Nippon Express USA Inc.

The Leader in Logistics Design

e-Pelican Home Delivery Service
Web Operations USPS Manual
Version 1
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Introduction and Table of Contents

The e-Pelican System is a home delivery service to Japan that provides you the customer the following benefits:

Quick, reliable and cost-effective
0 Web Application system, Data will generate to send the Branch in second
Much better error handling than current Genl system
0 Upload error message will give you more pin point error message, this will resolve the upload process faster.
Automated, Paperless Shipping Process
Designed Specifically for e-Commerce ";;—'“’{#%
Online Tracking A\ 3 ,-"d
0 Our on line Tracking system to view the status of cargo,
Multi-Lingual Shipping System BJ
E-mail Shipping Notification to Customers
0 Our system able to send the notification e-mail with tracking trace number. Customers are quick notify the cargo status.
Cash on Delivery (COD)
Competitive Pricing
Flexible Duty & Tax Collection

The following pages will provide you with the information necessary for you to efficiently take advantage of all
features in the e-Pelican System. Sections in this operating manual will be divided according to the tasks available in
e-Pelican, as shown below.
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Requirements and Security

The Nippon Express e-Pelican System has the following requirements. Additional software denoted below with an
asterisk, is freely available via the Internet.

e  Microsoft Windows XP or 7-32bits

e  Microsoft Internet Explorer 7 or above * (Recommended to 7.0 or Higher)

e Adobe Acrobat Reader 8.0 or higher *

e We highly recommend that our customers use a broadband connection for accessing the e-Pelican System online

g- Microsoft Internet Explorer
http://www.microsoft.com/ie

Adobe Acrobat Reader

kN
) http://www.adobe.com/acrobat
o e

rla'm Our nittsu.com domain is secured with the industry
L standard 128-bit ssl encryption to ensure your information is transmitted securely
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User Interface Guide

Nippon Express e-Pelican uses a simple menu that will let you get your job done quickly. Please refer to the diagram
below to become familiar with the user interface before you get started.

Welcome to ePelican

User Account Log In &
dser I0n: | |

Password: | |

Ol remember User 1D 7

Order create screen

§8 NIPPON EXPRESS USA

GLOBAL LOGIS DER

Home Orders Maintenance Inquiry Printing Suppork Logout

Crder Menu

Pleaze make your selection below.

@ Create Mew Order
O Upload Orders
O Review Orders

You have § saved arder(s) ready for printing.
You have § pending order(s) ready to 2end.

Pleaze select the "Reviewy Crders" option.
Then, click the "Reviewy Orders" button to proceesd to the next step.

Zonkinue ... || || Back ko Home
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Creating Orders

Manual Order Entry
Fill in all the required information (in Bold) and click on Save Order when done.

Home Orders Maine o Ty Priritarsg Tranckirig Shiippirig Support Lawgpivurt: Tussday, Januar 31, 2012

Create Mew Order sonomser You have no saved orders. w | £t Order || Review Ordes.

Please complele e form below. Flelds In BOLD are neguined.

B ORDER INFORMATION
1., Ownder X; 4, Serder Mame on Label;
2. Agent Order #: 5. Serviee Type: Global Parcel Express
Dt Camaribry / Posrts I‘:]
3, OrderDates  01/31/2012 FEE & e Ty Use Default [ preiew..

Bl RECIFIENT INFORMATION

= Search address book (optionar) -
# erfior a tew lestors of e reciplent's mame._ v [ Reet Recpmt ot |

7. Is this & GiRZ: | Ve 3000

&, Retipient Information [ | (Save in addres Do) %, Consigree Information

Prcka| Ciscbes: Lokiug.. Prcka] Cosdbi: | Lockiug..
Restipient Mamae:; Coresigries Name:

‘fomigana Mame: ‘fomigana MName:

Adbdiness ] Addness];

Bairees Badediress;

Addrmee3 Addirme=3:

Prhiries; Prhiries;

Erneail

B PACKAGE INFO, WEIGHT, PAYMENT AND DELIVERY METHOD

10, Paskage Information 11, Payment & Dednveny
Groms Wegt: | E5] - sormge | | Delivery Request Time: | 110 2=ivary fres suziztie |
—— =) ety (B |
) g W HegE oM Colection amaunt (). [
=] | | l_'l 00 Paypes: [Chosszare . -]

Ot (g | |

ADD, UPDATE, DELETE ITEM 3

12, Thern Infisrmation | mefrestimem =t || Add Hew T o Order.

