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1 Installation 

1.1 General 

The information in this document has been published without consideration of any patent protection. Trademarks are 

used without any guarantee that they can be used freely. Great care was taken in the compilation of text and figures. 

Nevertheless, errors cannot be entirely ruled out. The publisher and authors accept no liability for incorrect informa-

tion and its consequences, either judicially or in any other way. All rights reserved. 

Global Mail PostKIT contains licensed character sets of IDAutomation.com, Inc. These character sets may only be 

used as part of and in conjunction with Global Mail PostKIT. 

combit Software GmbH owns the copyright to the List & Label function. 

1.2 Technical requirements 

Computer system 

PC, at least with Intel Pentium processor or comparable. Pen-

tium II recommended. 

Graphic resolution: at least 800x600, high colour 

At least 32 MB working memory; 64 MB recommended 

100 MB spare hard drive capacity for programs and data 

Operating system and software 

� Microsoft Windows XP® 

� Microsoft Windows NT4®, SP6 

� Microsoft Windows 2000® 

 

Additional requirements: 

� Adobe Acrobat Reader® from version 5.0.5 

You can download the software free of charge from 

www.adobe.de. 

Printer 

All Windows-compatible system printers. However, laser 

printers are recommended as the barcodes require a high-

quality resolution. 

Requirements for using online services 

You need Internet access to use the optional 

online services. 

 

� Supported Internet accesses types: 

� Local network (LAN) 

� Data transfer network via telephone dial-up 

� T-Online® 

� AOL®. 

 

You need an Internet browser to directly call up 

(optionally) HTML pages containing information 

on the shipment’s status. 

Supported Internet browser: 

� Microsoft Internet Explorer 5.5® or higher. 

User rights 

To install Global Mail PostKIT, you must be 

logged in as a user with administrator rights. 
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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 “PkInstallerPrinter.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. 

 

 

 

    
 

General licensing conditions 

Please read the general licensing conditions carefully. If you 

accept them, select the option “I accept the licence agreement” 

in order to continue the installation process. If you select the “I 

do not accept the licence agreement” option, you can only 

cancel the process or return to the previous window.  

 

Click on “Next” to continue the installation process. 
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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.  
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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. 
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1.5 Data backup 

The data stored in Global Mail PostKIT (addresses, shipments, etc.) is stored in what is called a data directory. The 

data directory is displayed during the installation process. Please make a note of this directory and back it up regularly 

to ensure you do not lose any data. The data directory is dependent on the installed operating system. In Windows XP 

and Windows 2000, the path is generally “C:\Documents and Settings\All Users\Application Data\Deutsche 

Post\Global Mail PostKIT\”, while in Windows NT it is usually “C:\<WINDOWS Folders>\Profiles\All Us-

ers\Application Data\Deutsche Post\Global Mail PostKIT\”. <WINDOWS Folders> denotes the name of the folder 

which contains files for organising Windows. This can vary (“Windows”, “WINNT”, etc.). In some operating sys-

tems, you can determine the directory where the path “\Application Data\Deutsche Post\Global Mail PostKIT\” should 

be located, as follows:  

 

• Open a command line window (Start � Run � Enter “cmd” � OK) 

• Execute the command “echo%ALLUSERSPROFILE%” by entering it on the keyboard and then confirming 

it by pressing the Enter key. In older operating systems, the command may be “echo %ALLUSERS%”. 

• The path you are looking for will be displayed. 

 

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 data directory with the backed up files. In the event of 

problems, please contact the Global Mail PostKIT hotline. You can find the contact details for it in the “Contact” 

section. 
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2 Internet wizard 

If you want to set up an Internet connection to Deutsche Post’s server, use the Internet wizard, which will help you to 

configure your connection. 

You need an Internet connection if you want to register online or find out the status of a shipment. 

The Internet wizard is called up automatically the first time you start Global Mail PostKIT after installing it. You can 

make settings and changes later on in the Global Mail PostKIT application in the Master data → Internet settings 

menu. 

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

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

without saving any data. 

 

Follow the instructions given by the Internet wizard. 

2.1 Selecting the Internet access 

Select the type of Internet access you want here. You can 

choose between the connection types set up on your system. 

Data transfer network 

A requirement for this is the setup of data transfer connections 

in Windows network connections. Select the data transfer con-

nection which Global Mail PostKIT should use for the connec-

tion setup. 

Local network 

If you are connected to a local network with access to the Inter-

net, select this setting. 

T-Online, AOL 

These access types are only available if the provider software is 

already installed on your system. 

Manual connection 

If you do not want Global Mail PostKIT to set up a connection 

to the Internet automatically for online functions, choose this 

option. You will then have to set up the Internet connection 

manually each time before you can use the online functions. 

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”. 
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3 Initial configuration wizard 

To be able to register and serve you as a Global Mail PostKIT customer, Deutsche Post requires some data from you. 

The Global Mail PostKIT software has an initial configuration wizard for this purpose, which can help you to config-

ure the basic settings for handling Global Mail PostKIT. The initial configuration wizard is called up automatically 

the first time you start Global Mail PostKIT after installing it, and after the Internet wizard has been closed.  

 

If basic settings have to be changed during day-to-day work, these changes can be made subsequently in the Master 

data → Options menu. 

 

Welcome dialogue of the initial configuration wizard 

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

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

without saving any data. 
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3.1 Entering master data 

The master address is the sender address which, as standard, is 

printed on all labels and lists as the sender. If you process 

shipments as a service provider for various clients, you can 

post the shipments in the client’s name. Please refer to the  

management 

 

Please enter the data as you wish. You can move the cursor 

from one field to the next using the TAB key. However, by 

clicking the mouse, you can position the cursor in the field 

where you want to make an entry. 

 

NB: Fields highlighted in yellow are mandatory fields and 

must be filled in. After the data has been entered, these fields 

turn white. Blank white fields are optional fields and do not 

have to be filled in. 

 

The “Next” button, which takes you to the next dialogue, is not 

activated until all mandatory fields have been filled in. 

 

You can change the information on your personal identification 

and bank details at a later time in the client management of 

Global Mail PostKIT.  

 
 

Customer number, telephone, e-mail address of the 

master 

If you are already a business customer of Deutsche Post, you 

must enter your ten-digit customer number here. If you are 

not a business customer of Deutsche Post, you will receive 

your personal customer number when you register.  

 

The e-mail address and customer number are 

checked to ensure their format is valid. Invalid 

entries are highlighted in yellow. 

