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1.0 Introduction

Available free-of-charge, the Electronic Shipping Tools (EST) application provides greater convenience in preparing and
processing Manifests for mailing with Canada Post. Customers can download the version of the Electronic Shipping tools
to prepare items and documentation offline to be transmitted later. The Electronic Shipping Tools offers enhanced
features and will reduce paperwork, save time, and improve billing/transaction accuracy.

A sample screen shot follows each main Window for visual reference purposes. The Electronic Shipping Tools is dynamic:
the appearance will differ depending on the display settings in your Windows operating system.

For more details on any aspect of the application, contact the Electronic Shipping Tools Help Desk weekdays from 7:00
am to 8:00 pm (Eastern Standard Time) at 1-800-277-4799. For more details about Canada Post products and services,
please visit the Canada Post website at www.canadapost.ca, see the Canada Postal Guide, or contact your Canada Post
Sales Representative.

New Connection on Start-up

The Desktop version of Electronic Shipping Tools (EST) is based on highly synchronized data related to your contract with
Canada Post. In order to ensure your mailings and your invoices agree, it's important that you keep your Desktop
application up to date.

To help ensure you receive all the updates you need to keep your Desktop version current, the Communication Status
Notification page requires that you establish a daily connection with the EST server before creating statements of mailing
(SOMs) or manifests.

You will be connected to the EST server the first time you launch the application each day; the server will then
automatically check for and apply any updates. If, for any reason, a connection cannot be established with the EST
server, you will see an error message indicating your connection failed. When you click on the OK button, start up will
continue.

All other aspects of connecting to the EST server remain unchanged. When you check for updates during the day under
Check for Application, Data and Barcode Update, the Desktop will continue as before, checking for application and data
updates during the Transmit process. Note that if the connection at start-up was successful, there should not be any
additional updates available.

Navigating Around Electronic Shipping Tools Desktop
Application

To select from the Main Menu or to activate a command button:
e  Use the mouse to point and click on the desired option.
. Use hot keys as defined by an underlined letter or indicated between <>.

To move from field to field:
. Use <TAB> or your mouse to move from one field to the next or point and click with the mouse.
e  Use the left and right arrow keys to move between choices for a single field (e.g. radio buttons). Click on your
choice to select it.

As you move from field to field, the application performs validation on the data type and format. You must acknowledge
the message and make the necessary correction to the field in order to continue with the entry of data.

Click on the down arrow to display a selection/drop-down list. All drop-down lists have the same functionality. That is, if
the user types a character, then the drop-down list automatically scrolls to the first item in the list that begins with this
character. If the user types a second character, then the list automatically scrolls to the first item that begins with both
characters entered. For example:

User Types... List Scrolls To...
1. A Afghanistan
2. N Andorra
3. G Angola
4. U Anguilla

However, once the first character is typed, the user cannot make the application scroll to an item in the drop-down list that
begins with a different character by typing in that other character. For example, if the user types a “T”, the drop-down list
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automatically scrolls to the first item that begins with “T”. From this point on, the application considers only those items
that begin with “T”. If the user types an “H”, then the list automatically scrolls to the first item that begins with “TH”, not the
first item that begins with “H”.

The Help section of the application will provide a description of fields and command buttons for each window.

Sorting. For all lists with data displayed in columns, you can click on the desired column heading to have the data
automatically sorted by that field.

©June 2005 Canada Post Corporation 4



2.0 Electronic Shipping Tools Desktop
Window

Creating an electronic Statement of Mailing is simple — there are seven steps involved in creating a Statement of Mailing.
This application guides you in capturing customer information and your mail deposit, calculates your postage and prints
your Statement of Mailing (SOM), reducing complexity and saving you valuable time.

M Electronic Shipping Tools Desktop {3.0.0.7)
B Title Pane

| File  Customer Data Maintenance  Reports  Tools  Window  Help

10007023210 - PR

0007023210 - PROCIMPR C...
E| “Marifests

---Opened Manifests
inalized Manifests
ransmitted Manifests
inalize Session Logs
ransmit Session Logs

Main Menu
OCIMPR CUST DO NO1 USE-UUS

Deleted Manifests
H Deleted Logs

List Pane

ransmit Session Logs
Deleted S0Ms

Deeleted Logs
Folder Pane
Details Pane
Command Buttons
hipping laiing ocuments Tables wskem—————
Ship a Package | Create a SOM | Transmit/Prink | Move I Address Book. | Help |
Track a Package | FinalizeOn-Hold | Delets I Import Crder File | Check For Lpdates |
Woid an Them | Print & Report Reprint | Open I Export History | Exit |
Last Connected on: | 2004/08/11 Using Customer: | 0007023210 - PROCIMPR, CUIST DO NOT USE-005

Main Menu

The Main Menu of the desktop window consists of the following menus, which will be described in greater detail in
subsequent chapters:

«  File Menu— This menu allows you to create a new SOM (for further details, please see Communications User
Guide chapter 3)

«  Customer Menu- This menu displays the Mailed On Behalf Of customer names, along with their numbers, that
are configured on your Electronic Shipping Tools desktop application (for more details, please see
Communications User Guide chapter 4)

«  Security Menu - Use this menu to add and delete Electronic Shipping Tools users, and determine the
Electronic Shipping Tools functions they are allowed to access (for further details, please see Communications
User Guide chapter 5)

« Data Maintenance Menu- Use the Data Maintenance menu to manage your customer data and site
information. You can also configure many aspects of Electronic Shipping Tools from this menu, along with
assigning aliases (i.e. meaningful names) to contracts and cost centers (for further details, please see
Communications User Guide chapter 6)

« Reports Menu - Use this menu to access the Reports and Delivery Confirmation functions (for further details,
please see chapter 7)

« Tools Menu - Use this menu to perform system functions and configure peripheral equipment used with
Electronic Shipping Tools as follows (for further details, please see Communications User Guide chapter 8)

< Window Menu - Use this menu to select from the open windows on the Electronic Shipping Tools application

% Help — Provides you with the tools required for completion of orders (for further details, please see

Communications User Guide chapter 10).
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3.0 Creating an Unaddressed Admail
Statement Of Mailing (SOM)

The Admail Delivery Slip (ADS) functionality for Unaddressed Admail is a feature of Electronic Shipping Tools that allows
you to capture the ADS information required to produce the ADS forms, the Distribution Plan and Container labels.

You may select to create an Unaddressed Admail SOM without Delivery Installation Details —

SOM Only
Unaddressed Admail - S0M Only Navigation Menu =] S
File DataMaintenance Tools MWindow Help
Mailed by Mailed On Behalf OF*  Conkract Number Paid By* Outlet
fpoozozzz10 poorozazio =] | = =] Ipssa- LacHInE succ poF J (-
Method Selected Customer Maiing Type  Date
Header of Payment* Credt Card Reference &Ry | of Maing®
Level [accourt =1 = ()] © Partial | [rrramoD =l
cIF Monos skids Flats Tubs Lettertainers Bags Buxes SOM Cost Reference
u <Hone:> - Hlew
serei - M. of Weight Cost Centre [Transpartation| - I Enable Cost Centre Reference
ervice Description PricefPiece
/ Fisces per Piece Reference | Required
[ [mj
[
[ [ [ | [ [
| [ [ | | |
[ [ [ | [ [
| [ [ ] | |
[ [ [ | [ [
| [ [ ] | |
[ [ [ | [ [
. | [ [ ] | |
Grid < [ [ [ Il | |
Level | [ [ ] | |
[ [ [ | [ [
[rotals [ [ Jleg [ [ [
Postage $0.00 Postage .
GST/HST Calculation
P3T
| Command Buttons o] [wer o0 o Summary
\ Calewlate | Preview | Finalize/On-Hold | TransmitfPrint | Save | Clear | Close
or, continue to create an Unaddressed Admail SOM with Delivery Installation Details —
Fully Featured
Unaddressed Admail - Fully Featured . . M=]E3
File DataMaintenance Took ‘Window Help Nav1gat10n Menu
Mailed by Mailed On Behalf OF* Contract Nurnber Paid By* Payment Outlet
jpoo7ozaz10 poozozazin =] | = | = Jp553 - LACHINE SucC poF =]
Method Selected Custamer Mailing Type
Header of Payment® Credit Card Reference o Eull
ﬁ IAccount =l = | 1 Partial
cve —
CIF Monas Skids Flats Tubs Lettertainers Bags Eoxes PS5 Consolidation Wp;‘;;al)
l— I— I— l— l— l— Presork Maonofs| ~Cont. per Mano/Skid
I— Containersto  Type Win s Mae b
Mail Pieces Over SOM Cost Reference Marios/Skids in MO, ax Mo
[ 14" 6" (35,56 x 15.24 cm) [<tvone = - Mew r E I
/— Service Descrition Mo, of eight Cost Centre | Transport Ent [ Enable Cost Centre Reference
P Pieces per Piece Reference Pieces DI De
| s
| | | | [ [
[ [ [ [ [ [
| | | | [ [
< | | T | |
- | | | | [ [
Grid [ [ [ [ [ [
Level I I I I I } } Postage
[ [ [ [l \ \ Pastage $0.00 Calculation
GETHST
U [ [ ] [ [ il Summa
| [ [ I 1 | | T
4] | » HET AMOUNT DUE
otk A0S Forms For Prinking ollate ADS Forms
@ Delivery Installation Postal Code € Titls of Mail Piece — s
i ADS nkry Sequence H & .
C 1en| Command Buttons — [. @ E o ki
Calculate Preview | Finalize/On-Hold | TransmitPrink Save | Print Container Labels | Clear | Close.
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The steps involved in entering Unaddressed Admail data for the first time are as follows:

1. Select Unaddressed Admail from File, New SOM or click on the Create a SOM button, and then select
Unaddressed Admail SOM only or Unaddressed Admail Fully Featured.

Note: Two options are available for Unaddressed Admail: Unaddressed Admail SOM without Delivery Installation Details
(SOM Only) and SOM with Delivery Installation Details (Fully Featured). There is 2% automation incentive starting
January 2005 for customers who use the Fully Featured option. Messaging will be provided on the invoice indicating the
Fully Featured service had been used.

a. SOM only option: You will provide a SOM only without associated forms / labels / reports (the print
preview other similar functions, e.g. reports, are not included in this). DI Details buttons & fields, NPS
Consolidation fields, E-mail Notification fields, Sort ADS Forms, Collate ADS forms, Mail Piece over 14”
X 6” field and Print Container Label button will be disabled with this option. EST will include the
appropriate contract price in the price calculation when you select this option

b. Fully Featured EST with incentive: You will provide a SOM with all associated forms / labels /
reports. As of January 2005, you will receive a 2% automation incentive for Unaddressed Admail
orders when you complete all mailing plan details as required for the Fully Featured option. EST will
include the “Fully featured” incentive in the price calculations for contract and non-contract customers.
When you select Fully Featured, all mailing plan data and bar-coded documents must accompany the
mailing, including:

»  Statement of Mailing (SOM)

»  Distribution Plan

»  Packing Slips

»  Unaddressed Admail Delivery Slips
»  Container Labels

2. Enter your SOM data. (See section 3.1 and section 3.2 for the description of the fields)

Note: Fully Featured only:

Click the DI Details command button for the requested Service Description. If the DI Details Entered checkbox is checked, this
indicates that ADS data already exists for the given Service Description. Both the command button and checkbox appear after you
select a Service Description.

Refer to Chapter 4 for more details on how to complete steps 3 through 8 for Unaddressed Admail Fully Featured :
3. Select the Delivery Installation(s) for your Mailing Plan

4. Enter Delivery Installation Detail information. (Please see also section on Delivery Installations Defaults
and Delivery Installations Split Walks )

Get Householder Count data online.

Delete or clear ADS data.

View Mailing Plan Summary.

© N o2 o

Preview Unaddressed Admail SOM and Distribution Plan. If you have chosen the NPS Consolidation
option, you can preview the NPS Consolidation report.

9.  Verify SOM and Distribution Plan.

10. Transmit information to Canada Post.

11. Print SOM and Distribution Plan, Packing Slips, Summary of Mailing, ADS and Labels (see Section 5.5.1
Print SOM and Section 5.5.4 Other Unaddressed Admail Reports). If you have chosen the NPS
Consolidation option, print NPS Consolidation report and Mono Label(s). If the Order is for multiple
Deposit Locations, print Summary of Mailing and Packing Slip(s).

Admail Delivery Slips (ADS), SOMs and Distribution Plans can be printed on regular 8 %2 x 11-inch sheets of regular
paper. To obtain the adhesive labels to print tie-on-tags and labels, please contact your Canada Post Representative,
Commercial outlet or by calling our Business Hotline at 1-800-260-7678.

Assuming that your SOM data has already been entered, click the DI Details command button to create your Mailing Plan
(Step 3).
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3.1 Header Level Fields

In this section you will find general descriptions of fields that are presented in the Unaddressed Admail Data Entry window
at the header level.

Note: An asterisk (*) indicates that the field is mandatory.

Mailed By (Customer Number) *

This numeric field is display-only and cannot be altered by the user. It identifies the CPC-assigned customer number of
the customer that is preparing the mailing. When the SOM data entry window is accessed, this field is populated
automatically with the user’'s Customer Number.

Mailed On Behalf Of (Customer Number) *

Select from the drop-down list the assigned customer number of the customer who owns the mailing (i.e. customer on
behalf of whom the mailing is being prepared). When the drop-down list is opened, it includes both the Customer
Number and Customer Name. When you make your selection, only the Customer Number is displayed.

Contract Number

Select from the drop-down list the Contract Number to be associated with the mailing. The Contract Number is defaulted
to the one associated with the Mailed On Behalf Of Customer. However, you can select the Contract Number associated
with the Mailed By Customer. If the Mailed On Behalf Of Customer selection is modified, then the Contract Number is
changed to the one associated with the new Mailed On Behalf Of Customer.

Paid By Customer *

Select from the drop-down list the customer number of the customer who will be paying for the mailing. When the drop-
down list is opened, it includes both the Customer Number and Customer Name. When you make your selection, only
the Customer Number is displayed.

