The dispatch software for
international registered items

Version 1.0

r—xJ) * J/ 4

— e oy s ey —
Gl ORALITIIIS



1 Installation

11 General

1.2 Technical requirements
Computer system

Operating system and software
Printer 3

Requirements for using online services
User rights 3

1.3 The installation wizard
General licensing conditions
Destination folder

Starting the installation

Finish Global Mail PostKIT

1.4 Calling up Global Mail PostKIT

15 Data backup

2 Internet wizard

21 Selecting the Intemet access

22 Proxy settings

2.3 Test connection

3 Initial configuration wizard

3.1 Entering master data

32 Defining the default sender address
3.3 Defining automatic shipment numbering
34 Assign an administrator password
35 Assign a user password

4 Register Global Mail PostKIT

5 Activate Global Mail PostKIT

6 Shipment preparation

6.1 Select client

6.2 Scroll through shipments

6.3 Enter the sender address

6.4 Enter an addressee address

Address copying (from customers’ letters)
Select multiple addressee addresses

6.5 Product selection

6.6 Assigning the shipment number

Enter the shipment number manually in Global Mail PostKIT

W W W w w

3
3

Copy the shipment number to Global Mail PostKIT using the hand scanner3

Automatically generate consecutive shipment numbers

6.7 Postpone shipments

6.8 Delete shipments

6.9 Printing the cash on delivery international inpayment money
order

6.10 Print advice of delivery

6.11 Print label

Output settings

Print preview

7 Shipment provision

741 Shipments

Print 3

7.2 Provide posting list/shipments

Provide shipments

7.3 Logs

Print 3

8 Shipment management

8.1 Working with your own table views
Save views 3

Call up saved view

Reset saved view

Delete saved view

Group an individual view by table column
Configure table view

8.2 Filter shipments
Filter shipments by date

8.3 Other filter options

8.4 Update the shipment status manually
8.5 Update status online
8.6 Online service

8.7 Export shipments

8.8 Print shipments

9 Archive shipments
10 Dearchive shipments
11 Address management
111 Create new address
Contacts 3

Group assignment

11.2 Change address

W W W w w

w



11.3 Search for and select addresses 3
Search directly from the address fields of shipment preparation 3
Search for a short name or customer number 3
Search via “Select addresses” dialogue 3
12 Address import 3
12.1 Create external address book 3
Assign fields 3
Preview of the addresses to be imported 3
12.2 Change external address book 3
12.3 Delete external address book 3
12.4 Start import 3
13 Print addresses 3
14 Address export 3
141 Select format for address export 3
15 Group management 3
15.1 Create new group 3
15.2 Edit groups 3
15.3 Delete groups 3
15.4 Assign members to a group 3
15.5 Remove members from a group 3
16 Client management 3

The client (which is not the master) only appears as a poster in the posting
list if it has a valid customer number and the “Set as billing
address” button has been clicked. 3

If the client does not have an EKP number, it will only appear as the sender
on the shipment and, if applicable, on the advice of delivery

and cash on delivery international inpayment money order. The

master is then named as the poster on the posting list.

Create new client

16.1 Edit client

16.2 Delete client

16.3 Assign sender to a client
16.4 Change sender address
16.5 Delete sender address
16.6 Change billing address
17 Options

1741 Shipments

Shipment preparation options
Shipment provision options
Printing options

Options for the labels used
Archiving options

17.2 Password

18 Internet settings

19 General Global Mail PostKIT functionalities

19.1 Marking mandatory fields and fields with incorrect entries

19.2 Table properties
Change the column width of tables
Sort shipments by table column
Change column arrangement

19.3 Keyboard navigation in tabs

20 Contact us

3

3

3

W W W W w w



1 Installation

1.1 General

The information in this document has been publishigidout consideration of any patent protection. Bradrks are
used without any guarantee that they can be usety/fiGreat care was taken in the compilation xtfdad figures.
Nevertheless, errors cannot be entirely ruled B, publisher and authors accept no liability farorrect informa-
tion and its consequences, either judicially aauiry other way. All rights reserved.

Global Mail PostKIT contains licensed charactes sftiDAutomation.com, Inc. These character setg omdy be
used as part of and in conjunction with Global MRoktKIT.

combit Software GmbH owns the copyright to the Ridtabel function.

1.2 Technical requirements

Computer system Requirements for using online services
PC, at least with Intel Pentium processor or costpar Pen- You need Internet access to use the optional
tium Il recommended. online services.

Graphic resolution: at least 800x600, high colour

At least 32 MB working memory; 64 MB recommended m  Supported Internet accesses types:
100 MB spare hard drive capacity for programs aatd d m  Local network (LAN)
m Data transfer network via telephone dial-up
Operating system and software m  T-Online®
m  Microsoft Windows XP® = AOL®.
m  Microsoft Windows NT4®, SP6
m  Microsoft Windows 2000® You need an Internet browser to directly call up
(optionally) HTML pages containing information
Additional requirements: on the shipment's status.
m  Adobe Acrobat Reader®from version 5.0.5 Supportednternet browser:
You can download the software free of charge from = Microsoft Internet Explorer 5.5® or higher.
www.adobe.de .
User rights
Printer To install Global Mail PostKIT, you must be
All Windows-compatible system printers. Howevesda logged in as a user with administrator rights.

printers are recommended as the barcodes reghigha
quality resolution.



1.3 The installation wizard

To start the installation process, proceed as fol-
lows:

1. Select the file required for your lan-
guage selection.

2. Download the file Setup.exe to a tempo-
rary directory on your PC,
e.g. c:\temp.

3. Install Acrobat Reader 5.0.5 or higher if
you don't have it already.

4. Start the installation by executing the
file Setup.exe.

NB: If you have forgotten to install Acrobat
Reader before you install Global Mail Post-
KIT, you will be notified of this fact during

the installation of Global Mail PostKIT. After
that, you will be able to continue with the in-
stallation anyway. After you have installed
Global Mail PostKIT, you must then execute
the file called “PklinstallerPrinter.exe” in the
installation folder (e.g.: C:\Programme\Global
Mail PostKIT\). This registers Acrobat Reader
for use within Global Mail PostKIT.

To simplify the installation process for you, the
installation wizard will assist you throughout the
installation process.

In the welcome dialogue, you will be asked to
specify your home country. This information will
enable you to control the format of your date
entries in Global Mail PostKIT, for example.
After you have selected a country, click on
“Next” in the welcome dialogue to continue the
installation process.

If you click on “Cancel”, you will close the in-
stallation wizard and end the installation process.

- : - Welcome to the installation wizard for Global Mail
, ; PostKIT
g First, end all Windows programs befare pou run this
ﬁ' 4 l/ inztallation program

Click on 'Cancel to leave the inztallation program and then
end all other unning applications. Click on 'Mest' to continue
the installation.

WARMIMG: This application is protected by copyright and
international agreements.

Ay unauthonised reproduction or zale of thiz application
will be prozecuted and may result in severe penallies o
claims for compensation,

Global Mail PostkIT supports numerous county-specific
date and number farmats. Therefore please select your

cauntry fraom:
e

SFGHANISTAN

Next» LCancel |

General licensing conditions

Please read the general licensing conditions darefiiyou
accept them, select the option “I accept the lieeagreement”
in order to continue the installation process.dfigelect the I
do not accept the licence agreement” option, youotdy

cancel the process or return to the previous window

Click on “Next” to continue the installation proses



Destination folder

In this dialogue, you can specify the directory in

which you want to install Global Mail PostKIT.
The program will suggest the
C:\Programme\Global Mail PostKIT\ folder. If
you want to use a different destination folder,
you can select it by clicking on the “Browse”
button. Click on “Next” once you have specified
the destination folder.

NB: It is best to use a brand new directory for
the installation.

Starting the installation

After you have specified all the required infor-
mation, start the installation by clicking on
“Next”. All of the important settings will be
displayed again for you.

Finish Global Mail PostKIT

Click on the “Finish” button to complete the
installation fully.

Select destination folder

Select the folder in which Global Mal PostkIT 1.00s to be installed
If you want ta select another folder, elick on Browse' and select another folder.

Click on 'Cancel' if you do not want to install Global Mail PastkIT 1.0 and want ta end the
Iistall5 hield wizard,

Destination folder

C:\ ADeutsche PosthGlobal bail PostKIT! Browse...

ME:  The Global Mail PostkIT Server version CANNOT be installed on netwark drives or
UMC pathe. Therefore pleaze only select a physical local drive

< Back Cancel

Global Mail PostKIT 1.0 [SEJ

System ready to install Global Mail PostKIT 1.0 Tt o

)
There iz sufficient infarmation to copy the program files. Click an Back if you want to check ar

change the zettings. If you are happy with the zettings, click on Mext to copy the files.

Current settings:

Data directany
C:ADocuments and Settings Al Users\Application Data\Deutsche PosthGlobal Mail PostkITY

Program directony
D:%Program FileshDeutsche PosthGlobal bail PostkITY

Please make a note of the data directory for future client installations.

Cancel

Global Mail PostKIT 1.0 has been installed
successhully

Setup has finished installing Global Mal PostkIT 1.0 on pour
computerter. The first ime vou start the application, vou wil
be asked to configure basic settings which are required for
registration and activation.

ATTENTION: Please note:

If this iz the first time Global Mail PostkIT has beer installed,
youcan try out Global M ail PastEIT in a trial version until the
application iz activated.




1.4 Calling up Global Mail
PostKIT

You can now start Global Mail PostKIT right
away, by either double-clicking on the Global
Mail PostKIT icon on your desktop or by select-
ing Global Mail PostKIT in the Start menu.

If you assign a user password later on in the
configuration, next time you call the application
up you will be asked to enter and confirm your
user password before you can use the applica-
tion.

GIobaI Mail PostKIT

The dispatch software for
international registered items

Version 1.0
ch

bigl

1234 gagag

Copyright®2005 Dautsche Fost 4G

User password
[ |
o
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1.5 Data backup

The data stored in Global Mail PostKIT (addressepments, etc.) is stored in what is called a datectory. The
data directory is displayed during the installagiwocess. Please make a note of this directorypaok it up regularly
to ensure you do not lose any data. The data direit dependent on the installed operating systeindows XP
and Windows 2000, the path is generally “C:\Docummeimd Settings\All Users\Application Data\Deutsche
Post\Global Mail PostKIT\”, while in Windows NT i iusually “C:\<WINDOWS Folders>\Profiles\All Us-
ers\Application Data\Deutsche Post\Global Mail ROBY’. <WINDOWS Folders> denotes the name of thieléw
which contains files for organising Windows. Thaovary (“Windows”, “WINNT”, etc.). In some operatjrsys-
tems, you can determine the directory where thie hApplication Data\Deutsche Post\Global Mail RAF\" should
be located, as follows:

e Open acommand line window (Sta*tRun-> Enter “cmd”-> OK)

¢ Execute the command “echo%ALLUSERSPROFILE%” by entdting the keyboard and then confirming
it by pressing the Enter key. In older operatingtems, the command may be “echo %ALLUSERS%".

e The path you are looking for will be displayed.

If you have to set the system up again becausdafla please firstly install Global Mail PostKHAS described
above. Then replace the content of the Global MadtKIT data directory with the backed up filestie event of
problems, please contact the Global Mail PostKITlihe. You can find the contact details for it ret“Contact”
section.



2 Internet wizard

If you want to set up an Internet connection to Selte Post’s server, use the Internet wizard, wiithhelp you to

configure your connection.

You need an Internet connection if you want tostgionline or find out the status of a shipment.
The Internet wizard is called up automatically tinstftime you start Global Mail PostKIT after inllitag it. You can

make settings and changes later on in the GlobdlmdéatKIT application in thdlaster data— Internet settings

menu.

A welcome dialogue will appear first of all. Click “Next” to move from one setting to the nextydu make a mis-

take, you can go back to the previous screen bitinltj on “Back”. If you click on “Cancel”, the wirzd will close

without saving any data.

Follow the instructions given by the Internet witar

2.1 Selecting the Internet access

Select the type of Internet access you want hera.can
choose between the connection types set up onsystem.

Data transfer network

A requirement for this is the setup of data transtenections
in Windows network connections. Select the datasfiexr con-
nection which Global Mail PostKIT should use foe ttonnec-
tion setup.

Local network

If you are connected to a local network with acdegbe Inter-
net, select this setting.

