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Section 1: Structure of the User Guide

In this This section contains the following topics:
section
Topic See Page
What is the purpose of this User Guide 3
How the ExpressShipper User Guide is organised 3
ExpressShipper Section 1
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1.1: Structure of the User Guide (continued)

What is the The ExpressShipper User Guide has been developed as a point of
purpose of  reference for customers wishing to install TNT 3 ExpressShipper

this User product. It provides all the information necessary to both
Guide configure and install ExpressShipper.

How the The table below lists the sections that are included in the
Express ExpressShipper User Guide and briefly describes what each one
Shipper contains:

User Guide
is organised

Description

1. Structure of the
User Guide

Details the sections of the ExpressShipper
User Guide.

2. Introduction

Provides background information about
ExpressShipper

3. Installation,
Registration and
Use

ExpressShipper set-up, installation and user
information.

ExpressShipper

Section 1
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Section 2: Introduction

In this This section contains the following topics:
section
Topic See Page

Welcome to ExpressShipper 5

Why should | use ExpressShipper? 5

I am an Existing User - What are the New Features? 5

How do | Use this Guide? 6
ExpressShipper Section 1
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2.1: Introduction (continued)

Welcome to
Express
Shipper

Why should
I use
Express
Shipper?

I am an
Existing
User - What
are the New
Features?

Welcome to ExpressShipper, part of the family of products from
TNT.

ExpressShipper is a shipping solution, for small to medium
customers using TNT. It provides all the benefits of a standalone
PC application as well as web interfaces for the most up to date
collection, pricing and tracking.

With ExpressShipper you can:

- Create your consignments to ship via TNT

- Label and manifest them

- Arrange collections

- Track your packages

- Check prices.

You can also:

- Store your business contacts in an address book (or import
your addresses and contacts from a CSV file or previous CIT
products)

- Use the consignment templates to store

- frequently used information

- Modify your version of ExpressShipper to match local
settings and languages as advised by your local TNT
representative.

ExpressShipper is a software solution specifically designed by TNT
for small to medium enterprises.

If you have already used some of our web services and now wish
to increase efficiency with any of the extra functionality mentioned
above, then ExpressShipper could be for you. ExpressShipper is
optimised for the small to medium customer shipping
consignments via TNT. For further information contact your local
TNT representative.

ExpressShipper 1.04.300 builds upon the capabilities of previous
versions. These new features include:

- Return consignment processing.

- Enhanced connectivity features for collection booking,
pricing and tracking over the internet for both domestic and
international shipments.

- Track all option to track all shipped consignments.

- Multiple contact details for addresses.

Continued on next page

ExpressShipper
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2.1: Introduction (continued)

How do 1 Regardless of whether you are an existing user or a new user, this
Use this guide provides you with detailed information on how to:
Guide?

- Install ExpressShipper

- Register ExpressShipper
- Use ExpressShipper.

- Upgrade ExpressShipper

ExpressShipper Section 1
Page 6 of 63
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Section 3: Installation, Registration and Use

In this This section contains the following topics:
section
Topic See Page

Overview 8
Set Up Checklist 9
Installation 10
Registration 27
Updates 30
Functional Overview 35

ExpressShipper Section 1
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3.1: Overview

Overview This section details everything you need to know and to do before
installing ExpressShipper. Installation can be either via the world
wide web or by CD-Rom.

The installation comprises a base version of ExpressShipper
followed by a registration (either online or sent via email).

Installation is a simple process. Everything you need for successful
installation is contained in this Section.

This section also contains a Functional overview of the system.

ExpressShipper Section 1
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3.2: Set Up Checklist

Introduction  This section details the minimum specification required to run
ExpressShipper. Anything lower than the specification detailed
below may lead to poor performance.

Set Up
Checklist
Topic Description
Operating System 32-bit Windows operating system:
- Windows 2000
- Windows XP
- Windows Vista
Minimum Hardware - Pentium Il 233 Mhz
Specification - 128 MB ram
Free Hard Disk Space - 10mb (for the base download)
Screen size - 800x600 minimum
- 1024x768 recommended
CD Player - Yes (if installing via CD ROM
drive)
Printer Settings - PCL5 compatible LaserJet
printers
Administration rights - Local admin rights required for
installation
Internet Explorer - IE4 or above (Recommended
IE6)
Service If you require assistance, then call your local TNT Service Centre
Centre on 01827 711611 for any TNT IT related issues or questions.
ExpressShipper Section 1
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3.3: Installation
Download Follow the installation procedures:

Step

Action

1 Download Base System from either the web or receive a
CD.

-
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IF...

THEN...

You select download
ExpressShipper

Follow the procedures below.

If you select to
register

ExpressShipper

Follow the procedures in
Section 3.4 (Registration).

Continued on next page

ExpressShipper
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3.3:

Download

Installation (continued)

Step Action
2 Choose where to save ExpressShipper to.
Save jh |E}ann|oads v| (s B
My Recent
Documernts
=
(¢
Dezktop
My Documents
My-”Computer
. File name: I_IFZZ_E:-: pery 1 402, exe B | [ Save ]
Py Metwork, | Save as bipe: |.f-‘«pplicatinn v| ’_ Cancel ]
3 Once the file has been saved, navigate to its location and

double click the file to begin the installation wizard.

B . Wownloads
Fi=  Edt

Uimws  Fawodbes

Took  Heh . i

;}Badx' Y- &F ,-'mrh|'|_ Fakers | 23]

iddrass || CHDoninads
Folders =
1 eshop “
B () My Ccumerts
B B My Compliber
# o 3% Floppy (]
= % Lncal Omk 0T ]
& (9 AB Config lmpor s
0 Acrobskd
£ [ Adut Learner Soppoit
T Apole BWATs
B I Ch Inages
i Corevesrs das
B Thow
i ch-back
i chisam
i chissnad
o Docunents and Settings
o

D

LKExprasss. ..