Outlet or Payment Outlet (Number and Name) *

For Unaddressed Admail SOM Only. Click the Select command button to select an outlet (number and name) where
the mail is brought for induction into CPC’s mail stream. A pop-up window allows the user to search for an Outlet by
Province and City or by Outlet Number. Upon clicking on an Outlet, the user is returned to the SOM data entry window
with the Outlet field appropriately filled (see Section 5.2.5 Select Outlet/Induction Point Window).

For Unaddressed Admail Fully Featured: This field is always called Payment Outlet. Select from the drop-down list
the outlet at which payment will be made. This list is populated with all the outlets that were selected on the Select
Outlets/Deposit Locations window (Data Maintenance > Site Information > Outlets/Deposit Locations tab > Add).

Method of Payment *

From the drop-down list, select your primary method of payment for the mailing. This field is defaulted to the preferred
Method of Payment associated with the Paid By Customer (if any).

There are three valid methods of payment available:

Account — refers to a payment made by a customer to cover current and future mailings, which will be posted to the
customer’s account with CPC.

Metered - if the mailing will be paid by placing a meter impression on each item of mail to sufficiently cover the cost of
mailing.

Credit Card - refers to a payment made by a customer to cover current and future mailings, which will be posted to the
customer’s credit card.

For Publications Mail, Catalogue Mail, Unaddressed Admail and International Incentive Letter-post, Metered is not a valid
method of payment.

Selected Credit Card

This field becomes enabled and is mandatory if the Method of Payment is Credit Card. Select from the drop-down list
the desired credit card with which to pay for the mailing.

Customer Reference Number
This is an alphanumeric field that can be used for your internal use and will appear on your Invoice/Transaction Record.
Mailing Type

For Unaddressed Admail SOM Only: Click on the “Full” radio button if entire mailing is deposited at one time. Click on
the “Partial” radio button if the mail corresponding to the SOM will be inducted in multiple shipments over one or more
days (not to exceed 5 days).

When “partial” is selected as the Mailing Type, the Date of Mailing and Shipment No. can be specified at the line item
level.
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For Unaddressed Admail Fully Featured: Mailing Type of Partial means that there are different Deposit Dates on the
Delivery Installation Details pages AND at least one of the Details pages has the Deposit Location field DIFFERENT from
the Delivery Installation field (this means that Transportation Required needs to be selected, because the mail is being
brought from the Deposit Location to the Delivery Installation). An Order is determined to be Mailing Type of Partial by the
application based on the data entered by the user. This field is display-only.

Note: For partial mailings, you must pay for the entire mailing with the first deposit.
Date of Mailing *

For Unaddressed Admail SOM Only: Enter the date when the mailing is to be inducted at CPC (format YYYYMMDD).
This field has an impact on the calculation rules used by the application.

Note: You will not be able to create and transmit your form with a mailing date that is prior to the current date.
Continuous Inbound Freight (CIF)
Not applicable to International Incentive Letter-post and Basic International/USA Letter-post.

Check this box if your mail originates outside Canada and is to be delivered directly to a CPC plant. If the box is
checked, you are required to provide CPC with documentation that shows proof of origin, such as a Canadian Customs
document or Bill of Lading, in order to be exempt from Canadian sales taxes.

Number and Types of Containers

For Unaddressed Admail SOM Only: Enter the number of each type of container or bag (see below) used for this
mailing. To ensure that your container or bag is acceptable, please contact your Canada Post representative or call our
Business Access Hotline at 1-800-260-7678.

Monos

Enter the number of monotainers used to hold the mailing. A monotainer is a large, collapsible metal cage used
to transport containers and/or brick-piled mail items between large volume mailers and postal facilities.

Skids

Enter the number of skids used to hold the mailing. A skid, also referred to as a pallet, is a
wooden/plastic/aluminum platform for the conveyance of containers.

Flat Tubs

For Unaddressed Admail SOM Only: Enter the number of hard-sided Flats Tubs used to hold the mailing. A
Flats Tub is a hard-sided container used primarily to transport large items (Oversize (O/S) mail).

Lettertainers

For Unaddressed Admail SOM Only: Enter the number of hard-sided Lettertainers used to hold the mailing. A
Lettertainer is a hard-sided container used for the transport of small and medium items (Short and Long (S/L)
mail).

Bags

Enter the number of fabrene or canvas bags used to hold the mailing
Boxes

Enter the number of boxes used to hold the mailing

For Unaddressed Admail Fully Featured: These four fields Flats Tubs, Lettertainers, Bags, Boxes are display-only.
They are automatically calculated by the application using data entered on the Delivery Installation Details pages. They
display the totals of each type of container used for the mailing.

Mail Pieces Over 14” X 6” (35.56 x 25.4 cm)

For Unaddressed Admail Fully Featured: When this check box is selected a validation will occur to ensure that all
Delivery Installations related to the Statement of Mailing (SOM) have only the “Business” target area selected if there are
any Letter Carrier Delivery Modes selected for this Delivery Installation.

SOM Reference
This is an alphanumeric field that can be used for your internal use and will appear on your Invoice/Transaction Record.
NPS Consolidation (optional)

For Unaddressed Admail Fully Featured: Mail presortation is the process of sequencing, grouping and containerizing
the mail, and labelling the containers to allow CPC to bypass various processing steps and facilities within its mail
distribution network.
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The physical mail preparation process is facilitated when mail containers are pre-sorted to monotainers and skids.
Select the NPS Consolidation option by checking the Presort Containers to Monos/Skids box. After checking the box,
the three associated fields become enabled (Mono/Skid Type, Min No. and Max No. for Cont. per Mono/Skid). These
fields are mandatory.

This sortation is based on Canada Post’s National Presortation Schematic. You will be provided with documentation to
support mail preparation.

3.2 Grid Level Fields

In this section you will find general descriptions of fields presented in the Unaddressed Admail Data Entry window at the
grid level.

Enable Cost Centre Reference checkbox

When this checkbox is enabled, the Cost Centre Reference field will become available to enter reference data up to 30
characters in length.

Service Description *
Click on the empty field of the Grid column to display the drop-down list. Select Unaddressed Admail.
No. of Pieces *

For Unaddressed Admail SOM Only: Enter the total number of pieces being mailed for the Unaddressed Admail
Service Description, making up part or all of the mailing issue

For Unaddressed Admail Fully Featured: The No. of Pieces field is display-only. This field will be populated by the
application and derived by summing the Total Pieces Shipped for Delivery fields (from the Delivery Installation Details
pages) associated to the given SOM line item.

Weight per Piece *
Enter the weight per piece for the specific line item. The weight is necessary to calculate postage costs.

Cost Centre Reference Field

This data captured in this field, up to 30 characters in length, appears on your electronic invoice file via PosteCS, allowing
you to allocate costs internally at the line item level.

Transportation Required

For Unaddressed Admail SOM Only: Select the check box to indicate that the pieces for this given line require
transportation to a different outlet that the deposit outlet.

Transport Pieces

For Unaddressed Admail Fully Featured: This field is display-only. It will be populated by the application and derived
by summing the Total Pieces Shipped for Delivery values of those Delivery Installations for which the Transportation
Required option has been selected.

Enter DI Details

For Unaddressed Admail Fully Featured: Once you select a Service Description, the Enter DI Details command
button appears in this Grid column for the given line item. Clicking this button accesses the Mailing Plan Summary
window, which in turn leads to the Delivery Installation Details pages, where you can enter information that will be used
to automatically create delivery slips for your Unaddressed Admail mailing.

DI Details Entered? Indicator

For Unaddressed Admail Fully Featured: Once you select a Service Description, a checkbox appears in this Grid
column for the given line item. This box is display-only and indicates whether or not Automated Delivery Slip (ADS)
information exists for the SOM line item in question.

Date of Mailing

For Unaddressed Admail SOM Only: Select date from the drop-down calendar (you must click in the empty field to
display the calendar) to identify the date when the mailing item is to be inducted at CPC. The Date of Mailing has an
influence on the calculation rates.

Shipment No.

For Unaddressed Admail SOM Only: Enter a numeric identifier (maximum of three digits) for a grouping of line items
mailed with:

e  The same Outlet and Date of Mailing when Downstream Entry is selected
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e  The same Date of Mailing when only Mailing Type of Partial is selected
This field is always defaulted to 1 but can be altered by the user.

For a mailing that is to be deposited at the same Outlet but on different dates, the Shipment No. helps to keep track
of which portions of the mailing have been received and later confirm that the whole shipment has been received by CPC.

For a mailing that is to be deposited at different Outlets, (it could be a combination of Deposit Locations and direct
drop-offs, the Deposit Dates could be different), the Shipment No. helps to keep track of which portions of the mailing
have been received and later confirm that the whole shipment has been received by CPC.

Price/Piece

A calculated field identifying the price of a piece of mail for a given line item. Display-only numeric field with five decimal
places.

Price/kg ($)

A calculated field identifying the weight price associated with a given line item. Display-only numeric field with three
decimal places.

Transportation Price/Piece

A calculated field identifying the transportation price of a piece of mail for a given line item. Display-only numeric field
with four decimal places.

Postage

A calculated field identifying the total postage cost for the mail items of a given line item. Display-only numeric field with
two decimal places.

GST/HST

A calculated field identifying the total amount of GST/HST taxes associated with the mail items of a given line item.
Display-only numeric field with two decimal places.

PST

A calculated field identifying the total amount of PST taxes associated with the mail items of a given line item. Display-
only numeric field with two decimal places.

Total Amount Due to CPC

A calculated field identifying the total amount due to CPC for the mail items of a given line item. The Total Amount Due
is equal to the Postage plus the Adjustments and Taxes.

Sort ADS Forms for Printing

For Unaddressed Admail Fully Featured: Select one of the following radio buttons: Delivery Installation Postal Code
(default), ADS Reference, or Title of Mail This field is used to specify how the ADS Sequential Number is generated and
how the ADS forms and Container labels should be sorted when printed. See Section 5.3 Creating Admail Delivery Slips
for Unaddressed Admail for ADS functionality.

Collate ADS Forms

For Unaddressed Admail Fully Featured: Select the collating order for your ADS forms.

3.3 Postage Calculation Summary

Postage

The sum of the Postage amounts on the Statement of Mailing (SOM).

GST/HST/PST

The sum of the tax amounts due for GST, HST and PST on the Statement of Mailing (SOM).
Net Amount Due

The total of the above.

3.4 Command Buttons

The following table describes the fields and Command Button
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COMMAND BUTTON

RESULT OF INVOCATION

Select . Not present on the SOM data entry window for Unaddressed Admail.
i . Enabled when entering or modifying a SOM or Template.
. Opens the Select Outlet/Induction Point window.
New . Enabled when entering or modifying a SOM or Template.

Opens the Cost Centres window.
Upon return to the data entry window, the newly created Cost Centre is displayed in the drop-
down list if it is associated to the Mailed on Behalf of Customer Number selected.

Average Weight

Opens the Weighted Average Weight Calculator window.

DI Details . Appears in the DI Details column for a particular line item once a Service Description is
(Unaddressed selected. . _ .
Admail only) e Validates that a Mallllr)g Date hgs been entereq. Note that fgr SO.Ms.where Pa}rhal Mailing
has been selected, it is the Mailing Date associated to the given line item that is mandatory.
If the validation fails, an error message is displayed.
e Validates that the Mailing Date is less than or equal to the Householder Data Expiry Date.
Note that for SOMs where Partial Mailing has been selected, the relevant Mailing Date is the
one associated to the given line item. If the validation fails, an error message is displayed.
e If validations are successful and ADS data exists, then displays the Mailing Plan Summary
window.
e [f validations are successful and no ADS data exists, then displays the Select Delivery
Installation(s) for Mailing Plan window.
Calculate . Enabled when entering or modifying a SOM; at least one line item is required.
. Initiates validations and generates price.
. If pricing fails, an error message is displayed indicating the process error.
Preview . Enabled when entering or modifying a SOM.

Initiates validations and generates price.
If pricing is successful then

. The SOM transaction is rated;
e  The totals are displayed on the form;
. The SOM is saved and;

e  The SOM Preview is created and displayed in the Report Preview window.
If pricing fails, an error message is displayed indicating the process error.

Finalize/On Hold

Enabled when entering or modifying a SOM.

Performs the same process as the Finalize button on the Desktop window.

If the pricing process completes successfully, the data entry window is closed and the
Desktop window is displayed; otherwise the data entry window remains open.

Transmit/Print

Enabled when entering or modifying a SOM.

Performs the same process as the Transmit/Print button on the Desktop window.

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

If the Transmit/Print process completes successfully, the data entry window is closed and the
Desktop window is displayed; otherwise the data entry window remains open.

Save

If you are editing an existing SOM or Template, the SOM or Template is saved to its current
location.

If you have created a new SOM, the SOM is saved in the Opened SOMs folder.

The SOM is saved with a status of Opened.

Note: If you have created a new SOM Template, you must save it by choosing File, Save as

Template from the Main Menu.

Clear

Confirmation is required before all modifiable fields are cleared on the data entry window.

Close

The data entry window is closed and the Desktop window is displayed.

If you have not yet saved your newly entered data or changes, asks if you want to save your
changes or not.

If you have created a new SOM, a line item for it is created in the Opened SOMs folder.
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4.0 Delivery Installation

4.1 Selecting Delivery Installation for Your Mailing Plan

For Unaddressed Admail Fully Featured

Electronic Shipping Tools - Select Delivery Installation{s) for Mailing Plan x|

Select Delivery Installationgs) by

Search Criteria

Pravince Delivery Area FSa)Postal Code

IAIbsrta LI l:algary Search |
Search Results Delivery Installation(s) Added to Mailing Plan
| Delivery Installation Mame Delivery Installation Mame I
EALGARV -LCD-11 - ICALGARY - LCD - 11 |
ICALGARY - LCD - 12 |—I

CALGARY - LCD - 14
CALGARY - LCD - 15 |
CALGARY - LCD - 16
CALGARY - LCD - 17
CALGARY - LCD -2

CALGARY - LCD - 3 add Al 25
CALGARY - LCD - 4 [
CALGARY - LCD -5
CALGARY - LCD -6 <= Remove Al |
CALGARY - LCD -8
CALGARY - LCD -9 j
Split Walk Report I Import... I DI Defaulks | Apply I Cancel I

ADS data is entered for an associated line item on the SOM you have entered. To initiate ADS data entry, click the DI
Details button next to the SOM line item in question from the Unaddressed Admail data entry window. This initiates the
display of the Select Delivery Installation(s) for Mailing Plan window above if no ADS data exists.