 

If all entries are valid, the “Next” button will 

take you to the next dialogue. 

 
 

Bank details of the master 

If you want to print international inpayment 

money orders for international cash on delivery 

shipments using Global Mail PostKIT, please 

enter your bank details here. Please use the valid 

IBAN and BIC codes (you can find them on your 

account statement).  Please note that a German 

bank account is required in order to be able to 

use the cash on delivery special service. 
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The “Next” button will take you to the next dialogue. 

 

 
 

3.2 Defining the default sender 

address 

Here, you can specify which address should be used as the 

default sender address for shipment preparation. To do so, 

select the desired option by clicking on it. You can change this 

setting at a later time in the Global Mail PostKIT options.  

 

NB: If you have selected the “Last address used” option, you 

must always select the first address when you restart Global 

Mail PostKIT. 

 

The “Next” button will submit the selected option and take you 

to the next dialogue. 

 

 

 

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 
 

 

13 
| 

 

 
 

3.4 Assign an administrator 

password 

Here, you have the option of assigning an administrator pass-

word in order to protect administrative Global Mail PostKIT 

functionalities, such as changes to the options or adjustments to 

the Internet settings, against unauthorised access. For more 

details, please read the information in the dialogue window.  

 

If you want to set an administrator password, enter the pass-

word and repeat it in the second field. If you do not specify an 

administrator password, please note that all users will have 

access to administrative functionalities without being verified. 

In this case, you must confirm the security prompt in order to 

reach the next dialogue.  

 

You can enter or change the administrator password at a later 

time in the Global Mail PostKIT options. 

3.5 Assign a user password 

Here, you have the option of assigning a user password to pro-

tect the application from unauthorised access. For more details, 

please read the information in the dialogue window. If you do 

not want to assign a user password, you can click on “Next” 

directly. Otherwise, enter your own password under “Pass-

word” and repeat it in the “Confirm password” field.  

 

You can enter or change the user password at a later time in the 

Global Mail PostKIT options. 

 

Click on “Next” to reach the next dialogue. 

 

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. 
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4 Register Global Mail PostKIT  

Your master data will already be entered automatically in the 

registration screen. Please complete or correct the information 

if required. 

 

Use TAB to move the cursor from one field to the next. You 

can also position the cursor by clicking the mouse. Fields high-

lighted in yellow are mandatory fields and must be filled in. 

After the data has been entered, these fields turn white. Blank 

white fields are optional fields and do not have to be filled in. 

 

If you are already a business customer who is registered for 

using the online services of the special mail services area in 

www.deutschepost.de, please enter the ID that you use for 

logging into online services in the username field. 

 

Once you have filled in the mandatory fields, the “Print appli-

cation” button will become active. 

 

If you have set up an Internet connection to Deutsche Post in 

the Internet wizard, you can register online by clicking on the 

“Online” button. Your registration will then be transferred to 

Deutsche Post via the Internet connection. If you wish, you can 

print out your registration application for your records. 

 

If you have not set up an Internet connection in the Internet 

wizard, you must print the registration application and send it 

to the address specified on it. To do so, click on the “Print 

application” button.  

 

To cancel the procedure, click on “Cancel”. Data which you 

have entered already will not be saved. 

 

If you decide to register later, you can call up the registration 

dialogue later on using the Applications → Register Global 

Mail PostKIT menu. 

 

 
 

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 have not 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 



 

 Registration 
 

 

16 
| 

 

for the information in the response belonging to your last 

registration application. 
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5 Activate Global Mail PostKIT  

Once you have received the letter containing Deutsche Post’s 

response, you can activate Global Mail PostKIT in order to use 

the full functionality of Global Mail PostKIT. 

 

Start Global Mail PostKIT and open the activation dialogue via 

the Applications → Activate Global Mail PostKIT menu. 

 

Then the dialogue will appear for entering the activation code. 

Now enter the reference number, customer number, username 

and password that are specified in your letter and then repeat 

the password. If you want to save the password for future use, 

select the “Save password” box. Now enter the activation code 

in the four fields in the “Activation code” field. Once you have 

entered all your information, the “OK” button will be activated. 

 

NB: The username and password which you receive on reg-

istration are required for online queries. However, you must 

always enter these values, even if you do not want to use the 

online functionality at first. With this username, you can also 

access the information pages for business customers on 

www.deutschepost.de, independently of Global Mail Post-

KIT. 

 

NB: Do not confuse the username and password with the 

administrator or user password which prevent unauthorised 

access to Global Mail PostKIT functionalities. 

 

Click on the “OK” button to confirm the activation. If the en-

tries are valid, Global Mail PostKIT will be activated for you 

and you will receive a message to this effect. 

 

NB: The activation code consists of the numbers 0 to 9 and 

the letters A to F. When you type it in, make sure you do not 

confuse the number “0” with the letter “O”. 

 

Click on “Cancel” to cancel the activation procedure. The data 

you have entered will not be saved. 
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6 Shipment preparation 

All shipments are recorded for dispatch within shipment preparation. 

 

You can call up the shipment preparation screen using the shipment preparation button  in the tool bar, or via 

the Shipments → Shipment preparation menu or by pressing the F2 key. 

 

NB: Fields highlighted in yellow are mandatory fields and must be filled in. After the data has been entered, these 

fields turn white. Blank white fields are optional fields and do not have to be filled in. 

 

If you want to reject all of the information on a shipment, you can reset the shipment preparation screen without sav-

ing your data by clicking on “Delete”. Information on the sender, addressee and shipment reference will be deleted. 
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6.1 Select client 

If you work with clients, you can select the client which you 

want to prepare shipments for here. The completed shipments 

will be assigned to this client so that they can be managed 

separately for the client at a later time. 

If you want to assign the shipments to a different client, select 

the desired client from the list. To create a new client, you must 

go to the client management area using the Master data → 

Clients… menu. 

 

NB: If you do not work with clients, the name of your com-

pany will be shown here, like in your information when you 

set up Global Mail PostKIT; a selection is not possible. 

6.2 Scroll through shipments 

You have the option of scrolling through the prepared ship-

ments using the navigation bar in the header of the shipment 

preparation screen. 

 

 
 

In the selection list located to the right of the navigation bar, 

you can also choose which shipments you want to scroll 

through. For example, you can easily reach postponed ship-

ments and complete them. Postponing shipments is described 

in more detail below. 