FHE R

1 obsbeects £DHs Frees s 5,55 &) o My Computar

Continued on next page

ExpressShipper
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3.3: Installation (continued)

Setup
(continued

Step

Action

A screen will display preparing for setup.

Continued on next page

ExpressShipper
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Page 12 of 63




Version 1.04.300
August 2007

ExpressShipper UK User Guide m

3.3: Installation (continued)

Setup
(continued

Step

Action

A screen will display prompting you to continue with the
setup. Select the Next button.

FxpraseShipper Satup

‘Welcome by lho |nstalihedd Wizad lor EapaessShippne

Continued on next page

ExpressShipper
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3.3: Installation (continued)

Setup
(continued)

Step Action

3 A screen will display prompting you to accept the Licence
Agreement.

Wpper Satup

License A gresmernl

dihe folpsing e ens e ocenent cariull

b Ths beyrrer of the Leenos promplie el urn e snossd Softse o yowr locsl THT
company. Vaumay ot kbed the EsxpiessShipmer soffssne inko srg conpuber of copy if
koLl e wilbar pain e on of TRIT

1. Licencs
THT Hobdirg: B ['TRIT"| grank 1o yoed & neveschkiva lioancs o e b EspoacaShippai
zolbyemre program. asmncaled docuementsbion and ey wpd ses H'm:nll:l Copes of e

Enpresshhipget softrers for backyvp purpoess of (o sebie retalation on comgiters af the
cara ek ol ba mada from the onginal diske o1 copies of (he crignal deka.

‘rmizicr ol the ExprassShippes sobsare provded THT mzeyves e gkl fo penodicaly
e sofiwee petches mhichwill suomalicaly upgisds the ExpreszShippsr sofvess.
tir suck palch vll be corsidered o be s compooent part of tie Evpre sShiper soflase,

IF... THEN...

You accept the The installation will continue.
licence agreement
and select the Next

button
You do not accept ExpressShipper will not be
installed on your computer.
Continued on next page
ExpressShipper Section 1
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3.3: Installation (continued)

Setup
(continued)

Step Action

A screen will display prompting to select a single-user or a

multi-user installation. Make your choice and select the
Next button.

FxpraseShipper Satup

IF... THEN...
You select Single-User Go to step 5.
You select Multi-User Go to step 7.

Continued on next page

ExpressShipper Section 1
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3.3: Installation (continued)

Setup
(continued)

Step Action

5 A screen will display prompting to select a Standard or

Custom install. Make your choice and select the Next
button.

FxpraseShipper Satup

IF... THEN...
You select Standard Go to step 12.
You select Custom Go to step 6.

Continued on next page

ExpressShipper Section 1
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3.3: Installation (continued)

Setup
(continued)

Step

Action

A screen will display prompting to change the directory or
path where you wish to install ExpressShipper.

on Location
e satn il raial (e

IF...

THEN...

You select the
Change button

You will be prompted to
select where you wish to
install the software.

You do not wish to
change this

Select the Next button.

You select Next

Go to step 12.

Continued on next page

ExpressShipper

Section 1
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3.3: Installation (continued)

Setup
(continued)

Step Action

7 A screen will display prompting for a Client, Custom or
Server install. There is also an Description of each choice.
Make your choice and select the Next button.

IF... THEN...

You wish to implement a This will only function
Terminal Server installation | if you have the

of ExpressShipper capacity for terminal

server. Select Install
program files and
data files on the

server.

You select Connect Go to step 10.
Workstation to existing

data files

You select Install program | Go to step 8.
files and data files on the

server

You select Server - Go to step 12.
Standard

You select Install data Go to step 9.

files on the server

Continued on next page

ExpressShipper Section 1
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3.3: Installation (continued)

Setup
(continued)

Step

Action

A screen will display prompting to change the directory or
path where you wish to install ExpressShipper.

alion Locabion

e s sl il fies

IF...

THEN...

You select the
Change button

You will be prompted to
select where you wish to
install the software.

You do not wish to
change this

Select the Next button.

Continued on next page

ExpressShipper
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3.3: Installation (continued)

Setup
(continued)

Step Action
9 A screen will display prompting to change the directory or
path where you wish to install ExpressShipper data files.

FxpraseShipper Satup

Selecl ihe 'Data’ Indde

IF... THEN...

You select the You will be prompted to

Change button select where you wish to
install the data.

You are installing Make sure that you install

the data files as part | them to a shared folder or a

of a network directory on a network which

installation is available to the other users

on the system. They will also
need administration rights to
install a client system.

You do not wish to Select the Next button.
change this
You select Next Go to step 12.

Continued on next page

ExpressShipper Section 1
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3.3: Installation (continued)

Setup
(continued)

Step

Action

10

A screen will display prompting to change the directory or
path where you wish to install ExpressShipper.

IF...

THEN...

You select the
Change button

You will be prompted to
select where you wish to
install the software.

You do not wish to
change this

Select the Next button.

Continued on next page

ExpressShipper

Section 1
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3.3: Installation (continued)

Setup
(continued)

Step Action

11 | A screen will display prompting to search for the
ExpressShipper data files. You can use this to connect to a
set of shared data files on a server, or a networked
machine. Once you have selected the data files select OK.

Select the ‘Data’ folder for Client Install g]

Please select the 'Data’ folder,
Path:
| gram Files\TNT\ExpressshipperiData|

Direckories:

0000000

o
—
=
5

s

o et g g o prg mg
I R o R R e R el R T B

I ] [ Cancel

IF... THEN...

No data files have You will not be able to

been installed complete the installation until
the data provider has
completed an installation.
See step 6 for details.

You do not wish to Select the Cancel button.
change this
You select Next Go to step 12.

Continued on next page

ExpressShipper Section 1
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3.3: Installation (continued)

Setup
(continued)

Step

Action

12

A screen will display prompting to install.

il ithe Progrem

in i ho Hegkn

IF...

