New Deltec Courier Website (Replacing Deltrak)

Deltec Get Online — Agent Guide
www.deltec-courier.com
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Please Note:
***Shipments received on any number other than an ‘0964’ must be recreated on an ‘0964’, adding the old/original number into ‘Customer Refl’ or

‘Customer Ref?’ field

If a shipment is being sent with a 3" party agent, such as DHL, please ensure that you add the 3 Agent connote number in the ‘Alt. Ref’ field. If this is not
done, TRACKING WILL NOT be received for this shipment.

Inbound shipments to your branch need to be scanned in to the office and onto a driver’s sheet

Outbound shipments need to be scanned out to branches***
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1. Login

e Ensure that pop-ups are not blocked by your browser
e Go to www.deltec-courier.com

e Select ‘Start Shipping: Login Here’ on the right
e Please add the username and password provided to your branch (in the coming weeks individual user names and passwords will be created)
e Please note that the password IS case sensitive

GETOnline Login

User Mame: |
Password:

Login now D Remember me next time.

Forgot your password?

e If you have forgotten your password please select ‘Forgot your password’
e Add the email address to which the new password should be forwarded
e The password will be sent to you via email, as long as the email address is registered to the user name

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


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

2. Contacts

The contacts menu allows you to manage your address book.

1. Select ‘Contacts’ from the top right menu

i Welcome TestDebtor, Deltec HQ
GET Online O 52 0
The web solufion for the transport industry ﬂ$ v"l,
Sign Out Contacts Profile  Help

Shipping Tracking

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

Address Book

Home Address Book

Upload Contact List Create New Contact Filter : Perzonal Address List E| | Search Contact

Name (UserCode) Contact No Account Code Entity Account Type
Lynn Greenwood (Lynn) : )
54 HP:B4554654654 TestDebtor Deftec HQ GLOBAL Edit | Delete
dkfklzdjfi@hotmail com
gg(Te) :
B " HP:1 Test Deltec HQL GLOBAL Edit | Delete
test (AMS) 2
B4 HP: TestDebtor Deltec HQ % PERSONAL Edit | Delete

support@detec-international com

TestDebtor (Darwish)
B4 darwish.fawaz@deltec- HP: TestDebtor Deltec HQ " GLOBAL Edit | Delete
international.com

Two types of addresses/contacts exist:
e Global: Global contacts are shared among all users under the same account
e Personal: Personal contacts are only visible to the user who created the contacts
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2. Creating a New Contact

e After selecting ‘Contacts’ the below form will appear, all fields shown in bold are required

Contact Details
Enter news user details and click "Save’. Required fields are shown in bold:

Contact Code: Account Code: TestDebtor

Company/Hame: Contact Type: GLORAL KQ
Active: Department;

Salutation: Type: [T shipper Receiver
First Hame:

Last Hame:

Address:

= Select Contact Type

City/Place: Select One [=] - Select Address Type
State/Province:

- Save Contact after adding all
Postcode:

required fields
Country: Select COne El

Residential Address: |:|
Phone:

Mobile:

Fax:

Email:

Cancel
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3. Uploading a Contact List

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

e BEFORE you upload a contact list please ensure that the .csv file has been created in the correct format for upload
e You can download a template file as an example of how the .csv file should be formatted

e Select ‘Upload Contact List’ and the following ‘Download Template’ link will be visible

e Select ‘Downloadg/Template’, included in the template is a specification of each address field

Address Boo

Home Address

Upload Contact List Create Mew Contact Filter ; Personal Address List El | Search Contact Advanced Search

Upload Contact list

pload a contact file and we will tell you which of your contacts are already in the system.
Download Template

Contact File ;

Upload File
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e To upload the .csv file, select ‘Upload Contact List’

Address Book

Home Address Book

Upload Contact List Create New Contact Filter : Personal Address List El | Search Contact Advanced Search

Upload Contact List

IUpload a contact file and we will tell you which of your contacts are already in the system.
Download Template

Contact File : Browse...

Upload File

e Browse to thd where your .csv file is located/save
e Select ‘Upload File’
e The new addresses should appear in the contacts
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4. Creating contacts while adding shipments

Shipping
Home Shipping
Mew Shipment Shipment List

Please enter your shipping information below. Reguired fields are shown in bold.

Shipment #:

Sender Information Bill To: TestDel Ship t Information
Ref. Code: Select One [=] Service: Select One [=]
Name: Security Value: Pounds Sterling [+]
Country: Select One [=] Insurance Value: Pounds Sterling =
Address: No. of Ttems:
Description:
Weight: Kes ||
City / Town: Cubic {L x W x H) {cm): ® ® = KGs
State: Postcode: Custom Value: Pounds Sterling El
Contackt: Shipment Terms: Select One El
Phone: Customer Ref, #1:
Email: [ aen [T Use receiver's customer ref.
[C] save sender to address book AS REF Customer Ref, #2;
. . Origin of Goods: UMNITED KINGDOM El
Receiver Information

Reason for Export:

Ref. Code: Select One [=]
Name: Delivery Motes:
Country: Select One =]
Address: Notes:
Shipment Options: [] Assign To Manifest
City/Town: Despatch Date: | 22/04/2010 [+ |
State: Postcode: Run ID: 1 E|
Contact: [ Book A Pick-up  (Chanae Collection details)
Phone 1: Phone 2:

[ Ship After Saving Record

emait e
[T] save receiver to address book AS REF
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Home Shipping

New Shipment

Please enter your shipping information below. Required fields are shown in bold.

If you have created a new shipper, please select ‘Save sender to ...."” and add a unique reference for future lookup in the ‘AS REF’ field

Shipment List

Shipment #: [System Auto Generated]
Sender Information Bill Test Shipment Information
Ref, Code: |TestUser -Test __v_l Service: Export Documents
Name: Test | Pounds Sterling |
Country: UNITED KINGDOM =~ [ Pounds Sterling = |
Address: FIRSTLINEADDR No. of Items:
| SECONDLINEADDR / Description:
| THIRDLINEADDR Weight: 0.5 KGs =
City/Town: London XWxH) (am): | | x| =] KGs
State: |STATE Postcode: [POSTCODE Custom Value: I [Pounds Stering =
Contact: FirstName LAstName A
Shipment Terms: =
Phone: Phonenyfber |oou [
- . . Customer Ref, #1: |
Email: em mail.com
I™" save sender to address book AS REF ™" Use receiver's customer ref.
Customer Ref, #2: |
Receiver Information Origin of Goods: |unITED KINGDOM =
Ref, Code: |Select One __v_] Reason for Export:
Name:
Country: Select One | Delivery Notes:
Address:
| Notes:
City/Town: Shipment Options: Assign To Manifest
State: | Postcode: | Despatch Date: |23/04/20 10 - I
Contact: Run ID: I 2 h l
Phone 1: Phone 2: | I™ Book APick-up  (Change Collection details)
Email: I Alert I™" ship After Saving Record

I™ save receiver to address book AS REF |
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Home Shipping

New Shipment

The same applies for the receiver/consignee information
If you need to save a recipient, enter all required data

Select ‘Save receiver to ....." and provide a reference for future use in the ‘AS REF’ field

Shipment List

Please enter your shipping information belofv. Required fields are shown in bold.

Shipment #: [System Auto Genefated
Sender Information Bill To: Test Shipment Information
Ref. Code: | Testuser - Test | Service: rtDocuments x|
Name: Test ecurity Value: | Pounds Sterling ;’
Country: UNITED KINGD ;] Insurance Value: | Pounds Sterling ~|
Address: FIRSTLINEADD No. of Ttems: 1
|SECONDLINEAPDR Description: Docs
| THIRDLINEADPR Weight: 0.5 KGs =
City/Town: London Cubic (L x W x) (am): | M| x| =] KGs
State: | STATE Postcode: [POSTCODE Custom Valud: | [Pounds Stering =
Contact: FirstName LgstName ?
Phone: Phonenumbjer e IDDU :J
Emaik: email@emgll.com I Alet |
™ save gender to address book ASREF [ | Ir Use receiver's customer ref.
Receiver Information in of Goods: | UNITED KINGDOM |
Ref. Code: | select ghe | eason for Export:
Name: TestRegeiver
Country: UN STATES Delivery Notes:
Address: FIRSTJINEADDR
|SECC’\IDLINEADDR Notes:
City/Town: lNev\/York Shipment Options: || Assign To Manifest
State: [Neyd vork Postcode: 5555555 Despatch Date: [23/04/2010 =]
Contact: TE| Run ID: I 2 > I
Phone 1: il Phone 2: I™ Book A Pick-up ~ (Change Collection details)
Email: treceiver @email.com Iz Ship After Saving Record

W' save receiver to address book AS REF [TestUSA1|
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3. Shipping

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

e Select the ‘Shipping’ from the menu, New Shipment’ tab will open with a connote form

the connote number{0964’ prefix) in the field ‘Shipment #

Shipping Tracking Customer >ervice

o

Pleaze enter your shipping information below. Required fiel € chown in bold.

