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3 Introduction

Booking Wizard is a feature that facilitates manual booking of shipments one at a time within the
Intelligent Shipper System. Customer User role can either create a single piece shipment or multi-
piece shipment using this functionality. This guide describes the steps to book shipments using the
Booking wizard feature.

4 Using the Booking Wizard to Book Shipments Individually

To book shipments one at a time using the Booking Wizard, follow the steps below:
1. Click on ‘Shipment Processing’ on the left pane menu

2. Click on ‘Booking Wizard’

Figure 1 Shipment Processing Screen

3. The Booking Wizard screen has 4 tabs:
e Collection Info & Address,
e Destination Address,
e Shipment Contents, and;
e Review.
Enter the Shipper’s information in the first tab (Figure 2) and once complete click on ‘Next’
to store the details and navigate to the ‘Destination Address’ tab.
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@ Collection Info & Address

Figure 2 Collection Info & Address tab

The following fields are within the Collection & Address tab:

Field Name Description Character
Allowance

Reference* Reference created by Shipper 20
Reference 2 For Royal Mail shipments for eBay orders, this 20

must be populated with the eBay Virtual Tracking

Number (VTN).

For all other carriers this can be used to provide

any further identifiers in addition to shipper

reference.
Department Department of where shipment is from 17
Contact Name Contact name of Shipper 35
Company Name* Company name of Shipper 35
Address* Company’s Shipment Address 35
Town* Town in which company is located 20
County County in which company is located 35
Country* Country in which company is located 2
Postcode* Company’s Postcode 10
Daytime Phone* Daytime telephone number of Company contact 20
Email Address Email address of company contact 254

Figure 3 Collection & Address tab — Field name, description

Note:
e Mandatory fields are marked with an asterisk; please note customer user types are required
to be linked to a customer account. The information displayed for Company Name, Address,
Town, County, Country and Postcode is taken from the customer account file.

4. Enter the relevant receiver’s details as required in the ‘Destination Address’ tab.
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Figure 4 Destination tab
The following fields are in the Destination Address tab:
Field name Description Character
Allowance
Contact Name Recipient’s Primary Contact for the shipment 40
Company Name Recipient’s Company Name 35
Country* Recipient’s Country location (selected from drop down 2
box). ‘State’ and ‘Zip Code’ field name dynamically
changes to reflect country.
Address* Recipient’s Customer’s Address 35
Town* Recipient’s Customer’s Town 20
County Recipient’s County. This field name dynamically changes | 35
to reflect country.
Post Code Recipient’s Post Code. This field name dynamically 10
changes to reflect country.
Daytime Phone* | Recipient’s Primary Contact telephone number 20
Email Address Recipient’s Primary Contact email address 254

Figure 5 Destination tab - Field name, description

Note:
e Mandatory fields are marked with an asterisk.

e Depending on which Country is selected the County and Postcode field names dynamically

changes to reflect country.

5. Inthe ‘Shipments Contents’ tab; Enter details of the shipment contents such as description,

value and weight in the Shipment Contents tab.
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Figure 6 Shipment Contents tab

The following fields are within the “Shipment Contents” tab:

Field name Description
Content Type Type of contents within the shipment. Drop down box which
display choices of:

e Non-Documents

e Documents

e High Value
General Goods Description General description of goods within the shipment field is enabled
when Non-Documents or High Value is selected in Content Type
field. If the “documents” option is selected, then this field will
display “Documents -NCV”.
Customs Value Value of shipments for customs clearing
Total Weight Total weight of shipment

Figure 7 Shipment Contents tab - Field name, description

The Packages section has some mandatory fields, mandatory data needs to be entered to go to the
next screen, to add another item click on ‘Add another shipment item’.

Packages *

Package Type ] ‘ Qy* | 1 ] ‘ Packaging Weight ‘ ‘ kg ‘
o <[ v] o) <[] =
Package item information
{ Description * ]
" Qty*l ] | val * ‘ GBP | | Weight ‘ ‘ ke | @
(s coue | [ | [~ Setect Countryororign- ]

[ Add another shipment item ]

Figure 8 Packages Section

6. The Package section supports multi-piece shipment data and can accept values between 1
and 9 in the “Qty” field. On clicking the “Next” button, if the given value is not within the
range an error is returned, “Please enter 9 or less”. In this scenario, you can correct the
quantity entered and re-try the “Next” button.
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7. Likewise, the “Qty” of items entered must not be less than the number of pieces entered. On
clicking the “Next” button, if the entered items are less than the number of pieces, an error
is returned “Total number of items cannot be less than the total number of pieces”. In this
scenario you can correct the quantity entered and re-try the “Next” button.

8. On processing a multi-piece shipment data, if the Item information is provided then the
items will be distributed out across the pieces ensuring 1 item is assigned to each piece. If
there are any remaining items, then it is assigned to the first piece of the shipment. If an
integrated label format is being used, then the order information section of each label
produced will show the items that have been distributed to each piece. Please see ‘Label
Example’ below.