Ttem{nds Da=gc Oty Uinit Price Cur Them Wt LD Drigin OV

Theere ane na reconds avalkabbe.
4 | I} |

REMARKS [OPTHINAL)

Femarks:
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Creating Orders

Create New Order

Order Information
1. Order# : this must be unique information for your order.

4. Sender Name on Label: This information will print in shipping label at &Y A :

5. Service type: select Global Parcel Economy or Express Drop down

5. Service Type: Global Parcel Express -

Dest Country/Port:

Enter 2 digits country code, it should display port name
Please select from the list. Current list is these
JPKWS, JPKIX, CNBJS,HKHKG,KRSEL,SGSIN, TWTPE

6. Message type: not applicable wit USPS

Recipient Information

line

Search address book : enter few character to look for Recipient name. It will return list of contain your character

input.

8. Recipient Information save check box : if you check this box, after save button is click. Recipient Information is

saving in Address Book.

Post Code: 7 digits number for Japan Post code Look UP key to search post code address table to display address.

Post Code is require for destination to Japan
USPS Require all English entry.
Addressl: Address2: Phone: have to fill the information.

Address entry is same way of Japan address entry, such as “ FUKUOKA-KEN FUKUOKA-SHI KAI-CHO 2-3-4”

Package INFO, Weight, payment and delivery method
10. Package Information
11. Payment & Delivery

Not applicable with USPS option

ADD, UPDATE, DELETE ITMES

12. Item Information
Click Add New Item to Order
Item code, description, qty, unit price, currency, Origin Net weight
These fields are require for USPS

Add Items to Order

Flease complets the item entry Form belaw. Required Fields in bold.
NOTE: Japanese text is NOT permitted in any field.

Select Item Code: |

[V] Reset Item Infa

Item Code:

Description:

i

Quantity:

Unik Price:

|| Choose one .. i
et Weight:

Non-Comm'l ¥alue: | o~

Item Sekt?: Single

i

F Click here to save this item to your Tkem Master,
Item information with the same "Item Code” will be updated,

Add Item to Order

Select Item Code: same type of concept for
Recipient address book. You are type in few letter
for search item code, if item code contain the letter,
then it will list the item.

| After enter all the information to save the Item
| master list, Please check box for saving data to
Item Master.
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Upload Order Process

To upload orders into the web, click on browse and select the file that you want to upload.
* Please use NEU Order Entry Form Template which is

Click on Upload File button to start the upload process.

If you use text file, must be tab delimited format

Upload Order File

Select an excel or tab-delimited text file to upload.
IMPORTAMT: If uploading an excel file, you must uze the template file provided by Mippon Express, which can be downloaded by clicking here.

Browese for & file to upload: | [ Browse.. ]| Upload File

Back ta Order Menu |

Befare you upload, read this important infarmation...

Download the Order Enkry Form Template to use for uploading your orders in Excel formst
[EEED The recipientname field will accept & MARIMURM lenoth of 31 english characters or 21 japanese characters *

[ The zendernameonlatel figld will accept & MAKIMUR lenoth of 34 englizh characters or 23 japaneze characters *
[P The deliveryaddress fields will accept & MAXKMUL lencth of 34 english characters or 23 japanese characters *

The heading columnz in the template must not be modified

The ariginal formatting for the excel file must be maintained for your arders to wpload successiully

The original "Sheet" name must not be changed and should alaays contain the name "Order Data Entry Sheet" (view sample)
When entering order numbers that only contain digits, they should be ertered with & preceding apostrophe. (view sample)

It wou have problems with upload orders, please contact your local Mippon Express e-Pelican Representative

When you upload the file, file must be close from the windows.
Error message of order upload process
If the e-pelican system finds the error field of record, it will give you the detail information.

Please correct the error fields and upload again.
e-Pemdan Upload Processing Error

Errors Found in Your File

@) An errar has occurred, please refer tothe error message below ..

Error Ho.: DATAERR

Description: Errors found in data file.