Shipment #: Retrieve Alt, Ref.:
Sender Information Bill To: GEOOO& Shipment Information
Ref, Code: BriztolOps - Deltec International ;I Service: Domestic Next Day ;I
Name: Deltec International Security Value: Pounds Sterling ;l
Country: UNITED KINGDOM ;I Insurance Value: Pounds Sterling ;I
Address: Unit2, 5t Catherine Industrial Estate Ne. of Ttems: 1

White Lane Description:

Bedminster Weight: Kes x|
City/Town: Bristol Cubic (L x W x H) (cm): by * = KGs
State: Postcode:  |BS3 40] Custom Value: Pounds Sterling = T hivaiue
Contact: Bristol Ops Shipment Terms: DoU =l
Phone: 01179668899 Customer Ref. #1:
Email: bristolops@deltec-international. com I aler [ Use receiver's customer ref.

I” Save sender to address book AS REF Customer Ref, £2:

Origin of Goods: UMITED KINGDOM ;l
Receiver Information Reason for Export:
Ref, Code: BristolOps - Deltec International ;I
Name: Delivery Notes:
Country: Select One =l
Address: MNotes:
Shipment Cptions: [V Assign To Manifest

City/Town: Uplift Date: SelectaDate =] Route
State: Postcode: Receiver: AIRCITY (CHINA) CO LTD: CNS82 = |
Contact: Docket #:
Phone 1: Phone 2: Flight #:
Email: T Alert Carrier: TBA ;I

I save receiver to address book AS REF

=
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e Select ‘retrieve’, the data captured by the customer will auto-fill the fields
e Ensurethatt

Home Shipping

Hew Shipment Shipment List

Please verify your collection request information at th following. To confirm the shipment de

Shipment #: 096490001075 Retrieve

Sender Information Bill To: bril23 Shipment Infor

Ref, Code: Select One = Service:

Name: Bristol test

Country: LMITED KINGDOM =

Address: Bristol No. of Items:
Description:
Weight:

City / Town: United Kingdam Other Cubic (L x W x H) {cm):

State: Postcode: br373733 Custom Value:

Contact: Bristol Customer Shipment Terms:

Phone: 98738587 Customer Ref. #1:

Email: I aten

¥ 5ave sender to address book A5 REF | BristolCust Customer Ref, £2:

Origin of Goods:

Receiver Information Reason for Export:

Ref, Code: Select Cne ;I

Name: testing to london Delivery Notes:

Country: LIMITED KINGDOM =

Address: 44 Church road Motes:
Shipment Options:

City /Town: Richmond

State: Postcode: TW10 &ln

Contact: test

Phone 1: 97987987 Phone 2:

Email: I alert

¥ save receiver to address book AS REF | richmond

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

correct service has been selected and details, such as weight, are correct

iz, dick Save. To edit details, dick Edit to go badk to the shipping form.

Domestic Mext Day ;I

Security Value: 0,00 Pounds Sterling ;I
Insurance Value: 0.00 Pounds Sterling ;I

1
Docs

2 KGs =

a ®x0 *|0 =0 KGs
0.00 Pounds Sterling = I hivalus

DoU |
testing
™! Use receiver's customer ref.

UNITED KINGDOM |

[V Assign To Manifest
Uplift Date:

TRUMNE

TBA =1
=
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e Select ‘Assign to manifest’, ensure the correct date is selected

e Select ‘Route’ —

Home Shipping

Hew Shipment Shipment List
Please verify your collection request information at the followi

Shipment #: 096490001075 Retrieve

sender Information Bill To: bril23

Ref. Code: Select One

Name: Bristol test

Country: LMITED KINGDOM =
Address: Bristol

City/Town: United Kingdom Other

State: Postcode: br273733

Contact: Bristol Customer

Phone: Q8798987

Email: I aten

¥ save sender to address book AS REF | BristolCust

Receiver Information

Ref, Code: Select Cne ;I
Name: testing to london

Country: LIMITED KINGDOM =
Address: 44 Church road

City /Town: Richmond

State: Postcode: TW10 &ln

Contact: test

Phone 1: 97987987 Phone 2:

Email: ™ alert

¥ save receiver to address book AS REF | richmond

e The routing will only work if the first part of the consignee postcode are corr

e ‘Deltec International Ltd: GB351’ = Deltec
e Select ‘Continue’

is will allow auto-route to a Deltec office or allow selection of a 3™ party

ToNenfirm the shipment details, didk Save. To edit details, didk Edit to go back to the shipping form.

Alt, Ref.:

Shipment Information

Service: Domestic Next Day ;l
Security Value: 0,00 Pounds Sterling ;I
Insurance Value: 0.00 Pounds Sterling ;I

No. of Items: 1

Docs

2 kos =]

1] ®x 0 x0 =0 et
Custo : 0.00 Pounds Sterling = I Hivalue
Shipment ooU |

Customer Rif. #1:

Customer Ref, #2:

Qrigin of Goods: |
Reason for Export:
Delivery Motes:
Motes:
Shipment Options: v Assign To Mani
Uplift Date: 01/05/2010

20100501_-152

TRLUNEK

i =
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e The following prompt will appear to alert you that this shipment already exists, select ‘OK’

Message from webpage

t’

4 The shipment 096490001075 has already exist in the system. Do you wapkserpfoceed to insert this shipment?

OK Cancel

e Select ‘Save’

Tracking Customer Service

Shipping

Home Shipping

New Shipment Shipment List

Please verify your collection request information at the follo

a. To confirm the shipment details, dick Save. To edit details, dick Edit to go back to the shipping form.

Shipment #: 096470001030 Alt. Ref.:
Sender Information Bill To: Shipment Information
Ref. Code: - Service: Domestic Mext Day
Hame: Test Security Value: GEP 0.00
Address: FIRSTLINEADDR. Insurance Value:  GBP 0.00
SECOMDLINEADDR. Ho. of Ttems: 1
THIRDLIMNEADDR. Description: Docs
Place: Londaon eight: 0.5 KGs
State: STATE Postcode: POSTCODE CLxWxH) (om): 0x0x0=0.00KGs
Country: UNITED KINGDOM GEP 0.00 Hi Value: No
Contact: Firsthlame LastMame
Pho'fe: PhDITIEI‘ILII‘nt!EI’ Customer Re 0954bristol
Email: email@email.com Alert: Mo

Save sender contact's details AS REF TestUser
Customer Ref. #2:

Origin of Goods:

Receiver Information

Ref. Code: - Reason for Export:

Name: TestReceiver Delivery Notes:

Address: Receiveraddr Motes:
ReceiverAddr Shipment Options:

Place: Lendan

State: STATE Postcode: twid

Country: UNITED STATES

Contact: TESTRECEIVER

Phone 1: 454554654 Phone 2:

Email: testemail @testemail. com Alert: Mo
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Flight #: TRUMK
Carrier: TBA
Receiver: Deltec International

Ship Mow: Mo
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e The connote can be printed from the popup window, but if one already exists on the shipment then another is not necessary

e Ifrequired, print from the browser
e If not required, close the window at the ‘¥

f,"-‘ Connote Label - Windows Internet Explorer

(=1 =" |g https:,l',l'www.FFdx.net,l'vS,l'printdoc,l'docConnoteStvIeIj % @ || X Ib Bing

File Edit ‘iew Favorites Tools Help

% [E2snagt E 1=

.7 Favarites | = LogMeln - Remote Access a... G LogMeIn - Remate Access a... & | Fres Hotmal € Suggested Sites ~ @ TEAM Global