The Select Delivery Installation(s) for Mailing Plan window allows you to search for delivery installation names based
on the following search criteria: Province, Delivery Area and/or FSA/Postal Code. These fields are located at the top of
the window. To initiate the search, click the Search command button.

Once the search results are returned, make your selection of the Delivery Installation(s) that will be added to the Mailing
Plan. Multiple searches can also be performed in order to create your list of Delivery Installations.

1. Upon display of the Select Delivery Installation(s) for Mailing Plan window, an informational message is
displayed (if the DI Details button was used to navigate to this window). This message window contains a
“Don’t show me again” checkbox, and OK button and the following message text:

“You must first select the Delivery Installations. Once this step is completed, you can enter the detailed delivery
instructions for each Delivery Installation selected. Consult Help for further information and printer
requirements.”

If the user checks the “Don’t show me again” checkbox, then this message will not be displayed again.

You can search for Delivery Installation names as follows. First select a Province from the drop-down list. You
can filter the search even more by entering a Delivery Area and/or FSA/Postal Code. Partial searches on
Delivery Area name and FSA/Postal Code are also supported. For example, entering “C” only for Delivery
Area would result in all Delivery Installations that service Delivery Areas that begin with the letter “C” for the
Province in question. Entering just “K” for FSA/PC would result in all FSA/PC’s beginning with the letter “K” for
the Province in question. At a minimum, one search criterion must be specified. However, more than one
search criterion can be entered.

Note: You can do a search with only the Province. However, your list of results may be too long. You can also
perform a search with just entering either the Delivery Area name or FSA/PC.

Search criterion is not case-sensitive. Even if you type lower-case letters in the FSA/PC field, they are
immediately converted to upper-case letters.
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2. Delivery Installation Name(s) that match the search criteria are listed alphabetically in the Search Results list.

3. You can highlight one or more Delivery Installation Name(s) in the Search Results list and click the Add >
button in order to add the selected Delivery Installation(s) to the Mailing Plan. The Add All >> button is enabled
when the Search Results list is populated. The Add > button is enabled when you make one or more
selections.

Note: You can use the <SHIFT> key to select a block of records in the Search Results list. You can use the
<CTRL> key to select non-adjacent records.

4. To remove one or more Delivery Installation Name(s) in the Delivery Installation(s) Added to Mailing Plan list,
highlight one or more Delivery Installation Name(s) and click the < Remove button. The << Remove All button
is enabled when the Delivery Installation(s) Added to Mailing Plan list is populated. The < Remove button is
enabled when you make one or more selections.

Note: If you attempt to remove a Delivery Installation that was previously selected and has user-entered data
associated to it, then an error message will be displayed to inform you that all associated Delivery
information will be deleted.

5. The Delivery Installation Name(s) in the Delivery Installation(s) Added to Mailing Plan list is sorted in the order
that the Delivery Installations are selected.

6. From this window, you can also import Delivery Installations data by clicking the Import button. For complete
details, see Section 5.3.5 Import Delivery Installations Data.

. The Import button displays the Open File — Import Delivery Installations Data window. This file location
window allows you to select a CSV file to import the ADS data that should be associated to the given SOM line
item.

. If the Delivery Installations data was imported, then the Delivery Installation(s) Added to Mailing Plan list should
be pre-populated with the Delivery Installation Names from the import file.

Notes: The import file does not contain the actual Delivery Installation Name, but contains the Delivery Installation
Postal Code that can then be uniquely mapped to the corresponding Delivery Installation Name.

You can add a Delivery Installation to the same Mailing Plan more than once. One situation that requires this is
when you want your mail to be transported from the same Deposit Location but on different Deposit Dates. Hence you
need a Delivery Installation Details page, with the same Delivery Installation, for each Deposit Date. In such a case, the
application does give you a warning message.

If you remove imported Delivery Installation Names from the Delivery Installation(s) Added to Mailing Plan list, these do
NOT appear in the Search Results list.

Once the Unaddressed Admail data is entered for an associated line item on the SOM page, click the Enter DI Details
button to initiate delivery installation data entry. The Select Delivery Installation(s) for Mailing Plan page below
appears if no ADS data exists.

The Select Delivery Installation(s) for Mailing Plan window allows you to search for delivery installation names based
on the following search criteria: Province, Delivery Area and/or FSA/Postal Code. These fields are located at the top of
the window. To initiate the search, click the Search command button.

Once the search results are returned, make your selection of the Delivery Installation(s) that will be added to the Mailing
Plan. Multiple searches can also be performed in order to create your list of Delivery Installations.

You can add a Delivery Installation to the same Mailing Plan more than once. One situation that requires this is
when you want your mail to be transported from the same Deposit Location but on different Deposit Dates. Hence you
need a Delivery Installation Details page, with the same Delivery Installation, for each Deposit Date.

Once the list is complete, click the Apply command button. This will populate the Delivery Installation Detail pages with
the names of each of the Delivery Installations selected. The Delivery Installation Detail page(s) will be displayed in the
same order as in the Delivery Installation(s) Added to Mailing Plan list.

Command Buttons

The following table describes the Command Button definitions.

COMMAND BUTTON RESULT OF INVOCATION

Search . Enabled when data has been entered in at least one search criteria field.
. Generates and initiates a query based on the search criteria entered.
. If no Delivery Installations are found that match the search criteria, then a message is
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COMMAND BUTTON

RESULT OF INVOCATION

displayed.
If one or more Delivery Installations are found, then list them in the Search Results list.

Add >

Enabled when one or more Delivery Installation Name(s) are highlighted.

Adds the selected Delivery Installation Name(s) to the Delivery Installation(s) Added to
Mailing Plan list.

< Remove

Enabled when one or more Delivery Installation Name(s) are highlighted.

Removes the selected Delivery Installation Name(s) from the Delivery Installation(s)
Added to Mailing Plan list.

Add All >>

Enabled when the Search Results list is populated.

Adds all the Delivery Installation Names from the Search Results list to the Delivery
Installation(s) Added to Mailing Plan list.

<< Remove All

Enabled when the Delivery Installation(s) Added to Mailing Plan list is populated.

Removes all the Delivery Installation Name(s) from the Delivery Installation(s) Added to
Mailing Plan list back to the Search Results list (except if they are imported Delivery
Installation Names).

Split Walk Report

Opens a preview window that gives the complete Target Area of the delivery mode;
identifies prior to the mailing, which route should be selected to have a complete walk;
Shows that the Delivery Installation Details have been completed correctly.

Import Opens the Open File- Import Delivery Installation Data window. See Section 5.3.5
Import Delivery Installations Data.

DI Defaults Makes it easier to complete the information for Unaddressed Admail mailings and the
associated Delivery Installations targeted
Enabled when the delivery installations added to the Mailing Plan list contains at least
one delivery installation (DI) name
Allows definition of the DI Defaults that will apply to the entire mailing plan and
eliminates the need to navigate through each of the delivery installations pages for a
new mailing plan

Apply Applies the selected Delivery Installation Name(s) to the Delivery Installation Details
page(s). Each Delivery Installation Name is associated to one page.
Closes the Select Delivery Installation(s) for Mailing Plan window and displays the first
Delivery Installation Details page.

Cancel Closes the window. No confirmation is requested.

4.2 Delivery Installation Defaults

For Unaddressed Admail Fully Featured

Clicking on the DI Defaults button on the Select Delivery Installation(s) for Mailing Plan screen displays the new Delivery

Installation Defaults page.

This page allows completion of the information that will apply to all of the Delivery Installation (DI) Details pages defined

in the mailing plan.

As this will apply to all of the delivery installations, the Delivery Installations field on this screen is disabled. All other

fields are accessible to edit. The functions are identical to those on the Delivery Installation Details page.

By clicking on Apply, the information provided on this page will be applied to all Delivery Installations (D) associated with

the Statement of Mailing (SOM) line item selected.

Electronic Shipping Tools - Delivery Installation Defaults

Delivery Information

Delivery Installation™ WTranspnrtat\nn Delivery Timing*
Required .
Deposit Location™® I & Upon Deposit Diate
o] onsUmers’
v Receipt IVWVMMDD -
'1086 - LEQ BLANCHETTE MPP ;I I Choice ST J
Specific Start Date
Version 'l
IY\‘YVMMDD =
Specific Title of Mail Piece® ADS Reference #1/ #2 Start Date J
a [ o
Container Type® Fieces per Bundle® Bundles per Container®
=
Target Area*
LlHouses [] Apartments [ Farms [ Businesses

Delivery Mode Defaults™
©June 2 [ all Delivery Modes [ cF [ DR [ & e [ Lc [ MR [/ RR [ ss

Apply Cancel
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4.3 Delivery Installations Details — Split Walks
For Unaddressed Admail Fully Featured

A letter carrier route may consist of more than one FSA. This is referred as a “split walk”. You can select the FSA within
the split walk route you wish to have covered. Once you have select either the ‘Get Counts’ button or the ‘Get Count for all
Delivery Installations’ button on the Delivery Installation Detail page and if you have selected any Delivery Modes and
Delivery Mode IDs that contain a “split walk”, a Notice page will pop-up on the screen. The Notice page gives you the
opportunity to select the certain FSA’s or all FSA’s you wish to add to your mailing.

[ETTN— <
Some of the Delivery Modes selected are also found in other FSA(s). To add all
or some of the following FSA(S) to vour mailing plan, please select them below:
Select All |
FSAIPC Dt Type D I Delivery Installation Mame [
K1 LC 0002 OT TAWA
K2 K LC 0002 OT TAVYA
k1B LC 0003 OTTAVYA
Cancel [

Don't show me this message again

on the subsequent Delivery Installation Detail pages.
Command Buttons
The following table describes the Command Button definitions.
COMMAND BUTTON RESULT OF INVOCATION
Select All e Select all of the FSA that are showing in the table.
Apply e The FSA that were chosen will be added to the delivery route of the letter carrier.
Cancel e  Closes the window. Process the “Delivery Installation Details” page.
Don’t...again e  The ‘Don't....again’ checkbox is available should you not want this message to appear

on each subsequent Delivery Installation Detail Page. This checkbox is only enabled
when you select * Select All' and it is disabled if you only select certain FSA’s

4.4 Enter Delivery Installation Details
For Unaddressed Admail Fully Featured

The Delivery Installation Details page captures the detailed data by Delivery Installation required for the Unaddressed
Admail Delivery Slips. As well, this page performs online queries against the Householder Count data.

This window can be divided into seven sections:

SOM Information

Delivery Information
Delivery Timing

Target Area

Select Delivery Modes (DM)
Get Counts (Householder)

Command Buttons at the bottom of the page which allow you to View Mailing Plan / Delete / Finish / Clear or move
backward or forward to other pages
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Electronic Shipping Tools - Delivery Installation Detail

OM Information

Service Description | Unaddressed Admail Weight| 25.00

rDelivery Information
Delivery Installation® FTranspDrtatlnn elivery Timing™
fwmmintpEs - LCD - cHARLESWOCD Required
T oo | @ Upen Deposit Date Latest Start Date:
v [ MDD hd
553 - LACHINE SUCC PDF =l P chics Reccpt | =l
Yersion ~ Spedific Skark Date Redquired Deposit Date
Specific Title of Mail Piece™ ADS Reference #1 / #2 Start Date [FrTYHMDD -
I = | meposit Befara LA

Contalner Type* Pieces per Bundle® Bundies per Container* No. of Containers Mo, of Complste Bundies Pisces in Residus Bundle

Target Area™
’7 |~ Houses [ Apartments [~ Farms | Businesses |
Select Delivery Modes (DM)*
Fsaf oM DM Id oM 1d Taot.
pC T From To Delivery Installation Name Houses Apartments Farms Businesses Cour

|
d '-’l_vl

(GEb CaiTibs: I ek Gaunts Far el Belivery Tnstal abisns: | Total Pizces*

View Maiing Plan Deete | Frish | Clear AR EE

SOM Information - The SOM Information section contains display-only information (Service Description and Weight) as
captured from the SOM line item in question.

Delivery Information - This section requires you to provide details on your mailing. An asterisk indicates that the field is
mandatory.

Delivery Installation — pre-populated from the Select Delivery Installation(s) for Mailing Plan function. This field is
display-only and identifies the Delivery Installation Name of the Delivery Installation in question.

Deposit Location * - if you are not directly dropping off your mail at the Delivery Installation in question, select from
the drop-down list the outlet where you are leaving your mail. Another outlet may be more convenient (e.g. in your
vicinity) at which to leave your mail. CPC then needs to transport your mail from the Deposit Location to the Delivery
Installation. If you set the Deposit Location different from the Delivery Installation, then you must select the
Transportation Required option.

This field defaults to the Payment Outlet selected on the Unaddressed Admail data entry window (since the
Transportation Required option initially defaults to being selected). The drop-down list is populated with all the
outlets that were selected on the Select Outlets/Deposit Locations window (Data Maintenance > Site Information >
Outlets/Deposit Locations tab > Add), along with the Delivery Installation in question.

The Deposit Location selected (if different from the Delivery Installation) factors into CPC’s decision of whether it can
meet the Delivery Timing specified by you.

Attention: If you set the Deposit Location equal to the Delivery Installation, the Transportation Required checkbox
do NOT automatically become deselected.

Transportation Required — this checkbox is defaulted as selected. Select this option if you set the Deposit Location
different from the Delivery Installation. This means that you are dropping you mail off at an outlet different from the
Delivery Installation in question, and thus CPC needs to transport your mail from this outlet to the Delivery
Installation. If you select the Transportation Required option, then you must set the Deposit Location
different from the Delivery Installation.

Attention: If you deselect the Transportation Required option, then the Deposit Location automatically changes to
be the same as the Delivery Installation.

Consumers' Choice - this box is defaulted as selected when the Delivery Installation Detail page is first displayed for
a particular Delivery Installation. It is used to identify your target area with respect to those customers who do not
wish to receive Unaddressed material (i.e. Consumers’ Choice or Total Points of Call).

