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3 Introduction

The Intelligent Shipper Departments functionality allows you to maintain department details for use
when creating shipments. Royal Mail departments can be imported from OBA to ensure correct
department information is sent to Royal Mail with the shipment details, or you can maintain your
own department information to simplify the process of creating shipments via the Booking Wizard.

This user manual instructs Customer users how to setup and maintain departments, and how this
department information will then be used when creating shipments.

4 Maintain Department Information
To maintain department information in Intelligent Shipper, select "Maintenance" from the left-hand
menu and then select "Departments".

The Departments maintenance screen will open:

DASHBOARD Dashboard 1 <Back

SHIPMENT SEARCH

o Address Book Bulk Mailing Templates Departments Goods Descriptions
PROCESSING

= The addresses where shipments are being e Types of bulk mailing templates set up. Vewm  departments you have set up on \ Types of goods and their details used in
sent shipments.

Label Options Package Types Services Silent Printing

> Bulk Mailing.
Templates \ Skt S ) sl N The packages that are used to send The Services allocated t you.

=

Profile that specifies print

shipments. / 2 pre

> Departments

Tracking and Notifications Tracking Milestones Users
Tracking and Notifcato ] Tracking Milestones The indiiduals who can log nto this
systam
T R ST

Figure 1: Select Departments from Maintenance Menu

In this screen you are able to:
1. Refresh Royal Mail departments by importing department details from OBA
2. Add and edit details of your own departments
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DASHBOARD Dashboard / Maintenance | = $Back
© @
=
SHIPMENT
PROCESSING 0 Departments
Department Number 1 Department Code RMG Department Last Refreshed

TRACKING

REPORTING

> Address Book

> Bulk Mailing

[

Figure 2: Departments Screen

4.1 Royal Mail Departments
To import Royal Mail department details, your Administrator user will first need to have entered
your Royal Mail account details in the Customer screen.

Once this has been done, you can select the "Refresh Departments" button to update your Royal
Mail department details.

When the button is selected, Intelligent Shipper will use the Royal Mail account details the
Administrator entered in the Customer screen to check the departments that are available in OBA
for your customer account.

ITTERSOFT

DASHBOARD Dashboard / Maintenance < Back

SHIPMENT SEARCH

carct [ oﬂ esh Departments | +Add Department

SHIPMENT
PROCESSING 0 Departments

Department Number Department Code RMG Department Last Refreshed

TRACKING

REPORTING

> Address Book

> Bulk Mailing
Templates

> Goods
Descriptions

Figure 3: Refresh Departments

The screen will be updated with a list of the departments assigned to your Royal Mail account.

The following information will be displayed for each department:
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1. Department number

Department code

3. RMG department - flag showing whether the department is a Royal Mail department. This
column will always contain a tick for departments added via the "Refresh Departments"
button.

4. Lastrefreshed - date and time the department details were last refreshed.

N

Dashboard / Maintenance / Departments < Back
Search.. | Q I & Refresh Departments | + Add Department

0 Departments

Department Number 1= Department Code @ RMG Department @ Last Refreshed @

2000445708 Sales v 12 Oct 2018 14:39

2000455891 Post Room v 12 Oct 2018 14:39

2000462838 Returns v 12 Oct 2018 14:39

2000467842 Warehouse v 12 Oct 2018 14:39

2000484235 Customer Service 4 12 Oct 2018 14:39

Figure 4: Departments List

Royal Mail departments cannot be edited in Intelligent Shipper. Once a Royal Mail department has
been added, department details can be edited by selecting the "Refresh Departments" button
again. The departments list will then be updated with the latest department details stored in OBA
for your Royal Mail account.

4.2 Add and Edit Departments

As well as maintaining Royal Mail department details, you can also add and edit your own
departments in Intelligent Shipper.

To add your own departments, select the "Add Department" button in the Departments screen.