>3

= = »
& Connote Label | | far = B v ) d= - Pagev Safety > Took~ @~
_ rY
P o ) =
O 3 Unk 2, 51 Cahnerines Indusirial Esfate Wikenouse Lane, Bedminsier
sl = Brisiol B33 404
3 PHONE: 0117 956 5558 Fac 0117 853 7504
ACCOUNT NUMEBER CUSTOMER REFERENCE
ibrim (W - con 096490001075
TESTING
BRISTOL TEST P TESTING TO LONDON
3 RisTOL 44 CHURCH ROAD SERVICE TYPE
H | NITED KINGDOM OTHER bra7sT32 € |RICHWMOND TW10 Ein DOMESTIC OVERNIGHT
I \UNITED KINGDOM [s]
P N TEST
P ERISTOL CUSTOMER g PHOMNE: STS8T387 IMEORTANT:
E FHOME: SBTSESET I ATTACH QRIGINAL FIVE COPIES OF
COMMERTCIAL INVOICES WITH PACKAGE
R G FORCUSTOMS PURPOSES bovonnss
N
E SENDER'S AUTHORISATION AND SIGNATURE E FULL DESCRIFTION OF COMTENTS -
WWE AGRIEE THAT THE CARRIER STANDARD TERMS AND E pocs
CONDITIONS APFLY TO THIS SHIPMENT AND LIMIT THE CARRIERS “
= = WAREAT COMVE ; oL TERME
Eg:\ii'l;ﬁ’o'ia_'q\):}:\;: '\=:;$‘.v’ NTION MAY ALSD APPLY. TERMS AND DECLARED VALUE FOR
- CLSTOMS CUSTOME AND CURRENCY | SFECIAL INSTRUCTIONS -
SEMDER'S SIGMATURE DATE i i DUTIESTAXE S
PAYABLE BY
COMNSIGNEE
TIME AMFM
B SIZE & WEIGHT
ND.OF FIECES 1
PROOF OF DELIVERY (POD) WEIGHT 2 KGS
RECEIVER'S SIGNATURE DIMENSION IN CM LR
% X
DATE ¢/
WOLUMETRIC/CHARGED WEIGHT

Dane [T [ [ [ | [Emnternet [“5 - | #1o0 -

K
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Hew Shipment

The contact profile named Bristol Customer (Ref: BristolCust) has been updated as per i
The contact profile named test (Ref: richmond) has been updated as per reque

The ‘new shipment’ form will reappear with a notification that the previous shipment was saved and added to the

Shipment List

Shipment details of reference # 096490001075 has been updated as r

ed.
096490001075 has been assigned to Docket ID : 20100501_-152.
Shipment #: Retrieve Alt, Ref.:
e Continue adding shipments, ensuring that the correct ‘Docket ID’ is selected for each one
[ ]
[ ]

‘Docket ID’ (manifest)

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

e Select the ‘Shipping’ from the menu, ‘New Shipment’ tab will open with a connote form
0964’ prefix) in the field ‘Shipment #’

e Enter/scan the connote nu
Shipping

Home Shipping

New Shipment hipment List

Please verify your collection request information at the followin anfirm the shipment details, dick Save. To edit details, dick Edit to go back to the shipping form.
Shipment #: 09649000 1064 Retrieve Alt, Ref.:
Sender Information Bill To: bri123 Shipment Information
Ref, Code: Select One =1 Service: Express Documents - Intf =l
Name: Bristol test Security Value: 0.00 Pounds Sterling ;l
Country: UNITED KINGDOM =1 Insurance Value: 0,00 Pounds Sterling =
Address: Bristol No. of Ttems: 1
Description: Docs
Weight: 0.5 Kes =]
City/Town: United Kingdom Other Cubic (L x W xH) (cm): 0 ®x|0 ® 0 =0 KGs
State: Postcode: |br379733 Custom Value: 0.00 Pounds Sterling = T wivaiue
Contact: Bristol Customer Shipment Terms: ooU =
Phone: 98798987 = Customer Ref. #1: 123456759
Email: Alert [ Use receiver's customer ref,
¥ save sender to address book AS REF | BristolCust Customer Ref, #2:
Crigin of Goods: UNITED KINGDOM ;l
Receiver Information
Reason for Export:
Ref. Code: Select One |
Name: TEST RECEIVER Delivery Notes:
Country: SOUTH AFRICA =
Address: 58 Hedgerow Drive Motes:
Shipment Options: ¥ Assign To Manifest
City/Town: Cape Town Uplift Date: SelectaDate || Route
State: : Postondes (75 Receiver: AIRCITY (CHINA) COLTD: CNS82 =
Contact: testing Docket =:
Phone 1: Q8TIRTIETY Phone 2: e
| r Flight #:
Emiail: i i
mai testing@testing.com Alert Carrier: TEA ;I

¥ save receiver to address baok AS REF | DEF

e
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e Select ‘retrieve’, the data captured by the customer will auto-fill the fields
e Ensure that\he correct service has been selected and details, such as weight, are correct
e Ensure that’

New Shipment Shipment List

Please verify your collection request information at the onfirm the shipment details, dick . To edit details, dick Edit to go back to the shipping form.

Shipment #: 096420001064 Refrieve Alt, Ref.;
Sender Information Bill To: bri123 Shipment Informat
Ref, Code: Select One Service: Express Documents - Intl =l
Name: Bristol test Security Value: 0.00 Pounds Sterling ;l
Country: UNITED KINGDOM Insurance Value: 0,00 Pounds Sterling |
Address: Bristol No. of Ttems: 1

Description: Docs

0.5 KGs = |
City /Town: United Kingdom Other bic (L x W xH) {cm): 0 ®0 x 0 =0 KGs
State: Postcode: |bra72733 m Value: 0.00 Pounds Stering = | I Hivalue
Contact: Bristol Customer Shipmigt Terms: DDU ;I
Phone: SR - CustomMg Ref. #1: | 123456789
Email: Alert ™! Use receiver's customer ref.
¥ save sender to address book AS REF | BristolCust Customer Ref,

Crigin of Goods: UNITED KINGDOM ;I
Receiver Information

Reason for Export:
Ref. Code: Select One ;l
Name: TEST RECEIVER Delivery Notes:
Country: SOUTH AFRICA =
Address: 58 Hedgerow Drive Motes:

Shipment Options: W Assign To Manifest
City/Town: Cape Town Uplift Date: SelectaDate - | Route
State: Postcode: | 7570 Receiver: AIRCITY (CHINA) COLTD: CN532 =
Contact: testing Docket #:
Phone 1: 9879879879 Phone 2: -

i Flight #:

Email: testing@testing.com [ alert Carrier: TBA ;I

¥ Save receiver to address book AS REF | DEF

e
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e Select ‘Assign to manifest’, ensure the correct date is selected
e Select ‘Receiver’ —

lease select ‘Deltec International Ltd GB351’ unless you do not route your internationals through London

New Shipment Shipment List

Please verify your collection request information at the following. onfirm the shipment details, dick Save. To edit details, dick Edit to go back to the shipping form.

Shipment #: 095490001064 Retrieve Alt, Ref.:
Sender Information Bill To: bri123 Shipment Information
Ref. Code: Select One Service: Express Documents [AIRCITY (CHINA) CO LTD: CN582 |«
- i ALVY FORWARDING (BRUNET): BMN20 |
Name: Bristol test Security Value: BELSHIP CO LTD(MAURITIUS): MU3C J
Country: UMITED KINGDOM Insurance Value: CHIMA EXP INT™L (VIETMAM): VN206— J
. = . Deltec Birmingham: GBO001
Address: Bristol N fItn?ms. 1 Deltec Bristol: CEODOG
Docs Deltec Cardiff: GB0O02
Deltec Cheltenham: GEOO12
. . Deltec Edinburgh: GBOOD7
City/Town: United Kingdom Other Deltec Frankfurt: DEOOOL 5
State: Postcode: br375733 =
Contact: Bristol Customer
Phone: 98758987 Deltec Liverpool: GBO011
Email: | - Deltec Manchester: GBO004

Deltec Newcastle: GBO0OS
Deltec Mottingham: GBOOOS
Deltec Sheffield: GBOO13 d

¥ save sender to address book AS REF | BristolCust

Receiver Infi ti eltec Southampton: GBOO 10
scetver Information C Stevenage: GBOO14
Ref, Code: Select One =l ARCEL EXP LTD(BANG): BD2
Hame: TEST RECEIVER Delivery Notes: PARCEL EXPRESS: PK21
¥ ; ) LTD: TW220
Country: SOUTH AFRICA = S): PH204
Address: 58 Hedgerow Drive Notes: L JOBURG: ZA3(
DPE INTERMNATION CHIMA): CM5(
DPE INTERMATIOMAL :
Shipment Options: ¥ Assign To Manifes|DPE INTERMATIONAL CO
City/Town: Cape Town _ . DPE INTERNATIONAL CO LTONGNS0
'tv‘rl P code: Uplift Date: DPE INTERNATIONAL JOBURG:
State: Postoode: [/l Receiver: AIRCITY (CHINA) CO LTD: CN582 Rx |
Contact: testing Docket #:
Phone 1: 9879879379 Phone 2: Flight £:
Email: i ing. r '
mai testing @testing.com Alert Carrier: TBA ;I

I¥' Save receiver to address book AS REF | DEF

=
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e Create/add the ‘Docket ID’ (manifest number)
e Add ‘TRUNK’ in the ‘Flight #\field
e Select ‘TBANn under ‘Carrier’

Shipping

Home Shipping

New Shipment

Please verify your collection request information at W following. To confir

Shipment List

Shipment #: 096430001064 \‘\=l ieve

Sender Information Bill ToON\DbMNZ3

Ref. Code: Select One -

Name: Bristol test

Country: UNITED KINGDOM -

Address: Bristol

City /Town: United Kingdom Other

State: Postcode: br873733

Contact: Bristol Customer

Phone: 98798987

Email: 7 Alest
¥ save sender to address book AS REF | BristalCust

Receiver Information

Ref. Code: Select One =

Name: TEST RECEIVER.

