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3. Introduction

The Tracking Milestone functionality facilitates the visualisation of tracking events. Intelligent Shipper
customers can fully customise Tracking Milestones so that tracking events displayed on tracking page
and email notifications are more meaningful to the end consumer. This user guide describes the steps
to customise Tracking Milestones, Email Notifications, and Tracking Page.

4. Creating and Configuring Tracking Milestones

Tracking Milestones are fully customisable and can be used to notify end consumers if a parcel is in
the carrier’s network or if “It’s on its way” for example. Tracking Milestones provide an easier way to
communicate tracking events to the end consumer.

To create Tracking Milestones, follow the steps below:

1. Click on Maintenance->Tracking Milestones on the left pane menu to access the Tracking
Milestones screen.

MAINTEMNAMNCE

» Address Book

* Bulk Mailing
Tem plates

> Departments

» Goods
Descriptions

* Hold Reasons
* Label Options
* Package Types

» Services

» Silent Printing

» Tracking
Milestones

Figure 1: Tracking Milestones Screen

2. Or Click on Maintenance “Tracking Milestones” sub-menu to access the Tracking Milestones
screen.

© 2020 KTERSOFT Systems and Programming Ltd | All Rights Reserved Page 5 of 13



Tracking Milestones Manual

I\TER

» Address Book

* Bullk Mailing
Templates

» Departments

» Goods
Descriptions

* Hold Reasons

* Label Dptions

* Package Types

» Services

Hold Reasons Label Options

Specify the possible hold reasons
for holding a shipment.

Edit your labe| options for APl S
Shipmeant Processing.

Silent Printing

View f Edit

Tracking Milestones

The Printing Profile that specifies
print preferences

Tracking Milestones

» Tracking
Milestones

Figure 2: Tracking Milestones Sub-menu

3. Click on View/Edit to Edit “Tracking Milestones”.

4. As part of the initial set up it is necessary to override the default milestones, click on
“Override Milestone” to update the milestones. Once overwritten, the “Override Milestone”
button will update to “Add New Milestone”.

Dashboard / Maintenance / Trac

Search.. ‘ Q l

4 Tracking Milestones

Description Customer

You've got it System
Default

It's in your local SYSffeT
Default

Hub

It's on its way.... Systemn
Default

It's in the network  System
Default

< Back

Tracking Template Email Template + Override Milestones

Drill Email
Tracking Events Down Trigger

DELV - Delivered O 0

AISF - Received at
Distribution Centre

Created Last Modified
21 Aug 2018 14:39 by Admin 21 Nov 2018 13:56 by Admin
User 1 User 1

28 Jun 2018 09:50 by Admin 18 Sep 2018 10:55 by Admin
User1 User1

28 Jun 2018 09:50 by Admin 20 Aug 2018 16:33 by Admin

ODEL - On delivery User 1 User 1

V] ()
EVEMA - Posting/Collection Q Q
© (%)

PROB - Being Processed 12 Jul 2018 12:56 by Admin User 13 Sep 2018 12:42 by Admin
EVBAH - item on its way 1 User 1

Figure 3: Tracking Milestones Screen Columns
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Dashboard / Maintenance

< Back

Search ‘ Q | ‘ T ‘ Delivery ~ Ghost Barcade Ranges [l Tracking Template [l Email Template Wl 4 Add New Milestone
4Tracking Milestones
Description Customer  Service Type Tracking Events Drill Down  Email Trigger Created Last Madified
You've got it Johnlewis AL DELY - Delivered [} (V] 29 Aug 20718 1418 by Customer - Intersoft 29 Mar 2019 12:14 by Test Customer
*
It's in the network JohnLewis AL PROE - Being Processed [ ] 29 Aug 2018 14:18 by Customer - Intersoft 29 Mar 2019 12:13 by Test Customer »
EVBAH - liem on its way |
-
It's in your local Hub John Lewis ALL AISF - Received at Distribution Centre o o 29 Aug 2018 14:18 by Customer - Intersoft 29 Mar 2019 12:14 by Test Customer +
v
It's on its way.... John Lewis ALL EVEMA - Pasting/Collection [] Q 29 Aug 2018 14:18 by Customer - Intarsoft T

ANKN - Address not known
AIWF - Arrived at INTL Facility

*

Figure 4: Milestone Order

5. The search bar located on the upper left allows for searching of a previously created
Milestone.

6. Underneath the search bar the number of tracking milestones is displayed i.e. ‘4.

7. Click on the “Up” or “Down” arrows on each row to change the order of the milestones on
the screen (Figure 4).

8. Click on “Add New Milestone” button to add a new milestone (Figure 6).

The columns on the tracking milestones screen (Figure 5) are listed below:

Field name Description

Description Name of Milestone

Customer Name of the Intelligent Shipper Customer
that created the milestone

Service Type Delivery, Return or All

Tracking Events Tracking Events allocated to the milestone

Drill Down If enabled, the end consumer will have the
ability to see tracking events allocated to a
milestone.

