Intelligent Shipper

Tracking Milestones
User Guide

Version 6.0

PUBLIC

© 2025 INTERSOFT Systems and Programming Ltd | All Rights Reserved

UNCONTROLLED WHEN PRINTED



Tracking Milestones User Guide

IXTER

1. Document Control

OWNER Haroon Shah

APPROVER Laura Price

CLASSIFICATION Public

DATE OF ISSUE 29.04.2025

VERSION 6.0

REASON FOR ISSUE/UPDATE Ready for publication

NEXT REVIEW 29.04.2026

DISTRIBUTION Ishipper users and customers

VERSION AUTHOR SUMMARY OF CHANGES DATE
V0.1 Anna Diaz Initial Document 12.10.2018
V0.1 Steve Sneath Reviewed and added comments 30.11.2018
V0.1 Beata Brewer Reviewed and added comments 03.12.2018
V0.1 Weronica Kucharska | Reviewed and added comments 03.12.2018
V1.0 Matthew Dobson Final Version 04.12.2018
V1.1 Matthew Dobson From Email function added 12.06.2019
V1.1 Laura Lyonette Reviewed and added comments 19.06.2019
V1.1 Lalitha Musnuri Reviewed and added comments 21.06.2019
V2.0 Matthew Dobson Final version 24.06.2019
V2.1 Matthew Dobson Inclusion of Tracking Milestones Types & updates to images 14.10.2019
V2.1 Laura Lyonette Reviewed and added comments 14.10.2019
V2.1 Beata Brewer Reviewed and added comments 24.10.2019
V3.0 Matthew Dobson Final version for release 28.10.2019
V3.1 Matthew Dobson Removal of From Email instructions 12.11.2019
V3.1 Laura Lyonette Reviewed and added comments 13.11.2019
V4.0 Matthew Dobson Final version for release 13.11.2019
V4.1 Matthew Dobson Shipper Reference Added To Emails 17.02.2019
V4.1 Laura Lyonette Reviewed and added comments 19.02.2020
V5.0 Matthew Dobson Final version ready for publication 21.02.2020
Added notes that tracking milestones can only be used with
V5.1 Laura Price tracked services 15.06.2020
V5.1 Beata Brewer Reviewed and added comments 15.06.2020
V5.1 Steve Sneath Reviewed and added comments 16.06.2020
V6.0 Laura Price Final version ready for publication 17.06.2020
Added the document cover page and classified the

V6.0 Haroon Shah document as per the ISO classification requirements 29.04.2025

Document release:

This document remains the property of Intersoft Systems and Programming Limited. Release to
regulatory authorities is permitted as required. Release to other organisations or individuals may
only be authorised by company directors.

PUBLIC

© 2025 INTER Systems and Programming Ltd | All Rights Reserved

UNCONTROLLED WHEN PRINTED

Page 2 of 14




Tracking Milestones User Guide I L I ER

Contents
1. Document CoNtrol........ccceiiiimeeiiiiiiieniiininiiinininnrresnressesssrssssssennns 2
2. Table Of FIUIES...c..iieuiiieeiiriiiinireniteeietenettneerenserenneresserasessnssssnssssnsssansssannns 4
S 2R 133 4 T ¥ Lot { o T N 5
4. Accessing tracking Milestones......c.ccceieeeireeiireiiteiiieniiieeieieiereeereerenerennenes 6
5. Tracking and Notifications for Tracking Milestones.......ccccccceerveecrenncrennenee 11
5.1. Tracking Page Template .......cccceiieeiiiiieiiiinnniiiieiinieeinineeeen. 11
5.2. Email Notification Template......cccccoiireiiiiieiiiieiiiiiciniinnninienene, 13
PUBLIC
© 2025 INTER Systems and Programming Ltd | All Rights Reserved Page 3 of 14