Country: SOUTH AFRICA =]

Address: 58 Hedgerow Drive

City /Town: Cape Town

State: Postcode: 7570

Contact: testing

Phone 1: 9879879879 Phaone 2:

Email: testing @testing. com I alert

e Ensure that all details are correct and select ‘Continue’

¥ save receiver to address book AS REF | DEF

Alt, Ref.:

the shipment details, dick Save. To edit details, dlick Edit to go back to the shipping form.

Shipment Information

Service:

Mo. of Items:
Rescription:
cight:
QL x W 3 H) {em)s
CustoMyyalue:
Shipment Nagms:

stomer ReiNg1:
Custor\r Ref. #
Origin of Ogods:
Reason for EXRort:
Delivery Maotes:

Motes:

Shipment Options:

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

Express Documents - Int =l
Security Value: 0.00 Pounds Sterling =
Insurance Value: 0.00 Pounds Sterling ;l
1
Docs
2.5 Kes =
a X0 0 =0 KiGs
0.00 Pounds Sterling = I Hivalue
DDU =1
123456739
I Use receiver's customer ref,
UNSED KINGDOM =]
[V asdgn N\ Manifest
Uplift D 01/05/2010 Route
Receiver: Deltec International L GB351 =
Docket #: 224
Flight 2: RUNK
Carrier: 1A ;I

e
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e The following prompt will appear to alert you that this shipment already exists, select ‘OK’

Message from webpage

o

:T') The shipment 095420001064 has already exist in the system, Do you want bop

(a]4 Cancel

e Select ‘Save’

Shipping

Home Shipping

New Shipment

Please verify your collection request information

Shipment List

Shipment #: 095490001064

Sender Information bril23

Ref. Code: -

Name: Bristol test

Address: Bristol

Place: United Kingdom Other

State: Postcode: br379733

Country: UNITED KINGDOM

Contact: Bristol Customer

Phone: 98798987

Email: Alert: Mo
Save sender contact's details AS REF BristolCust

Receiver Information

Ref. Code: -

Name: TEST RECEIVER.

Address: 58 Hedgerow Drive

Place: Cape Town

State: Postcode: 7570

Country: SOUTH AFRICA

Contact: testing

Phone 1: 9879879879 Phone 2:

Email: testing@testing.com Alert: Mo

Save sender contact's details AS REF DEF

2ed to inserk this shipment?

the following. To confirm the shipment details, dick Save. To edit details, dick Edit to go back to the shipping form.,

Alt, Ref.:

Shipment Information

Service: Express Documents - Intl
Security Value: GBP 0.00
Insurance Value:  GBP 0.00

Mo. of Ttems: 1

Description: Docs

Weight: 2.5 KGs

Cubic (Lx W xH) {cm): 0x0x0 =0KGs

ustom Value: GEP 0.00 Hi Value: No
ent Terms
Custormsg Ref, #1: 123450739

Use receiver's customer ref.: No
Customer Ref,
Crigin of Goods: UNITED KINGDOM
Reason for Export:
Delivery Motes:
Motes:

Shipment Options: i ifest: Yes

Docket #: 224
Flight #: TRUNK
Carrier: TBA
Receiver: Deltec Internatio
Ship Mow: Mo

™ Retain shipment details for my t shipment.

Created by IT Support @ Deltec Courier International, April 2010, Get_Online_AgentsV4.doc
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e The connote can be printed from the popup window, but if one already exists on the shipment then another is not necessary

e Ifrequired, print from the

browser

e If not required, close the window at the ‘¥

/= Connote Label - Windows Internet Explorer

|§, https:,I',l'www.Ffdx.net,I'VS,I'printdoc,l’docConnoteSterlj % @ 4| X Ib Birng

Fle Edit Wiew Favaorites Tools Help

% &2 snagit E (=)

5.7 Favorites | 3 Q LogMeln - Remote Access a.., G LogMeln - Remote Access a.,, & Free Hotmail @ Suggested Sies » @ TEAM Global

/& Connote Label

| a5

] m ~ Page = Safety ~ Tools = l@lv

»

orizs (NN
bri123

GUSTOMER ERISOL
TESTING
BRISTOL 3876358

1 |UNITED KINGDOM

P

p TEST

F | FHOME: 57373870873

R
H SENDER'S AUTHORISATION AND SIGNATURE

VIVE AGREE THAT THE CARRIER STANDARD TERMS AND
CONDITIONS APPLY TO THIS SHIPMENT AND LIMIT THE CARRIERS
LIASILITY. THE WARSAW CONVENTION MAY ALSD APPLY. TERMS AND
CONDITIONS AVAILASLE AT

SENDER'S SIGNATURE DATE
TIME AMPM
PROOF OF DELIVERY (POD)

RECEIVER'S SIGNATURE

DATE

Unk 2, 5 Cafherines Industrial Estale Whiiehouse Lane, Bedminsier,
Brisiol E53 40U
PHONE 0117 956 3399 Fax 0117 953 7304

LON 096490001064

Py TEST RECEIVER
£8 HED-GEROW DRIVE
C |CAPE TOWN 7570
o
N TESTING
5 |PHONE: 3BT3BTSETS

mm= & —

=

DECLARED VALUE FOR
CUSTOMS - - .
DUTIES/TAXES CUSTOMSE AND CURRENCY

PAYABLE BY
COMNEIGNEE
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CUSTOMER REFERENCE
123458752
ﬂ SERVICE TYPE
EXPRESS DOCUMENTS

IMPORTANT:

ATTACH ORIGINAL FIVE COPIES OF
COMMERCIAL INVOICES WITH PACKAGE
FORCUSTOMS PURPOSES

FULL DESCRIFTION OF CONTENTS -
DoCs

SPECIAL INSTRUCTIONS :-

5 | SIZE & WEIGHT
NO.OF PIECES 1
WEIGHT 2.5 KGS
DIMEMSION IN CM LOWXH
X X

VOLUMETRIC/CHARGED WEIGHT

| »

T T T T (@ teet [ -

£ 100%:

BN
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e The ‘new shipment’ form will reappear with a notification that the previous shipment was saved and added to the ‘Docket ID’ (manifest)

Home Shipning

Shipment List

The contact profile named test (Ref: BristolCust) has been updated as per i
The contact profile named testing (Ref: DEF) has been updated as
Shipment details of reference # 096490001064 has be ed as requested.
096490001064 has been assigned to Docket ID : 234,

Shipment #: Retrigve Alt, Ref.:

e Continue adding shipments, ensuring that the correct ‘Docket ID’ is selected for each one
[}

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

23
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3.3 Adding/manifesting shipments received on paper/pre-printed connotes

e Select the ‘Shipping’ from the menu, ‘New Shipment’ tab will open with a connote form

e Enter/scan the connote numbe

Tracking ustomer Service

New Shipment Shipment List

Please enter your shipping information below. Required fig#E are shown in bald.

0964’ prefix) in the field ‘Shipment #’

o

Shipment #: Retrieve Alt, Ref.:
Sender Information Bill To: GBOOO& Shipment Information
Ref. Code: BristolOps - Deltec International =1 Service: Domestic Next Day =l
Name: Deltec International Security Value: Founds Sterling ;l
Country: UNITED KINGDOM ;I Insurance Value: Pounds Sterling ;I
Address: Unit2, 5t Catherine Industrial Estate Ne. of Ttems: 1

White Lane Description:

Bedminster Weight: Kis ;I
City/Town: Bristol Cubic (L x W x H) (cm): by * = KGs
State: Postcode:  |BS340J Custom Value: Pounds Sterling ;l [T wivalue
Contact: Bristol Ops Shipment Terms: DoU =l
Phone: 01179668899 Customer Ref. #1:
Email: bristolops@deltec-international. com I aler [ Use receiver's customer ref.

