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Phone: 0800 783 783 ticket-itsupport@courierpost.co.nz

Using Ticket-it

Ticket-it is CourierPost’s new online label printing application. With Ticket-it you can print labels for
individuals and for bulk mail outs. You can set up groups of customers or define templates to make
bulk label printing faster and easier. Add Ticket-it to your browser favourites or put a shortcut on your
desktop for quick access.

Login

When each user at your company is set up in Ticket-it, they will receive an email with their username
(email address), initial password and the link to the webpage.

To login for the first time:

1. Open the Ticket-it email.
2. Click the link to Ticket-it.

Note: You should save the login screen as a “favourite” within your browser and / or save the location
as a shortcut on your computer desktop.

Subsequent logins:

1. Click the desktop shortcut, or
2. Open Ticket-it from your browser favourites.

The Ticket-it validation screen opens first. Once validation is complete the login screen
automatically opens.

3. Enter your username (this is your email address).
4. Enter your unique password.
5. Click the login button.

Forgotten password

1. Click the Forgot password? link.
2. Enter your username.
i'i 3. Click the retrieve button.

“ Forgotten your password? An email will be sent to your email account with a
new password.

4. Check your email.

5. Follow the login process as above.

6. Your password will expire and you will need to set
a new one.

7. Type a new password of at least 8 characters
plus one unique character (e.g. a number or
character such as $, %,#).

To create a shortcut to Ticket-it or to add to favourites, point to the title bar and right mouse click.
Choose your option from the drop down menu.
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Getting around

Single left click on a menu name to open it.

See the image below.

Manage your user

The logo can be clicked Use Address book to
from any position to add or edit customer zﬁéﬁﬁ;?ae;rs
quickly return to the addresses and ’
labelling page manage groups. manage site users
' and user types.
-‘ -
Ticket3it s, courierpdbt ©
- Lahels Adidress Book Track & Trace Manifests & Reports Administration
%uick Labelling Batch Labelling — PHaNrom Tep@e

Produce labels for
individuals; for bulk
mailout; or from a
saved template

Find specific Track &
Trace information. View
pending manifests and
generate reports.

Default pages

In Administration/user preferences you can set a default page for Ticket-it to open to. However, you
can at any time define another of the Labelling pages to be a default by clicking on the link displayed
on the right hand side of the red title bar.

hake this my default labeling =

Anytime you click away from then back to labelling this page will now open.

The user preference default page still opens when you first login.

You can change the new default at any time by clicking on the link on a new page.

You might use this option if, for example, you are going to do a lot of batch labelling today - click the
link and make this your default. Later you can click the link on the quick labelling page to reset the

default.

Set printer defaults

A

This step only applies if your site has chosen to install ActiveX.

Your printer preferences must already be defined and the page size created (we recommend that

you name it Ticket-it). Please refer to the separate printer installation guide for instructions.

We

recommend immediately setting the printing defaults the first time you access Ticket-it.

1. Click Administration on the menu bar.
2. User Preferences opens.
3. Set the default printer to be the label printer.
4. Set the Default page size to be the Ticket-it printer page name.
5. Click the save button on the bottom left.
Version 2 Released 18 September 2008
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User Preferences

Your Details

Login Preferences

——
—
—

Choose your label
printer

User Default:

[Zebra LP2844-Z
3 L * M| Ticket >
e Gluick Labelling 'I

189624 ~

Choose the page
setup name

183824 | CP IT OMLINE ¢

12750 |Rob Telecorn T2 v
[l —

Tsave g
M Save the preference
chanaes

You need to do this once per username.

Quick Labelling

Printing labels consists of three steps:

Step 1 — Address details — Find the receiver’s details

will

Step 2 — Shipment details — Define the item(s) to be sent

Step 3 — Print labels — Review the label(s) and send to printer

Note: A receiver is the person or company you are sending packages to.

ticket-itsupport@courierpost.co.nz

Sheri

Fox

CPost

151 Yictoria Street Wwest
[Auckland

CBD AKL

Postcode Finder

—
——

Use Quick labels to print labels for an individual receiver who exists in your address list, or

alternatively you can:

1. Add a new receiver to your address list and create a label for them all in one step, or
2. Create a label for a one off receiver without saving their details to your address list.

Using the tab key
Tab key functions are supported by Quick Labelling.

Use tab to move to fields and option buttons, and enter to select. Use the space bar to tick
checkboxes. The Shift+Tab key (backwards tab) will take you back to the last tabbed field.

Some functions within Quick Labelling are not supported by the tab key, for example the Show filters

and Edit links. Use the mouse to access these.

TN

any data you have entered.

If you click away from Quick Labelling without completing the label print you will lose

Version 2 Released 18 September 2008
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Cr)]uu:k Label scre_en;hovymg the Site code and sender
three steps required; options to address selection.
search for, or to add receivers

Quick Labelliy{ Batch Labelling  Print From Template
Step 1 - Address Details site Code [ 100024 =

IType to select a receiver Show Filter Options + ADD NEW RECEIVER Sender CP IT OMLINE SM +

Add One-off Receiver

Step 2 - Shipment Details +

Step 3 - Print Labels [

Step 1 - Address Details

Select sender address

When printing labels for your usual (default) site you do not need to perform this step.

However, if you are printing labels for a different location or company you need to select the correct
site code and/or sender address from the drop down fields on the right hand side of the screen. (You
will only see the site codes that were enabled when your account was set up.)

Site Code | 150804 >
Ll CPIT ONLINE S8 =

TesSendaiblaw

The site code is used for manifest and invoicing to ensure the correct site gets billed — that is, it is
the origin point for billing. The address you select simply displays on the label as the ‘from’
company name and address.

For more information see the section on Sender Addresses.

Print label for an existing receiver

Search on their Quickname (this is a hame that can be assigned to them; you could use your ERP
Debtor codes), Company, Town/City or a combination of all these fields. All is the default selection —
bypass steps 1 and 2 if you want to use the default.

Click the Show Filter options link

Select at least one option for searching.

Begin typing the receiver name in the search field. A drop down displays the results.
Click on the correct name.

Click the green Add button.

aogrwdPE
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Search options — All is the default.
Click Hide filter options to close.

Step 1 - Address Details

| l Hide Filter Cptions + ADD NEW RECEIVER

W &l W Guicknames | Company ¥ TowndCity pddl@neofiFR=celver:

Beekeeperrs , 21 Harbour View Road , PointWells,RD 6 | Warkwarth Edit

Caontact Jono

Customer Reterence ttem Inventory Detalls

|BEED1DB July Specials =l Click to open and edit
the receiver's address.

Delivery Instructions For existing receivers the

Reception =l changes will be saved.

— Notes are for your information only — For one-off you are just

(semac Ik REIG they are not printed on the labels. modifying the temporary
details.

Step 2 - Shipment Details

Step 3 - Print Labels +

Alternatively:

Use the tab and enter keys to move to fields and make selections.
Add customer reference information, delivery instructions or inventory notes.
6. Click in the required field and type the details.

To make changes to a receiver’s address (delivery instructions, contact name, phone number etc.)
and have them saved, click the edit link. Make changes and then save.

When you have entered all your requirements

7. Click the Proceed to Shipping button.

Print label for and add a new receiver

1. Click on the yellow Add New Receiver button.

A new window opens for you to enter all the details relating to this receiver. Fields marked * are
mandatory.

Add New Receiver

Company * IFarm Fresh Contact* I
Quickname IBEWI]?E— Phone Mumber* l—
& StreetAddress ¢ PO Box/ Private Bag # Mobile l—
Email |

UnithoféptNoBld Mg |
Building Mame | ]

Group Names

) Select the code(s) that

Street Mo, Street Name, Suburh, TowniCity * £ can access this
Addresses are TIP:Find the suburk by inserting % after the street and befare the townicity. Site Godes) - 8982/ reCeiVer‘S addreSS. |f

validated and will not selected then

d d Click. here if wou can't find street number. o .
rOp own as yOU Country ™ New Zemand Confirmation Emails © Yes & MNo users at.those site
codes will not see the
Posicode receiver

type.
|
Delivery Instructions [ \ Eance

Customer Ref |

However, if the
street number
cannot be found,
click here

Version 2 Released 18 September 2008 Page 5
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2. Complete at least the mandatory fields.

3. To add a valid address for the receive see Adding addresses.
4. Click the Save button. The receiver will be added to your address list.

Add customer reference information, delivery instructions or Inventory notes.
5. Click in the required field and type the details.
When you have entered all your requirements

6. Click the Proceed to Shipping button.

Print label for a one-off receiver

A one-off is a temporary record. This may be a receiver you do not normally do business with.
1. Click the Add One-off Receiver link.

A new window opens for you to enter all the details relating to this receiver. Fields marked * are
mandatory.

One Off Receiver
Contact™ AluN(o}
Campany I
% SireetAddress (" Private Bag or PO Box
UnitMaispt NoBld Mo |
Building Mame I
Street Mo, Street Name, Suburb, Town/City *
lick here if vou can't find street number & name.
Postcode
Country New Zealand
ADD Cancel

2. Complete at least the mandatory fields.

3. To add a valid address for the receive see Adding addresses.

4. Click the Add button. The details are NOT saved to your address list.
Add customer reference information, delivery instructions or Inventory notes.
5. Click in the required field and type the details.

When you have entered all your requirements

6. Click the Proceed to Shipping button.

Version 2 Released 18 September 2008 Page 6
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Step 2 - Shipment Details

Choose the service and package types that you require labels for. You can include one or more
services and package types to be sent to this receiver and define the number of each.

Service Package

. select field . select field

Step 1 - Address Details

Step 2 - Shipment Details

Courier Past Online Parcel =l [standard Ba| + ADD A CUSTOM PACKAGE
Service Quantity Weight(kgs) Sig PRural Sat HRLxW(cm) Cubic(m3) CourierPost Pricing
| 1 3 - r r g nia $4.53

RE T Fy T r BRSSP st

&

Click here to
delete selected
package(s) from
this list

E OCEED TO PRINTING + SELECT ANOTHER PACKAGE Delete’

Step 3 - Print Labels

L_| Click to select a \__| weightis
parcel (to remove mandatory
from list)

Select service and package

1. Click in the select service field and choose a service from the list.
2. Click in the package field and choose a package type from the list.
3. Click the green Add button.

Alternatively:

Use the tab and enter keys to move to fields and make selections. Use the down arrow to move

through the options in the Service and Package fields. The Shift+Tab key (backwards tab) will take
you back to the last tabbed field.

The record displays in a list.

Add different service and package types, or more package types to the selected service, if
required.

4. Click in the Service field and choose a different service (optional).
5. Click the package field and choose another package type from the list.
6. Click the green Add button.

Make any changes to the fields that may be required, e.g. increase the quantity of a package:
7. Click in the quantity field, delete the default and type the number of packages.
8. Click to tick the checkboxes for Sig, Rural or Sat if required.

9. Click in the weight field and enter the known weight. This is a mandatory field.

Alternatively:

Tab into each field and make changes. Tab to the Sig, Rural or Sat fields and press the space bar
to select.

For Rural and Saturday delivery you are still required to affix the appropriate stickers to the parcel.

Version 2 Released 18 September 2008 Page 7
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The weight displayed in the details panel on the right hand side of the screen will be the greater of
the physical versus volumetric weight. See Calculating Weights for more information. The panel
updates when you proceed to printing.

Site Code | {39524 'l
Sender CP IT OMLINE St 'l

Quick Label Details

Contact
bettycourierpost co.nz
Receiver Address
Flat 2

268, Hoon Hay Road
Hoon Hay
Christchurch

Customer Reference

Delivery Instructions

Shipment Details

1 = CPOLTP
o eight: 3kg

If a package has been added to the list and is not required you can remove it (see above):

10. Click in the left hand checkbox to select the record.
11. Click the Delete link to remove it from the list.

When you have entered all your requirements

12. Click the Proceed to printing button.

Add a custom package

You can add a custom package at any time.

\ Adding a custom package is permanent. For a one-off package type it is better to
(= modify an existing package.

1. Click in the select service field and choose a service from the list.
2. Click the Add a Custom Package button.

A new window opens for you to enter all the details relating to this package. Fields marked * are
mandatory.

Custom Package

Package Mame* |R0tary Box

Enter Dimensions {in cm) ifvalume is unknown

Height Length idth
Dirnensions |SD |ED 45

Cuhicim3) I

ADD PACKAGE Cancel

3. Name your package.
4. Enter dimensions (in centimetres) or cubic volume (it is mandatory to enter one or the other).
5. Click the Add package button.