T-Online, AOL

These access types are only available if the progioéware is
already installed on your system.

Manual connection

If you do not want Global Mail PostKIT to set ug@nnection
to the Internet automatically for online functioshpose this
option. You will then have to set up the Internatreection
manually each time before you can use the onlinetions.

No connection/offline operation

If you do not want to set up an Internet connec-
tion to Deutsche Post, select the “No connection”

option. The online functions will not be available
to you then.

2.2 Proxy settings

Enter the proxy server information which is valid
for your network environment here. If required,
ask your system or network administrator about
this.

2.3 Test connection

After you have entered all your information, you
can check whether the connection to Deutsche
Post can be established. If the connection test
fails, you can change your settings by clicking on
“Back”.

If the connection test succeeds, close the Internet
wizard by clicking on “Finish”.



3 Initial configuration wizard

To be able to register and serve you as a GlobdlRsitkKIT customer, Deutsche Post requires someefdain you.
The Global Mail PostKIT software has an initial dgafation wizard for this purpose, which can hefu yo config-
ure the basic settings for handling Global MailtR&E. The initial configuration wizard is called wgutomatically
the first time you start Global Mail PostKIT afiestalling it, and after the Internet wizard hasibelosed.

If basic settings have to be changed during dagyatpwork, these changes can be made subsequettilgNtaster
data — Optionsmenu.

Welcome dialogue of the initial configuration wizad

A welcome dialogue will appear first of all. Click “Next” to move from one setting to the nextydu make a mis-
take, you can go back to the previous screen biinlj on “Back”. If you click on “Cancel”, the wizd will close
without saving any data.

=" Initial configuration wizard

Welcome to Global Mail PostKIT

required For operating Global Mail PostkIT. You can view and
change these setkings at any time in the "Maskter data/Opkions"
MMEn,

i This wizard will help vou ta configure the maost important setkings

Mext Cancel

10



The e-mail address and customer number are

31 Entering maSter data checked to ensure their format is valid. Invalid

The master address is the sender address whidanassd, is entries are highlighted in yellow.

printed on all labels and lists as the senderolf process

shipments as a service provider for various cligyds can
post the shipments in the client's name. Please tefthe

management

If all entries are valid, the “Next” button will
take you to the next dialogue.

=" Initial configuration wizard

Personal identification (2)

Please enter the data as you W|Sh . You can mO\,{BJﬂSGI’ The master address is the sender address which is printed on
a the posting lisks by defadlk, IF yvou, as a service provider, post
shipments on behalf of other senders, the use of different

from one f|e|d tO the neXt US'ng the TAB key HOWE\by szlander acfldresse; is pnsswbga t? sef up c\iz?nts‘ k|
Pl toH i i ] i
clicking the mouse, you can position the cursahafield wihdents,
where you want to make an entry. e =y
Telephone
NB: Fields highlighted in yellow are mandatory fisland Eel s

must be filled in. After the data has been entetteese fields
turn white. Blank white fields are optional fieldad do not
have to be filled in.

Back [ext

Cancel ‘

The “Next” button, which takes you to the next dele, is not
activated until all mandatory fields have beereélin.

You can change the information on your personaititieation Bank details of the master
and bank details at a later time in the client nganaent of

. If you want to print international inpayment
Global Mail PostKIT.

money orders for international cash on delivery
shipments using Global Mail PostKIT, please

=" Initial configuration wizand

Personal identification (1) enter your bank details here. Please use the valid

The master address is the sender address which is printed on IBAN and BIC Codes (you can f|nd them on your
& the posting lists by default, IF vou, as a service provider, post

shipments on behalf of other senders, the use of different

sender addresses is possible to set up clents, aCCOUI"It Statement) . Please nOte that a German

Please_ refer to the userguide For maore information on working . . .

Wit lients. bank account is required in order to be able to

M ! use the cash on delivery special service.

Conkack First name

Strect

State

Counkry AF  w || AFGHANISTAN v

Postcode/city

Back Cancel

Customer number, telephone, e-mail address of the
master

If you are already a business customer of DeutBdsg, you
must enter your ten-digit customer numberhere. If you are
not a business customer of Deutsche Post, youeudive
your personal customer number when you register.

lll



The “Next” button will take you to the next dialogue

& Initial configuration wizand

Bank details

Please enter the bank details for the master address so that
i wour cash on delivery shipments can be prepared correctly,

Account halder
Account na./IBAN

EBank nameBIC

Back. Mext H Cancel ‘

3.2 Defining the default sender
address

Here, you can specify which address should be asé¢ke
default sender address for shipment preparatiomiolso,
select the desired option by clicking on it. Youn cihange this
setting at a later time in the Global Mail Postkiptions.

NB: If you have selected the “Last address usedboptou
must always select the first address when younteStabal
Mail PostKIT.

The “Next” button will submit the selected optiordatiake you
to the next dialogue.

" |nitial configuration wizard

Default address

‘Which address should be entered as the default in the:
i sender address fields in shipment preparation?

@ Lagt address used
() Enter address data each time

Back et

Cancel ‘

3.3 Defining automatic
shipment numbering

By default, once you have entered the first ship-
ment number, all further shipment numbers will
automatically be generated consecutively. If you
do not want to use this automatic shipment num-
bering system, remove the tick from the check-
box. If you do so, then you must enter a valid
shipment number manually for each shipment in
shipment preparation. You can reactivate the
automatic shipment numbering system at any
time in the Global Mail PostKIT options.

NB: After you restart Global Mail PostKIT,
you must always select the first shipment

number.

Click on “Next” to reach the next dialogue.

= Initial configuration wizard

Automatic shipment numbering

the "Automatic shipment numbering” setting.
It is only necessary ko confirm all additional shipments by clicking
on the Ok button.

i It is only necessary ko enter the first shipment manually with

Cancel ‘

1|2



=" Initial configuration wizard

User authentication {administrator)

two cateqgoties of user:
User: General user with limited scope of Functions.
Administrator: Extended scope of Functions, as well as

alkeration of the price lists and configuration of

the system.
Impartant: The password is case-sensitive. The password must be
between & and 18 alphanumerical characters in length,

a Passwards are used in Global Mail PastkIT to distinguish between

If wou do not want ko set up a passward, leave the Passward’ field
blank.

Administrator password
Password

Confirmation

Back Text ‘ ‘ Cancel ‘

3.4 Assign an administrator
password

Here, you have the option of assigning an admatistrpass-
word in order to protect administrative Global MadstKIT
functionalities, such as changes to the optioregdgrstments to
the Internet settings, against unauthorised acEessnore
details, please read the information in the diadogindow.

If you want to set an administrator password, ettterpass-
word and repeat it in the second field. If you @ specify an
administrator password, please note that all uséirbave
access to administrative functionalities withounigeverified.
In this case, you must confirm the security prompirder to
reach the next dialogue.

You can enter or change the administrator passatwadater
time in the Global Mail PostKIT options

3.5 Assign a user password

Here, you have the option of assigning a user paskto pro-
tect the application from unauthorised accessnkare details,
please read the information in the dialogue windidwou do
not want to assign a user password, you can chciext”
directly. Otherwise, enter your own password urifass-
word” and repeat it in the “Confirm password” field

You can enter or change the user password atraitatin the
Global Mail PostKIT options

Click on “Next” to reach the next dialogue.

itial configuration wizard

User authentication (user)

Passwords are used in Global Mail PostkIT ko distinguish between
a two categaries of user:
User; General user with restricted scope of functions.
Administrator: Extended scope of functions, as well as
alceration of the price lists and configuration of
the system,
Impartant: The password is case-sensitive, The password must
be between & and 1§ alphanumerical characters in length.

If you do not want ko set up a password, leave the Password’ field
blank,

User password
Password |

Confirmation

Cancel ‘

Opening dialogue for registration

The Global Mail PostKIT you have installed has
now been configured. Now you have the option
of either registering immediately or registering
later.

If you decide to register later, select the “Regis-
ter later” option and click on “Finish”. Only
limited demo functionalities will be available to
you now, however. By activating the “Finish”
button, you will end the initial configuration
wizard and can start using the application right
away.

Select “Register now” if you want to register

immediately. Click “Finish” to reach the registra-
tion window.

l|3



Initial configuration wizard

Finish
i Global Mail PostkIT is now configured

‘fou can configure these settings and other ones in the
‘Master datafOptions’ menu.

Click on the ‘Finish’ bukton to end the initial configuration
wizard,

“fou can register immediately or later, IF you do not register,
wou will be able to access limited demo Functionalities and
sample printouts, If you want to use full program Functionalities,
wou musk register,

() Reqister later

Back Finish Cancel

H4



4 Register Global Mail PostKIT

Your master data will already be entered automiffigathe
registration screen. Please complete or correahfbemation
if required.

Use TAB to move the cursor from one field to th&tn&ou
can also position the cursor by clicking the mo#selds high-
lighted in yellow are mandatory fields and musfilbed in.
After the data has been entered, these fieldsahite. Blank
white fields are optional fields and do not havéedilled in.

If you are already a business customer who is texgid for
using the online services of the special mail sawiarea in
www.deutschepost.dplease enter the ID that you use for
logging into online services in thusernamefield.

Once you have filled in the mandatory fields, tReifit appli-
cation” button will become active.

If you have set up an Internet connection to Dédnggeost in
the Internet wizard, you can register online bgldtig on the
“Online” button. Your registration will then be trsferred to
Deutsche Post via the Internet connection. If yaahyyou can
print out your registration application for youcoeds.

If you have not set up an Internet connection @nltiternet
wizard, you must print the registration applicatand send it
to the address specified on it. To do so, clickhen“Print
application” button.

To cancel the procedure, click on “Cancel”’. Datackihjou
have entered already will not be saved.

If you decide to register later, you can call up tagistration
dialogue later on using thpplications— Register Global
Mail PostKIT menu.

1 Register, Global Mail PostKIT X

§ ) Please give ol the necessary detals for the registration. Be sure to give your DHL Global Mailcustomer number
(unique customer product number - EKP Number) as well as your e-mail address.

Company Contact

dsdsds 5 First name
60521 || frarkfort E-mai

Strest{house no.
Fosteode/dty
State Telephane
Country CA v | canaDA ~|  Usemame

Custemer number

Monthy shipment volume (estimated)

International registered items | 1 E

The response

Once you have registered successfully, Deutsche
Post will send you a reply by post.

Enter the data from this reply in the fields of the
activation dialogue, which you can reach via the
Applications— Activate Global Mail PostKIT
menu.

Creating a new registration request

If you change your registration data after you
have completed a registration application, you
can transmit or print out the registration applica-
tion again provided you havet yet activated
Global Mail PostKIT.

If you select “Yes” when the security prompt
appears, the old registration application will be
invalidated. If you select “No”, a new registra-
tion application will not be transmitted or
printed.

NB: If you receive a response to your registra-
tion application but have created a corrected
registration application in the meantime,
Global Mail PostKIT will not accept the in-
formation from the response. You must wait

15



for the information in the response belonging tanjast
registration application.
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5 Activate Global Mail PostKIT

Once you have received the letter containing Déet§tost’s
response, you can activate Global Mail PostKITrikeo to use
the full functionality of Global Mail PostKIT.

Start Global Mail PostKIT and open the activaticalague via
the Applications— Activate Global Mail PostKIThenu.

Then the dialogue will appear for entering the ation code.
Now enter the reference number, customer numbername
and password that are specified in your letterthad repeat
the password. If you want to save the passworfufare use,
select the “Save password” box. Now enter the atitim code
in the four fields in the “Activation code” fiel@nce you have
entered all your information, the “OK” button wilke activated.

NB: The username and password which you receivegn r
istration are required for online queries. Howeyery must
always enter these values, even if you do not waunse the
online functionality at first. With this usernanymu can also
access the information pages for business custamers
www.deutschepost.déndependently of Global Mail Post-
KIT.

NB: Do not confuse the username and password tth t
administrator or user password which prevent uraigad
access to Global Mail PostKIT functionalities.

Click on the “OK” button to confirm the activatiol.the en-
tries are valid, Global Mail PostKIT will be actiea for you
and you will receive a message to this effect.

NB: The activation code consists of the numbers®dod
the letters A to F. When you type it in, make syoa do not
confuse the number “0” with the letter “O”.