I” Save sender to address book AS REF Customer Ref, £2:

Origin of Goods: UNMITED KINGDOM ;I
Receiver Information Reason for Export:
Ref, Code: BristolOps - Deltec International ;I
Name: Delivery Notes:
Country: Select One =l
Address: MNotes:
Shipment Cptions: [V Assign To Manifest

City/Town: Uplift Date: SelectaDate |~ Route
State: Posteode: Receiver: AIRCITY (CHINA) COLTD: CNS82 =
Contact: Docket #:
Phone 1: Phone 2: Flight #:
Email T Aert Carrier: TBA ;I

™! save receiver to address book A5 REF

Created by IT Support @ Deltec Courier International, April 2010, Get_Online_AgentsV4.doc
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e Ensure that the correct service has been selected and all details aded

Home Shipping

Hew Shipment

Please verify your collection request information at the following. To confirm the shipment de

Shipment List

Shipment #: 0956430001075 Retrieve

Sender Information Bill To: bri123

Ref, Code: Select Cne ;I

Name: Bristol test

Country: LIMITED KINGDOM =

Address: Bristol

City /Town: United Kingdom Other

State: Postcode: br379733

Contact: Bristol Customer

Phone: 98798987

Email: M et
¥ save sender to address book AS REF | BristolCust

Receiver Information

Ref, Code: Select One =

Name: testing to london

Country: LMITED KINGDOM =

Address: 44 Church road

City/Town: Richmand

State: Postcode: TW10 6ln

Contact: test

Phone 1: Q7IETIET Phane 2:

Email: I alert

¥ save receiver to address book AS REF | richmond

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

Alt, Ref.:

Shipment Information

ick Save. To edit details, dick Edit to go back to the shipping form.

Service: Domestc Next Day ;I
Security Value: 0.00 Pounds Sterling =
Insurance Value: 0.00 Pounds Sterling ;I
No. of Ttems: 1
Description: Docs
Weight: Z Kes =]
Cubic (L x WxH) (em): 0 ® 0 ¥ |0 =|0 KGs
Custom Value: 0.00 Pounds Sterling = T ivaiue
Shipment Terms: Dou ;I
Customer Ref. #1: testing

Customer Ref, £2:
Qrigin of Goods:
Reason for Export:

Delivery Motes:

Motes:

Shipment Options:

I Use receiver's customer ref,

UNITED KINGDOM =

[V Assign To Manifest

Uplift Date: 01/05/2010
20100501_-152
TRUNK
o4 =

e
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e Select ‘Rou

Home

o

pping

Hew Shipment Shipment List
Please verify your collection request information at the followind, To

Shipment #: 0956430001075 Retrieve

Sender Information Bill To: bri123

Ref. Code: Select One

Name: Bristol test

Country: UNITED KINGDOM

Address: Bristol

City /Town: United Kingdom Other

State: Postcode: br379733

Contact: Bristol Customer

Phone: 98798987

Email: M et

¥ save sender to address book AS REF | BristolCust

Receiver Information

Ref, Code: Select One =
Name: testing to london

Country: LMITED KINGDOM =
Address: 44 Church road

City/Town: Richmand

State: Postcode: TW10 6ln

Contact: test

Phone 1: Q7IETIET Phane 2:

Email: I alert

¥ save receiver to address book AS REF | richmond

Select ‘Assign to manifest’, ensure the correct date is selected
’ — this will allow auto-route to a Deltec office or allow selection of a 3™ party
If the shipmen\s international complete as per instructions under point 3.2

nfirm the shipment details, dlick Save. To edit details, dick Edit to go back to the shipping form.

Alt, Ref.:

Shipment Information
Service: Domestic Mext Day =

Security Value: 0,00 Pounds Sterling =

Insurance Value: 0.00 Pounds Sterling ;I
of Ttems: 1
{ Docs
2 Kes =]
a X0 ¥|0 =0 KGs

0.00 Pounds Sterling ;I I wivalus

[

e receiver's customer ref,

Origin of GooXs: UNITED KINQDOM ;l
Reason for
Delivery Motes:
Motes:
Shipment Options: [V Assign To Manifest
Uplift Date: o1f05/2010 =] H

Deltec International Ltd: GE351 ;I

20100501_-152

TRLUNE

o4 =

T

e Select ‘Continue’

Created by IT Support @ Deltec Courier International, April 2010, Get_Online_AgentsV4.doc
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e Select ‘Save’

Shipping Tracking Customer Service

New Shipment Shipment List

Please verify your collection request information at the following\{o confirm the shipment details, dick Save. To edit details, dick Edit to go back to the shipping form.

Shipment #: 096470001080 Alt, Ref.;
Sender Information Bill To: Test Shipment Information
Ref, Code: - Service: Domestic Mext Day
Hame: Test Security Value: GEP 0.00
Address: FIRSTLINEADDR. Insurance Value:  GBP 0.00
SECOMNDLINEADDR. Ho. of Items: 1
THIRDLIMEADDR. Description: Docs
Place: London cight: 0.5KGs
State: STATE Postcode: POSTCODE CubidNL x W xH) (cm):  0x0x 0 =0.00 KGs
Country: UNITED KINGDOM Custo : GEP 0.00 Hi Value: No
Contact: Firsthame LastName
Pho'fe: PhDITIEI‘ILII‘nt:EI’ Customer Ref, N 0964bristol
Email: email@email.com Alert: Mo

L iver' ol .o M
Save sender contact's details AS REF TestUser 5% [BCEVErs customer re °
Customer Ref, #2:

Qrigin of Goods:

Receiver Information
Ref. Code: _ Reaszon for Export:
Name: TestReceiver Delivery Motes:
Address: ReceiverAddr Motes:
Receiveraddr Shipment Options: Assign to Manifedsg Yes
Uplift Date: 01/05,
Place: London
Docket #: auto-generNe
State: STATE Postcode: twi10 Flight =: TRUNK
Country: UNITED STATES Carrier: TBA
Contact: TESTRECEIVER Receiver: Deltec International
Phone 1: 454654654 Phone 2: Ship Mow: No
Email: testemail @testemail, com Alert: Mo ™ Retain shipment details for my neXyshipment.

Edit Save

Created by IT Support @ Deltec Courier International, April 2010, Get_Online_AgentsV4.doc
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e The connote can be printed from the popup window, but if one already exists on the shipment then another is not necessary

e Ifrequired, print from the browser
e If not required, close the window at the ‘¥

f,"-‘ Connote Label - Windows Internet Explorer

(=1 =" |g https:,l',l'www.FFdx.net,l'vS,l'printdoc,l'docConnoteStvIeIj % @ || X Ib Bing

File Edit ‘iew Favorites Tools Help

% [E2snagt E 1=

.7 Favarites | = LogMeln - Remote Access a... G LogMeIn - Remate Access a... & | Fres Hotmal € Suggested Sites ~ @ TEAM Global

>3

= = »
& Connote Label | | far = B v ) d= - Pagev Safety > Took~ @~
_ rY
P o ) =
O 3 Unk 2, 51 Cahnerines Indusirial Esfate Wikenouse Lane, Bedminsier
sl = Brisiol B33 404
3 PHONE: 0117 956 5558 Fac 0117 853 7504
ACCOUNT NUMEBER CUSTOMER REFERENCE
ibrim (W - con 096490001075
TESTING
BRISTOL TEST P TESTING TO LONDON
3 RisTOL 44 CHURCH ROAD SERVICE TYPE
H | NITED KINGDOM OTHER bra7sT32 € |RICHWMOND TW10 Ein DOMESTIC OVERNIGHT
I \UNITED KINGDOM [s]
P N TEST
P ERISTOL CUSTOMER g PHOMNE: STS8T387 IMEORTANT:
E FHOME: SBTSESET I ATTACH QRIGINAL FIVE COPIES OF
COMMERTCIAL INVOICES WITH PACKAGE
R G FORCUSTOMS PURPOSES bovonnss
N
E SENDER'S AUTHORISATION AND SIGNATURE E FULL DESCRIFTION OF COMTENTS -
WWE AGRIEE THAT THE CARRIER STANDARD TERMS AND E pocs
CONDITIONS APFLY TO THIS SHIPMENT AND LIMIT THE CARRIERS “
= = WAREAT COMVE ; oL TERME
Eg:\ii'l;ﬁ’o'ia_'q\):}:\;: '\=:;$‘.v’ NTION MAY ALSD APPLY. TERMS AND DECLARED VALUE FOR
- CLSTOMS CUSTOME AND CURRENCY | SFECIAL INSTRUCTIONS -
SEMDER'S SIGMATURE DATE i i DUTIESTAXE S
PAYABLE BY
COMNSIGNEE
TIME AMFM
B SIZE & WEIGHT
ND.OF FIECES 1
PROOF OF DELIVERY (POD) WEIGHT 2 KGS
RECEIVER'S SIGNATURE DIMENSION IN CM LR
% X
DATE ¢/
WOLUMETRIC/CHARGED WEIGHT

Dane [T [ [ [ | [Emnternet [“5 - | #1o0 -

K
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The ‘new shipment’ form will reappear with a notification that the previous shipment was saved and added to the ‘Docket ID’ (manifest)