Version Specific - click this box to identify that the mailing has several versions (e.g. different store addresses appear

on mail pieces that are otherwise the same). The ‘Title of the Mail Piece’ remains a mandatory field. When ‘Version
Specific’ is selected, the ‘Version Specific’ and ‘Title of the Mail Piece’ fields are disabled on the subsequent
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Delivery Installation Details pages. Each different version must be entered on separate lines at the Statement of
Mailing (SOM) Data Entry page.

Title of Mail Piece * - enter a descriptive name or title of the mail pieces for easy identification.

ADS Reference #1 - this is a user-defined field whereby you can enter your own reference number, such as an
internal tracking number (maximum of 20 characters).

ADS Reference #2 - this is another user-defined field whereby you can enter your own reference number, such as an
internal tracking number (maximum of 20 characters).

Container Type * - select from the following drop-down list choices: Bag, Box, Flats Tub and Lettertainer.

Pieces per Bundle * — enter the number of pieces in a non-standard bundle size. The value must be less than or
equal to 200. Otherwise you get an error message when you try to leave the page.

Bundles per Container * — enter the number of bundles per container/bag being shipped to the Delivery Installation.
If you wish to use two or more different types of containers, you will be required to manually modify/edit the Bundles
per Container information on the Delivery Installation page(s) concerned or create a separate line item on the SOM
for the different container.

No. of Containers — this is a calculated field. The user cannot alter it. No. of Containers/Bags being shipped to the
Delivery Installation = No. of Complete Bundles / Bundles per Container (rounded to the next full value, if not fully
divisible).

No. of Complete Bundles — this is a calculated field. The user cannot alter it. No. of Complete Bundles = Total
Counts for all DM’s selected / Pieces per Bundle (rounded to the next full value).

Pieces in Residue Bundle — this is a calculated field. The user cannot alter it. Pieces in Residue Bundle = value left
over from No. of Complete Bundles calculation if Total Counts is not fully divisible by Pieces per Bundle.

Delivery Timing * — Automatic calculation of the Delivery Timing will help the user to adjust his mailing plan to
ensure that his desired initial Start Date can be respected.

Upon Receipt — click this radio button to identify that the delivery can start upon receipt of mailing. You must enter
the Deposit Date (i.e. when you will leave your mail either directly at the Delivery Installation in question or at the
Deposit Location chosen).

Deposit Date — enter the date (YYYYMMDD) when you will leave your mail either directly at the Delivery Installation
in question or at the Deposit Location chosen. This field is mandatory if you select the Upon Receipt option.

Latest Start Date- if the Upon Receipt option is chosen, this field is calculated by the application based on the
Deposit Date entered and Canada Post'’s service standards.

Specific Start Date — click this radio button if you want the delivery to start on a specific date. You must enter this
desired Start Date.

Start Date — enter the specific date (YYYYMMDD) on which you want delivery of your mail to start. This field is
mandatory if you select the Specific Start Date option.

Required Start Date — if the Specific Start Date option is chosen, this field is calculated by the application based on
the Start Date entered and Canada Post’s service standards.

Notes: If you select either Upon Receipt and enter a Deposit Date or Specific Start Date and enter a Start
Date, but then change your mind and select the other radio button, you must manually clear the Date field
associated with the first radio button chosen.

If Canada Post cannot accommodate the Start Date specified by you, you will get the following message to
inform you that "It is not possible to accommodate the specified Start Date according to CPC’s Service
Standards. Please enter a Start Date that is at least <calculated number> business days from today’s date.”
You can either change your Start Date or your Deposit Location or a combination of both for Canada Post to
meet your requirements.

Target Area- This section allows you to select the type of Target Area for your mailing. At least one Target Area
selection must be checked.

Houses - select if delivery is required to houses. A house is a building with one or two dwelling units. If a business
is operated in a house that is also used as a dwelling, it is classified as a house.

Apartments - select if delivery is required to apartments. An apartment is a self-contained dwelling unit within a
multiple unit residential building of three or more such dwelling units in which: all the units share a common main
entrance and civic address but have individual suite numbers. For the purpose of this definition, common entrance
means entrance to the building or to the complex (e.g. private lane or road). For urban areas, each unit has a
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separate mail receptacle, which normally forms part of a centralized mail receiving facility. If a business is operated
in an apartment that is also used as a dwelling, it is classified as an apartment.

Farms - select if delivery is required to farms. A farm is a dwelling or a point of call associated with a tract of land
used to raise crops, animals or fish as a source of income or revenue.

Businesses - select if delivery is required to businesses. A business is defined as a point of call where the primary
activity is commercial or industrial. If a business is operated from a house or an apartment, which is also used as a
dwelling, it is classified as a house or an apartment.

For more information, please consult the Canada Post Guide.

Select Delivery Modes (DM) - This section allows you to select the Delivery Mode(s) you wish to target. The Select
Delivery Modes (DM) grid on this page contains only 20 line items for data entry since the ADS report can accommodate
only 20 route ranges.

FSA/PC - select from the drop-down list the Forward Sortation Area (FSA) or Postal Code (PC) for the delivery mode
selected. The FSA is the first three characters (alpha-numeric-alpha) of the postal code, which represent a geographic
area.

For urban Delivery Installations, the FSA/PC drop-down list for Delivery Installation contains only the FSA’s available for
the Delivery Installation selected. The ‘ALL’ value at the top of the list allows you to select all FSA’s available within the
Delivery Installation.

For rural Delivery Installations, the FSA/PC drop-down list for Delivery Installation contains the list of Postal Codes for that
installation as recorded in the Householder data, as well as an ‘ALL’ value at the top of the list.

DM Type - select from the drop-down list the DM Type. The DM Type drop-down list contains the list of all DM Types
(e.g. Letter Carrier (LC), Rural Route (RR)) available for the Delivery Installation selected. The ‘ALL’ value at the top of
the list allows you to select all DM types available within the Delivery Installation.

Should the FSA/PC field be blank, the DM Type drop-down list will also be blank. Should the FSA/PC field be modified,
the value in the DM Type field will automatically be reset to reflect the new FSA/PC selected.

DM ID From / DM ID To - select from the drop-down lists the DM ID. If you wish to enter a range, then select your
starting point “DM ID From” and your end point “DM ID To”. For example, you may enter a range of LC 0001 — 0009.
If you are selecting only one DM ID, you need to select this value in both the DM ID From and DM ID To fields.

The DM ID From and DM ID To drop-down lists contain only the ID’s available for the Delivery Installation selected.
The ‘ALL’ value at the top of the list allows you to select all the DM ID’s available within the Delivery Installation you
have selected.

Should the DM Type field be blank, then the DM ID drop-down lists will also be blank. Should the FSA/PC or DM Type
fields be modified, the value in the DM ID fields will automatically be reset to reflect the new FSA/PC and/or DM Type
selected.

Note: Ranges maximize available space on the Unaddressed Admail Delivery Slip.

Delivery Installation Name — select from the drop-down list the abbreviated name of the postal facility that will provide the
delivery services for the selected delivery mode. The Delivery Installation Name drop-down list contains the list of
Secondary Delivery Installation Names for the Delivery Installation selected, and has an ‘ALL’ value at the bottom of the
list. The Delivery Installation Name drop-down list is filtered by the selected FSA/PC, DM Type and DM ID’s. If a “DM ID
From” and “DM ID To” have not been selected, then this drop-down list is blank. Should the FSA/PC, DM Type or DM ID
fields be modified, then the Delivery Installation Name field will automatically be reset to reflect the new FSA/PC, DM
Type or DM ID’s selected. All information is as recorded in the Householder data.

If ‘ALL’ is selected for both the DM Type and DM ID From fields, the system will automatically populate the DM ID To and
Delivery Installation Name fields with ‘ALL’ (this will be the only value available in the drop-down list).

If the Delivery Installation Name list contains only one value (i.e. one value other than ‘ALL’), then the system will
automatically populate the Delivery Installation Name field with this Delivery Installation Name. If the Delivery Installation
drop-down list contains two or more values, then you must select the appropriate Delivery Installation Name. Where a
range of DM ID’s is entered for which more than one Delivery Installation Name can apply, then the Delivery Installation
Name drop-down list will only contain the DI's that are common to all DM’s selected.

4.5 Get Householder Counts
For Unaddressed Admail Fully Featured

Online queries against the Householder Count data can be performed by capturing the target area data, selecting the
required route data (i.e. FSA/PC, DM Type, DM ID and Delivery Installation Name) and clicking the Get Counts button.
The Get Counts button invokes a query on the Householder data and retrieves the counts for the specified target area,
route selection and count type (e.g. Consumers’ Choice vs. Total Points of Call). Note that if a range of routes was
entered (e.g. A9A LC 0001-0009), the Householder data will be summed over that range.

Total Counts - These fields represent the total amount Delivery Mode (DM) at the line level. You have the choice to
modify the “Total Counts” data at the Delivery Mode (DM) line level if you select to change the “Total Counts”, a pop-up
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message will warn you that the value differs from the Householder count. The system displays the modified value in a
different font color and disables the “Total Pieces Shipped for Delivery field”.

Total Pieces Shipped for Delivery - The Total Pieces Shipped for Delivery field represents the sum of the Total Counts for
all DM’s selected. It identifies the total number of items being shipped for delivery to the Delivery Installation and is a
mandatory field. You have the choice to modify the Total Pieces Shipped for Delivery. The system displays the modified
value in a different font color and disables the “Total Counts”. If you select to change the “Total Pieces Shipped for
Delivery”, a pop-up message will warn you that the value differs from the Householder count.

(Page) X of Y (bottom-right corner) — identifies which Delivery Installation Details page you are currently working on and
the total number of Delivery Installation Details pages.

Command Buttons

The following table describes the Command Button definitions and displays the hot key definitions where applicable (by
underlining the letter in question).

COMMAND BUTTON RESULT OF INVOCATION
Get Counts . Enabled when there is one complete line item in the Select Delivery Modes (DM)
grid.
. Invokes validations.

. Used primarily to derive the counts for the current Delivery Installation.

. If count data does not exist for the given mailing date and complete route range
entered for a Delivery Mode line item, then an error message is displayed.

. If validations are successful, the page is refreshed and count data is displayed.
Note that if the DM From Id equals 'All', the system populates the DM From Id with
the smallest DM Id number and the DM To Id with the largest DM Id number for the
given FSA and DM Type combination.

Get Counts for all . Invokes validations.

Delivery Installations e Used primarily after a successful import of an ADS file followed by the manual
addition of more Delivery Installations.

. If count data does not exist for the given mailing date and complete route range
entered for a Delivery Mode line item, then an error message is displayed.

. If validations are successful, the page is refreshed and count data is displayed.
Note that if the DM From Id equals 'All', the system populates the DM From Id with
the smallest DM Id number and the DM To Id with the largest DM Id number for the
given FSA and DM Type combination.

View Mailing Plan e Get Counts functionality must have already been invoked.
. Invokes validations.

. If a route contains a Split Delivery Mode indicator, then displays an error message.
Note the 'other FSA' (i.e. other half of the route) can be found by searching for
another record in the Householder data for that Delivery Installation which has the
same DM Type, DM Id and Delivery Installation (abbreviated) Name.

. If a route contains a Split FSA indicator, then displays a warning message.

. If validations are successful, the Mailing Plan Summary window is displayed and
calling Delivery Installation Details page is closed.

e  When you click Close on the Mailing Plan Summary window, you are returned to
the Delivery Installation Details page.

Delete . Displays warning message to confirm deletion.

. If warning message is confirmed, deletes the Delivery Installation (DI) Details data
and displays the next DI Details window.

Einish e  Gets Counts functionality must have already been invoked.
. Invokes validations.

. If a route contains a Split Delivery Mode indicator, then displays an error message.
Note that complete coverage of a Delivery Mode is required.

. If a route contains a Split FSA indicator, then displays a warning message.

. If Delivery Installation Details pages exist with no user-entered data, then displays a
warning message. If the user presses Cancel on the warning message window,
then the Finish process continues with the exception that instead of displaying the
SOM data entry window, the Mailing Plan Summary window is displayed.

. If validations are successful, saves data, closes the Delivery Installation Details
page and displays the SOM data entry window.
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COMMAND BUTTON

RESULT OF INVOCATION

If you click on the Finish button and there are Delivery Installation Details pages for
which the user has not entered any data, a warning message will be displayed
indicating that the associated Delivery Installations will be deleted from the mailing
plan.

The close page function, that is the ‘X’ icon at the top of the page, has the same
functionality has the Finish button.

Clear e Asked to confirm whether you wish to clear the page.
. If you click OK, the page is refreshed, all fields on the data entry page are cleared
and the cursor is positioned on the first field.
. If you click Cancel, then no changes are made to the data entry page.
Links to other Delivery . Get Counts functionality must have already been invoked.
Installation Details . Invokes validations.
pages: . . If validations are successful, displays selected Delivery Installation (DI) Details
* l;:aéig) to the first page. Note that the system also defaults the following fields (i.e. applies data from

e < (Gotothe
previous page)
e > (Go to the next

previous window) if they do not already contain data: selection of Transportation
Required option, Delivery Timing selection along with associated Deposit/Start
Date, Version Specific, Title of Mail Piece, ADS Reference #1 and #2, Container
Type, Pieces per Bundle, Bundles per Container, Coverage and Piece Description.

page) If Transportation Required is not selected, the Deposit Location defaults to the
. >| (Go to the last Delivery Installation in question. If Transportation Required is selected, the Deposit
page) Location defaults to the Payment Outlet selected on the Unaddressed Admail data

entry window.

4.6 View Mailing Plan Summary

For Unaddressed Admail Fully Featured

Electronic Shipping Tools - Mailing Plan Summary x|
Delivery Installations (DIy

Complete | Celivery Installation Name | Transport Required | Deposit Location |Dapns\tDala| Celivery Start Date |  Total Pieces
e [CALGARY- LCD- 11 I = 077 - OTTAWA N 20040615 |20040624 [35284

il | 0
Add ta Mailing Plan I DI Changes | | | Closg |

The Mailing Plan Summary window allows the user to view a list of the Delivery Installations in the Mailing Plan, access
the Select Delivery Installation(s) for Mailing Plan window, navigate to a particular Delivery Installation and delete
multiple ones (use the <CTRL> and/or <SHIFT> keys to select multiple records). It can now be easily sorted in ascending
or descending order by clicking on the header of any column. Click once for ascending, and twice for descending sort
order. The Mailing Plan Summary window is displayed in a pop-up window. Upon closing the Mailing Plan Summary
window, you will be returned either to the Unaddressed Admail data entry window or a Delivery Installation Details page
(depends from where the Mailing Plan Summary window was invoked). You are now ready to preview your SOM.

