If Canada Post has to transport Items to

an alternate postal delivery outlet. including a
customer selected drop-off location, a Transportation
Fea will apply.

This section allows you to either accept
the drop-off location @ identified here
as the post office that will deliver your
items, or to select another post office @
by clicking the “I would like to select
an alternate drop-off location”
option, which will bring you to the
Search Outlet / Induction Point page.

Notes: When a customer chooses a customer selected drop-off location, transportation fees will apply. Also, some locations have

volume restrictions. Please refer to the web tools for more information by clicking here.

This table provides a description of the fields.

Field Description

@ | will drop off my mailing  This field automatically identifies the post office where your mailing will be dropped off based

at the post office on the FSA/PC selected.
indicated below.

@ | would like to select an Click here to select an alternate drop-off location. It will bring you to the Search Outlet /

alternate drop-off Induction Point page where you can select your desired drop-off location.
location.
Transportation fee When the customer selects an alternate drop-off location, transportation fees will apply to

each item at the price indicated on the Neighbourhood Mail price sheet. When the drop-off
location selected is the pre-determined drop-off location or does not require transportation
by Canada Post to the post office, no transportation fee will apply.

3.3 Search Outlet / Induction Point

If you have chosen to deposit your items at an alternate = =
drop-off post office, the Search Outlet / Induction Point e v sty ‘®..... P @.h. b e i o @
page will be displayed. Simply follow these instructions: o e s [;j;.“,,‘;:\*—j f?;.,g,“,g\ﬁ I
e Select the Province @
Dutlen List
° Se|ect the Clty @ Outlet Hame Outlet Humber — Address City Provinee  Postal Code
SOUTH CENTRAL MEP [v:] 969 EASTERN AVE TORONTO ON AL 145
° Clle Search @ TORONTO ADMIN OFFICE g 1 DUNDAS 5T W TORONTO  ON M5 215
IORONTO DEPOT 4979 473 DAKWOOD AVE TORONTO  ON MGE 2W0
T 10 LD ADE| aDE resr 1 YONGE ST TORONTO  ON MS5E 175
. ) . . TORONTO 15T PLAC 7100 100 KING STW TORONTO ON MY 1CO
A list of office names will be displayed. Select an TORONTO STN ADELAIDE w2 31 ADELADE STE TORONTO ON  Msc2D
. . . TORONTO STN ATRIUM ON BAY B763 885 BAY 8T TORONTO ON MAG 2C0
office, and your new selected drop-off location will TORONTO STND s 119 SPADMA AVE TORONTO ON  MSvZld
be displayed Drop-off My Maili - e e o e
e ISp aye On your rOp O y al |ng page :-"J.E_i 'ﬂ';ﬂSKI:[:I..[:SI TORONTD  ON MGF 2KD
¥ arss 772 DOVERCRT RD TORONTO ON MaH 250
TORONTO STN F 3rse S0 CHARLES STE TORONTO  ON MaY 170
TORONTO ST 4887 B35 DANFORTH AVE TORONTO ON M4 10
TORONTO STH I noz 2384 YONGE ST TORONTO  ON M4F 2ED
o 704 SPADIMNA AVE TORONTD  ON M52 20
wsr TSTCLARE TORONTO ON MAT 1LD
30 2 LAIRD DR TORONTD  ON MAG 310
499 1780 AVENUE ROAD TORONTO  ON M5M 3YD
TORONTO STN T ons 39 DUFFERIN ST TORONTO  ON MEEB 30
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3.4 Selecting the Target Area

This section requires that you select your
Target area @ which will then determine
the total number of items required for your Houses Apartments
mailing. First, you need to define your target @ Farms Businesses
area by selecting houses, apartments,

farms or businesses, or any combination of the four.

Target Area

You may select to have your pieces delivered to Houses, Apartments, Farms and / or Businesses or any combination of the four.

Note: Indicating the size of your mail piece is critical to determining the delivery cycle and delivery modes your business can target.
(See section 2.1)

This section allows you to select the desired delivery modes (DM) for your mailing.

