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It's my first time using Neighbourhood Mail

- First, once you have opened EST 2.0, you must ensure that “Mailings” is chosen as
the Service Type, located in the top right hand corner (see red arrow below)

- Click the “New” button located on the top left corner of the screen and select
“Neighbourhood Mail Mailing”

Eile Configuratiorn  Tools  Help $ Service Type | Mailin ;|V
] I c O
Mew fCpen Delete Searcn End of Day | Help

Ilﬁl _ettermail Mailing

[ Perunalized Mail Mailing
[7l dublications Mailing

|;l Neighhourhond Mail Mailing

| Incompletz Accepted Finalized In Prugr&s&ﬁﬂ}

) a InLernativnel Incenlive Leller-pusl Maling

HCrmtcu new Meichbourheod Mail Mailing |
H; Mailing from Template

ﬁ_i Maling from Letault Felder lemplate
| Mailing from Waiiing Plan

|) Mailing Folder

- When using Neighbourhood Mail the screen is broken into three tabs

1. Describe Mailing 2. Review Mailing Plan 3. Calculate / Print Labels

Hl Mailings - Neighbourhood Mail - New

1. Describe Mailing \\2. Review Mailing Plan "'. 3. Calculate/Print Labels".l
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Describe Mailing Tab

- All yellow fields are mandatory. Once all fields have been completed, click
“Add” button (a pop-up window will appear, see next slide)

il maitin gs - Neighbourhood Mail - New

Close (

1. Describe Mailing, 2. Review Mailing Plan | 3. Calculate/Print Labels |

Billing Information (0007023210 - [IQA CUST DO NOT USE - 005)

ES
=

Contract - Owner/Alias Name ‘0040662505 - JIQA CUST DO NOT USE - 003

=] Paid By 0007023210 - QA CUST DO NOT USE - 005

H Method of Payment | Account
Receiving Location ‘[086 - LEQ BLANCHETTE RVU |v|

Mailing Characteristics

Customer Reference ||

‘ Size of Pieces | "| Promo Code

[] Pieces are thicker than 1.9 cm (0.75 inch)
Mailing Pieces

| Add H Update || Cancel H Delete H Bulk Update | You must describe your Mailing Piece by using either Add or Import

|Ti1|e of Mail...l Version Spe...‘ Weight ‘Deposit Loc...l DeposihfSta...| Pieces | Cost Centre | Reference #1

Navigate the windows and menus using either a mouse or the keyboard.

Note: As you move from field to field the application validates the data; you must

acknowledge any message and make necessary corrections to the field in order
to continue with the data entry.
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Mailing Piece Description pop-up

- On this screen, you need to provide details of the mailing in the “Piece
Description” area

- “References” information are optional

(* This is the date of the first or only deposit = Deliver upon receipt)

& Mailing Piece Description E

Piece Description Deposit Details

Title of Mail Piece | | Location | 1086 - LEQ BLANCHETTE RVU =[]
Weight per Piece (g) | | Date | " - |

] Parliament Mail [] Depositls) will be o This is the date of the first or only depesit
This is the date when delivery must start

References
Cost Centre | |"| Reference #1 | |
Delivery Coverage Filters Geographic Area Quick Select

Target Areas [ | All Types [ ] Houses [ | Apartments Province | |'|

[ ] Farms [ ] Businesses Delivery Areas or Postal | |
Codes starting with:

Delivery Modes [ All Types  [JCF [ DR []GD
[le [Je CImr [JRR [185

[] Auto-Complete Split Walks

CANADA
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| am not using Canada Post to transport my items
to the Delivery Installation...

