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1 Introduction

This Guide covers all the main functions of Despatch Express. There are two other guides
available :

e Despatch Express - Getting Started.
This was supplied as part of the Despatch Express installation pack along with
the installation CD

e Despatch Express - Interfacing with Your System

Despatch Express is primarily designed to produce address labels for the Royal Mail
services that require a barcode. However, it can be used to produce address labels without
barcodes for some services.

The system contains a copy of the Postal Address File (PAF) in order to assist the
completion of the delivery address from the Postcode, along with a mechanism to ensure
that it is up-to-date.

Despatch Express is a replacement system for the earlier Worldwide Distribution Manager
(WDM) and Royal Mail Despatch Manager (RMDM) systems.

The system should only be used in conjunction with the label stock provided by Royal Mail.
These labels are plain white with the Royal Mail cruciform, and have precisely located tear-
off strips. They are to be used for all services. Despatch Express will print a Printed Postage
Impression (PPI) and return address on each label. Some services require a coloured
service flash’ in addition to the address label. These are

e Recorded
e [nternational Airsure
¢ [nternational Signed For

You must supply a PC-compatible computer, a thermal label printer and a connection to
the Internet. The quality of the printer is important, as the printed barcodes must meet
Royal Mail’s stringent requirements. Existing WDM users already in possession of a Zebra
LP2844 printer may use this printer with Despatch Express.

In order to operate correctly, Despatch Express must connect with Royal Mail back-office
systems once a day. During this time it will:-

Send details to Royal Mail for Billing purposes
Retrieve any updates to your Accounts and Services
Retrieve any software updates

Retrieve any Postal Address File (PAF) updates

This connection is via the Internet, but does not require you to use a web browser.
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The main despatch screen has been designed so that the use of a mouse is minimised,
although a mouse will be needed for some other functions. Despatches can usually be
created by the use of the keyboard only.

It is a requirement of Despatch Express that you are an account Customer and that you are
using either E*Pro or Online Business Account (OBA) for Billing purposes.
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1.1 Equipment Requirements

To enable optimum performance, the PC running Despatch Express needs to meet the
following criteria. Additional processor, memory and hard disk capacity may improve the
speed of operation.

e |BM Compatible PC

e 300 MHz processor

e 128Mb RAM

e Windows 2000 (Service Pack 2 or greater) or Windows XP

e 5 Gb Free hard disk space (during installation)

e 3.5 GB hard disk space (ongoing operation)

e (D ROM Drive (Installation set is on CD)

e 1024 X 768 VGA Monitor (or better)

e Printer for reports (Laser is recommended either local or networked)

e Thermal Printer for bar-coded address labels (e.g. Zebra LP2844). A minimum of
200 dpi (dots per inch) will be needed. Royal Mail will verify that your barcodes are
acceptable by requesting sample labels to be submitted.

e Suitable device for backing up databases (e.g. recordable CD or networked drive)

e [nternet connectivity, although a web browser is not required

1.2 Setup

Before starting to use the system, the guide “Despatch Express - Getting Started” should be
followed. This will ensure that the printer(s) are properly configured, and that initial system
options are set up. It also provides guidance if you have previously used Worldwide
Distribution Manager (WDM) or Royal Mail Despatch Manager (RMDM). The guide was
supplied as part of your installation pack.
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2. Starting to use Despatch Express

This section provides a fast track to printing single item labels and a collection manifest.
More detail and a number of additional facilities are covered in the remainder of this guide.

2.1 Startup

To open the Despatch Express application, double click the Despatch Express icon on the
screen desktop. The following ‘Welcome screen’ appears. Clicking off the check box will
prevent this screen appearing in future. Click on ‘continue’ to proceed.

ﬂg]\'telcnme i x|

welcome Despatch Express

Despatch Express pnnts address labels for tracked produdis.

This system replaces previous despatch systems thathawe been
provided by Royal Mail Waorldwide Distribution Manager M TIM)
and Royal Mail Despatch Manager (RhDOk)

Continue I

Show welcome screen W

2.2 Login

The login screen will now appear.

£
please login Despatch Express
User ID
Password
Login

For normal use enter the User ID and Password as follows :-

User ID super
Password agates
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User IDs and passwords are not case-sensitive.

Press <enter> or click ‘Login’.

The main Despatch Express window and ‘despatch screen’ will then appear as below.

despatch screen is described in more detail in section 3.

ﬂngespatch Express
File Despatch AddressEBook Reports Tools  Help

@Ereate despatch
create despatch

Delivery address

=10 %]

Despatch Express

Despatch details

Customer ID;

Mo. of tems:

-

Business name: *

Service; ISpeciaI Delivery Next Day (£500)

Addresses: ¥

Account number:

TE4070001 2

Postoode: *

Search (F3)

Email address:

H

Wisight Size [0 100

Department name: I PNONE

[
[

sddress fine 1:

Sender reference: I

More (F3) |

Service

Addreszs line 2

Enhancement: INONE

Address line 3

Item details

-

Taowen! City: &

|
|
|
|
|
Telephone number: I
|
|
|
|
|

Courtry: UK

Clear (F11)

[

Update to addres= book (F10)

Reprit (113

Camcel despateh tem (FE) |

Additem (£

Cancel despateh (F2) Prirt £ confirm despstch (F12) |

* Denotes mandstory entry
Town! City should be entered if courtry selected is UK - ether business name or tem addressee or both should be present.

Mote: For more than one sender reference to a despsteh tem, use the more button

The

-laix

2.4 Quick Despatch

To do a quick single item despatch to a UK address, first open the despatch window (if it is

not already open) by using the ‘Despatch’ menu at the top of the screen, and selecting

‘Create Despatch’.

Key the name of the addressee, if there is one, into the ‘addressee’ field.

Now enter the postcode into the field marked ‘Postcode’. Press <enter> or <F3>.

If requested, enter the house number / name.

So long as the postcode is valid, this will now fill in the address details for you.

If the address needs to be changed, or a business name needs to be added, then click on
the ‘Enable (F4) button or press <F4>. This will allow you to edit these entries.
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If the required service is not showing on the right hand side of the screen, then select the
service from the drop-down box labelled ‘Service’, and select the weight in the same way.

Now click the ‘Print/Confirm Despatch’ button at the bottom of the screen, and Despatch
Express will produce a barcode label.

See more details in section 3.

2.5 Quick Manifest

When the day’s despatches are complete you will need to print a collection manifest for the
driver to take with him. Note that this process will automatically update the Royal Mail
billing system.

To do this, select the <Reports> menu, and then <Collection Manifest>, and then <Print
Manifest>. Click on ‘Proceed’, and Despatch Express will produce the manifest report on the
screen.

Note: There may be a delay before the manifest is produced for the first time.

To print the manifest, click the small printer icon at the top of the report. Closing the screen
will send the information to Royal Mail.

See more details in section 8.
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3. Creating a Despatch

The following describes the Create Despatch screen in detail. It assumes that a mouse is to
be used.

It possible to use this screen without a mouse. If you wish to do so you need to be aware of
which keys are used to navigate between fields.

e Press the <Tab> key to move to the field where you want to next enter data
e Within a field, use the cursor keys to move between characters
o <Left arrow> and <Up arrow> move the cursor left
o <Right arrow> and <Down arrow> move the cursor right
e Within a drop-down box, use the arrow keys to move between entries
e Within the No of items field, the <Up arrow> increments the number of items, the
<Down arrow> decrements the number.
e [ndividual Item details may be selected using either the <Tab> key or the <Up arrow»
or <Down arrow> keys.

The main function buttons can be either clicked with the mouse, or can be selected by
pressing the function key shown on the button.

Where a confirmation is required (e.g. a button showing OK) then pressing the <enter> key
is the keyboard alternative. Where a Yes or No response is required then pressing the <Y>
or <N> keys is the alternative.
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ﬂgtreate despatch B =Ex]

create despatch Despatch Express

|

Delivery address Despatch details
Customer I0: I Ma. of items: |1 I
Businezs name: % I Service: ISpeciaI Delivery Mext Day (£500) j
Account number: I?B4D?DDD1 'I

Addreszes: ® I
Postoode; ¥ I Search (F3) |
Emsil address: | Wieight Size: |0ta 100y |
Telephons number: I Department name: I j

- Sender reference: I More (FS) |
Address line 1: I st

ervice
Enhancement: INONE j
Addregs line 2 I
Address line 3 I Item details
Towwrd City: = I
Courtry: I LK j
Clear (F113 Update to sddress ook (R1O)
cancel despatch tem (FE) | Add item (E7
Reprint (F113 Cancel despateh (F2) Prirt J confirm despatch (F12) |
& Denctes mandsatory entry Mote: For more than one sender reference to a despatch item, use the more button.
Town! City should be entered if country selected is UK - ether business name or tem addressee or both should be present.

This is the main despatch screen, and is used to create labels for despatches, or shipments,
using Royal Mail services.

If the screen is not visible then select Despatch / Create Despatch from the menu or press
<F6>

3.1 Address Details

The system is able to process despatches to both UK and International addresses, with 3
methods of inputting the destination address:

e Postcode lookup (UK addresses only)
e Address book lookup

e Manual entry of the address

Despatch Express always attempts to find an address from the address book before
searching PAF.

3.1.1 Postcode Address File (PAF) Lookup

This assumes that the address is not already held in the address book.
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The name of the addressee (if there is one) should be entered in the ‘Addressee’ field.

Enter a postcode into ‘Postcode’ the field and click on ‘Search (F3), or press the <enter>
key. Note that it is not necessary to enter spaces in the postcode field.

If the postcode entered is unique to a single address (usually this will apply to a large

Business), then the matching PAF entry will automatically be entered into the despatch

window.

If more than one address matches the postcode, the house number or name will be

prompted for as below:

x

House Mo f Mame :

Ok, | Cancel

The house number (or house name) may be entered, and if a match is found against the

postcode, then the address will be inserted into the despatch window.

If the house number / name is not known, then click OK (or press the <enter> key) to
present the selection box shown below (this example is for the postcode LE5 6GA).

Select an Address

Buziness Mame | Addrezz Line 1 | Addresz Line 2 | Address Line 3 | Town City
124 LANDSCAPE DRIVE LEICESTER
2 LANDSCAPE DRIVE LEICESTER
3 LANDSCAPE DRIVE LEICESTER
4 LANDSCAPE DRIVE LEICESTER
5 LANDS CAPE DRI4E LEICESTER
B LANDSCAPE DRIWE LEICESTER
7 LANDSCAPE DRIVE LEICESTER
8 LANDSCAPE RIVE LEICESTER
9 LANDSCAPELRIVE LEICESTER
10 LaMDSCARE DRIVE LEICESTER
11 LaMDSC4PE DRIWE LEICESTER
12 LANDSZAPE DRIVE LEICESTER
13 LaNDYCAPE DRIVE LEICESTER
14 LANDSCAPE DRIVE LEICESTER

Simply clicking on one of the addresses, anywhere across the window, will automatically fill

in the relevant address details in the despatch screen. (NB use of the mouse is required

here)

If the required address is not shown, then this box can be closed using the cross in the top

right corner.