Auto complete split walks (T 1. A" DM
tnstaetoeY ome | Timand @ |Houses |Apartments |Farms |Businesses| o Total | Dssd You may choose to cover ALL the delivery

O | Buee ° 0 modes from all of the delivery installations

r | Hes o ° simply by clicking on the @ “ALL"

r | B o 0 command button. The total distribution

0 | Qe ¢ e is automatically calculated by the system.

Totals 0 o
@ Note: By selecting the “ALL” button,

the FSA checkboxes will be populated
automatically.

The following table provides a description of the command buttons.

Command Button Description

@ All By selecting “All”, you will automatically select all FSAs and delivery modes included in this
delivery installation.

@ Auto complete split walks N some FSAs, letter carrier routes may cover more than one FSA. This is referred to as
a “split walk”. By checking the “Auto complete split walk” box, you will ensure that all
corresponding letter carrier routes found within the other FSAs will automatically be selected.

2. Specific DM

Or you may select @ specific delivery modes

. . . (=] ﬂlm\ ] o L] (1] T ]
within the FSA (routes that will cover where - HBue R . . . R
you wish to have your items delivered). This [ - L so | e | o | e aan Gkl
option requires that you select each line @ P | onoom luomrmeat rora 2 2 : ' L3

'f h . d d | d Th tot | » r LB 2001 CRMTRE UILLE o o Ee e
o t e reqUIre e Ivery mo e. e o a '- LB 0001 MTLAT JACOURS Ta o el 21
distribution for each line will automatically o T e 5 F . = =
be calculated by the system. @ F | Lcooi | MONTAEALPOF A o o o 62
‘k '- LE 0011 MONTREAL POF & o L] 1 1
Note: Select one or several delivery modes B || tooow |motassrora | L2 A =
. . . 153 £ o1 [ FAL FOF & [ e
within an FSA by checking the boxes at the i . : = —
. . r LC 0018 MONTREAL POF A& az o0 10 an1
line level. The FSA box will then be checked, = | T ] e = = [
but it WII/ be greyed out. ThiS Wi” identify 1 LE 0027 MONTREAL POF & 148 o 25 it mn
that a selection was made within that FSA. L] | leeoss.  [uONTARALPGEA ot s 1 m
P LEOOI1  MONTREAL FOF A n I 124 183 8
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Total | Desired 3. Auto complete split walks

C | Dalivery Moda | Delivery Installation Name | Houses | Apartmaents | Farms | Businesses

Distribution | Total @
rmolete 1ol volks @ @ ' |l ' ' Letter carrier walks that cover more than one

r Busa T o 0 0 o 591 o FSA are known as split walks. Split walk lines
7 Euss 0 0 0 130 3163 130 are initially highlighted in yellow.
F u H3C 434 1094 0 807 232 38

T s e : d , , [  Toensure complete coverage for each letter

E | wss | cenmmevie . . . ” ——  carrier walk selected, you must check the

r PR —— - . - - s @ Auto complete split walk box. This will

o e e S R e = & ensure that all split V\./alks in SL.Jbs.equgnt FSAs

- oo ot rora , . N - = f':\re select.ed, and the_zlr total distributions are

@ - o ) ) ‘ t i included in the mailing.

¥ LCO1Z  MONTREAL FOF A 127 A 82 %0 [ % You may also choose to select only specific

¥ LCOOI5  MONTREAL FDF A 0 74 a ™ i FSAs within the split walk. By checking the

~ LCOO18  MONTREAL POF A £ - 18 451 il split walk box, the system will automatically

F | Lcoot7 | MONTREALFOF A W | e 0 385 [ =5 highlight the line in green and calculate/add

| LCO027 MONTREAL POF A 19 o 2 it o the total distribution for the line.

- . —

Take a look at line LCO011 on the screen on
the screen above (2. Specific DM); it is highlighted in yellow @, indicating that this is a split walk route. Now look at
the same row on the screen above (3. Auto complete split walks) and you will notice that, following the selection of the
Auto complete split walks and checking that specific walk, the system has automatically calculated the total distribution,
and the line is now displayed in green.