THEN...

You are happy with
your choices

Select the Install button.

You wish to change
your choices

Select the Back button and
make your changes before
selecting the Next button
again.

Continued on next page

ExpressShipper
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3.3: Installation (continued)

Setup
(continued)

Step Action
13 | A screen will display that the software is installing.

ipper Satup

IF... THEN...
You select the The Install will end.
Cancel button

Continued on next page

ExpressShipper Section 1
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3.3: Installation (continued)

Setup
(continued)

Step Action
14 | A screen will display confirming the installation has been
completed, select the Finish button.

Fxprassihipper - Installihizld Wizard

L B ) RS ERTE Ty

IF... THEN...
You select the The Install will be complete.
Finish button

Continued on next page

ExpressShipper Section 1
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3.3: Installation (continued)

Setup
(continued)

Step

Action

15

ExpressShipper can be opened from
Start>=Programs=>TNT=>ExpressShipper or by clicking on the
desktop icon. This screen will be displayed.

= ExprossShipper
shipping managei
saanch hexd fH=rkom fli=ria
| rEerT AT RARAE =
coliachon dabs TCETARI N . mace  packagas il paght ] andm
f
€ | *
B [Fshppad % [F]panding & [#]laballad W [Jhemplata
¥ Fldaliaed @ Fintmersi A [# excapion 4 Hnosmsus
apicLr I {;j‘, NM@)

IF... THEN...
You have not This software will not
registered function correctly.

Select to register via the
TNT website (www.tnt.co.uk
-=>TNT UK ->=Internet
Solutions ->ExpressShipper)
and follow the procedures in
Section 3.4 (Registration).
Alternatively, the application
can be registered via the
option presented within the
CD start-up menu.

If the CD registration is
selected then contact your
local TNT representative for
a registration number and a
range of consignment note
numbers.

ExpressShipper

Section 1
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3.4: Registration

Registration Register ExpressShipper in order for it to function correctly.

Step Action

1 Registration is performed online at
http://www.kiosk.tnt.com/expressBooking/booking.asp?nav
igation=1&respLang=en&respCountry=GENERIC&genericSit
eldent= or can be emailed if you have already been
contacted by a TNT representative. Fill in all of the fields.
Once you have done so, select Next.

Fields in bold must be completed.

name

company

address

You can select the
language you would
like to receive

towin ExpressShipper in
from here. This
currently only
contains English.

province
postcode

country please select b

telephone

email

You can select the
country of
installation to receive
the specific services
S T (6 for ExpressShipper
please select D] here. This currently
' Al ¥ only contains
please select (¥ International.

ees .
H-H Contirmey

account

IF... THEN...
You are a TNT Make sure the information
Account Holder you give here matches the

account information you
already have with TNT.

You are not a TNT You will be contacted about
Account Holder your application by your local
TNT representative.

Continued on next page

ExpressShipper Section 1
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3.4: Registration (continued)

Registration
(Continued)

Step

Action

You will be informed that your registration application has
been sent. You will then be emailed a registration number
and a 21 character consignment number range code

IF... THEN...

You have not Do so before running the
already downloaded | registration update.

the base system of
ExpressShipper

ExpressShipper

Section 1
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When you receive your registration number and

consignment range code you can register ExpressShipper
by executing the registration tool located in the programs
folder of ExpressShipper. If you install to the defalut
location this will be:

C:\Program Files\TNT\ExpressShipper\Programs

Double click the program ExpressShipperCDReg.exe”

¥ . \WProgram Files\TH TVExpressShipperiWPrograms

Fl=  Edt Uew Favorbss  Took  Help e
= = o
@B&d& 4 | I search ! | Falkers Zl
fuldress jﬂ?mam;ﬁﬁﬁfxpmﬁpm'pmram w .5.,
Fokders % Hame | Ty
% 153 Exprassaniager | MV EBsfist mee WK Apnics
# |2 Eaprasstanager Lk oo Expliookd s 1Ll ED apphcst)
= | Eaprassshinper e £ e sxShipper (D Feg s 0s =0 kD agphcsd)
& (2D Data o GUdR Eg Gen s L2k mpplcy)
3 Programe:
® I Servers
+ 25 Upgrade
X 177 PriceChecksr
103 CudkCom e
~ |2 ¥
Denscription; ExpressShippest (0 Riegistration Compary: THT Post Group (Information Systen &35 KE o Wy Computar

Alternatively select the registration option from the CD
start-up menu.

The following screen will be displayed and the registration
details are entered:

ExpressShipper CD Registration &]

registration ' xp}res_s$h’ippe;.

registration nurnber

[ML28508

consignment range code

|2531N — |zaaLs — 84340 — 50000 — |6

08 Cancel

The consignment number range code is entered in 4 groups
of 5 characters and the final character in the last group
box. Click ©OK~to complete the registration process.

Note - You must not run it more than once, or on any other
machines or versions of ExpressShipper. To do so will
invalidate your consignments within TNT. If you have a
network installation run the registration update on any
machine that contains the application and is connected to
the main data source.

ExpressShipper

Sectiomt
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3.5: Updates

Updates Once you have a registered version of ExpressShipper, you can get
updates via the web.
Step Action

1 You can reach updates by selecting ExpressShipper Update
from the menu. You are also prompted to check for updates
during installation.

