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New Deltec Courier Website (Replacing Deltrak) 

 

 

 

Deltec Get Online ς Agent Guide 

www.deltec-courier.com 

 

 
Please Note: 

*** {ƘƛǇƳŜƴǘǎ ǊŜŎŜƛǾŜŘ ƻƴ ŀƴȅ ƴǳƳōŜǊ ƻǘƘŜǊ ǘƘŀƴ ŀƴ Ψ0964Ω Ƴǳǎǘ ōŜ ǊŜŎǊŜŀǘŜŘ ƻƴ ŀƴ Ψ0964ΩΣ adŘƛƴƎ ǘƘŜ ƻƭŘκƻǊƛƎƛƴŀƭ ƴǳƳōŜǊ ƛƴǘƻ Ψ/ǳǎǘƻƳŜǊ wŜŦмΩ ƻǊ 

Ψ/ǳǎǘƻƳŜǊ wŜŦнΩ field 

 

If a shipment is being sent with a 3rd party agent, such as DHL, please ensure that you add the 3rd !ƎŜƴǘ ŎƻƴƴƻǘŜ ƴǳƳōŜǊ ƛƴ ǘƘŜ ΨAlt. RefΩ ŦƛŜƭŘ.  If this is not 

done, TRACKING WILL NOT be received for this shipment. 

 

LƴōƻǳƴŘ ǎƘƛǇƳŜƴǘǎ ǘƻ ȅƻǳǊ ōǊŀƴŎƘ ƴŜŜŘ ǘƻ ōŜ ǎŎŀƴƴŜŘ ƛƴ ǘƻ ǘƘŜ ƻŦŦƛŎŜ ŀƴŘ ƻƴǘƻ ŀ ŘǊƛǾŜǊΩǎ ǎƘŜŜǘ 

 

Outbound shipments need to be scanned out to branches***  

 

http://www.deltec-courier.com/
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1. Login 

 
¶ Ensure that pop-ups are not blocked by your browser 

¶ Go to www.deltec-courier.com 
¶ {ŜƭŜŎǘ ΨStart Shipping: Login HereΩ on the right 

¶ Please add the username and password provided to your branch (in the coming weeks individual user names and passwords will be created) 
¶ Please note that the password IS case sensitive 

 

 

 

 
¶ LŦ ȅƻǳ ƘŀǾŜ ŦƻǊƎƻǘǘŜƴ ȅƻǳǊ ǇŀǎǎǿƻǊŘ ǇƭŜŀǎŜ ǎŜƭŜŎǘ ΨForgot your passwordΩ 

¶ Add the email address to which the new password should be forwarded 

¶ The password will be sent to you via email, as long as the email address is registered to the user name 

 

 

 

 

 

 

 

http://www.deltec-courier.com/
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2. Contacts 
 

The contacts menu allows you to manage your address book. 
 

1. Select  ΨContactsΩ from the top right menu  
 

 
 

¶ You can Create/Edit/Delete Contacts , or even import addresses from an excel sheet  (template is downloadable as per page 8 ) 
 

 
 

Two types of addresses/contacts exist: 

¶ Global:   Global contacts are shared among all users under the same account 

¶ Personal:  Personal contacts are only visible to the user who created the contacts 
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2. Creating a New Contact 
 

¶ !ŦǘŜǊ ǎŜƭŜŎǘƛƴƎ ΨContactsΩ ǘhe below form will appear, all fields shown in bold are required 

 
 

 
 

- Select Contact Type 

 

- Select Address Type 

 

- Save Contact after adding all 

required fields 
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3. Uploading a Contact List 
 

You have the option to upload addresses from .csv files (excel sheets). 