UNCONTROLLED WHEN PRINTED



Tracking Milestones User Guide I L I ER

2. Table of Figures

Figure 1: Tracking MilEStONES SCIrEEN ...ueiiiii ittt ee ettt e e e e et e e e e e e e et rre e e e e e e e esabeaaeeeeeeeesnnnnnnns 6
Figure 2: Tracking Milestones SUD-MENU...........uuiiiiiii it e e e et e e e e e e e e aneaees 7
Figure 3: Tracking Milestones SCreen COIUMNS ......ciiiiiiciiiiiieee ettt e e e e e et e e e e e e e e eannens 7
T Ul VT =T oY o[l @ o =] U U URPPROt 8
Figure 5: Tracking MilEStONES SCrEEN ....eviii ittt ettt e e e e e e e e e e barae e e e e e e e eeabrsaeeeeeeeeennnnnnns 8
Figure 6: Add @ Tracking IMIIESTONE .....uviiiii ittt e e e e e et re e e e e e e e eeabaaaeeeeeeeeenannnnns 9
Figure 7: Customising Tracking MiIlESTONES ........uueiiiiiiiiiiiiiiiee et e e e e e e e e e e e esannees 10
(U IR Y=Y Y Tl I Y] o 1T 10
Figure 9: Tracking Milestones and Email TemMPIate .......eeeeeciiieeiiiiiieccee e 11
FIBUIE 10: TraCKiNg PAge ..cccuvveee et e ettt ettt e ettt e ettt e e et e e e e s aaa e e e e aaaeeeeaaaseeesnsaeeesansseeesanreeaaan 12
Figure 11: Tracking Page CUStOMISATION . ....uuviiiiiiieecciiece et et ete e e ette e e e enre e e e enreeeeans 13
Figure 12: EmMail NOtifiCation......ccuiii et et e et e e e e e e s enar e e e e eanreeaean 14

PUBLIC
© 2025 INTER Systems and Programming Ltd | All Rights Reserved Page 4 of 14

UNCONTROLLED WHEN PRINTED



Tracking Milestones User Guide I L I ER

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.

Note: The Tracking Page and Email Notifications are only available for shipments that are created
using services which provided end to end tracking. Shipments using untracked (or Royal Mail
services which only offer Delivery Confirmation) cannot use this functionality, as tracking is not
provided for these shipments.
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4. Accessing 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

*> Dreparoments

> Goods
Descriptions

* Hold Reasons

* Label Options

* Package Types
*> Bervices

» Silent Printing

» Tracking
Milestones

Figure 1: Tracking Milestones Screen

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

* Bullk Mailing
Templates Epetify the possible held reasonz Edit your labe| options for APl S
for holding a shipment. Shipmeant Processing.

» Departments
: Guuds “ “
Descriptions

* Hold Reasons

Silent Printing Tracking Milestones
* Label Dptions

* Package Types The Printing Profile that specifies Tracking Milestones
print preferences
» Services

» 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 / Tracking Milestones < Back

Search.. ‘ Q l Tracking Template Email Template + Override Milestones

4 Tracking Milestones

Drill Email

Description Customer Tracking Events Down Trigger Created Last Modified

You've got it System DELV - Delivered 0 O 21 Aug 2018 14:39 by Admin 21 Nov 2018 13:56 by Admin
Default User 1 User 1

It's in your local System AISF - Received at O o 28 Jun 2018 09:50 by Admin 18 Sep 2018 10:55 by Admin
Default Distribution Centre User1 User 1

Hub

It's on its way.... System EVEMA - Posting/Collection O O 28 Jun 2018 09:50 by Admin 20 Aug 2018 16:33 by Admin
Default ODEL - On delivery User 1 User 1

It's in the network System PROB - Being Processed o o 12 Jul 2018 12:56 by Admin User 13 Sep 2018 12:42 by Admin
Default EVBAH - item on its way 1 User 1

Figure 3: Tracking Milestones Screen Columns
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Dashboard / Maintenance

< Back

[a] [ oo B e
4 Tracking Milestones
Description Customer Service Type Tracking Events Drill Down Email Trigger Created Last Modified
You've got I( John Lewis ALL DELY - Dedivered o o 29 Aug 2018 14:18 by Customer - Intersoft 29 Mar 2019 12-14 by Test Customer
£
It's in the network John Lewis ALL zssf;ﬁif ::c;s::; o o 25 Aug 2013 14:18 by Customer - Intarsoft 29 Mar 2015 12:13 by Test Customer | :
It's in your local Hub John Lewis  ALL AISF - Recaived at Distribution Centre [] (] 25 Aug 2012 14:18 by Customer - Intarsoft 29 Mar 201% 12:14 by Test Customer . s
*
It's on its way.... JohnLewis AL i:\m.\ Azzsrl;ngd:; \(e;l:': (] (%] 29 Aug 2018 14:18 by Customer - Intersoft | :
AIWF - Arrived at INTL Faility
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

9.