(TIBIT) Expressshipper

@ Acrobat Reader 5.0
all Programs B mEn Expressshipper

: F Ex] pper Update
B caort [@]shutooun

:j" start [ &l Section 3 - Installatio. . - s Media Playver F: ExpressShipper

2 Your PC will connect to the web. You may need to enter a
username and password for your internet account. A
Welcome screen will display prompting you to Show

r3r".'ru---:-:'|I||;|;w.' Nepsian 1,00 Lipfases - Wicrasafd hier net Expliniey
'-"} Update Service
N Welkome o the Update Service
Gt s batet avadale gded un P Epreestlipger, Yershas L0
AP =TT
- Ilslmﬂs;:rﬂ':! CORAT A0 FONW O DRelDnaly N US0MS OV D0 IRA00N ITOM VB [0, P
(2] dvalshie ipdsies
oL
O ek
i k
] o 0 [rosves |
IF... THEN...
You select Show Updates Go to step 3.
You select About Update Go to Step 5.
Service
You select Help Go to Step 6.
Continued on next page
ExpressShipper Section 1
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3.5: Updates (continued)

Updates
(continued)

Step

Action

A screen will display showing available updates. You will be
prompted to Get Update.

pssk lppar . Version 1,00 Updatos - Microsoft Imtemnet Exploges

Oy Update Service
wne | Updabe Serece Cataiog | Hadp

m Available Updates

Thea Fioliovang u pdates ana avalabla For oo comnputer, O o Gt Updal @ or Lears Monk (or addoonal detaik

m shaut an updets.
| # Soltware lpslate |

SATRG Lem pa AT THT Exprusatbipper w108
ExprmmShpper vanian 1.000n naw aresdable .

[ koo
[ denhable Lpcete s

EupressShdpnes 1.1
Ser Nlsn EvpressShiope- L1 sllbe sedatiie to dosnload s0on.

O #ouk U debs Sarvcs

[ Help

] comemioerire From s Wi it stk comGLp s, W i
IF... THEN...
You select Get Update Go to Step 4.
You select About Update Go to Step 5.
Service
You select Help Go to Step 6.

Continued on next page

ExpressShipper
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3.5: Updates (continued)

Updates
(continued)

Step

Action

A screen will display further information about the selected
update. You will be prompted to Install.

B ExpressShipper_ Version 1.00 Updates - Microsofl Infeinet Exploses grﬁ|ri|

@ Update Service

Home | Updabe Serece Catalig | Help

Update Information 0 back o v ailable updates

THT EupressShinges w100

m Darricad Sz 443 HIE -~ 4 sisskes and 27 secends. coer o 22K modem

ATFG -
fATRRrEE Ry ok Ivekallit o rstal Hicpdai, Cick heme (o dasnicad anks,

S—— =]

[ denhable Lpcete s

Sen fbm
[ Aok Updabe Sarexs

O Heip

Elore B rimre
IF... THEN...
You select Install Go to Step 7.
You select About Update Go to Step 5.
Service
You select Help Go to Step 6.

Continued on next page

ExpressShipper

Section 1
Page 32 of 63




Version 1.04.300 ExpressShipper UK User Guide
August 2007

3.5: Updates (continued)

Updates
(continued)

Step Action
5 About Update Service provides further information about
the Update Service.

B Expressfookin 100 Updatos - Mic rosoft Inteinet Exploser r;”_'ﬂ_|ri|

@ Update Service
Home | Updabs Serdce Catalig | Help

| resstookins | About The Update Service

Thez Upclate Servios 15 8 wwebrbeced o e thal hedps wou 1o kespeyoun albwane upeta-gat e, The Updace
G-m S, sl W i

STRG tom Ny 1 SOt pdses for Lhe o DS U B0 wsng
B I Waw o ki oof sicdable updabed and nacd aboir thioce updabae
% Easbyinedsd the upcsbas that wau thooss,

[ Moo

P How does it work?
O Sodtaera Updsbs Lis= Hrs Shoes L dates bk an the Wekioms pegs o sss F s haws any svsilsbls updebes For bhe sofbysr e sour
s usng, IF updstes s avadsble, they wil be Btedwith & desoriphion, o cen rasd sbout the updasbes, ard §
o Ak st chiosi, woul can ital tha updates.
[0 gt Updabe e

O Bl

£l pre B e

Use the Software Update button to return you to the
Update information screen.

Continued on next page
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3.5: Updates (continued)

Updates
(continued)
Step Action

6 If you select Help a pop-up help window will appear.

-} Update Service Help - Microsoft Internet Explorer |ZJ|E|E|
InstallShield,,
¥ Show Help Topics Close this Window
Welcome page
What this is
Welcomea ko the InstallShield Update Service! This Web-based service helps wou keep vour software up to date, The
Installshield Update Service lets you autormatically
= determine what software is installed on your computer, and check for updates that are available For vour software
» view a list of available updates and read about those updates
» easily install the updates that you choose
What to do
‘ou can check For updated versions of the software products that are listed on the Welcome page. Click the Show
updates button next ko a produck name ko view a personalized lisk of updates For that product.

7 Following on from step 4, when you select the Install
button it will prompt you to save the update to your PC or
run from present location.

ExpressShipper Section 1
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3.6: Functional Overview

Summary

The
consignment

Shipping
Manager

The Functional overview aims to list all screens and functions that
can be accessed by users with details on how to use them. The
system is not restricted by any security, so if ExpressShipper is
installed, all the screens below will be available to the user. You
can navigate round ExpressShipper using mouse clicks, or by
using the tab and return keys.

The concept of a consignment is key to the process followed by
ExpressShipper.

A consignment should contain all the information required to send
something from one place to another via TNT. It can be a
document or non-document and should include details about any
receiver, sender, collection or delivery addresses. A consignment
should also note how many packages are being sent, who pays
and the TNT account number used. Once all the details are
entered for a consignment it is allocated a unique consignment
number, which can be used for tracking.

Shipping Manager is the main screen of ExpressShipper. From
here you can manage all of your shipping tasks. To help you to
view your consignments, you can re-order them in the view panel
by clicking on the column heading.

' ExpressShipper

shipping manager
dconsighmen saarch bod filler hom libar 1o
mreh IAFANT MARAN? |
i onatamnm i- w .. colechon dalm IBCH e ran e savice  peckages hobal ey gt [k gzl a-mdul-;i
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To search, highlight the column that contains the text to be found
for example, Customer Reference. Then enter the text you wish
to find and click Search or press Enter.
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3.6: Functional Overview (continued)

Summary The following options are available from within Shipping Manager.
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Add In order to send a package, you must first enter the package
consignment details by adding a consignment.