All of the fields on this window are display-only. To change a field for a given Delivery Installation, highlight the line item
and click the Go to DI button.

Complete — this checkbox indicates whether mandatory ADS data already exists for the Delivery Installation in question.
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Delivery Installation Name — this field identifies the Delivery Installation Name in question. It corresponds to the Delivery
Installation Area Name, Delivery Installation Type description and Delivery Installation Qualifier Name.

Transport Required — this checkbox indicates whether transportation is needed for the mailing. This means that you are
not dropping off your mail directly at the Delivery Installation in question, but at another Outlet (i.e. Deposit Location).
Thus CPC will charge you for transporting the mail from the Deposit Location to the Delivery Installation.

Deposit Location — this field identifies the Outlet where you will drop off your mail for the Delivery Installation in question.
If it is equal to the Delivery Installation in question, then it is a direct drop-off (and the application does not consider the
Delivery Installation as having a Deposit Location). If it is different from the Delivery Installation, then CPC needs to
transport the mail from the Deposit Location to the Delivery Installation.

Deposit Date — this field identifies the date when you will drop off your mail for the Delivery Installation in question (either
at the Delivery Installation itself or at another Deposit Location). This date is either manually entered by the user
(because the mailing is to start upon receipt) or calculated by the application based on CPC’s standards (because the
user wants the mailing to start on a specific date).

Delivery Start Date — this field identifies the date when CPC will start to distribute the mailing for the Delivery Installation in
question. This date is either calculated by the application (because the user had manually entered a Deposit Date) or
manually entered by the user because he wants the mailing to start on a specific date.

Total Pieces Shipped for Delivery — this field identifies the total number of pieces being shipped for delivery to the Delivery
Installation in question.

Title of Mail Piece — this field identifies a descriptive name or title of the mail piece for easy identification.

Command Buttons

The following table describes the fields and Command Button

COMMAND BUTTON RESULT OF INVOCATION

Add to Mailing Plan e Displays the Select Delivery Installation(s) for Mailing Plan window and closes the
Mailing Plan Summary window to allow for additional Delivery Installations to be
included in the Mailing Plan.

DI Changes . Enabled when the list contains one or more Delivery Installations

. Basic information such as the Title of the Mail Piece, Target Area, and Container
Type, on the Delivery Installation Mailing Plan Changes page can now be easily
changed and applied to all Delivery Installations.

Go TO DI . Enabled when one or more Delivery Installations are selected from the list.

. Displays the Delivery Installation Details page for the selected Delivery
Installation and close the Mailing Plan Summary window.

Delete Selected DI's ¢  Enabled when one or more Delivery Installations are selected from the list.
. Display warning message to confirm deletion of data.

. If warning message is confirmed, deletes the Delivery Installation Details data
and refreshes the window.

Close . Closes the window. Returns you to either the Unaddressed Admail data entry
window or a Delivery Installation Details page (depending from where the Mailing
Plan Summary window was invoked).

4.7 Delivery Installation Global Changes
For Unaddressed Admail Fully Featured

A new DI Changes button is available and enabled on the Mailing Plan Summary page when the list contains at least one
Delivery Installation.

This means the basic information on the new Delivery Installation Mailing Plan Changes page can now be easily changed
and applied to all Delivery Installations. This includes information such as:

Title of the Mail Piece

Target Area

Container Type

Clicking on the DI Changes button displays the new Delivery Installation Global Changes page.
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Electronic Shipping Tools - Delivery Installation Mailing Plan Changes = x|
- Delivery Infarmation

Delivery Installation Delivery Timing
Upon Deposit Date
D it L i far DI ith T rtati R o lected i~
epnsit Location (for DIS with Transporation Required selected) Recelpt MDD j

~ Speciic  Start Date
Title of Mail Fiece ADE Reference Stat Date froveMmDD -

O Deposit Before 1120

Container Type_ Pleces per Bundle Bundles per Gontainer

Target Area
Mote: Enter camplete Target Area selection ar leave blank if Target Area should not be modified
[ Houses [ Apartments [ Farms [ Businesses

ARRly I Cancel

This page allows global changes to be made to already define mailing plans that are then applied to each Delivery
Installation.
Changes made to the following fields will be applied to all Delivery Installations included in the mailing plan:

Deposit Date

Start Date

Title of mail Piece

ADS Reference #1 / #2

Container Type

Pieces per Bundle

Bundles per Container

Target Area (Houses, Apartments, Farms, Businesses)

NOTE: This functionality is not available when the DI Details have been imported for one or more Delivery Installation in
the mailing plan

4.8 Import Delivery Installation Data
For Unaddressed Admail Fully Featured

The Import Delivery Installation Data unit task allows you to:

. Select a comma delimited (.csv) file containing a list of Delivery Installation Delivery Mode selections;

e Import this Delivery Installation Data file in the opened SOM against the selected SOM line item and;

e  Save the records with errors in an Error file, with error messages in English and French.

Note: Only delimited ASCII files can be imported. The default delimiter is a comma. Users can specify their own

delimiter from the Open File — Import Delivery Installation Data window. Other valid delimiters are semi-colon (;), single
quote ('), pipe (|), percent (%), colon (:), tilde (~), caret (*), and underscore (_).

The Import Delivery Installation (i.e. ADS) Data functionality is accessed through the Import button on the Select Delivery
Installation(s) for Mailing Plan window. Clicking the Import button results in the Open File — Import Delivery Installation
Data window being displayed.

Electronic Shipping Tools - Gelect Delivery Installation(s) for Mailing Plan. x|
[gelect Delivery Installation(s) b
[Search Criteria
Province Dellvery Area FSAFPostal Cade
L‘ I Search
Search Result: ~Delivery Installation(s) Added to Mailing Plan
Delivery Installation Mame | Delivery Installation Name |
A=
= Rermoye,
Add Alll==
== Remove Al
Impart LRl Splithiyalk REpor Cancel
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From the Open File — Import Delivery Installation Data window, select the file to be imported. If the file has been
successfully imported, a message with an OK button will be displayed indicating that the process has been completed.
Once you click OK, the Select Delivery Installation(s) for Mailing Plan window will be refreshed with the Delivery
Installation(s) Added to Mailing Plan list populated with the Delivery Installation Names corresponding to the imported
data (and in the same order as they each appear in the import file). If you click on the Apply button, the Delivery
Installation Detail page is displayed and populated with the Delivery Mode data imported for the first Delivery Installation.

Open File - Import Delivery Installation Daka >=<|
Loak in: | WD -] | | f_¥|
archive -
bin
cpclib
dat
dowwnload
_1ire
resource vI

File name: | I
Files oftype: |2l Files =) -1 Cancel |
Delirmiter: I,

During the import process, if one of the field validations fails, then an error file is created. At the end of this import
process, a message is displayed to inform you that there were records rejected at time of validation. Click the OK button
on the message dialogue box, then the Save As —Delivery Installation Data Import Error window is opened in order to
save the error file. If you click the Cancel button on the message dialogue window, a message is displayed to inform you
that the process of saving rejected Delivery Installation Delivery Mode records has been cancelled.

Next the Select Delivery Installations for Mailing Plan window will be displayed with the Delivery Installation(s) Added to
Mailing Plan list view populated with the Delivery Installation Names corresponding to the imported data (and in the same
order as they each first appear in the import file).

If the imported data is being applied to a SOM line item, which already has Delivery Installation Detail data created; the
import will create distinct Delivery Installation Detail records. That is, if delivery mode (route) data is being imported for a
Delivery Installation that already has delivery mode information recorded against it, the import will not append this data to
it; instead it will record this data on a separate Delivery Installation Detail page.

Open File — Import Delivery Installations Data Window

This window has the same layout and functionality as the standard Windows Open File window. The default file type is
Text (*.txt) but you can select any file (*.*). The Open command button triggers the Import Delivery Installations Data
process. If the file is not found, a message will be displayed, requesting to open another file. You can specify the type of
file delimiter used in the import file. Valid delimiters are: semicolon (;), single quote ('), comma (,), pipe (|), percent (%),
colon (:), tilde (~), caret (*), and underscore (_).

Save As —Delivery Installation Data Import Error File Window

This window has a similar layout and the same functionality as the standard Windows Save As window.
File Layout

Delivery Installations Data Import File Layout

The import file must be an ASCII flat file where character and non-integer numeric fields are enclosed in double quotes (*)
and delimited by the selected file delimiter character. Where no information is available the system expects a blank entry
(i.e. ). Each record is separated by a carriage return. Records starting with a number sign (#) are considered comment
lines and are skipped.

Three distinct file formats are valid for the Delivery Installations Import function.

Formats 1 and 2 are very specific, by Delivery Mode, and are aimed at customers having precise delivery requirements
and good knowledge of the Canada Post network.

Format 3 is aimed at an audience with generic delivery requirements.

The purpose of the following tables is to outline the information Electronic Shipping Tool is expecting during the Delivery
Installations Data import process.
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Import File Formats 1 and 2

Records of format #1 must have either 6 or 8 fields (to support the first version of file, where the last 2 fields did not exist)
and those of format #2 must have 8 or 10 fields. When there are 8 fields, if the first field has a length of 9, the record is

considered of format #1.

Field — Format #1

Type

Length

Mandatory
/ Optional

Validation

FSADMDMID'

String

M

Validate Mandatory. If validation fails, record error
message 2665 in the error file.

Validate for format (ANAAANNNN). If validation fails
record error message 2666 in the error file.

Validate that a Delivery Installation exists in the
Householder data for the FSADMDMID provided. If
validation fails record error message 1278 (for invalid
FSA), 1279 (for invalid DM Type), and/or 1280 (for
invalid DM Id) in the error file.

Secondary Delivery
Installation
(Abbreviated) Name

String

15

Validate that it exists in the Householder data for the
Delivery Installation retrieved based on FSADMDMID
provided. If validation fails, record error message 1283
in the error file.

Validate for mandatory if data for Houses, Apartments,
Farms, or Businesses has been supplied. If the
validation fails, record message 1443.

Houses

String

Validate for numeric and length of 7. If validation fails,
record error message 1196 in the error file.

If this field is not blank and the Mail Pieces Over 14”x6”
(35.56x15.24 cm) checkbox is selected(on the SOM
data entry window) then validate that the Delivery
Mode Type is not ‘LC’. If the validation fails, record
message 1475.

Validate less than or equal to the Total Points of Call
Householder amount based on the supplied start date.
If the validation fails, record message 1440.

Apartments

String

Validate for numeric and length of 7. If validation fails,
record error message 1196 in the error file.

If this field is not blank and the Mail Pieces Over 14”x6”
(35.56x15.24 cm) checkbox is selected (on the SOM
data entry window) then validate that the Delivery
Mode Type is not ‘LC’. If the validation fails, record
message 1475.

Validate less than or equal to the Total Points of Call
Householder amount based on the supplied start date.
If the validation fails, record message 1440.

Farms

String

Validate for numeric and length of 7. If validation fails,
record error message 1196 in the error file.

If this field is not blank and the Mail Pieces Over 14”x6”
(35.56x15.24 cm) checkbox is selected (on the SOM
data entry window) then validate that the Delivery
Mode Type is not ‘LC’. If the validation fails, record
message 1475..

Validate less than or equal to the Total Points of Call
Householder amount based on the supplied start date.
If the validation fails, record message 1440.

Businesses

String

Validate for numeric and length of 7. If validation fails,
record error message 1196 in the error file.

Validate less than or equal to the Total Points of Call
Householder amount based on the supplied start date.
If the validation fails, record message 1440.

" The FSA within the FSADMDMID data field above maps uniquely to a primary Delivery
Installation Name and is used to populate the Delivery Installation Name field on both the Select
Delivery Installation(s) for Mailing Plan window and the Delivery Installation Detail window.
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Field — Format #1

Type

Length

Mandatory
/ Optional

Validation

ADS Reference #1

String

20

(0]

Free form but must be the same for all records of a
given FSADMDMID. If a discrepancy is found, display
message 1649:

If user replies OK, assign the ADS Reference #1 from
the first record of the DI to all subsequent records.

If user replies Cancel, stop processing the file (see task
step End Process later).

ADS Reference #2

String

20

Free form and same rule as ADS Reference #1 (i.e.
must be same for all DI records).

Table 0-1 Import Delivery Installation Data File Layout #1

Field — Format #2

Type

Length

Mandatory
/ Optional

Validation

FSA/PC?

String

3,6o0r7

M

Validate Mandatory. If validation fails, record error
message 1284 in the error file.

Validate for format (ANA or ANANAN OR ANA NAN). If
validation fails record error message 2664 in the error
file.

Validate that a Delivery Installation exists in the
Householder data for the FSA provided. If validation
fails record error message 1278 in the error file.

“From” DMDMID

String

Validate Mandatory. If validation fails, record error
message 2667 in the error file.

Validate format for (AANNNN). If validation fails, record
error message 2668 in the error file.

Validate that it exists in Householder data for the
Delivery Installation retrieved based on the FSA/PC
provided. If validation fails record error message 1279
(for invalid DM Type) and/or 1280 (for invalid DM Id) in
the error file.

“To” DMDMID

String

Validate format for (AANNNN). If validation fails, record
error message 2669 in the error file.

Validate that it is greater than or equal to the “from
DMDMID". If validation fails record error message 1281
in the error file.

Validate that the ‘To’ DM Type is the same as the
‘From’ DM Type. If the validation fails display error
message 2670 in the error file.

Validate that it exists in the Householder data for the
Delivery Installation retrieved based on the FSA/PC
provided. If validation fails record error message 1279
(for invalid DM Type) and/or 1282 (for invalid DM Id) in
the error file.

Validate that the ‘From” Id equals the “To” Id if data for
Houses, Apartments, Farms, or Businesses has been
supplied. If the validation fails, record message 1443.

Secondary Delivery
Installation
(Abbreviated) Name

String

15

Validate that it exists in the Householder data for the
Delivery Installation retrieved based on the FSA/PC,
DM Type and DM ID range provided. If validation fails
record error message 1283 in the error file.