 

 
 

6.3 Enter the sender address 

If you are preparing a shipment and, in the options, have indi-

cated that you want to use the last address used, the sender 

address from the previous shipment will remain in the screen. 

If you have not selected this option, you must enter the 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 icon . 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. 
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6.4 Enter an addressee address 

Select an addressee address from address management by 

clicking on the address book icon . If you have entered 

other information in the addressee area before, the existing 

addressee addresses will be filtered using this information, like 

a search. You can find further search criteria in the “Filter” 

dialogue which is reached via the “Select addresses” dialogue. 

You can search for a group in particular there (see Select mul-

tiple addressee addresses). 

 

When you enter a new address and fill in the short name or the 

customer number, the addressee address will be saved in ad-

dress management as soon as you click on “Finish”. If you 

leave the short name and the customer number blank, the ad-

dressee 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 move between the individual entry fields using the tab 

key. In the options that you can reach via the Master data 

 → Options menu, you can define which fields to skip when 

you are navigating with the tab key. This enables you to make 

entries quickly using the keyboard, as you only move to the 

fields you actually require. However, you can go to the skipped 

fields at any time by clicking in them with the mouse. 

 

If you have selected Germany as the country, Global Mail 

PostKIT will assist you in the postcode and city fields by 

automatically adding the city for the postcode. If you enter the 

full postcode or part of it in the relevant field and then move to 

the city field using the mouse or keyboard, the known informa-

tion 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). How-

ever, you cannot enter “2345” or “345”. Global Mail PostKIT 

would then search for all cities whose postcode started with 

“2345”. If there are several cities for a postcode, a small selec-

tion list will appear in which you can submit the right 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. 

 

 

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.  

 

� Copy the customer’s address from the letter 

onto the clipboard (for example via Edit → 

Copy). 

 

� Go to Global Mail PostKIT. 

 

� Click on the  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 application, select and 

copy the address there again and click on the “Refresh” 

button in Global Mail PostKIT to submit the changes 

made.  

 

� The “Cancel” button cancels the process without saving 

the data you have entered. 

 

� If everything is correct, click on “OK”. The addressee 

address will be copied to the shipment preparation screen. 

When you assign a short name or customer number, the 

addressee address will be saved in address management 

too. 

 

NB: It is only possible to copy addresses in shipment prepa-

ration. Addresses which were corrected in Global Mail 

PostKIT are not copied automatically into the letter to the 

customer. 

 

 

 

Select multiple addressee addresses 

You have the option of selecting several addressee addresses at 

once. To do so, open the address selection dialogue in shipment 

preparation by clicking on the address book icon. In the “Select 

addresses” dialogue which then appears, you can select any 

addresses and submit the selection you have chosen in ship-

ment preparation by clicking on “OK”. You can select con-

secutive addresses by holding down the SHIFT key and arrow 

keys or by holding down the SHIFT key and clicking on the 

last entry to be selected. If individual selections are to be re-

moved from a selected list or further entries, which are not next 

to each other, are to be selected, you can do so by holding 

down the CTRL key and clicking on the mouse. Consecutive 

mouse clicks on an entry with the CTRL key pressed down will 

select and then deselect the entry. 

 

After you have clicked on “OK” to copy the selection to ship-

ment preparation, you will not be able to change the informa-

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: 

 

� 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 selected in Options → 

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 file format sup-

ported by Global Mail PostKIT. Now proceed as follows: 

 

Create a new group in group management as described in 

Create new group. Call this “Dunning May 2004”, for example. 

 

� Import the addresses via Master data → Addresses → 

Import addresses. To do so, proceed as described in Create 

external address book and  Start import. 

 

� When you start the import, you can assign all addresses 

selected for the import to one group before you carry out 

the actual import in the “Import addresses” dialogue. Se-

lect the group you created previously – in our example, 

“Dunning May 2004”. 

 

Now the customer addresses in question will be available in the 

address management of Global Mail PostKIT and you can 

prepare the shipments. To do so, proceed as follows: 

 

� You can open the address book using the address book 

icon in the “Addressee” area in shipment preparation. 

 

� Open the “Filter addresses” dialogue using the “Filter” 

button. 

 

� You can select one of the existing groups via the “Group” 

filter criterion. Select “Dunning May 2004” or the group 

you have created and leave the dialogue by clicking on 

“OK”. 

 

� The addresses for the dunning notices will now be listed in 

the “Select addresses” dialogue. 

 

� Select the whole list using the key combination CTRL + a. 

� Leave the dialogue by clicking on “OK”. 

 

� Shipment preparation now shows that several addresses 

have been selected. After selecting the sender and product, 

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 groups. Create 

your groups in such a way that they serve your post dispatch 

needs in the best possible way. Efficiently dividing the ad-

dresses into logical groups can become increasingly important 

as your stock of addresses grows. 

 

6.5 Product selection 

The products are displayed in the lower part of the shipment 

preparation screen.  

 
 

You can select the basic product and the special services by 

selecting the checkboxes. 

 

If you have selected the “advice of delivery” special service, 

you must select the relevant Mail Terminal. 

 

NB: The name of the customer and the responsible Mail 

Terminal are printed on the advice of delivery. Therefore, 

please ensure the Mail Terminal is assigned correctly to your 

shipments with advice of delivery.  Only correct assignment 

will ensure that the advices of delivery are returned to the 

right senders. 

 

If the “cash on delivery” special service is selected, the cash on 

delivery amount must be entered in the relevant field. You can 

only enter a cash on delivery amount in this “Amount” field if 

you have selected the “cash on delivery” special service. The 

figures in euros and cents must be separated by a comma. 

 

NB: Please note the country-specific cash on delivery regu-

lations. They are displayed on the Internet at www.dhl-

globalmail.com. 

 

6.6 Assigning the shipment number 

After you have filled in all required fields for shipment prepa-

ration in the shipment preparation screen, click on the “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 Mail 

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 each case so that 

you just have to check it and confirm it. 

 

NB: Please ensure that the suggested shipment number al-

ways matches the number on the shipment. In particular, 

each time you change the label roll, the suggested shipment 

number must be corrected manually. 

 

You can activate automatic generation of consecutive shipment 

numbers in the options. 

 

Once the shipment number is entered in the dialogue, confirm 

the entry by clicking on the “Submit” button. The shipment 

will now be generated and transferred to shipment provision. 

The shipment preparation screen is now available for entering 

another shipment. 