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

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

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

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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Dashbieard / Maintenence / Tracking Milestones £

(£ Edit Milestone |

‘ Delete Milestone ‘ | Preview Email

Events in this Milestone

Available Tracking Events

£ Back

| * ‘ [ find / filter events

DFSF- Departed Hub

EVBAH - ftem on its way

(]

EVAPA - We're expecting it

| 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

4Tracking Milestones

Description Customer
You've got it John Lewis
It's in the network John Leviz

ServiceType  Tracking Events Drill Down Created
AL DELV - Delivered ] 25 Aug 2012 14:12 by Customer - Intersoft
AL

<) [ —

PROE - Being Processed
EVBAH - ltem on its way o o

Figure 8: Service Types

29 Aug 2018 14:18 by Customer - Intersoft

Last Modified

29 Mar 2013 12:14 by Test Customer

29 Mar 2013 12:13 by Test Customer
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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.

Dashhoard / Maintenance / Tracking Milestones

Search.., | Q l [ T | ALL ~

3 Tracking Milestones

Description Customer Service Tracking Events
Type
Collected For Intersoft Test ALL ARAT - Arrived at
- Customer AIWF - Arrived at INTL Facility

Delivery

Qut For Delivery Intersoft Test ALL DFSF - Departed Hub
Customer EVBAH - Itemn on its way

It's In The Network Intersoft Test ALL AIUF - Arrived at INTL Facility -
Customer Na Pre-Alerts

ARRH - Arrived at INTL Returns
Hub

Figure 9: Tracking Milestones and Email Template

5.1. Tracking Page Template

Ghost Barcode Ranges Tracking Template

Drill
Down

()

©

Email

Trigger

()

Created

10 Oct 2019 15:06 by Test
Customer

10 0ct 2019 15:04 by Test
Customer

08 Oct 2019 11:38 by Test
Customer

£ Back

Email Temglate + Add New Milestone

Last Modified

08 Oct 2019 11:39 by Test
Customer

2] [¢]2] [£[2]

The tracking page will display the tracking event history for a shipment. The tracking page Template
allows you to configure the tracking page with your branding and links to your website.

Note: The tracking page will only display tracking data for shipments that are created using services

which provide end to end tracking.

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

Logo Image Choose File...

l | l ER Recommended image size: 650px x 125px

Images larger than this will be cut off

Estimated Delivery Date Maximum File Size: 20K8

Maonday

October 1 4th You've Got It Logo Image http:/fwan.intersoft.co.uk/about/
Hyperlink

P This is the hyperlink attached to the logo image
Quantiy Desvery Partner

Basketball TT123456783GB
£10.00 [T Show Item | Allow the user to see the items within their shipment
Information
e *
Basketball Hoo)
£5;0 F * Shop Button I http:/fennn.intersoft.co.uk/contact/
: Hyperlink

This is the hyperlink attached to the Shop button

Track Ancther
. o= ] Bamnerimage | Chocse ..

Recommended image size: 1000px x 50px

Figure 10: Tracking Page

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.
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Logo Image
Url

Banner Image
Url

Shop Button
Hyperlink

Show Shipper
Reference

Show ltem
Information

[ https:fiwww imrg.arg/uploads/mediaflogos/0001/03/Intersoft%20Logo%20Gre |

This is the url for the logo image

Recommended image size: 300px = 100px

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

This is the url for the banner image

Recommended image size: 600px = S0px

[ http:ffwww.intersoft.co uk/contact/ |

This is the hyperlink attached to the Shop button

+ | Display Shipper Reference on email

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

‘ Preview ‘ ‘ Cancel ‘

Enter an email address to send a test email

Figure 11: Tracking Page Customisation

5.2. Email Notification Template
If email notifications have been enabled for a tracking milestone, then when tracking data is
received for a tracking event assigned to that milestone an email notification will be sent. The Email
Notification Template allows you to configure the tracking milestone emails with your branding and
links to your website.

Note: Email notifications will only be sent for shipments that are created using services which
provide end to end tracking.
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Email Notification Template

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

e Logo Image Url l hitps:/fwww.imrg.org/uploads/med 001/03 nter OLogo%20Grey_Yellow20RG l
Friday
Febnary 1 4th This is the url for the logo image
[ i Recommended image size: 300px x 100px
Tt T
e TR Banner Image Url l hittps:/fwww.imrg.org/uploads/media/loges/0001/03/Intersofi%20Logo%20Grey_Yellow®20RG l
Semsriin anmy This is the url for the banner image
0 e 3 Recommended image size: 600px x 50px
Shop Button l hittp:/ A intersoft.co.ulk/contact! l
r— This is the hyperlink attached to the Shop button
Show Shipper | Display Shipper Reference on email
Reference
Show [tem | Allow the user to see the items within teir shipment
- Information
g cance'
e s i s o bt e e

Enter an email address to send a test email

Email: I

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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