Validate for mandatory if data for Houses, Apartments,
Farms, or Businesses has been supplied. If the
validation fails, record message 1443.

? The FSA within the FSA/PC data field above maps uniquely to a primary Delivery Installation
Name and is used to populate the Delivery Installation Name field on both the Select Delivery
Installation(s) for Mailing Plan window and the Delivery Installation Detail window.
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Field — Format #2 | Type Length | Mandatory | Validation
/ Optional

Houses String 7 (0] Validate for numeric and length of 7. If validation fails,
record error message 1196 in the error file.

If this field is not blank and the Mail Pieces Over 14”x6”
(35.56x15.24 cm) checkbox is selected (on the SOM
data entry window) then validate that the Delivery
Mode Type is not ‘LC’. If the validation fails, record
message 1475.

Validate less than or equal to the Total Points of Call
Householder amount based on the supplied start date.
If the validation fails, record message 1440.

Apartments String 7 O Validate for numeric and length of 7. If validation fails,
record error message 1196 in the error file.

If this field is not blank and the Mail Pieces Over 14”x6”
(35.56x15.24 cm) checkbox is selected (on the SOM
data entry window) then validate that the Delivery
Mode Type is not ‘LC’. If the validation fails, record
message 1475.

Validate less than or equal to the Total Points of Call
Householder amount based on the supplied start date.
If the validation fails, record message 1440.

Farms String 7 O Validate for numeric and length of 7. If validation fails,
record error message 1196 in the error file.

If this field is not blank and the Mail Pieces Over 14”x6”
(35.56x15.24 cm) checkbox is selected (on the SOM
data entry window) then validate that the Delivery
Mode Type is not ‘LC’. If the validation fails, record
message 1475.

Validate less than or equal to the Total Points of Call
Householder amount based on the supplied start date.
If the validation fails, record message 1440.

Businesses String 7 (0] Validate for numeric and length of 7. If validation fails,
record error message 1196 in the error file.

Validate less than or equal to the Total Points of Call
Householder amount based on the supplied start date.
If the validation fails, record message 1440.

ADS Reference #1 String 20 (0] Free form but must be the same for all records of a
given FSA/PC. If a discrepancy is found, display
message 1649:

If user replies OK, assign the ADS Reference #1 from
the first record of the DI to all subsequent records.

If user replies Cancel, stop processing the file (see task
step End Process later).

ADS Reference #2 String 20 O Free form and same rule as ADS Reference #1 (i.e.
must be same for all DI records).

Table 0-2 Import Delivery Installation Data File Layout #2

The Delivery Installation Postal Code maps uniquely to a primary Delivery Installation Name and is used to populate the
Delivery Installation Name field on both the Select Delivery Installation(s) for Mailing Plan window and the Delivery
Installation Detail window.

The Delivery Mode data (i.e., FSA, DM type, DM Id, DI Name) will be grouped by Delivery Installation Postal Code,
Houses, Apartments, Farms, and Businesses. That is, all the data associated to the same Delivery Installation Postal
Code will be saved onto a Delivery Installation Detail page.

If an import file containing Coverage values is imported, the following rules will apply:

The appropriate Coverage on the Delivery Installation Detail record will be selected. A Coverage value of 0 implies that
this coverage is included. A Coverage value of null implies that this coverage is not included.

Each Coverage value for the Delivery Mode will be stored on the Delivery Installation Detail record.

Coverage values will be summed and populated in the Total Pieces Shipped for the Delivery field.
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Import File Format 3

Field — Format #3 | Type Length | Mandatory | Validation

/ Optional
Record Type Number 2 M Value of ‘03’ for this file format.
FSA/PC String 3,6o0r7 M Validate Mandatory. If validation fails, record error

message 1284 in the error file.

Validate for format (ANA, or ANANAN or ANA NAN if
second digit is zero). If validation fails record error
message 2664 in the error file.

Validate that a Delivery Installation exists in the
Householder data for the FSA provided. If validation
fails record error message 1278 in the error file.

DM Type String 4 M Validate Mandatory. If validation fails, record error
message 2667 in the error file.

Validate format for valid DM Type (GB, LC, LB, RR,
SS, DR, MR, CF, or ‘ALL’ or ‘TOUS’). If validation fails,
record error message 2702 in the error file.

ADS Reference #1 String 20 (0] Free form but must be the same for all records of a
given FSA/PC. If a discrepancy is found, display
message 1649:

If user replies OK, assign the ADS Reference #1 from
the first record of the DI to all subsequent records.

If user replies Cancel, stop processing the file (see task
step End Process later).

ADS Reference #2 String 20 (6] Free form and same rule as ADS Reference #1 (i.e.
must be same for all DI records).

ADS Reference #2 must be supplied, even if null (i.e.
*”), when ADS Reference #1 is supplied.

Table 0-3 Import Delivery Installation Data File Layout #3

All the data associated to the same Delivery Installation Postal Code will be saved onto a Delivery Installation Detail page,
and the following fields are initialized:

Set FSA/PC to the input FSA/PC;
Set DM Type to the input (which can ‘ALL’ or ‘TOUS’); and
Set DM Id From, DM Id To and (Secondary) DI Name to ‘ALL’".

Delivery Installation Data Import Error File Layout

The Imported Delivery Installation Data Error File layout will have exactly the same layout as the Delivery Installation Data
Import File, with the records containing errors being copied, as is, from the import file to the error file. One or more
comment lines [i.e. starting with a number sign (#)] will be inserted after each error record to describe the error(s), in
English and French.

The Imported Delivery Installation Data Error File can be used as an import file after having been edited with any text-
processing tool, such as Notepad.

3 The FSA within the FSA/PC data field above maps uniquely to a primary Delivery Installation
Name and is used to populate the Delivery Installation Name field on both the Select Delivery
Installation(s) for Mailing Plan window and the Delivery Installation Detail window.
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5.0 Previewing your Statement Of Mailing

The Preview function allows you to preview your SOM information with the price rating of your order so that you can
visually validate the results prior to finalizing and transmitting your completed SOM to Canada Post. For Unaddressed
Admail, the Distribution Plan is displayed after the SOM Preview. Also, if you have selected the NPS Consolidation
option on the Unaddressed Admail data entry window, then the NPS Consolidation report is the final one to be
previewed.

You simply click the Preview command button on the data entry window or select Preview from the Tools menu when all
required information has been properly entered on the window. If an error is found, a message dialog box is displayed
with details on the error.

If changes are required to your SOM:
. Return to the data entry field(s) requiring correction.
. Make your changes or corrections.
. Then preview your SOM again.

If no errors are found (i.e. price rating is successful):

e  Your SOM is displayed in a Report Preview window.

e  Your SOM can be saved from the data entry window by clicking the Save button. If you saved your SOM prior to
previewing it, then the SOM ID appears on the Preview; otherwise there is no SOM ID on the Preview.

e  You can click the Finalize command button, as your SOM is now ready to be transmitted to the CPC server and
printed.

e  You can skip clicking the Finalize button and immediately click the Transmit/Print button. Only when you click this
button will your SOM (and other documents) be printed.

When Downstream Entry is selected, your SOM Preview will group the line items and repeat them for each instance of
the same Deposit Location, Deposit Date and Shipment No. When only Mailing Type of Partial is selected, the line items
are grouped and repeated for each instance of the same Deposit Date and Shipment No. in your SOM Preview.

Note: For Unaddressed Admail, ALL Delivery Installations that do not have the Transportation Required option selected
(i.e. the Deposit Location is set equal to the Delivery Installation in question and thus it is a direct drop-off of mail
and there is no actual Deposit Location) are grouped as one line item on the SOM Preview, separate from Delivery
Installations with actual Deposit Locations (i.e. Transportation Required selected).

6.0 Transmit/Print your Statement Of Mailing
6.1 Transmitting your SOM

The SOM data entry window also contains a Transmit/Print button, which electronically sends the SOM transaction to
Canada Post when clicked.

After verifying that the information in the Preview is correct, click the Transmit/Print button located at the bottom of your
SOM data entry window. Prior to transmission, a pop-up disclaimer message is displayed that is in line with the
verification of the information provided to Canada Post.

Electronic Shipping Tools %

{1645 Mote the information provided ko Canada Post is subject

to verification.  Therefore, if ikems actually presented ko

Zanada Post are inconsiskent with the information provided

{incorrect category, volumes, weights, preparation missing surcharges
eke.) prices may be adjusted andjor additional charges added

as provided For in Customer's agreement with Canada Post,

Zuskomer agrees such price changes are to be aukomatically

applied to Customer through the same method of pavment chosen

by Custarmer Far the arder {credit card or Canada Posk account),

with no further notice required to Customer from Canada Post,
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By clicking OK to this command button, the application will:
e Initiate a connection with the CPC Server - you will be required to logon to the CPC server;

. Perform an application data and software update validation if required and;
. Create a Transmit Session log.

If the Transmit/Print function is successful, the Order record is saved with a status of Transmitted and automatically
moved to the Transmitted SOMs folder.

As part of the transmission process, the following information is generated for Unaddressed Admail:

e An ADS Sequential Number is generated for each Delivery Installation Details record, starting at one for
each SOM. The four-digit number is sequentially generated at the SOM level by the sort criterion
selected on the Unaddressed Admail data entry window.

e If the ADS Reference sort criterion is selected, the sequential number is generated by ADS Reference
and then by Delivery Installation Postal Code.

. If the Title of Mail Piece sort criterion is selected, the sequential number is generated by Title of Mail
Piece and then by Delivery Installation Postal Code.

Note: Warning messages may be triggered during the Transmit/Print process (e.g. "blocked" due to credit issues).
However, the order is still considered to be successfully transmitted.

The Transmit/Print process creates a Transmit Session Log record. When the user selects the Transmit Session Log
record from the List Pane on the Electronic Shipping Tools Desktop window and invokes the Open action, the
information related to the record selected is displayed in the Report Preview window. The Report Preview window is
used to preview and print the selected Transmit Session Log record.

Attention: |If the transmission fails, the Order is automatically moved from the Opened SOMs folder to the Finalized
SOMs.

The Transmit Session log will be useful in determining the cause of any problems encountered. This will also assist the
Help Desk in expediting error resolution.

6.2 Printing your SOM

To print your SOM, you must have correctly filled out the data entry window of a SOM and successfully transmitted the
SOM. If the transmission process fails, the SOM, as well as all the other documents, are still printed with a
“Untransmitted” watermark on each page.

Note: After the SOM is printed (For Fully Featured option only) you may click to continue printing the Distribution Plan,
the ADS Forms and the Container Labels as well as the Packing Slips and the Summary of Mailing if they apply.

The SOM for the desktop version of the application has the following characteristics:

e  The VCD local identifier is printed on the SOM report (this field is printed on the right-hand side below
the Customer Signature field).

. Reprinting a SOM or an Unaddressed Admail Distribution Plan is possible (through the Reprint
command button on the Desktop and Search/Manage Orders windows). In this case, a “Reprint”
watermark is printed on each page of the SOM.

e The Multi-shipment SOM format is printed if the SOM has one or both of the following characteristics:
. Downstream Entry is selected or;
e  Mailing Type of Partial is selected.

Note: A Multi-shipment report is produced when there is more than one line item. This could be because there are
multiple Deposit Locations (i.e. Transportation Required selected), one Deposit Location with multiple Deposit Dates OR
one or more Deposit Locations combined with Delivery Installations with Transportation Required not selected (grouped
into one line item).

Special Case: If you manually create multiple line items but they are ALL for Delivery Installations but they are ALL for
Delivery Installations with Transportation Required not selected, a Multi-shipment SOM report is not created.

The Multi-shipment SOM report provides shipment details displayed on the Packing Slip, including pricing information.
The Multi-shipment SOM report is generated to group and display the line items for each Outlet Name, Date of Mailing
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(this is the Deposit Date, not the Delivery Start Date as displayed on the Distribution Plan) and Shipment No.
combination. One SOM is produced for each line item.

Attention: For Unaddressed Admail, since ALL Delivery Installations with Transportation Required selected are grouped
into one line item, they are thus accounted for on one SOM of the Multi-Shipment SOM report. In this case, the Outlet
Name is the Outlet of Payment (selected on the Unaddressed Admail data entry window) and the Date of Mailing is the
earliest Deposit Date of all the Delivery Installations.

Two copies of the Multi-shipment SOM report are generated - the Customer retains one copy and another copy is
submitted to the RVU (or Retail Site) at time of payment. For a Single-shipment SOM report, three copies are generated;
the additional one is for data entry.

A barcode is printed on a Single-shipment SOM report. For a Multi-shipment SOM report, the barcode does not appear
on the SOM but is printed on the Packing Slips.

The Multi-shipment SOMs printed are sorted by Outlet Name, Date of Mailing and Shipment Number (X). All pages of
copy 1 are printed first, and then all pages of copy 2 are printed.

The shipment number (X) and the total number of shipments (Y) are derived based on the information entered on the
SOM data entry window. “X” identifies a sequential number for the current SOM printed for line items that have the same
Outlet Name, Date of Mailing and Shipment No. “Y” identifies the total number of instances grouped by Shipment No.
that have the same Outlet Name and Date of Mailing (i.e. number of Packing Slips produced for the Order).

An indicator is displayed on the SOM to identify that the Downstream Entry checkbox is selected on the SOM data entry
window.

7.0 Documentation and Forms

7.1 Statement of Mailing

A complete Statement of Mailing (SOM) can only be printed after electronic transmission of the order to Canada Post. A
SOM preview is available for printing prior to transmission but the SOM number will not be provided. A barcode will be
printed on the SOM for a Single Deposit location. For Multiple Deposit locations, the barcode will not appear on the SOM
but will be printed on the Packing Slips.

There will be three copies of the Statement of Mailing printed. One called Data Entry, one for the Accepting Location and
one for the Customer.

The Statement of Mailing, a sample of the mail piece and a copy of the Distribution Plan* and the payment must be
submitted to the Payment Outlet Location before the mail can be accepted at Canada Post.* A distribution plan is required
when more than 10 Delivery Installations are selected. When less that ten delivery Installations are selected a customer
must include either a copy of the distribution plan, which is automatically printed by EST, or provide copies of the
Unaddressed Admail Delivery Slips.

