March 2020

Step-by-step guidelines

How to tender sorted bulk mail w

Quick and easy order entry in Mijn PostNL

Step 1: Pre-alert your new bulk mail consignment

Log into Mijn PostNL using your email address and password. Select the ‘Bulk Mail’ option and click
‘Pre-alert a new consignment’ @.
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Step 2: Consignment characteristics and product selection

You will now see the ‘Customer number’ field. Under ‘Consignment characteristics’ you will see
the ‘Select favourite’ field (NB: you will only see this field after it has been used once). Under the
same section, you will also see the ‘Description’ field and, if you (Mijn PostNL administrator) have
configured this in ‘My Account’ @, ‘Cost centre’, ‘Reference’ and ‘Tendered by'.

Meaning of the fields:

= Customer number; here you will see one or more customer numbers for which you can create consignments.

= Favourite: here you will see your favourite consignments.

« Description, Cost centre and Reference: the Mijn PostNL administrator can give these fields a name and
specify whether they are optional or mandatory. The information entered can be used to identify a bulk mail
consignment. The information will also appear on the order confirmation and invoice.

» Tendered by: if you are not tendering the bulk mail yourself, enter the name or customer number of the
company that tenders or hands over the bulk mail.

You can now continue to ‘Select a product’.

©

There are three ways of selecting a product, depending on the options that the Mijn PostNL

administrator has given you as a user.

1. Search by product &

If you already know the product number or name, enter it here.

2. Search in your favourites ©

Select from the favourites list that the Mijn PostNL administrator has created.

3. Search for the correct product ©

If you're not entirely sure which product to choose, enter a few details about the consignment. This
could be the destination, size, weight or preferred dispatch or delivery date. The correct product for
your consignment will be displayed automatically.
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Step 3: Complete consignment

Once you have entered the product information, you can complete the consignment. For sorted
bulk mail, you also need to enter the logistical information. When completing the consignment, you
can select ‘Tender’ or ‘Pre-alert’.

Tender ©
Select ‘Tender’ if you want to immediately tender the consignment that you've just created. The
consignment is directly pre-alerted as well.

Pre-alert ©

You can select ‘Pre-alert’ for various reasons:

« Ifyou want to pre-alert another consignment after this. If the next consignment s similar to
the first one, use the ‘Copy’ option or select a favourite. Then all you have to do is change any
information that needs changing. If this is the last of several consignments, tick all the other bulk
consignment that you want to tender at the same time.

= Ifthe information you have entered may change. The consignment will be saved so you can
come back to it at any time. A summary of your saved consignments is available under the ‘Status’
dropdown menu on the bulk mail home page.

« Ifyou want to check and/or sort the address file first.

Please note: you can only do this for domestic bulk mail.
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Step 4: Check and sort

Continue with the consignment or select the consignment from the summary of pre-alerted
consignments €.

« Click ‘Check’ @ to check the address file (this is required for some services).

« Click ‘Sort’ @ ifitis a sorted consignment.

Please note: you can tender a consignment once you have ticked @ the consignment in question.
The ‘Tender’button will only appear once you have done this @.
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— Cont. Step 4. Check and sort

Settings for checking and sorting
Enter the sorting settings here €. The bundling and packaging composition will be entered
automatically. You can reduce the number of items per bundle. Complete all fields and click ‘Save'.

Tip @
Save your settings as ‘Favourite’ to avoid having to enter all of this information

again next time.

Upload address file
Click ‘Browse’ (bestand kiezen) to select a file. Click ‘Open’ to select your address file. Then click
‘Continue’ to upload your file.

Indicate the file structure

Indicate how the file is structured. These settings can also be saved as “favourite”. The following file
types can be uploaded:

a) CsV

b) Excel
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— Cont. Step 4. Check and sort

Once you have specified the file structure, click ‘Start processing’. Your address file will now be checked
and/or sorted. Next you will see a screen that contains the results.

Download files
Download all files. You need these in order to tender your sorted bulk mail.

International addresses
Did you indicate that your file contains international addresses by using a country name or country
code in the column layout? A separate consignment will be created for these addresses.

Please note: first of all download your checked and/or sorted address file before tendering your
consignment. This information will not be saved.

Tip
You can quickly find the correct address using the ‘Find postcode on postnl.nl’

option. Tips on how to improve your address file are available at our website.
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https://postnl.nl/adressenbestandverbeteren

Step 5: Tender the consignment
Once you have downloaded the files, you can tender your consignment straight away. To do so,

click ‘Tender’. The following message will appear on your screen once the consignment has been
checked and/or sorted and you have saved all the files. Then click ‘Continue’.

You can now finish tendering.

You can also tender the consignment later. To do so, click ‘Cancel’. The consignment containing
the checked and/or sorted address file is available in the summary of ‘Pre-alert consignment’.

Now enter the trolleys and pallets with the bulk mail and hand it over to us with the P1700 formin
accordance with the Terms of Deliveru.
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https://www.postnl.nl/Images/20190814-aanlevervoorwaarden-2019_tcm10-154472.pdf