 
 

6.7 Postpone shipments 
If the current shipment preparation data is incomplete, you can 

buffer the shipment by clicking on the “Postpone” button. In 

shipment provision, these shipments are highlighted in yellow 

as they are not yet ready for posting (see Scroll through ship-

ments). 

 

Once you have all of the information for this shipment at a later 

time, you can finish the shipment for shipment provision. 

6.8 Delete shipments 

By selecting the “Delete” button, you can delete the entry 

fields in the screen if the current shipment is not yet finished or 

has been postponed. 

A shipment which has already been saved is removed from the 

database if you click on “Delete”. You can view saved ship-

ments by scrolling through them in the navigation bar (see 

Scroll through shipments). In shipment provision, you can 

display a shipment by selecting “Edit” in shipment preparation 

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 in Master 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 (under Master 

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 delivery in 

shipment preparation and shipment provision. 

 

6.11 Print label 

With Global Mail PostKIT, you can create the 

address labels for your shipments yourself. Un-

der Master 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 specify your 

details for printouts. 

 

After you have made all of your settings, begin the printing 

process by clicking on “Start”. 

 

NB: If you want to view the print layout before you start 

printing, please select “Preview”. You can then start printing 

from the preview window. 

 

Output medium 

 
 

In the “Output medium” area, you can change the printer by 

clicking on “Change”. In addition, you can choose to print 

using the printer you have selected or go to a preview window 

instead. Under “Output on…” you can choose between a 

printer and a preview. 

 

You can make these changes on a one-off basis or save them as 

a new setting by activating the “Save settings permanently” 

option. 

 

Options 

In the options area, you can specify the start page and the area 

to be printed. 

 

 
If you want to use sheets of labels that have already been used, 

you can specify the first label to be printed in the “Select start-

ing position” option. To select this dialogue, 

please click on “Select”. 

 

 
 

Use the mouse to select the label where printing 

should start. 

 

Print preview 

 
 

 
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 glass, you can 

enlarge or reduce the print preview. 

 

 
If you want to print the labels, you can either start printing the 

ones currently displayed or all pages by activating the print 

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, the daily closing must be performed for pick-up or posting (shipment 

provision).  

Call up shipment provision by clicking on the shipment provision button  in the toolbar or via the Items → Item 

provision menu, or use the F3 function key to open the shipment provision screen. 

 

The shipment provision screen is divided into three tabs (shipments, posting list and logs), which are explained below.  

 

7.1 Shipments 

In the “Shipments” tab, all incomplete and complete shipments 

are listed together with their status. 

 

Incomplete/postponed shipments 

Incomplete means that important data for dispatch is missing. 

This may be: 

 

� Missing information on the special mail services or deliv-

ery options 

� Missing shipment number 

� Missing addressee information 

� Or incorrect printing 

 

Postponed shipments are only displayed on the shipments tab 

as they have not yet been provided and therefore cannot be 

included in a posting list. You can tell which items are post-

poned because the lines in question are highlighted in yellow. 

Filter shipments by status (postponed/finished) 

You can filter the shipment display by status.  

 

In the “Status” field, you can select the status code which you 

want to use to limit the list. 

 

Meaning of status codes: 

NE = Incomplete/postponed shipment 

NV = Prepared/finished shipment 

 

 

 

 
 

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 section  6.9 et seq will appear. 

It is possible to print shipments which have been 

selected beforehand in the “Shipments” table. 
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Directly after shipment provision is called up, this is the ship-

ment which is marked by a black arrow � to the left of the 

table row concerned. 

 

7.2 Provide posting list/shipments 

On the “Posting list” tab, a list of all finished shipments is 

displayed by the party who posted them (poster). In the options 

(Master data → Options → Shipment provision), you can spec-

ify whether you want to post the shipments in your own name 

(master) or in the name of the clients with customer numbers. 

The posting lists will be generated depending on your settings.  

 

NB: So that Global Mail PostKIT can post shipments in the 

client’s name, a billing address must be specified for the client 

in question. You can set up a billing address for newly created 

clients in Master data → Client management by selecting a 

sender address for the client and clicking on “Set as billing 

address”. 

 

To display the shipments pooled under the individual item, 

click on the plus sign . To close the shipment display again 

click on the minus sign . 

 

 

Provide shipments 

To provide shipments, click on “Provide”. 

 
 

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 must 

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 select 

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. 

� The posting list of the selected shipments is 

printed, with the number of copies you have 

selected. 

� 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 sign . To close the 

shipment display again, click on the minus sign 

. 
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Print 

By selecting the “Print” button, you can print out the docu-

ments, which were generated in shipment provision, once 

again. 
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8 Shipment management 

Call up shipment management by clicking on the shipment management button  in the toolbar or via the Ship-

ments → Shipment management menu, or use the F4 function key to open the shipment management screen. 

 

All posted shipments are managed in shipment management. Here, you have the option of sorting or filtering the 

shipments by specific criteria. You can also reposition the field names within an area, etc. The possibilities for editing 

the table view are described in the Table properties section.  

 

Special functionalities which only come up in shipment management are described in more detail in the next few 

sections. 

 

 
 

8.1 Working with your own table views 

Save views 

If you have sorted and grouped the shipments in the table, you 

can save these setting as your own view and call them up later 

without having to use the sorting and grouping criteria again. 

To do so, click on the “Save as…” button in the header of the 

shipment management screen. In the dialogue which opens, 

enter a name for the view and click on “OK” to save the view.  
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Call up saved view 

To call up a saved view, open the pull-down menu in the 

“View” field in the header of the shipment management screen 

and select the view you want.  

 

 

Reset saved view 

If you make changes to a saved view, these changes will be 

retained. To restore the view you originally saved, click on 

“Reset”. In this way, you can make short-term changes to an 

existing view and reverse them again when you no longer need 

them. 

 

Delete saved view 

If you want to delete an individually saved view, call up the 

view and click on the “Delete” button. Please note that you 

cannot delete the “Shipment management” view preset by 

Global Mail PostKIT. 

Group an individual view by table column 

With saved views (except for the “Shipment management” 

view), you have the option of grouping the view by table col-

umn using drag & drop. Click on the table column that you 

want to group the view by and hold the mouse button down. 

The table column will be duplicated and shown in a semi-

transparent form. With the mouse button pressed down, drag 

the table column to the dark grey area above the table configu-

ration. Once green arrows become visible, release the mouse 

button. 

 

In our example, the view is grouped by product name. 

 

 
 

The shipments are now grouped by their product 

name. To open a group, click on the plus sign , 

and to close a group, click on the minus sign.   