The package is added to the package type field and is displayed in the list.

Version 2 Released 18 September 2008 Page 8
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6. Modify the weight field to reflect the actual weight of this package.
If necessary:

7. Click in the quantity field, delete the default of 1 and type the number of packages.
8. Click to tick the checkboxes for Sig, Rural or Sat if any of these options are applicable.

When you have entered all your requirements
9. Click the Proceed to printing button.

Step 3 - Print Labels

In this section you can print labels, use view details to ensure data is correct, include return labels or
print return labels only. You can also cancel label printing if necessary.

Step 1 - Address Details +

Step 2 - Shipment Details +

Step 3 - Print Labels o)

‘¥ou are ahoutto print a ticket for hettycourierpost.co.nz.

wieww Details

O O
Cancel Printing of labels

To view labels:

1. Click the View details link.
2. Click the Done button to return to the print labels screen.

If you want to go back and change something, you can click back on the red title bar
= to open that section. Make any changes then click on the red title bar to open Print
Labels and complete the label print.

To add return labels or to print return labels only:

3. Click to select the appropriate round checkbox before printing.
4. Click again to remove the dot and deselect it if you no longer want it.

To cancel the print completely (can only be done before the print labels button has been clicked):
5. Click the Cancel printing of labels link
If you print a ticket in error or wish to change the weight or destination of a ticket -
= Print a new ticket with the correct details and discard the incorrect ticket
immediately. We will only bill a ticket that has been scanned.
To print the labels:
6. Click the green Print labels button.

Reprint Label

Sometimes a label may not print (because, for example, the printer is turned off or unplugged). In
most environments the print jobs are spooled, so the label will print when the printer issue is
resolved.

In the event that the label does not print you can reprint it from the Print History Report option.

Version 2 Released 18 September 2008 Page 9
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Print History Report  Usage Report  Pending Manifest

View Print History

. l— I Ta Date I GENERATE REPORT
[T 13Jun  1838240000062001AKLOOZHN  CPIT ONLINE  noemi Marker Greylynn  CPOLTP $4.53 Mo

2008

+ REPRINT

SMARTHP

DOWNLOAD ALL 1 2 3 .. 398 =

1. Click on the Manifests and Reports tab option. The Print History Report screen opens.
2. Atthe bottom of the page, click on the last page number (latest records show on the last
page). . .

3. Find the record for the unprinted label in the list.
4. Click in the checkbox to the left of the record to select it.
5. Click the Reprint button.
W 18 Aug 15393240001034501PLNOO3HN  CPITOMLINE  Gerry Geng Palmerston CPOLTP $4.53 Mo

2005 SMARTHP Marth

FIRST < .. 395 396 397

+ REPRINT DOWNLOAD ALL

398

A new label is printed. Note that the barcode number will be different to that shown in the record
list, as each label print generates its own unique number.

Batc

h Labelling

Use Batch labelling to print labels for multiple receivers from your address list and/or groups, for
example when you are doing a bulk mailout. You can also:

aogrwbdPE

Add a new receiver to your address list and create a label for them all in one step, or
Create a label for a one time receiver without saving their details to your address list.
Add batch references to all the receivers in the list.

Select receivers from the list and save them as a new group.

Save the print run as a template for future use.

Version 2

Released 18 September 2008
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Find a receiver
from the address

book.
Search for Step 1 - Address List Make this my defautt labelling screen
existing groups,
select from the list Craftsman Plumber Type to select a receiver ADD + ADD NEW RECEIVER
and click the Add Show Filter Options
button.
0 Captain Captain Fartastic  Invercargil
Fartastic
O HP Hewlett-Packard  Auckland MZ2-01005 Deliver to reception
Mew Zealand Ltd
[ Suzy ReceiverCompany! Mapier insiche out cust ref outsice delivery instr
Save all these
1 = m receivers to a new
PROCEED TO SHIPPING % REMOVE FROM LIST | Add One-off Receiver  Apply Batch References  Save as Mew Grau group name.
Ad.d a Or:;:()ﬁ Apply reference to
receiver address every receiver in
to the list.

the list.

' If you click away from Batch Labelling without completing the label print you will lose
= any data you have entered.

Step 1 - Address Details

Click here to see the section on how to select Sender Addresses.

Print labels for multiple receivers

Choose defined groups of receivers (these must have been set up previously)

1. Click the Select a group drop down arrow and click on the group name from the list.
2. Repeat this action to add multiple groups to the list.

If you don’t have any groups you can find the receivers individually and add them to
= the list, then if you want to you can save them as a group from here (see Save as
new Group below).

To find receivers one by one, search on their Quickname (this is a name that can be assigned to them;
you could use your ERP Debtor codes), Company, Town/City or a combination of all these fields. All
is the default selection — bypass steps 1 and 2 if you want to use the default.

1. Click the Show Filter options link.

2. Select at least one option for searching.

3. Begin typing the receiver name in the ‘Type to select a receiver’ field. A drop down displays
the results.

4. Click on the correct name.

5. Click the green Add button.

Continue as above until you have added all the receivers you need to print labels for.

<’ You can add groups and individual receivers to the list. If a receiver is listed in more
= than one group they will only be displayed once as duplicate records are removed.
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To go to the section on how to add a new receiver whilst printing a label click here Print label for
and add a new receiver

To go to the section on how to add a one off receiver click here Print label for a one-off receiver
Add batch references to the list
You can add customer reference information, delivery instructions or Inventory notes as required.

If information is the same for all receivers you enter it only once and apply it to everyone in the list.

1. Click on the Apply batch references link.
2. Type the data into any or all of the three fields.
3. Click the Apply to all receivers button.

Add batch
references

Batch References / Cloze
Custamer Reference

Delivery Instructions |Hand|e with care

Consignment Motes I

APPLY TO ALL RECEIVERS | Cancel

When the information is different for each receiver, or applies to only a few receivers, you can do
this one by one:

4. Double click on the receiver’s record line in the area under the column(s) named Customer
reference, Delivery Instruction, or Inventory Details. A field opens where you can type the
data.

Add one-off
references

Mote for this
custamer only

=
[

KWZ2-01005 Celiver to reception

Do this for each individual receiver as necessary.
Click anywhere away from the field to close it.

Save as new group

If you have a mix of groups and/or receivers you have added individually and know you will be doing
future deliveries to this same list of receivers you can add them as a new group. Note: If you have a
one-off receiver in this list you cannot add them to the group (a one-off is temporary).
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v

W Sweet heart Swveet heart Welington
W Suzy ReceiverCompanyl Magpier

[+  Jon Piece ReceiverCompany2 AUCKLAMD

1. Click in the checkbox to the left of the Quickname title. This will select all the receivers in the
list.

2. To remove individuals just click in the checkbox to the left of their record to remove the tick.

3. When you have selected the records you want to add to the new group, click the Save as new
group link.

A window opens. Iltems marked * are mandatory.

4. Type the name of your group.

5. Type a description of the group (this will be helpful in the future to know why the group was
added).

6. Click the green Save button.

When you have entered all your requirements
7. Click the Proceed to printing button.

Step 2 - Shipment Details

To see the section on shipment details click Step 2 - Shipment Details
Click this link to read about Select service and package
To learn about custom packages click Add a custom package

Step 3 - Print Labels
From here you can create a template of this batch label print job which can be used again in the
future. The benefit of this is that all the data — receivers, shipment details etc. are saved as part of the
template, which means you do not have to reproduce the information in the future: you simply choose
to print a template (see the section Print from Template) to replicate this print job. Note: you can only
have a maximum of 20 templates.

Click here to review Step 3 - Print Labels to see the options available.

To create a template and print labels:

1. Click the Print and save template button.

2. Give your template a name.

3. Click the Continue to printing button.

To print the labels:

4. Click the green Print labels button.

To cancel the print completely (can only be done before the print labels button has been clicked):

5. Click the Cancel printing of labels link.

i‘ E If you print a ticket in error or wish to change the weight or destination of a ticket -

H Print a new ticket with the correct details and discard the incorrect ticket
immediately. We will only bill a ticket that has been scanned.
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Print from Template

Any templates you have created can be accessed and loaded to the batch labelling function. The
receiver(s), service and package types that were defined when the template was saved are

replicated.

alec] saved bemplabe to upload farmation far [abel printing
Select Template =

Salect Template
ryiboud

DPEN * [HELETE wiriehst

Click the menu option Print from template.

Click the drop down arrow to see the list of template names.
Click on the name of the template that you require.

Click the green Open button.

PR

The template is loaded to the batch labelling function and the screen opens at the Print Labels
section.

If nothing is to be changed:
5. Click Print labels.

If you want to make any changes (e.g. add or remove receivers or packages) click
z on the red title bar to open that section. Make your changes and proceed to
printing. If required you can print and save as a new template (to retain the

modifications).

Delete template

To permanently delete a template that is no longer required:

1. Click the drop down arrow to see the list of template names.
2. Click on the name of the template that you require.
3. Click the Delete button.

You can create a maximum of 20 templates. If the limit has been reached you must delete
! an existing template before a new one can be created.

Ensure you do this prior to creating the new batch labelling job that you want to make a
template of, or the information entered in the job will be lost and you will have to re enter it.

Address Book

The address book is where you add, remove or edit all your receivers’ details: company and contact
names, contact details, groups they have been included in etc.

From here you can also access and manage the groups that you have defined: create new group(s),
edit existing group(s) and add receiver(s) to a group.

Adding addresses

"‘ Functionality is the same:
{ = e Whether adding from Address book, Quick or Batch Labels, and

¢ Whether adding a new receiver or entering an address for a one-off receiver.
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Address validation

CourierPost must have at least a valid suburb or town in order to get your item delivered quickly
and efficiently. Some suburb names that are in common use are not recognised by the local
authorities or New Zealand Post and as such they may not appear in the Ticket-it search tools.

In the street number and street name searches, you can use the % symbol to show all possible
suburbs that match the street address in a particular city or area. For instance entering “30 High
Street % Timaru” will identify that this address is in “Parkside” Timaru. You can type this with or
without spaces:

30 High Street%Tim

30 High Street %Tim

30 High Street % Tim

The % sign also works when entering PO Box/Private Bag numbers. For example; | have
entered the box number 234 and the drop down list is showing suburbs in the ABC range. To
force it | can enter 234%Ma to get the suburbs matching the M’s.

If, in the suburb/town search, you cannot find the suburb that you need you should select a valid
suburb that is close by. For instance a new suburb may not exist yet in our records but the
adjacent suburb will.

Using the search fields

Enter a valid
street number
and name

Unithofapt Mgl o |

Building Name |
Type the street number; as

you start typing the street
name a drop down list will
display matches. The

[151 Victeria 5 . more of the street name

Sireet Mo, Street Mame, Suburb, TowniCity.

Enter a valid PO
Box or Private
Bag number

151 Victoria Straet, Ashbuon, Ashbimon =
| 151 Wicloria Street, Cambridge, Cambridge
154 VWictoria Street, Dargaville, Dargaville

| 151 Victoria Street, Hamitton Central, Hamiton

Custorner Ref I

Add New Receiver

Company * o |

Guickname l

C Street Address ® P Box ! Private Bag #

Flease type PO Box or Private Bag Address.

90105

Private Bag 90105, INWVERCARGILL, INWERCARGILL

PO Box 90105, VICTORIA STREET WEST, AUCKLAHD

Customer Ref

you type, the more refined
the search results.

Use the scroll bar to move
down the list to see all the
results.

Start typing the Box or
Bag number. Choose
the correct address from
the drop down list.

You can use the % sign
to help find a suburb

Version 2

Released 18 September 2008
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Enter a CMB
address

Street number
not found:
Step 1

Step 2

Street Name not
found: Step 1

Step 2

ticket-itsupport@courierpost.co.nz

Add New Receiver

Carmpany * &J"

——

 Street Address & PO Box/ Private Bag #

Quickname

For a counter or
community mail box,
start typing the area
(e.a. Milford)

Please type PO Box or Private Bag Address. ™

rmilf o<

Counter , MILFORD POSTSHOP, HORTH SHORE CITY =

CMB 1, MILFORD SOUHD

CMB 2, MILFORD SOUHD

CMB 3, MILFORD SOUHD

Custamer Ref

One Off Receiver

Contact™

JOJ0O

Company |

& StreetAddress ¢ Private Bag or PO By

UnitosptNo/BId o |

Building Marme |

Street Mo, Street Name, Suburh, TowniCity *

Click here iF you cant find street number & name. o

Postoade —] If the street number
Country New Zealand CannOt be found,
- click here
A new field displays.
The street number is
Street Mo * 100 mandatory.