Click on “Cancel” to cancel the activation proceglufhe data
you have entered will not be saved.

Il Activate Global Mail PostiIT

Registration no.:

Reference number
Customer number
Lsername
Password
Password (repeat)

Save password

Activation code

F033-F253-17F5-5F39

FEET
4000000003
2

O

9510 | - | CBED | --

DF3C | -

S361]

)

Cancel

17



6 Shipment preparation

All shipments are recorded for dispatch within sigmt preparation.

You can call up the shipment preparation screemgusie shipment preparation but! in the tool bar, or via

the Shipments» Shipment preparatiomenu or by pressing the2 key.

NB: Fields highlighted in yellow are mandatory figland must be filled in. After the data has be#ared, these
fields turn white. Blank white fields are optiorfedlds and do not have to be filled in.

If you want to reject all of the information on lsiment, you can reset the shipment preparatiaeesavithout sav-
ing your data by clicking on “Delete”. Informatiam the sender, addressee and shipment refererddeevdéleted.

& Shipment preparation

Scroll through shipments: | E] i:all Shipments V
Sender _ Addresses — =
Client 555555 _v_: Short name :_CH | @
Short name Masker R Cuskomer no,
Marne s55555 l | Mame [ s
Conkact . v : Contact [ v
Strest [ dedsds | Street | .
Poskcode/city | 80521 | Frankfork [ Poskcodefcitby _“12345 Il berlin
State ' State o
Country ca v |l canaDa v Country a0+ || AusTRALIA v
P bioe o ol PO boe [ -
Shipment tvpe only In conjunction with Priority service level International cash on delivery
—~, Globalmail -~ : : i [ |
Y ) 222
P 'l:J Reqgistered items (#) Priority Amount | E
) Registered items + advice of delivery :
Globalmail =% Bank Details
® Parcel ) Registered items + cash on delivery T
S : ] : : Account holder | 11111
() Reqistered items + advice of delivery + cash on delivery =
[ e —— Account no, [TBAN | 2222
riail terminal |BLEMDS AIRES W =
z Bank namefBIC | 33333
@ " 21T
Delete Postpone Finish Close

18



6.1 Select client

If you work with clients, you can select the cligvitich you
want to prepare shipments for here. The compldigumirsents
will be assigned to this client so that they canmamaged
separately for the client at a later time.

If you want to assign the shipments to a diffedient, select
the desired client from the list. To create a néant, you must
go to the client management area usingMlaster data—
Clients...menu.

NB: If you do not work with clients, the name ofuyaccom-
pany will be shown here, like in your informatiomen you
set up Global Mail PostKIT; a selection is not poles

6.2 Scroll through shipments

You have the option of scrolling through the prepbship-
ments using the navigation bar in the header ofliygment
preparation screen.

RIRIEC)
First _! L Last
Shipment Shipment
Previous Hext
Shiprrent Ahipment

In the selection list located to the right of ttevigation bar,
you can also choose which shipments you want tlscr
through. For example, you can easily reach postbship-
ments and complete them. Postponing shipmentsigided
in more detail below.

Scroll through shipments: EE]E] all Shipments b

Addressee

w shart narme Maja Cnly Partial
only completed

Customer no. LJ l:]

6.3 Enter the sender address

If you are preparing a shipment and, in the optibase indi-
cated that you want to use the last address usedender
address from the previous shipment will remairhim$creen.
If you have not selected this option, you must letlite sender
address again for each new shipment.

If you want to specify a sender address which is
already saved in address management, you can
select and submit it by clicking on the address

book ico . The address selection dialogue is
described in the Search for and select addresses
section.

If you enter a sender address which is not yet
stored in the address book and you want to save
it for later use, click in the “Short name” text

field and enter an abbreviated name. When you
fill in the short name in the address entry area,
the sender address will be saved in address man-
agement as soon as you click on “Finish”. (For a
more detailed description of address manage-
ment, please refer to the Address management
section.) If you leave the short name blank, the
sender address will only be used for the current
shipment and will not be saved.

In the “Country” field, you can enter either the
country code or the country name or select it
directly using the mouse. If there is no country
code, for example because the country has only
been established very recently, you can enter the
new country on the keyboard in the field which
contains the country name. The code field will
stay blank in this case.

You can find a detailed description of the options
for searching for and selecting addresses in the
Search for and select addresses section in the
address management section.

Sender

Client 555555 b
Short name Masker @
Mame 555555

Conkack h
Street dsdsds

Posteodefcity | 60521 framkfaort
Skate
Counkry o'} || CAMNADA w

PO box
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6.4 Enter an addressee address

Select an addressee address from address manadgment

clicking on the address book icE 5 it you have entered
other information in the addressee area beforegxisting
addressee addresses will be filtered using th@srnimdtion, like
a search. You can find further search criteridnan“Filter”
dialogue which is reached via the “Select addréstiafgue.
You can search for a group in particular there &elect mul-
tiple addressee addresses).

When you enter a new address and fill in the shamte or the
customer number, the addressee address will be gaael-
dress management as soon as you click on “Finisitu
leave the short name and the customer number Hamlad-
dressee address will only be used for the curt@ptreent and
will not be saved.

In the “Country” field, you can enter either thauotry code or
the country name or select it directly using theus® If there
is no country code, for example because the counatsyonly
been established very recently, you can entergheaountry
on the keyboard in the field which contains thertouname.
The code field will stay blank in this case.

You can move between the individual entry fieldmgghe tab
key. In the options that you can reach viaNtaster data

- Optionsmenu, you can define which fields to skip when
you are navigating with the tab key. This enablms tp make
entries quickly using the keyboard, as you only entavthe
fields you actually require. However, you can gdh® skipped
fields at any time by clicking in them with the nsau

If you have selected Germany as the country, Givtzal
PostKIT will assist you in the postcode and cigids by
automatically adding the city for the postcode:dii enter the
full postcode or part of it in the relevant fielddathen move to
the city field using the mouse or keyboard, thevkminforma-
tion will be added automatically. However, if yonlpenter
part of the postcode, you can only miss out thal fitigits. If
the full postcode is, for example, “12345", you earter
“1234” or “123” and will probably receive a lot bfts (all
cities whose postcode starts with the specifiedsjigHow-
ever, you cannot enter “2345” or “345”. Global MBibstKIT
would then search for all cities whose postcoddeddavith
“2345". If there are several cities for a postcaglemall selec-
tion list will appear in which you can submit thght city in

the shipment preparation dialogue by double-
clicking on the city in question or by selecting it
and then clicking “OK”. However, you can enter
the city by hand in the usual way. This will be
the case if no information on a postcode is found
or it is out-of-date.

You can find further information on searching

for and selecting addresses in the Search for and
select addresses section in the address manage-
ment section.

Addressze

Short name Maja
4]
Customer no.
Mame asdas
Contact ~
Skreet
Pastcode/city | 1111 asd
State
Country A s || AMTIGUA SMD BAREBLIDA L4

PO o

Address copying (from customers’ let-

ters)

Another option for submitting addresses directly
in shipment preparation and hence in address

management too is to copy the address from a
letter to the customer.

For example: You have written a letter to the
customer and want to prepare it for posting di-
rectly.

m  Copy the customer’s address from the letter
onto the clipboard (for example \idit -
Copy).

m  Go to Global Mail PostKIT.

m Clickon the[ﬂ icon (address copying) on
the right of the address book icon. The ad-
dress copied from the word processing ap-
plication will appear in the window.

® You now have the option of making correc-
tions or additions to the address. If you make
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corrections in the word processing applicatioreceand
copy the address there again and click on the &bfr
button in Global Mail PostKIT to submit the changes
made.

m  The “Cancel” button cancels the process withoutrgavi
the data you have entered.

m If everything is correct, click on “OK”. The adde=e
address will be copied to the shipment preparataaen.
When you assign a short name or customer numkeer, th
addressee address will be saved in address manaigeme
too.

NB: It is only possible to copy addresses in shiphpeepa-
ration. Addresses which were corrected in Global Ma
PostKIT are not copied automatically into the lettethe

customer.

Clipboard
Harng
Contact

Street

Fostcodejcty
State

Caurtry

Q

Update H =3 H Cancel ‘

Select multiple addressee addresses

You have the option of selecting several addreaddeesses at
once. To do so, open the address selection diaingglepment
preparation by clicking on the address book icarthk “Select
addresses” dialogue which then appears, you cantsaly
addresses and submit the selection you have climoséip-
ment preparation by clicking on “OK”. You can seleon-
secutive addresses by holding down the SHIFT keyaaruv
keys or by holding down the SHIFT key and clickingtbe

last entry to be selected. If individual selectians to be re-
moved from a selected list or further entries, Wtace not next
to each other, are to be selected, you can do solding

down the CTRL key and clicking on the mouse. Consesut
mouse clicks on an entry with the CTRL key pressedndaill
select and then deselect the entry.

After you have clicked on “OK” to copy the selectito ship-
ment preparation, you will not be able to changgeitiiorma-

tion in the addressee area any further. The fields
are greyed out and are just for display purposes.
The following message will appear in the

“Name” field: “x shipments have been selected”,
where x stands for the number of selected ad-
dressee addresses. To make another selection,
you must open the selection list using the address
book icon again and can deselect any addresses
or add different ones there.

If several addressees have been selected, various
things must be noted:

m  The first shipment number is requested on
completion. If, in the options, you have se-
lected that the shipment numbers should
automatically be generated consecutively,
the following shipment numbers will be as-
signed automatically and just have to be
confirmed, if necessary.

If the “Always confirm shipment numbers”
option has not been selecteddptions —
Shipments- Preparation only the first
shipment number will be preset in a dia-
logue, and after you click on “OK” all fur-
ther shipment numbers will be assigned
automatically, with no control on your part.

®  You can make changes to the shipments at a
later time by scrolling in shipment prepara-
tion, editing the information and clicking
“Finish” again. If necessary, a new shipment
number will be assigned and the existing one
will no longer apply.

Tips for effective use

To use the multiple selection effectively, it is a
good idea to divide the recorded customers into
groups and to filter by them when you make your
selection.

This can be clarified by looking at an example
for using groups:

You want to send some dunning notices. The
addresses of the customers in question are avail-
able to you in Excel sheets, for example, or you
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export them from another application into a filenfiat sup-
ported by Global Mail PostKIT. Now proceed as falin

Create a new group in group management as desénbed
Create new group. Call this “Dunning May 2004", éxtample.

m  Import the addresses Widaster data— Addresses-
Import addresseslo do so, proceed as described in Create
external address book and Start import.

m  When you start the import, you can assign all sskre
selected for the import to one group before youycant
the actual import in the “Import addresses” dialegBe-
lect the group you created previously — in our exiam
“Dunning May 2004".

Now the customer addresses in question will belavaiin the
address management of Global Mail PostKIT and yau ¢
prepare the shipments. To do so, proceed as follows:

m  You can open the address book using the addregs boo
icon in the “Addressee” area in shipment prepanatio

m  Open the “Filter addresses” dialogue using thetéFil
button.

®  You can select one of the existing groups via tBeotip”
filter criterion. Select “Dunning May 2004” or tlgeoup
you have created and leave the dialogue by clicking
“OK”.

m  The addresses for the dunning notices will now stedi in
the “Select addresses” dialogue.

Select the whole list using the key combination CHRa.
m |eave the dialogue by clicking on “OK”.

m  Shipment preparation now shows that several adesess
have been selected. After selecting the sendepttiict,
you can finish the shipments.
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Just one final comment about dividing into groups:

An address can be assigned to any number of grQupate
your groups in such a way that they serve your gisgiatch
needs in the best possible way. Efficiently dividihg ad-
dresses into logical groups can become increasinglgrtant
as your stock of addresses grows.

6.5 Product selection

The products are displayed in the lower part ofstiipment
preparation screen.

Shipmerk bype only In conjunction with Priority service level

Globalmail
OEusmess

International cash on delivery

(O Registered items () Prioricy Amount €

Globaimail Bank Detale
®Par(e\
Account halder | 11111

Accounkt na./IBAN | 2222
Bank namefBIC | 33333

eliver
MIAML DP v

Mail terminal

You can select the basic product and the speaiakes by
selecting the checkboxes.

If you have selected the “advice of delivery” spésiervice,
you must select the relevant Mail Terminal.

