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1.0 Introduction to the On-line Electronic 
Shipping Tools – Shipping & Delivery Services 
 
Electronic Shipping Tools presents Distribution customers an Internet-based shipping application.  Customer-specific information is 
stored in a default profile to make the shipping process faster and more efficient.  Functionality is designed to expedite the shipping 
process.  Domestic, USA and International parcel order processing are separated to streamline the focus and also to promote 
performance.  Some multi-tasking activities, like the creation of Customs documents, require the application to retain the information 
throughout the shipping process.  These activities are positioned outside the core shipping process to improve performance of the 
application. 
 
 
 
 
 
 
 
 
 
 
 
 
When you successfully transmit electronically an order and apply a bar coded shipping label to your items, you are eligible to the 
automation incentive.  A pop-up message indicates the savings you receive as a result of the Automation discount.  
 
This automation incentive is 3% and applies to shipments using Shipping & Delivery Services such as Regular Parcel, Expedited 
Parcel or others, both within Canada or internationally.  
 
This automation incentive is only available to customers that use their own computer equipment along with the Electronic Shipping 
Tools. 
  
Please note that the automation incentive does not apply to options (for instance, C.O.D. and Delivery Confirmation, etc.), and is 
applied before taxes and fuel surcharge. 
 
This guide describes how to use the On-line version of Electronic Shipping Tools to ship Shipping & Delivery Services.  The function 
of each screen is outlined systematically in this document, and screen shots are provided as visual aids.  In addition, the command 
buttons and data fields are presented and described. 
 
Canada Post’s range of delivery services offer smart shipping solutions for all your shipping needs.  You can choose the service and 
options that best suit your needs and budget: 
 
Domestic 
• Priority Courier 
• Xpresspost 
• Expedited Parcel 
• Regular Parcel 
 
USA 
• Xpresspost USA 
• Commercial* Expedited Parcel – USA 
• Expedited Parcel – USA 
• USA Air and Surface Small Packets  
• Purolator International 
 
International 
• International Air (where available) and Surface Parcel 
• Xpresspost – International (where applicable) 
• International Air and Surface Small Packets 
• Purolator International 

Shipping is Step 1 to 4 (5 for USA/International ) with the On-line version: 
 

1. Enter Shipment Information 
2. Select Service & Options 

Enter Customs Information (USA/International) 
3. Preview Order 
4. Print Label 
 
Then Ship…the item is now ready for pick-up or drop-off! 
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2.0 Shipping Steps 
The following table presents the On-line shipping process.  Details regarding each step are presented in subsequent sections. 

ON-LINE SHIPPING PROCESS FLOW 
SHIPPING TASK TASK COMPONENTS & CHARACTERISTICS 

1. Open Blank Shipping Page  
 

Select destination from the Shipping & Delivery Services Navigation 
Bar: 
 
• Ship Canada 
• Ship USA 
• Ship International 

2. Enter Sender Information  Mandatory fields are marked with an asterisk. 
 
Contact Name* 
Contact Phone* 
Method of Payment* 
Shipping Point* 
Enter Your Reference Number (optional). 
 

• See Section 2.1 for definitions of fields stated above. 
3. Enter Recipient Information Retrieve Recipient Information from the Address Book or mandatory 

fields are marked with an asterisk. 
 
Name * 
Title/Company/Department 
Address (Line 1)* 
City* 
Province* 
Country* 
Postal Code* 
Contact Phone 

4. Enter Shipment Information Enter Weight (mandatory). 
Enter Dimensions (mandatory). Unless shipping a Document. 
 
Check Document when the destination is outside of Canada. 
 

5. Send e-mail notification?  You can specify e-mail addresses to receive notification. 
Recipient 
Sender 
CC 

6. Ship using a pre-defined Service & Options 
Template  

Select Template that has been previously created. 

7. Enter Service & Options  Select Service Type and Options for Service. 
 
To save entries as a Template, check Save as Template and enter 
Template Name. 

8. Enter Customs Information (USA & International 
only) (Step 3, Only for USA & International) 

The entry fields will incorporate the mandatory information on the 
correct customs document. 
Mandatory fields are marked with an asterisk. 

9. Preview Order (Step3 for Canada) (Step 4, for USA 
& International) 

Select Next to Preview the order.  Rating and validation are performed 
on service and option selections.  Once all the data has been entered, 
the transaction is displayed for review. 
Select Back if you want to make changes. 
 
If Credit Card was selected as the method of payment the information  
is displayed on the Preview page. 
You can select a Credit Card Alias or enter credit card information. 
The associated Credit Card Alias will be retrieved and displayed in the 
Credit Card Alias drop-down list. 
 
The Credit Card Information can only be accessed if the Mailed By 
and Paid By Customer Numbers are the same. 
Select the Previous button if you wish to make any changes.  

10. Print Labels (Step 4 for Canada) / (Step 5 for USA 
and International) 

Allows control over the print output process. 
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3.0 Shipping Screens 
Three versions of the Shipping screen were created to support the different services, addressing and customs requirements of 
shipping to Canada, USA or International destinations (see following screen shots as examples). 
 
The shipping destination determines the data entry screen.  
 
 For example, if the destination is Canada, the Shipping - Canada screen is displayed:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If the destination is to the USA, the Shipping – USA screen is displayed 
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And, if the destination is anywhere else, the Shipping – International screen is displayed: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Shipping screens are separated into the following steps:  Enter Shipment Information, Select Service and Options, 
Customs (USA & International only), Preview Order, and Print Label.  These sections are described below. 
 

3.1 Enter Shipment Information – Step 1 
 
Enter Shipment Information – Step 1 is divided into the following sections:  Sender Information, Recipient Information, Shipment 
Information,  Tracking Information, Send E-mail Notification?, and Ship using a pre-defined Service and Options Template.   
 
These sections are described below. 
 
 3.1.1 Sender Information 
 
This section captures the characteristics of the sender. 
 
The Mailed By and Return Address information default from the Profile – Shipping and Delivery Services page.  To verify or 
update this information, click on the Change button in the Sender Information section. (This will bring you to the Profile screen). 
 