Note: The FSA checkbox of the split walk will automatically be checked, but greyed out.

You may modify the counts (total for each line) e [ s (e o o | Cusd
) ; i ) i Salact SA/ PC | Dalivary Mode | Delivery Installation Name | Houses | Apartments |Farms |Businesses | - kel

by selecting a line and simply typing the desired I

count in the Desired Total column: modifications

u L] H auto complate spiit valks @

O EH:M 0 0 o [ 3331 0
will appear in @ RED. The Totals, including g B 5 . s i %
modified counts, will be calculated automatically 7 HEwc o T e s o
by the system. If you click Reset Totals, the S [T, e . b . : -
previous totals will reappear for all rows. ol T TR T o z = - I

r LBOO0T | MTLETJACOUES 74 0 194 218 [ o
12 LCO00S MONTREAL PDF A 0 0 B &1 [&
4 LCOOIO | MONTREAL FOF A 0 & [ 162 182
13 LCOO11  MONTREAL POF A 0 0 1 4 [
¥ Lc o012 MONTREAL FOF & 127 n a2 260 20
W LC 0015 MONTREAL POF A ('] 74 4 T \ I
12 LCOOIE  MONTREAL FOF A a7 08 1 451 45
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| | ! (42 (23 I (44

Se - - | -
Select Delivery Delivery Demand 7] Total Desarede

(7] e das Mode Installation Name Level Houses ) Apsitments | Farms | Businesses | Distribution ‘ Total

This table provides a description of the fields.

Field Description

@ Select Select row(s) that correspond to the delivery mode where your item will be delivered.

@ FSA/PC A listing of all Forward Sortation Areas (FSA) associated with the delivery installation for this
mailing. The FSA is the first three characters (alpha numeric alpha) of the postal code, which
represent a geographical area. Click on the (+) to the left of an FSA to display a drop-down
list of all of its available delivery modes.

@ Delivery Mode Select the delivery mode, which corresponds to the sector (points of call) where your items
will be delivered.
Note: Indicating the size of your mail piece is critical as this determines the delivery cycle and
delivery modes your business can target. (see section 2.1)

@ Delivery This field identifies the abbreviated name of the post office that will provide the delivery
Installation Name services for the selected delivery mode (DM).
@ Houses This field identifies the count of houses in the delivery mode; a house is a building with one

or two dwelling units. If a business is operated in a house that is also used as a dwelling, it
is classified as a house.

@ Apartments This field identifies the count of apartments in the delivery mode; an apartment is a self-
contained dwelling unit within a multiple-unit residential building of three or more such
dwelling units. All units share a common main entrance and civic address but have individual
suite numbers. For the purpose of this definition, common entrance means entrance to the
building or to the complex, for example, a private lane or road. For urban areas, each unit has
a separate mail receptacle, which normally forms part of a centralized mail-receiving facility.

If a business is operated in an apartment that is also used as a dwelling, it is classified as an

apartment.

@ Farms This field identifies the count of farms in the delivery mode; a farm is a dwelling or a point of
call associated with a tract of land used to raise crops, animals or fish as a source of income
or revenue.

@ BuEiTEseEs This field identifies the count of businesses in the delivery mode; a business is defined as a

point of call where the primary activity is commercial or industrial. If a business is operated
from a house or an apartment which is also used as a dwelling, it is classified as a house or
an apartment.

@ Total Distribution This field identifies the total number of items, including the modified counts, for each delivery
mode, which is calculated and displayed automatically.

@ Desired Total You may modify the counts (desired total for each row) by selecting a row and entering the
desired amount in the desired total column box.

Note: Modlifications will appear in RED. The totals, including any modified counts, will be
calculated automatically by this tool and displayed in the bottom right hand box.