Solhtion: The & errors listed in the table below have been found in you dats file. Pleaze make corrections to those order fields indicated below | then try your upload again.
Order Mo. Field Mame Error Type

alon Plagtarsiit Emphy

alon IZMplggrswt Emphy

bioo Plagtarsiit Emphy

bioo IZMplggrswt Emphy

cloo Plgiarsiit Ernpky

Please click the "Retry™ button below to retry this upload process,

Back ko Main Menu || Retry Upload
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Creating Orders
The upload process is successful, press Review All Saved Orders.

Upload Order File

6 Your file upload was successful

File Mame: C'Documents and ZettingshWasashi_Shigetanihdy Documertz'epelican zample data'senario'Price catagoryWWs Customer xls
File Size: 15244 (bytes)
File Type: applicationtynd ms-excel

Status of Uploaded Orders:

Mumber of arders uploaded: 3
Mumber of orders with errorz; 0

Create Another Order || Upload an Order File || Review gl Saved Orders

Reviewing, Editing and Deleting Orders

On the Review Order Screen, you can edit or delete the order.
If the Yellow color is need to Print the shipping label to get Tracking number.

Review Orders

All saved and zendpending orders are shown here. Highlighted orders indicate a problem that must be corrected.
When ready to submit your orders, click on the "Send Orders” button below.
MNew Feature: %ou may now cheose which erders to hold and keep them from being submitted to your branch.

J

Hold Order No Create Date Order Date Type Senderllame Recipient Tracking # Options

[ | atoo 12/17/2010  12/12/2010 L ABC Company Yamada Taro

[l b100 12/17/2010  12/12/2010 L ABC Company Sato ichiro

[l £100 12/17/2010  12/12/2010 L ABC Company kato hajime

< I | r
Records per page: ISD : Show Filter - Records: 1to 3 of 2 - Pages: €¢ € 1 » &%

| UpdateHoldStatus || ResetData |

LEGEND

RED indicates order(s) with error(s} which must be edited and corrected before the data is sent.

- indicates order(s) that need shipping labels to be re-printed after being modified.
YELLOW indicates order(s) that need shipping labels to be printed.
WHITE indicates order(s) that are ready to be sent.

| Print Daily Shipment Report || Send Orders | (E;elete All Saved Orders... || Delete All SendPending Orders, 1)'

| Print Bill OF Lading (USPS) |

Click Option button for Edit or Delete, Hold check mark will be hold the cargo until you release.
Also, we add delete all function at bottom of review screen.
When just update or save with out tracking # use Delete all Save Orders, it will delete all orders has no tracking#.

After assigned tracking# and you still want to delete all the orders use delete all sendPending Orders, It will delete all
the order has Tracking #. ** When you have hold check, then it will not delete from these function. You have to delete
one by one.

.
| Print Daily Shipment Feport || Send Orders | G Delete All Saved Orders. ., || Delete Al SendPending Orders. .. ) |
——
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Creating Orders

Printing Order
Display remains counter for print require orders.

Click Preview Labels for see the PDF format label. (Require Adobe Reader to install)

Printing Menu

Please make your selection below.
Shipping Labels include all currenthy SAVED and MODIFIED orders. Cancelled Labels include all orders that have bes

Label Type: CeF'eIicanIUSF'S Global Parcel Economy - 9—

Select a Sort Order: Order # A

() Re-Print Cancelled Shipping Labels: Total Orders:

(@ Print Pending Shipping Labels: Total Orders: 0
C 5

*) Re-Print (by Order#):
(@) Re-Print (by Tracking#); to
*) Re-Print (by UploadiSaved Date): JEceEssi|

D Check for silent printing of labels

| Preview Labels... Review Orders |

Print preview like this. To print Nippon Express Label, must select right Printer to print.
Make sure that the Citizen CLP-521 printer/Sato Printer is selected printer and click OK to start printing the label.

Once Preview the label, System assigned the tracking Number for each order.