The three versions of the Shipping screen handle the unique addressing requirements of the destination country: 
 

• For Canada, mandatory City, Province (selected from a drop-down list) and Postal Code 
• For USA, mandatory City, State (selected from a drop-down list) and Zip Code 
• For International, country (selected from a drop-down list) is mandatory, but City, Province/State and Postal/Zip Code are 

freeform and optional 
 
The Mailed By field displays the Customer Number associated with the active/default Profile. 
 
Fields 
 

Sender Information 
FIELD NAME (* = mandatory) FIELD CHARACTERISTICS 

Contact Name* You must enter the contact name directly in the Sender information. This will not 
change the information in your default Profile. 

Contact Phone*  You must enter the contact phone directly in the Sender information. This will not 
change the information in your default Profile. 
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Method Of Payment * Click on the down arrow to select from a list of payment options.  The Method of 
Payment Drop-Down List is data-driven by Canada Post contract type. 

Shipping Point* Enter the Postal code of the location where the mail will be accepted by Canada Post. 
The shipment information will be based on the Shipping Point.  
The application will retain this Postal Code for future shipments. 
Shipping Point can be changed to a different location if required. 

Mailed By Displays the Customer Number associated with the active/default Profile. 
Mailed on Behalf of Displays the Customer Number associated with the active/default Profile. 
Contract Number Displays the Contract Number associated with the active/default Profile. 
Paid By Displays the Customer Number associated with the active/default Profile. 
Return Address Displays the Return Address associated with the active/default Profile. 
 

 3.1.2 Recipient Information 
 
This section captures to whom the item is destined. 
 
This section contains the recipient’s name and address, which can either be typed in or retrieved from the Address Book. 
  
Fields 

Recipient Information 
FIELD NAME (* = mandatory) FIELD CHARACTERISTICS 

Name * Enter the name of the recipient 
Add to Address Book Check the Add to Address Book box to select this option.  When this box is selected, 

it will initiate the process of storing the recipient in the Address Book following the 
successful transmission of the order. 

Title/Company/Department Optional input field.  Enter the Title, Company and/or Department. 
Address (Lines 1 * and 2) Remember that Address (Line 1) is mandatory.  Enter the mailing address.  Continue 

the mailing address on Line 2 if more space is required. 
City* Mandatory field for Canada and USA.  Optional for International.   
Province/State* Mandatory field for Canada and USA.  Optional for International.  (Canada Page) A 

list of valid Provinces and Territories in Canada is displayed, sorted alphabetically.  
(United States Page) A list of valid States in the United States is displayed, sorted 
alphabetically. 

Country * Canada is defaulted on Canada Page, United States is defaulted on United States 
Page.  Canada and United States are suppressed from the list on the International 
page, so select the destination country on the International page. 

Customs Document Select this checkbox when the destination is not Canada to enter appropriate 
customs information. 

Postal/Zip Code* Mandatory field for Canada and USA.  Optional for International.  Enter the postal 
code or zip code. 

Print Postage Rate on USA / Int’l Labels In order to display the postage rate on the label, you must select this checkbox each 
time an order is entered. 
 
Please note:  The system default is to not display the rates. 

Contact Phone* Optional for Canada. Mandatory field for USA and International. Enter the contact 
telephone number.  Prints on both Canada and USA/International Address Labels. 

Print Insured Value In order to display the insured value on the label, you must select this checkbox 
each time an order is entered. 
 
Please note:  The system default is to not display the value 

 
 3.1.3 Shipment Information 

 
This section captures the shipment information 
 
Fields 

Shipment Information 
FIELD NAME (* = mandatory) FIELD CHARACTERISTICS 

Weight * Enter the weight, in kilograms. 
Length Mandatory if Document is not selected.  Enter the item length. 
Width Mandatory if Document is not selected.  Enter the item width. 
Height Mandatory if Document is not selected.  Enter the item height. 
Document By selecting Document, Length, Width and Height are not mandatory 
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3.1.4 Tracking Information 
 
This section allows you to record reference numbers for tracking purposes. 
 
Fields 

Tracking Information 
FIELD NAME (* = mandatory) FIELD CHARACTERISTICS 

Your Reference Number Enter your own Reference Number, optional for reconciliation purposes. 
Cost Centre Reference Enter the cost centre to which you wish to internally allocate costs at the line item 

level. 
Additional Reference Number Enter your additional Reference Number, optional for reconciliation purposes. 
 

 3.1.5 Send E-mail Notification? 
 
This section allows you to specify e-mail address(es) to receive a notification by e-mail. 
 
Fields 

E-mail Notification 
FIELD NAME (* = mandatory) FIELD CHARACTERISTICS 

Recipient Check Recipient box to initiate the process of sending an e-mail to the recipient after 
successful transmission of the order.  Enter the Recipient’s e-mail address in the 
Recipient’s e-Mail Address field. 

Sender Check Sender box to initiate the process of sending an e-mail to the sender 
(you)after successful transmission of the order.  Enter the Sender’s e-mail address in 
the Sender eMail Address field. 

Cc. Check Cc.box to initiate the process of sending an e-mail to the Cc. after successful 
transmission of the order.  Enter the Cc. e-mail address in the Cc eMail Address 
field. 

 
3.1.6 Ship using a pre-defined Service and Options Template 

 
This section allows you to select a pre-defined Service and Options Template to apply to the shipment. 
 
This section contains information like customs form and tax code.  
 
 3.1.7 Command Buttons 
 
 
 
 
Please click here for further details. 
 
 
 
Please click here for further details. 
 
 

Change 

Retrieve from Address Book 

Rate Shop 
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Rate Shop command button displays the “Rate Shop” page where you can compare the costs of sending your order using different 
Canada Post Shipping & Delivery Services domestic products and select Delivery instructions for your order. Available only on 
domestic orders. 
 
 
 
 
Recalculate command button initiates validations and generates price for shipping the same parcel to the same destination using 
the various Canada Post Shipping & Delivery Services products 
 
 
 
Next command button accepts any settings on this window and display the next window “Preview Order”. 
 
 
 
Clear command button clear all fields in this page 
 
 
 
Next command button accept any settings on this window and display the next window “Service & Option”. 
 

3.2 Service and Options – Step 2  
 
This section captures how the item will be shipped. 
 