Street Mame, Suburb, TowniCity. *

Enter the street name
and suburb to find a

|F'rin

match. If what you
want doesn'’t display,
try typing a % sign
after the street name.

Prince Albert Road, Dunedin South, Dunedin
Prince Albert Road, Saint Kilda, Dunedin

Prince & H M:

g i, Mount Maunganui

Prince Of Wales Drive, Tokaanu, RD 1, Turangi

=)

{+ StreetAddress & PO Box/Private Bag #

Unithoiapt No/Bld Mo

Building Mame |

P

Street Name, Suburh, TowniCity. *

Street Mo *

Click here if vou can't find street number & name. Back
Country* Mew Zealand
Posteode | Click here if the

street name cannot
be found
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Add New Recelver

Comparny® [Fishesmanz Festaurant
—_—

Quicknans [Fishar

& StestAsdress PO Boud Private Bag #

S

Unifbiainpt HArBild Mo

Bl Name A new field displays.
Strant o The street name is
Street Name * mandatory.
Click this link for &i’"}”‘“‘“"j" .
adustown, Welinglon
et I

A

Address book functions

town/city to find a

Postcade
e match. If the correct
Customar Rot EE— match doesn't

display, accept the
nearest suburb to the
one you want.

Click the Back link (to the right of the search field) at any time to
return to the original address search field type.

When you open the address book a list of current receivers is displayed.

Click a column title

Address Book

Search or gelect as you typ
Displaying 1 - 10 records oy of 306
[T Quickname Contact

Testauick

Company

dstgufsglds Test ComparyNpad

sdatastds testcontact testfromQuickLabel2

ExporiQuickname3000  ReceiverCotact!  RecsiverCompany!

Bulk Receiver 1 ReceiverContact! ReceiverCompany

o|jao|o|o|o

Bulk Receiver 2 ReceiverContact2 ReceiverCompany2

Show Filker Options

Shows details of the

to sort by that selected receiver

column.

Recefver Details L. EDIY

+ ADD NEW RECEIVER Quickname TestQuick

Company  TestCompanyiNpad
Address
1234

AHIPARA
AHIPARA

TowniCity

Nane 139824

Mane 189824

Contact defydfegids

Auckland Group 2 139824 Tel S4754GTE4BT54T

Auckiand Mane 189824 Site Codes 189824

AUCKLAND Nane 139824

Duplicate Record

Sort the list by clicking on the name of a column in the title bar, e.g. Company. The first click will

sort in ascending alphabetical order; a seco

To select from the list:

nd click will sort in descending order.

1. Click on the record of the receiver you want. The line will be highlighted in yellow and the

receiver details displayed in the panel o

n the right hand side of the screen.

Alternatively, search on their Quickname (this is a name that can be assigned to them; you could
use your ERP Debtor codes), Company, Town/City or a combination of all these fields. All is the
default selection — bypass steps 2 and 3 if you want to use the default.

Click the Show Filter options link
Select at least one option for searching.

Click on the correct name.
Click the green Go button.

oakrwn

The receiver’s record is displayed.

Begin typing the receiver name in the search field. A drop down displays the results.

Version 2 Released 18 Se
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Edit receiver record
1. Click the Edit button on the panel.

Edit Racalver

Compary " [ReceteCompanyl Contact* [RecereContactl
Quickname can be ol | E— Ll - —
any alphanumeric @ StesiAndress C PO BoxiFiivate Bag # Mbils Frossms
il S Emal W’ .
ChOCOOSdee(tehgT [{loaume, ::.Iul:‘.::::::mu N = Fi [RETRER ] |'Eknt$]r er;]]allke:ond "
ERP Code)_ Group Mamas Cratzman Plumber, newons click the chec _OX I
Street Mo, Strest Name, Suburt, TowniCit” yOU want this
; e S8 Codals) 189824 receiver to get an
W_Paoein Sret, Bar Vo, Hapitr email notification
Contimmstion Ermails £ v ® N when your parcel is
[ picked up and on its
Delveryinsinuctions  [outside deiwery nstr SANEH \SOSUEY ool way.

Cussarnar Rt insidle aut cust raf

Fields marked * are mandatory.
2. Click in the field(s) to be edited and enter the updated data.
To add or remove groups:

3. Click the grey Edit button in the group names section.

Edit Receiver Group Close

™ Ateam inside =
™ andrew 20

I Group 2

™ Group Bulk Upload Ll

Cancel

4. Click the checkbox next to a group name to add or remove the tick, thereby adding or
removing the receiver from the group.

To save changes to the record:

5. Click the Save button.

To delete from your address book:

6. Click the Delete button on the Edit screen.

Once you have edited the record you are back in the list with only the receiver’s record displaying.
To return to the full list:

7. Click the Clear search link

(If you deleted the record you will automatically be returned to the full list).
To delete a receiver from the list without editing the record:
8. Find the receiver in the Address book list.

9. Click the checkbox on the left of the record to select it.
10. Click the Delete link at the bottom right of the records list.
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Add new receiver

1.

Click on the yellow Add New Receiver button.

Fields marked * are mandatory.

2.
3.

4.
5.
6.

7.
8.
9

Complete at least these mandatory fields.

Click the round checkbox to indicate whether the address is a street address or private
bag/PO box.

Specify the Unit/Apt/Bld number by typing, for example, ‘Unit 14’ in the field. Only data you
enter will print and ‘14’ is less helpful than ‘Unit 14’

Enter a building name if one exists, e.g. ‘Mount Field House’'.

Enter the street number and any letter together, without spaces, e.g. 324A Sandringham Road
or 105B Great North Road. See Adding addresses for important notes.

Enter delivery instructions or customer reference

Enter the contact name

Enter the phone number

Add a valid email address if you want this customer to receive confirmation emails that your parcel
has been collected. You must also click in the round radio button to indicate emails are required.

If you want to assign this receiver to a group or groups you can do so here.

10. Click the Edit button below Group Names.
11. Click the checkbox next to the group names in the window that opens.

To associate this receiver with certain sites only click the Edit button below Site Codes. Only the
site codes selected will be able to use this receiver address.

Edit Site code(s) Close

Site Code(s)

¥ 189824

SAYE Cancel

12. Click the check box next to the site code or codes in the window that opens.
13. Click the Save button.
14. Click Save when you have finished entering data for this receiver. They will be added to your

address list.

Quickname is optional. It is used like a nickname (you could use your ERP Debtor
codes), and is a fast way for you to search for and locate a company (receiver). If
you do not enter a Quickname the system will generate one using the company
name.

Version 2
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Add to a group
You can add one or more receivers to a group, at one time.
1. Click the checkbox beside each required receiver’s record (if you want to select all the

receivers on this page of the address book, click the checkbox to the left of Quickname in the
title line. Repeat for receivers on other pages of the address book).

I Suzy ReceiverContact ReceiverCompany1 Mapier Craftzman 189524
Plumkber,
nEwone
I Jon Piece ReceiverContact2 ReceiverCompany2 ALCKLAND Mone 189524
I~ Matalie Yood ReceiverContact3 ReceiverCompany3 Lowver Hutt Mone 189524
I~ Andrevy Smith ReceiverContactd ReceiverCompanyd Dunecdin Mone 189524
I~ ExportGuickname3001 ReceiverContact2 ReceiverCompany2 ALCKLAND Mone 189524
I~ Execute Harry Execute Mone 189524
1§82 e O
+ ADD TO GROUP DOWNLDAD ALL Delete

When all the receivers that you want to put into a group have been selected:
2. Click the Add to group button.

The window opens:

Add to Group

Atsam inside
andrew 20

ooon

Group 2
wines

SAVE Cancel

3. Click the checkbox beside the group or groups that you want to add these receivers to.
4. Click the Save button when finished.

"’ As you add to groups the receivers’ record updates to reflect the changes. If you
(= don't see the group name added to the record you should refresh the page (CTRL +
F5 forces a refresh).

Duplicate a record

If a receiver has more than one delivery point for their site, for example, you can choose to duplicate
the record and modify the delivery instructions.

The Quickname, company name, address or contact must be slightly different for the record to save,
so a valid change might be to add a character to the Quickname (e.g. BC9008, BC9008a, and
BC9008b).

Version 2 Released 18 September 2008 Page 20



Phone: 0800 783 783

Add or modify the data.
Click Save.

PonpE

Manage groups

Receiver Details A EDIL

Quickname testCompany
Company festCompany

Address

1234

marker building

18, A C Baths Avenue
Taupo
Taupo
Contact efasdfasdfas

Tel 47AB7 4667456

Site Codes 1859524
Duplicate Recard

Find the receiver from the address book.
On the right hand receiver details panel, click the Duplicate record link.

ticket-itsupport@courierpost.co.nz

Groups are where you can define a number of receivers to whom your company sends the same
package(s), at the same time. They are useful for bulk mailout scenarios.

Use this function to display all the groups used by your business; edit the groups, create new groups
or add receivers to an existing group. You can also delete groups that are no longer required or

remove receiver(s) from a group.

Manage Groups

SEARCH

|Search or select as you type

Displaying 1- 10 records out of 13

r Group Hame Description

Pick n hiix Shoe types 2

Hip Hopga Brochures 3
sounds like noise 4
Cita Homesware 7
vino wine lovers 2

Craftsman Plumber  Plumers 3

g|ojo|o(a|go|o

KP2 Group Kellys group 0707 4

Displays only the first 50
names in the group

Group Details

+ CREATE NEW GROUP Neime newone

List of Receivers (First 50)
o Suzy

o Swestheart

o Tesiflews

o TestReor

Created Modified

19 Jun 2005 19 Jun 2005

19 Jun 2008 19 Jun 2008

+ ADD TO GROUP.
19 Jun 2008

19 Jun 2008 Remove Fram Group

26 Jun 2008 26 Jun 2008
26 Jun 2008 26 Jun 2008
26.Jun 2008 26.Jun 2008

07 Jul 2008 07 Jul 2008

+ EDIT

Scroll to see all the list
of 50 names.

There is no limit to the number of receivers in a group, or to the number of groups you can create.

Edit an existing group

1. Click in the search field and type the group name.

2. Click the Search button, or

3. Click on the group name from the list.

The group details display in the right hand panel. Use the scroll bar to see the first 50 of the
receivers in this group (to see everyone in the group click either add to or remove from group).

4. Click Edit to open the group details.
5. Change the name or description.

6. Click Save.
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Create a new group
1. Click the Create new group button.
2. Enter group name and/or description.
3. Click Save.
Add to group
Add receivers one at a time to a group.

Manage Groups Group Details L.EDIL,

ISearch or select as you type SEARCH + CREATE NEW GROUP Name Craftsman Plumber
List of Recaivers (First 507

Cisplaying 1- 10 records out of 13 Suzy
.
[T Group Hame Description Record Created Modified o H
™ PicknMix Shoe types 2 19.Jun 2008 19 Jun 2008 « Captain Fartastic
™ HipHopo Brochures 3 19 Jun 2008 19 Jun 2008
+ ADD TO GROUP
[ sounds like noise 4 19 Jun 2008 19 Jun 2008 Remaove From Group
i Homeware 7 26 Jun 2008 26 Jun 2008
v wine lovers 2 26 Jun 2008 26 Jun 2008
[T Craftsman Pumker  Plumers 3 26 Jun 2008 26 Jun 2008

1. Select your group from the list.
2. The group details display in the right hand panel.
3. Click Add to group from the panel.

Search: Type the receiver name
then click the go button

Aubd 1o Group : Group Details & SOXT BROUE
. A = St Bt ceig Hamai Groug 2
Click checkbox to Ooseription: asns
select the receiver Displaying 1 - 1 rooonds au of 1 YUt group cume wh
once found : — ;
[ bethycounerpast conz st Detty Christchurcn Adeominzide, 153034 fent

wines

1
e

Find the receiver using the search field.

Click Go to put in the list.

Click in the checkbox to select.

Click the Add to group button.

Click the Back to group management link to see the full list again.

L
©No oA

You will not find a receiver name if they are already in the group.

Remove from group

2. Select your group from the list.
3. Click the Remove from group link on the right hand panel.
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Group Details EDLL

Mame KP2 Group

List of Receivers (First 50)
Bulk Receiver 13
Inzide:

GIL Receiver

-
.
-
» [SFP1 Batch Recetver

+ ADD TO GROUP

Remove From Group

The list of all receivers in the group displays.