NB: The name of the customer and the responsiblé Mai
Terminal are printed on the advice of delivery. Eiere,
please ensure the Mail Terminal is assigned coyréztyour
shipments with advice of delivery. Only correcsigament
will ensure that the advices of delivery are regarito the
right senders.

If the “cash on delivery” special service is sedeltthe cash on
delivery amount must be entered in the relevaid.fiéou can
only enter a cash on delivery amount in this “AmiBdield if
you have selected the “cash on delivery” specialise. The
figures in euros and cents must be separated bynena.

NB: Please note the country-specific cash on delivegu-
lations. They are displayed on the Internet at waialv.

globalmail.com.

6.6 Assigning the shipment number

After you have filled in all required fields forigiment prepa-
ration in the shipment preparation screen, clickhen“Finish”
button.

To finish the shipment, you must provide it with

a shipment number. Global Mail PostKIT sup-

ports the following operations for this:

1. Enter the shipment number manually in
Global Mail PostKIT

2. Copy the shipment number to Global Malil
PostKIT using the hand scanner

3. Automatic generation of consecutive ship-
ment numbers

Enter the shipment number manually in
Global Mail PostKIT

You provide your shipments with labels from the
roll or use prepared envelopes, or, for example,
cash on delivery forms and want to transfer the
individual shipment numbers directly to Global
Mail PostKIT.

In this case, deactivate the “Automatically gen-
erate consecutive shipment numbers” function in
the options and enter the shipment number
manually.

Please ensure that the shipment number you
enter matches the number on the shipment.

Copy the shipment number to Global Mail
PostKIT using the hand scanner

By using a hand scanner, you can simplify the
workflow for shipment preparation. The proce-
dure in Global Mail PostKIT here is the same as
that for entering shipment numbers manually.

NB: Global Mail PostKIT does not provide a
special interface for using hand scanners. To
work with a hand scanner, set up a so-called
keyboard loop scanner on your workstation
computer.

Automatically generate consecutive
shipment numbers

You provide your shipments with labels from the
roll or use prepared envelopes or, for example,
cash on delivery forms with consecutive number-
ing.

If you assign the shipment numbers consecu-
tively on the label roll, Global Mail PostKIT can
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suggest the next shipment number for you in eash sa that
you just have to check it and confirm it.

NB: Please ensure that the suggested shipment mahbe
ways matches the number on the shipment. In péaticu
each time you change the label roll, the suggestigument
number must be corrected manually.

You can activate automatic generation of conseelghipment
numbers in the options.

Once the shipment number is entered in the dialogurdirm
the entry by clicking on the “Submit” button. Thagment
will now be generated and transferred to shipmeo¥igion.
The shipment preparation screen is now availableritering
another shipment.

9 'Shipment number E]

Shiprent number

‘ QK ‘ ‘ Cancel ‘

6.7 Postpone shipments

If the current shipment preparation data is incatglyou can
buffer the shipment by clicking on the “Postponattbn. In
shipment provision, these shipments are highlightgellow
as they are not yet ready for posting (see Sdradlugh ship-
ments).

Once you have all of the information for this shgmat a later
time, you can finish the shipment for shipment json.

6.8 Delete shipments

By selecting the “Delete” button, you can delete d¢ntry
fields in the screen if the current shipment isywitfinished or
has been postponed.

A shipment which has already been saved is rembreatthe
database if you click on “Delete”. You can view sdship-
ments by scrolling through them in the navigatian (see
Scroll through shipments). In shipment provisioou xan
display a shipment by selecting “Edit” in shipmpn¢paration
and delete it there.

6.9 Printing the cash on
delivery international
inpayment money order

With Global Mail PostKIT, you can print directly
on pre-prepared forms. You can activate printing
of a cash on delivery international inpayment
money order irMaster data— Options

When you print the cash on delivery interna-
tional inpayment money order, the bank details
specified in the master data of the master (or
client) are used. That is the only place the ac-
count details can be changed, too (uridaster
data - Manage clients

To ensure exact printing, the paper should be fed
into the printer edgeways.

It is possible to print on the cash on delivery
inpayment money order in shipment preparation
and shipment provision.

6.10 Print advice of delivery

With Global Mail PostKIT, you can print directly
on the front of the advice of delivery. You can
activate printing of advice of delivery documents
in Master data— Options

To ensure exact printing, the paper should be fed
into the printer edgeways. For this type of feed,
the cover of the adhesive strip should end at the
edge of the form. The cover must not become
detached.

It is possible to print on the advice of deliveny i
shipment preparation and shipment provision.

6.11 Print label

With Global Mail PostKIT, you can create the

address labels for your shipments yourself. Un-
derMaster data— Options you can describe the
label sheets you use and activate label printing.
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Output settings

In the window for the output settings, you can #iyemur
details for printouts.

After you have made all of your settings, beginghating
process by clicking on “Start”.

NB: If you want to view the print layout before yetart
printing, please select “Preview”. You can themtgtainting
from the preview window.

Output medium

Ll Print Options

Select Print O ptiohs
Export Media
&p it HP Lasenlet 2200 Series POL A
Direct ta. @ Printer hd
Options
[q0 First Page: 1 4
44 Pages
[OF] ) From : to :
=2 Start position:
Line 1, Column 1
| Start | [ Cancel ]

In the “Output medium” area, you can change theteriby
clicking on “Change”. In addition, you can choosetint
using the printer you have selected or go to aiprewindow
instead. Under “Output on...” you can choose betwaeen
printer and a preview.

You can make these changes on a one-off basivertlsam as
a new setting by activating the “Save settings p&ently”
option.

Options

In the options area, you can specify the start pagkthe area
to be printed.

=2 Start position:

Line 1, Column 1

If you want to use sheets of labels that have diréen used,
you can specify the first label to be printed ia tBelect start-

ing position” option. To select this dialogue,
please click on “Select”.

Ll Choose Start Position

Label Order
Print Order
(=]
==

Use the mouse to select the label where printing
should start.

Print preview

131 Preview - Page 1 of [1..2] EEx
o ® 55 3

TTTYTETTTT
HECLETI

TTE
fel

> M

In the left-hand part of the preview window, you
can see a small version of the individual pages to
be printed. If you click on a page, it will appear

in the right-hand part. You now have the option
of navigating between the pages to be printed
using the arrow buttons displayed.
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&

Using the zoom selection list and magnifying glgss) can
enlarge or reduce the print preview.

==
If you want to print the labels, you can eithertspainting the

ones currently displayed or all pages by activatimeggprint
buttons.

If you click “Close” you will leave the preview

window.

NB: The print pages displayed will not be
printed if you close the preview window. If
you want to print them out, activate the print-
ing buttons first.
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7 Shipment provision

After you have entered all of the shipments, thyddosing must be performed for pick-up or pogtiighipment

provision).

Call up shipment provision by clicking on the shgarhprovision buttol

in the toolbar or via thkems - Item

provisionmenu, or use the3 function key to open the shipment provision screen

The shipment provision screen is divided into thedss (shipments, posting list and logs), whichexyglained below.

7.1 Shipments

In the “Shipments” tab, all incomplete and compitgments

are listed together with their status.

Incomplete/postponed shipments

Incomplete means that important data for dispatchigsing.
This may be:

m  Missing information on the special mail servicesleliv-
ery options

m  Missing shipment number

m  Missing addressee information

m  Orincorrect printing

Postponed shipments are only displayed on the riftab
as they have not yet been provided and therefaneatde

included in a posting list. You can tell which itemare post-
poned because the lines in question are highlightgdllow.

Filter shipments by status (postponed/finished)

You can filter the shipment display by status.

In the “Status” field, you can select the statudecerhich you
want to use to limit the list.

Meaning of status codes:
NE = Incomplete/postponed shipment
NV = Prepared/finished shipment

Status
Code -

Al data records
Ranae...
P

Select “All data records” to display all of the
shipments.

Edit shipments

If you double-click on a selected shipment or
click on the “Edit” button, the shipment will be
incorporated into shipment preparation again.
Incomplete shipments can be completed there,
and completed shipments can be changed or
deleted.

Shipment numbers which have already been
assigned will no longer apply to corrected or
deleted shipments. With changed shipments, a
new shipment number will be assigned. If appli-
cable, you must stick the new shipment number
over the label which is already stuck on the let-
ter.

Print

Before you provide the shipments, you can print
the cash on delivery international inpayment
money order, the advice of delivery and the la-
bels again. To do this, click on “Print”. The dia-
logues described in sectiém® et seq will appear.
It is possible to print shipments which have been
selected beforehand in the “Shipments” table.

27
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Directly after shipment provision is called up stis the ship-
ment which is marked by a black arrowto the left of the
table row concerned.

7.2 Provide posting list/shipments

On the “Posting list” tab, a list of all finishetlipments is
displayed by the party who posted them (posterhénoptions
(Master data— Options — Shipment provisignyou can spec-
ify whether you want to post the shipments in yowrn name
(master) or in the name of the clients with customanmbers.
The posting lists will be generated depending orr gettings.

NB: So that Global Mail PostKIT can post shipméantthe
client’'s name, a hilling address must be speciiiedhe client
in question. You can set up a billing address &wly created
clients inMaster data— Client managementy selecting a
sender address for the client and clicking on ‘&&dbilling
address”.

To display the shipments pooled under the individkeah,
click on the plus sig-*l. To close the shipment display again
click on the minus sig=l.

Praduct
E | RSch| COD | PRID | COD amoun

Provide shipments

To provide shipments, click on “Provide”.

Create posting list g|
# posting list is being created for all completed shipments, Using the list, you can control which shipments

y should be taken inta consideration, The docments will be printed on the default Windows printer.
Each of the actions listed below can be executed for 5 completed posting list ot a later time.

Content of the posting

= ch
Renqistered items: RR 1111 1112 4DE - RR 1111 1127 4DE
Reqistered items + Advice OF Delivery + Cash On Delivery: RR 1111 1111 SDE

Artions

Print posting list Mumber of copies | 1

In the dialogue which then appears, you can
decide what actions to perform with provision.

By making selections in the “Posting content”
area, you can decide what shipments to include
in the posting list. Shipment number ranges and
posters (if you are posting items in the client’s
name) can be selected/deselected comprehen-
sively. A prerequisite is that the posting list us
contain all correctly prepared shipments, and not
postponed shipments. Individual shipments from
consecutive shipment number ranges cannot be
selected here. Rather, they must be postponed to
item preparation and will no longer appear in the
overview of possible shipments for posting.

If you want to print the posting list, please selec
the “Print posting list” box. You can choose the
number of copies using the List & Label func-
tion.

Depending on the selection made, the following

actions are carried out.

m  The posting list of the selected shipments is
printed, with the number of copies you have
selected.

m In Global Mail PostKIT, the shipments are
removed from the posting list and trans-
ferred to the “Log” tab.

7.3 Logs

In the “Logs” tab, you have the option of view-
ing all provided shipments with information on
the creation date and time, the number of ship-
ments per posting list and the status of the post-
ing list.

To display the individual shipments in the post-
ing list, click on the plus sig*l. To close the
shipment display again, click on the minus sign

=l
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&8 Shipment allocation

Shipments | Posting st | Logs |

First shipment no. Last shipment no.
RR 11111111 5DE FR 11111111 5DE
RR 11111112 4DE RR 11111127 4DE
< | =

Print

By selecting the “Print” button, you can print dioé docu-
ments, which were generated in shipment provisiooge
again.
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8 Shipment management

i

Call up shipment management by clicking on therskipt management butt = in the toolbar or via th&hip-
ments— Shipment managemeamenu, or use the4 function key to open the shipment management scree

All posted shipments are managed in shipment manage Here, you have the option of sorting or fiittg the
shipments by specific criteria. You can also rejpasithe field names within an area, etc. The pdlggis for editing

the table view are described in the Table propesiesion.

Special functionalities which only come up in shgmmhmanagement are described in more detail ingkefew

sections.