' ExpressShipper

add consignment
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Enter the sender address and receiver address. Only enter the
collection or delivery addresses if they are different to the sender
and receiver addresses. Once the origin and destinations are
known, you will be able to select the service you require and any
options that may be appropriate.

If you have set up a sender in the address book you can select it
here. As well as selecting a sender address from the address book,
it is also possible to select any one of the other addresses
(collection, receiver and delivery) as long as they exist in the
address book. You can also add an address by clicking the add
address button. Choose from the selection of Package (non-docs)
or Document docs) services.

Either the sender is paying for the shipment or the receiver is
paying for the shipment. If the receiver declines to pay for the
shipment, the freight charges will revert to the sender.

The date that the goods will be collected can be in the future, but
not in the past.

You can enter a reference for the consignment. This will appear on
the invoice, and can be used for tracking purposes.

Continued on next page
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3.6: Functional Overview (continued)

Add
consignment
(continued)

Use the arrow keys, TAB or SHIFT+TAB to tab backwards to
navigate the package grid. Press ENTER to edit the value in the
focused field. Press ESC to cancel any changes made to the
current field. Press TAB to accept changes and proceed to the
next field in edit mode. To add a new package line, press add
package or CTRL and INS at the same time. To delete the
selected package line press delete or CTRL and DEL at the same
time.

. - r-_ E Ef
{ExpressShipper:

r"‘ Exgos a5l ppe
add consignment

DS K TRk G TEr

ton code

packnge doiod

Lot

Do deLanpae ey | aigh kg vedh tesgri
a [ ! (D W

toiele | 1 B3Ik g 10001

If you press Packaging Guidelines this will display information
explaining packaging.

If you press Check price this will take you to a TNT website
allowing you to check the price of any shipment. This will not
check the price of the consignment you are adding.

You can cancel the consignment [CtrI]+[Q] at any time.

Continued on next page
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3.6: Functional Overview (continued)

Add By saving the consignment you will be allocated a consignment

consignment number and the consignment will appear on the Shipping Manager

(continued) Screen. If the consignment requires a commercial invoice and
your commercial invoice is enabled then you will see this

message:
Confirm @

D))

\ufr/

Do you wish to prepare a commercial invoice?

Yes Mo

If you choose to prepare a commercial invoice then you will be
taken to the commercial invoice screen as below. If you do not
wish to prepare a commercial invoice then one will not be printed.

Pressing commercial invoice will take you to the commercial
invoice screen

= ExpresSiipnes

add consignment

WAL A (1]
PErTh e o e pumber T e

[T S
o ]

HpnEin
1HAH DY
Bk ety
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LI K 100 1 Wk

woely | 1 LI g 1

000

You will be invited to enter details regarding the invoice, including
your article details, which are mandatory for some destinations. If
articles are mandatory then one will have been defaulted for you
using your package details. You can edit this article if you wish the
information to be different from that held against the package.

Continued on next page
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3.6: Functional Overview (continued)

Add You can also amend the export declaration by pressing the export
consignment declaration button.
(continued)

B it declaration

TALE &M [ORRECT

L0

Edit If you need to change the details on a consignment, you can edit

consignment it at any time until it has been shipped. This follows the same
format as Add Consignment?

View Selecting to view consignments will allow you to see the

consignment consignment details without editing them. This follows the same
format as Add Consignment?

Delete This option allows you to delete a highlighted consignment or
consignment selection of consignments. You can delete consignments with a
status of pending or labelled.

Templates If you have regular shipments where the details remain the same,
there are a number of templates provided for your use. You can
change them at any time by double clicking on the one you wish
to edit. This follows the same format as Add Consignment?

Print Once you have entered all of the details for the packages to be

Documents shipped you will need to print the documentation for the
consignment, and attach the delivery information to the relevant
package being careful to ensure that the text can be seen clearly.

Reprint If the details have changed for a consignment, or you have
Documents experienced difficulty in printing, you can reprint your
documentation at any time.

Continued on next page
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Manifest Before the TNT driver arrives to collect your consignment, you will
need to print off the manifest, and hand it to the driver on their
arrival.

' ExpressShipper

print manifest
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(e -
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WExpressShipper:
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| [ print sumimery maniiest

")

The screen offers options to print manifests for your domestic
consignments and/or international. The consignments will appear
on different manifest reports, as they will require different
collection requests.

Continued on next page

ExpressShipper Section 1
Page 41 of 63



Version 1.04.300

ExpressShipper UK User Guide
August 2007

3.6: Functional Overview (continued)

Collection To arrange a collection, you can either select the consignments to
be selected and click the tollection option on the shipping
manager screen, or telephone the TNT Customer Service Centre
on 0800 100 600.

' ExpressShipper . - [__l TE'
collection request IEXPFESEShi[ﬁper:_
~oollecion bmes callection szhis
Yo bupiness coenirg houts
(o 3 |Znoo =
[] e bnchHiime closus penod
[121m0 2 [12o0 5
porsignment numbe = | collechon slaks bopking wteencs esull sends chorl nams
S GEZMINSI3wie - & INTLY
& ¥
callection instuciang
[i
messages
In
?
frquration
The Collection screen displays the selected consignments. Click
tollect ”to upload the collection details to TNT via the internet
connection.
Continued on next page
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You can find the estimated cost of shipping your consignment at
any time by selecting the theck price option from either the
Shipping manager “or tonsignment entry >screens. The resulting

screen is shown below:

Check price

#= ExpressShipper WARNING: THIS APPLICATION IS OURRENTLY LSING A TEST CONFIGURATION

. BT ' IR
check price SR ExpressShipper
prcing shalus
}ﬂ' b ane sebup for the oo oo am ad desdi n L4
plir-aces]. R b=t o i
sivdad raies
sEaich tex e N
| TS 2
coreignnerl numbel . TEreice ophon gl ezl
MOME 6527 GAP SUCCESS

L5 GEXMDNE2AAY 150

messages far conscnment
S picss wat oo fo BE23400152RA

")

corfiguration ahoirt 0 G
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Track Once your consignment has been collected, and has arrived at the
nearest depot, you will be able to track its progress to its final
destination.