WeLP
Remove From Group e | Group Details + EDIT GROU

Hame: Group 2

IBearch or select as you type Showy Filker Options
Description: aassas
Displaying 1 - 2 records out of 2 Your group currently has 2 receive
init.
[C  Quickname Contact Company Town/City
[T testname 4354gfdf TestPobox WALLL Group 2, Ateam 189324 + ARDTOGROUR
insicle
¥ Sweetheart ian Swveet heart Wiellincton Group 2, & team 189524
ingide, wines
1
REMOYE FROM GROUP Back ko Group Managemert

4. Click the checkboxes to select the receiver(s) to be removed.
5. Click the Remove from group button. Answer the prompt
6. Click the Back to group management link to see the full list of groups again.

Delete group

1. Click the checkbox of the group to be deleted.
2. Click the Delete group button.

Bulk upload

Use this function to upload a tab delimited .txt file containing addresses. You can edit receiver
addresses at any time after the upload.

File format

The field name must be in the first row and data, formatted as defined, entered in each column. In
the examples below, the data has been entered in an Excel spreadsheet, which was saved as a
tab delimited .txt file for the upload.

; An example Excel file is available from the Help Centre link. Use this to enter your
= data in the correct format, just delete the example rows. When all the data is
entered, save as a tab delimited .txt file ready to be uploaded.
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Field Name Status Field length & Description
character specs

ReceiverQuickName Optional 50 Chars Your nickname for the customer. Could be
AlphaNumeric/Special customer account number/ERP debtors’ code, for
chars allowed example.

ReceiverCustomerReference Optional 35 Chars Printed on every label.

AlphaNumeric

ReceiverDeliverylnstructions Optional 50 Chars Printed on every label.
AlphaNumeric

ReceiverContact Mandatory 35 Chars Contact name. If you don’t have one use
Alpha Reception, Store, Warehouse or similar. Printed

on every label.

ReceiverCompany Mandatory 35 Chars Company name, or name of customer e.g. Mr
AlphaNumeric/Special Wilson.
chars allowed

ReceiverAddressl Optional 35 Chars Indicate whether unit, flat, shop or building and
AlphaNumeric number (Unit 4, Shop 33C).

Example . \-_/

(Dot,Comma,Back OR enter PO Box / Private Bag number (e.g. PO
slash,Forward Box 356).

slash,hyphen,Under-

score)

ReceiverAddress2 Optional 35 Chars Building name, mall name, industrial estate name

AlphaNumeric etc.
Example . \-_/
(Dot,Comma,Back
slash,Forward
slash,hyphen,Under-

score)

ReceiverAddress3 Mandatory 35 Chars Valid street number & name.

AlphaNumeric No spaces between letters and numbers, e.g.
Example . \-_/ 104C Wilson Street.

(Dot,Comma,Back Street/Road/Avenue etc in full.

slash,Forward

slash,hyphen,Under- For PO Box/Private Bag Number please enter
score) the PO Box SUBURSB in this field.

ReceiverAddressType Mandatory 1 Char 1 = Street address
Numeric 2 = PO Box or Private bag

ReceiverAddressTown Mandatory 35 Chars Town or city name.

Alpha
ReceiverAddressSuburb Mandatory® | 35 Chars Suburb name.
Alpha
* Not mandatory for PO Box/Private Bag
Number — you can leave empty.
ReceiverRuralDeliveryAddress | Optional 35 Chars Use RD # to indicate the rural zone, e.g. RD 6
Unless RD AlphaNumeric
ReceiverAddressPostalCode Mandatory 4 Chars Valid NZ Post postcode.
Numeric

ReceiverAddressPhone Mandatory* | 25 Chars Include area code. * If no known number enter
Numeric/Some special any numeric, e.g. 0, 123
chars Example () - Printed on all labels
(brackets, dash)

ReceiverAddressMobile Optional 25 Chars Enter a valid mobile number.

Numeric/Some special
chars Example () -
(brackets, dash)

ReceiverAddressEmail Optional 250 Chars To have confirmation emails sent to your
AlphaNumeric email customer when the parcel is scanned on pickup.
format

ReceiverAddressFax Optional 25 Chars Include area code.

Numeric/Some special
chars Example () -
(brackets, dash)
SendConfirmationEmails Mandatory FALSE/TRUE Indicate the status — enter TRUE if you have

entered an email address for a receiver, FALSE if
you have not.

Addresses that have been bulk uploaded can be edited from the Address book in Ticket-it to
update any data in a particular receiver’s address.
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Example Part 1:

ticket-itsupport@courierpost.co.nz

ReceiverQuickMame ReceiverCustomerReference ReceiverDeliverylnstructions ReceiverContact

ReceiverCompany ReceiverAddress]

ECL Before Spm Reception ECL Ltd 4th Floor
CP Tauranga Reception CourierPost - Tauranga
CP Auckland First Floor Reception  CourierPost Auckland
957061 Ground Floor Accounts CourierPost - VWanganui
Rear Dock Stores CourierPost - Carbine
Example After 10am Warehouse Exarple Company's Marne & Bar
Example Part 2:
ReceiverAddress! ReceiverAddress?  ReceiverAddress3 ReceiverAddressType ReceiverAddressTown ReceiverAddressSuburh ReceiverRuralDeliveryAddress”
4th Floor 151 Victoria Street YWest 1 Auckland Auckland Central
Central trades Park 65 Chapel Street 1 Tauranga Taruanga

PO Box 111 ALBANY WILLAGE 2 Morth Shore City

62 Wilson Street 1 Wanganui YWanganui Central

43 Carbine Road 1 Auckland Mount YWellington
Box 356 GREYMOUTH 2 GREYMOUTH

Example Part 3:

ReceiverAddressPostalCode ReceiverAddressPhone ReceiverAddressMobile |ReceiverAddressEmail

ReceiverAddressFax  SendConfirmationEmails

1010 3670000 ticket-itsupporti@courierpost.co.nz  (09) 367 9305 TRUE
3110 a 275559558 FALSE

755 (09) 3675993 FALSE
4500 0 Post@courierpost.co.nz TRUE
1060 a FALSE
7940 555-1767 021-555-478 example@test.com TRUE

File upload

1. Use the Browse button to locate the file.
2. Click the checkbox to select the Site Code(s) these receivers will belong to. Sites whose
codes are not selected will not be able to see the receiver address.

Bulk Upload

Uplogd a txt (tab delimited) file containing your list of addresses. These must be formatted according to the CourierPost data structure which can be vieweed in the help section
Please note that any Group or Ste Code entries inthe file will not be uploaded to the system. Please use this screen to define any Group ot Site Code seftings

File to Upload

QJJ.II Browse. Help

¥
Optional Information
o]
o]

Optional information
Enter any optional information if required BUT be aware that it will be applied to each of the
uploaded records and will overwrite any existing data in these fields in the file.

1. Customer Reference detail
2. Delivery Instructions

If you want all the receivers in this upload file to be added to a group or set of groups, you can
specify this here.

3. Click the round checkbox to select either of the following options:
= Add to existing group

I. Select Group(s) to add to these receivers — click the appropriate checkbox beside each
group name.
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1

= Create a g_roup for these receivers
I. Enter group name.
II. Enter a group description.

4. Click the Upload button to commence the bulk upload.

A successful upload will display the message “Successfully inserted # rows”

7O
Important Notes:

a. |If the file format is incorrect you will see a message “The file you are trying to upload is not in
correct format, please review details in Help for more information”.

b. If the file has in excess of 50 errors then the whole file upload will be rejected and you get a
message “This file exceeds the maximum error count, please amend the file and try again.”

Review the file structure information at the beginning of this section, amend your file and
recommence the bulk upload.

Bulk Download

You can extract the data from your Address Book and download into either an Excel .xIs file or a tab
delimited .txt file. This enables you to manipulate your address data off line, and then upload again
when any modifications or corrections have been made.
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File Format
Field Name Status Field length & Character specs
Row Ignored
ReceiverPK Ignored
ReceiverCustomerReference Optional 35 Chars
AlphaNumeric
ReceiverQuickName Optional 50 Chars
AlphaNumeric/Special chars allowed
ReceiverCompany Mandatory 35 Chars
AlphaNumeric/Special chars allowed
ReceiverAddressl Optional 35 Chars
AlphaNumeric
Example .,\-_/ (Dot,Comma,Back slash,Forward
slash,hyphen,Under-score)
ReceiverAddress2 Optional 35 Chars
AlphaNumeric
Example .,\-_/ (Dot,Comma,Back slash,Forward
slash,hyphen,Under-score)
ReceiverAddress3 Mandatory 35 Chars
AlphaNumeric
Example .,\-_/ (Dot,Comma,Back slash,Forward
slash,hyphen,Under-score)
ReceiverAddressType Mandatory 1 Char
Numeric
ReceiverAddressTown Mandatory 35 Chars
Alpha
ReceiverAddressSuburb Mandatory 35 Chars
Alpha
ReceiverRuralDeliveryAddress Optional 35 Chars
Unless RD AlphaNumeric
ReceiverContact Mandatory 35 Chars
Alpha
ReceiverAddressPhone Mandatory* 25 Chars
Numeric/Some special chars Example () - (brackets,
dash)
ReceiverAddressMobile Optional 25 Chars
Numeric/Some special chars Example () - (brackets,
dash)
ReceiverAddressFax Optional 25 Chars
Numeric/Some special chars Example () - (brackets,
dash)
ReceiverAddressPostalCode Optional 4 Chars
Numeric
ReceiverDeliverylnstructions Optional 50 Chars
AlphaNumeric
SendConfirmationEmails Optional True/False
Groups Ignored
ReceiverSitelDs Ignored
Example Part 1:
Al B | B 5] [ E [ F G [ H [
1 |3ow ReceiverPk ReceiverCustomarReferznce ReceiverGluickMarme ReceiverCompany Receiveraddress! ReceiverAddress? ReceiveAddresss
2| % 29444 Bally Biallywicks 321 Main Mortt Road
3| 98 29943 Bargain Bikes Bargain Bikes 9 Louvain Place
4 | 100 29451 BEACHVETS BEACHVETS 53 Wyilson Road
A | 1M 30400 hob Bob's Wines 61 Fairy Springs Road
B | 102 28143 Erog Erozhan Bros E57 Main Strect
RRLE 28912 brasnan hikes Brasnan Bikes 123 Wyest End Road
B | 105 29452 BRUNG EXPRESS LTD BRUNO EXPRESS LTC 347 Turuturu Raad

Example Part 2:
|

J | K | M N
1 |RecewerAderessType ReceiwerdddressTown ReceiverAderessSuburb RecewerRuralJeliveryAddress RecewerContact ReceiverAddressPhaone
2 | 1 WWaitara M otunui RO 47 Wallice 122450
3 | 1 Monh Shore City Greenhthe Brett 1
4 1 Waihi Beach ‘Waihi Bzach Reception 07 863 7357
ER 1 Hotorua Fairy sanngs a 1]
6 | 1 Palincrston MNath Palmeraton Narth Picree 1}
7| 1 Auckland Westmzre Pers 1
= 1 Hawzra Hawiera RD 14 Reception 07 863 7357
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Example Part 3:
o]

| P | Q | R | 8 | T

1 |ReceiverAddresshobile ReceiverAddressEmail ReceiverAddressFax ReceiverAddressPostalCode ReceiverDeliverynstructions | SendConfirmationEmails
2 | 4383 FALSE
3| £32 FALZE
4| 3611 FALSE
|5 | 3015 FALSE
B | 4414 FALSE
7| 1022 FALSE
a | 467 4 FALZE
Example Part 4:

U | W |
1 |Groups Receiver SitelDs
2 |07, rell6E 183824
ImHHH 1R9R%4, 112740
4 |0T_, rellBE 183624
5 | 183524
6 |OT_, rellBE 183624
7 |rell6B 189524, 112750
8 |07, rel1BE 193824

File Download

1. Choose Address Book from the menu.

— COMCEPTS Reception CONCEPTS Matamata el 6B 189524
— DAPPER DOGS Reception DAPPER DOGS Richmonc OTL 169524
— DOGERUS Reception DOGERUS Lowver Hutt Mone 169524

B i B P

+ ADD TO GROUP DOWNLOAD ALL Delete

2. Click the download all button at the bottom of the open Address book.

Select File Types Close

Click an the huttons below to download the specific
file type.

DOWNLOAD TET DOWMNLDALD EXCEL

3. Click the appropriate download button for the file type you want.

Some files can harm your computer. IF the file information below
looks suspicious, or you do nok Fully tiust the source, do not open or
save this file:

File name: Receivers.xk
File type:  Microsoft Excel Worksheet

From: tick et-it. courierpost. co.nz

Would you like to apen the file or save it ta your computer?