 

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. 

 

 
 

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 question is dis-

played on the screen. The figure below shows that the “RS” 

column was immediately inserted in the Product area in the 

table view once the user clicked on the checkbox next to the 

entry of the same name in the configuration dialogue. The 

sender and client information is not displayed in the example, 

on the other hand. Of course, this information can be config-

ured in exactly the same way as the information which is being 

changed in the example.  

 

 
 

The settings made apply to the table view from which you 

opened the configuration dialogue. 

You can close the dialogue by clicking on the “Close” button, 

pressing the ESC key or clicking on the “Close” button in the 

title bar at the top right of the window. The current settings are 

always applied. 

 

8.2 Filter shipments 

Filter shipments by date 

In the header of shipment management, you will see a calendar 

function which you can use to define the period for the ship-

ments displayed in shipment management. By default, ship-

ments from the last 30 days are always shown in shipment 

management. 

 

To display shipments from a different period, click on the ar-

row sign in the date field to open the calendar. Select a “From” 

and “To” date. 

 

Now click on the magnifying glass icon  to the right of the 

date fields to display the shipments for the specified period. 

 

Tip: Limit the period so that you can retain a clear overview in 

shipment management and to ensure you do not slow down the 

sorting processes. 

 

 
 

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. 
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8.4 Update the shipment status 

manually 

If you want to change a status manually, select the desired 

shipment(s) and click on the “Change status” button. It is only 

possible to change the status of shipments in the standard view 

with the name “Shipment management”. 

 

NB: The status entry field is divided into “Shipment status” 

and “Comments”. To activate the area in question, select the 

relevant checkbox. In this way, you can ensure that different 

values of the individual shipments selected are retained and 

not overwritten. If, for example, you want to set the same 

code for the shipment status of several shipments, but differ-

ent comments are entered for the selected shipments, select 

the “Shipment status” checkbox only. The different com-

ments will then be retained. 

 

Select the “Shipment status” checkbox to activate the fields 

below. In the “Code” field, open the selection list and select the 

status you want. In the “Date” field, select the date when 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 

NÜ Cash on delivery amount transferred 

OK Shipment delivered 

RÜ Advice of delivery available 

ZA Return shipment to sender 

!NÜ Problem transferring the cash on 

delivery amount 

!ZA Shipment returned to sender 

?? Shipment status cannot be deter-

mined 

 

 

Click on the “Comments” checkbox to record a message in the 

comments field.  

 

To apply the status change to the shipment(s), 

click on the “Apply” button.  

 

Click on “Close” to close the dialogue. 

 

 
 

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-

quest cannot be carried out for all shipments. 
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8.6 Online service 

For the selected shipment, you can call up the Internet page of 

Deutsche Post showing detailed status information on this 

shipment by clicking on the “Online service” button. Further 

services (e.g. make inquiry) are available to you on the Internet 

pages. 

 

NB: To use the online services, you must be registered, have 

set up an Internet connection and have Microsoft Internet 

Explorer, version 5.5 or above, installed on your system. 

 

NB: Global Mail PostKIT requires a username and password 

to set up the connection to Deutsche Post’s information sys-

tem. If you have not used a username like this for online ac-

cess before, you can find this information in the Global Mail 

PostKIT activation details which you received from 

Deutsche Post. 

 

8.7 Export shipments 

By selecting the “Export” button, you have the option of ex-

porting shipments from shipment management as a text file. 

 

Select the file in which the data is to be saved by clicking on 

. 

Then select the separator for the export and the range of ship-

ments to be exported. 

 

The ranges have the following meaning: 

All lines All shipments in shipment manage-

ment are exported in accordance 

with the filter set. Grouping and 

sorting are not taken into account in 

the export. 

Selected only Only the selected shipments are 

exported. Hold down the CTRL key 

to select several shipments with the 

mouse. 

Not selected All of the shipments that are not 

selected are exported. In this way, 

you can exclude individual ship-

ments from the export. 

  

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 All shipments in 

shipment management 

are printed in accor-

dance with the filter 

set. 

Selected only Only the selected 

shipments are printed. 

Hold down the CTRL 

key to select several 

shipments with the 

mouse. 

Not selected All of the shipments 

that are not selected 

are printed. In this 

way, you can exclude 

individual shipments 

from the export. 

Click on the “Preview” button to view the output 

before it is printed and to select another printer. 

 

If you click “OK”, the shipments will be printed 

on the default printer. 
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9 Archive shipments 

To guarantee fast and clear work with shipment data, you should archive old data stocks regularly. Global Mail Post-

KIT reminds you automatically once you have shipments in your data stock that are more than two months old. For 

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

 

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

 

Call up the archiving function via the Shipments → Archive shipments menu. 

 

In the archiving dialogue, you can specify the posting date directly or select it from the calendar using the pull-down 

menu. Global Mail PostKIT will suggest a destination directory, but you can change it. You can change the destina-

tion directory manually in the field or by opening the “Save as” dialogue and selecting the destination directory there 

if you click on the selection button . 

 

Then click on the “Archive” button to start the archiving procedure. 

 

If there are no shipments for the specified date, a message will notify you of this. 

 

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

 

Important note: Archiving is not for data backup purposes. You can only open (dearchive) archived files with your 

existing (intact) installation. For information on data backups, please read the section entitled Data backup. 
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10 Dearchive shipments 

You can call up archived data stocks again via the dearchiving function of Global Mail PostKIT.  

NB: You can also dearchive data which was archived using PostKIT version 5.2 here if you copied over the legacy 

data when you installed the new version. You cannot dearchive shipment which were archived with another Post-

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

 

Call up the dearchiving function via the Shipments → Dearchive shipments menu. 

 

In the dearchiving dialogue, you can select and open the archive file from file management by clicking on the selec-

tion button .  

 

Then click on the “Dearchive” button to start the dearchiving procedure. The shipment data will then be transferred to 

shipment management for processing. 
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11 Address management 

To update and maintain your addresses, call up address management via the Master data → Addresses → Manage 

addresses menu. 

 

The addresses are displayed on tabs, separated into “Senders” and “Addressees”. Addressee management is the de-

fault setting. By clicking on the tab icons, you can change between sender and addressee addresses. 

 

With the quick filter, you can search for the address you want quickly on the tab in question. To do so, enter a search 

term and then click on the magnifying glass icon to the right of the field to start the search. Once the search has ended, 

all of the entries for the relevant search term will be displayed.  