You are now provided with the ability to track both international
and domestic consignments created within ExpressShipper. Firstly,
select those shipped consignments that you wish to track from the
Shipping manager screen, and then select the track “option, the
following screen will be displayed. The track all option will track
all shipped consignments displayed in the shipping manager view.

o ExpressShipper WARNING: THIS APPLICATION IS OURREMTLY LSING A TEST CONFIGURATION
BT i L ST
track BExpressShipper:
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3.6: Functional Overview (continued)

Address You can save all of the address details for you and your customers
Book so that you do not have to enter them every time you send a
package.

address hook -_..IPIFES_E.-S!'II'ﬁpe;.'

add ez g semrch tecd

st v e ran oo mat Ko sty

? il i e ol i ko el T o e st 50 il o o v e el s g e o ol e P Lings

@)

Click on the down arrow to select an address group from the drop
down list. This includes sender, receiver, collection and delivery
address groups. Click on the address group you want, to reveal
the addresses in this group.

The search text enables you to search on a particular address.
The currently sorted column will be searched on. By default this
will be the short name field.

Continued on next page
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3.6: Functional Overview (continued)

Summary The following options are available from within the Address Book.
Add Address Select add address and this will take you to the add address
screen to add a new address to your address book. Highlighting
an address group, will determine which address group the new
address belongs to.

v ExpressShipper WARNING: THIS APPLICATION IS CURREN TLY USING A TEST COMFIGURATION EITE
- Bkt g .

add receiver address YExpressShipper:

shor name courky.

rkname:; ——
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L 1 fiire

oy | cHaner |

[ tHan=: b elaphone aumbar

nddmss

1m rumber
| Ermail neddmass
1owm |

poslcads

shipping MEnager sarfiguration about (ﬁiﬁg

A short name is given by you to a record which can then be used
as a quick method of locating the record. The short name can be
an abbreviation, keyword or code that will uniquely identify the
record. Click the fTmanage contacts “button to add and maintain
contacts for this address.

To cancel the adding of an address click cancel and this will
return you to the address book. The address will not be added.

Once the necessary fields have been completed, click OK to
confirm and add the address.

Edit Address Highlight an address and click on edit and this will take you to the
edit address screen which will enable you to change the address
details of the selected address. This follows the same format as
Add Address”

Delete Highlight your address and click Delete to delete an address from

Address your address book. To delete multiple addresses, depress the
CTRL key and click on all the addresses you would like to delete.
Once you have highlighted the addresses click Delete.
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Default In the sender address group you can select one address to be your

address default sender. Also you can change your default sender by
highlighting the address you would like to set as your default
sender and then clicking on the set default address option.

Continued on next page
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3.6: Functional Overview (continued)

Configure All the details for configuring ExpressShipper are on the
Express configuration screen.
Shipper
| coreigr it rar
I =M Mt LSing 1 a
addrecs impor
I AT [LL [;
port clatato f
| 1fr £ i
I il
(¥} (1= I Qi Se ]
?
cHibpifa e
Add When you save a consignment, ExpressShipper will tell you how
consignment many of your allocated consignment numbers remain unused. You
range can enter new consignment ranges in Configuration.
registration nurmber EBOOOOT 4
cansignment range code
| | =] | | =] | =]
To obtain a consignment range the customer must contact the
TNT Service Centre on 01827 711611, who will then administrate
the new consignment range on behalf of the customer.
Metric You can configure ExpressShipper to work with either metric

weights and measures or imperial weights and measures.
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Address ExpressShipper offers the ability to import addresses. The import

Import can be used to bring in addresses from a previous TNT customer
solution, Partnership Express or Despatcher Express. However, by
following the format below, you can import any addresses
provided in a standard CSV file.

address book import
i ol
EOTTTIET |
kb g o reee [P b LR

[= TR = pieed wilt vwearm a3k 0 necect 0

EE0

Browse for a csv or txt file by clicking the <.. "button

mparl sddrees fle
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Dxrikdog
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My Corms s
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Aedye AT - Carcl |
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Then click import and the progress will be displayed.

Continued on next page

ExpressShipper Section 1
Page 49 of 63



Version 1.04.300 ExpressShipper UK User Guide
August 2007

3.6: Functional Overview (continued)

Address Standard CSV Address File Import Format
Import
Format Field Field Name Type Width Dec Database Fields
Column 1 2 3 4 5
DATABASE FIELDS EXPORT FIELDS
1 ShortName C 15 0 as is
2 FullName C 30 0 as is
3 Linel C 30 0 as is
4 Line2 C 30 0 as is
5 Line3 C 30 0 as is
6 Town C 30 0 as is
7 PostCode C 9 0 as is
8 County /StateC 30 0 as is
9 CountryCode C 3 0 as is
10 CountryName C 30 0 as is
11 Telephone C 16 0 as is
12 Fax C 16 0 as is
13 Contact C 22 0 as is
14 TNT Account C 10 0 as is
15 VAT C 20 0 as is
16 E-mail C 50 0 as is
17 Addtype C 1 0 code as per following

S=SENDER, C=COLLECTION, R=RECEIVER, D=DELIVERY

Guide to Column Numbers as above

1) This is a description of the data that will be imported.

2) This is the type of data that can be imported. C = either Alpha or
Numeric Character, N = Numeric character, D = Date in the
format DD/MM/YY, L= Logical

3) This is the number of characters that will be imported.