Email Trigger If enabled, the milestone will trigger an
email that will be sent to the end consumer

Created Date when Milestone was created

Last Modified Date when Milestone was last modified

Figure 5: Tracking Milestones Screen
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Dashboard ¢ Maintenance S Tracking Milestones J

10.

11.

Type * [ ALL w

S— |

Customer [ Intersoft Test Customer v I
Message ‘ ‘
Trigger Email Send an email when this milestone is met
Enable Drill Dowr User can see tracking events within this milestone

Add Milestone

Figure 6: Add a Tracking Milestone

Select the Milestone Type from the Type below:

e Delivery Milestone — Milestone is applicable to outbound shipments solely

e Return Milestone — Milestone is applicable to return shipments solely

o All— Milestones will be applicable to both outbound and return shipments
The corresponding Milestones Type will then be displayed on the Tracking Milestone
Overview page as per Figure 8.
Enter a name for the Milestone that will be created in the Description field.

11. The name of the Intelligent Shipper customer creating the milestone will be displayed (non-
editable).

12.

13.
14.
15.
16.
17.
18.
19.
20.
21.

More details about the milestone can be added in the message field.

Trigger email tick box: If enabled, an email notification will be sent to the end consumer.
Enable Drill Down tick box: If enabled, the end consumer will be able to see tracking events
allocated to this milestone.

Click on “Add Milestone” to save.

Click on “Cancel” and this will close the screen without saving.

Click on “Back” to go back to the Tracking Milestones Screen. (Figure 3)

Click on a Milestone to open the Customise Tracking Menu i.e. ‘Out For Delivery’ (Figure 7)
Click on “Delete Milestone” to delete the open milestone.

Click on “Edit Milestone” to edit the open milestone.

Find/filter events... will find an event on the list.

The events allocated to a milestone will be listed under “Events in this Milestone”.
Available tracking events can be found under “Available Tracking Events”.
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Dashbcard f Maintenance / Tracking Milestones £ € Back

(£ Edit Milestone | ‘ Delete Milestone ‘ | Preview Email

Events in this Milestone Available Tracking Events

DFSF - Departed Hub ] EVAPA - We're expecting it

EVBAH - ftem on its way 7] EVAVF - Address Being Verified
EVEAV - tem on its way
EVBAW - We've gocit
EVEDM - Damaged scan at outward RDC
EVEMI - We've got it
EVEOF - We've got it

EVBDM WWate ant it

Figure 7: Customising Tracking Milestones

| a | E Ghost Barcode Ranges Tracking Template + Add New Milestone
Returns

4Tracking Milestones

Description Custamer  ServiceType  Tracking Events DrillDown  EmailTrigger  Created Last Modified

You've got it Johnlewis AL DELV - Delivered ] ) 25 Aug 2012 14:12 by Customer - Intersoft 29 Mar 2013 12:14 by Test Customer

It's in the network Johnlewis AL PROE - Being Processed ] ) 23 AUg 2012 14:12 by Customer - Inersoft 29 Mar 2013 12:13 by Test Customer »
EVEAH - Item on itz way Ll

Figure 8: Service Types
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5. Tracking and Notifications for Tracking Milestones

1. Navigate to Maintenance >Tracking Milestones page and select the ‘Tracking Template’ or
‘Email Template’ in order to customise.

Dashboard / Maintenance / Tracking Milestones £ Back

Search... | Q l [ A i | ALL ~ Ghost Barcode Ranges Tracking Template Email Template + Add New Milestone

3 Tracking Milestones

Description Customer Service Tracking Events Drill Email Created Last Modified
Type Down Trigger
Collected For Intersoft Test ALL ARAT - Arrived at o Q 10 Oct 2019 15:06 by Test
- Customer AIWF - Arrived at INTL Facility Customer
Delivery
Qut For Delivery Intersoft Test ALL DFSF - Departed Hub [x] [x] 10 Oct 2019 15:04 by Test
Customer EWBAH - Item on its way Customer
It's In The Networlk  Intersoft Test ALL AIUF - Arrived at INTL Facility - Q o 08 Oct 2019 11:38 by Test 08 Oct 2019 11:39 by Test
Customer Na Pre-Alerts Customer Customer
ARRH - Arrived at INTL Returns
Hub

Figure 9: Tracking Milestones and Email Template

5.1. Tracking Page

1. Click the “View” button in order to view the ‘Tracking Page Homepage’
2. Click the “Copy” button in order to duplicate the ‘Tracking Page Homepage’ URL

Tracking Page Template

Your Tracking http//intersoft-systemtest intersoft.local/TrackingDashboard?customer=Intersoft l View ‘ l Copy ‘
Homepage:

|
ISTTER

Logo Image Choose File...