 

¶ BEFORE you upload a contact list please ensure that the .csv file has been created in the correct format for upload 

¶ You can download a template file as an example of how the .csv file should be formatted 

¶ {ŜƭŜŎǘ ΨUpload Contact ListΩ ŀƴŘ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ΨDownload TemplateΩ ƭƛƴƪ ǿƛƭƭ ōŜ ǾƛǎƛōƭŜ 

¶ {ŜƭŜŎǘ ΨDownload TemplateΩ,  included in the template is a specification of each address field  
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¶ To upload the .csv file, select  ΨUpload Contact ListΩ  

 

 

 
 

¶ Browse to the where your .csv file is located/save 

¶ {ŜƭŜŎǘ ΨUpload FileΩ 

¶ The new addresses should appear in the contacts  
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4.  Creating  contacts while adding shipments 
 

¶ {ŜƭŜŎǘ ǘƘŜ ΨShippingΩ 

¶ {ŜƭŜŎǘ ǘƘŜ ΨNew ShipmentΩ ǘŀb, the below shipment screen will appear 
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¶ LŦ ȅƻǳ ƘŀǾŜ ŎǊŜŀǘŜŘ ŀ ƴŜǿ ǎƘƛǇǇŜǊΣ ǇƭŜŀǎŜ ǎŜƭŜŎǘ Ψ{ŀǾŜ ǎŜƴŘŜǊ ǘƻ ΧΦΩ ŀƴŘ ŀŘŘ ŀ ǳƴƛǉǳŜ ǊŜŦŜǊŜƴŎŜ ŦƻǊ ŦǳǘǳǊŜ ƭƻƻƪǳǇ ƛƴ ǘƘŜ ΨAS REFΩ ŦƛŜƭŘ 
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¶ The same applies for the receiver/consignee information 

¶ If you need to save a recipient, enter all required data 

¶ {ŜƭŜŎǘ Ψ{ŀǾŜ ǊŜŎŜƛǾŜǊ ǘƻ ΧΦΦΩ ŀƴŘ ǇǊƻǾƛŘŜ ŀ ǊŜŦŜǊŜƴŎŜ ŦƻǊ ŦǳǘǳǊŜ ǳǎŜ ƛƴ ǘƘŜ ΨAS REFΩ ŦƛŜƭŘ 
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3. Shipping 
 

3.1 Adding/manifesting shipments created ONLINE by customers to a Branch or via trunk to London 
 

¶ SŜƭŜŎǘ ǘƘŜ ΨShippingΩ from the menu,  ΨNew ShipmentΩ tab will open with a connote form 

¶ Enter/scan ǘƘŜ ŎƻƴƴƻǘŜ ƴǳƳōŜǊ όΨ0964Ω ǇǊŜŦƛȄύ ƛƴ ǘƘŜ ŦƛŜƭŘ ΨShipment #Ω 
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¶ {ŜƭŜŎǘ ΨretrieveΩΣ ǘƘŜ Řŀǘŀ ŎŀǇǘǳǊŜŘ ōȅ ǘƘŜ ŎǳǎǘƻƳŜǊ ǿƛƭƭ ŀǳǘƻ-fill the fields 

¶ Ensure that the correct service has been selected and details, such as weight, are correct 
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¶ {ŜƭŜŎǘ  ΨAssign to manifestΩΣ ŜƴǎǳǊŜ ǘƘŜ ŎƻǊǊŜŎǘ ŘŀǘŜ ƛǎ ǎŜƭŜŎǘŜŘ 

¶ {ŜƭŜŎǘ ΨRouteΩ ς this will allow auto-route to a Deltec office or allow selection of a 3rd party 

 
¶ The routing will only work if the first part of the consignee postcode are correct 

¶ Ψ5ŜƭǘŜŎ LƴǘŜǊƴŀǘƛƻƴŀƭ [ǘŘΥ  D.ормΩ Ґ 5ŜƭǘŜŎ [ƻƴŘƻƴκIƻǳƴǎƭƻǿ 

¶ {ŜƭŜŎǘ ΨContinueΩ 



14 

Created by IT Support @ Deltec Courier International, April 2010, Get_Online_AgentsV4.doc 

 

¶ The following prompt will appear to alert you that this shipment already existsΣ ǎŜƭŜŎǘ ΨOKΩ 

 

 
¶ SeƭŜŎǘ ΨSaveΩ 
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¶ The connote can be printed from the popup window, but if one already exists on the shipment then another is not necessary 