Open | Save Cancel More Info

¥ Alvays ask before opering this e of file

4. Choose save and follow the usual steps to find a location to save the file to.

Remember to convert the file back to a tab delimited .txt file prior to uploading the modified data.
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Administration

The administration module is where site users are managed. User preferences for this login name
can be modified, new or existing users added or modified and the user types are defined. Addresses
for your company are defined under the Sender Addresses option.

Not every user will have access to the full administration functions.

User preferences

This displays the defaults and details for the current user (i.e. the one you logged in as). You can
change data such as your password, the default page to display on login and details such as address,
contact details etc. Fields marked * are mandatory.

User Preferences

Login Preferences Your Details

Sharron
Faux
ECL
151 Victaria St West
[save | ——
User Defaults I
TanwsrCity \Auckland
Zebra LP2844-Z = CBOAKL
L * Ticket = } I
Quick Labelling =l 1 l_ Postoode Finder
189624 =
199634
183824 | Post-it
1 |

The page is divided into three sections, each of which has its own Save button:

Login details
User defaults
Your details

1. Click in the field you want to modify or update in any of the three sections.
2. Click the Save button for that section.

Default printer setup

Setting a default printer in this section means the print dialogue window will not pop up every time you
print a label.
If you have installed ActiveX then you can select your default label printer and the default printer
page size from the drop down fields.

If you don’t have ActiveX installed then these fields will not display any data.

If you log in from a PC other than one at your site you will need to reset the default
= printer to one that is available from the current PC.
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Lugin Pruferences Your Dedaits.
—
———
Choose your label —
printer sw
[Puchtans
Quick Labslling x I
Choose the page e 2
—
setup name — t - —
should be Ticket-it veneos [ T GIRIE SNURTIPRE] o

112750 [Rob Telecom

. o

Save the preference
changes

User Management

This is where you can access user lists and user types. The user list displays all current users defined
for the system while user types list all the types of access, e.g. Administrator, labeller, public user,
tracer, reporter etc. New users or user types can be added or existing ones modified (in some
instances) or deleted.

User list

Sort the list by clicking on the name of a column in the title bar, e.g. Company. The first click will
sort in ascending alphabetical order; a second click will sort in descending order.

+ EDIT

User Details

[ Type to select 2 User show Filker Options + ADD NEW USER L=t
Sammy Davis

Username/Email:

Dizplaying 1 - 10 records out of 34 test@itest com

[ user e Codes)  Company TowniCity Iser Tyr Status

Site Code(s):
[ Marker Admin 189624 Marker Auckland ECL Admin Active

169824
[ Customer Admin 189824 Marker Auckdand Administrator Indctive Details

) ) 23 Wellesly Street

[~ Sherleen Mckinnen 189824 Marker Auckiand ECL Admin Active prativion

Auckland CBD
[ Saveshc 189624 Marker Auckland Administrator InActive

(Subsidary) Ltd Duplizate Record

[ Nivino Gold Shoes 189624 Marker Inside Auckland Customer/Tracer Active

Search on Quickname (this is a name that can be assigned to them; you could use your ERP Debtor
codes), Company, Town/City or a combination of all these fields. All is the default selection — bypass
stepsl and 2 if you want to use the default.

Click the Show Filter options link

Select at least one option for searching.

Begin typing the user name in the search field. A drop down displays the results.
Click on the correct name.

Click the green Go button.

agrwdPE

The user’s record is displayed.
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Must be a unique
I ./—‘ email address.
[

Address is validated and
can be found from a drop
down list as you enter it.

Usar Information

—
e
Click all site codes
i that are relevant for
Select the site this = this user.

for. Defines what

this user can do
in Ticket-it.

" = [cP T ONLINE SMARTPRESS TEST
user normally jﬁ
generates labels 185821 =

Sets the page that
Ticket-it opens to.

Edit user record

1. Click on the record to activate it. The User details panel on the right hand side of the screen
will show the current user.
2. Click the Edit button on the panel. The record is opened.
Fields marked * are mandatory.
3. Click in the field(s) to be edited and enter the updated data.
To save changes to the record:
4. Click the Save button.
Once you have edited the record you are back in the list with only the user’s record displaying.

To return to the full list:

5. Click the Clear search link

Activate or inactivate a user

You cannot delete a user from the list; however you can mark them as ‘inactive’ which means they are
unable to login until they have been activated again. You can inactivate a user at any time (you might
do that if they are going to be away from work for a long period of time, or if they you have set them up
as a user even though they haven't started working for the company yet).
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User List User

ticket-itsupport@courierpost.co.nz

Type to select a User

Displaying 1- 10 records outof 34

r User
[T Marker Admin

T Customer Admin
[T Sharleen McKinnon
T Sarveshc

Mivino Gold Shoes

~

9

Samimey Davis

* SET AS IN-ACTIYE

189524

189824

189824

189524

189824

189824

Company

hiarker

harker

harker

hitarker
[Subsicliary) Lic

arker Inside

Town'City

Auckland

Auckland

Auckland

Auckland

Auckland

Marker (Morthland)  Auckland

Ltd

The user’s status is displayed on their record.

1. Find the user or users you want to set as inactive.
2. Click the checkbox to select them.

Show Filter Options

ECL Admin

Administrator

ECL Admin

Administrator

CustomeriTracer

Labeller

3. Click the set as inactive button at the bottom of the records list.

Answer the prompts to confirm your action.

To make a user active:

4. Find and highlight the user you want to activate.
5. Click the Edit button from the right hand user details panel.
6. Click the Set as active button at the bottom right of the screen.

Answer the prompts to confirm your action.

Add a new user

+ ADD NEW USER

Status

Active

In&ctive

Active

InActive

Active

InActive

1 2 3 4

Adding a new user involves specifying not only their name, username and password and contact
details, but also information that defines the site they are working from, what user type they are and

the default page they will log into.
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Must be a unique
I ./—‘ email address.
[

Address is validated and
can be found from a drop
down list as you enter it.

Usar Information

e
Click all site codes
that are relevant for
Select the site this = this user.

for. Defines what

this user can do
in Ticket-it.

I} F [cP T ONLINE SMARTPRESS TEST
user normally jﬁ
generates labels T

Sets the page that
Ticket-it opens to.

New users are marked at active, which means they can use the system immediately. If you don't
want this user to be activated when they are added then you will have to set as inactive now and
activate later when you are ready (see above).

Fields marked * are mandatory.

1. Click the Add new user button.
2. Enter at least the mandatory fields.

The email address must be unique. It will be the user’s login username and is where their
confirmation email is sent.

3. Click the checkboxes to set the site codes this user has access to.

4. Select the default site code. This is the one the user normally prints labels for.

5. Select the user type for this login. This determines what the user has access to and can do in
Ticket-it.

6. Select the default page for this user. It will display when they log in.

7. Set the group access (see note* below).

8. Click the Save button when everything has been completed.

Once you click save an email is automatically sent to the new user. This contains a link to Ticket-
it, their username and their initial password.

' *This will restrict the user on the limited track & trace page. They will only be able to
= conduct track & trace on receivers related to the groups that they have access to.

Version 2 Released 18 September 2008 Page 33



Phone: 0800 783 783 ticket-itsupport@courierpost.co.nz

User types

User types are assigned permission levels that define what parts of Ticket-it each type can access.
Users will only see the options that their user type has permission to use. An administrator can search
for existing, or set up new user types, from this function.

There are some default user types already defined.

1. Click in the search field and type the user type name.
2. Click the green Go button, OR
3. Click on the record on the list.

The details display in the right hand panel, with the permissions listed.
You can only edit the user types that you define — you can't edit the default ones.

: There is only one super user type allowed per site. The super user is the owner of
- the Ticket-it account and is created by us when we add your company to Ticket-it.
They are the person with whom we make any contact for issues relating to Ticket-it.

If you ever need to change your designated super user please contact customer
support on 0800 783 783 and log a change request.

Add new user type

1. Click the Add new user type button.
2. Enter a user type name and a meaningful description

Add/Edit User Types
ITestType

|TestType Desc

Administration Permissions Ticket-It Permissions

Sender Addresses

Sender are kept and referenced from the Sender Address book

I

Address Book

Tha addresshook is where all receivers and groups of receivers
availble to the user are accessed

2

O
-
User Management
This user type will have permission ta dao the following within the Eaels
Administration area of your account Generating Labels
2 2
[m] [m]
Manifests & Reports
Accessing pending manifests, print history & user system activity
2
-
Track & Trace
Track And Trace
2
-

Use checkboxes to select an option.

Putting a tick in any checkbox will give this user type permission to access that function.

3. Click the Save button when you have finished defining the user type permissions.
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Delete user type

You can only delete types that do not have users allocated to them. To delete a type that has
users allocated you will first have to edit the users and assign them as a different type.

1. Search for the user type name, or click the checkbox to the left of the user type record from
the list.
2. Click the Delete button.

Sender Addresses

Every site ID has a frequent address attached to it. This is allocated during initial set up and is
generated from the company TPID. Use this function to create a new user address to be the default
that you want printed on labels, or simply maintain other company addresses which you may print
labels for. They display on the label so your receiver(s) know who sent them the package(s).

If your company is located across multiple sites and you centrally manage label printing, you need
to include all relevant company addresses in this list.

Note the two
addresses for the
one site code

Sender Address SenderAddress Details
Search or select as you type Show Filker Options + AIJD NEW ADDRESS REE IR I IRILNE
SMARTHPRESS TEST
) ) Ccompany CP [T Cnline
Displaying 1 - 3 records outof 3 smartipress Test
[} QuickHame Contact Company Town/City
Address
B CP IT OMLIME CPIT Online smartXpress City 2kl 189824 151 Wictoria Street West
SMARTXPRESS Test Level 1-CourietPost House
TEST ity 4k
] TestSenderMew Auckland 189524 Contact
[T Rob Telecom T2 CPIT Orline smartipress Auckland CBD S750 Tel
Test Site Code 189824
1
Duplicate Record
DOWNLOAD ALL Delete

User addresses could be as simple as having different floors for the same location (e.g. 1% floor in
one address, 4" floor in another).

Each user has one address allocated as the default address when they are set up (this is who
they usually create labels for).

Add new address
1. Click on the yellow Add New Address button.

A new window opens for you to enter all the details relating to this address. Fields marked * are
mandatory.
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Add New Sender Address

Site Code * Select Site Code - Contact I
Quickname * (1] Phone I
Company = Mohile I

i+ StreetAddress PO BoxfPrivate Bag# Ernail I
UnitNoptNoiBId Mo | e I
Building Mame I
Street Mo, Street Name, Suburb, Town/City.*

SAVE Cancel

Type to select address details

Click here if vou can't find street number,
Country New Zealand
Posteode

Complete at least these mandatory fields.
Click the Save button. The record will be added to your address list.

Quickname is used like a nickname (you could use your ERP Debtor codes), and is a fast
way for you to search for and locate a sender address from the list.

Search for existing sender address

Search on their Quickname, Company, Town/City or a combination of all these fields. All is the default
selection — bypass steps 1 and 2 if you want to use the default.

agrwnPE

Click the Show Filter options link.

Select at least one option for searching.

Begin typing the receiver name in the search field. A drop down displays the results.
Click on the correct name.

Click the green Go button.

You could also just click on the record from the list if you see them on the page.

Edit address details

You cannot edit the frequent address that was generated when the company was set up; you can only
edit sender address records that you have added.

1.

2.

The record is highlighted in yellow with the sender details panel showing on the right hand
side of the screen.
Click the Edit button on the panel. The record is opened.

Fields marked * are mandatory.

3.

Click in the field(s) to be edited and enter the updated data.

To save changes to the record:

4.

Click the Save button.

To remove this sender address from the list:

5. Click the Delete button
Once you have edited the record you are back in the list with only the sender address record
displaying.
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To return to the full list:
6. Click the Clear search link
(If you deleted the record you will automatically be returned to the full list).
To delete a sender address from the list without editing the record:
7. Find the sender in the list.

8. Click the checkbox to select them.
9. Click the Delete link at the bottom of the records list.

Duplicate a record

To add another address that is very similar you can choose to duplicate the record and simply modify
the necessary fields.

The Quickname must be unique for the record to save.
Find the address from the list.
On the right hand sender address details panel, click the Duplicate record link.

1
2
3. Make any alterations that are required.
4. Click Save.