Hew Shipment Shipment List

The contact profile named Bristol Customer (Ref: BristolCust) has been updated as per i
The contact profile named test (Ref: richmond) has been updated as per reque
Shipment details of reference # 096490001075 has been updated as r

ed.
096490001075 has been assigned to Docket ID : 20100501_-152.
Shipment #: Retrieve Alt, Ref.:
°

Continue adding shipments, ensuring that the correct ‘Docket ID’ is selected for each one
[ ]

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

29
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4. Shipment List/Closing Manifests

e Select ‘Shipping’

33 GETONIife
Wmmbm b for the transport industry

Home m Tracking Customer Service

Shipping Manifesting

GETOnline O Frontier Force Technology 2010

e Select ‘Shipment list’ tab
e Select dates\to/from of shipments

Home Shipping

Hew Shipment

Search

Date type: o Created Date C Despatch Date

From: (@djmmpyyyy) To:
Destination: ﬂ

Service Type: All Rd|

Status: W pending ¥ manifested ¥ Finalised

Search

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

Welcome Bristol , Deltec Courier Change
S e 2
AT E
SighOut Contacts Inbex! Profle Optiens  Help
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A

Privacy Policy | About | Qur Services | Terms and Conditions

(ddfmm/yyyy)
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e Select the shipments to be finalised
- Created Created Shipment
By Date #
r BriztolOp= 01-May-2010 11111119
00:23:00
I 224 bristolcust 0-May-2010 095450001064
-May- 10:31:00
10
v ml -152 briztolcust 01-May-2010 095450001075
01-May- 10:33:00
10
Options:
[T Connote Label (Style 1)
[T Commercial Invoice
[T Wanifest Print
[T sticker Label
[ Assign To Manifest
Uplift Date: SelectaDate = |
Docket #:
Flight #:
Carrier: Aer Lingus ;I
Receiver: AIRCITY (CHINA) CO LTD: CN582 ;I

Delete Shipment
Delete Manifest
i Ship Now
marks:

e Selec\Ship now’
e Select ‘Submit’

e The data has now been transmitted

Serv.

DS

DN
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Recipient

Deftec T

TEST
RECENER

te=ting to
london

Location

London

Cape Town

Richmand

Country

UNITED
KINGDOM

SOUTH
AFRICA

UNITED
KINGDOM

ﬂ Pending

Print Collection
Date

Q

@

Q

IEMEnifest:—d HFinaIisc—d
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5. Tracking

1. Tracking Entry

e Select ‘Tracking’
e Select ‘Tracking Entry’

@ . Welcome Bristal , Deltec Courier Change
(5= GETOnline O B2 8 6
2;3‘5; The web salufion for the\ransport indusiry n @' p d @ O

: SighOut Contacts Inbox! Profle Opfions  Help

Shipping \ Tracking ustomer Service :
Tracking Enquiry Tracking Entry

L

e Select the Excel sheet ‘Standard’

% . Welcome Bristol , Deltec Courier Change
(5= GETOnline A ST N
522/ The web solution for the transyrt industry 1 @' p 4 @ 3]

s SighOut Contacts Inbox! Profile Opticns  Help

Home Shipping Tracking Customer Service

Tracking Entry

Home Tracking racking Entry

Select tracking/entry form style, enter tracking information and press submit button to save frack.

Standard

Created by IT Support @ Deltec Courier International, April 2010, Get_Online_AgentsV4.doc
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e ‘Date’ and ‘Time’ of track will be filled automatically
" (YOUR BRANCH)
e Select ‘Event’ (this

e Select ‘Locati

e track type)

Tracking Entry

Home Tracking Tracking Entry

Date : UlfD

Time : 1141

Location : Bristal (GE) =

Event Arrived Hub ﬂ
Docket #

Assign to : « Auto GB351 - Deltec International Ltd
8 Manual

MNotes : Arrived hub

Connote : 09641111111111
(096455555555
096$55999999999

Enteredfiy Bristol

Rezet Back to style selection

e Scan or type in the connot mbers (as per the example these are being scanned into the branch)

e Select ‘Submit’ to save

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



e You will receive a confirmation ‘Process completed’

Tracking Entry

Home Tracking Tracking Entry

|

Process completed.

Date : (dd fmm fyyyy)
Time (HH:mm 24 hours format)
Location : Bristal {GE) ;I
Event : Amendment ;I
Run Info:
Assign to lc Auto GB351 - Deltec International Ltd
Manual

Created by IT Support @ Deltec Courier International, April 2010, Get_Online_AgentsV4.doc
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2. Adding a POD

e  When selecting ‘Event: Proof of Delivery’ /when adding a POD ensure that YOU change/add the correct date/time for the POD
e Add the POD signature/name~yg the ‘Notes’ field

Tracking Entry

Home Tracking Tracking Entry

Date : 01/05/2010 (dd fmm fyryyy)

Time :

Location Bristol (GEB) ;l

Event: Proof of Delivery ;I

Assign to : Auto GB351 - Deltec International Lid
IManual

Motes :

Connote :

Entered By : Briztol

Back to style selection

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

e Select ‘Tracking’

e Select ‘Tracking Enquiry’

Shipping Tracking Customer Service

Tracking Enquiry

Home Tracking Track

Enter reference number to track. Both tracking number and/or alternate reference will bea
To track multiple shipments, dick here,

e Type/scan in the required connot
e Select ‘Search Track’

Created by IT Support @ Deltec Courier International, April 2010, Get_Online_AgentsV4.doc
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e Tracking is displayed as below

Tracking Enquiry

Home Tracking Tracking Enguiry
Enter reference number to track. Both tracking number andjor alternate reference will be searched. 085430001084 S -
To track multiple =hipments, didk here. FEECITE T2 o B
i X 9 s
View “'_3- - Agent View | Customer View
Connote # 096490001054 .
Shippedon  -01May 1000:00 - - ) - - _“"
“TBA Collection Uplift Arrived at Destination Qut For Delivery Delivered
Destination TBA
Status “In Transit to Destination
Select time zone: | Select ;l Select time format: 12H | 244
Date Time Location/Supplied via Activity Notes Entered By Received Sent
01 May 10 19:19 UNITED KINGDOM In Transit to Destination Departed to London BristolOps (web) 01 May 10 19:19
01 May 10 11:30 London - UNITED KINGDOM Weight Variation Bristol : VWeight Variation Bristol 01 May 10 15:30
Manifest Information :
Date Docket Sender Receiver From To Flight Carrier Type #of Received Sent
No Cons
01 May 10 Deltec Deltec 01 May 10 01 May 10
00:00 = Bristol International Ltd HETEED | R GES £ i 19:18 19:28
Sender Information Receiver Information
customer brisol TEST RECEIVER
testing, bristol, 9876966, UNITED KINGDOM 58 Hedgerow Drive, Cape Town, 7570, SOUTH AFRICA
test testing
Sender Reference : 123456739 9879879879

testing @testing. com

Shipment Information

Type : HD Good Desc, : Docs
Mo, of Items = 1 Weight : 2500g
Cubic Weight : 0 Dead Weight

COD Amount @ 0 Alt. Ref.

Custom Value : GEPO

Location : TBA, 01 Clearance Ref
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6. Inbound Manifests/Shipments

e Select ‘Shipping’
e Select ‘ Manifesting’, select the dates to/from for the incoming manifests

e Shipments on the manifest can be viefved by using the ‘+

danifesting

Home Manifesting

Enquiry HZ Customs File

Enter Date for MAWB listings.

From Date :
To Date :
Origin :
Destination :
Parcel Type :
Status

= Document

Date
T | 20-Apr-10
[ 14-apr-10
I~ | 30-Apr-10

01/04/2010
01/05/2010

All

GB000S Deltec Bristol

(dd/mm/yy /)

v Document v MonJfocument

v Open ¥ Closed

Search Mawb

5': Non Document @

Docket N

Testi23

[
[

pen Manifest J Closed Manifest

Sender

Dettec
International Ltd

Dettec
International Ltd

Detec
International Ltd

Close Docket Export to Excel

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

Receiver

Dettec
Brizstol

Dettec
Brizstol

Detec
Briztol

From

London

London

London

To

United Kingdom
Qther

United Kingdom
Qther

Brizstol

Flight

flight1

FLIGHT1

Test

Carrier

Aer Lingus

British
Alrways

TBA

# of
Cons

Received

21-Apr
221

S-Apr
20:50

30-Apr
21:06

SO 00| ¢4
8 8§ &
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The list will be expanded to display the attached shipments, as below