¶ If required, print from the browser 

¶ If not ǊŜǉǳƛǊŜŘΣ ŎƭƻǎŜ ǘƘŜ ǿƛƴŘƻǿ ŀǘ ǘƘŜ ΨxΩ 
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¶ ¢ƘŜ Ψnew shipmentΩ ŦƻǊƳ ǿƛƭƭ ǊŜŀǇǇŜŀǊ ǿƛǘƘ ŀ ƴƻǘƛŦƛŎŀǘƛƻƴ ǘƘŀǘ ǘƘŜ ǇǊŜǾƛƻǳǎ ǎƘƛǇƳŜƴǘ ǿŀǎ ǎŀǾŜŘ ŀƴŘ ŀŘŘŜŘ ǘƻ ǘƘŜ ΨDocket IDΩ όƳŀƴƛŦŜǎǘύ 

 

 
 

¶ /ƻƴǘƛƴǳŜ ŀŘŘƛƴƎ ǎƘƛǇƳŜƴǘǎΣ ŜƴǎǳǊƛƴƎ ǘƘŀǘ ǘƘŜ ŎƻǊǊŜŎǘ ΨDocket IDΩ ƛǎ ǎŜƭŜŎǘŜŘ ŦƻǊ ŜŀŎƘ ƻƴŜ 

¶ Once all shipments have been added the manifests need to be closed and submitted for transmission to Deltec London (see point     on page   ) 

¶ Branches you have manifested to will be able prealerted via email and can view the inbound manifest data online 
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3.2 Adding/manifesting shipments created ONLINE by customers to an International destination 

 

¶ {ŜƭŜŎǘ ǘƘŜ ΨShippingΩ ŦǊƻƳ ǘƘŜ ƳŜƴǳΣ  ΨNew ShipmentΩ ǘŀō ǿƛƭƭ ƻǇŜƴ ǿƛǘƘ ŀ ŎƻƴƴƻǘŜ ŦƻǊƳ 

¶ 9ƴǘŜǊκǎŎŀƴ ǘƘŜ ŎƻƴƴƻǘŜ ƴǳƳōŜǊ όΨ0964Ω ǇǊŜŦƛȄύ ƛƴ ǘƘŜ ŦƛŜƭŘ ΨShipment #Ω 
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¶ {ŜƭŜŎǘ ΨretrieveΩΣ ǘƘŜ Řŀǘŀ ŎŀǇǘǳǊŜŘ by the customer will auto-fill the fields 

¶ Ensure that the correct service has been selected and details, such as weight, are correct 

¶ 9ƴǎǳǊŜ ǘƘŀǘ ΨReason for ExportΩ Ƙŀǎ ōŜŜƴ ŎƻƳǇƭŜǘŜŘ 
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¶ {ŜƭŜŎǘ  ΨAssign to manifestΩΣ ŜƴǎǳǊŜ ǘƘŜ ŎƻǊǊŜŎǘ ŘŀǘŜ ƛǎ ǎŜƭŜcted 

¶ {ŜƭŜŎǘ ΨReceiverΩ ς ǇƭŜŀǎŜ ǎŜƭŜŎǘ Ψ5ŜƭǘŜŎ LƴǘŜǊƴŀǘƛƻƴŀƭ [ǘŘ D.ормΩ ǳƴƭŜǎǎ ȅƻǳ Řƻ ƴƻǘ ǊƻǳǘŜ ȅƻǳǊ ƛƴǘŜǊƴŀǘƛƻƴŀƭǎ ǘƘǊƻǳƎƘ [ƻƴŘƻƴ 
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¶ /ǊŜŀǘŜκŀŘŘ ǘƘŜ ΨDocket IDΩ όƳŀƴƛŦŜǎǘ ƴǳƳōŜǊύ 

¶ !ŘŘ ΨTRUNKΩ ƛƴ ǘƘŜ ΨFlight #Ω ŦƛŜƭŘ 

¶ {ŜƭŜŎǘ ΨTBAΩ ƛƴ ǳƴŘŜǊ ΨCarrierΩ 

 

 
 