4) This column tells you whether the data allows any decimal places,
and if so how many.

5) This column tells you what will be imported and in what form, 'as
is' indicates that the data can be imported exactly as it appeared
in previous TNT customer solutions.

Note —to create the file format above, export the data as a CSV format,
or within a spreadsheet package ensure all the fields are represented and
completed and save as a TSV *format.

ExpressShipper Section 1
Page 50 of 63



Version 1.04.300 ExpressShipper UK User Guide
August 2007

Address Partnership Express Address Import Format

Import

Format Field Field Name Type Width Dec Database Fields
Column 1 2 3 4 5
DATABASE FIELDS EXPORT FIELDS
1 ShortName C 10 0 as is
2 FullName C 30 0 as is
3 Linel C 30 0 as is
4 Line2 C 30 0 as is
5 Town C 30 0 as is
6 PostCode C 9 0 as is
7 State C 30 0 as is
8 CountryCode C 3 0 as is
9 CountryName C 30 0 as is
10 Tell C 7 0 as is
11 Tel2 C 9 0 as is
12 Fax1 C 7 0 as is
13 Fax2 C 9 0 as is
14 Contact C 22 0 as is
15 Account C 9 0 as is
16 VAT C 20 0 as is
17 Addtype C 1 0

S=SENDER, C=COLLECTION, R=RECEIVER, D=DELIVERY

Address Despatcher Express Address Import Format
Import ) . . ;
Format Field Field Name Type Width Dec Database Fields

Column 1 2 3 4 5

DATABASE FIELDS EXPORT FIELDS

1 ShortName C 10 0 as is

2 FullName C 30 0 as is

3 Linel C 30 0 as is

4 Line2 C 30 0 as is

5 Line3 C 30 0 as is

5 Town C 30 0 as is

6 PostCode C 9 0 as is

7 State C 30 0 as is

8 CountryCode C 3 0 as is

9 CountryName C 30 0 as is

10 Tell C 7 0 as is

11 Tel2 C 9 0 as is

12 Fax1 C 7 0 as is

13 Fax2 C 9 0 as is

14 Contact C 22 0 as is

15 Account C 10 0 as is

16 VAT C 20 0 as is

17 Addtype C 1 0

S=SENDER, C=COLLECTION, R=RECEIVER, D=DELIVERY
18 Dom Account C 10 0] as is

Continued on next page
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3.6: Functional Overview (continued)

Document
Print Set-up

ExpressShipper offers the ability to set up documents available to
be printed. It is recommended that this is done before using the
system —especially if you have a network version. Double click on
a document in the list or highlight the document and click edit
document. Note —printers do not have to be defined at this
point, as the flefault >Windows printers will automatically be
assigned. This option is only required if you wish to force the
output to a particular printer or to define paper sources.

-, Drcmmeat el e o b i 1 e T el e, Bl e g o B el oo, ohoiss rs el DT LERAGE bt
ol

(0.0.0)

The document profile type allows you to select the document
profile to edit.

=== FxpressShipper

document printer setup

edit docurment document profile type
| local v

wody L,

If you are using a network installation and select Generic you will
be editing print profiles available across all installs. Do this as part
of the initial install and all subsequent installs will pick up the
settings as their default Local settings. If you select Local you
will be editing print profiles just for your install.

Continued on next page
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3.6: Functional Overview (continued)

Document The screen tdit document printer *will appear offering you the
Print Set-up opportunity to change the orientation, printer and printer settings
for that document.

edit document printer

Jrewmad depagrrm
-4 orind sl el

e ormriiy

pepar LT

-J Erdr arp raeagiol vove ior ra cernard [ hosd namcy. v mcosreraed
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By enabling margins you affect the position of the document on
the A4 page. This may require different settings for different
printers. ExpressShipper currently supports PCL5 compatible
LaserJet printers.

[ print enahled

The check box print enabled controls whether the document wiill
be printed. If it is unchecked the document will not be printed.
This is useful if you have your own system for printing documents.
However, if you are not printing invoices and one is required, you
will still be required to fill in article information, as this is
mandatory information for customs.

Continued on next page
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Document For consignment notes, you also have the ability to set the
Print Set-up always print checkbox.

alway's print

With this set, all your consignment printing will include
consignment notes. Your TNT representative will be able to advise
you if this is recommended in your area.
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Export to ExpressShipper offers the ability to export consignment or address
file data to a number of reportable formats, such as CSV and

delimited, for use in other applications (such as Microsoft Excel

©).
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From this screen you can choose where you wish the file to be

exported to.

If you choose to export consignment data you will see the

following options:
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The formats you can select are fixed or delimited. You can then

select , ;

| or tab”as your delimiters.

Continued on next page
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3.6: Functional Overview (continued)

Export to You can export all or some consignment statuses. You will also be
file able to export for a specific date range.

Choosing to export address data will provide the following options:

OE®

The formats you can select are fixed, delimited and a re-
importable format. You can then select ,;:.|tab as your delimiters.

You may choose to export all or some of the address groups.

Note —the re-importable option is useful if you wish to transfer
data from one copy of ExpressShipper to another of the same
version. Please be aware that this will overwrite the data in the
new version

Continued on next page
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3.6: Functional Overview (continued)

Once you have made your selections, press export, and your data
will be exported to the specified location.

Export to
file
=
export
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The following information explains the formats available in more

detail.