Royal Mail Despatch Express User Guide V1.2

Page 13 of 69




When the address has been found, it is inserted into the despatch screen as below:

ﬂgtreate despatch B N = ||:||£|
create despatch Despatch Express
Delivery address Despatch details
Customer 10 I Enshle (F4) | Mo, of tems: |1 I
Buszinez= name: % I Service: ISpeciaI Delivery Mext Day (£500) j
Account number: TE4070001 A
Addresses; IDDnna Petars I :I
Poztoode: * |LE5 T Search (F3) |
Emil address: | Wieight/Size: Jiota 100y |
Telephone number: I Department name: I j
Sender reference: Mare (F)
Address ling 10 |1 2 LANDSCAPE DRIVE o I |
ervice

: Enhancement: INONE j
Address line 2 I
Address line 3: I Item details
Tawnd City; ™ ILElCESTER
Courtry: I LK j

Clear (F11) Update to sddress Bogk (R10)
Cancel despetch tem (FE) | Add item (F7)
Reprint (F147 Cancel despateh (F2) Prirt / confirm despatch (F12) |
* Denctes mandatary entey Mote: For mare than one sender reference to & despatch item, use the more button.
Towen! City showld be entered if country selected is UK - etther buginess name or tem addressee or bath should be present.

Note: The addressee and / or the business name fields must contain an entry, so if the
postcode lookup has not found a business name, then one of these must be entered.

Note: If any of the ‘grey’ address fields found by the postcode lookup need to be amended
(for example where the business name has changed, or a new house name is required),
then these fields can be edited. Click on ‘Enable (F4) to enable these fields for editing.
3111 Postcode Not Found

If the postcode is not found, the following error box appears.

Despatch Express |

@ Sarry, this address has not been Found.
0.4 |
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Click ‘OK’ to return to the despatch screen. Check the postcode entered, and if it is incorrect
then correct it and press <F3> again.

3.11.2 Postcode not known or not found on PAF

If the postcode is not known for a UK address, then every attempt should be made to find it
before proceeding. The Royal Mail website www.royalmail.com should be useful here. If
the postcode cannot be found, or the system is unable to find the postcode provided, then
the address should be entered manually before continuing with the despatch. However,
care should be taken that the address is entered accurately. In such a situation you will be
given a warning when you attempt to print the label, and you must confirm your
acceptance if you wish to proceed.

3.1.2 International Addresses

Despatch Express has no equivalent of the PAF lookup for International addresses. Unless
the address is recorded in the address book (see next section) then the address must be
entered in full. Itis important that the Country is selected from the drop-down list of
countries at the bottom of the address section. The Postcode is not mandatory on
International addresses.

3.1.3 Address Book Lookup

If there are addresses already saved in your address book, then these can be accessed
directly from the despatch screen.

On the despatch screen enter any combination of

Customer ID
Business name
Addressee
Postcode

Note that the first few characters of these fields can be provided. The system will match
what is entered against entries in your address book and will then display a table of all the
matching entries. If only one entry matches, then this will automatically be entered into the
despatch screen - as below.
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Delivery address Delivery address

Customer ID; |1 23 Customer 1D 1234 Enable (F4) |
Business name: * I Business name: * IP B Leisure Ltd.

Addressee; * I Addresses: * IJDhn Jones

Postoode: * ks Search (F3) | Postoode: * |MKS 8PP Search (73) |

Email address: Email address: I

Telephone numbet: Telephone number: I

Address line 1: %

cddress line 1: |1 4 DAWY AVENUE

|
|
|
sddressinez | obessinez  |KNOWLHILL
|
|
|

Address line 3 Address line 3: I
Tovweri City: Towen/ City: £ IMlLTON KEYMNES
Country: UK j Country: I LIk j
Clear (F11) | Updiate to address book (F10) | Clear (F11) | Updste to address ook (F10) |
Shortened Customer /D and Postcode entered <F3> finds this entry to match.

If multiple matches are found a selection list will be displayed as below

{5

Click on a particular record for Delivery Address

Customer Address Book Details

AddreszB ookl | Cuztarnerld | Buzinezs Mame | Itern Addrezsee |.-’-'«ddressLine1 |AddressLine2 |Add|
R300 2365917 Lyrin Bellarmy 23aLDaM ROALD

R438 DESFE=2343 Lyrin B ellamy 23aLDaM ROAD

R439 DESPE=2950 Paul Eellamy 23aLDaM ROALD

h440 DESPE=25951 Ada Bellamy 23, fldam Road T atley

4] | i
Select an address fromthe list, or use the PAF button to ook for otber matching addresses in the PAF database PAF (F3) |

Clicking on the required entry will populate the address fields in the despatch screen. If
none of the entries shown contain the required address, click the ‘PAF’ button to search
PAF. Note that the ‘PAF (F3) button will only be enabled if you entered a full postcode.

3.1.4 Saving the Address in the Address Book

If the “Auto-address book entry” option is not set (see section 11) then the ‘Update to
address book (F10) button will be available. If you wish to add this address to the address
book for further reference then click the button before proceeding to entering the despatch
details.
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3.1.5 Safe Place

Some Royal Mail services (e.g. Royal Mail Tracked) offer the concept of “Safe Place” - this is
an instruction to the delivery postman to tell him what action to take if he is unable to
deliver the item. An example here might be “Leave in the shed”. If you use any of these
services, then your despatch screen will present an extra field as shown below :

[®Create despatch

create despatch LESates BTt
Deliver],r address Despatch details
Custamer I Mo, of items: |1 I

Service: ISpeciaI Delivery Mext Day (£500) ;I

Account number: I?B4DTDDD1 Bel l

Business natme: *

Addreszes *

Address line 2

Address line 3 Item details

Postoode; * Search (F3) |
Effialbddress: Weight/Size: [0t 100 ~]
=
x Sender reference: I More (F9)|
Address line 1: Servi
ervice
Enhancement: INONE j

|
|
|
|
|
Telephone rumber: | Department name: | Sales
|
|
|
|
|
|

I ftem |Weight Size | Senders Reference
i
Towen! City:
Courtry: LK. j
Sate Place:
Clear (F11) Update to sddress hook (F107
Cancel despatch tem (FE) | Add tem (F7)
Reprint (F117 Cancel despateh (F2) Prirt f confirm despatch (F12) |
&
Denctes mandatory entry Mote: For more than ane sender reference to a despatch item, use the mare button.

Towynd City =hould be ertered if country selected is UK - either business name or item addressee or both should be present.

Once the address has been found, the safe place text can be entered as below.
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Delivery address

Customer IO | Enable (F4) |
Business name: * |

Addreszes; * |D0nna Peters

Postocode: * |LE5 BGA Search (F3)

Email address: |

Telephone numkber: |

Address line 1: |1 2 LANDSCAPE DRIVE

Address line 2 |

Address line 3 |

Tawni Gity: |LEICESTER

Courtry: | J

Safe Place: [Inthe shed

Clear (F11) | |

If the service selected offers the Safe Place concept then this text will be printed on the
label (see example in Appendix A). If the service selected does not offer the Safe Place
concept then any text entered will be ignored.

3.2 Despatch Details and Printing

The default number of items to be despatched is 1. Please refer to section 3.2.1 if multiple
items are to be despatched to the same address.

If the required Royal Mail Service is not shown in the ‘Service’ box, click on the drop arrow
(see below) to select the required Service. A list of the services to which you have access for
this Country will be shown as a drop down list. Select the service you require by clicking.

Despatch details

Mo. of tems: |1 I

Service: ISpeciaI Delivery Mext Day (£500) j

Accourt nUmber: I?B4U?DUD1 - I

Weight/Size: [0 ta 100y =]
Department name: I j
Sender reference: I Mare (F90 |
Service

Enhancement: INONE j

The system will then select the first account for this service. If you have multiple accounts
for the service, this can be changed by clicking the drop arrow on the ‘Account Number’
box.

If you select a service where the format is required (Letter, Large Letter or Packet) or the
class (1°* or 2™) is not inferred by the service, then these will be requested as below.
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Despatch details Despatch details

Mo. of tems: |1 I Mo. of tems: |1 I
Service: IStandard Tariff Letters 1=t & 2nd j Service: IPacket Post Daily Rate 1st Class j
Account number: |?s4umuu1 vl Class Accourt number: |?540?0001 vI
¥ First

Format Format

@ Letter {0 Largeletter  Packet " Second * Letter {7 Largeletter ( Packet
Wyigight Size: IU to 100y j Weight/Size: ID to 100y large letters or packets only j
Department name: I j Department name; I j
Sender reference; I hare (Fa) | Sender reference: I More (F9) |
Service Service
Enhancement; INONE j Enhancement: INONE j

Select the required Format and Class (if these are requested) by clicking the appropriate
button.

Next, click on the Despatch Weight drop arrow and select the required weight/size range
from the list provided. If you have an “average weight” agreement with Royal Mail for the
selected service, then the weight selection here is of no consequence.

A Department Name can be entered, enabling you to use the Department report, and to
search for items by department. Clicking the drop arrow by the Department Name field to
show Departments that have already been set up on the system. If you wish to add a new
Department then type it into the Department Name field - it will subsequently appear in the
drop down list.

You can record one or more ‘Senders References’ against the despatch. This typically
equates to an order number or account number and can be useful for subsequently finding
the despatch. You can also arrange for this to be printed on the label (see section 11).
Where a single reference is required then enter this into the field provided. Where multiple
references are required (e.g. two orders have been put into a single package) please see
section 3.2.2.

Finally, if applicable, a Service Enhancement may be selected from the drop down list
provided.

e For Special Delivery this will present the various values of Consequential Loss.

e For domestic non-barcoded services (e.g. Standard Tariff Letters 1°' & 2™ Class) the
option “Recorded” will be presented (this will result in a barcode being printed on
the label).

e For International non-barcoded services (e.g. Overseas Letters Airmail) the options
for Airsure and International Signed For (barcoded services) will be presented.

Clicking the ‘Print / confirm despatch (F12) button will save the despatch details, and cause
the appropriate label(s) to be printed. A label example can be seen in Appendix A.
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Where a UK address has been keyed manually (this may be necessary for a very new
postcode) and the postcode cannot be found on the Postal Address File (PAF), then the
following box will appear.

5

Mo post kavn could be Found Far the postecode that you have entered!

Is the postcode correct?

es I Mo |

Check the postcode again and then click ‘Yes' (or press <Y>) to print the label, or ‘No’ (or
press <N>) to change the address.

If no postcode has been supplied for a UK address then the following box will be shown.