¶ 9ƴǎǳǊŜ ǘƘŀǘ ŀƭƭ ŘŜǘŀƛƭǎ ŀǊŜ ŎƻǊǊŜŎǘ ŀƴŘ ǎŜƭŜŎǘ ΨContinueΩ 
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¶ The following prompt will appear to alert you that this shipment already existsΣ ǎŜƭŜŎǘ ΨOKΩ 

 

 
¶ {ŜƭŜŎǘ ΨSaveΩ 
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¶ The connote can be printed from the popup window, but if one already exists on the shipment then another is not necessary 

¶ If required, print from the browser 

¶ If not ǊŜǉǳƛǊŜŘΣ ŎƭƻǎŜ ǘƘŜ ǿƛƴŘƻǿ ŀǘ ǘƘŜ ΨxΩ 
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¶ ¢ƘŜ Ψnew shipmentΩ ŦƻǊƳ ǿƛƭƭ ǊŜŀǇǇŜŀǊ ǿƛǘƘ ŀ ƴƻǘƛŦƛŎŀǘƛƻƴ ǘƘŀǘ ǘƘŜ ǇǊŜǾƛƻǳǎ ǎƘƛǇƳŜƴǘ ǿŀǎ ǎŀǾŜŘ ŀƴŘ ŀŘŘŜŘ ǘƻ ǘƘŜ ΨDocket IDΩ όƳŀƴƛŦŜǎǘύ 

 

 
 

¶ /ƻƴǘƛƴǳŜ ŀŘŘƛƴƎ ǎƘƛǇƳŜƴǘǎΣ ŜƴǎǳǊƛƴƎ ǘƘŀǘ ǘƘŜ ŎƻǊǊŜŎǘ ΨDocket IDΩ ƛǎ ǎŜƭŜŎǘŜŘ ŦƻǊ ŜŀŎƘ ƻƴŜ 

¶ Once all shipments have been added the manifests need to be closed and submitted for transmission to Deltec London (see point     on page   ) 
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3.3 Adding/manifesting shipments received on paper/pre-printed connotes  

 

¶ {ŜƭŜŎǘ ǘƘŜ ΨShippingΩ ŦǊƻƳ ǘƘŜ ƳŜƴǳΣ  ΨNew ShipmentΩ ǘŀō ǿƛƭƭ ƻǇŜƴ ǿƛǘƘ ŀ ŎƻƴƴƻǘŜ ŦƻǊƳ 

¶ 9ƴǘŜǊκǎŎŀƴ ǘƘŜ ŎƻƴƴƻǘŜ ƴǳƳōŜǊ όΨ0964Ω ǇǊŜŦƛȄύ ƛƴ ǘƘŜ ŦƛŜƭŘ ΨShipment #Ω 
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¶ Ensure that the correct service has been selected and all details aded 
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¶ {ŜƭŜŎǘ  ΨAssign to manifestΩΣ ŜƴǎǳǊŜ ǘƘŜ ŎƻǊǊŜŎǘ ŘŀǘŜ ƛǎ ǎŜƭŜŎǘŜŘ 

¶ {ŜƭŜŎǘ ΨRouteΩ ς this will allow auto-route to a Deltec office or allow selection of a 3rd party 

¶ If the shipment is international complete as per instructions under point 3.2 

 
¶ {ŜƭŜŎǘ ΨContinueΩ 
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¶ {ŜƭŜŎǘ ΨSaveΩ 
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¶ The connote can be printed from the popup window, but if one already exists on the shipment then another is not necessary 

¶ If required, print from the browser 

¶ If not ǊŜǉǳƛǊŜŘΣ ŎƭƻǎŜ ǘƘŜ ǿƛƴŘƻǿ ŀǘ ǘƘŜ ΨxΩ 
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¶ ¢ƘŜ Ψnew shipmentΩ ŦƻǊƳ ǿƛƭƭ ǊŜŀǇǇŜŀǊ ǿƛǘƘ ŀ ƴƻǘƛŦƛŎŀǘƛƻƴ ǘƘŀǘ ǘƘŜ ǇǊŜǾƛƻǳǎ ǎƘƛǇƳŜƴǘ ǿŀǎ ǎŀǾŜŘ ŀƴŘ ŀŘŘŜŘ ǘƻ ǘƘŜ ΨDocket IDΩ όƳŀƴƛŦŜǎǘύ 