Express Order Entry: Neighbourhood Mail — Generic Solution 13



3.5 Mail Preparation Details

This section refers to mail preparation details and allows you to enter the following information:

¢ Number of items per bundle, @

¢ Number of bundles per container, @

* Container type @ (customer-supplied), and et i Ll T 1o e droppad ot

¢ Number of containers to be dropped off* @ ) @ ~Sekol =e °®
(the system automatically calculates the number of @ @ @ @
containers to be dropped off based on the number of k k k k
items per bundle, the number of bundles per

container and the container type).
* THIS FIELD CANNOT BE ALTERED

Field Description

@ Number of items Neighbourhood Mail items, including inserts and samples, should be bundled so that each
bundle can be held comfortably in one hand. A bundle must not exceed: (a) 152.4 mm in
height for items weighing up to 500 g; or (b) 200 mm in height for items weighing between
500 and 1,000 g. All bundles should contain equal quantities, except for the last one of a
mailing, which may be smaller and is referred to as a “residue” bundle.

My Mail Preparation Details

per bundle

The maximum weight of the container with enclosed bundles cannot exceed 22.7 kg (50 Ibs).
@ Number of bundles When using containers, the labels automatically generated by this order-entry tool must be

per container affixed to each container.

Bundles are to be enclosed in a suitable container. For help in determining if your container is
@ Container type suitable, please contact our Business Help Desk at 1-800-260-7678.

This field cannot be modified. The number appearing was calculated systematically by the
@ NS Er 6F camiEimes application based on the number appearing in the desired total field and the information

to be dropped off indicated in the number of items per bundle and number of bundles per container fields.

This figure represents the number of containers you will drop off based on the number of items
per bundle and the number of bundles per container that you have identified. It will also
determine the quantity of container labels that will be automatically generated for this mailing.

This field cannot be altered.
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4.0 Paying for the Mailing — Step 3
4.1 "Previewing the Order” page

This page allows you to review the post office, @

i 12 1 2 (@) 4 R
View My Order . . the drop-off location (1), and the drop-off date
Paying for My Mailing @ of your mailing. Once you have fully completed
Postal Delivary Outlet Drop-olf Location Drop-off Data (3 the credit card information, (see section 4.2), you may
MONTREAL - LCD - BRIDGE 2 MONTREAL - LCD - BRIDGE 2 2013/10/11 choose to print this page for your records; simply click
225 BRIDGE RUE 225 BRIDGE RUE . . . . .
MONTREAL QC H3IC4BO k MONTREAL QC HICABO k @ on the Print icon on the tOp naV|gat|On bar In your

& web browser.

The following table is & summarny of the seleced Target Area and Delivery Mode(s)

Target Ares

nts | Farms | Businesses

HIC LB 0001 MTL-ST-JACQUES 16 o o

H3C LB 0002 succ o 3 ] ] 2 ]
HIC LC 0104 BRIDOE 2 o 00 o 300 100
H3C LC 0106 BRIDGE 2 104 877 o o881 o8
H3IC LC 0108 BRIDGE 2 24 363 o 387 r
H3CT LC 0Ll BRIDGE 2 7 1z 2 19 19
HIC LC 0118 BRIDGE 2 70 997 o 1067 1067
H3C LC 0120 BRIDGE 2 12 800 o 813 817
HIC LC 0143 BRIDGE 2 7 381 o 600 L)
H3C LC 0145 BRIDGE 2 107 322 o 420 a9

4.2 "Paying for the Mailing"” Page [ meu s e sosies o you cust cars soan you sop i oue .

Credit Card Number:

. . . @ Credit Card Type:  —Select— B
This section allows you to review the total amount @

due that will be applied to your credit when you drop e sopen o crege 22 @

off your mailing. Expiy Date ¢ (MM/YY) @

Simply enter the requested credit card information; all @ shin

fields are mandatory: (3) credit card type, () credit  ZETESIInIET DEaT Ly e @
card number, @ name (as it appears on the card),

@ expiry date (as per the format indicated,

and @ Card Verification Value 2 (CVV2) credit card
security feature number.

Note: You may wish to print this page for your records. An official receipt (Statement of Mailing) must accompany your order at time of
deposit. At “Step 4 — Printing my Express Order Entry documentation” (see Section 6.0), you will be required to print all the documents.

@ YOU MUST CHECK: “| agree to the Terms and Conditions” box to be able to continue the creation of your order.