 

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

 

To delete an address from address management, select the desired address, click on the “Delete” button and confirm 

the security prompt.  

 

By clicking on the “Close” button, you will end the dialogue. 
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11.1 Create new address 

The entry of new addresses via shipment preparation has al-

ready been described.  

To create new addresses in address management, click on the 

“New” button. 

 

Blank entry fields will be displayed on the screen. The cursor 

will be in the “Short name” field.  

 

There are three different categories of addresses which can be 

saved in address management at the same time. In shipment 

preparation and label printing, only the type of address which 

has the highest priority is used.  

 

These are the address categories, starting with the highest pri-

ority: 

 

1. Major customer postcode: Major customer with its 

own postcode 

2. P.O. Box postcode, P.O. box:  Shipments addressed 

to P.O. box number with related postcode 

3. Other: Shipments addressed to the name, street, post-

code, city, state and country 

 

The screens for the sender and addressee addresses are largely 

identical. Sender addresses can be assigned to a client and 

therefore have the “Client” field. Addressee addresses have the 

“Customer no.” field instead. In addition, the “Groups” tab is 

only relevant for addressee addresses and so cannot be seen in 

the sender screen. 

 

The “OK” button, which you need to click in order to submit 

the address you have created to address management, is not 

activated until all of the mandatory fields have been filled in. 

 

 

 

Automatic location recognition for Germany 

In the postcode and city fields, Global Mail 

PostKIT 1.0 has a particularly convenient fea-

ture. If you enter the full postcode or part of it in 

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 for a 

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-

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. 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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Contacts 

Open the “Contacts” tab. 

 

To create a new contact, click on “New”. 

 

To change an existing contact, select the entry to be changed 

and click on “Change”. 

 

To delete a contact, select the relevant entry, click on the “De-

lete” button and confirm the security prompt. 

 

 
 

Assign new contact to an address 

Click on “New” to open another dialogue.  

 

Enter the data of your new contact and confirm the entry by 

clicking on “OK”. You can create up to 5 contacts per address 

in this way. 

 

To cancel the procedure, click on “Cancel”. Data which you 

have entered already will not be saved. 

 

 

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. 
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11.2 Change address 

To change an address, select an address by clicking on it with 

the mouse and then click on the “Change” button to open an-

other dialogue window. Alternatively, you can open the dia-

logue window by double-clicking on the address. 

 

Click in the field that you want to change. Use the TAB key to 

move to other fields. In addition, you can enter notes, insert or 

change contacts and assign the address to one or more cus-

tomer groups in the lower part of the screen. The tabs are de-

scribed in the section entitled Create new address. 

 

 

11.3 Search for and select addresses 

In Global Mail PostKIT, there are various options for copying 

existing addresses to shipment preparation. The individual 

options are explained in more detail in the next sections. 

Search directly from the address fields of shipment 

preparation 

Search for a short name or customer number 

Addresses that have already been stored in address manage-

ment can be called up directly if you specify a short name.  

 

NB: As an alternative to the short name, you can use the cus-

tomer number when entering the addressee address in ship-

ment preparation. The Enter an addressee address section of 

shipment preparation describes how you can switch between 

the short name and customer number. 

 

In the “Short name” field, simply enter the code of the address 

you are looking for and press the tab key. If there is precisely 

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 icon  or 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. 

 

Search via the quick filter 

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 addresses, please 

delete the search term and press the Enter key. 

Search via the filter 

If you click on the “Filter” button, you can filter the addresses 

which you want to display in the address list. Enter the search 

terms in the relevant fields and then click on the “OK” button. 

All addresses which contain the search terms will be displayed. 
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12 Address import 

In Global Mail PostKIT, you have the option of importing addresses which you have saved in other formats (e.g. 

Excel) into address management as an external address book. 

  

Start the import function via the Master data → Addresses → Import addresses menu. Address books which have 

already been created will be displayed here. 

 

To change an address book which has been created, click on the “Change” button and make the desired changes. The 

procedure is the same as the creation process.  

 

To import an external address book into address management, select the desired address book and then click on the 

“Import” button to copy the addresses into address management. 

 

To delete an imported address book, click on the “Delete” button and confirm the deletion. The imported address 

book is removed from the list here. The addresses remain in address management.  
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12.1 Create external address book 

In this dialogue, you can configure the basic import settings. 

 

The following formats and interfaces can be used for the ad-

dress import: 

 

� Text with separators 

� Microsoft Excel® from version 5.0  

� Microsoft Access®  

� Microsoft Outlook® 

� Microsoft Exchange® 

� FoxPro® 

� dBase® 

� ODBC 

� XML 

 

Assign a name for the import file and select the file format 

from the pull-down menu. With “Text with separator files”, 

you can select either a semi-colon (;), comma (,) or tab (TAB) 

as the separator from the “Separator” selection list. In addition, 

you can specify one other character (any character) as the field 

separator (e.g. # , @ or | ) by entering it directly in the entry 

field. A selection which has already been made can be over-

written. More than one character cannot be used as a field sepa-

rator. If your file is in this kind of format, you must firstly 

adapt the formatting using a suitable text editor by search and 

replace (e.g. @@ → #). 

 

If your file contains headers in the first line, you must select 

the “First line contains headers” checkbox.  

 

With some formats, a username and password may be required 

if the files or formats to be imported have been protected. In 

this case, enter the ID. If the ID is valid, the fields will be acti-

vated. 

 

Then click on “Next” to continue the import procedure.  

 

 
 

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 fields in 

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 in 

Global Mail PostKIT address management. In 
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other words, your external address book could contain fields 

which are not provided at all in Global Mail PostKIT or could 

contain Global Mail PostKIT fields which the external address 

book does not know. However, you should assign as many 

fields as possible so that you can submit as much information 

as possible.  

 

Preview of the addresses to be imported 

Once all mandatory fields have been assigned, you can check 

the addresses to be imported once again using the “Preview” 

button. 

 

 
 

12.2 Change external address book 

Click on the “Change” button to change the settings to an exist-

ing external address book. The procedure is the same as the one 

described in the previous section for creating an external ad-

dress book. 

12.3 Delete external address book 

By clicking on the “Delete” button, you can remove external 

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 Mail 

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 the 

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. 

 

 
 

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 when existing 

addresses should be overwritten by new, imported shipments. 

If you select several of the specified options, only the addresses 

which match the selected criteria will be overwritten. 