Despatch Express |

@ Sarry, wou have not entered a postcode For this despatch. Do ywau want to proceed?

es I Mo |

It is not recommended that UK items are despatched without showing a postcode. However
it is recognised that occasionally this is necessary (e.g. new building). If no postcode can be
found then click ‘Yes’ (or press <Y>) to print the label, or ‘No’ (or press <N») to enter a
postcode.

Note that if the appropriate option is set (see section 11) then every address used for a
despatch will be automatically added to the address book for future use, except for those
UK addresses not showing a postcode. These will not be added, but will present the
following message.

Despatch Express x|

@ This address will not be added to the Addressbook as it does not have a postcode

QK |

Click ‘OK’ to proceed.
3.2.1 Multiple Items to the Same Address

If you have multiple items to the same address, then click on the No. of Items field to
change it from the default of 1, then press the <Tab> key or click on another field (e.g.
Service) to enable the ‘Add Item (F7) button. ‘Weight/Size’ must be entered for each item
in the despatch. Similarly, ‘Senders Reference’ information can be recorded against each
item.
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Having selected the ‘Weight/Size" and entered ‘Senders Reference’ information for the first
item, click the ‘Add Item (F7)’ button. This fills in the ‘ltem Details’ box for that item (see
below). Now enter the details for the second item and press ‘Add Item’ again. Repeat for
each item required. Errors may be corrected by selecting the item in the ‘Item Details’ table
and then either re-entering the required details, or by clicking ‘Cancel Despatch Item (F8)’
to start again.

Item details

fterm |Weighl Size Senders Reference
b 1 101 to 500y X355

Cancel despatch item (F2) | | sddtemFr |

Item details

fterm |Weigf'rl Size Senders Reference |
b 1 101 to 500y AN3BS

2 501 to 1000y AX389

Cancel despatch 'rtem(FBjH Add tem (F7) |

3.2.2 Multiple Senders References for the Same Iltem

If you would like to record multiple sender’s references against a single item (for example
multiple orders being packed into the same box) then enter the first ‘senders reference’ in
the field provided and click the ‘More (F9)’ button. This will present

=0l

Serdlers Reference

I

Sandorilorene.
| Sendess Reference
b £3589

AddFr) | | DewefFin) |

Back [F2) ]

To add a senders reference, please enter the required details and click ‘Add (F7)". To
remove a senders reference that has already been added, select the entry to be removed
and click ‘Delete (F11)". To return to the main despatch screen click ‘Back (F2).
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It is even possible to have multiple sender references with multiple items in a despatch.
These appear in the ‘Item Details’ box as shown below:

Item details
ftem |Weight Size Senders Reference |
1 101 to S00g AW3ES
2 5011010009  AX359,BI224
» 101 to 500

Cancel despatch item (FB)l Add item (F7) |

Please note, however, that only the first Sender Reference can be printed on the label.
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4. Changing and Saving Addresses in Despatch
4.1 Amending an address before Despatch

When an address has been automatically filled in on the despatch screen - either by a
postcode lookup, or by selecting the address from the address book - the details may be
changed before the label is printed. To do this, simply click the ‘Enable (F4) button and the
address fields will be re-enabled. If the address was selected from the address book then
any changes made will not change the address book entry. To make permanent changes to
entries in the address book, see Section 6.

Note that if the appropriate option is set (see section 11) then the revised address will be
automatically added to the address book (as a new entry) unless the address book entry
had been originally set up with a Customer ID (see section 6).

4.2 Saving Despatch addresses to the address book
An address used in a despatch can be saved to the address book for future use if required.

Before clicking on ‘Print / confirm despatch (F12), use the ‘Update to address book (F10)
button. This saves the address on screen to the address book. Please note that a customer
ID is not mandatory here, but may be entered to enable the address to be found in future
by, for example, an account number.

It is also possible to set an option in the client configuration (section 11) to force the system
to save every address automatically, when the ‘print/confirm despatch’ button is used. If this
option is set then the ‘Update to address book (F10)" button is greyed out.
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5. Despatch Enquiry
To search for or re-print despatch labels please use the following procedure:

Use the ‘Despatch’ / ‘Search Despatch’ menu option to open the search window as below.

(%

despatch enquiry Despatch Express

Search

Country narme: |
Postoode: |
Despatch date:  [L.118/08/2008 |

Cancelled despatches onhe: [ .
Search (F3) |

Track number:

Senders reference:

Customer ID:

Business narme:

Addresses

Searchresults:

Any of the criteria shown may be used for searching - singly or in combinations.
Also, each entry may be a partial entry. For example, entering ‘LE" in the postcode field
would find all despatches to Leicester postcodes.

Click ‘Search (F3) to bring up a list the matching despatch(es). The following was the result
of entering s20 in the postcode

[ Gearch Despatch B

despatch enquiry atch Express

Search

| Country name: |

Senders reference: | Postcode: Js20

Customer ID: | Despatch date: |{f_’_"§21£l]8£2005 =l
|
|

Cancelled despatches onhe [
Addressee Search (F3) |

Search Resuls
DespatchiD | ItemMumber | Barcode | CustomerlD | BusinessMame | ltemiddiessee | Postoode | Country Mame | (=

Track nurmber:

Business narme:

95 1 A8112810734GE fred S20B8GE UK

96 1 Aa112410748GE JOg Blogos S208GR UK

a7 1 A8112410751GR jirn S208GE UK

103 1 AA112410782G8 Fred Smith S208GR UK

104 1 AA8112410736GE Fred Smith S208GR UK

220 1 AAT12411765GE Mre & Whitehead 520184 UK E-
. »
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To select the required despatch from the list, simply click on it. The selected despatch will
be displayed in a new Despatch Item window as below.

(= View despatch

CEX

view despatch Despatch Express
Delivery address Despatch details
Customer (D I Mo. of tems: |1 1 Despatch Date : 26i04/2007

Business name: & i Service: ISpeciai Drelivery Mext Day (£1000) _j

Account number: I'.FBf!EI'.?[]D[] 1 hd i
Addresses * IMI'B AMhitehead

Poztoode; * S2018A Zesrch (F3) |
Emai acress: | WisightSize: Joto 100y =]
; Department name: Sales -
Telephone number: i P I ._I
= e = Sender reference: lore (F9)
Address line 1 g I1 09 MANYERS ROAD I i) |
Service INONE _J
= Enhancement: : e
Address line 2 Ib EIGHTOM
Address line 3 I Item details
= e ftem | Barcods |'eight Size | Senders Refe
ity SHEFFIELD
ey, |SHEFFIELL r £,4002630049G8 10 100y BM3E2
Courtry: IUK Ll
Clear (F111 Update to address hook (F10]
Black to Search Resufis | Cancel despatchitem (F8) | Additemr7y |
Reprint (F112 Cancel despatch (F2) | Print # confirm.despetch (F12) |
*
Denctes mandstory entry Mote: For more than one sender reference to & despatch tem, use the more button.

Tavend City should ke entered if country selected iz UK - either business name or item addressee or hoth should be present.

You can click the barcode in the Item details window to link directly to the Royal Mail
website to view the status of the item.

Clicking ‘Back to Search Results’ returns to the previous search results in order to enable a
further despatch to be interrogated. The Search Despatch window should be closed before
proceeding with further despatches.

5.1 Label reprinting

The label reprint facility is designed to cover the situation where the original label(s) were
not printed correctly or have been damaged in some way. Find the despatch using the
process above then click the 'Reprint (F11)" button to produce another copy of the label(s).
Note this button will only be available if the item has not been included on a daily collection
manifest. The system will provide a warning that the original label(s) must be destroyed.

Despatch Express il
@ ‘Your despatch label(s) isfare being reprinked. Please destroy the original label(s) For this despatch.
Ok
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Note that this process must not be used to produce a label for a second despatch to the
same address, as the barcode number(s) produced on reprint will be the same as the

original.

5.2 Cancelling a Despatch

Note: A despatch can only be cancelled if the daily collection manifest has not yet been
produced. The cancel despatch option is separate from the Despatch Enguiry function as
the searching is restricted to despatches that have not been included on a manifest.

Use the ‘Despatch’ / ‘Cancel Despatch’ menu option to bring up a despatch search window
as above. Find the required despatch using the consignment searching process above, and

display it on the screen.

ﬂgtancel despatch
cancel despatch

Delivery address

Customer |D: I

Busines=s name; * I

Addresses; IMrSAHenderson

[s201EA

Postcode: *

Email address: I

Telephone number: I

Address line 1 |1 03 MANYVERS ROAD

Search (F3)

R

S|

=10 x|
Despatch Express

Despatch details

Mo. of items:
Service:

Account number:

Weight/Size:

Department name:

Sender reference:

Service
Enhancement:

Item details

o

ISpeciaI Delivery Mext Day (£1000) = |

I?B4D?DDD1 i l

Jota 100y =
I Sales j
|3a124 Mare (FS) |
o =

ftem | Barcode

Weight Size | Senders Refe

0to 100y

Address line 2 IBE|GHTON
Address line 3 I
Townicity: *  |[SHEFFIELD
Courtry: IUK j
Clear (F117 Update to address hogk (F10) |
Reprint (F11)

Cancel despatch (F2)

Caricel despach emray| [ Addiemirr |

| Brint ficanfitm despateh (F12) |

*
Denctes mandatary entey

Mote: For more than one sender reference to & despatch item, use the more button.
Towen! City showld be entered if country selected is UK - etther buginess name or tem addressee or bath should be present.

The despatch can now be cancelled by clicking on the <Cancel despatch (F2)> button.
Despatch Express will ask for confirmation before cancelling / deleting the despatch:
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Delete Desg =]

Do wou wank ko Delete ¥

Yes | Mo |

Click Yes’ to delete the despatch or click ‘No’ to cancel your request.

A reason for the cancellation / deletion will then be requested :

x

Enter Deletion

IEIru:Ier Cancelled j

Note :

(] Cancel

A deletion reason should be selected from the drop down box, and further explanation can
be entered in the ‘Note’ section if required. If the reason required is not in the pre-supplied
list, then a new reason can be added by typing over an entry.

Click ‘OK’ to confirm the cancellation / deletion. Should you not wish to proceed with
cancelling the despatch, click the ‘Cancel’ button.

x

Despatch Deleted |

(04 |

If the despatch was cancelled, the confirmation screen will appear as above. Click ‘'OK’ to
proceed.

Note: Any barcode label(s) previously printed for this despatch must now be destroyed to
prevent accidental use.
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A subsequent despatch enquiry on a cancelled despatch will show “Despatch Cancelled” in
red on right hand side of the Despatch screen.