Download all

You can download the full sender address list to a file, for example an Excel spreadsheet.
1. Click the download all button

A window opens:
2. Click one of the two buttons offered to select the file type (CSV or Excel)

A file download window opens with options to open, save or cancel.

Follow the steps to complete the download.

Track n Trace

This function lets you retrieve the status of any ticket. Ticket-it references CME to pull through the
latest information.

L z y  Items over 50 days old are no longer active and cannot be retrieved via this function.
Contact 0800 Courier regardng records older than 50 days.

Track & Trace

|

I ITDday j I I SEARCH Clear  Advanced Search

Displaying 1 - 2 records outof 2
Date Ticket # Site Code Company Town/City

a3 Jul 2005 189524000057 3201 CHADOZHN 159524 Aunt Betty Chrigtchurch Online Manitest
30712005 12:00:00 am.

03 Jul 2008 1898240000573301 CHADDIHN 189824 Aurt Betty  Christchurch
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Define the search criteria. You can search on a known ticket number, the date printed (values
include today, yesterday, last 3 days, last week) or a custom search. You can also use a
combination of search criteria.

Click in the Ticket numbers field and type a unique number to search for, and/or
Select the Date printed option from the drop down field, and/or

Enter a unigue Customer reference if required, and/or

Type the Item inventory detail that was included in the label print, and

Click the green Search button.

aogrwdPE

The record or records are displayed.

If no records are found an error message displays. Check whether the item is over 50 days old. If
it was only recently sent it may not yet have been received into track n Trace.

Try another search using different criteria.

6. Click the Clear link to clear results and start a new search.

Custom/advanced search

1. Click the Advanced search link OR select Custom Search from the Date printed drop down
box (recommended) to open the advanced search options.

Track & Trace

| |Cust0m Searchj | | SEARCH | Clear  Simple Search

Advanced Search Options

! l— ISeIectj ISeIect j

The options area displays.

Click the From date printed box to generate a drop down calendar. Click the date required.
Click the To date printed field and repeat the actions as above.

Select a site code if required.

Select a Group if required.

Enter a town or city if required.

ocogrwN

You can also use the Customer reference and Inventory notes fields in conjunction with these
search criteria.

7. Click the Search button to start the search.

Search results

Results are displayed one record per line.

Date Ticket # Site Code Company Town/City

03 Jul 2008 189524000057 3201 CHADDZHMN 189524 Aurt Betty Chiistchurch onling Manifest
30772005 12:00:00 a.m.

1. Click on the + sign shown in the View details field to open the details window.
2. Click the done button to return to the results list.
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Manifests & Reports

All pending ticket records are displayed here until the manifest is sent. This is normally done
automatically on a regular cycle. When the pending manifest has been sent successfully the item
table will be empty.

Reports can be generated from the Print history screen.

The usage report shows all successful user logins with date and time.

Print history report

This report displays all records from the print history table for the customer ID which is related to your
login.

A list of printed tickets displays.

Select search criteria for specific dates or ticket numbers. Results display in a list.

Wiew Print History o
[ [ GENERATE REPORT
i Juby, Z004 v
Ciisplaying 1 - 10 records cut of 3164 S Me Tuwe THo Froda
2 12 3 4 5 hneillan
Date Ticket Sende Receine Compar Price
oo ! v e A R 2 L
7 iy, 2oty 03, 2008
[ 13.0n  IESEMIGNS1IAKLOGHN  CPITCHUBE  Sharieen e 13115 6 1T T 153 Mo
00 TUARTRE W2 "B M BB
PO I I U
[™ 1300  169S240000061Z01AKLOOSHN  CPITCMLRE  roemi Marker ; M5 Mo
20085 SMARTHF
Today: My 3, 2008
[ 1340 1ESEMDOCO0EIMAKLOOIN  CPITOMUME  ReceverContsct!  ReceherComps M5 Mo
2005 SMARTHP
M 1300 1ECADOOOSTACIAKLODIN  CPITOMUME  RecsiverContscl? RecehmrComes 51 Mo
2005 SMARTHP
M 13an  1EEM00006IS0IAKLOZSAN  CPITOMUNE  Sharken Marker $E2 Mo
2008 SMARTHP
+ REPRINT DOWNLOAD ALL Clear Search !

Sort the list in alpha ascending or descending order by clicking on a column heading name.

=

Click the checkbox against a record to select the record

2. Click the reprint button if another label is required. The system will generate a NEW barcode,
not the original one.

3. Click the + sign under view details to see print history details

View Print History - Labelling Detail

Marker,
Jericho House, 36, Williamson Avenue

Contact. Sharleen Tel: 9202115
Customer Reference Consignment Notes:
Delivery Instructions:

Package Type CPOLTP

Weight 3
Additional Services

CourierPost Price $4.53

Cuantity 1
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Download search results (all results, not individuals) to a spreadsheet if required.

Follow the prompts to confirm your action and either open or download the file. File format must
be either .xsl or .csv.

Cancel to remove the search results and clear the search filters.

Pending manifest

This list displays by default all the pending tickets which have not been sent. The pending manifest is
automatically sent throughout the day. You do not need to do anything with the pending manifest.

If the manifest has not been sent the listed records display with the following information: Ticket
Number, Location, receiver, company, service type, ancillary service, Price, Manifest date and the
site code.

Pending Manifest usage Report  Print History Report

Pending Manifest HELF

Displaying 1- 1 records out of 1

Location
Ticket # N Receiver Company Service Type Ancillary Service Price
ame

169524000057 3201 CHAOO3HN Hoaon Hay. bettycourierpost co.nz Aunt Betty CPOLTP 453 03 Jul 2008 189624

1

Usage report

The usage report lists all users who have logged in with the following details:
Username

Login date

Login result

Error message

User IP address

| |

Displaying 1 - 10 records out of 6095

UsernameEmail Login Date Login Result Error Message User IPAddress

sheri fox@nzpost co.nz 01:37 §03-Jul-2008 Success Login Success 10.82.27.51
sheti fox@nzpost co.nz 11:33 § 03-Jul-2008 Success Login Success 10.92.27.51
glenn.doddi@expresscouriers conz 10:34 § 03-Jul-2008 Success Login Success 10.92.27.51
sheri foxi@nzpost co.nz 09:31 § 03-Jul-2008 Success Login Success 10.82.27.51
sheri fox@nzpost co.nz 08:41 § 03-Jul-2008 Success Login Success 10.82.27.51

Calculating Weights

Weight calculations are done automatically using the following rules:
Dimensions (entered in centimetres) are converted to meters for the calculation. Length x Width x
Height x 200 = kilograms. Cubic measurement x 200 = kilograms.
Examples:
10cm x 20cm x 30cm = 0.10 x 0.20 x 0.30 x 200 = 1.200kgs
Cubic 0.025 x 200 = 5kgs
(Note that cubic = length x width x height (in meters).)

If the physical weight is greater than the volumetric weight then the physical weight is the price shown.
If the volumetric weight is greater then this is the Rated weight and is the price shown.
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Technical Requirements

In order to access and fully optimise the Ticket-IT labelling system, we recommend the following
minimum specifications for your computer's hardware and software.

IBM Compatible Computer Apple Computer
Processor Pentium or equivalent processor G3
Operating System  Windows 2000 or XP 0S10.4
RAM 256 MB 256 MB
Web browser Internet Explorer© v6 or higher, Mozilla Firefox  Apple Safari V3, Mozilla Firefox
software v1.0.4 or higher v1.0.4 or higher
Modem Recommended minimum of 56kbps
Internet Access A connection to the Internet through an Internet Service Provider (ISP)
Screen Resolution A screen resolution of 1024 x 768 is preferred
Javascript Javascript must be enabled on your browser
Session Cookies Cookies must be enabled on your browser
Pop-Ups Browser pop-ups must be enabled

If your settings do not meet these minimum requirements, we recommend upgrading the operating
system and browser so that you fully benefit from using Ticket-IT.

More than one user can access Ticket-IT from the same computer, but only if each user is
accessing the system via different web browser types.

Javascript must be enabled in order to use Ticket-IT.

You will need to install additional files. For example, in order to suppress Print Dialogue when
printing, you can install ActiveX. This can only be used on Browser Internet Explorer v6 or higher.
You may require Administrator access to install this file on your system.

Label stock requirements

Ticket-it uses the 24 character barcode and has also changed the orientation of the label to reduce
the number of scan errors. These modifications require slightly larger labels than those previously

used by SmartXpress.
The labels can be ordered from the CourierPost website.

The product codes are:

New for Ticket-it Old for SmartXpress
CPTICKET38 (38 mm core) CPTHERM39
CPTICKET76 (76 mm core) CPTHERM76
CPTICKETA4 (Laser A4) CPLASERA4
CPTICKETAS (Laser A5) CPLASERLAB

Include logo on labels

If you would like to have your company logo print on your labels you can do so. You will need to
supply a .jpg file 280x40 maximum to Ticket-it Support, who will upload the logo to your account.
Please speak to your business manager for more information.
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	Using Ticket-it
	Ticket-it is CourierPost’s new online label printing applica
	Login

	When each user at your company is set up in Ticket-it, they 
	To login for the first time:
	Open the Ticket-it email.
	Click the link to Ticket-it.
	Note: You should save the login screen as a “favourite” with
	Subsequent logins:
	Click the desktop shortcut, or
	Open Ticket-it from your browser favourites.
	The Ticket-it validation screen opens first. Once validation
	Enter your username (this is your email address).
	Enter your unique password.
	Click the login button.
	Forgotten password

	Forgotten your password?
	Click the Forgot password? link.
	Enter your username.
	Click the retrieve button.
	An email will be sent to your email account with a new passw
	Check your email.
	Follow the login process as above.
	Your password will expire and you will need to set a new one
	Type a new password of at least 8 characters plus one unique
	To create a shortcut to Ticket-it or to add to favourites, p
	Getting around

	Single left click on a menu name to open it.
	See the image below.
	Default pages

	In Administration/user preferences you can set a default pag
	Anytime you click away from then back to labelling this page
	The user preference default page still opens when you first 
	You can change the new default at any time by clicking on th
	You might use this option if, for example, you are going to 
	Set printer defaults

	This step only applies if your site has chosen to install Ac
	Your printer preferences must already be defined and the pag
	We recommend immediately setting the printing defaults the f
	Click Administration on the menu bar.
	User Preferences opens.
	Set the default printer to be the label printer.
	Set the Default page size to be the Ticket-it printer page n
	Click the save button on the bottom left.
	You need to do this once per username.
	Quick Labelling
	Printing labels consists of three steps:
	Step 1 – Address details – Find the receiver’s details
	Step 2 – Shipment details – Define the item(s) to be sent
	Step 3 – Print labels – Review the label(s) and send to prin
	Note: A receiver is the person or company you are sending pa
	Use Quick labels to print labels for an individual receiver 
	Add a new receiver to your address list and create a label f
	Create a label for a one off receiver without saving their d
	Using the tab key

	Tab key functions are supported by Quick Labelling.
	Use tab to move to fields and option buttons, and enter to s
	Some functions within Quick Labelling are not supported by t
	If you click away from Quick Labelling without completing th
	Step 1 - Address Details
	Select sender address


	When printing labels for your usual (default) site you do no
	However, if you are printing labels for a different location
	The site code is used for manifest and invoicing to ensure t
	For more information see the section on Sender Addresses.
	Print label for an existing receiver

	Search on their Quickname (this is a name that can be assign
	Click the Show Filter options link
	Select at least one option for searching.
	Begin typing the receiver name in the search field.  A drop 
	Click on the correct name.
	Click the green Add button.
	Alternatively:
	Use the tab and enter keys to move to fields and make select
	Add customer reference information, delivery instructions or
	Click in the required field and type the details.
	To make changes to a receiver’s address (delivery instructio
	When you have entered all your requirements
	Click the Proceed to Shipping button.
	Print label for and add a new receiver

	Click on the yellow Add New Receiver button.
	A new window opens for you to enter all the details relating
	Complete at least the mandatory fields.
	To add a valid address for the receive see Adding addresses.
	Click the Save button. The receiver will be added to your ad
	Add customer reference information, delivery instructions or
	Click in the required field and type the details.
	When you have entered all your requirements
	Click the Proceed to Shipping button.
	Print label for a one-off receiver

	A one-off is a temporary record. This may be a receiver you 
	Click the Add One-off Receiver link.
	A new window opens for you to enter all the details relating
	Complete at least the mandatory fields.
	To add a valid address for the receive see Adding addresses.
	Click the Add button. The details are NOT saved to your addr
	Add customer reference information, delivery instructions or
	Click in the required field and type the details.
	When you have entered all your requirements
	Click the Proceed to Shipping button.
	Step 2 - Shipment Details