The dimensions of each piece or package is calculated by the given shipment dimension
divided by the number of pieces. Please refer to the online help center to see the list of

carriers that supports multi-piece shipments.

Packages *

{ Box ] { Qty * ‘ 2 ] [ Packaging Weight ‘ 0.5 ‘ kg ]

N [am | x [W] 10 [am | x [ ] 20 B3

Package item information

{ Iphone8 ] _@_
{ Qty * 1 ] { Val * 250 ‘ GBP ] [ Weight ‘ 0.2 ‘ kg ]
{ 123456 } [ 456789 ] [ GB - United Kingdom ']
{ Iphone9 ] _@_
{ Qty * 1 ] { Val * 250 ‘ GBP ] [ Weight ‘ 0.2 ‘ kg ]
{ 123456 } [ 456790 ] [ GB - United Kingdom ']

[ Add another shipment item l

Figure 9 Example Multi-Piece Shipment with two shipments

9. Areview of the booked shipment can be visualised as per example below. For multi-piece
shipment booking only services that are enabled for multi-piece shipments will be displayed.
To select the appropriate service for the shipment, identify the required row and click
‘Confirm Booking’ to be taken to the ‘Confirmation page’ where your labels can be printed.
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— -

Figure 10 Review tab

10. A tracking number will be provided on the confirmation page. When you click ‘Print Your
Label’, a label will be downloaded in a pdf format which can be printed. An example screen

of the confirmation page is given below.

Duhboard | Bocking Wisard

& Confirmation Print your Shipping Label

Thank you.

Wour Tracking Mumber for this shipment is:

Flease amach thit racking ibel 1ot package
Print Your Label

Please ensure your goods are sufficiently packed for delvery.

Figure 11 Confirmation

4.1 Label Examples

An example of a standard label is shown below.
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International TR
Priority Roval Mall
AIR MAIL
PAR AVION

28-070 338 ¢001-0D0 013 8&F

T& 6000 1678 958

Jane Doe o 'f
ABC is3
1088 West Marine it
Houston g
77002 8Lk

Customar mafarance-
123

Degartmart refarenca:

Figure 12 Standard Label

An example of an integrated label for a multi-piece shipment is shown below:

=i oPD >}
www.dpd.co.uk 8 www.dpd.co.uk 8
F =[x
3} ey
N =
e . By o .
I g L g
NI o o :
; o NI ' ="
1 q : i &1 :
; 2 % | 2 =
Order Ret: DSTestt3 i l— 8 Ordar R DSTestt3 |_ Q g
Order Date: 18 Jan 2019 § = § S i
Tracking Number- 15501999000605K E 1 Z Order Dot 182019 =1 “ §
- o g Tracking Number:  15501299000605K © =1
©Q m s ° m ]
o [ © =
50 0 h
Ship To: InterSoft P Ship To. InterSoft (=]
Blays House g Blays House: %
:rmll::i:ﬂsvnn H hy ek Road H 2
E;‘:am H ! 8 E;:ur;su Green N g i o
- am
e LA e B8
M iy et United Kingdom é%%; E!,- i
arr DESCRIPTION SKU
ary DESCRIPTION SKU
1 Iphone8 456789
1 Iphoned 456790
Figure 13 Multi-Piece Shipment Integrated Label
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4.2 CN23 Documentation

Some destinations will require CN23 documentation. Intelligent Shipper will produce the correct
number of CN23 documents for the destination country with the delivery label. An example of CN23
documentation is given below.

TG600016789GB -
FROM | Tzt Customer - g
Infersoft 2 1 o
Blays House 3
Englznizid Green = =
Wik Rosd E o
Egham u =
W4 5EZ z é
United KIngdom ; ﬁ
| Jane Doe O
AEC Ll
1058 Wezt Marine (=]
Houstan [7s]
77002 United States of America =
Contact Tel: 0019653953652 (=]
Emall: Janeghemall com -
w
=
[ &
May be openad offielally
Customs dosumente to ba validated for axport: Ves
Sender's Inctructions In oace of non-dsllvery
FETURN TO SakOER |
Category of feme:  yocumesisucy
Commarial tara oety
Ouacrighon of contani Oy | Metkp| “Vaks|HS Taif Mz | Couninof Memfncies
DucLrwr s a&
Szamze Saw Toiml Sroax VWsgint 1,583 Kala|
Lienaw Toinl Vaus B
Cwrilcaie Fammms
nuzize
e Caw =t sty fucThe (ARCLIT Ghan T 2 EEr dkcarrion
Pty A% STRET A P R 5L MO CERLY 1Ty dR%jAreLn dnick
wrehiimd by lplalarize or by peawd or canava reguiaiane.
Duac. wnd wandar's
TLTAGUIE  Teai Suaismws

Figure 14 CN23
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5 Appendix-Glossary

Term Definition

Booking Wizard Shipments will be processed, and labels will be produced on booking
confirmation.

Multi-Piece A Shipment that contains more than one package/piece which is sent to

Shipment the same destination.

Customer User The core users of the system who will be creating, processing and closing
out shipments. This user role will be assigned to a customer account.
Please check the user roles manual for further reference.
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