Recommended image size: 650px x 125px

Images larger than this will be cut off

Estimated Delivery Date Maximum File Size: 20KB
= 14th
October You've Got It Logo Image http:/fwww.intersoft.co.uk/about!
Hyperlink
Quantiyy - This is the hyperlink attached to the logo image.
uBntity Defvery Partner oot mai
Basketball Tracking Number Tr123456789G8
£10.00 ! J— [ Show Item +| Allow the user to see the items within their shipment
R Information
&= - onn .
Basketball Hog e Wy R
£5>on F * Shop Button I http://wwnw.intersofi.co.uk/contact/ l
: ST Hyperlink

This is the hyperlink attached to the Shop button.

Recommended image size: 1000px x 50px

Figure 10: Tracking Page
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To customise the tracking page, follow the steps below:

3.

8.

9.

Upload a logo image that will be displayed at the top of the tracking page. The maximum
image Size should be 20KB.

Input a URL that the consumer will be directed to when the logo image is selected.
Selecting the “Show Item Information” tick-box will allow the end consumer to see the items
within their shipment.

Selecting the “Show Shipper Information” tick box will allow the end customer to view the
Shipper’s Reference Number on Email Tracking milestone emails.

Input a URL that the consumer will be directed to when the Shop Button hyperlink is
selected.

Upload a banner image that will be displayed across the bottom of the page. The maximum
image size of 20KB

Input a URL that the consumer will be directed to when the banner icon is selected.

10. To save the updates click on the “Save” icon.
11. To preview the tracking page, click on the “Preview” button.
12. To close the window without saving, click on “Cancel” button.

© 2020 INTER Systems and Programming Ltd | All Rights Reserved Page 11 of 13
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Logo Image | https:ffwww imrg.arg/uploads/mediaflogos/0001/03/Intersoft%20Logo%20Gre
url

This is the url for the logo image

Recommended image size: 300px = 100px

Banner Image | https/fwnwwe.imrg.orgfuploads/mediaflogos/0001/03/ Intersoft%20Logo%20Gre |

Url

This is the url for the banner image

Recommended image size: 600px = S0px
Shop Button | http:/fwww.intersoft.co uk/contact/ |
Hyperlink

This is the hyperlink attached to the Shop button

Show Shipper + | Display Shipper Reference on email
Reference

Show Item + | Allow the user to see the items within their shipment

Information
‘ Preview ‘ ‘ Cancel ‘

Enter an email address to send a test email

Figure 11: Tracking Page Customisation
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5.2. Email Notification

Email Notification Template

If sending emails is enabled on a milestone, this is the email that will be sent when a milestone is hit

Vasrowes ez e canwe
T Logo Image Url l https://wwavimrg.org/upl i 001 OLogo¥20Grey_Yellow20RG l
Friday 1 4th
February This is the url for the logo image
I i Recommended image size: 300px x 100px
Tackrgrter TRMNIGE
S e wEE Banner Image Url l https:/ v imrg org/upl i 001 OLogot20Grey_Yellowd2DRG l
Oz rption Qanmy Thiz iz the url for the banner image
0 e . Recommended image size: 600px x 50px
Shop Button I http:/fwww.intersoft.co.uk/contact/ l
_ This is the hyperlink attached to the Shop button
Show Shipper | Display Shipper Reference on email
Reference
ISTERSOFT
o ——— S Show Item | Allows the user to se= the items within their shipment
el -l b e Information
: cenee
i ] A e i A o

Entar an email address to sand 2 test amail

Email: l

Send

Figure 12: Email Notification

1. To enable email notifications, see Section 4, Step 12,

2. Upload a Logo Image URL that will be displayed at the top of the email notification. The
Maximum Image Size should be 20KB. Recommended image size: 300px x 100px.

3. Upload a Banner Image URL that will be displayed across the bottom of the email
notification. Recommended image size: 600px x 50px.

4. Uploaded a Shop Banner Hyperlink that will be correspond to the “Shop” button on the
Email notification.

5. If the ‘Show Shipper Reference’ checkbox is enable, the customers Shipper Reference will be
displayed on the notification email.

6. If the “Show Item Information” checkbox is enabled, the customers “Items” will be displayed
on the notification email.

7. Click the “Save” icon to save amendments.

8. Click the “Preview” icon to preview the Email notification.

9. To close the window without saving, click on “Cancel”.

10. Enter an email address in the text field and click the “Send” button in order to transmit a
test email notification.
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