 

 
 

¶ /ƻƴǘƛƴǳŜ ŀŘŘƛƴƎ ǎƘƛǇƳŜƴǘǎΣ ŜƴǎǳǊƛƴƎ ǘƘŀǘ ǘƘŜ ŎƻǊǊŜŎǘ ΨDocket IDΩ ƛǎ ǎŜƭŜŎǘŜŘ ŦƻǊ ŜŀŎƘ ƻƴŜ 

¶ Once all shipments have been added the manifests need to be closed and submitted for transmission to Deltec London (see point     on page   ) 

¶ Branches you have manifested to will be able prealerted via email and can view the inbound manifest data online 
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4. Shipment List/Closing Manifests 

 

¶ {ŜƭŜŎǘ ΨShippingΩ  

 

 
 

¶ {ŜƭŜŎǘ ΨShipment listΩ ǘŀō 

¶ Select dates to/from of shipments  
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¶ Select the shipments to be  finalised 

 

 
 

¶ {ŜƭŜŎǘ ΨShip nowΩ 

¶ Select ΨSubmitΩ 

¶ The data has now been transmitted 
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5. Tracking 

 

1. Tracking Entry 

 

¶ {ŜƭŜŎǘ ΨTrackingΩ 

¶ {ŜƭŜŎǘ ΨTracking EntryΩ 

 

 
 

¶ {ŜƭŜŎǘ ǘƘŜ 9ȄŎŜƭ ǎƘŜŜǘ ΨStandardΩ 
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¶ ΨDateΩ ŀƴŘ ΨTimeΩ ƻŦ ǘǊŀŎƪ ǿƛƭƭ ōŜ ŦƛƭƭŜŘ ŀǳǘƻƳŀǘƛŎŀƭƭȅ 

¶ {ŜƭŜŎǘ ΨLocationΩ ό¸h¦w .w!b/Iύ 

¶ Selecǘ ΨEventΩ όǘƘƛǎ ƛǎ ǘƘŜ ǘǊŀŎƪ ǘȅǇŜύ 

 

 
¶ Scan or type in the connote numbers (as per the example these are being scanned into the branch) 

¶ {ŜƭŜŎǘ ΨSubmitΩ ǘƻ ǎŀǾŜ 
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¶ ¸ƻǳ ǿƛƭƭ ǊŜŎŜƛǾŜ ŀ ŎƻƴŦƛǊƳŀǘƛƻƴ ΨProcess completedΩ  
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2. Adding a POD 

 

¶ ²ƘŜƴ ǎŜƭŜŎǘƛƴƎ ΨEvent:  Proof of DeliveryΩ κǿƘŜƴ ŀŘŘƛƴƎ  ŀ th5 ŜƴǎǳǊŜ ǘƘŀǘ YOU change/add the correct date/time for the POD 

¶ !ŘŘ ǘƘŜ th5 ǎƛƎƴŀǘǳǊŜκƴŀƳŜ ƛƴ ǘƘŜ ΨNotesΩ ŦƛŜƭŘ 
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3. Tracking Enquiry 

 

¶ {ŜƭŜŎǘ ΨTrackingΩ 

¶ {ŜƭŜŎǘ ΨTracking EnquiryΩ 

 

 
¶ Type/scan in the required connote number 

¶ {ŜƭŜŎǘ ΨSearch TrackΩ 
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¶ Tracking is displayed as below 
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6. Inbound Manifests/Shipments 
 

¶ {ŜƭŜŎǘ ΨShippingΩ 

¶ {ŜƭŜŎǘ Ψ ManifestingΩΣ select the dates to/from for the incoming manifests 

¶ Shipments on thŜ ƳŀƴƛŦŜǎǘ Ŏŀƴ ōŜ ǾƛŜǿŜŘ ōȅ ǳǎƛƴƎ ǘƘŜ Ψ+Ω 
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¶ The list will be expanded to display the attached shipments, as below 

 
¶ Select manifest/s for to be printed 

¶ {ŜƭŜŎǘ ΨprintΩ 

 

 