 

Assignment of the imported addresses 

Firstly, select whether the addresses are addressee or sender 

addresses. For sender addresses, you must also select the client 

to which the addresses are assigned. 

When you import addressee addresses, you can assign them 

directly to a group in order to be able to distinguish the im-

ported addresses easily from the other addresses later on. To do 

so, select the group to be assigned or enter the name of the new 

group. 
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13 Print addresses 

With this dialogue, you can create a printed list of any quantity of the addresses stored in Global Mail PostKIT. 

 

Start this function via the Master data → Addresses → Print addresses menu. 

 

You can limit the quantity of addresses to be printed using the filter or the quick filter. To obtain a description of the 

filter options, please refer to the section entitled “Search via the Select addresses dialogue” in the address manage-

ment section. 

 

 
 

After you have limited the quantity of addresses to be printed, you can continue by clicking on the “Print” button. 

Here, select whether you want to print all addresses found or just the selected addresses. If there are only individual 

shipments which you do not want to print from the addresses found, you also have an “Unselected” option. In this 

case, all the addresses found are printed, apart from the selected ones. 

 

In addition, you can specify the number of copies to print. 

 

To obtain a print preview, click on the “Preview” button. 

Select the preview too if you want to use a printer other than the default printer. 
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14 Address export 

You have the option of exporting the addresses you have saved in order to use them in other programs. 

 

Start the export function via the Master data → Addresses → Export addresses menu. 

 

The screen shows all addresses created in address management that are arranged into sender and addressee addresses. 

You can move between the sender and addressee addresses by clicking on the tab in question. 

 

You can limit the stock of addresses using the quick filter or the filter function by clicking on the “Filter” button. 

 

Click on the “Export” button to reach the next dialogue.  
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14.1 Select format for address export 

After you have clicked on the “Export” button, another dia-

logue will appear. Here, you can specify the file format of the 

export file.  

 

The following formats and interfaces can be used for the ad-

dress export: 

 

� Text with separators 

� Microsoft Excel® from version 5.0  

� Microsoft Access®  

� FoxPro® 

� dBase® 

� XML 

 

Select the file format. With “Text with separator files”, specify 

either a semi-colon (;), comma (,) or tab (TAB) as the separator 

or define any character as the separator yourself.  

 

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

 

By clicking on the selection button , you can also select a 

directory where your export file should be saved.  

 

In the “Selection” area, you can define whether all of the ad-

dresses found from the list of the preceding dialogue should be 

exported or only the selected or unselected ones. 

 

When you have made your entries, click on the “OK” button to 

start the export. If you click on “Cancel”, you will cancel the 

export without saving any data.  
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15 Group management 

By using groups, you have the option of assigning your customers to specific categories (e.g. regions, directions, sec-

tor, products, etc.). With bulk shipments, this offers you the possibility of selecting groups as you desire, and of con-

trolling the dispatch of your items in this way. 

 

The group management screen is divided into two areas. All of the groups created are displayed in a list in the top 

area. All addresses assigned to the selected group are listed in the bottom area. 
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15.1 Create new group 

To create a new group, click on the “New” button, which will 

open another dialogue. Assign a name for the group and de-

scribe it. Click on “OK” to save the new group in group man-

agement.  

 

 
 

Tip:  You can also create groups directly when you import 

addressee addresses. 

 

15.2 Edit groups 

To change a group, select the group in the list and click on the 

“Change” button. Make the desired changes in the dialogue 

which opens and then click on “OK” to save the them.  

 

15.3 Delete groups 

To delete a group, select the desired group in the list and click 

on the “Delete” button. Confirm the security prompt to remove 

the group from group management. Deleting groups will re-

move all assignments which existed between any addresses and 

the deleted group. 

 

15.4 Assign members to a group 

After you have created a group, you can assign members to it. 

To do so, select the desired group in the list and click on the 

“Add” button.  

 

In this dialogue, you can sort the addressee addresses in as-

cending or descending order by clicking on the column name. 

You can search for addresses using the quick filter or the filter 

function. Select the desired addresses and confirm the dialogue 

in order to submit the addresses as members for the group.  

 

To submit several addresses, you must select all of the ad-

dresses in question. To do so, hold down the CTRL key until 

you have selected all of the addresses using the mouse. 

 

 
 

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 management options. If you, as a service provider, manage the mail 

room for various other companies, you also have the option of managing addresses by client and posting shipments by 

client. 

 

In addition to the master address (sender address), which is also the first (master) client in client authorisation, you 

can create any number of additional clients and their addresses. These additional sender addresses may be, for exam-

ple, subsidiaries or branches of your own company.  

 

NB: You should create internal departments as senders only, not as clients. 

 

The client management screen is divided into two areas. All of the clients created are displayed in a list in the top 

area. All addresses assigned to a client are listed in the bottom area. 

 
 

 

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” button to open an-

other dialogue. Enter the name and the Deutsche Post customer 

no. here. When you enter the data, the customer number you 

enter will be checked automatically to ensure it is correct. En-

ter the client’s bank details if cash on delivery international 

inpayment money orders for this client’s shipments are to be 

printed with Global Mail PostKIT. 

 

Click on “OK” to confirm the entry and return to the client 

dialogue. Click on “Cancel” to go to the client dialogue with-

out saving your data.  

 

In this way, you can create or change further clients. End the 

procedure by clicking on “Close”. 

 

 

16.1 Edit client 

To change a client, select the desired client in the list and click 

on the “Change” button. Make the desired changes in the dia-

logue which opens and then click on “OK” to save them.  

 

16.2 Delete client 

To delete a client and the related addresses, select the desired 

client in the list and click on the “Delete” button. Confirm the 

security prompt to remove the client from client management. 

 

NB: Deleted clients cannot be selected when further ship-

ments are created. Shipments which have already been cre-

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 in 

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 selected sender 

which is marked with a tick. 

 

The billing address will be printed on the posting list, provided 

that it has been specified in the options that shipments should 

be posted in the name of the client. 
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17 Options 

While running the application, you can make changes via the Global Mail PostKIT options.  

Call up the options using the Master data → Options menu. If the application is protected with an administrator pass-

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

 

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

 

The options window is divided into two windows. In the left-hand window, you will see a navigation tree which you 

can use to move to various Global Mail PostKIT areas for which options can be set. In the right-hand section, the 

options are displayed for the selected Global Mail PostKIT area. 

17.1 Shipments 

Shipment preparation options 

Select “Preparation” in the navigation tree to display the op-

tions for shipment preparation. The individual areas are de-

scribed in more detail in the next sections. 