=~ Document ﬂ" Men Document o Open Manifest J Closed Manifest

v

I

Close Docket

Select manifest/s

Lxport to Excel

Select ‘print’

testing@testing.com

o be printed

Date Docket No Sender Receiver From To
01-May- 20100501 - Deltec Deltec
10 150 Bristol International Ltd London
01-May- 20100501 - Dettec Deltec
10 152 Bristol International Ltd London
Connote # Sender Receiver Serv.
Test TestReceiver
FIRSTLINEADDR, Ezz:z;ﬁg;
SECONDLINEADDR, London twl0 !
096470001080 HRELLEELE STATE UNTED STATES DN
E—— London,POSTCODE
: ! Contact : TESTRECENER
STATE,UNITED KINGDOM .
- Ph : 454554554
Contact : FirstMame o
LastHame Ea
testemaili@testemail com
. testing to lendon
g:zz:tzitited Kingdom 44 Church road,
Other, bra78733, UNITED Richmend TW10 ln, UNITED on
KINGDOM
KINGDOM
Contact : Bristol Customer Contact . test
) Ph : S7987987
01-May- Deltec Dettec
10 Bristol International Ltd Lenden
Connote’ Sender Receiver Serv. Goods
# Desc
TEST RECENWER
customer brizol 58 Hedgerow Drive,
te=sting, Cape Town, 7570,
bristol, 3876966, SOUTH AFRICA
095490001064 \ * \yyrep Contact : testing ED Docs
KINGDOM Ph : 9379879879
Contact : test Email :
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Flight Carrier #of Cons Received Sent
. 01-May
TRUNK TBA 1 01-May 13:47 13:43
TRUNK TBA 2 01-May 18:1%
Goods Pcs Weight Location Country Customs
Desc Value
Docs 1 500 TBA 01 GEP0.00
Docs 1 2000 TBA 01 GBP0.00
TRUNK TBA 1 01-May 18:1%
Pcs Weight Location Country Customs
Value
2500 TBA o1 GBPO0.00
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v

Alt!

Senders
Ref

0964briztol

testing

e
V]

Alt!
Senders
Ref

123456789
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7. Shipment List

The ‘Shipment List’ allows you to:

e View the status of your shipments depending on various criteria such as date, destination, status, etc.

e Assign your shipments to a manifest

e Delete shipments — only shipments with the status of ‘pending’ can be deleted

e Delete manifests — will delete the manifest only, shipments will need to be reassigned to another manifest for collection

e Print/Reprint labels, Stickers, Commercial invoices

e If ‘ship now’ is selected all manifested shipments will be finalised

e ‘View My shipment(s) only’ option allows the user to see his own shipments only, if this option is not ticked the user will be able to see all
shipments booked by any user/username in the branch

1. Shipment List view options

e Select /deselect to view shipments by their status: ‘Pending’, ‘Manifested’ or ‘Finalised’

yd yd pd

Shipping

Home Shipping

New Shipment Shipment List

Search

Date type: © Created Date

From: B (dljmmjyyyy)
Destination:

Service Type: Al

Status: Pending Manifested Finalized

Search

View my shipment(s) anly
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2. Shipment Status Legend

‘P’ = pending, these shipments have been created, but have not been assigned to a manifest, booked for a collection or ‘shipped’. These shipments will NOT be
collected.

(onr _

= , these shipments have been created and assigned to a manifest, but these shipments will NOT be collected.

‘F = finalised, these shipments have been created, assigned to a manifest and shipped/booked for a collection on the stipulated date/time. These shipments
WILL be collected.
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8. Printing Consignmnet Notes/Labels

1. Printing the connote

e A pop window will open up with the connote label for printing after a shipment has been saved
e Print from your browser window, to an A4 printer and attach to the parcel

e Two labels are printed on each A4 sheet
e Close the label printing window once printing is complete
e See 10.1for an example

2. Printing Sticky Labels

e Will print to a label printer if installed and selected
e A pop window will open up with the connote label for printing after a shipment has been saved

e Print from your browser window and attach to the parcel
e See 10.2 for an example

3. Setting printing options

e Once logged in select ‘Profile’

’%ﬂ.\ . Welcome TestDebtor, Deltec HQ
fr~==1 GET Online \ — - @ W
“;-}‘_g_’/y The web solufion for the transport industry n e & o

B Sign Out Contacts | Prefile Opliens  Help

Q

Shipping Tracking Customer Service

Created by IT Support @ Deltec Courier International, April 2010, Get_Online_AgentsV4.doc
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e Select ‘Edit my Shipment Settings’

Change mv profile photo
User Code:

Entity:

Station HName:
Station UTC Offset:
Cust Code:
Company or Name:
Title:

First Name:

Last Name:
Address:

City/Place:

State:

Postcode:
Country:
Residential Address:
Phone:

Mobile:

Fax:

Email:
Department Code:
Login ID:

Login Password:

Darwish

Deltec HQ

Deltec International Ltd
4]

TestDebtor

Darwish

TestDebtor

Lawrence Road
Hounslow

London

Midda¢

TWASDR.

UNITED KINGDOM
Mo

02085696757

darwish, fawaz @deltec-nternational.com

IT
TestDebtor

Edit My Profile

Preferences

Shipment Settings

Type:

Customer Reference:
Reference always required:
Default Currency:

Default Service:

Default No. of Ttems:
Default Weight:

Default Weight Measurement:
Default Shipment Term:
Default Goods Description:
Default Origin of Goods:
efault Print Layout:

ault Assign Manifest:

It Book A Pick-up:

Default Collection dy Time:

Default Collection Pladg Closing
Time:

Location of Collection:
Special Instructions:

Address Book Setting

Address Book Sorting Order:

Shipper

TEST REF DF

Yes

Pounds Sterling (GBF)
Export Documents
1

1

KiGs

cou

TEST Shipment
UMITED KIMGDOM

Yes
Mo
Mo

09:00AM
05:30PM

Reception
Special Inst.

ct References ID

Edit My Shipment Setting

e Select the required printout options

Created by IT Support @ Deltec Courier International, April 2010, Get_Online_AgentsV4.doc
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9. Creating a Commercial Invoice

e Select ‘Shipment List’

\

Shipping

Home

Shipment #:

Sender Information

Ref. Code: Select One
Name:

Country: Select One
Address:

City / Town:
State:
Contact:
Phone:

Email:

Receiver Information

Ref. Code: Select One
Name:

Country: Select One
Address:

City [ Town:
State:
Contact:
Phone 1:

Email:

Mew Shipment Shipment List

Please enter your shipping information below. Required fields are shown in bold.

Bill To: TestDebtor

[=]
[=]

Postcode:

l:l Alert

[C] save sender to address book AS REF

Postcode:

Phone 2:

[T Alert

[T] save receiver to address book AS REF

Shipment Information
Service: Select One [=]

Security Value: Pounds Sterling E'
Insurance Value: Pounds Sterling El
No. of Ttems:
Description:
Weight: k= [E|
Cubic {L x W x H) {cm): x x = KGs
Custom Value: Pounds Sterling El
Shipment Terms: Select One IZ|
Customer Ref, #1:
[T Use receiver's customer ref.
Customer Ref, #2:
Origin of Goods: UMNITED KINGDOM El

Reason for Export:

Delivery Maotes:

Motes:

Shipment Options: [ Assign To Manifest
Despatch Date: | 22/04/2010
Run ID: 1 [+

[=]

[ Book A Pick-up  (Chanae Collection details)

= Ship After Saving Record

Created by IT Support @ Deltec Courier International, April 2010, Get_Online_AgentsV4.doc
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e Select which shipments require a commerical invoice by clicking in the block

New Shipment Shipment List

Search

Date type: % Created Date " Despatch Date

From: (dd/mm/yyyy) To:
Destination: | L' I

Service Type: Al |

Status: W pending ™ Manifest V' Finalised

V' view my shipment(s) only

I No. Creat Created Date Shipment # Serv. Recipient Location

r ﬂ 1 ser 23-Apr-2010 16:04:00 096470001088 ED TestReceiver TOWN

O ﬂ 2 TestUser 23-Apr-2010 16:14:00 056470001089 ED TestReceiver TOWN

| | ﬂ TestUser 23-Apr-2010 12:52:00 096470001078 ED TestReceiver TOWN

O TestUser 23-Apr-2010 14:15:00 096470001079 ED TestReceiver TOWN
ﬂ 5 TestUser 23-Apr-2010 14:17:00 096470001080 ED TestReceiver TOWN

O ﬂ 6 TestUser 23-Apr-2010 14:37:00 096470001081 ED TestReceiver TOWN

| | ﬂ 7 TestUser 23-Apr-2010 14:45:00 096470001082 ED TestReceiver TOWN

O ﬂ 8 TestUser 23-Apr-2010 16:03:00 056470001087 ED TestReceiver TOWN

Options:

[T Connote Label (Style 1)

r Commercial Invoice

[T\ Sticker Label

l— ssign To Manifest

[26/04/2010 =]
I 2 v I

Ship Now
Schedule Boding

aoono

e Select ‘Commercial Invoice’ from the ‘options’

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

(dd/mm/yyyy)

Country
UNITED STATES

UNITED STATES
UNITED STATES
UNITED STATES
UNITED STATES
UNITED STATES
UNITED STATES
UNITED STATES

Print Date
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e Select ‘Submit’

v ﬁ 6 TestUser 23-Apr-2010 14:37:00 096470001081 ED TestReceiver TOWN
| ﬁ 7 TestUser 23-Apr-2010 14:45:00 096470001082 ED TestReceiver TOWN
| ﬁ 8 TestUser 23-Apr-2010 16:03:00 096470001087 ED TestReceiver TOWN

r
|7 Commercil Invoice
Sticker Lgbel
Assign Tq Manifest

Despatdjp Date: I 26/04/2010 - I
Run ID: I 2 M I

Delete phipment
Delete Manifest

OOE=E

Collectioh Date: I 26/04/2010 - I
Ready Jime: I 16 'I s IOO 'l
Closin: g |17 vl:|30 vl

Collectfon Address: If it different from sender's address, please specify.