“# Shipment administration

Yiew: | Shipment administration w|[ saveas.. ][ Reset From |10/ 9/2005 ~ | In |11} 8f2005 v_
Shipment Product Status »
Shipment no. Paosting Mame | COD amount | Code Date Text

Registered items + Advice Of Delivery +.. 222 00 EL 11/8/2005

Reaistered tems _ 5

| BR 1111 1111 5DE

B RR 1111 1112 4DE

Puost

RR 1111 1113 8DE Registered items EL 11/8/2005  Post
| RR 1111 1114 1DE 11/8/2005 Registered items EL 11/8/2005 Post
| RR 1111 1115 5DE 11/8/2005 Registered items EL 11/8/2005  Post
| RR 1111 1116 9DE 11/8/2005 Registered items EL 11/8/2005  Post
RR 1111 1117 2DE 11/8/2005 Registered items EL 11/8/2005  Post
| RR 1111 1118 6DE 11/8/2005 Registered items EL 11/8/2005  Post
| RR 1111 1119.0DE 11/8/2005 Reagistered items EL 11/8/2005  Post
| RR 1111 1120 9DE 11/8/2005 Registered items EL 11/8/2005  Post
| RR 1111 1121 2DE 11/8/2005 Registered items EL 11/8/2005  Post
| RR 1111 1122 6DE 11/8/2005 Registered items EL 11/8/2005  Post ]
| RR 1111 1123 ODE 11/8/2005 Registered items EL 11/8/2005  Post
| RR 1111 1124 3DE 11/8/2005 Registered items EL 11/8/2005  Post
RR 1111 1125 7DF 1182005 Renistered items . Fl 11485205 Post b2
>
o) % 3
e = ==pp [ ia i
Filter Change status || Regquest status || Online service Expoart Prink

8.1  Working with your own table views

Save views

If you have sorted and grouped the shipments inatle, you
can save these setting as your own view and cath tinp later
without having to use the sorting and groupingeciat again.
To do so, click on the “Save as...” button in the lezaxf the
shipment management screen. In the dialogue wiiehsy
enter a name for the view and click on “OK” to séve view.

30



Enter name of the view g]

Enter a name Far vour personal view. It must be a
walid file narne,

Personal view

[ (0] 4 ] [ Cancel

Call up saved view

To call up a saved view, open the pull-down meniinén
“View” field in the header of the shipment manageirgcreen
and select the view you want.

View: 555 W

Shiprent administrakion
| Shipment administration (ext.

Shipme

Reset saved view

If you make changes tosavedview, these changes will be
retained. To restore the view you originally saveitk on
“Reset”. In this way, you can make short-term clesngp an
existing view and reverse them again when you ngdo need
them.

Delete saved view

If you want to delete an individually saved view|lap the
view and click on the “Delete” button. Please ribis you
cannot delete the “Shipment management” view piaget
Global Mail PostKIT.

Group an individual view by table column

With saved views (except for the “Shipment managgie
view), you have the option of grouping the viewtllle col-
umn using drag & drop. Click on the table columattyou
want to group the view by and hold the mouse butimmn.
The table column will be duplicated and shown irais
transparent form. With the mouse button pressechddvag
the table column to the dark grey area above thle tonfigu-
ration. Once green arrows become visible, reldasenouse
button.

In our example, the view is grouped by product name

>

4 Shipment Stabu:
Shipment no. Code -
Pazting - [ate

The shipments are now grouped by their product
name. To open a group, click on the plus «tjn
and to close a group, click on the minus sgh.

To break up a group again, drag the table column
from the dark grey area back to the desired posi-
tion in the light grey area.

NB: The columns can only be placed under the
related table header. For example, the “Name”
column from the table headed “Addressee”
cannot be placed in the same area as the table
headed “Sender”.

Groupings are also copied to the view. If you
click on “Reset”, you can restore the original
view. If you want to save the grouping under a
different name, click on “Save as ...” and enter a
name for the view.

Shipment Product Status
Posting Name COD amourt | Code Date. T

11/8/2005 | Regitered tems + Advice O Delvery +..|  222006]  EL | 11/8/2005 | Post

il
11111115 60E

Configure table view

Not all information within a view may be of
interest. You have the option of selecting the
fields that are displayed within a table view and
therefore of adapting the view to your require-
ments. To do so, please right-click in the table in
a specific table view, and then left-click on
“Configure ...".

A dialogue showing all of the available columns
will appear. The columns which are currently
visible are marked by a tick in their checkboxes.
A column can be removed from the view if you
click on the checkbox next to the column name
in the configuration dialogue to deactivate it. If
you click on it again, the column will be re-
activated and appear in the view. The changes
are directly visible in the table view in shipment
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management, provided that the category in questidis-
played on the screen. The figure below shows HeatRS”
column was immediately inserted in the Product ardhe
table view once the user clicked on the checkbox teethe
entry of the same name in the configuration diadogthe
sender and client information is not displayedchia éxample,
on the other hand. Of course, this information lbarconfig-
ured in exactly the same way as the informatiorctviig being
changed in the example.

1 Global Mail PostKIT - [Shipment administ Configure table

56 IO

View: | shipment administration

Column Visble |4

Shipment
Shipment no

> o

RR 1111 1123 0DE egi
T1/8/2005  Fegistered tems + Advice Of Delivery +.. 2 Stiesife]
1/8/2005  Registered tems Contact
11/8/2005  Fegistered tems
11/8/2005
11/8/2005
11/8/2005
11/8/2005
11/8/2005
11/8/2005
11/8/2005
11/8/2008
11/8/2005

Product

RR 1111 1111 5DE
RR 1111 1112 4DE
RR 1111 1113 8DE
RR 1111 1114 1DE
RR 1111 1119 0DE
RR 1111 1126 5DE
RR 1111 1118 6DE
RR 1111 1121 2DE
RR 1111 1124 3DE
RR 1111 1125 7DE
RR 1111 1127 4DE
RR 1111 1115 5DE

eference
Registered tems oster

RR 1111 1116 9DE 11/8/2005  Registered tems Bcor s
<
EIEALAEAERE B

The settings made apply to the table view from wiyich
opened the configuration dialogue.

You can close the dialogue by clicking on the “@lolsutton,
pressing the ESC key or clicking on the “Close’tbatin the
title bar at the top right of the window. The cuntreettings are
alwaysapplied.

8.2 Filter shipments

Filter shipments by date

In the header of shipment management, you willasseglendar
function which you can use to define the periodtfier ship-
ments displayed in shipment management. By defstuilb;
ments from the last 30 days are always shown st
management.

To display shipments from a different period, clakthe ar-
row sign in the date field to open the calendale@ea “From”
and “To” date.

Now click on the magnifying glass icn[@ I to the right of the
date fields to display the shipments for the sjetiperiod.

Tip: Limit the period so that you can retain a cleagrview in
shipment management and to ensure you do not siawm the
sorting processes.

From |10f 9/2005 « | To |11f 8/2005

Addres

City

DSFGEASD

EEE EER
EEE EER
EEE EER
EEE EER

8.3 Other filter options

If you click on the “Filter” button, you can filter
the individual shipments which you want to

display in the shipment management screen.

You can...

View today’s or yesterday'’s list,

View specific calendar weeks or
months,

Select any periods or specific days to
view,

Select shipments with specific proper-
ties,

Select shipments of a specific product,
View shipments from specific senders
and/or for specific addressees and/or
groups.

Confirm your selection by clicking “Apply”. The

data will then be displayed in the shipment man-
agement screen.

Shipment filter
Posting date}
O Teday
O festarday

Status

[Clsender
Client.
Short name.
Mame 1
Mame 2

Postcads/cty

Oweek 45
Owerth  November v

[ 5hipment properties

o () Period

From 10/9/2008 | To [11/8/008 -

[eroduct

[ Addresses

Group
Shart name
pply

Name |

Mame 2
Pastcodefity
ose
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8.4 Update the shipment status
manually

If you want to change a status manually, selectidsired
shipment(s) and click on the “Change status” buttbis only
possible to change the status of shipments intérelard view
with the name “Shipment management”.

NB: The status entry field is divided into “Shipmers#tas”
and “Comments”. To activate the area in questielecs the
relevant checkbox. In this way, you can ensuredifégrent
values of the individual shipments selected ar@imetl and
not overwritten. If, for example, you want to et same
code for the shipment status of several shipmentsiffer-
ent comments are entered for the selected shipnssiést
the “Shipment status” checkbox only. The differeorn-
ments will then be retained.

Select the “Shipment status” checkbox to activiagefields
below. In the “Code” field, open the selection hstd select the
status you want. In the “Date” field, select théedahen the
shipment adopted the selected status.

The following delivery statuses are available to:you

NE Incomplete/postponed

NV Finished

EL Post

VS Shipment sent

AB Shipment ready for pick-up

FE ... User can enter anything

NA Shipment being delivered

NU Cash on delivery amount transferred
OK Shipment delivered

RU Advice of delivery available

ZA Return shipment to sender

INU Problem transferring the cash on

delivery amount

1ZA Shipment returned to sender

?? Shipment status cannot be deter-
mined

Click on the “Comments” checkbox to record a messaghe
comments field.

To apply the status change to the shipment(s),
click on the “Apply” button.

Click on “Close” to close the dialogue.

Status entry @

Shipment skatus
Code We -
Date Fa42005 -

Shipment sent

Comrents

Apply

8.5 Update status online

Global Mail PostKIT can request the shipment
status directly via the Internet. To use this func-
tionality, you must be registered and must have
set up an Internet connection to Deutsche Post.
The functionality is only available in the stan-
dard view with the name “Shipment manage-
ment”. Select the shipment(s) which you want to
update online and click on the “Request status”
button.

Tip: Select several shipments by holding down
the CTRL key until you have selected all of the
desired shipments using the mouse.

NB: The number of shipments whose status
you can update in a single status request is
limited for technical reasons. Please restrict
the number of selected shipments if the re-
guest cannot be carried out for all shipments.
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8.6 Online service

For the selected shipment, you can call up theretgage of
Deutsche Post showing detailed status informatiothis
shipment by clicking on the “Online service” buttéturther
services (e.g. make inquiry) are available to youhe Internet
pages.

NB: To use the online services, you must be regdtdrave
set up an Internet connection and have Microsodrhet
Explorer, version 5.5 or above, installed on yowstemn.

NB: Global Mail PostKIT requires a username andspasd
to set up the connection to Deutsche Post’s infiomays-
tem. If you have not used a username like thi®fdine ac-
cess before, you can find this information in tHek@l Mail
PostKIT activation details which you received from
Deutsche Post.

8.7 Export shipments

By selecting the “Export” button, you have the optaf ex-
porting shipments from shipment management astdilex

* - Export data EI

Destination

Data format Text with separators hd
File D:\shipment. csy
Separakaor i v

Range

@) Al rowves (O only selected anes (O Unselected ones

/| @

Cancel

8.8 Print shipments

By clicking on the “Print” button, you can print

the view you have called up.
You can select the number of copies to be

printed and the range of shipments to be printed.

The ranges have the following meaning:

All lines

Selected only

All shipments in
shipment management
are printed in accor-
dance with the filter
set.

Only the selected

shipments are printed.
Select the file in which the data is to be savedlmking on Hold down the CTRL
g key to select several

hipments with the
Then select the separator for the export and thgerahship- ship swi

ments to be exported.

mouse.
All of the shipments

that are not selected

are printed. In this

Not selected

The ranges have the following meaning:

All lines All shipments in shipment manage-

way, you can exclude
individual shipments
from the export.

ment are exported in accordance
with the filter set. Grouping and
sorting are not taken into account in
the export.

Only the selected shipments are
exported. Hold down the CTRL key
to select several shipments with the

Click on the “Preview” button to view the output
Selected only before it is printed and to select another printer.
If you click “OK?”, the shipments will be printed

on the default printer.
mouse.

All of the shipments that are not
selected are exported. In this way,

Not selected

you can exclude individual ship-
ments from the export.
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Print

Range

@ all

() Only selected ones
O unselected ones

Copies

Prink copies

Prewie

Q

Cance|

35



9 Archive shipments

To guarantee fast and clear work with shipment data,should archive old data stocks regularly. @ld¥ail Post-
KIT reminds you automatically once you have shiptaémyour data stock that are more than two moalkthsFor

this to occur, you must have activated the remiffgiection in the options.

NB: Please note that shipments which have not yet pemfded or are incomplete will not be archived.

Call up the archiving function via ttghipments- Archive shipmentsienu.

In the archiving dialogue, you can specify the mostiate directly or select it from the calendangshe pull-down
menu. Global Mail PostKIT will suggest a destinatdirectory, but you can change it. You can chahgadestina-
tion directory manually in the field or by openitite “Save as” dialogue and selecting the destinaticectory there

if you click on the selection butt([:].