The services displayed on each version of the Shipping page are filtered to reflect only those services applicable to the destination 
country (i.e.  Expedited Parcel is only valid for Canadian destinations). 
 
Shipping & Delivery Services can be documents, packets or parcels. 
 

Next 

Recalculate 

Clear 

Next 



  

© June 2005 Canada Post Corporation  8 

 
 
 3.2.1 Domestic Services & Options 
 
When Canada is the destination of the shipment, the Service Types are Priority Courier, Xpresspost, Expedited and Regular 
Parcel. 
 
Visit our Canada Post Web site for a selection of Domestic Shipping & Delivery Services.  Select from the categories of information 
presented to obtain more product details.   
 
The Canada Postal Guide at also offers complete product specifications for Domestic products and services. 
 

 3.2.2 USA Services and Options 
 
When USA is the destination of the shipment, the Service Types are Xpresspost USA, Air and Surface Small Packet, Commercial* 
Expedited – USA and Expedited Parcel – USA, Purolator International. 
 
Visit our Canada Post Web site for more details about sending parcels to the USA.  The Canada Postal Guide at also offers 
complete product specifications for USA products and services. 
 

3.2.3 International Services and Options 
 
When the destination of the shipment is an International location, the Service Types are Air and Surface Parcel and Air and Surface 
Small Packet, Purolator International.  Click here for a listing of countries where Xpresspost – International provides delivery, and 
the terms and conditions that apply. 

Visit our Canada Post Web site for more details about sending parcels Internationally.   
 
This website also offers complete product specifications for International products and services. The Canada Postal Guide at also 
offers complete product specifications for International products and services. 
 
Fields 

Service and Options 
FIELD NAME (* = mandatory) FIELD CHARACTERISTICS 

Options  Displays the features applicable to the selected Service, and allow you to add options if 
required.  

Service Type * Displays the Shipping & Delivery Services available for the shipping window 
• For Canada:  Priority Courier, Xpresspost, Expedited and Regular Parcel 
• For USA:  Xpresspost USA, Air and Surface Small Packet, and Commercial* 

Expedited Parcel–USA, Purolator International 
• For International:  Air (where available) and Surface Parcel, Xpresspost – 

International where applicable and Air and Surface Small Packet, Purolator 
International 

Save as Template Data saved is:  
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• Template Name 
• Service ID 
• Option ID of the options selected or by default (up to 25). 

Template Name Name under which the template will be saved.  Initialized if a template was previously 
retrieved (see Retrieve Command Button). 
If changed to the name of another existing template, a warning message is displayed 
and if you do not want to override it, control is returned to the page so you can change 
the name. 

 
Command Buttons 
 
 
 
Back command button returns to the preceding window to let you change any previous settings. 
 
 
 
Next command button accepts any settings on this window and display the next window. 
 

3.3 Customs Information Page (Step 3 – USA & Int’l) 
 
The Customs Information page collects all the required data elements to complete the appropriate document type.  The business 
rules around customs declaration by service have been coded into Electronic Shipping Tools.  The collection of mandatory 
information will reduce the necessity for the user to understand customs reporting and declaration rules.  Printing of the customs 
documentation follows the completion of the entry.  Output examples are shown in the following sections:  Customs Document, 
Customs Declaration Dispatch Note and Commercial Invoice (for Commercial* Expedited Parcel – USA only). 
 
The Customs Information page stores Customs information that will be printed on the Customs Declaration (which prints in 
addition to the Address Label).  It consists of two sections, customized to the two Customs documents that can be printed. 
 
The characteristics of this screen are outlined below: 
 

 
 
Command Buttons 
 
 
 
The Back command button returns to the preceding window to let you change the Service and Options screen to permit edits prior 
to transmitting the order 

Back 

Next 

Back Back 
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The Next command button will bring the user to the Method of payment screen with the Customs Information at the bottom.   
 
Fields 

Customs Information 
FIELD NAME (* = mandatory) FIELD CHARACTERISTICS 

Reference Number The Customer's Reference Number (which may or may not be the same as the 
Reference Number of the shipment itself). 

Customs Currency * The currency (CAD, USD) that will be used to define the declared value for Customs 
purposes.  No check for valid value (printed as is on Customs document). 

Reason for Export * Defaults to Commercial Sample.  Drop-down choices of Commercial Sample, Gift, 
Trade Show, Repair Warranty, Document, and Other/Not Applicable. 

Non-Delivery Instructions * Defaults to Treat as Abandoned.  Drop-down choices of Treat as Abandoned, Return 
via Surface and Return via Air. 

Duty and Tax Total Duty and Taxes to be paid on this shipment.  Represents the total of individual 
goods Duty and Taxes to be paid. 

Tax ID/IRS No. Recipient’s U.S. Internal Revenue Service number or Social Security number.  
Required if shipping items valued over US$200.00. 

Additional Information Additional information/comments relevant to the shipment to aid the customs agent in 
clearing the package. 

 
Contents 

Document Must be selected if all other fields in the Contents Description section are blank.  
Identifies the contents of the shipment as a document.  The text “Document (no 
commercial value)” will be printed as Contents Description and no further data is 
required. 

Item/Part/SKU # This line repeats six times on the page, allowing descriptions for up to six individual 
goods. 

Quantity Mandatory if Document checkbox is not selected.  Number of contents for each 
description. 

Description Mandatory if Document checkbox is not selected.  Freeform description of contents. 
Unit Value Mandatory if Document checkbox is not selected.  Declared value of goods for 

Customs purposes. 
Unit Weight Weight in kg.  Freeform. 
HS Code Harmonized System Code.  Freeform. 
Tariff Code Freeform. 
Country of Origin The country of origin of the goods, as selected from a drop-down list. 
Province of Origin Mandatory if Canada is selected as the country of origin.  This is the province of origin 

of the goods, as selected from a drop-down list. 
 
3.3.1 Additional Procedures for Commercial* Expedited Parcel – USA 
 
When shipping items valued over US$200.00, Electronic Shipping Tools will prompt you to supply the following data items in order 
to take full advantage of Commercial Customs Clearance: 
 
Recipient’s U.S. Internal Revenue Service number or Social Security number; 
 
Appropriate customs Harmonized System code and; 
 
Country and province (only if the country is Canada) of the manufacturer of the item(s) shipped. 
 