Print E
Printer
Name:  |Citizen CLP-521 - Properties
8380002, JAPAN Status:  Ready Comments and Forms:
yamads taro "
Tk flakakl Type:  Citizen CLP-521 ‘Dntument and Markups j
HASEYAMA
ASAKURA SHL FUKLIOKA KEN Print Range Preview: Composite
& Al 41—y
(" Current view e
LM 04 566 897 US p
United States Postal Service ®
Customs Declaration cN22 9] [1
Maybe cpened officially See Insructions on Reverse
o Do not cuplicate without UISPS aperoval . subset: | pages in range
O [ Commercial sample
[ Documents Other C
Quantity and detailed descripion of Weight (2) | Value (3}
contents {1) Ib. oz (US5) Page Handing =
1 cherry bag [] [] 100.00 Copies: 1 = | 10
Page Scaling: Shrink to Printable Area -
For commercial items only Total Weight | Total Value
Fknown. HS tarif number {4) and ) M) (Uss) V' Auto-Rotate and Center
‘country of origin of goods {5)
0 100.00 | Choose paper source by PDF page size
T S R
‘certify that the particulars given in this declaration are comect and that this |
em does not contain any dangerous articke or atises prohibited by e
legisiation or by postal or customs reguiations
Date and senders signature (3) I Print to fie Units: Inches Zoom : 96%
PS Form 2976, May 2007, Facsimile
11
Printing Tips Advanced Cancel

Presview Labels, .. || Review Crders

Review Order Again
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GPExpress (PMI shipping label)

GPEXxpress has same process to print shipping label.
GPEXxpress is communicating to USPS system with APl communication.
This process will slow to bring PDF shipping image on screen.
lorder has 4 shipping labels to produce.
1. Shipping label
2. Customs Declaration
3. Customs Declaration
4. Dispatch Note

You must put 2 labels in box 1 and 2

PRIORITY :
Em o

AR S RATI PO atves (B Hae Fearoaea 04 B49H
FROM:

ABC Company
3883 nw B0t
Miami FL 33742
LIR-N

EHIF T JAPAN
Yamata Tam

Takya Japan

higashi 1-2

1240014

JARAM

COms211916840U5

Em PG Farm 20004555 Customs Declaration ! Pre Forma Invoice
POSTAL SERVICE » This fesparcel may be opesed o&icially

3553w S0
W FL 331432
HEA

To  Famada Tar
Takyo Japan CGD52119164Us5
higashi 12
1240074 Recipien Talghons bo Pacunge Type | Sanders Imtnuction
JaPAR 348557310 e i 1T i lviaristd
e Sty | Nembed Coslesls Val (UG} | Ciry. of Quigin [ Retun 10 Sercer
i 2| cmmt 4980 oz FRTE! It i inibjiet

13 rtum charges. a1
EENOES Eupense,

Greein Pareel Wieight
1o be 32om

Fees

Cute 162012

Total Wabue (LS
40,00

1By e e s g T Gt ki e onet | PRGYEEL - WIOEED 30.37(8)
Iw“-ﬁ>“lplf:::ﬂ:;ﬁ“| m rnc-; e p : - :
T\r;ﬂf::ﬂ::;wﬂlmmul"lﬂm Faregn l!.lju Company i ® * vy a hih
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2 label in pouch 3 and 4

Eummm P Fom 10655 Customs Declaration ! Pre Forma Invoioe
POSTAL SERVICE » This itemparcel may be opesed s&cially
From  AAC Company |
3553w S8t
Wi FL 35142
USA
Ta  ramada Tare
Tobyo Japan CE0E2119164Us
hgashe 1.2 - "
1240014 Recipient Talaghone No Packigs Tygs Sandar's |madniclion
JaPER k348557890 el i IF el
W |Gty | Nesized Coslesls Val {UED [ Citry of Crigi [ Ren o sener
1 2| cmat 4% .80 o5 MOTE; e in smikjac
tiz vt m chargaes &
sender's expenee,
et Paresl Wirigh!
1 b, ERLT ]
Fiees
Coate. 12012
Total Walue (5
40,00
1CEIY W e g i T O eiuaaen e et | PFCIEEL - MOEED 30.37(8)
This e s =i rosin e wry dargerons e, I wricin
i "
?;.ﬁ%mw&uﬁmm; e m:’?ﬁn w;mlm:r tJ:'numﬂ m@m
UMITEDSTATES  ©5 rorn so00e-055 Dispateh Note
POSTAL SERVICE » This ilesparce] may be opesed oicially