Then click on the “Archive” button to start the aikéhg procedure.
If there are no shipments for the specified dategasage will notify you of this.

If you click on “Cancel” it will cancel the archivg process.

Important note: Archiving is not for data backuppgmses. You can only open (dearchive) archived fileéh your

existing (intact) installation. For information data backups, please read the section entitled iataup.

¥ Archiving

Archiving shipments

posked before the date specified here.

The Following archive File will be created:

Shipment posted before 10f 12005

Wyith this dialogue, wou can archive all shipments which were

CADocuments and Settingstall Users\application Datal\Deutsche E]

®

Archive

Q

Cancel
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10 Dearchive shipments

You can call up archived data stocks again viad#schiving function of Global Mail PostKIT.

NB: You can also dearchive data which was archivetguBbstKIT version 5.2 here if you copied over ggaky
data when you installed the new version. You cadeatchive shipment which were archived with anofest-

KIT installation (i.e. with other activation data).

Call up the dearchiving function via tihipments- Dearchive shipmentsenu.

In the dearchiving dialogue, you can select anddpe archive file from file management by clickiog the selec-

tion button[Z].

Then click on the “Dearchive” button to start theuddiving procedure. The shipment data will thertrbesferred to
shipment management for processing.

¥ Dearchiving g|

3 Dearchiving shipments
With this dialogue, wou can reverse shipment archiving

Please select an archive file:

ViNbstuttgart2\PostkIT\ Document)archivi31031 . pka [.]
Dearchive Cancel
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11 Address management

To update and maintain your addresses, call up ssldnanagement via thvdaster data— Addresses- Manage
addressesnenu.

The addresses are displayed on tabs, separate®ertders” and “Addressees”. Addressee managemée ie-
fault setting. By clicking on the tab icons, younahange between sender and addressee addresses.

With the quick filter, you can search for the addrgou want quickly on the tab in question. To doeniter a search
term and then click on the magnifying glass icoth®sright of the field to start the search. Orieegdearch has ended,
all of the entries for the relevant search ternt gl displayed.

You can filter and display addresses using specifteria by clicking on the “Filter” button.

To delete an address from address management, hedelgsired address, click on the “Delete” butind confirm
the security prompt.

By clicking on the “Close” button, you will end tliéalogue.

E2 Manape addresses

W Sender : Cuick Filker:
Shaort na... Hame Contact Street Puostc... | City State
» [ L A N =7 (e
ASDFDS SDFDSF 23213 SDFA
ooD EEE 2222 EER
EEEETT TTTT 231123 wWiOWE
ETERTERT ERTERT 3333 ERwW
ETERTERT ERTERT = ASD 3333 ERW
SASD SADFSD 1232 DSFGASD
SDFSDF ASDFASD 43434 SADFDS
£ ¥
g i i o =
o | 2 ol Q || =i
Change [ Delete Filter Close
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11.1 Create new address

The entry of new addresses via shipment preparhteral-
ready been described.

To create new addresses in address managementlible
“New” button.

Blank entry fields will be displayed on the scre€he cursor
will be in the “Short name” field.

There are three different categories of addresseahwhn be
saved in address management at the same timepmesht
preparation and label printing, only the type afli@ds which
has the highest priority is used.

These are the address categories, starting withigihest pri-
ority:

1. Major customer postcode Major customer with its
own postcode

2. P.O. Box postcode, P.O. boxShipments addressed
to P.O. box number with related postcode

Automatic location recognition for Germany

In the postcode and city fields, Global Malil
PostKIT 1.0 has a particularly convenient fea-
ture. If you enter the full postcode or part ahit
the relevant field and then move to the city field
using the mouse or keyboard, the known infor-
mation will be added automatically.

However, if you only enter part of the postcode,
you can only miss out the final digits. If the full
postcode is, for example, “12345", you can enter
“1234" or “123" and will probably receive a lot
of hits (all cities whose postcode starts with the
specified digits). However, “2345” or “345”
cannot be entered. Global Mail PostKIT 1.0
would then search for all cities whose postcode
starts with “2345". If there are several cities éor
postcode, a small selection list will appear in
which you can submit the right city in the dia-
logue for creating a new address by double-

3. Other: Shipments addressed to the name, street, post-clicking on the city in question or by selecting it

code, city, state and country

The screens for the sender and addressee addressagely
identical. Sender addresses can be assigned iensahd
therefore have the “Client” field. Addressee adgesshave the
“Customer no.” field instead. In addition, the “Gps” tab is
only relevant for addressee addresses and so caarseen in
the sender screen.

The “OK” button, which you need to click in orderdabmit
the address you have created to address managésnautt,
activated until all of the mandatory fields havedilled in.

& Create new address X

Short name Customerho

Marne Telephone

Contact | E-mail
Strest VAT no.
Reference
Postcode/city POB-PC PO box
State MC-PC

Country EIE v | AnsoLs v

% Motes |48 Contact | il Groups

and then clicking “OK”.

B |
Select city 3

Shertname | ad
Hame asd

Contact

Street

Postcodefcity | 17375
State:

Country DE v | GERmAny

% Motes |8 Contact | i1 Group

Q

Cancel

However, you can enter the city by hand in the
usual way. This will be the case if no information
on a postcode is found. It may be the case, for
example, that not all postcodes of Deutsche Post
AG’s major customers are stored.

Enter notes

You have the option of saving notes for each
address. Click in the notes field. You can then
store your comments on the address using free
text.
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* Motes |48 Coneact | 4L groups

Contacts

Open the “Contacts” tab.
To create a new contact, click on “New”.

To change an existing contact, select the entrgtohianged
and click on “Change”.

To delete a contact, select the relevant entryk dicthe “De-
lete” button and confirm the security prompt.

% notes | ¥ Contact |4k Groups
Tile | Sumame Fitst riame /| Function Telephone Fax r -
» [ T T I I E
Mr dif atsa s
Change
: ,

Assign new contact to an address
Click on “New” to open another dialogue.

Enter the data of your new contact and confirm titeyeby
clicking on “OK”. You can create up to 5 contaces pddress
in this way.

To cancel the procedure, click on “Cancel”. Datackhjou
have entered already will not be saved.

Create new contact

Title M v

Surname | ch

First name | el

Telephone | 012345/6759

Fax |

E-mail |

|
|
|
Function | |
|
|
|
|

Diate of birth |[]11/ 8/2005 v

v | @

o] 4 Cancel

Group assignment

Via the group, you have the option of assigning
your customers to specific categories (e.g. direc-
tion, sector, product, etc.). With bulk shipments,
this offers you the possibility of selecting groups
as you desire, and of controlling the dispatch of
your items in this way.

Open the “Groups” tab. If the customer is al-
ready assigned to one or more groups, the groups
will be listed here.

To delete an affiliation to a group, select the
group to be deleted and click on the “Delete”
button.

Assign groups to an address

To assign the addressee address to a group, click
on the “Add” button.

NB: The “Groups” tab is only visible when
you are editing addressee addresses.

Select the desired group from the list of groups
and click on the “OK” button. You can double-
click on the desired group too to apply it.

Groups are created and maintained in group
management.

¥ Select groups El

Name Desciiption
»

dasa dada
ggsh chit
sub ch
subh adshi
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11.2 Change address

To change an address, select an address by clickiitgvith
the mouse and then click on the “Change” buttoopen an-
other dialogue window. Alternatively, you can ojiba dia-
logue window by double-clicking on the address.

Click in the field that you want to change. Use T#B key to
move to other fields. In addition, you can entelespinsert or
change contacts and assign the address to onerercus
tomer groups in the lower part of the screen. The tae de-
scribed in the section entitled Create new address.

/% Change address EJ

Short name
Marme EEE

Customerhio
Telephone
Fax
Cankact - E-mail
Street WAT na.
Reference
Postcode/dity | 12345 || DFGSFD POB-PC PO bax
State MC-PC

Country AE * || UNITED ARAB EMIRATES s

® MNotes | @8 contact | 11 Groups

11.3 Search for and select addresses

In Global Mail PostKIT, there are various options €opying
existing addresses to shipment preparation. Theiddil

options are explained in more detail in the nextieas.

Search directly from the address fields of shipment
preparation

Search for a short name or customer number

Addresses that have already been stored in adair@sage-
ment can be called up directly if you specify arshame.

NB: As an alternative to the short name, you canthe cus-
tomer number when entering the addressee addrebgin
ment preparation. The Enter an addressee addiesmsef
shipment preparation describes how you can swigtiwden
the short name and customer number.

In the “Short name” field, simply enter the codeltd address
you are looking for and press the tab key. If thiengrecisely

one address with the entered short name, it will
be displayed directly in the address fields. If
there are several addresses with the same short
name in the address stock, the address selection
dialogue will open automatically and the ad-
dresses found will be listed for you to make your
selection.

Search for other address components

If you know other parts of the address (e.g. con-
tact name, company name, street, etc.), you can
enter the search terms directly in the relevant
entry fields.

Click on the address book icE Jor press the
F3 key to display the address selection dialogue

with the hits.

Search via “Select addresses” dialogue

The saved addresses are displayed for you to
select in this dialogue. You can limit the number
of addresses displayed by using the filter. When
you select addressee addresses in shipment
preparation, you can select several addresses in
order to prepare several shipments in a row.

£ Solect addresses 5]

Addresses found Quick ier:
Shortra.. /| Sumame Contact Sireet Postc... City State

B L

Name2 Name2 Name2|

Eilter Import.

Search via the quick filter

Filter active

The quick filter enables you to search for ad-
dresses quickly using a search term. The speci-
fied term is searched for in the most important
address fields.

Enter a term in the quick filter and then click on
the magnifying glass icon to the right of it or
press the Enter key. If Global Mail PostKIT finds
one or more suitable terms, all related entries
will be displayed.
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To deactivate the quick filter and display all addes, please
delete the search term and press the Enter key.

Search via the filter

If you click on the “Filter” button, you can filtehe addresses
which you want to display in the address list. Eittersearch
terms in the relevant fields and then click on*@&” button.
All addresses which contain the search terms ililisplayed.

&1 Filter addresses

Short name

Custamer na.

Mame

Postcodefcity

State

|
|
|
|
Street |
|
|
|
|

Counkry o || o |

|
|
|

MC-PC
Caontact

Reference
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12 Address import

In Global Mail PostKIT, you have the option of imiing addresses which you have saved in other fiarifeag.
Excel) into address management as an external adaveg.

Start the import function via tHdaster data— Addresses- Import addressesienu. Address books which have
already been created will be displayed here.

To change an address book which has been creatddoolthe “Change” button and make the desirechgba. The
procedure is the same as the creation process.

To import an external address book into address gament, select the desired address book and tieroal the
“Import” button to copy the addresses into addreasagement.

To delete an imported address book, click on thdeteébutton and confirm the deletion. The imporseftiress
book is removed from the list here. The addressemin in address management.

“« Import addresses

External address books

MHame Format Data source
cha ticrozoft Excel CACHA =I5
dch [Microsoft Excel

52
]
=

.E.i% il

Change Delete Import Close

1=
o]
=
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12.1 Create external address book

In this dialogue, you can configure the basic inhgettings.

The following formats and interfaces can be usedherad-
dress import:

Text with separators

Microsoft Excel® from version 5.0
Microsoft Access®

Microsoft Outlook®

Microsoft Exchange®

FoxPro®

dBase®

OoDBC

XML

Assign a name for the import file and select theffirmat
from the pull-down menu. With “Text with separaties”,
you can select either a semi-colon (;), commar(tal (TAB)
as the separator from the “Separator” selectidnlfisaddition,

you can specifpne other character (any character) as the field

separator (e.g. #, @ or | ) by entering it diseictithe entry
field. A selection which has already been madebsaaver-

written. More than one character cannot be usedfigdd sepa-

rator. If your file is in this kind of format, yomust firstly
adapt the formatting using a suitable text edifosdarch and

replace (e.g. @@ #).

If your file contains headers in the first lineumust select
the “First line contains headers” checkbox.

With some formats, a username and password masciéred
if the files or formats to be imported have beeutgeted. In
this case, enter the ID. If the ID is valid, theldis will be acti-
vated.