EOMOEL © - PESTEE Unaddressed Admail Médiaposte sans adresse CO00064813
POST CANADA of ili De i de dépat Accepting Location Lieu de dépot

Mailed By Custormer Mumber Expédié par M- du client : 1234567
ABC Compan

123 ANYSTREET Contact Mame
ANYTOWH OM ATA1A1 Contact Phone

hailed on behalf of Expédié au nom de | (1234567) ABC Company

03 000 064 513 000 000
Tt Tubs Tottortainers
Gont_obj. plats

ABCDEFGHIJKLMNO 1234
Full Mailing Type Dépan entier

Serke Descrition Descipion dusserice

HCUOUBOBUCHONENSOUOOBIBUCO0NBNB0NN. | H0G00B0E

HHCOOCBOBHCHONBNEONo0BUBICO0NBNB0NN.  HI00BOB0X HHOOBOBOC ;00008 0000
HHCOOCBOBHCHONBNEONo0BUBICO0NBNB0NN.  HI00BOB0X HHOOBOBOC ;00008 0000
HHCOOCBOBHCHONBNEONo0BUBICO0NBNB0NN.  HI00BOB0X HHOOBOBOC ;00008 0000

HHCOOCBOBHCHONBNEONo0BUBICO0NBNB0NN.  HI00BOB0X HHOOBOBOC ;00008 0000

HHCOOCBOBHCHONBNEONo0BUBICO0NBNB0NN.  HI00BOB0X HHOOBOBOC ;00008 0000
HHCOOCBOBHCHONBNEONo0BUBICO0NBNB0NN.  HI00BOB0X HHOOBOBOC ;00008 0000
HHCOOCBOBHCHONBNEONo0BUBICO0NBNB0NN.  HI00BOB0X HHOOBOBOC ;00008 0000

HHCOOCBOBHCHONBNEONo0BUBICO0NBNB0NN.  HI00BOB0X HHOOBOBOC ;00008 0000

wonnose: amonoosee awonoossoo:
TOTAL FOOOCOOK B0 K $ X0TOBOO

SETYHST TSPTWH PSTITWP E

Total Amount Due to CPC  Montant total da a la SCP $ xoeeeonne:

Se du cliert : %

CPC GST# NM*SCPTPS 11932195
PG PST# M*SOP TUP 1006393249

co: and veriied by Accepts et wiriné par Cheque Ho. H*du chéque :
INNIals F EMployee Ho.  INKIales ¢ H- Oe Femploys © Cheque AMOuNnK FONtant du chegue ¢
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7.2 Produce Packing Slip for Multi-Shipments

A Packing Slip is generated only for Multi-shipments. The purpose of the Packing Slip is to provide a separate induction
document for each induction site with the same Date of Mailing and Shipment No. This document reports on volume and
excludes pricing information. The Packing Slip accompanies the individual mail shipments being inducted, enabling
receiving offices to access the Order on the CPC server, verify the mailing and, subsequently, enter changes from the
verification process (if necessary).

The Packing Slip is generated when the Order is successfully transmitted to CPC and has one or both of the following
characteristics:

. Downstream Entry is selected or;
. Mailing Type of Partial is selected.

One copy of the Packing Slip is generated to display the line items on a given SOM for each Outlet Name, Date of
Mailing and Shipment No. combination. The Packing Slip is printed with a barcode.

Attention: For Unaddressed Admail, in the event that ALL Deposit Locations are the same as the associated Delivery
Installations (i.e. Transportation Required not selected), NO Packing Slip is generated.

The shipment number (X) and the total number of shipments (Y) are derived based on the information entered on the
SOM data entry window. “X” identifies a sequential number for the current Packing Slip printed for line items that have
the same Outlet Name, Date of Mailing and Shipment No. “Y” identifies the total number of instances grouped by
Shipment No. that has the same Outlet Name and Date of Mailing.

The Packing Slips printed are sorted by Outlet Name, Date of Mailing and Shipment Number (X).
The Packing Slip report supports printing a maximum of thirteen line items per page.

An indicator is displayed on the Packing Slip to identify that the Downstream Entry checkbox is selected on the SOM
data entry window.

CANADA - rostes [0 Ackrmil ap sans adresse Q00084513
rost FTIIYY Packing Sip Bordereaw d expédition

Moo By Cusdormir Mo Eqacsépe 1 ouckend 1738567 T ]

ABC U

123 AHYSTHEET Contaed Harme: Rt Bt ek St
ANYTOMN OH MA 1M Contact Phane Acerunt { Poter iy compli

]

Whadeel on behalf of Expéchd au nom de - (1234567) ADC Campiany

oy Gt
TR0
T g
H000OCA000000
03 000064913 100 002 A ren
ey e Dfppae 23
Pobtos | Cat.piss | Ont.bbtres | otss | Sax
e | il g W | M
Service Cesation Cesoption i serice Peces g P prerire.
P P ) gaim e
e — [em— [
Ipmm T R e o [ o
RS r— pa——
imonoonnmoonnnonmn mom rrmm
ANACOCOCOONONOONOACHTHONNNG WOOOO0E OO I
ImnnonnTmoooono oo o
R R AT G 05 frs— -
NGRS — S
Rt ot ot bbbttt WOOO00 ps i
A 000 00 A8 8 A0 208 A AL e Eist=ter] g ——
Ipmm T R e o [ S
N ONOOOOOCNNOONONHCHONNNN MO0 OO0 —
I 0 00 AT 000 A a0 A A e EROQO00ny s _—

T CLBTTTY VT 4 this g s o
oo s sl ol e e
i e e oM i e,

L chor il e oot sk e ot pas O
vt et 34 o codmre ax
i ———

Aufiorend Customes Signatune Sgnaurs sitorisbe & client ; X

Arrryied ol wified by eyl of w i CICOETE WECPTPS 11T14E
ok /R Mo, il /N de Nk : CPC PSTR SCH TV 100ESER

accmryny g o Carnaika Pumd
Co oo dok 3£eompagner YoTe el SU eomplor de Powies Canada,
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7.3 Produce Summary of Mailing Report for Multi Shipments

The Summary of Mailing report is generated only for Multi-shipments. It is designed to assist you in your mail preparation
process. It identifies all Outlet Names, Dates of Mailing and volumes for each Packing Slip produced. This document
must be presented to the office where payment is made, and is used as a control document and for quick reference.

The Summary of Mailing report is generated when the Order is successfully transmitted to CPC and has one or both of
the following characteristics:

. Downstream Entry is selected or;
. Mailing Type of Partial is selected.

Each Packing Slip produced is summarized on the Summary of Mailing report to display the Total Volume by Outlet
Name, Date of Mailing and Shipment No.

Two copies of the Summary of Mailing report are generated — the Customer retains one copy and another copy is
submitted to the RVU (or Retail Site) at time of payment.

Attention: For Unaddressed Admail, in the event that ALL Deposit Locations are the same as the associated Delivery
Installations (i.e. Transportation Required not selected), NO Summary of Mailing is generated.

The report is sorted by Outlet Name, Date of Mailing and Shipment No.

An indicator is displayed on the Summary of Mailing report to identify that the Downstream Entry checkbox is selected on
the SOM data entry window. This report may span more than one page.

CANADA 5Pos‘rss Unadd 1 Admail  Médiaposte sans adresse Cooaas0%a0
POST YT SunmaryofMailing  Sommairre de dépst

Accepting Location Lieu de dépdt

Mailed By CustornerNarber Expédiépar M du client 1234567 Pakt By curbmsrto, Wlau it
ABC Company 1234567

123 ANYSTREET Contact Name Mot REment Mok dspalemett
ANYTOWN ON A1A1A1 Contact Phone Accourt / Poer au compts

ConfactHa e b oot

Mailed on behalfof Expédié au nom de : (1234567) ABC Company 1

CIF ACMA: No

CurbmerRatarancs b, NG rte RN eau ikt

ot bem b, ol sl et
DOWNSTREAM ENTRY SAISIE DES INSTALLATIONS EN AVAL AFCDEFGHUKL MND 1734

Partial Maling Type  Dépdtpartiel

Cutt Mamei, Mo o Msblisemert bt i Pyttt T v
HHOHOH00MRH000INMGH00000000 1234 yyyyrrvdd RAOO HHOOOIHK
HCOBONEGN00CHN00EG00M e 00cte000 1234 yyyyiormdd 000 00000
HCOMBIEGH00MN0NEG000c 00000 1234 yyyybordd HH0K OO0
HCOBONEGN00CHN00EG00M e 00cte000 1234 yyyyiormdd 000 00000
HCHBIEGH00M X000 00000 1234 yyyydordd 00 MO0
HOOO0GHE000M00000E00000000000000 1234 yyyyirmidd 008K HIOCOGHN
RIGO00000000G000 00000000000 1234 yyyyhrmidd HHHK RIOGOG00
RIGO00000000G000 00000000000 1234 yyyyhrmidd HHHK RIOGOG00
RIGO00000000G000 00000000000 1234 yyyyhrmidd HHHK RIOGOG00
MO BO00M 0 B0 00M00ee 1234 yyyytrmidd Wi HAOMHEI
RIGO00000000G000 00000000000 1234 yyyyhrmidd HHHK RIOGOG00
HOOOGHE000M00HE0RN00000cen 1234 yyyyirmidd e MG
HOOO0GHE000M00000E00000000000000 1234 yyyyirmidd 008K HIOCOGHN
HOOO0GHE000M00000E00000000000000 1234 yyyyirmidd 008K HIOCOGHN
HOOO0GHE000M00000E00000000000000 1234 yyyyirmidd 008K HIOCOGHN
HOOO0GHE000M00000E00000000000000 1234 yyyyirmidd 008K HIOCOGHN
HOOO0GHE000M00000E00000000000000 1234 yyyyirmidd 008K HIOCOGHN
RIGO00000000G000 00000000000 1234 yyyyhrmidd HHHK RIOGOG00
HOOO0GHE000M000GE00E000000000000 1234 yyyyirrndd pietesy HHOGOGHN
RIGO00000000G000 00000000000 1234 yyyyhrmidd HHHK RIOGOG00
RIGO00000000G000 00000000000 1234 yyyyhrmidd HHHK RIOGOG00

TOTAL AT

This document must accompany your payment to a Canada Post induction site,
ce doit L au comptoir de Postes Canada. Page x of y
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7.4 Distribution Plan

The Distribution Plan is only required when the mailing has a combination of Transportation required for some Delivery

Installations and not required for others. A complete Distribution Plan* can be printed after electronic transmission of the

order to Canada Post. After printing the Statement of Mailing click the button “Continue to generate Distribution Plan”.

This document must be provided at the Payment Outlet before the mail can be accepted. There will be two copies of the
Distribution Plan printed, one for the Accepting Location and one for the Customer.

The Distribution Plan is sorted by Outlet Name, Date of Mailing and Shipment Number. All pages of copy one are printed,

and then all pages of copy two.

Unsasrrased Admat Distribution Mlan

Malied By
Comgany Kame: PROGIMPF GUST DO NOT USE-005
Costomar Mumbes: w0

Mailed on Behail O

" GLST D0 NOT USE-008
9

Statement of Madling ho.:
Customar Halerance:

Fage 1011

[

o Tokal Proren.
Poat | DS e ot 0 A

Com | Mo | ADS Pbmarce | Mk Prace v | Stk | AN S
moen| 7 |aroun APOLL NTWS: a| m T war

TOTAL: ' I

Depiall Dale: T00000E1 Deprnil Localien
Ty Ml

o Toksl Pece T
s | apg of e, of Sppeater | varson i g Spcordary Dulvary
Gom | Mo | A0S Ratemarncn | Mt Prace o ). | Dulvary e | anm | F3APC | Typo | Frem | st e Prtna
woian| v |aeoLio APOLLD HEWS [rer=== I [™ aom| w T k[ oo | ome | ormamasaars

ToTAL: 1 2

This pany your mailing to a C

* The user will have the ability to print the Distribution Plan by using existing ‘Reprint’ functionality. This is available on the

main VCD Desktop window and the Search / Manage Orders window. The user simply needs to highlight the SOM line

item and click on the ‘Reprint’ button.

A distribution plan is required when more than 10 Delivery Installations are selected. When less that ten delivery

Installations are selected a customer must include either a copy of the distribution plan, which is automatically printed by

EST, or provide copies of the Unaddressed Admail Delivery Slips.

» Search/Manage Orders . [=] E3
Search Criteria
Order Type Order Id hailed on Behalf of Status
Search
[som = [ =] | [ =
Creation Date Start Mailing Date End Mailing Date Service Offerings &I
frevemmoo =] freramoo =] freramioo = =l
Search Results
SO Id Service Offering Mailed on Behalf of Customer Number Downstream Entry Open |
CO00363808 il 00070 = OTTA
CO00363909 ail 00070 ffa OTTA Frevieyy: |
CO00363810 dressed A... 00070 = OTTA
CO00374949 dressed A 00070 El OTTA izl
et Ve
s
Copies [T
| | i
Details
Service Description | Mo ofPieces | wweight per Pieca | Unit of Weasura | E Soid I
Unaddressed Admail [11.471 |5.00 |E |
Tz it I
Copies
1l | i}
Close

The Preview window is opened and displays a copy of the SOM. The user clicks on the ‘Next Report’ button to view the

Distribution Plan. To physically print the document, the user clicks on the ‘Print’ button.
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» Reports

- [5]x]

ozl el [

PO 3 P XSO 5 — & T 5. 3 (o
- C000374949
Unaddressed &dmail Distribution Plan Page 101
CANADA A roSTES
vort W cuack
=] Mailed By
| Company Name: PROCIMPR CUST DO NOT USE-005
-| customer Number: 0007023210
-|| Mailed on Behalf OF
-l company Name: PROCIMPR GUST DO NOT USE-005
lo|  Customer Number: 0007023210
C|| Statement of Mailing No.: ©000374949
Customer Reference:
Deposit Date: 2004/05/26 Deposit Location:
o ol Total Pieces Delivery Wode
-| | Postal | ADS Tie of Deiery Mo, of [ Trans. | Shipped for | Version | Target Id Secondary Delivery
Z|| code | Mo |ADSReference | MailPiece Start Dete  |Zortsiners| Req. | Delivery | Specific | Area  |FSAPC | Type |Fram | 1dTa  [instalation Mame
Kevann [ 1 Trertorian Upon receipt | 12 ‘es 1M471| o HA KEY | AL | AL | AL ALL
¥ TOTAL: 12 11,471 '%’
L | j
|Patof Licensed Copy | |-008",-05" | 100% ‘
prnt_ | Previous Report || Hex Repor | ciose_|

7.5 Generate Unaddressed Admail Delivery Slips

Unaddressed Admail Delivery Slips (ADS) can be printed on either laser or thermal printers. The laser printers use 8 2 x
11-inch paper stock that is perforated horizontally in the middle in portrait layout. The thermal label format will print 4” by
6” labels providing additional space to display more customer and mailing specific details.