Fram &30 Company

3553 v 08t
Wi FL 35763
HEA

Ta Famada Tare
CE052118164US
hadiinig
md' Recigien Temphone Ko Pachage Ty Sander's Imdniclisn
JEREH 340557310 Iarchandes IF indelveraie
Eﬂ.lu.m‘m Sender
Cfiee of Exatange ‘Casbors Samp Plzase a5 Rbos here whes regained
‘Gastoms Dty
PFCIEEL - MOEE] 50.37(a) E‘:';Wm
0 £ s et s a2 e & ame | Sgmatare of Sender Porage, Pees (USCH | Total vahe (USDH
peohibind Iy rpislelics ov iry parstel o ouTiows lmrl:':hlﬂl
Tu..q;:uw-;‘u::;w g MR O T ABC Company 4000
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Creating Orders

Review Order with Tracking number

Now system gives you the Tracking number display in Review screen.
You could edit, delete, reprint and Hold in this screen.
If you edit order after assigned tracking number, system will ask you confirmation message box.

Once edit the order, Order is highlighted to Orange. This indicated that Label must be reprint to complete the order
process. If you send order to Nippon Express with out reprint. This order will not submit to Nippon Express.

Hold Order No Create Date Order Date Type SenderName Tracking # Dptions
) ame oo wmiwmo L eccomaw OREHREAEN  c1 | osee  reo |
] m ] 3
Records per page: ISD : Show Filt - Records: 1tolofl-Pages: €€ € 1 » 2%
| UpdateHoldStatus || ResetData |
LEGEND
RED indicates order(s) with error(s) which must be edited and corrected before the data is sent.

- indicates order(s) that need shipping labels to be re-printed after being modified.
YELLOW indicates order(s) that need shipping labels to be printed.
WHITE indicates order(s) that are ready to be sent.

| Frint Daily Shipment Report || Send Orders Delete All Saved Orders... || Delete All SendPending Orders...

| Print Bil Of Lading (USPS) |

Delete All Saved Order --- delete all orders did not have tracking number.
Delete All SendPending Orders — delete all orders has tracking number.

When you put hold check, both of function did not delete

2 ways to reprint the label.
One from Review Orders screen with Reprint button
Other way is to go “printing” function to reprint the label.

If you have multiple labels to print Printing function will be faster way to print the label all at once.
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Creating Orders

Print BOL

Bill of lading print out:
When Nittsu driver come to pick up the cargo, you have to provide BOL.

Just print click Print Bill of Lading (USPS) button

| Print Daily Shipment Repart || Send Orders |

| Print Bill Of Lading (USPS) | -‘—

From Demo
2233 9. Grond ave
TRAKT BIL OF LACRMG - 43R FORN . GRESKAL -HGT NEGOTADLE E1 Ssgundo Ca 50245
f— ca
Shippar's Bl of
CONSIGNED TO: USPS LAX ICS Lading No. GPA10000002
THROUGH: Nippon Exprass US4, Inc. Canter Name NIPPON EXPRESS USA. INC.
13500 5. Varmont Ave
Camars Fro No.
Torranca, GA 30502 Camers Pickup No.
‘Customer's PO No.
PavMENT coo.
AeMENT e || SIS =
e
3rd Party PERLE. e —H
NUMEBER OF KIND OF PACKAGE, DESCRIPTION OF ARTICLES, SPECIAL MARKE, WEIBHT
PACKARESR AND EXCEPTIONE
MallWebiCataiog ordered Iems
MNIPPON EXPRESS USA, INC.
Aftn: Agcounts Payable
ToTAL ouTER | BRLTO: 10500 S Vemmont Ave TOTAL OUTER
PACKAGE GTY Torrance, CA 90502 wss) PACKAGE WT
SPECIAL DELIVERY
INSTRUCTIONS:
oyt e 2O
SHIPPER'S SIGNATURE: i
1G0T M
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Creating Orders

Sending Orders

After the label has been printed out, click on Send Orders.

On the send order screen, you will have an option to Hold or Delete the order before sending the order information to
the branch.

Hold Order No Create Date Order Date Type Senderiame Recipient Tracking # Options

&l 31000 12/16/2010  12/16/2010 L ABC COMPANY yamada taro LM084566897US | Edit || Delete || Reprint |

1 1 | +
Records per page: ISD : Show Filter - Records: 1to1of 1 -Pages: €4 € 1 & 2%

| UpdateHoldStatus || ResetData |

LEGEND

RED indicates order(s) with error{s) which must be edited and corrected before the data is sent.
W indicates order{s} that need shipping labels to be re-printed after being modified.

YELLOW indicates order(s} that need shipping labels to be printed.