 

If you have changed the options, click on the “Apply” button to 

save the settings. Click on “OK” to apply the changes and close 

the window. 

 

Define tab stops 

You can define which fields the cursor should skip in shipment 

preparation if you want to move between the individual fields 

using the TAB key. To do so, remove the tick from the check-

box next to the field to be removed. 

You can only move to fields which have been marked with a 

tick if you use the tab key to move between fields. 

 

Default sender address 

In this area, you can specify which sender address should be set 

as the default in shipment preparation. Select the desired option 

field by clicking on it with the mouse. 

 

Other settings 

Here, you can specify whether Global Mail PostKIT should 

automatically generate consecutive shipment numbers when a 

shipment is being completed. The “Automatically generate 

consecutive shipment numbers” checkbox must be activated 

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.  

 

 
 

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. 

 

 

 Printing options 

Here, you can set which print output is generated in shipment 

preparation and provision. 

 

If you have changed the options, click on the “Apply” button to 

save the settings. Click on “OK” to apply the changes and close 

the window. 

 

Print products for shipment preparation 

If you want to print directly on the existing cash on delivery 

international inpayment money order with Global Mail Post-

KIT, please select the checkbox. 

 

Then configure the necessary settings described below for the 

printer used. 

 

To deactivate printing on a cash on delivery international in-

payment money order, click on the selected checkbox so that it 

no longer contains a tick. 

Print international advice of delivery 

If you want to print advice of delivery documents, select the 

“International advice of delivery” checkbox. 

 

Then configure the necessary settings described below for the 

printer used. 

Select printer 

You have the option of specifying the printer which is respon-

sible for printing international advice of delivery documents 

and, independently of that, for the cash on delivery interna-

tional money order.  If “International advice of delivery” is 

selected, you can choose one of the printers installed for print-

ing the advice of delivery documents in the combination field 

below the checkbox. If you want to use a different printer than 

previously for printing your forms, select it from the installed 

printers. If you select a new printer here, it will appear 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 “Printer 

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 in the 

Print label section in the shipment preparation 

section.  

 

 
 

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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Print following information 

By making specific selections in the “Sender” and “Addressee” 

fields, you can define the information to be printed on the la-

bels. 

Label size 

Please enter the height and width of a label in millimetres here. 

Spacing between labels 

Please enter the horizontal and vertical distance between the 

labels in millimetres here. 

Number of labels per page 

Please enter the number of labels per column and row here. 

Position of the printout per page 

Here, you have the option of adjusting the position of the print-

out in the “Horizontal” and “Vertical” directions, to take ac-

count of any printer inaccuracies. 

Archiving options 

To guarantee you can work quickly and clearly with the data, 

you should archive old data stocks regularly. Here, you can set 

the application to remind you about this automatically. If you 

do so, you will be reminded as soon as there are shipments in 

your data stock which are more than two months old. 

 

If you have changed the option, click on the “Apply” button to 

save the settings. Click on “OK” to apply the changes and close 

the window. 

 

NB: Archiving data stocks should not be used to back up 

data. It is only designed to prevent the application from 

slowing down because of excessive data stocks. However, 

through dearchiving, you can neither integrate the archived 

data stocks in a Global Mail PostKIT installation on another 

PC nor on your own PC after Global Mail PostKIT has been 

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. 

 

 
 

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. In this 

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 “Change password” 

button to submit the password. It will be effective immediately. 

 

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. 
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18 Internet settings 

In the Internet settings, which you can call up via the Master data → Internet settings menu, you can set how Global 

Mail PostKIT should establish an Internet connection to Deutsche Post’s server.  

The settings and procedure are the same as for the Internet wizard which is called up when you start Global Mail 

PostKIT for the first time and is described in the Internet wizard section. 
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19 General Global Mail PostKIT functionalities 

In the next sections, general functionalities are described which may be used repeatedly in the various screens of 

Global Mail PostKIT and which are designed to make it easier for you to work with Global Mail PostKIT. In particu-

lar, they are functionalities for moving to entry fields, searching and finding addresses, and displaying tables.  

 

19.1 Marking mandatory fields and 

fields with incorrect entries 

Fields which contain invalid values are highlighted in yellow. 

Mandatory fields are yellow until a value is entered in them. 

Once a valid entry has been made in them, they turn white. 

Blank white fields are optional fields and do not have to be 

filled in. 

 

19.2 Table properties 

Change the column width of tables 

In general you can change the size of the individual columns 

using the mouse. To do so, click on a separator until the mouse 

turns into a double-ended arrow. Then press the left mouse 

button down and drag the black line which appears in the de-

sired direction, then release the mouse button at the desired 

place. 

 

Sort shipments by table column 

In general, you can sort tables by all table columns alphabeti-

cally and numerically in ascending or descending order. To do 

so, you simply have to click on the header of the column in 

question.  

 

 

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”. 

 

 
 

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 foreground using a key-

board shortcut (ALT + the underlined letter in the tab name). In 

addition, you can go through the tabs using the arrow keys (← 

and →) if the focus is on a specific tab. The tab is brought 

forward: 

 

 
 

In the figure, the tabs were selected within shipment provision. 

The focus is on the “Shipments” tab. You can change the fo-

cus, using Alt + u for “Shipments”, Alt + f for “Posting list” 

and Alt + p for “Logs”. 

Because it is possible to use the dialogue with the keyboard 

alone, preparing shipments is generally much more convenient, 

as it is not necessary to keep switching between the keyboard 

and mouse. This applies in particular if a lot of shipments have 

to be prepared where new addresses need to be recorded. 

In all other respects, the passwords assigned here are independ-

ent 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. 
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20 Contact us 

If you have questions or suggestions about this program 
version, please do not hesitate to contact us. 
Use our info line or 
Internet address. 
 

 

 

 

 

 

 

 

Customer service number 
 
 
+49 (0) 69 / 97 50 21 30 
 
 
Mon-Fri, 8 am – 6 pm 
 
We will be pleased to help you. 
 
 

E-mail 
 
 
customerserviceinternational@deutschepost.de 
 
 
 
http://www.dhl-globalmail.com/postkit. 
 
 
 
 
 
 
 
 
 
 
 
 
Deutsche Post AG   
Mail International Production Branch 
Mail International Customer Service 
-  Global Mail  PostKIT - 
60611 Frankfurt 
 
 



 

 

 

 

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. 

 