F®view despatch N o ] |
view ﬂESP atch Despatch Express
Delivery address Despatch details
Deszpatch Cancelled Deletion Reason
Customer ID: I Ma. of tems: |1 I Despatch Date - 071172006
Businez= name: I Service: ISpeciaI Delivery Mext Day (£10000 j

Account number: TE4070001 -
Addresses; IMrS A Henderson I :I
Poztoode: * |820 164 Seateh (F3) |

Email address: I Waight/Size: Jota 100y =l
Telephone number: I Department name: I Sales j
Sender reference: hore (R
Address line 10 % |1 09 MAMYERS ROAD - I |
Ervice
Enhancement: NOME .
Address line 2 IBE|GHTON I J
Address line 3 I Item details
% ftem | Barcode Weight Size | Senders Refe
TomniChy; |SHEFFIELD » |1 ap112392749G8 Ota 100y
Courtry: I LK j
Clear (F117 Update to address hogk (F10) |
« | 2
Caricel despach emray| [ Addiemirr |
Reprint (F147 Cancel despateh (F2) | Print S confitm despateh (F12) |
i Denctes mandatary entey Mote: For more than one sender reference to & despatch item, use the more button.

Towen! City showld be entered if country selected is UK - etther buginess name or tem addressee or bath should be present.

To view the reason for the despatch cancellation, click the ‘Deletion Reason’ text or press
the <Enter> key. The reason for cancellation and any note that was entered will be shown
as below.

¥ peleted Reason x|
Reason : Order Canceled
Note : juist & test

Click the ‘OK’ button to continue.
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6 Customer Address Book

Customer addresses may be stored in the Despatch Express Address Book so that the
Create Despatch process (section 3) can be improved by minimising keystrokes. All entries
in the Address Book (other than those created during Create Despatch) must have a unique
identifier by which the address can be referenced (known as Customer ID), and all UK
addresses must have a postcode.

To add, delete or amend a customer address entry, use the ‘Address Book menu.
6.1 Adding a New Customer Address Record

To add a single new customer address to the address book use the ‘Address Book’ / ‘Create
Address Book Entry’ menu option, or press <F5> at any point.

This brings up the ‘Add New Address’ window as below.

7% Add New Address MISE3

add new address Despatch Express

Customer ID: * Address line 1:

Business name:; *

*|

Address line 2: I
|

|

Addressee, ® | Address line 3.
Postcode: * | PAF (F3) | Town/City:
Email address: | Country; IUK j I_
Telephone number; | Branch Direct

address:
Safe Place: |

Hub code: [

Clear (F11) gave (F12)

* Denctes mandatory entry

Toven! City should be ertered if courtry selected iz UK - either Business name or Addressee or hoth should be present.

Here the details of the address can be entered.
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The ‘PAF’ lookup button can be used in the same way as on the despatch screen to find an
address from a full UK postcode entered in the Postcode field. An example is shown below:

% Add New Address. - [5]x]
add new address Despatch Express
Customer ID: * [PET1234 Enahle (F4) | Address line 1:* |12 LANDSCAPE DRIVE
Business narme:; * I Address line 2 I
Addresses: * IDDnna Peters Address line 3 I
Posteode: * |LES 6GA PAFEY | Towncir*  [LEICESTER
Email address: I Country: IUi\ ..ll I-—«
Telephone numhber: I Branch Direct
address:
Safe Place: I Hub code: l—
Clear (F113 Save (F12)
* Denotes mandatory entry
Towend City should be entered if courtry selected is UK - either Business name or Addresses or both should be present.

Notes:

e The customer ID field is mandatory when entering new addresses in this way, and
may subsequently be used to find the address for despatches.

e Either Business name or Addressee (or both) is mandatory.

e |f the returned address is incorrect in any way (e.g. incorrect Business name) then
use the ‘Enable (F4) button to enable the address fields that have been returned
from PAF.

e At least the first address line is required.

e Postcodes are mandatory where the country is ‘UK’, but not required for International
addresses.

¢ The email address and telephone number are optional, and are not used elsewhere
in the system. They are here only as memo items for the user, but may form part of
a future enhancement.

¢ Some services offer the concept of “Safe Place” (see section 3.1.5). Safe Place
instructions can be held in the address book for later use if required.

To save the details, click on the ‘Save (F12) button.

If you wish to clear the details and start again, click the ‘Clear (F11)’ button.
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6.1.1 Branch Direct

If you are a Customer who uses the Royal Mail Branch Direct service, then the addresses to
which you can despatch are effectively a “closed network”. The Branch Direct service(s)
require that the addresses are held in the address book - you cannot create a Branch
Direct despatch by entering the address on the Create Despatch screen.

The Branch Direct Helpdesk will supply addresses for your use - these can be loaded into
Despatch Express using the Bulk Address Import facility - see section 6.4.

There may be an occasional requirement to add a new Branch Direct location (e.g. a new
branch has opened) or to amend a Branch Direct address. Click the ‘Branch Direct address’
box or tab to it and press the <space> bar. A message will be presented in red as shown
below. This serves as a reminder that despatches to this address will not be delivered
unless a scheduled visit has been arranged with the Branch Direct service.

% add New Address

=10
Despatch Express

add new address

Customer 1D: * |EHJ4135 Address line 1: % |ARLISS COURT

Business name:*  [Friends Proviclent Address line 2. [24 CLARENDON ROAD
Addregses; * | Address line 3: |

Postcode: * [#D17 1WE PAF (F3) TowniCity *  [WATFORD

Email address: | Country; IUK jl_
Telephone numbet: | Branch Direct

address: '7
Hub code: I

Ifthis address has not been added to your Branch Direct service then the iterm will not be delivered

Clear (F11} Save (F12)

* Denctes mandstory ertry

Towend City should be entered if country selected is UK - either Business name or Addressee or both should be present.

Each Branch Direct location requires that a hub code is recorded against it - the required
Hub Code will be notified to you from either your head office or from the Branch Direct
team. The Hub Code is a single letter which will appear on the label and is used for sorting
purposes, and is a mandatory entry.

On the despatch screen, a Branch Direct address can be found from the address book by
any combination of :-

e (Customer ID
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o Business Name
o Addressee
e Postcode

6.2 Amending an Existing Customer Record

To amend an existing customer record, select the ‘Address Book’' / ‘Edit Address Book Entry’
menu option. This brings up a search window as below - here with addresses found by
entering part of the Business Name.

=101 x|
search address 55
Search
Customer |D: | Business name; |bark
ltem addresses: | Postoode: |
Searchresults:
Cugtomerld | BuginezzMame | ltemaddrezses | PostCode -
BO4E89 Bank Of Ireland CROZ2EZ
BO4E30 Bank OFf Ireland G1 2PL
BO4591 Bank Of Ireland Hal 2EE
BO4E32 Bank Of Ireland IG14TG
BO4E33 Bank OFf Ireland KT1 405
B04694 Bank Of Ireland L51 2BH
BO4695 Bank Of Ireland LE1BPL
BO4E3E Bank OFf Ireland L2 95H
BO4ES7 Bank Of Ireland wi1d BLL
BO4632 Bank Of Ireland M1 0BJ
BO4533 Bank OFf Ireland W12 BRE -
d T
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Select the required address by clicking on it once, and the details will then be displayed as
below.

@Edit Address ;[glzl
edit address Despatch Express
Custorner D * |BD4823 Address line 1- % |Astr0n YWidnes (Bl
Business name: * |Elank Of Ireland Address line 2 |Royal Avenue
Addressee: * IMarinn Leonard Address line 3 I
Postrade: ® [wias 8HS PAF(FY) | Towncme*  [WIDNES
Email addrass: | Country: IUK j I_
Telephone number: I Branch Direct
address: O
Hub code: I_
Back Save (F12)
* Denotes mandstory entry
Towens City should be entered if courtry selected is UK - either Business name or Addressee or both should be present.

Make the required changes to the address details, and click on ‘Save (F12) to complete.
6.3 Deleting a Customer Record

To delete a customer from the database, select the ‘Address Book' / ‘Delete Address Book
Entry’ menu option.

Complete the search process as in 6.2 above, and then use the ‘Delete (F12)’ button.
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f®pelete address ] 4

delete address Despatch Express

Custorner ID; * |EID4623 Address line 1: |Astron YWidnes (BI)
Business name: * IElank Of Ireland Address line 2 IRuyaI Anenue
Addresgee; * |Marilyn Leonard Address line 3: |
Postcode: * [wias BHS Town/Cite ™ [WIDNES
Ernail address: I Country: IUK j I_
Telephone number: | Branch Direct
address:

B
Hub code: [m~

Back Delete (F12)

* Denotes mandstory entry

Towens City should be entered if courtry selected is UK - either Business name or Addressee or both should be present.

If the address has been used for despatches, you will be asked to confirm the deletion.

Despatch Express |

This Address has at least one Despatch associated . Are you sure you want ko delete it 7

es | Mo |

Click Yes’ or press <Y> to confirm, or click ‘No” or press <N> to cancel.

Note : Deleting an address from the address book has no impact on despatches previously
completed. The address will continue to be visible on Despatch Enquiry. The warning is to
make you aware that this address was (relatively) recently used and that you may wish to
retain it.

6.4 Importing Multiple Addresses from a File

Despatch Express provides the facility to import files of addresses (for example from an
order system) into the address book in a single operation. This feature is described in a
separate document called “Despatch Express - Interfacing with your System”.

For Clients who are migrating from the earlier Worldwide Distribution Manager (WDM)
system there is a facility to import addresses from WDM. This is described in the separate
document “Despatch Express - Getting Started” which was provided with the Despatch
Express installation CD.
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7. Mailshots or Multiple Despatches

Despatch Express provides a function to organise addresses from the address book into
groups or ‘mailshots’. Once organised, the system can produce a despatch label for every
address in the Mailshot - for the same service, weight etc.

A defined Mailshot can be used repeatedly as required. A single addresses can be a
‘member’ of many mailshots.

An example of usage might be to despatch point of sale material to every large branch in a
retail network. These large branches could be grouped into a mailshot and then having
packed the required number of identical contents, Despatch Express could be used to
produce a label for every branch in a single process.

7.1 Setting up a Mailshot

The mailshot facility is accessed from the main menu - ‘Despatch’ / ‘Mailshot’, and the
following screen is shown.

RIS
H Despatch Express
mailshot p P
t ailS hot 1D | Dezcription | Dratetime last uzed | Country
2 Just a test 1240742008 LIE.
3 Test 2 1207/ 2008 LK.
4 Test Mailshot Sendref 24/07/2006 UE.
1 | 2
Mews Mailshot (F2) Continue to Process Mailshot (F4) |

The list shows any mailshots that have already been set up.

To set up a new mailshot, click on ‘New Mailshot (F2)". This displays an entry box below the
mailshot window, where the new mailshot name should be entered :-

Description: I Save |
Country: IUK j Only Branch Direct addreszes: [l
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Key in a mailshot description - to enable you to identify the mailshot again - and confirm
for which country the mailshot is required. If you are using the Royal Mail Branch Direct
service (UK only) then click the ‘Only Branch Direct addresses’, otherwise ignore the
selection box.

Click ‘Save’ to continue.