Reimportable Schema

Field Field Name

1 Short Name
2 Full Name

3 Linel

4 Line2

5 Line3

6 Town

7 Postcode

8 Province

9 Country Code
10 Country Name
11 Tell

12 Fax1

13 Contact

14 Account

15 VAT

16 Email

17 Address Type

Type of DataWidth
15
30
30
30
30
30
9
30
3
30
16
16
22
15
20
50
1

>>>>>>>>>>>>>>>>>

Continued on next page
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Export to Fixed Width Address Export Schema

file Field Field Name Type of DataWidth
1 Short Name A 15
2 Full Name A 30
3 Linel A 30
4 Line2 A 30
5 Line3 A 30
6 Town A 30
7 Province A 30
8 Postcode A 9
9 Country Code A 3
10 Country Name A 30
11 Tell A 16
12 Faxl A 16
13 Email A 50
14 Contact A 22
15 Account A 15
16 VAT A 20
17 Address Type A 1

Consignment Extract Schema
(Field lengths are given for fixed width export, otherwise the
data will be delimiter separated)

1 Consignment Number A 15

2 Collection Date A 24

3 Customer Reference A 24

4 Consignment Status A 20

5 Total Weight N 11v3
6 Total Volume N 11v3
7 Value of Goods N 11v2
8 Currency Code A 3

9 Division A 3

10 Service Code A 30
11 Document Indicator A 20
12 Option Code 1 A 30
13 Option Code 2 A 30
14 Option Code 3 A 30
15 Option Code 4 A 30
16 Goods Description A 20
17 Special Instructions A 60
18 Terms of Payment A 20
19 Insurance Indicator A 1

20 Insurance Amount N 11v2
21 Customs Control Flag A 1

22 Manifest Number N 8

23 Total Number of Packages N 2

Continued on next page
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Export to 24 Collection Status Indicator A 1

file 25 Consolidation Status Indicator A 1
26 Rated Currency Code A 3
27 Rated Currency Description A 30
28 Rated Service Code A 3
29 Rated Service Description A 30
30 Rated Option Code A 3
31 Rated Option Description A 30
32 Rate Retrieval Date A 24
33 Rate Retrieval Time A 24
34 Rate Value N 5v2
Sender
35 Country Code A 3
36 Address Line 1 A 30
37 Address Line 2 A 30
38 Address Line 3 A 30
39 City A 30
40 Email A 50
41 Fax Number A 16
42 Contact Name A 22
43 Telephone Number A 16
44 Company Name A 30
45 Postcode A 9
46 County A 30
47 Short Name A 15
48 Address Type N 1
49 VAT Code A 20
50 Account Number A 15
Receiver
51 Country Code A 3
52 Address Line 1 A 30
53 Address Line 2 A 30
54 Address Line 3 A 30
55 City A 30
56 Email A 50
57 Fax Number A 16
58 Contact Name A 22
59 Telephone Number A 16
60 Company Name A 30
61 Postcode A 9
62 County A 30
63 Short Name A 15
64 Address Type N 1
65 VAT Code A 20
66 Account Number A 15
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3.6: Functional Overview (continued)

Export to
file

Collection

67 Country Code
68 Address Line 1
69 Address Line 2
70 Address Line 3
71 City

72 Email

73 Fax Number

74 Contact Name
75 Telephone Number
76 Company Name
77 Postcode

78 County

79 Short Name

80 Address Type
81 VAT Code

82 Account Number
Delivery

83 Country Code
84 Address Line 1
85 Address Line 2
86 Address Line 3
87 City

88 Email

89 Fax Number

90 Contact Name
91 Telephone Number
92 Company Name
93 Postcode

94 County

95 Short Name

96 Address Type

97 VAT Code

98 Account Number

>>Z2>»>>2>2>2>>>>>>>>

>>Z>»>>2>2>>>>>>>>>

30
30
30
30
50
16
22
16
30

30
15

20
15

3

30
30
30
30
50
16
22
16
30
9

30
15
1

20
15
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3.6: Functional Overview (continued)

Back up and ExpressShipper offers the ability to backup data from the data files
restore and restore if necessary.

¢ Caprasdbippe bock ep and sewiane =l Ef

back up and restore W ExpressShipper:

(D)

To back up, press backup. This will indicate where the backup will
be saved to. The backup will be defaulted with a name of
ESBACKUP followed by the date and time. This can be changed.

2l
Ay Fyred
DO i
( ?
Dadus
J
My Bommerd
L
b o
e o ] « [ =
u.w:a L o ek e " A - I Cancal
pincesaik i
? Thoh o e et
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3.6: Functional Overview (continued)

Back up and

To restore the data from a backup at a later date use restore.
restore

This will prompt you to locate the backup file from which you wish
to restore.

o = i
FE shigper:

Fis od [Prap——r - Lucal |
kg (ml= s L

pgeaned

i} Lleh tmrwdos daatam

(DH(T)

If you find you have a problem with one of your data files, you can
use the repair function. This will inform you if any tables need to
be repaired and indicate when it is complete.

- Eapmivigpen hadh ap s st
back up and restore

T
l.-lll.l_'J.l-ﬁI.‘.- i “J'

ExpressShipper: |

j‘J Tha databecs repa r oparsion har completed

i,

pagsiad 19

If problems are encountered when running the backup process
from within ExpressShipper, the routine can be run as an

independent process. Close the current ExpressShipper software

and go to Start -=All Programs -=>TNT ->ExpressShipper Backup
and Restore.
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3.6: Functional Overview (continued)

About You can find the version of ExpressShipper, details of your
operating system and memory usage, and your Registration key in
the About section together with our Terms and Conditions. If you
would like to know more about TNT, there is also a link to the TNT
home page.

== FxgramShipper r;! : i:‘-é-

about ExpressShipper RExpressShipper:

ExkprassShippar
Copyrighl THT Holdings B v & 2002
seermion 1082 BN (LK bapl e

regesiration rmber EEDE D

elnclows =1 Serace Fack 1 (buld 2610
Frymcal Memony Asmiable o ‘Wnckose: 516 5863 kB

'r'oa conin e veson of ExpresiShores. detad of yoas aneraing (pokevs sad veaon isa0s. s yras eomsiistion bes inthe shou wokon iogelher wik
? g b gl Conions |1 o veoukd e 10 krom vk shaol THT. tere i 0 ok 0 the i pons Fowe pege:

The page informs you if you are running either the International or
UK version.
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