Then click on “Next” to continue the import procedur

"« Create external address book E]

Data source

Marme cha
Data format Microsaft Excel M
Data source Chcha xls E]

Separatar

Lser

Password

Assign fields

To ensure that the fields in Global Mail PostKIT
address management are filled correctly, you can
assign the external fields to the relevant fiefds i
address management using the drag and drop
method.

Move the mouse to an external data field. Press
the left mouse button and hold it down. Now
drag this field to the relevant Global Mail Post-
KIT address field. Release the mouse button.

Tip: Drag the name of your customer to the short
name too. Global Mail PostKIT will form a short
name from the name.

The name is a mandatory field which must be
assigned. In addition, there must be an assign-
ment to a short name (see tip) or customer num-
ber. If an assignment to one of the two fields has
taken place, the background of both fields will
change from yellow to white, which indicates
that the necessary information is available. The
same applies to one of the “P.O. Box-postcode”,
“major customer postcode” fields or the combi-
nation of “Postcode” and “City”".

If the minimum assignment requirements have
been met, all of the fields which were previously
highlighted in yellow turn white and the OK
button is activated. Therefore you do not need to
assign all fields of an address import to a field i
Global Mail PostKIT address management. In
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other words, your external address book could dofields
which are not provided at all in Global Mail Postkdr could
contain Global Mail PostKIT fields which the extatraddress
book does not know. However, you should assignasym
fields as possible so that you can submit as mufcinmation
as possible.

. Create external address book - field assipnments @

Mame ,Eh Format 1 M ¥ 7(9'
Tabie ~|
Extermal dat filds —
B R &
Customer no. | 1| |2
Mame F2 7 |
i gg 120
Contact }:FS
Strest: : 2\:
Pastcodejeity | F7 \ F§ :EFE
1]
State 1 | o pgg
el ] BN 1T
poB-PC | | PO box [ 7. T
MRS "r13
Telephore | T
Fax i 130
E-mal g
VAT na, il
Motes 3 i |
: =
Back Preview o Cancel

Preview of the addresses to be imported

Once all mandatory fields have been assigned, gawcheck
the addresses to be imported once again usindtieyiew”
button.

£, Tests and group assignments

Addebii Addebiil
BT
25842 Addebill
1148 A
25842 Addebiil
1114d A
RIATTIY
26842 Addebiil

12.2 Change external address book

Click on the “Change” button to change the settitaggn exist-
ing external address book. The procedure is the semthe one
described in the previous section for creating>daraal ad-
dress book.

12.3 Delete external address book

By clicking on the “Delete” button, you can remaadernal
address books that you have defined from the list.

12.4 Start import

To start the address import, click on the “Import”
button. The external address book data is now
displayed in the selection dialogue. In this dia-
logue, you have the option of selecting the ad-
dresses that you want to copy to Global Malil
PostKIT from all of the addresses available. You
can limit the amount of addresses using the filter
dialogue or the quick filter. To obtain a descrip-
tion of the filter options, please refer to the-sec
tion entitled “Search via the Select addresses
dialogue” in the address management section.

In addition to the filter options, you also have th
option of selecting specific shipments for import
by selecting these shipments in the list displayed.

Tip: Select several shipments by holding down
the CTRL key until you have selected all of the
desired shipments using the mouse.

& Select addresses X

After you have limited the amount of addresses
found, you can continue using “Import”.

Then you can configure the settings for carrying
out the import.

Range

Here, select whether you want to import all ad-
dresses found or just the selected addresses. If
there are only individual shipments which you do
not want to import from the addresses found, you
also have an “Unselected addresses” option. In
this case, all the addresses found are imported,
apart from the selected ones.
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Overwriting addresses

In the “Overwrite when” area, you can specify wiesisting
addresses should be overwritten by new, importgarsnts.

If you select several of the specified optionsydhke addresses
which match the selected criteria will be oververitt

Assignment of the imported addresses

Firstly, select whether the addresses are addressemder
addresses. For sender addresses, you must alsbtlelelient
to which the addresses are assigned.

When you import addressee addresses, you can dksign
directly to a group in order to be able to distispuhe im-
ported addresses easily from the other addresseola To do
so, select the group to be assigned or enter tine w&the new

group.

. Import addresses Pz|

Area Overwrite when

O all addresses [ shart name duplicated (and)
[Jcustomer no. duplicated (and)

(O Unselected addresses [Irame duplicated

Add ko Assign ko

(O senders Client

(®) addressees Group | w
‘ OF ‘ ‘ Cancel ‘
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13 Print addresses

With this dialogue, you can create a printed Ifshmmy quantity of the addresses stored in Global RiastKIT.
Start this function via th®laster data— Addresses» Print addressemenu.
You can limit the quantity of addresses to be pdnising the filter or the quick filter. To obtairdescription of the

filter options, please refer to the section erditi8earch via the Select addresses dialogue” imdaeess manage-
ment section.

¥ Print addresses

EBX

Cuick: filber: | |

W Sendet | Addressee

Short na..

Master

Surname

ch

Contact

Strest

> 8 WWW 123

Fllter

Poszte...

1234

I:it_l,l

gagag

Prlnt

State

=1

Close

After you have limited the quantity of addressebd@rinted, you can continue by clicking on thert® button.
Here, select whether you want to print all addre$send or just the selected addresses. If theremly individual
shipments which you do not want to print from thidr@sses found, you also have an “Unselected” mpitiothis
case, all the addresses found are printed, ajpanttiie selected ones.

In addition, you can specify the number of cop@eprint.

To obtain a print preview, click on the “Preview"ttan.
Select the preview too if you want to use a priotier than the default printer.

47



® Print

Range Copies

) all
(1 only selected ones Print copies

() Unselected ones

Presig (] 4 Zancel




14 Address export

You have the option of exporting the addresseshaue saved in order to use them in other programs.
Start the export function via tiaster data— Addresses- Export addressesmenu.

The screen shows all addresses created in addresgement that are arranged into sender and addraddeesses.
You can move between the sender and addresseeseli®y clicking on the tab in question.

You can limit the stock of addresses using theldfifier or the filter function by clicking on th#ilter” button.

Click on the “Export” button to reach the next diglie.

“ - Export addresses

4 Sender |“_f| Addressee Quick filcer: | |
Shart na... Surhame Contact Street Paoszte... | City State
> N N R
M azter ch bigh 1234 gagag
4 | bd
5 Q" =1
21 || E
Filter Export Close
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14.1 Select format for address export

After you have clicked on the “Export” button, anatldia-
logue will appear. Here, you can specify the fidenfat of the
export file.

The following formats and interfaces can be usedherad-
dress export:

Text with separators

Microsoft Excel® from version 5.0
Microsoft Access®

FoxPro®

dBase®

XML

Select the file format. With “Text with separatde$”, specify
either a semi-colon (;), comma (,) or tab (TAB)}fae separator
or define any character as the separator yourself.

In the “File” field, enter a file name for savingu file.

By clicking on the selection butt([Z], you can also select a
directory where your export file should be saved.

In the “Selection” area, you can define whetheohthe ad-
dresses found from the list of the preceding diadéoghould be
exported or only the selected or unselected ones.

When you have made your entries, click on the “®Ktton to
start the export. If you click on “Cancel”, you iglancel the
export without saving any data.

* - Export addresses

Drestinakion

Data format MMicrasoft Excel hd
File 45555
Separakor

Range

(&) all addresses () Orly selected ones () Unselected ones

Y ]8]
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15 Group management

By using groups, you have the option of assigniogrycustomers to specific categories (e.g. regidinsctions, sec-
tor, products, etc.). With bulk shipments, thiseoéfyou the possibility of selecting groups as gesire, and of con-
trolling the dispatch of your items in this way.

The group management screen is divided into twosadhof the groups created are displayed intarishe top
area. All addresses assigned to the selected greufsted in the bottom area.

i Manage groups E@@

Groups
M ame Diescription
daza dada Met
ggzh chi
sub cha
sub adzhi Change
DefEle
Members
Shart na... Surname Contact Street Fostc... | City
g4 e | | [12345 [DFGSFD g'
Add
Remove
£ >
Eer]|
Close
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15.1 Create new group

To create a new group, click on the “New” buttonjakhwill
open another dialogue. Assign a name for the gamapde-
scribe it. Click on “OK” to save the new group irogp man-
agement.

i Create new aroup g|

Mame of the graup | kmu
Description CHA

[ /] ® ]

Cancel

Tip: You can also create groups directly when you impor
addressee addresses.

15.2 Edit groups

To change a group, select the group in the listciiol on the
“Change” button. Make the desired changes in thlodue
which opens and then click on “OK” to save the them

15.3 Delete groups

To delete a group, select the desired group inisharid click
on the “Delete” button. Confirm the security proripremove
the group from group management. Deleting grougigevi

move all assignments which existed between anyeadds and

the deleted group.

15.4 Assign members to a group

After you have created a group, you can assign reesrtb it.
To do so, select the desired group in the list dicll on the
“Add” button.

In this dialogue, you can sort the addressee askelsén as-
cending or descending order by clicking on the moltname.
You can search for addresses using the quick bitéhe filter
function. Select the desired addresses and cottiiendialogue
in order to submit the addresses as members fartup.

To submit several addresses, you must select tieodid-
dresses in question. To do so, hold down the CTRLukéiy
you have selected all of the addresses using thiseno

‘addresses found Guick Fiter:
:

Shartname | Sumame Contact Stiest Poste... City State
Fe O
ot On

lew Adese Addebi Addebiil

1144 A
1144 A

1
A
1
A
New Adress 11 25842 Addebidl
A
A
New dress 11 25842 Addebil

oY '
(=]
Filter active Eilter Import.

15.5 Remove members from
a group

To remove members from a group, select the
group. Select the desired members from the list
and click on the “Remove” button. Confirm the
security prompt.

The addresses are just removed from the group
but are not deleted from address management.
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16 Client management

Global Mail PostKIT offers you client setup and ragament options. If you, as a service provider,agarthe mail
room for various other companies, you also havegi®n of managing addresses by client and postigments by
client.

In addition to the master address (sender addmebg)h is also the first (master) client in clientthorisation, you

can create any number of additional clients anit #uElresses. These additional sender addressebenfyr exam-
ple, subsidiaries or branches of your own company.

NB: You should create internal departments as sendéysrmt as clients.

The client management screen is divided into twasarall of the clients created are displayed iis&ih the top
area. All addresses assigned to a client are listdte bottom area.

= Client management

: Cliert Customer-no. [ ;
b B ————— | @'
add...

(B | Shortna.. | Name pEanaet (Steet [Becteods B
¥ Master ch bigl 1234 gagag

b N

£
Set as biling address El

The client (which is not the master)
only appears as a poster in the posting
list if it has a valid customer number
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and the “Set as billing address” button
has been clicked.

If the client does not have an EKP
number, it will only appear as the
sender on the shipment and, if
applicable, on the advice of delivery
and cash on delivery international
inpayment money order. The master is
then named as the poster on the
posting list.
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Create new client

To create a new client, click on the “Add” buttonojgen an-

other dialogue. Enter the name and the DeutschecHsstmer

no. here. When you enter the data, the customebeuyou
enter will be checked automatically to ensure @¢dsrect. En-
ter the client’s bank details if cash on deliverternational
inpayment money orders for this client’s shipmertsto be
printed with Global Mail PostKIT.

Click on “OK” to confirm the entry and return toetltlient
dialogue. Click on “Cancel” to go to the client ldigue with-
out saving your data.

In this way, you can create or change further tdieind the
procedure by clicking on “Close”.

i Add client X
Client data
Client |

Custormet no,

EBank details

Account holder
Account noJIBAN

Bank name/BIC

16.1 Edit client

To change a client, select the desired client idigheand click
on the “Change” button. Make the desired changésarlia-
logue which opens and then click on “OK” to saventh

16.2 Delete client

To delete a client and the related addresses, sktedesired
client in the list and click on the “Delete” butta@onfirm the
security prompt to remove the client from clientragement.

NB: Deleted clients cannot be selected when furshgg-
ments are created. Shipments which have alreadydree
ated or posted will not be affected.

16.3 Assign sender to a client

After you have created a client, you can assign
sender addresses to it. To do so, select the de-
sired client in the client list and click on the
“Add” button in the bottom part of the screen.

The dialogue from address management for cre-
ating a new sender address will open (please read
the relevant section for a detailed description).
The client is already entered in the dialogue and
cannot be changed.