IReception _'_I | (Others please
specify)

Whdt vehidle does your shipment require?: IVan = I

eq. Larger than 28cmx24cmx4cm (LxWxH) or more

thaf 3kag book by van.

Spgdial Instructions: |

Created by IT Support @ Deltec Courier International, April 2010, Get_Online_AgentsV4.doc
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e A popup window will appear

e Print from your browser

& GETOnline - Commercial Invoice

- - | pm v Page~ Safety~ Tooks~ v

Commercial Invoice

Date :

SHIPPER
Company Name :

Address:

Town/Area Code :
State/Country :
Contact Name :

Phone/Fax No :

Consignment Note No.:

No. of Pieces :
Total Weight :

NDimensions (1 ¥WxH) *

23/04/2010

Test

FIRSTLINEADDR

SECONDLINEADDR

THIRDLINEADDR

Londen/POSTCODE

STATE/UNITED KINGDOM

FirstName LastName

Phonenumber

096470001081

1

0.5KGs

Dl

CONSIGNEE
Company Name :

Address:

TowniArea Code :

State/Country :
Contact Name :

Phone/Fax No :

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

*096470001081*

TestReceiver

ReceiverAddr

ReceiverAddr

TOWN/S454545

STATE/UNITED STATES

TESTRECENER

454654654

F
p—
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10. Appendix

10.1 _Example of Connote/Consignment Note

Connote Label (Style 1): Prints a connote label style 1

DeRec House, Lawnence Estate, Lawnence Road
Hoursiow T4 G0R
PHOME: (20 8569 6767 Fa (20 8572 9926

ACCOUNT CUSTOMER REFERENCE
e NMMUMNMINE LoN  osearoootor?

TestDebtor DELTEC TEST DEETOR

DELTEC TEST DEBTOR 2 |t SERVICE TYPE
LAWRENCE ROAD

H : C HounsLow
HOUMSLOW i
O |LONDON TW4EDR
I LonDon TwesoR

I H
IE UMNITED KINGDOM DARWISH FAWAT

PHOME: 0ERIEETET
E|CARWISH FAWAZ 2 2 il
=] FPHOME: 02088855767

EXPRESS DOCUMENTS

IMPORTAMNT:

ATTACH ORIGINAL FIVE COPIES OF
COMMERCIAL INVOICES WITH PACKAGE
FORCUSTOMS PURPOSES

E SENDER'S AUTHORISATION AND SIGHNATURE

YWE AGREE THAT THE CARRIER STANDARD TERMS AND
COMNDITIONS APPLY TO THIS SHIPMENT AMND LIMIT THE CARRIERS
LIASILITY. THE WARSAW CONVENTION MAY ALSD APPLY. TERMS AND

FULL DESCRIPTION OF COMTENTS -

mmMm=o —

—

DECLARED VALUE FOR

= == CUSTOMS C C .
COMDITIONS AVAILABLE AT C \ C SPECIAL INSTRUCTIONS :-
= DUTIESTAXES CUSTOMS AMD CURRENCY
SENDER'S SIGNATURE DATE FAYABLE BY
CONSIGHNEE
TIME AMPM E SIZE & WEIGHT
NO.OF PIECES 1
PROOF OF DELIVERY (POD) WEIGHT 1 KGS
DIMEMSION IN Ché LOWXH
RECEIVER'S SIGNATURE
X X
DATE / F
VOLUMETRIC/CHARGED WEIGHT
0.00 KGS
FRINT NAME . “096470001077°
(CAPITAL LETTERS VERY IMPORTANT) TIME ARFN

Created by IT Support @ Deltec Courier International, April 2010, Get_Online_AgentsV4.doc
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10.2 Example of Sticker Label version of Connote

Sticker Label: Prints a sticker label if there is label printer

P
s L [LCERRUNTTCTRE TR
Bl TEL: 02D BEGE 6TET l I
i FAX: 020 8572 9326 sEEA TR Te T
. -~ Tos Dot 22 Apr201d
Shipper ORIGIN Cefes Tes! Denor
= Sy Express DOCuments
Deltec Test Debtor LON el i wWe 1Mg
Lawrence Rosd o R = 1o
- . e AT Carwlsh Fawaz =
Hounskw | T z0ssEeTET .ir:i-_:;
— -\':-._
Date ——— ATt
22 Apr 2010 1
—
—
— L [GERUNTTCTRE TR
—— O % 6 4 7 000140 7 7
Consignee ———H
Deltter Test Debtor —— | DePec Test Debtor 33:3_:& T:;MTE‘ZS;
Lawrence Road — | LEWrence Finad ey H:_"EE* SUmErRS
Hounshow ] ;Eﬁab:..m — II=»:--s~ 1 -
Attn: Darwish Fawaz — T;=_-| BSEETET Aoct
Tel: 02085E08TET — SRet
— ARt
Description: Deestination: ———
b | —_—
TBA1 — 1 ORI O NATEE O
— o % B 4 7 000140 7 7
=y
o oy 3 — | 2R Tet Destar o
Sve:ED Val:0. 00D Pes: ——— e Sur Express Doouments
s 1 i " — Founs I i 14;
Wi 1 Kg Drim Wt — | AT Danwish Fanz :3"5 1
. ——— | Tel m0EsEmETET cEL
Special Instr: ® Siet
ATEt

Frondar Forcd Tad hrdlogy www forderbrodcom
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10.3

Example of Commercial Invoice

Commercial Invoice: Prints a commercial Invoice

Commercial Invoice

Date :

SHIPPER
Company Name :

Address:

Town/Area Code :

2242010

Deltec Test Debtor

Lawrence Road

Hounslow

London/TVW45DR

CONSIGNEE
Company Name :

Address:

TowniArea Code :

096470001077

Deltec Test Debtor

Lawrence Road

Hounslow

London/TW45DR

State/Country : Middx/UNTED KINGDOM State/Country : Middx/UNITED KINGDOM
Contact Name : Darwish Fawaz Contact Hame : Darwish Fawaz
Phone/Fax No : 02085696767 PhonelFax No: 02085596767
Consignment Note No.: 056470001077
No. of Pieces : 1
Total Weight : 1 KGs
Dimensions (LxWxH):  Ox0x0
Shipment Terms :
DESCRIPTION CURRENCY CODE CUSTOMS VALUE

0.00

Reason For Export

Total invoice Value | GBP0.00

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

Volumetrics

In the case of multi parcel shipments, the customer must provide the total weight/Cubic Weight of all parcels together. This option will be enhanced later to allow
customers to add weight & dimensions for each individual parcel. In the case of multi parcel shipments, the customer must provide the total weight/Cubic Weight
of all parcels together.

What is a ‘RuniD’?

The ‘RunID’ is the collection number for the day. If a user has only one driver collection on that day, all of the shipments will be saved to ‘RunID 1’. This means
that the driver will only collect once. ‘RuniD2’, etc would be used for each additional collection required. Each ‘RunlD’ may have only 1 or 10 shipments. There
are 5 RunlID’s available per day.

Address/Contact book

Two types of addresses/contacts exist:

e Global: Global contacts are shared among all users under the same account
e Personal: Personal contacts are only visible to the user who created the contacts

Shipment status legend

‘P’ = pending, these shipments have been created, but have not been assigned to a manifest, booked for a collection or ‘shipped’. These shipments will NOT be
collected.

4 7

= , these shipments have been created and assigned to a manifest, but these shipments will NOT be collected.

‘F’ = finalised, these shipments have been created, assigned to a manifest and shipped/booked for a collection on the stipulated date/time. These shipments WILL
be collected.

Default Printing

Your A4 label will pop up for printing by default. If you would like to print your sticky label and commercial invoice by default please set these within the user
profile.
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