Step-by-step card (s

Importing a parcel shipment

Get your parcel ready for shipment in three easy steps:
1. Fillinthe template

2. Importthe file

3. Complete the shipment

Step 1. Fill in the template

Create new shipment Import shipments &

Shipments Pick-up orders

Sender | PostNL Pakketten - QBEF - v | Return address | Bedriffsnaam - 9401138 v | Kostenplaats | kostenplaatsA - waardel1 v | &

1 Recipient(s) Q Search in Address book Open Address book & 4+ Enter new recipient

2  Shipping method

3 Confirmation

« Login with your e-mail address and password and click on ‘Import shipments' under ‘Shipping’.
You can also open the ‘Parcels & Freight’ shipping module and click on ‘iImport shipments’ on the
‘New shipment’ page.

» Download an empty PostNL template and save the file.

= Open the file in Excel and enter the requested shipment details in the columns.

= Save the file.



Import shipments

Import a PostNL template

Sender | PosINL Pakketien - TFQT - 9401138

PosINL - 9401138 v
‘ Kostenplaats1 A
Choose file [l

Import =

Prepared shipments

PosiNL Pakketten Benelu 90 | |ast 6 months
[owrerree |
3SABC123456789 J$

v

-
AL

+ Advanced search '

22597 shipment(s) found

PosiL Paietien, Neptunussir )
-aat2, 21328, HOOFDDORP, N | 3SQBEF008459336
ederland

PosINL Pakketten, Neptunusstr
aal2, 21328, HOOFDDORF, M Standaard Zending

ISQBEFOOTST4595

PosiNL Palketien, Neptunusstr
aat2,2132JB, HOOFDDORP, N Standaard Zending =~ 3SQBEFD07510793
ederland

Step 3. Complete the shipment continued >




— Step 3. Complete the shipment continued

» Goto ‘Prepared shipments'.

= Here, you can edit or remove your shipments. If a shipment is ready to be sent, print
the barcode labels. The shipment will then automatically be presented and saved under ‘Sent
shipments’ or be made ready to be presented to PostNL on the presentation date.
— You can easily print or remove multiple shipments at once by ticking the box for every

shipment. Then, scroll down and click on the ‘Print’ link or the ‘Delete’ link at the bottom right.

More information?
See ‘Need help?’ for an extensive manual.