- If you are depositing your items directly to the Delivery Installation(s) involved in
the delivery, you must choose the Direct to Delivery Installation option in the
“Deposit Details” section (in the Mailing Piece Description pop-up)

% Mailing Piece Description E
[

Piece Description Depaosit Details

Title of Mail Piece | /"= Location [1086 - LEO BLANCHETTE RVU

Weight per Piece (g) | | Date

2011 - CAMADA POST PLACE PO

[ 1 Parliament Mail 0015 - OTTAWA RVU

References 085 - 0] ARCLIETTE Byl
Cost Centre |
Delivery Coverage Filters Geographic Area Quick Select
Target Areas A Types [ Houses ] Apartments Province | |“"|

[] Farms [ ] Businesses Delivery Areas or Postal | |
Codes starting with:

Delivery Modes [ | All Types [ JCF [ JDR []GD
Ll [le [OMrR [CIRR [5s

[ Auto-Complete Split Walks
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-
Mailing Piece Description pop-up — Continued

- “Delivery Coverage Filters” enables you to select the Target Areas and Delivery
Modes you wish your items to be delivered to

- When selecting the “Geographic Area”, you can type in the name of the City or
the FSA (first 3 letters of the postal code) under the Delivery Area (such as
Markham)

‘& Mailing Piece Description [E
- Click “Select” | nomap S
Title of Mail Piece | Abc2 | Location |1086 - LEO BLANCHETTE RVU =2
Weight per Piece (g) |10 | Date [2018/12/26 | = This is the date of the first or only deposit -
[ Parliament Mail [l Deposit(s) will be done before 11 AM
References
Cost Centre | |'| Reference #1 | |
Delivery Coverage Filters Geographic Area Quick Select
Target Areas [v| All Types Houses Apartrents Province |Ontario |'|
BN T Delivery Areas or Postal |Markham |

Codes starting with:

Delivery Modes [v| All Types CF DR GD
@i FLlc MR [FRR [&5s

[] Auto-Complete Split Walks

Geographic Area Selection

Houses Apartments | Farms | Businesses

CANADA
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-
Mailing Piece Description pop-up — Continued

- The screen will now display the points of call (which represent the total # of mail
items) selected

- Click the “+” symbol to expand and validate that the entries are correct
- This will also allow you to select and de-select routes (checkmark)

- Once you have selected the routes you wish to target and you are finished, press the
“Apply(Done)” button, if you wish to add more areas, select “Save-Next”

& Mailing Piece Description
Piece Description Deposit Details
Title of Mail Piece | Testl | Location 086 - LEO BLANCHETTE RVU [~
Weight per Piece (g) [LL J Date [2019/01/18 | 7] This s the date of the first or only depesit [
[ Pariiament Mail 71 Deposit(s) will be done before 11 AM
Cost Centre | [*|[Z] Reference=1 | |
Delivery Coverage Filters ic Area Quick Select
Target Areas [v] All Types Houses Apartment: 3 Province \ \'|
Farms Businesses Delivery Areas o POS‘B" |
Code g

Delivery Modes v All Types [/ CF [/ DR [l 6D
M8 Mic MMR MRR [Ss

[ Auto-Complete Split Walks

Geographic Area Selection

uses Farms Busin
B [¥IE> MARKHAM 74389 10735 2 9074
® W3 L3P 10831 1100 0 974
® M0 L3R 16212 3970 1 6641
® M3 L3S 12614 629 0 46
f# 3 L6B 8968 i 254
® M3 LeC 15022 25 1 1
[ 3 LeE 10494 123 a 255
® M3 L66 0 250
A [J&3 MEAFORD 2857 390 %0 147
# [JE3 MIDLAND 6665 26: 2 700 S
Delivery counts are as of: Expected defivery start date €_Points of Call selected: 94200
| save-Next | | apply©one) || cancel |

POSTES
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| have different versions of my items

- You can have different versions of your items on the same Statement of Mailing.
In order to identify the different versions of your items, they must be entered
separately and given a different Title. You may add to your mailing plan at this
point by clicking on “Add” and follow the steps identified in slides 5 to 8

H mailin gs - Neighbourhood Mail - New

1. Describe Mailing ). Review Mailing Plan | 3. Calculate/Print Labels |
Billing Information (0007023210 - [IQA CUST DO NOT USE - 005)