This table provides a description of the fields.

Field Description

@ Credit card type Select from the drop-down list the type of credit card you wish to use.

@ Credit card number Enter the number corresponding to the credit card selected.

@ Name Enter the cardholder’'s name as it appears on the card.

@ Expiry date Enter the expiry date (MM/YY) as it appears on the card.

@ Card Verification Value 2  Enter the Card Verification Value 2 (CVV2). The three-digit security code that appear on or to
(CVV2) the right of the signature panel on the back of your credit card

@ | agree to the This field must be checked to enable you to go to the next step.

Terms and conditions
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5.0 Submitting the Order
.00

Once you have selected Submit your Order will be sent and can no longer be modified

(1645) Note the information provided to Canada Post is subject to venfication. Therefore, if ltems actually presented to Canada Post are inconsistent with the information
provided (incorrect category, volumes, weights, preparation; missing surcharges elc.) prices may be adjusted and/or additional charges added as prowded for in the
Customer's Agreement with Canada Post. The Customer agrees that such price changes are to be automatically applied to the Customer through the same method of
payment chosen by the Customer for the Order (credit card or Canada Post account), with no further notice required to the Customer from Canada Post 4

Once you have selected Submit, your order will be sent and can no longer be modified.

Prior to the transmission of your order to Canada Post, a pop-up disclaimer message is displayed that is in line with the verification
of the information provided.

The mailing charges will be applied to your credit card when you drop off your mailing.
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6.0 Printing the Documentation — Step 4

6.1

You are now at Step 4 (the last step) of Create My

Order. Simply follow the instructions to prepare

your mailing for drop-off. Ensure that a Statement

of Mailing (SOM) and container label(s)
accompany your mailing, as they are mandatory

“Preparing My Mailing” page

Preparing My Mailing

step 1

Your Order has been successfully created. Follow the instructions below to
prepare your mailing for drop-off.

. Order Date: 013/10/11
for drop-off. See the next section for a sample of O Woshve Cpsrom
e . . . . ransaction Type: ale
each document and specific printing instructions. Cradit Card Type: visa Plasse Note: You may print this page for your
) ) Creadit Card Ownar: S Testar r.o:ord\nq. ThIQ Suu‘mcm of Mailing below is
¢ You may also print this page for your personal i feamn ; :
records; however, take note that the Date and Time: 2013 1013 13:38 €07
. . . . Merchant Online Address: wean.canadapost.ca
Statement of Mailing is your official receipt.
¢ To print the official Statement of Mailing and Instructions
all other required documentation, you must Print your documents
ensure that Acrobat Reader |S InSta”ed on your 1. Click on each of the documaent links below to open a PDF window.
2. In the new PDF window, click on the print icon = on the Adobe® Reader® toolbar.
computer. ot st clicke an tha link Balow in arder tn ansure that the ool aub ! - of Maiing an
. download it here” to view POF e i St
nOtl C IC own oa It ere to VIeW A customaer can get help with Unaddressed Admail Express Order Entry by sending their request to uam. msa@canadapost.ca
documents. 4. Follow the Instrictions in the print dialog b prnt your document,
. . . . ocuments can reprinted within 24 hours from Vigw Cu
* Following the printing of your documents, if S DAL bR W 34 e

you wish to end your session, click Close the

session, and a pop-up screen (see section 6.4)

will be displayed; click Yes if you want to close

the session or click Start a new Order if you
wish to create another order.

6.2 Printing Instructions

F yo

2

Statement of Mailing
Print on regular 21.5 x 28.0 cm (£.5" x 11°) paper

Containar Labals
Print on 21.3 x 28.0 om (8.5" x 117) label stock

u do not have Adcbe Reader to view POF documents, download it hare

I r mailing for Drop-of

Ensure you have printed the Statement of Mailing and your Container label(s),
To confirm your mail ltems meet Admall [e.g. size. waight) » representative sample of the Item
must be provided to the drop-off location on or before the drop-off date.

. Bring the first and second copy of the Statement of Mailing with your mailing to the drop-off location, and keep one copy as
your Order receipt for your records.