The ‘Process Mailshot” window is now shown.

piele
search customer information Despatch Express
Search
Customer IO I Business name: I
Search (F3) |
tem addrezzeas: I Postoode: I
Mo records found
Add to list (F2) Add allitalist (F4y FEemove fram list (E10y | Eemove all frarm list (E1 15

Mo records found
g [Standard Tarift Letters 1t 2nd x| ey |NOKE =]
Account Mo I?E4D?DDD1 ﬂ Weinhtisize: ID to 1009 j
Faormat: ¥ Letter { Largeletter 1 Packet | Senders reference: I

: Add or [rore -]
Class: % First " Second |

Save (F12) | Process mailshot (Fg) |

Addresses to be added to the mailshot are selected by entering key data into the one or
more of the ‘search’ boxes at the top, and clicking ‘Search (F3).

Here the Customer ID has been used to find Customer IDs beginning with “UAT”, and one
address has then been highlighted. To highlight an entry either click on the required line or
use the <up> or <down> keys. The addresses can be sorted by clicking the appropriate
column heading.
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Search

Customer (D: I"JE‘t Business name: I
Search (F3) |

tem addresses: I Postoode: I

Customerld | BuginessMame | Itemaddressee | Postcode -

UaATOS Mizz EO Diawy WH2EJU

UaATOE Mizz FG Brightrman

UaTO? Mz EE Brown SG12 9FH I

br HC Elack P27 OUZ

Add to list (F2) | AddaiitaristFa || Rermave fiom listE1m) | [Rermove alifar fist (F 11 ]

Clicking on ‘Add to List (F2)" will put the highlighted address into the mailshot itself. This can
be repeated may times, and additional searches done. Alternatively, clicking on ‘Add all to
list (F4) will put all the addresses found by the search into the mailshot.
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With 3 addresses added from two searches, the window will look something like this.

[®search customer information N :

search customer information

Search

Cuztamer 1D

ftem addresses:

=101 x|
Despatch Express

Business name: I

Search (F3) |

Postoode: ||

Searchresults
Customerld | BusineszMame | [temdddressee | FPostcade

Fe
BO4131 Friends Provident L522 752 el
b JKE51921 Paul Quire L7 104
J¥.851961 Big Dealt arman Brunzkil LS2 7L
Jkas2471 farouk egala L5140 _Ij
4| | 3

Add to list (F2) | Add all to list (F4)

| Remove from list (F10) | Rermove all from list ¢F113 |

Addresses for Mailshot

Customerld | BusineszMame | [temdddressee | FPostcade
4 JATOE Black dszociates Lid. tAr HC Elack. |P27 0UZ

JAT03 Dr AE Henderzon M7 EHE

k852821 Alaztair BainDenovao Design Ltd L1 4872
1] I =
S Standard Tarif Letters 1st 6 2nd 7| ARt [NOKE |
Account Mo I?E4D?DDD1 ﬂ Weinhtisize: ID ko 1009 j
Farmat: @ Letter € Largeletter € Packet | Senders reference; |

- = Add o [rone |
Class: ¥ First " Second |
Save (F12) | Process mailshot (F8) |

Addresses may be removed from the mailshot by highlighting them in the ‘Addresses for
Mailshot’ box and clicking ‘Remove from list (F10)". To clear all selected addresses click
‘Remove all from list (F11). Removing addresses from the list will add them to the ‘Search
results” above so that they can be re-selected if need be.

Note: The sequence in which labels are to be printed may be defined by changing the
sequence in which the addresses are shown on the screen. This is done by clicking on one
of the column headings in the ‘Addresses for Mailshot” window. For example, clicking on the
Postcode header will sort the addresses into ascending postcode order.

The details of the Mailshot (including addresses, sequence of printing and service / account
selections) can be saved without actually running the Mailshot. Just click ‘Save (F12). This
allows for setting up a Mailshot in advance.
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By selecting the service, account and other details in the bottom box, and clicking ‘Process
Mail Shot (F9), a label for each address will be printed.

Note that the Format and Class fields will only be presented if required for the selected
service.

These settings (and the selected addresses) will now be saved on the system for the
mailshot to be run again. However all these entries can be changed next time if required.

The system will maintain any number of different mailshots.

7.2 Repeating a Mailshot

Once a mailshot has been set up it can be run many times.

For each run, each item will receive a label for the same service, and care should be taken
to ensure that all the addresses in the mailshot are intended to be included. This is to avoid
having to subsequently delete despatches which are not required.

The mailshot facility is accessed through the ‘Despatch’ / ‘Mailshot” menu options.

Select the required mailshot by clicking on one that is displayed (or use the <up> or <down>
keys), and then click the ‘Continue to Process Mailshot (F4) button. Despatch Express then

displays the main Mailshot execution box as in section 7.1 above.

The details can be changed, if required, before selecting the ‘Process mailshot (F9)' button
to produce the required labels.
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8. End Of Day Process

Although this section refers to the End of Day process, it should be followed for each
Collection. Some Clients have multiple collections each day. When a collection is made, the
Royal Mail driver will expect to receive :-

1. The items to be despatched

2. A printed manifest summarising the items that have been labelled by Despatch
Express

3. Confirmation documentation that the information has been recorded on the Royal
Mail Billing systems.

Despatch Express includes a function to print the manifest (item 2 above). As well as
printing the manifest, this function will automatically connect (via the Internet) to Royal Mail
central systems in order to :-

Pass information into the Billing Systems

Retrieve any changes to the accounts and services used
Retrieve any updates to the Postal Address File (PAF)
Retrieve any Despatch Express software upgrades

Items despatched via the Branch Direct service do not require either the printed manifest
or confirmation that information has been passed to Billing. However, it is important that
the process is followed so that any changes can be retrieved - even if no other services are
used.
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8.1 Collection Manifest

Before the collection driver arrives, follow the instructions below to produce a Collection
Manifest.

From the menu select ‘Reports’ / ‘Collection Manifest’ / ‘Print Manifest’. If no “Daily Rate”
services have been used (such as Packetpost Daily Rate 1st Class), the window shown in
section 8.3 will appear. The following window will only be shown when “Daily Rate”
services have been despatched

8.2 Input Daily Rate Weights

£# pailyRateWeights

Despatch Express

daily rate

Atotalweightiz required forthe following service(s). Please enter either total or average weight.

Daily Rate Average Weights
| Account

| Service | Buantity | Total Weight (g)
1
| £ |7es0r000

Packet Post 13t Class Daily Fate [Large Letter) 1

| Average Weight (o)

7407000
FEA070001
7407000

Packet Post 15t Claze Dailp Rate [Packet]
Packet Post 2nd Clazs Daiy Rate (Large Letter]
Packet Post 2nd Class Daily Rate [Packet]

16
7
20

Cancel

Froceed

Daily Rate services are priced on the basis of an average weight for the day. This screen
allows you to input either a total weight or an average weight (but not both) for each
combination of service and format used. Please enter either a total weight or average
weight (in grams) against each line. An example is shown below
£8 pailyRateWeights (%]

Despatch Express

daily rate

Atotal weightis required forthe following service(s). Please enter either total or average weight.
Daily Rate Average Weights

| Aczourt | Service | Quantity | Total'weight (9] | Average ‘Weight (2]
| PE4070001 Packet Post 1st Class Daily Rate [Large Letter) 1 5812
FE4070001 Packet Post 15t Clazs Daily Rate [Packet] 16 1503
7E4070001 Packet Post 2nd Class Dally Rate [Large Letter] 7 4752

e FE4070001 Packet Post 2nd Class Daily Fate [Packet] 20 954

Cancel Froceed

Click on the ‘Proceed’ button and Despatch Express will calculate the total weight or
average weight as shown below :
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CoDaiRateWeights =X

daily rate Despatch Express
|Accounl | Service | Quattity | Total Weight [g) \ Awerage Weight (g] |
_' FE4070001 Packet Post 1zt Class Daily Rate [Large Letter) ] 5812 528
FE4070001 Packet Post 13t Class Daly Rate [Packet] 16 24048 1503
| 76407000 Packet Post 2nd Class Daily Rate [Large Letter] 7 4752 E73
» | 75407000 Packet Post 2nd Class Daily Fate [Packet] 20 19680 984
Back | Confirm I

If you realise at this stage that you have made an incorrect entry, click the ‘Back’” button.
Note that in this situation you will need to remove either the total or average weights as
you correct the entries.

When you are happy that you have entered the correct weights for the day, click ‘Confirm’
and the following screen will be presented.

8.3 Collection Manifest Summary

{51
collection manifest Despatch Express
Collection M anifest

Account Number | Service |Weight | Quantity | Marifest Type =
» FRA0F0007 Overseas Letters Aimail -Pl Oto10g 1 Mon-Tracked
FEA07F0007 Owverseas Letters Surface Oto20g 1 Mon-Tracked
7R4070001 Packet Post Daily Rate 15t T 100 1 Mon-Tracked
FR4070001 Special Deliven Sarm [£50) Oto100 4 Mon-Tracked
7E4070007 Standard Tariff Letters 15t & Oto100 3 Mon-Tracked
7E4070007 Standard Tariff Letters 1st & Oto100 2 MHon-Tracked
7E4070007 Intemational Contract dirgur 7100 1 Tracked
FR4070001 Owerzeas Letters Al - Pl Oto10g 1 Tracked
FR4070001 Overzeas Letters Surface Oto20g 1 Tracked
FEA0F0007 Special Delivery 9am [E2500 100 1 Tracked
- I FRANFONM Snerial Nelven Sam (FRO Minl10n 4 Trarked I _}Iﬂ
Proceed |

The window will show a summary of what will appear on the manifest - this will be
confirmation of the services used since the last manifest. Click on the ‘Proceed’ button to
produce the Collection Manifest.

Note: There may be a delay before the manifest is produced if no other reports have been
produced during the day.

The manifest is a single report that appears in two sections :-
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1. Tracked ltems. This is produced in two sub-sections; one shows summary totals by
service and weight and the other shows ranges of barcodes for Royal Mail scanning
purposes.

2. Non-Tracked Items. This includes any despatches that did not have barcodes on the
labels, plus any Recorded Signed For despatches (these are not tracked through the
Royal Mail network)

Both sections will appear even if there are no items to be included in the relevant section.
Branch Direct items do not appear on the manifest, and if only Branch Direct items have
been despatched there will be no manifest produced.

Your company name and collection address will be shown at the top of each page, and is
used by Royal Mail to identify where the manifest originated. Should you change name or
move to a different address it is important that you change this (see section 11).