Contract - Owner/Alias Name |0040662505 - QA CUST DO NOT USE - 005 = Paid By 0007023210 - QA CUST DO NOT USE - 005 || Method of Payment | Account
Recelving Location |0015 - OTTAWA RVU I~

Mailing Characteristics

Customer Reference |Mai|ing 1 | Size of Pieces | Standard (up to 30.50 x15.24 em - 120 x 6.0 inches) |'| Promo Code

[ Pieces are thicker than 1.9 cm (0.75 inch)

Mailing Pieces

Add | | Update | | Cancel | | Delete ‘ | Bulk Update | Generate Mailing Plan

|Tit|e of Mail...l Version Spe...| Weight | Deposit Loc...l Deposil!Sta...| Pieces | Cost Centre | Reference #1
Abc2 Yes 101086 - LEO B... 2019,/01,/03 67772
Defl Yes 101086 - LEO B... 2018/12/26 6981

CANADA
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Describe Mailing Tab — Bulk Update

- Details of the mailing will now appear at the bottom of this screen

- If you've entered multiple mailing plans, and you wish to make a bulk change,
such as updating the deposit date, you can do this by clicking on the “Bulk
Update” button

] Mailings - Neighbourheod Mail - New

1. Describe Mailing | 2. Review Mailing Plan | 3. Calculate/Print Labels |

Billing Information (0007023210 - IIQA CUST DO NOT USE - 005)

Contract - Owner/Alias Name | 0040662505 - IIQA CUST DO NOT USE - 005 || Paid By 0007023210 - IQA CUST DO NOT USE - 005 |*| Method of Payment | Account
Receiving Location |0015 - OTTAWA RVU |~

Mailing Characteristics

Customer Reference |Mai|ing 1 | Size of Pieces | Standard (up to 30,50 x 15,24 cm - 120 x 6.0 inches) |'| Prome Code
[] Pieces are thicker than 1.9 cm (0.75 inch)

Mailing Pieces

Add | | Update | | Cancel | | Delete | | Bulk Update | Generate Mailing Plan

|Tit|e of Mail...l Version Spe...| Weight | Deposit Loc...l DeposiifSta...| Pieces | Cost Centre | Reference £1
Abc2 Yes 101086 - LEC B... 2019/01,/09 67772
Defl Yes 101086 - LEO B... 2018/12/26 6981

POSTES
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Describe Mailing Tab — Bulk Update Continued

. & Bulk Update Mailing Pieces = |
- Select the information TR T
. Deposit Location | |v|
you wish to bulk Change Deposit Date |2019/01/30 | 7| | This is the date of the first or only deposit| |
(for example the Deposit | [/ [2] 0 clear cost Conte
Date) Weight Per Piece (g) | |

Mailing pieces to update (press Ctrl to select multiple)

- Holding the CTRL key
and clicking on the line
will allow you to select
specific Delivery
Installations or holding
Shift and clicking on the
last line of a sequence
will select all.

- Once you've entered the
changes, click “Apply”

Apply I | Cancel |

|
CANADA » POSTES
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Describe Mailing Tab — Generating the Mailing Plan

One you have completed entering the mailing details in the “1-Describe
Mailing” tab, you are now ready to Generate the Mailing Plan. You will find
the button at the top of the screen

File  Configuration Tools Help

mE & © e | & B 2 B

Mew Save Delete | Load Ternplate Save Template | Import | Generate Mailing Plan | Calculate Labels | Preview Finalize Export

m Bl Mailings - Neighbourhood Mail - New

B

Transmit

CANADA
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What if | need to make changes to my Mailing Pieces
Information?