+ Attach the Container label(s) to your container(s). For information on how to order Container Labels glick here

Drop-aff your mailing st the identified drop-off location an 2013/10/11

For detailed instructions on Mail preparation, g

Close the session or Start a new Order

To print your documents, click on each of the document links below to open a PDF page. In the PDF page, click the print icon
on the Acrobat Reader toolbar and follow the instructions. To confirm your mail items meet Neighbourhood Mail specifications
(ex., size, weight, etc.), a representative sample of the item should be provided to the drop-off location on or before the drop-off date.

Unaddressed Admail - Fully Featured
Mediaposte sans adresse - Haut de gamme

Mniled By Cusiomer Number Expédié par N* du client: 7823210
BOA CUST DO HOT USE - 005

123 TEST ST adtadt
MONTREAL QC H2X 1K4 5555566555

Co07411750
Accepling Location  Lieu de dépdt

Statement of Mailing

[ Click on the PDF icon to print the Statement

Memhod of Fayment Mode de pasment
Credit Card | Carte de crédit
Cormnstbin  We e la somemnnen

Pasd By Custormer ho.N* du chenscomiie

To2310

of Mailing

Tramsmed T ansmes. S0TM10 1 13.88 EOT

® 117) paper

2

Mailed on behalf of Expédié au nom de: TE23210 BQA CUST DO NOT USE - 005
Deposit Summary | Sommaire du dépét

Location Name | Mom du bureass |

Deposit Date | Date du dépdt:

CIF ACMA: No | Non

Customer Rieterence  Rétérence du chent
ZHAB 23003 50741 17500 00000 0000

Acceptance and RTO Scans Requied (CPC use onty)

Balayage dacceptation et RTO requis (A Nusage de SCP seulsment)

Saevce Desenptin 4

Aeuses

Weght | Pavce

o "
escrpinn du service o

Ursddrestes Admad - Giea | U aooite 3ans sdresse 03

Direct to D1 / Directement aux L)

Once displayed click on the Printer icon

Three copies of your Statement of Mailing will
automatically be generated; you should bring
Copy 1 and 2 with your mailing to the drop-

off location and keep Copy 3 for your records.

Entire Mailing | Envoi compilet

High Demand /| Transpertation | Transport
Product Cott Cantre Retersnce. Dupost Dste  Paces  WeghtPacs 3 Pumce ot Soicak Fuaces Total Cont (3}
Fodul Faterenos cente de cots Dute duddplt  Amcies  Powsiace §/atce  3ikg 3/ Piece sl Arsces  §/kg Tetal des b 5]
00005 E T EE] i2g 9015000 e ]
TOTAL T waa- waaig B 5

Deposit Type | Type de depat Ease Charges frais de base 2.768.38

Dwrect to Di / Dwectement aux IL Discount Rabais $22 66

Fore Tazes Tetal PT— 8224373

GSTITPS $0.00 HSTITVH $291 68 PST/TVF $0.00 s e

Total Amount Due to CPC Montant total dd 4 la SCP [-ESTT]
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The Distribution Plan

The distribution plan can be printed from the “Current Orders” page.

WELCOME TO YOUR

Online B

usiness Centre

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

Logout

[Tools and Resources

2P

| Electronic Shipping Toels

Communication
Services
appropriate

Current Orders

Order number(s) identified below have been successtully transmitted. if required, documents can be reprinted within 24 hours. When chcling on the
d in o PDF format. Chck on the printer icon in order to print your document. Piease note that this

nk, the will be displ

Lettermail

| Frangais |
Helo desk 1-800-277-4799

—1 experience & printer falure. To affic the same document on more than one mading s considerad a fraudulent act

Addressed Admail

Help

functionalty is inlended to enable reproducing the original oulput documents for your records of in the event the documents were damaged or you