The report should now be printed by clicking on the printer icon at the top left of the page.
This opens the normal Windows print selection window.
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_— Print Close

—_— - ———
— —_—

MainReport |

=
Royal Mail Collection Manifest
Wy Despatch Address Line ppp 1 12/01/2006
Wy Despatch Address Line 1) 2 N )
Wy Despatch Address Line qqq 3
Wiy Despatch Address Line yyy 4 349 1THH
Iracked Items Page1of 1
Weight Summary
Accomt  Service Weight (Kz) Cruantity 5
764070001 Special Delivery Pam £1000 01 3
Special Delivery Jam £1000 1 1
764070001 Special Delivery Pam £500 01 1
764070001 Special Delivery Mext Day £1000 Consequential Loss Level 01 1
£2300.00
Control Totals
Humber of Bags NP Singe previous collection( 120172006 , Series 1 )
6 items entered
0 items entered and subsequently cancelled
R 6 elighls iters for current collection
—- Total volumes held on system ﬂ
‘Currem Page MNo.: 1 ‘Tuta\ Page Mo.: 1 |Zuum Factor; 1002

When the report has been printed then it must then be closed using the cross in the top
right corner. This initiates the Internet communication with the Royal Mail central systems.
If the system was unable to connect to Royal Mail then the following message will be
presented.

Despatch Express x|

Sorry, it has not been possible to connect to Roval Mail ko upload the Manifest data, Please check your internet
connection and then try again using the 'Send Data ko Roval Mail' Facility, IF this problem persists then please contact
the Royal Mail Customer Systems Helpdesk,

Ok |

The most likely reason for this is that your connection to the Internet has failed in some
way. It is important that the situation is resolved. If you are able to remedy the problem,
select ‘Tools’ / ‘Send Data to Royal Mail’ to retry. If you are unable to resolve the problem,
then contact the Royal Mail Customer Systems Helpdesk for advice. [f the problem cannot
be resolved before the collection driver arrives, then you will need to explain to him that
you have been unable to send your Billing data due to an Internet problem. Every attempt
must be made to send the data later - the data can be sent when the problem is resolved.
Your system will cease to operate if there is unsent Billing data outstanding for more than
5 days.

Despatch Express will send the hilling information to E*Pro unless you have been migrated
to Online Business Account (OBA). Instruction on how to use these systems is not covered
in this document.
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If you are using E*Pro you should allow 5 minutes for the information to reach the system,
then print a Statement of Mailing report to hand to the driver - this will include your
Despatch Express billing information and is evidence that the information has been passed
to Royal Mail.

9 Reports

Despatch Express produces a number of reports for your own use and these are described
below.

9.1 Collection Manifest Reprint

Production of the Collection Manifest is covered in Section 8 - End of Day Process.
However, there may be occasions when you wish to reprint a manifest. This is covered
here :

From the menu, select ‘Reports’ / ‘Collection Manifest’ / ‘Reprint Manifest’. The following
screen will be presented showing manifests that have been printed previously.

(®reprint Manifest

‘manifest Despatch Express

ReprintManifest .
ManifestiD | Printed | Series =
19 23/08/2008 1

18 15/08/2006
17 14/08/2008
16 14/08/2006
15 09/08/2008
14 (09/08/2008
] 03/08/2006
12 08/08/2006
" (08/08/2006
1n 08/08/2006
k] (03/08/2008
8 (02/08/2008
7 01/08/2006
B 01/08/2006

R S B e S R I PR PR PR SRR

|
Proceed |

Note that where more than 1 manifest is produced in a single day then the ‘Series’ number
increments for each manifest produced. Select the required manifest by clicking or by use
of the <up> or <down> keys and click the ‘Proceed’ button. The Manifest printed will be
identical to that produced originally.

9.2 Posting List

The Posting List Report provides a detailed listing of what has been despatched (including
the full delivery address), and includes the barcode numbers allocated to each despatch
item. If you despatch many items then please be aware that this may be a large report. It
is effectively a detailed breakdown of a Collection Manifest (which is a summary report).
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From the menu, select ‘Reports’ / ‘Posting List Report” and the following screen will be
presented.

posting list reports

=ioix]
Despatch Express

ManifestiD | Printed | Series
13 23/08/2008 1

13 15/03/2008
17 14/08/2008
16 14/08/2008
15 09/03/2008
14 03/08/2008
13 09/08/2006
12 08/03/2008
n 08/08/2008
10 08/03/2008
3 03/03/2008
02/08/2008

|»

01/08/2008
01/08/2008

= (el e = (e o

EIRTG]

]

Proceed

Note that this screen is virtually identical to the one shown in the Collection Manifest
Reprint in the previous section. Select the required manifest by clicking or by use of the
<up> or <down> keys and click the ‘Proceed’ button.

9.3 Department Report

If you wish to report on items by Department it is important that you record the
Department each time you make a despatch (see section 3.2). A report of items by
Department can be produced by selecting ‘Reports’ / ‘Department Report’ from the main
menu. The following selection screen will be presented.

department report

Customer D
Al g

=101
Despatch Express

Include range: & from:

Date range

IUT/W 142006 =
IUT/W 142006 =

From date:

To date

Prirt I

to: |

Sort by
i Department

& Sender reference

 Custormer code

Cloze

You can choose to limit the report by a range of Customer |Ds and for a specified date
range. Clicking the downward arrow against each date presents a calendar to assist in
selecting the required dates.

Although the report will be presented in Department sequence, you can additionally choose
to sort on either Sender Reference or Customer ID as a secondary sequence within
Department.
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9.4 Customer Report

If you wish to report on items by Customer it is important to remember that the Customers
should be recorded in the address book so that they have a Customer ID. A report of items
by Customer ID can be produced by selecting ‘Reports’ / ‘Customer Report’ from the main
menu. The following selection screen will be presented.

S [
customer report Despatch Express

Customer ID

Al ®
Include range;  from: o |
Date range Sort by
From date:  [07/11/2006 - @, Denzitinent

i Sender reference
To date [o7r1172008 - ~ . SR

Frint I Close

You can choose to limit the report by a range of Customer |Ds and for a specified date
range. Clicking the downward arrow against each date presents a calendar to assist in
selecting the required dates.

Although the report will be presented in Customer ID sequence, you can additionally choose
to sort on either Department or Sender Reference as a secondary sequence within
Customer ID.

9.5 Despatch Report

A report of items Despatched can be produced by selecting ‘Reports’ / ‘Despatch Report’
from the main menu. The following selection screen will be presented.

=101
despatch I’Epﬂl't Despatch Express
customer D
Al g
Include range; ¢ fram: to: |
Date range Sort by
From date: 071172008 - Bx Degadment
i Sender reference
Todate IUT/ﬂ/ZDUB j'  Custormer code

Prirt I Cloze
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You can choose to limit the report by a range of Customer |Ds and for a specified date

range. Clicking the downward arrow against each date presents a calendar to assist in
selecting the required dates.

You can choose to sort the report by Department, Sender Reference or Customer ID.
9.6 Country Report

A report of items Despatched overseas can be produced by selecting ‘Reports’ / ‘Country
Report’ from the main menu. The following selection screen will be presented.

L5

country report Despatch Express
Customer D

All: 2

Include range; ¢ fram: to: |

Date range Sort by

Fram date:  [07/11/2006 - @ Dedarint

i Sender reference
Tonate IUT/ﬂ/ZDUB j'  Customer code
Print I Close

You can choose to limit the report by a range of Customer |IDs and for a specified date
range. Clicking the downward arrow against each date presents a calendar to assist in
selecting the required dates.

The report will exclude domestic items despatched to the UK. Although the report will
appear in Country sequence, you can choose to sort the report by Department, Sender
Reference or Customer ID as a secondary sequence within Country.
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10 Backups and Archives

It is important to maintain regular backups of the information held by Despatch Express, in
case it is needed to restore the system. Despatch Express also provides an archive process
to save old information away from the ‘live’ database, to control the file sizes and maintain
the overall performance of the system.

It is strongly recommended that both these processes be carried out on a regular basis.
10.1 Database Backup

Taking a backup of the database should be established as a regular part of the daily
routine. In the unlikely event that the Despatch Express system fails, or hardware
problems occur, the database can be restored to get the system working again. Should you
ever have need to restore from a Database Backup you will need to contact the Royal Mail
Customer Systems Helpdesk for advice.

If you forget to backup the database, then you will receive a reminder. This reminder will
be presented when a number of days have elapsed since the last backup was taken. This

number of days is shown in the System Options (see section 11).

To access the backup process, select <File> / <Backup Database> from the main menu. The
following window appears:

Egﬂackup database Y ] 1

backup database Despatch Express

Filename [ location: |C:\2DDE111?_1511d3.hak

Browse |

Start | Cancel |

Backups may be made to the same location each time - for example to a removable media,
or to a server on the network. The default location can be set in the System Options
(section 11). The filename is created automatically by Despatch Express and is made up
from the date and time of the backup. Click ‘Start’ to run the backup, and Despatch Express
will confirm completion of the process.

Despatch Express x|
@ Thark vou, your database backup has been successfully completed.
oK |
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10.2 Archiving Data

To reduce the size of the working database and to speed up operation, it is recommended
that the archive process be run on a regular (e.g. monthly) basis.

Archiving stores old data away from the live system. It may still be viewed by the use of a
spreadsheet (or similar), but the live database size will be reduced. If archiving is not
performed the database may become so large that performance problems are experienced.
It is recommended that archiving should be done every month with three months’ worth of
data being retained on the system.

Two archive processes can be used - to archive unused customer addresses from the
address database, and to archive historic despatch information.

10.2.1 Customer Address Data Archive
You may elect to neverremove any addresses from your address book - just in case you
despatch to the same address again. However, if you do wish to archive entries from your

address book, the process is described here.

Select <File> / <Archive Addressbook> from the main menu. The following screen will be
presented

@Archive customer details 0 s ] 5

archive customer details Despatch Express

Threshald date: [oar1zo06 x|

Filename J§ location: |C:1Ducuments and Settingsiclive. bellarmyiby DocumentsilJ kMG Us

Browese |

Cancel | Start |

The “threshold” date will be set to the current date. If you leave this date unchanged, you
will archive all addresses except those used today. Click the down arrow to present a
calendar to assist date selection. The concept is that all addresses that have not been
accessed since the given date will be archived.

Note: Care must be taken to ensure the date in this box is the required date.
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The location of the archive file can be changed, if required, by clicking the ‘Browse’ button.
Clicking ‘Start’ runs the archive, and Despatch Express confirms with the following message:

Despatch Express x|
Archiving done to C:\Documents and Settingshdive. bellamyiMy DocumentsiUKCustomer InterfacelDespatch
Express|UaTiAddressarchive_Z0061 108, dat

OK |

Clicking ‘OK’ brings the next prompt - to confirm whether the archived addresses should
now be deleted from the active database.

Despatch Express |
@ Do you want ko Delete the items that hawve been archived?
es Mo |

Selecting Yes” or ‘No’ completes the address archive process.

The address archive file contains a single record for every address archived. The file can be
opened with a spreadsheet (or similar) but does not contain column headings. Should you
wish to interrogate this file, the layout is identical to that used in Export Address (see the
separate document “Despatch Express - Interfacing with Your System”). It can subsequently
be re-imported using ‘Address Book’ / ‘Import Addresses’ if necessary.

10.2.1 Despatch Data Archive

Most Clients find that retaining 3 months” worth of despatches in the database is adequate,
but you may elect to retain more (or even less) than this.