	Choose the service and package types that you require labels
	Select service and package

	Click in the select service field and choose a service from 
	Click in the package field and choose a package type from th
	Click the green Add button.
	Alternatively:
	Use the tab and enter keys to move to fields and make select
	The record displays in a list.
	Add different service and package types, or more package typ
	Click in the Service field and choose a different service (o
	Click the package field and choose another package type from
	Click the green Add button.
	Make any changes to the fields that may be required, e.g. in
	Click in the quantity field, delete the default and type the
	Click to tick the checkboxes for Sig, Rural or Sat if requir
	Click in the weight field and enter the known weight. This i
	Alternatively:
	Tab into each field and make changes. Tab to the Sig, Rural 
	For Rural and Saturday delivery you are still required to af
	The weight displayed in the details panel on the right hand 
	If a package has been added to the list and is not required 
	Click in the left hand checkbox to select the record.
	Click the Delete link to remove it from the list.
	When you have entered all your requirements
	Click the Proceed to printing button.
	Add a custom package

	You can add a custom package at any time.
	Adding a custom package is permanent. For a one-off package 
	Click in the select service field and choose a service from 
	Click the Add a Custom Package button.
	A new window opens for you to enter all the details relating
	Name your package.
	Enter dimensions (in centimetres) or cubic volume (it is man
	Click the Add package button.
	The package is added to the package type field and is displa
	Modify the weight field to reflect the actual weight of this
	If necessary:
	Click in the quantity field, delete the default of 1 and typ
	Click to tick the checkboxes for Sig, Rural or Sat if any of
	When you have entered all your requirements
	Click the Proceed to printing button.
	Step 3 - Print Labels

	In this section you can print labels, use view details to en
	To view labels:
	Click the View details link.
	Click the Done button to return to the print labels screen.
	If you want to go back and change something, you can click b
	To add return labels or to print return labels only:
	Click to select the appropriate round checkbox before printi
	Click again to remove the dot and deselect it if you no long
	To cancel the print completely (can only be done before the 
	Click the Cancel printing of labels link
	If you print a ticket in error or wish to change the weight 
	To print the labels:
	Click the green Print labels button.
	Reprint Label

	Sometimes a label may not print (because, for example, the p
	In the event that the label does not print you can reprint i
	Click on the Manifests and Reports tab option. The Print His
	At the bottom of the page, click on the last page number (la
	Find the record for the unprinted label in the list.
	Click in the checkbox to the left of the record to select it
	Click the Reprint button.
	A new label is printed. Note that the barcode number will be
	Batch Labelling
	Use Batch labelling to print labels for multiple receivers f
	Add a new receiver to your address list and create a label f
	Create a label for a one time receiver without saving their 
	Add batch references to all the receivers in the list.
	Select receivers from the list and save them as a new group.
	Save the print run as a template for future use.
	If you click away from Batch Labelling without completing th
	Step 1 - Address Details

	Click here to see the section on how to select Sender Addres
	Print labels for multiple receivers

	Choose defined groups of receivers (these must have been set
	Click the Select a group drop down arrow and click on the gr
	Repeat this action to add multiple groups to the list.
	If you don’t have any groups you can find the receivers indi
	To find receivers one by one, search on their Quickname (thi
	Click the Show Filter options link.
	Select at least one option for searching.
	Begin typing the receiver name in the ‘Type to select a rece
	Click on the correct name.
	Click the green Add button.
	Continue as above until you have added all the receivers you
	You can add groups and individual receivers to the list.  If
	To go to the section on how to add a new receiver whilst pri
	To go to the section on how to add a one off receiver click 
	Add batch references to the list

	You can add customer reference information, delivery instruc
	If information is the same for all receivers you enter it on
	Click on the Apply batch references link.
	Type the data into any or all of the three fields.
	Click the Apply to all receivers button.
	When the information is different for each receiver, or appl
	Double click on the receiver’s record line in the area under
	Do this for each individual receiver as necessary.
	Click anywhere away from the field to close it.
	Save as new group

	If you have a mix of groups and/or receivers you have added 
	Click in the checkbox to the left of the Quickname title. Th
	To remove individuals just click in the checkbox to the left
	When you have selected the records you want to add to the ne
	A window opens. Items marked * are mandatory.
	Type the name of your group.
	Type a description of the group (this will be helpful in the
	Click the green Save button.
	When you have entered all your requirements
	Click the Proceed to printing button.
	Step 2 - Shipment Details

	To see the section on shipment details click Step 2 - Shipme
	Click this link to read about Select service and package
	To learn about custom packages click Add a custom package
	Step 3 - Print Labels

	From here you can create a template of this batch label prin
	Click here to review Step 3 - Print Labels to see the option
	To create a template and print labels:
	Click the Print and save template button.
	Give your template a name.
	Click the Continue to printing button.
	To print the labels:
	Click the green Print labels button.
	To cancel the print completely (can only be done before the 
	Click the Cancel printing of labels link.
	If you print a ticket in error or wish to change the weight 
	Print from Template
	Any templates you have created can be accessed and loaded to
	Click the menu option Print from template.
	Click the drop down arrow to see the list of template names.
	Click on the name of the template that you require.
	Click the green Open button.
	The template is loaded to the batch labelling function and t
	If nothing is to be changed:
	Click Print labels.
	If you want to make any changes (e.g. add or remove receiver
	Delete template

	To permanently delete a template that is no longer required:
	Click the drop down arrow to see the list of template names.
	Click on the name of the template that you require.
	Click the Delete button.
	You can create a maximum of 20 templates.  If the limit has 
	Ensure you do this prior to creating the new batch labelling
	Address Book
	The address book is where you add, remove or edit all your r
	From here you can also access and manage the groups that you
	Adding addresses

	Functionality is the same:
	Whether adding from Address book, Quick or Batch Labels, and
	Whether adding a new receiver or entering an address for a o
	Address validation

	CourierPost must have at least a valid suburb or town in ord
	In the street number and street name searches, you can use t
	The % sign also works when entering PO Box/Private Bag numbe
	If, in the suburb/town search, you cannot find the suburb th
	Using the search fields

	Enter a valid street number and name
	Enter a valid PO Box or Private Bag number
	Enter a CMB address
	Street number not found: �Step 1
	Step 2
	Street Name not found: Step 1
	Step 2
	Click the Back link (to the right of the search field) at an
	Address book functions

	When you open the address book a list of current receivers i
	Sort the list by clicking on the name of a column in the tit
	To select from the list:
	Click on the record of the receiver you want.  The line will
	Alternatively, search on their Quickname (this is a name tha
	Click the Show Filter options link
	Select at least one option for searching.
	Begin typing the receiver name in the search field.  A drop 
	Click on the correct name.
	Click the green Go button.
	The receiver’s record is displayed.
	Edit receiver record

	Click the Edit button on the panel.
	Fields marked * are mandatory.
	Click in the field(s) to be edited and enter the updated dat
	To add or remove groups:
	Click the grey Edit button in the group names section.
	Click the checkbox next to a group name to add or remove the
	To save changes to the record:
	Click the Save button.
	To delete from your address book:
	Click the Delete button on the Edit screen.
	Once you have edited the record you are back in the list wit
	Click the Clear search link
	(If you deleted the record you will automatically be returne
	To delete a receiver from the list without editing the recor
	Find the receiver in the Address book list.
	Click the checkbox on the left of the record to select it.
	Click the Delete link at the bottom right of the records lis
	Add new receiver

	Click on the yellow Add New Receiver button.
	Fields marked * are mandatory.
	Complete at least these mandatory fields.
	Click the round checkbox to indicate whether the address is 
	Specify the Unit/Apt/Bld number by typing, for example, ‘Uni
	Enter a building name if one exists, e.g. ‘Mount Field House
	Enter the street number and any letter together, without spa
	Enter delivery instructions or customer reference
	Enter the contact name
	Enter the phone number
	Add a valid email address if you want this customer to recei
	If you want to assign this receiver to a group or groups you
	Click the Edit button below Group Names.
	Click the checkbox next to the group names in the window tha
	To associate this receiver with certain sites only click the
	Click the check box next to the site code or codes in the wi
	Click the Save button.
	Click Save when you have finished entering data for this rec
	Quickname is optional. It is used like a nickname (you could
	Add to a group

	You can add one or more receivers to a group, at one time.
	Click the checkbox beside each required receiver’s record (i
	When all the receivers that you want to put into a group hav
	Click the Add to group button.
	The window opens:
	Click the checkbox beside the group or groups that you want 
	Click the Save button when finished.
	As you add to groups the receivers’ record updates to reflec
	Duplicate a record

	If a receiver has more than one delivery point for their sit
	The Quickname, company name, address or contact must be slig
	Find the receiver from the address book.
	On the right hand receiver details panel, click the Duplicat
	Add or modify the data.
	Click Save.
	Manage groups

	Groups are where you can define a number of receivers to who
	Use this function to display all the groups used by your bus
	There is no limit to the number of receivers in a group, or 
	Edit an existing group

	Click in the search field and type the group name.
	Click the Search button, or
	Click on the group name from the list.
	The group details display in the right hand panel. Use the s
	Click Edit to open the group details.
	Change the name or description.
	Click Save.
	Create a new group

	Click the Create new group button.
	Enter group name and/or description.
	Click Save.
	Add to group

	Add receivers one at a time to a group.
	Select your group from the list.
	The group details display in the right hand panel.
	Click Add to group from the panel.
	Find the receiver using the search field.
	Click Go to put in the list.
	Click in the checkbox to select.
	Click the Add to group button.
	Click the Back to group management link to see the full list
	You will not find a receiver name if they are already in the
	Remove from group

	Select your group from the list.
	Click the Remove from group link on the right hand panel.
	The list of all receivers in the group displays.
	Click the checkboxes to select the receiver(s) to be removed
	Click the Remove from group button. Answer the prompt
	Click the Back to group management link to see the full list
	Delete group

	Click the checkbox of the group to be deleted.
	Click the Delete group button.
	Bulk upload

	Use this function to upload a tab delimited .txt file contai
	File format

	The field name must be in the first row and data, formatted 
	An example Excel file is available from the Help Centre link
	Field Name
	Status
	Field length & character specs
	Description
	ReceiverQuickName
	Optional
	50 Chars
	AlphaNumeric/Special chars allowed
	Your nickname for the customer. Could be customer account nu
	ReceiverCustomerReference
	Optional
	35 Chars
	AlphaNumeric
	Printed on every label.
	ReceiverDeliveryInstructions
	Optional
	50 Chars
	AlphaNumeric
	Printed on every label.
	ReceiverContact
	Mandatory
	35 Chars
	Alpha
	Contact name. If you don’t have one use Reception, Store, Wa
	ReceiverCompany
	Mandatory
	35 Chars
	AlphaNumeric/Special chars allowed
	Company name, or name of customer e.g. Mr Wilson.
	ReceiverAddress1
	Optional
	35 Chars
	AlphaNumeric�Example .,\-_/ (Dot,Comma,Back slash,Forward slash,hyphen,Under-score)
	Indicate whether unit, flat, shop or building and number (Un
	OR enter PO Box / Private Bag number (e.g. PO Box 356).
	ReceiverAddress2
	Optional
	35 Chars
	AlphaNumeric�Example .,\-_/ (Dot,Comma,Back slash,Forward slash,hyphen,Under-score)
	Building name, mall name, industrial estate name etc.
	ReceiverAddress3
	Mandatory
	35 Chars
	AlphaNumeric�Example .,\-_/ (Dot,Comma,Back slash,Forward slash,hyphen,Under-score)
	Valid street number & name.
	No spaces between letters and numbers, e.g. 104C Wilson Stre
	Street/Road/Avenue etc in full.
	For PO Box/Private Bag Number please enter the PO Box SUBURB
	ReceiverAddressType
	Mandatory
	1 Char
	Numeric
	1 = Street address
	2 = PO Box or Private bag
	ReceiverAddressTown
	Mandatory
	35 Chars
	Alpha
	Town or city name.
	ReceiverAddressSuburb
	Mandatory*
	35 Chars
	Alpha
	Suburb name.
	* Not mandatory for PO Box/Private Bag Number – you can leav
	ReceiverRuralDeliveryAddress
	Optional
	Unless RD
	35 Chars
	AlphaNumeric
	Use RD # to indicate the rural zone, e.g. RD 6
	ReceiverAddressPostalCode
	Mandatory
	4 Chars
	Numeric
	Valid NZ Post postcode.
	ReceiverAddressPhone
	Mandatory*
	25 Chars
	Numeric/Some special chars Example ( ) - (brackets, dash)
	Include area code. * If no known number enter any numeric, e
	Printed on all labels
	ReceiverAddressMobile
	Optional
	25 Chars
	Numeric/Some special chars Example ( ) - (brackets, dash)
	Enter a valid mobile number.
	ReceiverAddressEmail
	Optional
	250 Chars
	AlphaNumeric email format
	To have confirmation emails sent to your customer when the p
	ReceiverAddressFax
	Optional
	25 Chars
	Numeric/Some special chars Example ( ) - (brackets, dash)
	Include area code.
	SendConfirmationEmails
	Mandatory
	FALSE/TRUE
	Indicate the status – enter TRUE if you have entered an emai
	Addresses that have been bulk uploaded can be edited from th
	Example Part 1:
	Example Part 2:
	Example Part 3:
	File upload