Once the daily customs information is received electronically, it will be forwarded to Canada Post’s broker, PBB Global Logistics for 
review of the customs information. 
 
To set up your account with PBB, simply complete the documentation available at this address: 
http://www.pbb.com/ 
 
  3.3.2 Print Customs Documents 
 
This page let you either print a Customs Document, Customs Declaration Dispatch Note or Commercial Invoice, depending on the 
Service used or the Declared Value for Customs: 
 

Next 
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1. Prints the Customs Document when: 
 

• The Destination Country is USA, except for Commercial* Expedited Parcel – USA or; 
 

• The Service used is International Small Packet (Air or Surface) and the total Declared Value for Customs is less than or 
equal to $300.00. 

 
2. Prints the Customs Declaration Dispatch Note when: 
 

• The Service used is International Parcel (Air – where available - or Surface) or; 
 

• The Service used is Xpresspost – International where applicable or; 
 

• The Service used is International Small Packet (Air or Surface) and the total Declared Value for Customs is greater than 
$300.00. 

 
3. Prints the Commercial Invoice when: 
 

• The Service Type used is Commercial* Expedited Parcel – USA.  The Service Type used is Commercial* Expedited 
Parcel – USA.  One copy is generated if required.  The Commercial Invoice will only be generated and printed if the user 
has selected the Print Customs Document checkbox. Copy (ies) must be inserted into the plastic pouch.  

 
• The Service Type used is Expedited Parcel  – USA.  One copy is generated if required.  The Commercial Invoice will only 

be generated and printed if the user has selected the Print Customs Document checkbox. Copy (ies) must be inserted into 
the plastic pouch. 

If you have not entered the Contents Description, the total Declared Value for Customs cannot be calculated.  In this situation, 
having a Duty and Tax amount greater than zero could be used to print a Customs Declaration Dispatch Note. 
 
The Print Customs Documents task displays a preview of the Customs document. 
 
After printing the Customs document (which is done from the Preview Order), processing returns to the Shipping screen, ready to 
process another shipment. 
 
Most of the data on the Customs document comes from the Customs Information screen (either directly or computed); only 
Canada Post generates the Item ID. 
 
Sample of Customs Document 
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Sample of Customs Declaration Dispatch Note 
 

 
 
Template of Commercial Invoice 
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Fields 
 

Customs Document/Customs Declaration Dispatch Note 
FIELD NAME ON DOCUMENT (* = appears only on 

Customs Declaration Dispatch Note) FIELD CHARACTERISTICS 

Insured Text * Text (INSURED/ASSURÉ) indicates that Insurance has been 
selected on the Shipping Page (Insured Amount > zero). 

Dispatch Number * Derived from the Item ID. 
Item ID (or Trace ID) * The system-generated unique Identifier for the Order Item received 

from Canada Post. 
Reference Number The Customer's Reference Number, as entered on the Customs 

Information page. 
Office * Outlet, retrieved from the User’s Profile. 
Date * Current Date, in format YYYY/MM/DD. 
Sender * Name and Return Address of the Customer (retrieved from the 

User’s Profile), in the following format: 
• Name 
• Address Line 1 
• Address Line 2 
• City (truncated to make room for province and postal code if 

not enough space on line), one space, Province (two 
characters), two spaces, Postal Code (one space between 
FSA and LDU) 

• “Canada” 
Addressee * Name and address of recipient (as entered on the Shipping page), 

in the following format: 
• Name 
• Title/Department/Company 
• Address Line 1 
• Address Line 2 
• City Province/State  Postal/Zip Code 
• Country Name 

Gross Weight * The sum of the Net Weights supplied on the Customs Information 
page, split in two parts:  kg and grams. 

Rate * Duty and Tax, as entered on the Customs Information screen. 
Insured Value * As entered on the Shipping page. 
Insurance Fee * Fees for the Insurance option, as received from Canada Post. 
Contents Description Up to six lines of individual goods can be entered and printed. 
Quantity As entered on the Customs Information screen. 
Description As entered on the Customs Information screen. 
Country of Origin Two-letter acronym of Country of Origin of the goods, converted 

from what was selected on the Customs Information screen. 
HS Code As entered on the Customs Information screen. 
Tariff Code As entered on the Customs Information screen. 
Value As entered on the Customs Information screen. 
Net Weight As entered on the Customs Information screen. 
Customs Currency As entered on the Customs Information screen.  It prints at the 

bottom of the Value column for Customs Document and at the 
bottom of the Tariff Code column for Dispatch Note. 

Total Value The sum of the Declared Values (prints below the Value column for 
Customs Document and at the bottom of the Value column for 
Dispatch Note). 

Non-Delivery Instructions As selected on the Customs Information screen. 
Reason for Export If Commercial Sample or Gift was selected on the Customs 

Information page, put an ‘X’ in the corresponding box; otherwise 
leave blank. 

Commercial* Expedited Parcel - USA 
See explanations for the following fields under Customs Document/Customs Declaration Dispatch Note: 

Sender Name and Address (Sender), Sender Reference (Reference Number), Reasons for Export, Detailed Description of 
Contents, Harmonized System (HS Code), Item ID, Receiver Name and Address (Addressee), Gross Weight, No. of Units 
(Quantity), Currency & Value (Customs Currency, Value), Total Currency & Value (Total Value) 

FIELD NAME ON DOCUMENT FIELD CHARACTERISTICS 
Contact Name (Sender) The name of the contact person familiar with this mailing on the 

sender’s end. 
Telephone No. (Sender) The telephone number and, if applicable, the extension number of 

the sending contact person. 
Country of Destination The country to which the mailing is destined. 
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Number of Packages With EST, only one package can be processed per shipment.  
Thus this field always has the value “1”. 

Additional Information Additional information/comment relevant to the shipment to aid the 
customs agent in clearing the package. 

Contact Name (Receiver) The name of the contact person familiar with this mailing on the 
receiver’s end. 

Telephone No. (Receiver) The telephone number and, if applicable, the extension number of 
the receiving contact person. 

Tax ID/IRS or VAT No. Receiver Recipient’s U.S. Internal Revenue Service number or Social 
Security number.  Required if shipping items valued over 
US$200.00. 