WHITE indicates order(s) that are ready to be sent.

| Print Daily Shipment Report | Send Orders Delete all Saved Orders. .. || Delete All SendPending Orders...

| Print Bl Of Lading (USPS) |

When the order is sent to the branch, a confirmation page will be displayed.

% NIPPON E\PRESS USA e-Pelican Deliver -2 to Japan BT

GLOBAL LOGISTICS PROVIDER

Home Orders Maintenance Inquiry Printing Support Logout

Order Confirmation

3 order(s) have been sent to our branch for processing.

Thank you for choosing Mippon Express|

15/21



Order Inquiry

Review Order inquiry screen and Download to excel file

Search function by Order No, Tracking No, Recipient Name, Nippon House Air Wail bill No.

Select the Search field option and enter text information into Search text box. Then Find button to search the Order information.

Inguiry Menu
Search for orders using the form belowy . %our search results may alzo be downloaded in excel format.
L} LEGEMD
Search by | Choose one. .. V|
ORAMNGE indicates order(s) that hawve been DELETED.
Search Text: | | GREY  indicates order(s) that have been SHIPPED.
Search Range: | | thru | | | Search || Dowanload fo Exeel | WHITE indicates order(s) that are CURRENT.

Another option is Order date and Upload/Save order date tracking# to search the order information.
You have to use Search Range
Once you have display for your search result, you are able to download to Excel file.

Inquiry Menu

Search for orders using the form below. our sealiﬁh results may also be downloaded in excel format.

Search by: |Saverp|0&d Date

|EI LEGEND

Search Text:

ORANGE indicates order(s) that have been DELETED.
GREY indicates order(s) that have been SHIPPED.

Search Range: 12/17/2010 thru 12/17/2010 Search || Download to Excel WWHITE indicates order(s) that are CURRENT.
Your last search | by Save/Upload Date for range 12M7/2010 thru 12M7/2010
TrackingMo Orderlo OrderDate SaveDate RecipientName Service Status More Info
LMO34556306US aloo 12/12/2010 12/17/2010 3:1 Yamada Taro ISAL SENT view items
LM034556910US b100 12/12/2010 12/17/2010 3:1 Sato ichiro ISAL SENT view items
LM034556923US cl00 12f12/2010 12/17/2010 3:1 kato hajime ISAL SENT view items
NfA aloo 12/12/2010 12/17/2010 4:2 Yamada Taro ISAL SAVED view items
MA bi00 12/12/2010 12/17/2010 4:2 Sato ichiro ISAL SAVED view items
NfA cl00 12/12/2010 12/17/2010 4:2 kato hajime ISAL SAVED view items
Click from the TrackingNo to get detail information
Order Details
Order Recipient Wt & Charge
Order No: a100 Hame: Yamada Taro Pkg Gra Wt LBS
Tracking No:  LMO34556906U5 —
racking fo Address L1 Tokyo Japan Phg Vol Wt
Sve Kind: L L —
Address L2: higashi 1-2 L w H
Ship Inst Date: | SAL20101217JPKWSL
Address L3 Pkg Chyg Wi
Cust Code: ISAL o
Postal Code: 1240014 Tt Frt Cha: usp
Order Date: 121122010
Phane: 03-3485-373-10 Pricing Cat: WG
Freight Term: P
— — Email:
Coll Type: 4 Payes:
Hid Branch Code:
Coll &mt: 0
Consignee
Gift N Mame: Yamada Taro
Sender lame:  ABC Company sddress L. Tokyo Japan
Address L2 higashi 1-2
Address L3
Postal Code: 1240014
Phane: 03-3485-373-10
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Maintenance Menu

%Hume Orders Maintenance Inquiry Printing Support Logout

Maintenance hMenu
Flease make your selection helow

L= Y our Company and User Accounts
This festure iz currently under maintenance and will be svailakble soon.
Weep your company profile updsted =0 we can contact vou in a moment's notice. Your user accounts and e-mail addre

(= Your kem Master List
» Manage Ikem Masker
Your "tem Master” should alvwayz be kept up-to-date. All orders must contain only tems that exist inthe tem master.