! Mailed on
Publications Mail Order Number Service Document Name Behailf of Total Cost
Unaddressed Admail . | CI07411750  Unaddressed Admal 7023210 5253541
Fully Featured
Unaddressed Admail Slelerentol Vawng
Express Order Entry
Unaddressed Admail
SOM Only
Int'l incentive Letter
post
Curremt Orders
Delete Templates
PC[P(I!:.
|
Container label(s)
Click on the PDF icon shown here to print your container label(s).
Coatainer Labely
Print on 21.5 x 28.0 em (0.9 = 117) |abal stock
A container label must be affixed to each container.
- e [Fepp———y Lt au e e e | Burche gt | Pacm (51 O3 Pleosc Artiokes $URD
Unaddrwf‘ssed Admal:‘u Médiaposte sans adresse| [T ot @ eT DO NOT USE . 008 I |uol,_.__“‘; zuzl I
LBE2KO 1 z 2 ERRT. — e L= e M= =
a3 WiLLEN D - Cmry am e T r e mm ?0233125121‘?: CUST DO NOT USE - 005 L3S AR De | Tous MLE
1
el ] — UPONRECEIPT  SURRECEPTION |[1Z3TESTST =
ZLEK 82003 90741 17508 00001 0000 e e
(amweee Paererow |
e mee aterarom o
T of e Tirw g Mo e oo
ottt -
ek I 1 e e 142
T e T ) —— ——- 2 =
Unaddressed Admail Médiaposte 5ans adresse) [Mes: o e = T [ 1@]“‘"_"‘“3' 26 13 /8 Puoet E] Artioies SURD
— — “so7a1T750  ooo1 7023210 HQA CUST DO NOT USE - 00S i P | w5
o - e [T | K| temmrm— x ;:'_'_ S —
L8E 2K0 2 12 ey [rr——r—— 1023210 QA CUST DO NOT USE - 005 E_:““""” ‘U e L] U=
1S3 MILLEN RO UPONRECEIPT  SURRECEPTION | [123 TEST ST e
STOMEY CREEK - STN-LCD 3 MONTREAL GC H2X 1K4
ZLEK 82003 90741 17508 00002 0ODO e —— e o
e | Fatarwrom |
fetwce Feterwnos I
[T o i T T o6 famcm e e
m T e of Burdes
TR T BT [ = — e
— Dl - | S e e e e
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6.3 View Current Orders

To simplify the creation flow, and to allow you to
always have the opportunity to successfully print your
documents, a @ View Current Orders link appears on
the data entry page.

ST | Create My Order

Express | :
= About My Mailing
Order Entry ' ilin Your documents can be reprinted up to 24 hours after
. - Pluase Mate: This defines the transmISS|on'
This tool will guids you Coda: L dalrrary ama for pour mading
of placing
-t
the process a ¥
W T iy s Postal Code Look Up. Online Maps (7 -
Gligk haty to find & postal code s harg To veew othes F5A mass o
1. Prowiding mailing and W
contact informaton; 3 -
. ting your target
and coverage
S Bk tedar Title of Mai Siace
i b Srop-off atw: 0N Frdey) =@
My Rafarance ,—' -
[Opticnal) o
YRR e i e Houssheldar Counts Dats W iy O
1. Adsbe® Resder® L Total Points of
Y E Sizw of tha wms in my mailing: (F)
Stardard
Up te 30.3 x 15.24 om z . e = -
|| (" = &) t L ¥ 2} Current Orders - 6.2.0b L.P.E. - Microsoft Internet Explorer
samples Order rumber(s) idertified below have been suce It resuired, can be reprinted within 24
i v & Each Jtarm in luss than Evtar the mmght in grams 7 hours. When clicking on the appropriate document fink, the document will be displayed in a POF format. Click on the printer
o 7 NSl 0 (L aa) | Tardamt ovec 30 x U1t an) icon in ordar bo prird your docurmend, Please note that this functionaity i intended to enable reproducing the original outpul
) Contact Information documents for your records of in the evert the documents were damaged or you experience a printer faiure. To affix the
J e same document on more than one maling ks considered o fraudulent act
adaba n..:‘v_.:;.l:—: 4008 S - Order Print Mailed on
s . i Number Count  Service Document Nam Behalf of  Total Cost
s Contact Phone Numbaer: (F) Exasngple: “123-456-T830° SR o i A
wou need ta downicad » gy CTDON0SESS 1 Unaddreszad Admad -] t o230 #1335
of this. saftwrs. Contact a-mad Addrass #
{Opticnal) @