Country of Origin Country of the manufacturer of the item(s) shipped.  If the country 
is Canada, the province of origin will also be indicated. 

 

3.4 Preview Order (Step 3 – Ship Canada / Step 4 - Ship USA & Int’l) 
 
  3.4.1 Credit Card Information 
 
The Preview Order screen is displayed as a final validation of the order content before submitting the order to Canada Post for 
processing.  
 
If you have selected Credit Card as your Method of Payment at the Shipping Screen, the Credit Card Information appears on 
this page. 
 
Credit card information is stored by Canada Post and synchronized to Electronic Shipping Tools.   
 
The associated Credit Card Alias will be retrieved and displayed in the Credit Card Alias drop-down list on the Credit Card 
Information screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You can select a Credit Card Alias or enter credit card information.   
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The Credit Card Information page can only be accessed if the Mailed By and Paid By Customer Numbers are the same.  When 
the credit card information is entered, then a Credit Card Alias will be generated upon clicking on the Ship button.  The alias will 
contain the first and last four digits of the credit card and the remainder will be asterisks. 
 
The Preview Order page triggers a validation sequence against the Canada Post database.  The electronic transaction will be 
displayed containing the data entered and the price calculation based on the data entered.  You should verify that the information 
presented is correct before you transmit the transaction to Canada Post. 
 
If there are errors, standard error handling will result.  Upon correcting the information, your order is presented again on screen. 
 
Command Buttons 
 
 
 
The Back command button returns user to the Select the Service and Options screen to permit edits prior to transmitting the order. 
 
 
 
 
The Ship command button will initiate the connection to Canada Post.  A successful order will generate an applicable parcel label.  
Any errors within the order will be reported back in the transmission log. 
 
If the credit card information is validated you will be sent to the “Label the Parcel” screen where you will be printing your label. Your 
order has now been saved into our systems. 
 

3.5 Print Label (Step 4 – Ship Canada / Step 5 – Ship USA & Int’l) 
 
This task supports printing on laser printers only.  It does not support printing on thermal printers or dot matrix printers (tractor-fed or 
otherwise). 
 
An address label is generated within the browser after an order has been successfully submitted to Canada Post. 
 
If the destination country is Canada, the Domestic address label is generated; otherwise the USA/International label is generated. 
 
The following sections illustrate and define the various elements that may appear in each Address Label. 
 
The elements to print are portrayed between “< >” characters in the mock-ups.  These placeholders are intended to convey the 
general location of the information to be printed. 
 
Command Buttons 
 
 
 
 
Continue command button enables you to print all the documents required for your shipment  
 

 
 
3.5.1 Domestic Address Label 

 
This label has a standard portrait layout printed on 8 ½” by 11” paper.  It applies to all domestic services.  The printed portion (up to 
the dividing line) must fit in the top half of the page so that it can be folded in two and still show all printed information (other than the 
dividing line itself). 

Back 

Ship 

Continue 
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Sample of Domestic Address Label 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Fields 
 

Domestic Address Label 
FIELD NAME FIELD CHARACTERISTICS 

From Name and Address of the sender, in the following format: 
• Name 
• Address Line 1 
• Address Line 2 
• City (truncated to make room for province and postal code if not enough space on 

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

This is the name and address extracted from Canada Post, unless a Return Address has 
been supplied in the User Profile. 

Service Name The name of the service as maintained by Canada Post. 
Simplified Service Symbol Symbol representing the selected mail service (on simplified labels only); values are the 

same as those of the Service Check Character, which is a code indicating the service and 
can be used to confirm that the right stock was used.  The latter only applies to pre-printed 
labels.  Values are: 
• P – Priority Courier; 
• 1 – Xpresspost; 
• 2 – Expedited Parcel, and; 
• 3 – Regular Parcel. 

 
Customer Number CPC Mailed On Behalf Of Customer Number. 
Return Service Indicator Text indicating that the Return service option was selected. 
Weight Weight of the item in kg. 
Cu/OS Indicators If cubic weight, “CU” is printed to the immediate right of the weight.  If the item is oversized, 
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“O/S” is printed to the right of the weight. 
Heavy Load Indicator Symbol indicating that the weight of the item exceeds 21.5 kg (sample below).   

 
 
 
 

Postal Code Barcode 128 Symbol Postal Code (symbol and human readable text below) of the destination address.  The text 
is displayed with a ‘+’ at the end. 
Note:  barcodes require at least ¼ of an inch of white space around them. 

MOP The Preferred Method of Payment as selected in the customer’s Profile. 
Auth. No. The authorization number returned by the financial institution for credit card payments.  The 

label will not print for any other method of payment. 
Order Number The Order Number generated by Canada Post. 
Customer Reference Customer Reference entered on the shipping page. 
COD Number COD number indicating that the COD option was selected. 

Note:  The label of the field does not print when the field is blank. 
Reference Number Barcode 128 
Symbol 

Item Identifier (symbol and human readable text above). 
Note:  barcodes require at least ¼ of an inch of white space around them. 

To Name and address of recipient, capitalized and in the following format: 
• Name 
• Title/Company/Department 
• Address Line 1 
• Address Line 2 
• City (truncated to make room for province and postal code if not enough space on 

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

Contact Phone Contact Phone Number at destination, if available. 
Delivery Option Text indicating the delivery options selected (text supplied by Canada Post). 

 
At most two delivery options will be printed:  uppercase; Arial or Ms Sans Serif font; English 
and French on the same line wherever possible (otherwise use two lines per option). 
 
When present on the label, the delivery options must be printed left-justified with the 
‘Attention’ label. 

Signature Required Symbol (‘X’ in a box) indicating that the Signature Required service option was selected.  
The ‘X’ must be large enough to reach the edges of the box. 

Destination Destination of the item (FSA for domestic destinations and “US” or “INTL” for other 
destinations).  Appears in large font in the bottom of the label. 

 
 3.5.2 USA/International Address Label 
 
This label has a standard portrait layout printed on 8 ½” by 11” paper.  It applies to all USA & International services.  The printed 
portion (up to the dividing line) must fit in the top half of the page so that it can be folded in two and still show all printed information 
(other than the dividing line itself). 
 