	Use the Browse button to locate the file.
	Click the checkbox to select the Site Code(s) these receiver
	Optional information

	Enter any optional information if required BUT be aware that
	Customer Reference detail
	Delivery Instructions
	If you want all the receivers in this upload file to be adde
	Click the round checkbox to select either of the following o
	Add to existing group
	Select Group(s) to add to these receivers – click the approp
	Create a group for these receivers
	Enter group name.
	Enter a group description.
	Click the Upload button to commence the bulk upload.
	A successful upload will display the message “Successfully i
	Important Notes:
	If the file format is incorrect you will see a message “The 
	If the file has in excess of 50 errors then the whole file u
	Review the file structure information at the beginning of th
	Bulk Download

	You can extract the data from your Address Book and download
	File Format

	Field Name
	Status
	Field length &  Character specs
	Row
	Ignored
	ReceiverPK
	Ignored
	ReceiverCustomerReference
	Optional
	35 Chars
	AlphaNumeric
	ReceiverQuickName
	Optional
	50 Chars
	AlphaNumeric/Special chars allowed
	ReceiverCompany
	Mandatory
	35 Chars
	AlphaNumeric/Special chars allowed
	ReceiverAddress1
	Optional
	35 Chars
	AlphaNumeric�Example .,\-_/ (Dot,Comma,Back slash,Forward slash,hyphen,Under-score)
	ReceiverAddress2
	Optional
	35 Chars
	AlphaNumeric�Example .,\-_/ (Dot,Comma,Back slash,Forward slash,hyphen,Under-score)
	ReceiverAddress3
	Mandatory
	35 Chars
	AlphaNumeric�Example .,\-_/ (Dot,Comma,Back slash,Forward slash,hyphen,Under-score)
	ReceiverAddressType
	Mandatory
	1 Char
	Numeric
	ReceiverAddressTown
	Mandatory
	35 Chars
	Alpha
	ReceiverAddressSuburb
	Mandatory
	35 Chars
	Alpha
	ReceiverRuralDeliveryAddress
	Optional
	Unless RD
	35 Chars
	AlphaNumeric
	ReceiverContact
	Mandatory
	35 Chars
	Alpha
	ReceiverAddressPhone
	Mandatory*
	25 Chars
	Numeric/Some special chars Example ( ) - (brackets, dash)
	ReceiverAddressMobile
	Optional
	25 Chars
	Numeric/Some special chars Example ( ) - (brackets, dash)
	ReceiverAddressFax
	Optional
	25 Chars
	Numeric/Some special chars Example ( ) - (brackets, dash)
	ReceiverAddressPostalCode
	Optional
	4 Chars
	Numeric
	ReceiverDeliveryInstructions
	Optional
	50 Chars
	AlphaNumeric
	SendConfirmationEmails
	Optional
	True/False
	Groups
	Ignored
	ReceiverSiteIDs
	Ignored
	Example Part 1:
	Example Part 2:
	Example Part 3:
	Example Part 4:
	File Download

	Choose Address Book from the menu.
	Click the download all button at the bottom of the open Addr
	Click the appropriate download button for the file type you 
	Choose save and follow the usual steps to find a location to
	Remember to convert the file back to a tab delimited .txt fi
	Administration
	The administration module is where site users are managed.  
	Not every user will have access to the full administration f
	User preferences

	This displays the defaults and details for the current user 
	The page is divided into three sections, each of which has i
	Login details
	User defaults
	Your details
	Click in the field you want to modify or update in any of th
	Click the Save button for that section.
	Default printer setup

	Setting a default printer in this section means the print di
	If you have installed ActiveX then you can select your defau
	If you don’t have ActiveX installed then these fields will n
	If you log in from a PC other than one at your site you will
	User Management

	This is where you can access user lists and user types.  The
	User list

	Sort the list by clicking on the name of a column in the tit
	Search on Quickname (this is a name that can be assigned to 
	Click the Show Filter options link
	Select at least one option for searching.
	Begin typing the user name in the search field.  A drop down
	Click on the correct name.
	Click the green Go button.
	The user’s record is displayed.
	Edit user record

	Click on the record to activate it. The User details panel o
	Click the Edit button on the panel. The record is opened.
	Fields marked * are mandatory.
	Click in the field(s) to be edited and enter the updated dat
	To save changes to the record:
	Click the Save button.
	Once you have edited the record you are back in the list wit
	To return to the full list:
	Click the Clear search link
	Activate or inactivate a user

	You cannot delete a user from the list; however you can mark
	The user’s status is displayed on their record.
	Find the user or users you want to set as inactive.
	Click the checkbox to select them.
	Click the set as inactive button at the bottom of the record
	Answer the prompts to confirm your action.
	To make a user active:
	Find and highlight the user you want to activate.
	Click the Edit button from the right hand user details panel
	Click the Set as active button at the bottom right of the sc
	Answer the prompts to confirm your action.
	Add a new user

	Adding a new user involves specifying not only their name, u
	New users are marked at active, which means they can use the
	Fields marked * are mandatory.
	Click the Add new user button.
	Enter at least the mandatory fields.
	The email address must be unique. It will be the user’s logi
	Click the checkboxes to set the site codes this user has acc
	Select the default site code. This is the one the user norma
	Select the user type for this login. This determines what th
	Select the default page for this user. It will display when 
	Set the group access (see note* below).
	Click the Save button when everything has been completed.
	Once you click save an email is automatically sent to the ne
	*This will restrict the user on the limited track & trace pa
	User types

	User types are assigned permission levels that define what p
	There are some default user types already defined.
	Click in the search field and type the user type name.
	Click the green Go button, OR
	Click on the record on the list.
	The details display in the right hand panel, with the permis
	You can only edit the user types that you define – you can’t
	There is only one super user type allowed per site. The supe
	If you ever need to change your designated super user please
	Add new user type

	Click the Add new user type button.
	Enter a user type name and a meaningful description
	Use checkboxes to select an option.
	Putting a tick in any checkbox will give this user type perm
	Click the Save button when you have finished defining the us
	Delete user type

	You can only delete types that do not have users allocated t
	Search for the user type name, or click the checkbox to the 
	Click the Delete button.
	Sender Addresses

	Every site ID has a frequent address attached to it. This is
	If your company is located across multiple sites and you cen
	User addresses could be as simple as having different floors
	Each user has one address allocated as the default address w
	Add new address

	Click on the yellow Add New Address button.
	A new window opens for you to enter all the details relating
	Complete at least these mandatory fields.
	Click the Save button. The record will be added to your addr
	Quickname is used like a nickname (you could use your ERP De
	Search for existing sender address

	Search on their Quickname, Company, Town/City or a combinati
	Click the Show Filter options link.
	Select at least one option for searching.
	Begin typing the receiver name in the search field.  A drop 
	Click on the correct name.
	Click the green Go button.
	You could also just click on the record from the list if you
	Edit address details

	You cannot edit the frequent address that was generated when
	The record is highlighted in yellow with the sender details 
	Click the Edit button on the panel. The record is opened.
	Fields marked * are mandatory.
	Click in the field(s) to be edited and enter the updated dat
	To save changes to the record:
	Click the Save button.
	To remove this sender address from the list:
	Click the Delete button
	Once you have edited the record you are back in the list wit
	To return to the full list:
	Click the Clear search link
	(If you deleted the record you will automatically be returne
	To delete a sender address from the list without editing the
	Find the sender in the list.
	Click the checkbox to select them.
	Click the Delete link at the bottom of the records list.
	Duplicate a record

	To add another address that is very similar you can choose t
	The Quickname must be unique for the record to save.
	Find the address from the list.
	On the right hand sender address details panel, click the Du
	Make any alterations that are required.
	Click Save.
	Download all

	You can download the full sender address list to a file, for
	Click the download all button
	A window opens:
	Click one of the two buttons offered to select the file type
	A file download window opens with options to open, save or c
	Follow the steps to complete the download.
	Track n Trace
	This function lets you retrieve the status of any ticket.  T
	Items over 50 days old are no longer active and cannot be re
	Define the search criteria. You can search on a known ticket
	Click in the Ticket numbers field and type a unique number t
	Select the Date printed option from the drop down field, and
	Enter a unique Customer reference if required, and/or
	Type the Item inventory detail that was included in the labe
	Click the green Search button.
	The record or records are displayed.
	If no records are found an error message displays. Check whe
	Try another search using different criteria.
	Click the Clear link to clear results and start a new search
	Custom/advanced search

	Click the Advanced search link OR select Custom Search from 
	The options area displays.
	Click the From date printed box to generate a drop down cale
	Click the To date printed field and repeat the actions as ab
	Select a site code if required.
	Select a Group if required.
	Enter a town or city if required.
	You can also use the Customer reference and Inventory notes 
	Click the Search button to start the search.
	Search results

	Results are displayed one record per line.
	Click on the + sign shown in the View details field to open 
	Click the done button to return to the results list.
	Manifests & Reports
	All pending ticket records are displayed here until the mani
	Reports can be generated from the Print history screen.
	The usage report shows all successful user logins with date 
	Print history report

	This report displays all records from the print history tabl
	A list of printed tickets displays.
	Select search criteria for specific dates or ticket numbers.
	Sort the list in alpha ascending or descending order by clic
	Click the checkbox against a record to select the record
	Click the reprint button if another label is required. The s
	Click the + sign under view details to see print history det
	Download search results (all results, not individuals) to a 
	Follow the prompts to confirm your action and either open or
	Cancel to remove the search results and clear the search fil
	Pending manifest

	This list displays by default all the pending tickets which 
	If the manifest has not been sent the listed records display
	Usage report

	The usage report lists all users who have logged in with the
	Username
	Login date
	Login result
	Error message
	User IP address
	Calculating Weights
	Weight calculations are done automatically using the followi
	Dimensions (entered in centimetres) are converted to meters 
	Examples:
	10cm x 20cm x 30cm = 0.10 x 0.20 x 0.30 x 200 = 1.200kgs
	Cubic 0.025 x 200 = 5kgs
	(Note that cubic = length x width x height (in meters).)
	If the physical weight is greater than the volumetric weight
	If the volumetric weight is greater then this is the Rated w
	Technical Requirements
	In order to access and fully optimise the Ticket-IT labellin
	IBM Compatible Computer
	Apple Computer
	Processor
	Pentium or equivalent processor
	G3
	Operating System
	Windows 2000 or XP
	OS10.4
	RAM
	256 MB
	256 MB
	Web browser software
	Internet Explorer© v6 or higher, Mozilla Firefox v1.0.4 or h
	Apple Safari V3, Mozilla Firefox v1.0.4 or higher
	Modem
	Recommended minimum of 56kbps
	Internet Access
	A connection to the Internet through an Internet Service Pro
	Screen Resolution
	A screen resolution of 1024 x 768 is preferred
	Javascript
	Javascript must be enabled on your browser
	Session Cookies
	Cookies must be enabled on your browser
	Pop-Ups
	Browser pop-ups must be enabled
	If your settings do not meet these minimum requirements, we 
	More than one user can access Ticket-IT from the same comput
	Javascript must be enabled in order to use Ticket-IT.
	You will need to install additional files. For example, in o
	Label stock requirements

	Ticket-it uses the 24 character barcode and has also changed
	The labels can be ordered from the CourierPost website.
	The product codes are:
	New for Ticket-it    Old for SmartXpress
	CPTICKET38 (38 mm core)    CPTHERM39
	CPTICKET76 (76 mm core)    CPTHERM76
	CPTICKETA4 (Laser A4)    CPLASERA4
	CPTICKETA5 (Laser A5)   CPLASERLAB
	 Include logo on labels

	If you would like to have your company logo print on your la