Select <File> / <Archive Despatch> from the main menu. The following screen will be
presented

=10l x|
archive despatch data Despatch Express

Threshold date: AR

Filename [ location: |C:1Dncuments and Settingsiclive. bellarmyiMy DocumentsiUIC s

Browse |

cancel | Start |

The “threshold” date will be set to the current date. If you leave this date unchanged, you
will archive all despatches except those created today. Click the down arrow to present a
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calendar to assist date selection. The concept is that all despatches created before the
given date will be archived. For example 01/01/2006 would archive all despatches that
were created prior to 01/01/2006.

Note: Care must be taken to ensure the date in this box is the required date.

The location of the archive file can be changed, if required, by clicking the ‘Browse’ button.
Clicking ‘Start’ runs the archive, and Despatch Express confirms with the following message:

Despatch Express x|

Archiving done to C:\Documents and Setbingsiclive. bellamyiMy Documents|UKNCustomer Interface!Despatch
Express\UAT \DespatchaArchive 20061103, csy

Ok |

Clicking ‘OK’™ brings the next prompt - to confirm whether the archived despatches should
now be deleted from the active database.

Despatch Expre: x|
@ Do you want ko Delete the items that have been archived?
es Mo |

Selecting Yes’ or ‘No' completes the despatch archive process.

The archive file contains a single record for every item despatched (NB a despatch may
consist of multiple items). The file can be opened with a spreadsheet (or similar) but does
not contain column headings. Should you wish to interrogate this file, the layout is identical
to that used in Export Despatch (see the separate document “Despatch Express -
Interfacing with Your System”).
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11 System Options

This section is also covered in the document “Despatch Express - Getting Started” that was
supplied with the Despatch Express installation, but is covered again here for reference.

There are some options which can be set by the user to change how the system operates.
These are accessed from the main menu by selecting ‘Tools’ / ‘Client Configuration’. This
opens the following window:

ﬂgUpdate client details i o ] B4 |
d H d il Despatch Express
update client details =
Despatch address Local parameters
Address line 1: % |Thompsons Warehouse Backup location: * IC:'I.EIackups
A =
Address ling 2 UUnit5. Jacksons Estate 3:5';“'3 warning |2 MI

e Archive records #®
Address line 3 |HOIreach Fioad older than |3':|
Percentage barcode * I—
Address line 4: ISHEFHELD uzed befgre rerder; a0
Postoode: * |S4B THP Default Mo of tems: * I'I
hdaimum Mo, of * |5
dezpatch tems:
Retum address
Default department: ISaIes vl

Address line 1: % ITthpSDns TS

Address line 2: |Elathurst Foad Aute-address book entry
I ves Mo

Address line 3

Address line 4 |SHEFFIELD R e
Postoode: * |S42 G Senders reference; v Custamer 100 ¥
Clear Update |

* Denotes mandstary entry

The Despatch Address appears on the collection manifest and is used to identify the
Manifest to Royal Mail staff. It should include your Business Name and despatching
address. The Return Address will appear on the despatch labels and is used in the event
that an item needs to be returned.
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Other local parameters may also be set -

Backup location This is the default location offered when the backup
process is run.

Backup Warning Days This is the number of days after which Despatch
Express will warn the user that a backup should be
run.

Archive records older than This indicates the default age for the oldest records

which will not be archived

Percentage Barcode User Before When the system exhausts this percentage of its

Reorder allocated numbers, it will automatically request a new
range. This request is automatic and is invisible to
the Customer. It is not recommended that the setting
is changed other than on advice from the Helpdesk.

Default No. of items This number is shown on the despatch window by
default as the number of items to despatch. It should
normally be set to 1.

Maximum No. of Despatch Items In a despatch, if the user selects more than this
number, then Despatch Express will warn the user
that they have done so. This may be used to reduce
errors in keying numbers of items. If you never (or
very rarely) despatch multiple items to the same
recipient then set this to 1.

Default Department When a despatch is made, this will show as the
default department.
Auto-Address Book Entry If Yes' is selected, then every address used on the

despatch screen will be automatically added to the
address book for future use.

Include on Label Each of these two options may be selected, and
Despatch Express will then print the selected
information on each label. See the example in
Appendix A.

Make the desired changes. If you have made errors but have not updated, you can reset
the setting to those previously stored by clicking ‘Clear’

When you are satisfied with your changes, click ‘Update’ to store the changes made. A
confirmation message will be presented.

= X

@ Updated Successfully
Ok |

Click ‘OK’ to continue.
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12 Special Conditions

This section describes some special situations that may arise
12.1 BFPO Despatches

Despatches to HM Forces address are usually defined as BFPO (British Forces Post Office)
services with an associated number (e.g. BFPO 123). These are currently treated as
domestic addresses for most purposes, and use the domestic services such as Special
Delivery.

BFPO addresses are defined as part of the UK, so Country UK should be selected. However,
BFPO addresses do not have a postcode - which is usually a mandatory field for UK
addresses. The following approach is recommended :

e Enter the recipient in the addressee field

e |If there is no address information to enter (other than the BFPO number), enter
“HM Forces” (or similar) in Address line 1 (mandatory field)

e Enter the BFPO number in the Town / City field

An example is shown below

creotedespatch =il

create despatch Despatch Express

Delivery address

Customer |Cx I

Business name: * I

Addresses®  |Private Jim Smith

Search (F3) |

Postcade; * I

Email acddress: I

Telephone number: I

addressine 1:*  |HM Farces

Address line 2: I

Address line 3: I

TowniCty: *  |BFPC123
Cauntry: IUK j
Clear (F11) Update to address book (F10)
Fegrint (F11

Despatch details

Mo, of tems: |1 I

Service: ISpeciaI Delivery Mext Day (£3007) ﬂ

Account number: I?B4D?DDD1 vl

WeightiSize: [oto 100g

Department name: I MOME

Sendet refarence: I

Service
Enhancement: INONE

I
Bl
Mare (F9) |
[

Item details

Cancel despstch (F2)

Cancel despateh tem (F8) | Al item (R

Prirt # confirm despatch (F12) |

3 Denctes mandatory entry

Mote: For more than one sender reference to a despatch tem, use the more button.

Towend City =hould be ertered if country selected is UK - ether business name or itemn addressee or bath should be present.
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When you click ‘Print / confirm despatch (F12) the following message will be presented

Despatch Express 5[

@ Sorry, you have not entered a postcode for this despatch. Do you want to proceed?

es Mo |

Clicking Yes will accept the address and print the required label.

BFPO addresses cannot be added to the address book (section 6) as postcode is a
mandatory field for UK addresses.

12.2 Label(s) with no address

Note that the following is only possible for UK despatches.

Some Clients have a requirement to produce barcoded labels with no address. At first sight
this appears to be a meaningless requirement. However, such Clients produce their own
address label on the item, and require a barcoded label for tracking and proof of delivery
purposes. This section describes how this special situation is covered.

Proper use of these labels requires a link between the barcoded label produced by
Despatch Express and the address label produced by other means. The Sender Reference
field should be used for this purpose. It is expected that an order number, or some other
identifying information, will be entered into this field.

It is not normally possible to enter an address with no information - there are several
mandatory fields. However, there is an “invisible” entry in the address book to cover this
situation. The Customer ID for this entry is XXX (or as many X characters as are necessary
to find the unigue entry - you may already have Customer IDs commencing with X
characters). Entering this in the Customer ID field and clicking ‘Search (F3)’ presents the
address as shown below. A sender reference has been entered to show how this might be
used.
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(5]

create despatch Despatch Express

Delivery address Despatch details
Cuzstomer (D IW‘Q‘Q‘Q‘W Enable (F4) | Mo, of items: |1 1
Business name; * IWMWW Service: ISpeciaI Defivery Mext Day (£500) j
Account number: I?B4D?DDD1 Yl
Adiregses * IW@O@O@W
Poztoode: * |>0¢¢¢¢¢¢< Zearch (F3) |
Emailacdress:  [OOGO0GOOHOGU0GO0N0T Wieight/Size: Jiota 100y |
Telephone number: IWW Department name: I MOME j
- Sender reference: ITESTREF Mare (F3) |
Addrass ling 10 IW@O@OW s
ervice

) Enhancement: INONE j
Address line 2: IWW@
pddressline 3 [PROOOAGIRGGOO000000S Item details

|rtem |Weight Size |Sender3 Reference

Towwri City: IWW

Courtry: I (8] j
Clear (F11) Update to address ook (F10)
Cancel despetch tem (FE) | Add tem (E7)
Reprint (F147 Cancel despateh (F2) Prirt / confirm despatch (F12) |
*
Denctes mandstary entey Mote: For more than one sender reference to & despatch item, use the more button,

Towen! City showld be entered if country selected is UK - etther buginess name or tem addressee or bath should be present.

The printed label will show no address, but could show the sender reference if this option
was selected in the System Options (section 11)
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13. Hints and tips
13.1 Customer Numbering to Simplify Mailshot Facility

Some Clients do not have a numbering system for their own Customers, but the Mailshot
facility depends address book entries having a unigue Customer ID. In such a circumstance
the following may be useful, and is demonstrated by an example.

Example : A Client’s main Customers are retail outlets. The retail outlets can be
classified as small, medium and large. Periodically the Client wishes to send
a mailshot to each retail outlet, but wishes to send a different package to the
different category of outlet (small, medium and large).

In this example, the Client could allocate a 6-digit number to each outlet, with the small
outlets commencing 01, the medium commencing 02 and the large commencing 03.
When he wishes to create a mailshot to the small outlets (for example) he could select to
mailshot Customer IDs 010000 to 019999. He could then create separate mailshots for
medium and large outlets.

Note that the Customer ID can consist of any combination of letters and numbers. An
alternative to the above could be to number the outlets SO001 to 59999 (small), MO0OO1 to
M9999 (Medium) and L0001 to L9999 (large).

13.2 Use of Keyboard Wedge Scanner to improve speed

This approach has been adopted by a number of Clients to speed up the process and
improve the accuracy of using the Despatch Express system.

Example : A Client takes orders for goods to be despatched. Her own system produces
a picking note which is used by warehouse staff to fulfil each order. The
Client system prints the Customer Account number as a barcode on each
picking note. The Client has ensured that her Despatch Express address
database uses the account number in the Customer ID field. When the order
has been packed, the packer will go to the Despatch Express system and
enter the account number in the Customer D field to retrieve the delivery
address. This account number field is 11 digits long, and the Client wants to
minimise the need for keying and to reduce errors.

All the Client needs to do is to connect a “keyboard wedge” scanner in the cable between
the keyboard and the Despatch Express PC. There are no changes necessary to the
Despatch Express system. When the packer is ready to produce a label, she will scan the
account number from the picking note into the Customer ID field - this will appear to
Despatch Express as though he had keyed it - and the delivery address will be presented.