Unaddressad Admal Statemerit of Mading 7023210 $4.44983
Statement of Mading

Sumimary of Mailing

Summary of Maling

Cestribution Plan - Detad

Digtribution Plan - Detad

CT00008653

Once current orders displays,
simply click on the appropriate
document name.

istribution Plan - Summary
0 - Summary

6.4 Ending my Express Order Entry Session

) After printing all necessary documents, you may click Close my Session. This is the
fou are about to end this session. & Staternent of . . . L.
Mailing, Unaddressed Admail Delivery Slip and Contsiner last step before ending your session. A warning message is displayed to ensure you
Lahalis) are required when you drop-aff your mailing, have printed all mandatory documents for dropping off your mailing. If you click
Have you printed all the required documents? . .
Yes, the session will end.

] el

If you click No, you will remain at the Step 4 page — Preparing my Mailing until you
select either Close my Session or Start a new order.
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7.0 Delete Statement of Mailing (SOM)

This section illustrates the process to delete a SOM.

— T Eiass Contre B8 From the Online Business Centre landing page under Tools and
ey . Resources, select @ Delete Statement of Mailing, which will

= open the Delete Statement of Mailing form.
:sopportﬁnlty _ P 9
nocking at your door?

Expand into the US market with low cost, reliable shipping.

* LEARN MORE + 1-866-747-3870

OBC Apglicats I

© EST-Ele nic Shipping Toals

l’rlpu. your mllllnnl hl-l
Al tha hals you
r cnline shipping sehutions dirscly
or ds rload the e hup varsicn. raad in ona place
Raady...Sat...Ship!

Chek harat

0 MMA - Manage My Accounts
9 Dincovas tha
nt with .Lwr sccount Corvaniance of
print and pay your nvoioes Ordna BPayrmaert
i 74 ) an
— Chek hare!

O store - Ocder Products and Supplies

Fastured Pry aM;:

Ovdar stampr, p-dwnw supplas, lsbals 2 PERMARENT
;nﬂﬂ:ﬂ“‘lﬂ"l ,EI amps™

ERE o] Track a Package & Track a Mailing
Ii nitar Ttam fumb. THACH
O wer - pusiness Reply sail™ ud ead Tiodh I_: e
T
Craste and pand Busirmss Raph '
A e T R | e —————————————————————————————————
g Fare | Cich hara!
WILCOME T ¥
Online Business Centre

IR0 Canads Post Lorporation Home | EST | MMA | Store | BRM | My Profils | Suppoet Tools and Retcurcen - J

Delete Statement of Mailing

OBE Applcations

EST - Elmctronic
| ShieeiaTesle |  Enter Statement of Malling detalls ( *) Mandatary Fields
HMA - Manage My Mailed by # 0081327269
@ You need to provide the following information: R |1t otk A2 e
- Orddur Prodkicts & Resson for delation * Prindin \| Prcblan
¢ Mailed by customer number .7’:.- i ,m ‘@
¢ Mailed on behalf of customer number Raply Mot Date SOM Transmined *
¢ Reason for deletion ex., printing problem i
. s this 5OM being replaced? gy
e Date SOM was transmitted e Dm e
T Humbar
e Statement of Malllng (SOM) number — Ta ensure prompt resalution, please provide the follaving details
of your mailing.
::;m‘ Total Humbar of Pleces
@ If you do not have the SOM to refer to, provide R % ‘
the following information: T ek L |
¢ Total number of pieces acdtionia iormatonon |
Rearan for Daletion ;]
¢ Product type
Contact Narma —
¢ Dollar value of SOM Comacttonatunber [

| 1 cartify that ne mad ibarns ware or wil ba 1ert refesencng the order (SOM)
identified sbove.

Once the SOM Deletion request is completed, Subrit | Giear |
Canada Post will contact you by email. / i
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