Sample of Address Label for Expedited Parcel – USA 
 
 
 
 
 
 
 
 
 
 
 
 
 

HEAVY / LOURD 
>21.5 KG / 47.4 LBS
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Sample of International Address Label 
 

 

 
 
Fields  
 

USA/International Address Label 
FIELD NAME FIELD CHARACTERISTICS 

From Name and Address of the sender, in the following format: 
• Name 
• Address Line 1 
• Address Line 2 
• City (truncated to make room for province and postal code if not enough space on 

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

This is the name and address extracted from Canada Post, unless a Return Address has 
been supplied in the Profile. 

Weight Weight of the item in kg. 
Service Name The name of the service as maintained by Canada Post. 
Customer Number CPC Mailed On Behalf Of Customer Number.  
Simplified Service Symbol Symbol representing the selected mail service (on simplified labels only); values are the 

same as those of the Service Check Character, which is a code indicating the service and 
can be used to confirm that the right stock was used.  The latter only applies to pre-printed 
labels.  Values are: 
• P – Priority Courier; 
• 1 – Xpresspost; 
• 2 – Expedited Parcel, and; 
• 3 – Regular Parcel. 

 
Note:  There is currently no Simplified Service Symbol for USA/Int’l services, other than 
Xpresspost (the same code will be used for Domestic and USA).  Others will be left blank. 
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Return Service Indicator Text indicating that the Return service option was selected. 
MOP The Preferred Method of Payment as selected in the customer’s Profile. 
Auth. No. The authorization number returned by the financial institution for credit card payments.  The 

label will not print for any other method of payment. 
COD Number COD number indicating that the COD option was selected. 

Note:  The label of the field does not print when the field is blank. 
Customer Reference Customer Reference entered by the user on the shipping page. 
Destination Destination of the item (FSA for domestic destinations and “US” or “INTL” for other 

destinations). 
Delivery Option Text indicating the delivery options selected (text supplied by Canada Post). 

 
At most two delivery options will be printed:  uppercase; Arial or Ms Sans Serif font; English 
and French on the same line wherever possible (otherwise use two lines per option). 

Contact Phone Contact Phone Number at destination, if available. 
To Name and address of recipient, capitalized and in the following format: 

• Name 
• Title/Company/Department 
• Address Line 1 
• Address Line 2 
• City (truncated to make room for province/state and postal/zip code if not enough 

space on line), one space, Province/State (two characters), two spaces, Postal/Zip 
Code 

• Country Name 
Order Number The Order Number generated by Canada Post. 
 
Please Note:  While remaining consistent with other Canada Post system generated International labels, Xpresspost International 
shipping labels print three additional information lines on Int’l plain paper and thermal labels, as follows:  
 
•Company name,  
•Additional information, and  
•Address line 2. 
 
These three fields are available at the shipping page for customers to fulfill.  
 
The Plain Paper label incorporates the barcode, addressing and Customs information into one label. The system will print two 
copies and no additional label is required. 
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4.0 Profile 
 
Clicking on the Change command button at the top of the shipping screen displays your customer profile and allows you to change 
the information within the Customer information and Return Address sections. 
 

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

Cancel command button close this window without changing the data 
 

5.0 Address Book 
5.1 Address Book Page 
 
Select the Address Book link on the Shipping & Delivery Services Navigation Bar or by using a browser bookmark. 
 
The Address Book page allows you to search, add, modify or delete client address records in the Address Book for the User ID 
logged onto the Electronic Shipping Tools Internet application. 
 

Save 

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

 
 
 
 
Search command button allows you to find a customer within the currently selected address book. Enter the customer's partial or 
whole last name in this field.  Click on the hyperlink of your entry when it is found.  The changes will be displayed on the shipping 
page. 
 
 
 
 
Cancel command button close this window without changing the data 
 
The Electronic Shipping Tools Address Book can store up to 250 client addresses per User ID. 
 
When the Address Book page is initially displayed, the Address Book List is populated with all the client address records 
associated to the User ID logged onto the Electronic Shipping Tools Internet application.  The Address Book List is sorted on the 
Name field and is filtered by the Mailed By Customer Number from the active/default Profile. 
 
The Address Book page requires the Mailed By Customer information to be completed in the Profile page prior to proceeding.  If 
a Profile for the User ID cannot be found (i.e. never been initialized or default Mailed By Customer no longer valid), then standard 
error handling will result. 
 
The Address Book offers a Search option that filters through the client addresses in the Address Book.  Search is performed on 
the Client Address Name field.  When the search criterion is left blank, all entries in the Address Book are displayed. 
 
Note: Search command button allows you to find a customer within the currently selected address book. Enter the customer's partial 
or whole last name in this field The search option does not support partial searches.  The search option is not case-sensitive. 
 
The Name field in the Address Book List is displayed as a Link.  When the name is selected, the Client Address detail page will 
be displayed to allow you to either modify or delete the record. 
 
Command Buttons 
 
 
 
Search command button allows you to find a customer within the currently selected address book. Enter the customer's partial or 
whole last name in this field 

Search 

Cancel 

Search 
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The Reset command button clears the value in the search criteria field.  It repopulates the Address Book List with all the client 
addresses, sorted by Name, associated to the User ID logged onto the Electronic Shipping Tools application.  It sets the focus on 
the Name field in the Search Criteria group box. 
 
 
 
The Add (Canada) command button allows you to enter a client address in Canada.  Enter client address information and press the 
Save command button. 
 
 
 
The Add (United States) command button allows you to enter a client address in the United States.  Enter client address information 
and press the Save command button. 
 
 
 
 
The Add (International) command button allows you to add a client address that is international destination.  Enter client address 
information and press the Save command button. 
 
 5.1.1 Client Address Pages 
 
The Client Address pages allow you to add new clients address or modify or delete existing client addresses. 
 
Three different pages exist depending on the country of the client address. 
 

SCREEN TYPE COUNTRY-SPECIFIC SCREEN CHARACTERISTICS 
Canada Select a valid Province from a drop-down list. 
USA Select a valid State from a drop-down list. 
International Select a Country from a drop-down list. 

When this screen displays for the purpose of adding a new client address record, the 
Country field defaults to blank to prompt selection of this field from the drop-down list. 