Dashboard / Maintenance / Departments < Back
Search.. | Q I Z Refresh Departments || + Add Department

0 Departments

Department Number 1= Department Code RMG Department Last Refreshed

2000445708 Sales v 12 Oct 2018 14:39

2000455891 Post Room v 12 Oct 2018 14:39

2000462838 Returns v 12 Oct 2018 14:39

2000467842 Warehouse v 12 Oct 2018 14:39

2000484235 Customer Service 4 12 Oct 2018 14:39

Figure 5: Manually Add Department

The Add Department screen will then open.
To add a new department:
1. Enter a Department Number
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2. Enter a Department Code
3. Click "Add Department"

Dashboard / Maintenance / Departments / Department < Back
Department Number RO1 @
&
P~

Add Department
Y
©

Figure 6: Add Department Screen

The department will then be added to the Departments list.

The RMG Department column will be blank for departments that are manually entered.

Dasnboard / Maintenance / £ Back

0 Departments

Department Number 1% Dapartment Code RMG Dapartment Last Refreshed

2000445708 Sales v 12 Oct 2018 14:39

2000455891 Past Room w 12 Oct 2018 14:39
Returns v 12 Oct 2018 14:39

2000467842 Warehouse v 12 Oct 2018 14:39

2000484235 Customer Service v 12 Oct 2018 14:39

[ ROY Returns 12 Oct 2018 14:52 J

Figure 7: Departments List with Manually Added Department

Departments that have been manually entered can be edited by clicking on the department row in
the Departments list.

This will open the Edit Department screen, where you can edit the Department Number and
Department Code.
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Dashboard / Maintenance / Departments / Edit Departments < Back

Created by Laura Lyonette on 12 Oct 2018 14:52

Department Number RO1

Department Code Returns

Figure 8: Edit Department Screen

4.3 Using Departments When Creating Shipments
When creating shipments, the department information entered for the shipment does not need to
match the departments list in the Departments screen for the shipment to be created.

When a Royal Mail shipment is created, Intelligent Shipper will check the department information
entered for the shipment against the Royal Mail departments listed for your customer account in
the Departments screen to ensure the correct department information is sent to Royal Mail for
billing purposes.

For both Royal Mail and non-Royal Mail shipments, you can also create shipments using
department details that are not entered in the Departments screen.

4.3.1 Create Shipment via Booking Wizard

When creating shipments via the Booking Wizard, setting up departments in the Department
screen will reduce the manual data entry needed.

To open the Booking Wizard, select Shipment Processing from the left-hand menu and then
Booking Wizard.

The Collection Info & Address tab contains a Department field. When you start typing a department

name or number saved in the Departments screen in this field, a list of the matching department
details will be displayed.
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DASHBOARD Dashboard / Shipment Processing / Booking Wizard < Cancel

SHIPMENT SEARCH

@ Collection Info & Address @ Destination Address @ Shipment Contents @ Review
2
Reference * 12345 Department re X
Step 1 £
3 Retumns - RO1 _
The Shlpper Contact Name [ Laura Lyonette
> Bulk Mailing
Please complete the shipper's
> Scanning information. This is the Company Name * | Getaccount2
collection address for the
) ) shipment.
> Manifest History Address * Blays House
The shipper will need a printer
> Retlrne to print their labels and [ Englefield Green
Dashboard customs documents.
[ Wick Road

TRACKING

Town * [Egham

REPORTING

County I Surrey

MAINTENANCE

Country * [ United Kingdom

Postcode * TW20 OHJ

QUOTATION

Figure 9: Booking Wizard — Department Field

Select the department you want to use for the shipment from the list. The Department field will
then display the department details entered in the Department screen.

~

Dashboard / Shipment Processing / Booking Wizard < Cancel

@ Collection Info & Address @ Destination Address @ Shipment Contents @ Review

Reference * 12345 Department Returns - RO1 X
Step 1 .

The Shipper Contact Name [ Laura Lyonette == @

Please complete the shipper's

information. This is the Company Name * [ GetAccount 2
collection address for the

shipment.

Address *

Blays House
The shipper will need a printer

to print their labels and
customs documents.

[ Englefield Green

[ Wick Road

Town * [Egham

County [ Surrey

Country * [ United Kingdom

Postcode * | TW20 OHJ

Figure 10: Booking Wizard — Department Selected
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5 Appendix 1 - Glossary

Term Definition
OBA Online Business Account - Royal Mail’s billing system
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