- If any changes need to be made to the “Mailing Pieces” information, you may do so
even if you've already generated the Mailing Plan. You must highlight the appropriate
line (blue) and click “Update”. This will open up the Mailing Piece Description pop-up

window where you will be able to make changes and, once completed, click “Apply
(DO n e) ” /] Mauugs - P-I\ghb-:-urh-:u:-d Mail - New

<I_Describe Mailing 2. Review Mailing Plan |, 3. Calculate/Print Labels |

Billing Information (0007023210 - IQA CUST DO NOT USE - 005)

Contract - Owner/Alias Name | 0040662505 - IQA CUS % Mailing Piece Description :
Receiving Location | 1086 - LEO BLANCHET|  Pjece Description Deposit Details

Title of Mail Piece |1 have changed this field Location [1086 - LEO BLANCHETTE RVU =l

Mailing Characteristics Weight per Piece (g) 11 Date [2019/01/18 | =] [This is the date of thefirst or only deposit =

Customer Reference [ Parliament Mail

[ Deposit(s) will be done before 11 AM

Mailing Pieces

- Example: The title |5 e e ) = = |

ivery Coverage Filters hic Area Quick Select

Target Areas [¥) All Types Houses Apartments Province | |-

f h . I . h e Farms Businesses Delivery Areas or Postal | |
' ' I Cod ing with:
O t e a.l I n g aS Delivery Modes [+ All Types CF DR [ 6D

Mg MLc MMR RR [AsS

b e e n u p d a'te d [] Auto-Complete Split Walks e

hic Area Selection

Houses A | Fams | Busi |

M3 on 3650737 1319062 50034 324171
Delivery counts are as of: Expected delivery start date Points of Call selected: 94 200
[ Save Moo || Apply@ong) | [ Concel |
CANADA » POSTES
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Review Mailing Plan Tab

- This tab is used to allow you to review the Delivery Installations. If there are errors
and/or you wish to make any single or bulk changes, you may do so at this point. If
no changes are needed, you can continue to tab 3 by clicking 3. Calculate/Print
Labels.

ll Mailings - Neighbourhood Mail - Accepted - 20

1. Describe Mailing Review Mailing Plan 3. Calculate/Print I.ahels\

Select Delivery Installations to view and/or update

Once Satisfied with the Mailing Plan,

SearchIn |Pr0\.rince |'| for | |'|
Click Tab 3 - Calculate/Print Labels
Filter Delivery Installation Search by Status: ® All () Errors ) Valid
Edit selected Delivery Installation(s)
Bulk Update Fields
Location | |'|
Date | =] =i
Deposit Before 11 AM | |~
Reference #1 | | [ Clear Reference #1 value(s)
Reference #2 | | [T Clear Reference 22 value(s)
| Update | | Cancel | | Delete | | Edit | | Update All | | Export Errors | | Delete Errors |
| | Pieces | Province | Delivery .Alea| DI Postal Co..|Delivery Inst..| Title of Mail. .I Deposit Date| Deposit Bef.. | Delivery 5ta... | Deposit Loc.. .I TR Requlled| Re{elence#l| Reference #2|  Weight Cost Centre | Target Area
v 50 297 Ontaric MARKHAM L3R 2KO UNIOMVILL... Thave chan... 2019/01/18 No Upon Receipt 1086 - LEO B... Yes 1 HAFB
v 43 903 Ontario MARKHAM L3R 3KD UNIONVILL... I have chan.. 2019/01/18 No Upon Receipt I086 - LEQ B... Yes 11 HAFE
v 8775 Quebec GATINEAU  J8L 2G0 GATINEAU ... Defl 2019/01/18 No Upon Receipt 1086 - LEO B... Yes 12 HAFB
v 5436 Quebec GATINEAU  JEM1A0 GATINEAU ... Defl 2019/01/18 No Upon Receipt 1086 - LEO B... Yes 12 HAFB
v 58068 Quebec GATINEAU  J&P 5B0 GATINEAU ... Defl 2019/01/18 No Upon Receipt 1086 - LEO B... Yes 12 HAFB
v 38683 Quebec GATINEAU  J&Y BNO GATINEAU ... Defl 2019/01/18 No Upon Receipt 1086 - LEO B... Yes 12 HAFEB
v 27 336 Quebec GATIMEAU  J9H 3L0 GATIMEAU ... Defl 2019/01/18 No Upon Receipt 1086 - LEO B... Yes 12 HAFE

POSTES
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Review Mailing Plan Tab - Continued