 
Sample of Client Address Page for Canada 
 

 
 
 
 

Reset 

Add (Canada) 

Add (International) 

Add (United States) 
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Command Buttons 
 
 
 
The Save command button performs validations.  If validations are successful, the client address record is saved and the application 
displays the appropriate confirmation message that also indicates the new total number of records in the Address Book.  The Save 
command button also clears the screen.  If validations are unsuccessful, standard error handling results. 
 
 
 
The Delete command button deletes the selected address. 
 
A confirmation pop-up window appears.  If you select ‘OK’, the command deletes the client address record from the Address Book.  
It returns you to the Address Book page with focus on the Search Criteria field and refreshes the Address Book List.  If you select 
‘Cancel’, you are returned to the Address Book page. 
 
Fields 
 

Canada/USA/International 
FIELD NAME (* = mandatory) FIELD CHARACTERISTICS 

Name * Enter the name. 
Title/Company/Department Freeform.  Enter the Title, Company and/or Department. 
Address (Line 1) * Enter the address. 
Address (Line 2) Freeform.  Enter the address if additional space is required. 
City Mandatory field for Canada and USA.  Freeform.  Enter the city. 
Province/State Mandatory field for Canada and USA.  (Canada Page) A list of valid Provinces 

and Territories in Canada is displayed, sorted alphabetically.  (United States 
Page) A list of valid States in the United States is displayed, sorted alphabetically.  
(International) Freeform. 

Postal/Zip Code Mandatory field for Canada and USA.  Freeform.  Enter the postal code or zip 
code. 

Country * Canada is defaulted on Canada page, United States is defaulted on United States 
page.  Canada and United States are suppressed from the list on the International 
page.  A drop-down list displays in the International screen. 

Contact Phone Freeform.  Enter the contact phone number. 
Fax Number Freeform.  Enter the fax number. 
E-mail Address Freeform.  Enter the e-mail address. 
 

6.0 History / Tracking 
The following is a list of Electronic Shipping Tools reports and instructions on accessing them: 
 

REPORT FUNCTION ACCESS DIRECTIONS 

Search Shipping History Select this task by clicking on the History link on the Shipping & 
Delivery Services Navigation Bar, entering the URL or using a 
browser bookmark. 

View Shipping History Enter search criteria and click on the View command button. 
Download History In View Shipping History screen, click on the Download History 

command button. 
View Shipping Details In View Shipping History screen, select a record and click on the 

View Shipping Details command button. 
Inquire Delivery Status In View Shipping History screen, select a record and click on the 

Inquire Delivery Status command button. 
 

6.1 Search Shipping History 
 
Select History/Tracking from the Shipping & Delivery Services Navigation Bar. 
 
The Search Shipping History page offers two functions: 
 

1. It allows you to perform a search for specific shipments by using the Search Criteria group box. 

Save 

Delete 
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2. It allows downloading of shipping history information. 

 
You can only search on one set of criteria (i.e. Search Criteria or Search for purpose of downloading). 
 
The Shipment Date, From Date and To Date are related to the creation date of the order. 
 
The From Date and To Date can be specified to filter the search. 
 
In the Search for purpose of downloading group box, if the From Date is entered and the To Date is not specified, search is 
performed by defaulting the To Date to seven calendar days after the From Date entered. 
 

 
  
Command Button 
 
 
 
The View command button performs validations.  If search is successful, the command displays the records retrieved from Canada 
Post on the View Shipping History page, sorted by Order Number.  If unsuccessful, standard error handling results. 
 

6.2 View Shipping History 
 
The View Shipping History page is presented when records are returned from the Shipping History search. 
 
A maximum of 25 shipping orders is displayed on this page at a given time.  If more shipping orders are retrieved, the Next and 
Previous Links are enabled to navigate through a predetermined sequence of pages to allow you to view all the shipping orders 
retrieved from Canada Post that match the search criteria entered. 
 
When navigating through the shipping orders using the Next and Previous Links, orders selected are temporarily stored.  The Clear 
Selection command button is used to deselect the shipping orders stored. 
 
The delivery status request can be performed on up to 25 shipping orders, which can be selected on multiple pages using the Next 
and Previous Links. 
 
Only one item can be selected to view shipping details. 
 
The Sort By drop-down list box is used to sort the current page by the following:  Order Number, Customer Reference, Item 
Reference, Mailed On Behalf Of, Shipment Date or Destination Postal Code. 
 
The query for data is limited to the order portion for approximately 90 calendar days.  It provides information pertaining to orders 
created by the application specific to a shipper’s transactions.  It does not include the settlement details of those orders, such as 
account balances or the invoicing content.  On the next page, the results of a Shipping History search are displayed in the View 
Shipping History screen to serve as an example. 
 
The Search Shipping History task allows you to search for shipments processed using Electronic Shipping Tools for your 
customer number by: 
 

View 
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• Shipment Date, Order Number, Item Reference, and/or Customer Reference Number or; 
 

• From Shipment Date and To Shipment Date.  The date range is limited to seven calendar days. 
 
This information is retrieved from Canada Post for the customer logged onto the Electronic Shipping Tools Internet application.  This 
functionality is limited to Shipping & Delivery Services transactions. 
 
The View Shipping History task offers the following functionality: 
 

1. View shipping history for a specific customer; 
 

2. Optionally trigger Inquire Delivery Status of Item Online; 
 

3. Optionally trigger View Shipping Details Online and; 
 

4. Optionally trigger Download Shipping History. 
 
Customers may create an export data file by using the Download History button to export the selected data to a flat file, appending 
the individual extracts to allow future inquiries offline through a separate application. 
 

 
 
Command Buttons 
 
 
 
The Sort command button performs validations.  If validations are successful, the command sorts the shipping orders displayed on 
the current page by the Sort By field value selected.  If validations are unsuccessful, standard error handling will result. 
 
 
 
The Clear Selection command button clears the Select indicator for all orders temporarily stored. 
 
 
 
The Inquire Delivery Status command button performs validations.  If validations are successful, triggers Inquire Delivery Status 
of Item Online.  If validations are unsuccessful, standard error handling results. 
 