Enter the relevant sender data and then confirm it
by clicking on “OK”. The data will be saved.

If you want to assign several sender addresses to
a client, repeat the procedure for each sender
which you want to assign to your client.

16.4 Change sender address

To change a client address, select the desired
address and click on the “Change” button. Make
the desired changes in the dialogue which opens
and then click on “OK” to save them.

16.5 Delete sender address

To delete a client address, select the relevant
client. Select the desired address from the ad-
dress list and click on the “Delete” button. Con-
firm the security prompt.

16.6 Change billing address

You can see which is the billing address because
the checkbox for it contains a tick in the “BA”
(billing address) column.

If a client has several sender addresses, you can
define which of them should be used as the bill-
ing address. To do so, select your client from the
client list in order to list the sender addresses i
the bottom part of the screen. Then click on the
desired sender and click on the “Set as billing
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address” button. Bills will now be sent to the stte sender
which is marked with a tick.

The billing address will be printed on the postiisg, lprovided
that it has been specified in the options thatrakipts should
be posted in the name of the client.

BA | Short na... | Mame
¥ Master ch

|4'\

o

Set as I;illmg address
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17 Options

While running the application, you can make chang@gshe Global Mail PostKIT options.

Call up the options using thdaster data— Optionsmenu. If the application is protected with an aastrator pass-

word, you must specify the password in order tahdahe options dialogue.

The dialogue for setting the shipment preparatidioop is set as the entry window.

The options window is divided into two windows. hetleft-hand window, you will see a navigation tvégch you
can use to move to various Global Mail PostKIT arfeet which options can be set. In the right-haactien, the

options are displayed for the selected Global RRa#tKIT area.

17.1 Shipments

Shipment preparation options

Select “Preparation” in the navigation tree to tigghe op-
tions for shipment preparation. The individual araee de-
scribed in more detail in the next sections.

If you have changed the options, click on the “Afifdutton to
save the settings. Click on “OK” to apply the chasignd close
the window.

Define tab stops

You can define which fields the cursor should skiphipment
preparation if you want to move between the indiaidfields
using the TAB key. To do so, remove the tick frdra theck-
box next to the field to be removed.

You can only move to fields which have been mankéH a
tick if you use the tab key to move between fields.

Default sender address

In this area, you can specify which sender addsiesald be set
as the default in shipment preparation. Selectiéséred option
field by clicking on it with the mouse.

Other settings

Here, you can specify whether Global Mail PostKiibsld
automatically generate consecutive shipment numbkes a
shipment is being completed. The “Automatically gete
consecutive shipment numbers” checkbox must beaet
for this.

With automatic consecutive number generation,
you can choose whether to use the shipment
numbers without any further actions or whether
you should confirm each number generated after
any changes in a dialogue. Set the option by
placing or removing the tick in the checkbox.

If you want Global Mail PostKIT to warn you if
a short name has not been assigned when a new
address is created, select the relevant checkbox.

X

Shipment provision options

Here, you can specify whether you want to post
shipments in shipment provision in your own
name (master) or in the name of the client with
its own customer number. The posting lists will
be generated accordingly. Select the desired
option field for this.

If you have changed the options, click on the
“Apply” button to save the settings. Click on
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“OK” to apply the changes and close the window.

X

ccccc dingly.

posting
@ Inthe name of the clisnt
O all shipments through the master

Cape]

Printing options

Here, you can set which print output is generateshipment
preparation and provision.

If you have changed the options, click on the “Afifdutton to
save the settings. Click on “OK” to apply the chasignd close
the window.

Print products for shipment preparation

If you want to print directly on the existing cash delivery
international inpayment money order with Global MRost-
KIT, please select the checkbox.

Then configure the necessary settings describedvifetothe
printer used.

To deactivate printing on a cash on delivery intéomal in-
payment money order, click on the selected checkbakat it
no longer contains a tick.

Print international advice of delivery

If you want to print advice of delivery documergslect the
“International advice of delivery” checkbox.

Then configure the necessary settings describedavifetothe
printer used.

Select printer

You have the option of specifying the printer whishespon-
sible for printing international advice of deliveilpcuments
and, independently of that, for the cash on dejiveterna-
tional money order. If “International advice oflidery” is
selected, you can choose one of the printers ledtédr print-
ing the advice of delivery documents in the comtiamefield
below the checkbox. If you want to use a diffeqarter than
previously for printing your forms, select it fraime installed
printers. If you select a new printer here, it witipear as the

selected printer next time you open the print
screen. The printer to be used for the cash on
delivery international inpayment money order
can be selected once the checkbox has been se-
lected.

Of course, all print products can be output on the
same printer.

Set printer properties

If you want to change the printer properties of
the selected printer, click on the relevant “Printe
properties” button. The standard Microsoft Win-
dows dialogue for printer properties will then
open.

Set printer offset

To adjust the position of the printout on the
forms, click on the “Printer offset” button.

Here, you have the option of adjusting the posi-
tion of the printout in the “Horizontal” and “Ver-
tical” directions, to take account of any printer
inaccuracies.

Label printing

If you want to print labels, select the “Print la-
bels” option in the label printing area. You can
find a detailed description on label printing i th
Print label section in the shipment preparation
section.

X

Label printing

yyyyyyy

OB

Options for the labels used

Global Mail PostKIT helps you to print on DIN
A4 label sheets. Here, you can provide all the
necessary information for describing the label
sheet you use.
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X

size of the label Distance between labels

width  [1 2| mm Horizonel [t

Height |1

Nurtber of labels per page

Frintout position per page

Horzortal 10
Per column [

pppppp

Print following information

By making specific selections in the “Sender” aAdldressee”
fields, you can define the information to be préhta the la-
bels.

Label size

Please enter the height and width of a label itimmétres here.

Spacing between labels

Please enter the horizontal and vertical distaeteden the
labels in millimetres here.

Number of labels per page

Please enter the number of labels per column amdhee.

Position of the printout per page

Here, you have the option of adjusting the positibthe print-
out in the “Horizontal” and “Vertical” direction$p take ac-
count of any printer inaccuracies.

Archiving options

To guarantee you can work quickly and clearly wité data,
you should archive old data stocks regularly. Hgog, can set
the application to remind you about this automdiic# you
do so, you will be reminded as soon as there apengmts in
your data stock which are more than two months old.

If you have changed the option, click on the “Agpiutton to
save the settings. Click on “OK” to apply the chasi@nd close
the window.

NB: Archiving data stocks should not be used to back u
data. It is only designed to prevent the applicafrom
slowing down because of excessive data stocks. iHee
through dearchiving, you can neither integrateattohived
data stocks in a Global Mail PostKIT installatiom another
PC nor on your own PC after Global Mail PostKIT bagn

newly installed (e.g. because of continuing
problems or application failures). To do this,
use the various export functions in shipment
management and in the address area.

The data saved in Global Mail PostKIT (ad-
dresses, shipments, etc.) is stored in the Global
Mail PostKIT installation directory. Please back
up this directory regularly so that you do not lose
any data. If you have to set the system up again
because of a fault, please firstly install Global
Mail PostKIT as described above. Then replace
the content of the Global Mail PostKIT installa-
tion directory with the backed up files. If you
have any problems please contact the Global
Mail PostKIT hotline.

[Remind about archiving

17.2 Password

Here, you have the option of changing or assign-
ing existing passwords if you have not already
specified them in the initial configuration. Inghi
way, you can protect Global Mail PostKIT
against unauthorised access.

If you assign an administrator password, the
password will be requested when some adminis-
trative Global Mail PostKIT functionalities are
called up, such as changes to the options or
Internet settings. If you do not assign an adminis-
trator password, these functions can be called up
by users without administrator rights.

The user password is only requested when
Global Mail PostKIT starts.

Enter the password and repeat it in the confirma-
tion field. The password is case-sensitive and
must contain 6 to 18 alphanumerical characters.
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After you have entered it, click on the “Changespasrd”
button to submit the password. It will be effectiramediately.

In all other respects, the passwords assigned here
are independent of the user ID and password
which are given to you for activation. These are
relevant, for example, for accessing the online
services in the special mail services area of
Deutsche Post AG’s website.

L= options

£

‘NB:

slphanumerica |

the password 0 b d 18
cters n ength.

1 you do not wank to set up a password, leave the Passwordfield blark.

Password for the administrator Password for the user
passnord | | pwewed | ]

Confimation | | Confirmation | |
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In the Internet settings, which you can call upthi@Master data— Internet settingsnenu, you can set how Global
Mail PostKIT should establish an Internet connettm Deutsche Post's server.

The settings and procedure are the same as fontéraét wizard which is called up when you stadtal Malil
PostKIT for the first time and is described in thernet wizard section.
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19 General Global Mail PostKIT functionalities

In the next sections, general functionalities arsctdibed which may be used repeatedly in the vasoreens of
Global Mail PostKIT and which are designed to malaasier for you to work with Global Mail PostKITh particu-
lar, they are functionalities for moving to entiglfls, searching and finding addresses, and disglagbles.

19.1 Marking mandatory fields and
fields with incorrect entries

Fields which contain invalid values are highlightedellow.
Mandatory fields are yellow until a value is entene them.
Once a valid entry has been made in them, theywtite.
Blank white fields are optional fields and do natf to be
filled in.

19.2 Table properties

Change the column width of tables

In general you can change the size of the individamns
using the mouse. To do so, click on a separatdrthetmouse
turns into a double-ended arrow. Then press therlefise
button down and drag the black line which appeatké de-
sired direction, then release the mouse buttoheatiésired
place.

Shipment Status
Shipment no. Code -
v
RR 1111 1112 4DE b
RR 1111 1113 8DE b
RR 1111 1114 1DE M
RA 1111 1115 5DE e
RA 1111 1116 9DE W

RR 1111 1117 2DE

P A A a e

Sort shipments by table column

In general, you can sort tables by all table colsiaiphabeti-
cally and numerically in ascending or descendireorTo do
so, you simply have to click on the header of thieimn in
question.

Postcode
20000 .
] ascending | o decendi
30000 30000

20000

Postcode

Change column arrangement

Within a table, you have the option of rearrang-
ing the columns using the drag and drop func-
tion. Click on the column which you want to
reposition within the area. The column to be
moved will be duplicated and shown in a semi-
transparent form. Hold down the mouse button
and drag the column to the desired position,
which will be displayed by two green arrows.
Then release the mouse button to reposition the
column.

In our example, the “Posting” column is posi-
tioned to the right of the “ID” column in the table
headed “Shipment”.

Yatus
Code - Tex — Code 1| Comments Text
Date = Comments. Date.
EL P

ost Post
117872005 117872008

EL Post Post
117872006 117872006

NB: The columns can only be moved under
the same table header. For example, the
“Name” column from the table headed “Ad-
dressee” cannot be placed in the same area as
the table headed “Sender”.

19.3 Keyboard navigation in
tabs
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Individual tabs can be brought to the foregroundaia key-
board shortcut (ALT + the underlined letter in tab hame). In
addition, you can go through the tabs using thevakeys (-
and -) if the focus is on a specific tab. The tab is lgfttu
forward:

shipments | Posting list | Logs

In the figure, the tabs were selected within shiphpeovision.
The focus is on the “Shipments” tab. You can chahgédo-
cus, using Alt + u for “Shipments”, Alt + f for “Bting list”
and Alt + p for “Logs”.

Because it is possible to use the dialogue withk#yboard
alone, preparing shipments is generally much mongenient,
as it is not necessary to keep switching betweerkélyboard
and mouse. This applies in particular if a lotlmpsnents have
to be prepared where new addresses need to beedcor

In all other respects, the passwords assignedaner@depend-

ent of the user ID and password which are giveyotofor
activation. These are relevant, for example, foessitig the
online services in the special mail services afdaentsche
Post AG’s website.

and 18
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If you have questions or suggestions about thigrara
version, please do not hesitate to contact us.

Use our info line or
Internet address.

Customer service number

Mon-Fri, 8 am — 6 pm

We will be pleased to help you.

E-mail

http://www.dhl-globalmail.com/postkit.

Deutsche Post AG

Mail International Production Branch
Mail International Customer Service
- Global Mail PostKIT -

60611 Frankfurt
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Deutsche Post AG provides the products

and services described in the Global Mail
PostKIT dispatch software under the brand name
DHL Global Mail for customers outside

Germany.