If both the ADS and the associated Container Labels are printed on thermal paper, they will be collated together (i.e.,
ADS 1, its Container labels, ADS 2, its Container labels, etc.). Otherwise, ADS are collated according to the collation
selected on the Unaddressed Admail SOM data entry window.

One ADS form fits on half of an 8-1/2 x 11 plain paper in portrait layout; two ADS forms are printed on one page and
each sheet contains a page number positioned at the top right hand corner.

On thermal paper, each ADS fits on one page. Two identical versions of the thermal ADS exist: one for printers using
Windows drivers and one for those using EST Native drivers.

The slips are printed after the successful transmission of the SOM(s). After the Distribution Plan has been printed, you will
be asked to confirm that you wish to print the ADS. Ensure that you have the correct paper stock in your printer.

Clicking the Reprint button on the Desktop or Search/Manage Orders window reprints the ADS.

has a “Reprint” watermark on it.
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In this case, each ADS

CANADA ¢

Unaddressed Admail
Médiaposte sans adresse

Mailed on Behaf of Expedie au nom Customer Number

BC & Customer 4585987
Maiied by Expédié par Customer Number
123 Mailhouse Corporation N° du client 7612738
45 Main Street Phone Number
OTTAWA ON K1A 0B1 No prane (613) 9991111
Statement of Maling Number Ofics of Payment Buraau de paiement
N° de déclaration de dépdt €003565238 1067 —
Weight perpiece (g) No. of Containers No. of Bundles
Pods par psce (6 20-000 Nedecontenews 16 0F25 |\ o asses 213
Pleces per Bundie No. of residue pieces Total No o pieces
Piécosparliasses 200 N de piéces rés 178 Niotaidepeces 42,775
Acterenee  Vler 126 Stock 2 Rererces Docket 123456789
it of Ml Piece Tiro do fa piéce

N . Version Specific Yes | Transportation

July Promotional Mailing Version specifique Oui | Transport

Vegreville STN Main

W

T9C 1A0
Houses . Apartments . Farms . Businesses
b (X X] fomee  [X] S

Delivery Mode(s), FSA(s), and Number(s)

Mode(s) de laison, RTA et numéro(s)

Delivery Start Date

Premier jour de liviaison ~ Sur récepti

Upon Receipt

on

Date Transitted
Date de transmission

2004/06/21

Insert in last container

Insérer dans le dernier contenant
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When less than full coverage is identified on the Delivery Installation Details page at the Delivery Mode (DM) level, each
Unaddressed Admail Delivery Slip is printed with “Less than full coverage” watermark and the quantities for the Delivery
Modes are printed between brackets.

When less than full coverage is identified on the Delivery Installation Details page at the Delivery Installation level, the last
Unaddressed Admail Delivery Slip based on the sequence you provided is printed with “Less than full coverage”
watermark.

Unaddressed Admail
Médiaposle sans adresse

Mmiec an Berat o Epeiea nom Customer Numer

ABC Company Incorporated W du chert 4585987
Malled by E=y -

123 Mailhouse Corporation T 7612738
45 Main Street r

OTTAWA ON_K1A 0B1 e (613) 9981111

g i e g
o

T — T e
o s o teper - C003565238 | 107 — Edmonton MPP

e 20000 | VUSWNT 18 | ST 213
REIER a0 | mimee s | i e
M Ver 126 Stock 2 s Docket 123456789
Ggreeee  Order 123gtdS6kus | SrodtiTts  C003565238-0001
TR TRER - " -
‘arsion Specific ‘ransportation
July Promotional Mailing v=r=ions:m.qu= mm:m
E—— '
Vegreville STN Main Wit ploccs o T iEmTER s
o0 1AD ey [X] e
Hauses Aparments Farms. Businesses
Domiciles. Appartements Fermes Cormmences

‘Diiwery Woce 5). F5A(s), and Humberis) Wok(s) o iratson, RTA ef rumdros)

T4E RR 002 VEGREV
TOG RRO003 YEGREVILLE
TIC 55 0001 VEGREVILLE

Upon Receipt m Delivery Start Date
Sur réception Premizr jour de liviaison

Inserl in last container Ingérer dans le dermier conterant

LESS THAN FULL COVERAGE
COUVERTURE PARTIELLE

7.6 Container Labels

Container labels for your Unaddressed Admail mailing can be printed on either a laser printer or thermal printer. For laser
printers, you need to print the labels on 8 %% x 11-inch custom pre-printed paper stock that contains six peel-off labels.
Canada Post will provide these custom labels to customers (Form #33-086-612). For thermal printers, the complete label
is printed on 2 %4 x 4-inch white thermal label stock.

For laser printers, six labels are printed on one 8 2 x 11 inch pre-printed paper stock in landscape layout. The labels are
2 % x 4 inches in size. The static data on the label (i.e. field labels and border lines) is printed on all six labels regardless
of whether there is data to be printed. For thermal labels, the labels are 2 %4 x 4 inches. Note that the space available for
printing the text should be reduced 1/8 inch on each side (however this does not apply to the lines).

On thermal paper, one label is printed per page, in two sections so it can be folded in the middle. The top section is
almost identical to the plain paper label, Version Specific being replaced with Transportation Required, while the bottom
section adds containerization information for the customer.

The purpose of the labels is to capture the Delivery Installation Details and Statement of Mailing data entered in the
application.

Labels are affixed to all mail containers to identify the sender, Delivery Installation name and address and number of
containers going to a Delivery Installation. The number of labels printed per Delivery Installation Details record is
dependent on the value calculated in the Number of Containers field.

You can select not to print Unaddressed Admail labels by deselecting this option on the Site Information window under
the Options tab.

Addresses displayed should adhere to the Canadian Addressing Guide. However, if the complete address line cannot fit

in the space allocated to it on the label, it will be truncated. Note that the key piece of information that must be displayed
prominently as shown on the report layout is the Delivery Installation Postal Code.
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Note that the Transmit/Print process triggers the label generation. The labels are the last documents to be printed after
the successful transmission of the SOM(s). Clicking the Reprint button on the Desktop or Search/Manage Orders
window reprints the labels.

To obtain the adhesive labels to print tie-on tags and labels, please contact your Canada Post Representative,
Commercial outlet or call our Business Hotline at 1-800-260-7678.

Note: A keeper label is also required when using bags. The keeper label is inserted into the metal tag holder attached to
the bag and contains information on the destination office. Customers are responsible to create and supply keeper labels.

Unaddressed Admail Médiaposte sans adresse

To Defivery Installation de Contral No.:  Numéro de contrile:

Inslullelllc:i.-6 E%'Eﬂatl-_‘sllrm:. £003223208-0070
Transportation Required

EDWONTONAB R odprsioa

Number of Nombre de | Delivery Start Premier jour

Conlainers conteneurs: | Date: de lvraison:

of o . .
1 do 2 Upon receipt / Sur réception

[

03003 223

T

200 700 071

Delvery Instalation Installation de livraison
Edmonton - LCD - 9

10465 80 AVE NW
EDMONTON AB T6E 2B0

Maiod by Expécie
ABC Company Incorporated
400 9828 104 AVE NW
EDMONTON AB T6E 2B0

‘Statement of Mailing déclaration de dépdl

C003565238

Mailed on Behal of Expédié nom

ABC Company Incorporated

Title of Mail Piece Titre de la pidce Client Reference Référence du client

July Promotional Mailing Order 123gt456kus

ADS Reference Reférence FOM Reference 2 Référence 2

Version 126 Stock 2 Docket 123456789

No.of Bundles 2

No. of residue pieces )
N° de liasses

N° de pidces rés.

e 280 |l

Tots No of pces
N° total de piéces: 5’000

7.7 Print NPS Consolidation Documents

If the user selects the NPS Consolidation option on the Unaddressed Admail data entry window, then the application
automatically prints the following two documents after the SOM(s) have been successfully transmitted to CPC: NPS
Consolidation Report and Monotainer/Skid labels. The report is designed to assist in facilitating the physical mail
preparation process. The labels print with a barcode. They can be sorted by NPS Sequence (the user must select this
radio button on the Unaddressed Admail data entry window). The label must be clearly visible on each Monotainer or
Skid.

SOM Id: CO00263203
FPage 1 of 3

NPS Consolidation Report

Customer Reference:
Mailed on Behalf of:

April Magazine
Reader's Magazine (1234587}

Instructions: Follow this plan to sort your containers to monos f skids

Deposit Date: 2003/04/22 Deposit Location: Hamilton OR

Container Id Container Label Routing

03000263208600001 M7G 212 (1 of2)
03000263208600002 M7G 212 (2 of2)
03000263208600003  MOM 280 {1 of 1)
03000263208600004  MOL 2%0 {1 of 1)

Mono/Skid Id and Label Routing

05000265 208400001
London DCF OM MOLSZO0 (1 of 1)

03000263208400002
Kitchener OM MOB 270 {1 of 1)

03000263208600005 MOK 2D (1 of5)
03000263208600006  MOK 2%v0 (2 of 5)
03000263208600007  MOK 2O (3 of5)
03000263208600008 MOK 2D (4 of 5)
03000263208600003  MOK 2%0 {4 of 5)

03000263208400003 03000263208600010  ATA 141 (x of y)
O HHOOUO000O0GUNONOON00000 XX ATA TAT (xof ) 03000263208600011 ATA 1A [ of y)
03000263208600012  ATA 141 (x of y)

03000263208600013  ATA 141 (x of y)

03000263208600014  ATA 1A1 (% of y)

03000263208600015  ATA 141 (x of y)

03000263208600016  ATA 141 (x of y)

03000263208600017  ATA 1A1 (% of y)

S085999985999 00999 099999999909955999  ATA 1IAT (x ofy)
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UNADDRESSED ADMAIL / MEDIAPOSTE SANS ADRESSE

JIARTI I

03 D00 064 813 400 001

NOL 920

LONDON ON, DCF
10f1

Customer Reference: April Magazine

7.8 Packing Slip

A Packing Slip is printed when you select a Multi-Deposit scenario. A complete Packing slip can be printed with the
barcode after electronic transmission of the order to Canada post. A packing slip must be provided for each deposit
location. In the event that the deposit location is the same as the delivery Installation no Packing Slip will be generated.

“Ahen the Packing Slips are displayed on screen, print decument by clicking on the printer icen below this message
Before continuing, ensure a copy of the document is printed

Continue to Generate Distribution Plan I

VBB ] 14 4 b bl e S - @ | @0 E o -]
B - & - - &S

==

Note: The printing order of documents for a Multi- Deposit location order will differ from those orders with a single deposit
location.

7.9 Summary of Mailing

This new form is designed to assist the customer in their mail preparation process. The Summary of Mailing will be
printed when a customer selects Multiple Deposit locations. A complete Summary of Mailing can be printed after
electronic transmission of the order to Canada Post. In the event that the Deposit location is the same as the Delivery
Installation no summary of Mailing will be generated. The Summary of Mailing displays the Deposit location as the Outlet
of Payment when “Transport Required” is selected. Otherwise the Deposit Location is the Delivery Installation. The
Summary of Mailing does not have to be submitted to Canada Post.
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“When the Document Plan is displayed on screen, print document by clicking on the printer icon below this message.

Before continuing, ensure a copy of the document is printed

Continue to Generate Statement of Mailing |

BEBORE K <€ - NOOE|®-
B-7-£-B&|H Do

o]

Unaddressed Admail

Médiaposte sans adresse
Summary of Mailing &

Sommaire de dépét

Mailed By Customer Mumber Expédié par N° du client: 0007022210

000231844

Accepting Location  Lisu de dépét

PROCIMPR CUST DO NOT USE-008 P
502 MAIN TN eyt n
WOOSE JAW, SK, S6H 3K3 1234567920

07023210

Mailed on behalf of Expédié au nomde:  (0007023210) PROCIMPR CUST DO NOT USE-005

CIF ACMA: No DOA0E6I505

DOWNSTREAM ENTRY SAISIE DES INSTALLATIONS EN AVAL

Mathod of Paymant Mods o palsmant

Account ! Portzr au comple
Coniract Ho. W de a comseniin

Cusiemar Rakiranca Réfiranca du dint

Outll Mamabba. HomiM e (e ablssamart
CALGARY LCD 10 1006

Farlial Malling Type Dépal partiel

M Bsxilin O = M 4]

Note: For Multi Deposit location orders the Summary of Mailing will be printed first.
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Cotect Mal Shipment No Tata Valuma
Gt da fan Rurero dicrwal oksme Tatal
Oullst amahi, NomiN* e ldtablssemant
CALGARY LoD 101008 AT 7 X
LEC BLANCHETTE MFF 1036 aooRawin 1 N
MEFEAN STH H 3101 aooRawin 1 0871
TOTAL N

Y
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8.0 Technical Assistance

Technical assistance is available as follows:

If you have set-up or technical questions contact the Electronic Shipping Tools Help Desk weekdays from 7AM to 9PM
(Eastern Standard Time) at 1-800-277-4799.

©June 2005 Canada Post Corporation

40



Appendix

Page Set for Unaddressed Admail Documentation and Forms

Documents and Forms Name

Page Set-up Requirements

Statement of Mailing (SOM)

Page set-up 8"x11”, orientation “Portrait”

Distribution Plan

Page set-up 8"x11”, orientation “Landscape”

Unaddressed Admail Delivery Slip

Page set-up 8"x11”, orientation “Landscape”

Container Label

Page set-up form #34 099-600EST (03/04), orientation “Portrait”

Packing Slip

Page set-up 8"x11”, orientation “Portrait”

Summary of Mailing

Page set-up 8”x 117, orientation “Portrait”
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