 
 
The View Shipping Details command button performs validations.  If validations are successful, triggers View Shipping Details 
Online.  If validations are unsuccessful, standard error handling results. 
 
 
 
The Download History command button triggers Download Shipping History. 
 

Sort 

Clear Selection 

Inquire Delivery Status 

View Shipping Details 

Download History 
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Fields 
 

View Shipping History 
FIELD NAME FIELD CHARACTERISTICS 

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

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

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

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

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

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

Shipment Date This field identifies the Shipment Date of the shipping order retrieved from Canada 
Post. 

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

Canada Post. 
 

6.3 Download History 
 
The Download History function downloads shipping history for all shipping orders retrieved from Canada Post based on the 
selection criteria entered by the user to an external file of a specified format.  When the Download History command button is 
invoked on the View Shipping History screen, the following standard File Download steps occur: 
 

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

 
2. A standard Windows file-saving window is displayed, prompting you to enter a path and file name to save the download 

file. 
 
The download file is saved as an external ASCII, comma-delimited (csv) file of a specified format. 
 
Command Buttons 
 
 
 
 
The Save command button performs validations.  If validations are successful, the command downloads the shipping data using the 
file name entered.  Also indicates when the shipping download is complete.  If validations are unsuccessful, standard error handling 
results. 
 
 
 
 
The Cancel command button ends the task.  Closes the standard Windows file-saving window. 
 
Note:  The download file does not contain the field names as column headings.  However, the order of the fields as listed below is 
the same as the order of the fields in the generated download file. 
 
Fields 
 

Download Shipping History Screen  – Generated File 
FIELD NAME IN FILE FIELD CHARACTERISTICS 

Order Number Retrieved from Canada Post. 
Customer Reference Retrieved from Canada Post. 
Item Reference Retrieved from Canada Post. 

Save 

Cancel 
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Mailed On Behalf Of Retrieved from Canada Post. 
Status Retrieved from Canada Post. 
Shipment Date Retrieved from Canada Post. 
MOP Retrieved from Canada Post. 
Postal/Zip Code Retrieved from Canada Post. 
Country Retrieved from Canada Post. 
Outlet Number Retrieved from Canada Post. 
Outlet Name Retrieved from Canada Post. 
Item Weight (kg) Retrieved from Canada Post. 
Length (cm) Retrieved from Canada Post. 
Width (cm) Retrieved from Canada Post. 
Height (cm) Retrieved from Canada Post. 
Service Type Retrieved from Canada Post. 
Insurance Value Retrieved from Canada Post. 
COD Value Retrieved from Canada Post. 
Base Retrieved from Canada Post. 
Fees Retrieved from Canada Post. 
Pretax Amount Retrieved from Canada Post. 
PST Retrieved from Canada Post. 
HST Retrieved from Canada Post. 
GST Retrieved from Canada Post. 
Total Amount Retrieved from Canada Post. 
Document Indicator “1” indicates that the item is a document.  Retrieved from 

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

Post. 
Signature Indicator “1” indicates that the option was selected.  Retrieved from 

Canada Post. 
US Postal Box Indicator “1” indicates that the option was selected.  Retrieved from 

Canada Post. 
Do Not Safe Drop Indicator “1” indicates that the option was selected.  Retrieved from 

Canada Post. 
Card for Pickup Indicator “1” indicates that the option was selected.  Retrieved from 

Canada Post. 
Return to Service Indicator “1” indicates that the option was selected.  Retrieved from 

Canada Post. 
Deliver to Door Indicator “1” indicates that the option was selected.  Retrieved from 

Canada Post. 
Leave at Door Indicator “1” indicates that the option was selected.  Retrieved from 

Canada Post. 
Registered Indicator “1” indicates that the option was selected.  Retrieved from 

Canada Post. 
Special Delivery Indicator “1” indicates that the option was selected.  Retrieved from 

Canada Post. 
Advice of Receipt Indicator “1” indicates that the option was selected.  Retrieved from 

Canada Post. 
 

6.4 View Shipping Details 
 
The View Shipping Details task displays the details of a single shipment, after it was retrieved and selected through the 
Search/View Shipping History process. 
 
To view this page, select one item and click on the View Shipping Details button from the View Shipping History page. 
 
On this page, you can find out if Delivery Confirmation has been selected/included by looking under Features. 
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6.5 Inquire Delivery Status 
 
The interface mechanism to Track and Trace can support both single and multiple item delivery inquiries.  The Inquire Delivery 
Status of Item Online task requests and displays delivery status information from Track and Trace for a maximum of 25 items 
selected from the View Shipping History page. 
 
The Inquire Delivery Status of Item Online task performs the following steps: 
 

1. Creates a delivery status request for up to 25 shipment items and; 
 

2. Displays the delivery status response received from Track and Trace. 
 
This task is triggered from View Shipping History Online.  To obtain delivery status from Track and Trace, select the Inquire 
Delivery Status button and a page will be returned with the most significant event recorded against the Item Reference (Barcode ID) 
of the items selected on the View Shipping History page. 
 

 
 

7.0 How to Use Templates 

  
7.1 Maintaining Service and Options Templates 
 
Templates allow you to easily retrieve the combination of service and options required.  The benefit of using a template is that you 
can recall services and options in one keystroke. 
 
When using a Template, you must retrieve at the shipping page the service and options before pressing the Preview button.   
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The currently selected service and options can be stored as a user-defined template by clicking a checkbox and giving a name to 
that Template. 
 
Templates are unique to a particular page (e.g. a template created on the Canada page will not appear in the drop-down list of the 
International page). 
 
You can save, modify and retrieve templates on the Shipping page. 
 
You can create a new template by entering the service selection, selecting the ‘Save As Template’ checkbox, then naming the 
combination. 
 
A Template can be modified by selecting it using the ‘Select Template’ drop-down list, then saving it under the same name to 
overwrite the previous version. 
 
Up to 10 Shipping & Delivery Services templates can be associated to a User ID. 
 

7.2 Delete Template 
 
This task is to allow you to delete a service and options template. 
 
To delete a Template, select the Delete Template link from the Shipping & Delivery Services Navigation Bar. 
 

 
 
 
Command Button 
 
 
 
 
Select a template name from the Select Template drop-down list and click the Delete command button to remove the template. 

Delete 