(= Message Types
This festure iz currently under maintenance and will be svailakble soon.
Your "Meszage Types" are your company's custom signature that we will include at the bottom of all outgoing e-mail oo

(= Recipient & Consignee Address Book
» Manage Consignees Masker
Thiz "Addrezs Book" allows you to save time during the arder crestion process by simply selecting the recipient from a

(=) Customer Profiles
This festure iz currently under maintenance and will be svailakble soon.
Chiooze thiz option if you have a "customer's" profile that you re-uze often. Setting a default profile will stay enabled ez

(= Tracking Numhers
+ Pre-Assign Tracking Mumbers
Allacate a block of tracking numbers for pre-assigned orders.
1. Company
You company information to save

Not available
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Maintenance Menu

Your Item Master List
Items information to add, change and delete
If you add the item, check box the first line of “New Item?”

If you update the item, use Search Item Master field to find the item name.

MManage ltem Master
Pleaze complete the item entry form below . Reguired fields in bold. Double-byte text iz NOT permitted in any field.

¢ Search tem Master - |

7 enter a fewe letters of the tem code Recsblbeninio

Hew Mem ?: [ click here if this will be added as a MEWY tem.

tem Code:

Description:

Unit Price: | || Choose aone ... -

Origine: Choose one ... V|
Het Weight: I v |
Remarks:

[for reference anly)

IMPORTANT HOTES:

The ePelican system no longer allowws the use of "double-byte" text for the tem description.
Ta add a new item, please be sure to check the "MNEW ITEM" checkbox above.

Depending on the terms of your agreement, not all information above will be reguired.

| Update Ikem || Delete Ikem.. . || Add Ikem

Message Types
This Option is not available for USPS shipment
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Maintenance Menu

Recipient & Consignee Address Book
Recipient & Consignee information to add, change and delete

If you add the recipient or Consignee, check box the first line of “New Consignee?”

If you update the Consignee, use Search Consignee Master field to find the Consignee name.

Manage Consignes Master
Pleaze complete the form below . Redguired fields in old. Double-byte test alloveed in fields with an asterisk (2520,

£ Sea;{i;h Consignee Master M | Reset Consianes Inf

£ enter-a fewy letters of the recipient name. .

Hew Consignee?: [ click here if this wil be added as a NEW consignes.

Postal Code: Lookup,,

ats
=

Recipient Hame:

als
ww

Yomigana Recipient

Address 2:

Address 3:

Address 1: |
Phone: I

Email: I

IMPORTAHNT HOTES:

The postal code lookup feature above will allove wou to optionally uze our postalmaster
databaze for completing your recipients’ prefecture and town information.

Pleaze note that the street address must still be provided.

IJpdate Consignes || Delete Consignes. .. || Add Consignes
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Customer Profiles
This is the option to set default setting for manual entry screen.
If you add the Profile, check box the first line of “New Profile?”
If you update the Profile, use Search Customer Profile field to find the Profile name.
Silent Printing: If this is Yes, You must have barcode printer with default printer. Also, Adobe Silent print
Function has to be installed
USPS Label item description: If you enter this field, it will be display on label .
Set Default: If this profile is default then set “Yes”

Manage Customer Profiles
Please complete the form below. Reguired fields in bold.

p Select a Customer Profile Mo customer profiles available - | Reset Profile Form
New Profile?: Click here if this wil be added as a NEW customer profile.
Profile Hame: |

Senderlame On Label:

Collection Type: Choose one ... -

COD Payee: Choose one __. A
Package Gross Weight (UOM): (blank) -

Show on Label: [tem Code hd

Silent Printing: Mo =

USPS Label tem Description:

Set Default: Mo -

IMPORTANT NOTES:
To add a new profile, please be sure to check the "NEW PROFILE™ checkbox above.
Depending on the terms of your agreement, not all information above will be reguired.

| Lipdate Profie || Delete Profile. .. || Add Profile
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Tracking Numbers
Not available for USPS shipment

Support

You could send Technical support request by e-mail

Technical Support Request

Fleaze provide az much information az possible with regards to your technical prokblem.
Provide the page or section, error meszages or screenshots (if any) so that we can resolve your problem as soon as possible.

Your Full Hame: I

Your Email Address:

Description:
[Pleaze provide & detailed
descrigtion of your proklem)

1000 | characters leit

Attachments:

[Pleaze attach any files, |
zoreenshots or images |
of the error, if any)

[ Browse... | (aptional

| [ Browse... ] {optional)

| Send Request || Cancel |
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