Royal Mail does not provide keyboard wedge scanners (or any other hardware for use with
Despatch Express), but these devices are readily available from a number of suppliers.
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13.3 Training Mode

Use of the Training Mode is described in the manual “Despatch Express - Getting Started”
that was supplied as part of the Despatch Express installation pack (along with the
installation CD), and is repeated here.

There are situations where you may wish to use the system but do not want the labels to
be actually used, and do not want the information to be passed for Billing. These situations
might be

¢ You have new Staff member(s) and wish to train them on use of the system

e You may wish to “practice” using the system

e You may be developing an interface, and wish to test its operation (see the
document “Despatch Express - Interfacing with Your System”)

To access Training Mode, start the system and enter the User |ID and Password as below

User ID training
Password training

The main screen will appear as below

File Despatch Address Book Reports  Tools  Help

50

create despatch Despatch Express

Delivery address Despatch details

Customer ID: Mo, of tems: d I
Business name: * Service: I

Account number: hd
Addresses: *
Postcode: ® Search (F3)
Email address: Welght/Size: I
Telephone number: Department name: I

More (F9)
E

E Sender reference:
Address line 1: )
Setvice
Enhancement:
Address line 2:
Address line 3 Item details

Taovwenif City: .

Country: K -

Clear (F11) I Updste to address book (F10)

Caneel despatch tem (F&) I Ao tem Fr)

Reprint (F11) Cencel despatoh (F2) Prirt / confirm despateh (F12) |

x Dencotes mandatory entry Mote: For more than one sender reference to a despatch item, use the more button
Town! City should be entered if country selected is UK - ether business name or tem addressee or both should be present.

There should be no doubt that you are in Training mode!
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While using Training mode, the system will operate as normal except:

e Any labels produced will show a clear indication that they are for Training purposes
only

e Each despatch will be automatically marked as “Cancelled” once the label has been
printed

e A Collection Manifest cannot be produced (as there will be no items despatched)

Address labels produced while in Training mode must not be used on items despatched
under any circumstances
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14. Printer Setup

This section describes how to align the printer, and to ensure that a thermal printer is
allocated to each service.

It is described in the “Despatch Express - Getting Started” that was supplied as part of the
installation pack. However, there may be occasions when you need to make changes to the
printer configuration :-

e Your printing is getting out of alignment with the physical label. This may happen
(for example) when a new label roll is put into the printer.

¢ You have started to use a new Service

e You have changed printer(s) for some of your services

Select ‘Tools’ / ‘Printer Configuration’ from the main menu to display the screen below.

B

printer settings Despatch Express
Select
Lakel type: ISpeciaI Dielivery Mext Day j

Printer: I j

Printer alignment

Horizontal adjustment: IEI 5:
Wertical adjustment; IEI 5:

Detach Printer

Print test |

Save |

Printers for labels

Label Type | Frinter
SDMD - Special Delivery Mext Day

SDBY9 - Special Delivery By 9am

RECSF - Recorded Signed For

AR - Airsure

INTSIGE - International Signed For

1zt2nd - First and Second Clazs

INT - International Mo Barcode

BOOZ - Branch Direct with Signature

If you have been using Despatch Express then there will probably already be a printer in
the right hand column for some (or all) of the services. The example above shows entries
for most of the label layouts in use - you may only have some of these presented.
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In the Label Type drop-down box select any label that will include a barcode. The labels
with barcodes are :-

Special Delivery Next Day
Special Delivery by 9am
Recorded Signed For
Airsure

International Signed For
Branch Direct

From the drop-down list of printers, select the Thermal printer that you wish to use then
click ‘Print Test’ to print a test label. A sample test label is shown below

R0y3| Mail ROYAL MAIL |

specialdelivery
guaranteed by 1pm

next day XX XXXX XXXX XXX Make sure that the peel-off
‘_

. POSTAGE PAID GE

XX KKK XXEX XXX SD 1p|‘|‘| “blobs” align with the label

| H‘ ‘ H cut-outs
P

XX XXX XXXX XXX ED1

m

Return to:

Make sure that the bottom
line of the box is present

Note that the horizontal lines of the address box should be continuous. If there is a break
in the lines (it will be in the same place on each line) then your printer is faulty and requires
an engineer.

Check whether the peel-off “dots” align with the cut-out portions on the physical label. If
not, change the vertical and / or horizontal adjustment and retry. Continue until the
alignment is correct. The bottom of the address box should also be complete - adjust
vertically if necessary. When you are happy with the alignment, click ‘Save’. You will receive
a message to confirm.
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B x

Label Printer details saved sucessFully

Ik |
[Berintersetings 5] ]

printer settings Despatch Express

Select
Label type: ISpeciaI Delivery Mext Day j
Prirter: IDespatch Expresz Themal Printer j

Printer alignment

Horizontal adjustment: |43 3:

Print test |
Wertical adjustment: o =
Detach Printer | | Save |
Printerz for labels
Label Tupe | Prirter
SOMD - Special Delivery Mext Day Dezpatch Express Thermal Printer

SDEBYY - Special Delivery By Sam
RECSF - Recorded Signed For

AlR - Airsure

IMTSIG - International Signed For
Tzt2nd - Firgt and Second Class

INT - International Mo Barcode
BOOZ - Branch Direct with Signature

Now select the next label type from the drop-down box (if you have more than one). All
the settings will remain from the previous label type. Click ‘Save’ and then repeat for each

label type.

Note: it is important that the horizontal and vertical settings are the same for each label
type on a given printer (they may be different if you are using multiple printers).

When complete the screen should look like the one below, with no blank entries in the

printer column.
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[Bprintersetings FErE

printer settings B Frpress
Select
Lakel type: IBranch Direct with Signature j
Printer: IDespatch E=press Themal Printer j
Printer alignment
Horizontal adjustment: |43 3:
Print test |
Wertical adjustment: IE! 3:
Detach Printer | | Save I
Printers for labels
Label Type | Frinter
SDMD - Special Delivery Mext Day Dezpatch Expreszs Thermal Printer
SDBY9 - Special Delivery By 9am Dezpatch Expreszs Thermal Printer
RECSF - Recorded Signed For Deszpatch Expreszs Thermal Printer
AlR - Adrzure Dezpatch Expreszs Thermal Printer
INTSIGE - International Signed For Dezpatch Expreszs Thermal Printer
Tzt2nd - First and Second Clazs Dezpatch Express Thermal Printer
INT - International Mo Barcode Dezpatch Express Thermal Printer
BOOZ - Branch Direct with Signature Dezpatch Express Thermal Printer

The screen can now be closed in readiness for despatching.
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15. Help
15.1 Customer Systems Helpdesk

The Royal Mail Customer Systems Helpdesk can be contacted on the following number

08705 333999

When you ring this number you will need to explain that you are using Despatch Express
and will be asked for your company name. In the initial welcome message, you may hear
references to “WDM” or “WDM Online”. The latter refers to the system used by Parcelforce
Worldwide and the helpdesk for this is now handled by a different team. The former refers
to the system that preceded Despatch Express. Both Despatch Express and WDM
(Worldwide Distribution Manager) are supported by the same helpdesk.
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15.2 Frequently Asked Questions

Question

| am running out of labels. How can | get
more?

| am unable to log on to Despatch
Express.
| have no Services or Accounts available.

| want to use a Service which is not
showing.

| cannot select the required Service for
an overseas Country

Will | run out of tracking numbers

| have problems with my thermal printer

My labels are not aligned properly

Answer

You should have received an initial supply of
labels with your installation pack, along with
instructions on how to order further labels. If
you have lost these instructions, please contact
the Royal Mail Customer Systems Helpdesk
(section 15.1) and ask for advice. The label
reference number is printed on the reverse of
each label, and will be required by our supplies
department.

Check username and passwords are correct.
They do not need to be case sensitive.

You may not have the required services set up
for the destination or Country selected. If you
believe that these have been agreed with your
Royal Mail Account Handler, then you should
contact the Royal Mail Customer Systems
Helpdesk and ask for advice.

If you want to add another service to your
Despatch Express system, please contact your
Royal Mail Account Handler. When new
Services are set up on our finance systems they
will automatically be enabled on your system 2
working days later. Please be aware that
Despatch Express does not support every Royal
Mail Service.

It is possible that you are trying to use a service
to a Country where that service is not available.
Check the Royal Mail website at
www.royalmail.com.

These are the barcode numbers which go onto
your items and uniguely identify each despatch.
They are automatically allocated by the
Despatch Express system. When your system
is running low it will automatically retrieve new
numbers from the Royal Mail central systems.
Contact the Royal Mail Customer Systems
Helpdesk and ask for advice.

Refer to section 14 Printer Setup
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Appendix A. Sample Labels

The label shown below is for a Special Delivery Next Day service. The layout is similar for
all labels, but for the service at the top left.

Royal Mall
specialdelivery

guaranteed by 1pm

HEXt day AB 1123 9176 GGB I

ROYAL MAIL |
“«—1—— PPl

. POETAGE PAID QB
L=k

Service

AB 1123 9178 8GB SD 1pm

<
<

AB 1123 91788GB =D 1pm

Mr. Nigel May LIS Customer ID
P E M Stainless Ltd.
Centenary Industrial Park
Little London Road
SHEFFIELD

S8 0uUJ

Barcode with number
shown above and below

PEMIZE < Sender Reference

Return to: Retums Department, Rowland Hil House

——————p  Boythope Road, CHESTERFIELD, 549 1HO, GB

Return Address
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The

label shown below is for a Royal Mail Tracked item

information appears on the label

, and shows how Safe Place

D58 1HG, GB

STERFIEL

Retunn to: Retums Depariment, Bowland H Houss

ROYAL MAIL

Royal Mail
Tracked

no signature required

POSTAGE PAID GB
210

SAFEPLACE - if recipient not at home No Signature

In the shed

Boythome Rosd, CHE

FD 8800 5895 3GB

Donna Peters

12 LANDSCAFPE DRIVE
LEICESTER

LES 6GA

Ref : 3812
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Appendix B. Features not Covered in this Guide

You may come across features of Despatch Express that are not covered in this document
(for example in the menus). The following features are covered elsewhere. References will
be made to two other documents

e Despatch Express - Getting Started
e Despatch Express - Interfacing with Your System

The first of these was supplied with your installation pack. If you require a further copy,
please contact the Royal Mail Customer Systems Helpdesk (see section 15). The second can
be downloaded from the same website location as this User Guide.

Feature Where Described

System Installation and Set Up Despatch Express - Getting Started

Migration from WDM Despatch Express - Getting Started

Import Address WDM Database Despatch Express - Getting Started

Batch Import Despatch Express - Interfacing with Your System
Import Addresses Despatch Express - Interfacing with Your System
Direct Feed Despatch Express - Interfacing with Your System
Export Data (Despatch) Despatch Express - Interfacing with Your System
Export Data (Addressbook) Despatch Express - Interfacing with Your System

+++++++ Endof Document + + + + + + +
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