- If there are errors, a red X and a blue “I” will appear in the row. If you click on the “”
a pop-up will appear with options on how to handle the error(s)

] Mailings - Neighbourhood Mail - Accepted - 2019/01/17

1. Describe Mailing¢] 2. Review Mailing Plan T8. Calculate/Print Labels\

Select Delivery Installations to view and/or update

Search In |Prm.rince |v| for | ‘v‘ Once Satisfied with the Mailing Plan,
Click Tab 3 - Calculate/Print Labels
Filter Delivery Installation Search by Status: () AH Valid
Edit selected Delivery i
Bulk Update Fields

Info @
Location | @I T |v|

Date | =l

This error has occurred because it is not be possible to transport the items to the delivery installation in time for |'|
Deposit Before 11 AM | the ;pecrflet.i deliver start date. The recommended solution is to change the date type to Upon Receipt. This can |v|
be accomplished using one of three options:
Reference #1 |
Option 1
Reference #2 | Change all errored records to Upon Receipt
= Enter a value in the date field and choose "date of first or only deposit”
| Update | | Cancel ‘ | Delete ‘ | Edit ‘ « Press Update All
| | Pieces | Province ‘ Delivery Area|DI Postal Co..l Option 2 Weight | Cost Centre ‘ Target Area |
v 38 421|Ontario OTTAWA K2G 4v0 Delete the errors and correct them at a later date HAB
v 10 029 Ontaric OTTAWA K2H 520 + Press Export Errors 22 HAFE
%557 0ntaio__OTTAvA ot B e I T
» Select OK

= Press Delete Errors

Option 3

Manually correct errored records

» Select row(s) you wish to correct (press CTRL to select Multiple)

= Enter a value in the date field and choose "date of first or only deposit”
= Press Update

CANADA POSTES
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Review Mailing Plan Tab — Continued

- Any combination of the Delivery Installations below can be highlighted and bulk
updated

- Holding the CTRL key and clicking on the line will allow you to select specific
Delivery Installations or holding Shift and clicking on the last line of a sequence will
select all. Once you've entered the changes, click on “Update”

Wl Mailings - Neighbourhood Mail - Accepted - 2019/01/18

1. Describe Mailing €.2. Review Mailing Plan 8. Calculate/Print Labels\

Select Delivery Installations to view and/or update

Search In |Prmrin(e |'| for | "|

Once Satisfied with the Mailing Plan,

Click Tab 3 - Calculate/Print Labels
Filter Delivery Installation Search by Status: @ All C Errors ' Valid

Edit selected Delivery [
Bulk Update Fields
|
Location |0015 - OTTAWA RVU I |'|
Date T=0 &
Deposit Before 11 AM ‘ |v|
Reference #1 | Clear Reference #1 value(s) Hold CTRL on your keyboard to select
Reference 22 | | 1 Clear Reference 22 value(s) specific Delivery Installations or Shift to
|| Update ||| Cancel | | Delete | | Edit Update All | | Export Errors | ‘ Delete Errors | / select Sequemial lines
Province

50 297|Ontario CHAD,

43 903 Ontario MARKHAM L3R 3K[]
|| 8705lQuehec  IGATINEAU L2
_ GATINEAU

Mo Upon Receipt 1086 -
| No |Upon Receipt[i086 -

SNASERE

58 068 Quebe( GATIMNEAU  JBP SBU GATINEAU Deﬂ. 2019)’011’18 Ne Upon Receipt 1086 - LEO B...
38 683 Quebec GATIMEAL  JBY 6MO GATIMEAU ... Defl 2019,/01/18 MNe Upon Receipt 1086 - LEO B...
27 336 Quebec GATIMNEAL  J9H 3L0 GATIMEAU ... Defl 2019,/01/18 MNo Upon Receipt 1086 - LEO B...

CANADA » POSTES
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Review Mailing Plan tab = | want to override the
count information

1] Mailings - Neighbourhood Mail - Accepted - 2019/01/18

1. Describe Mailing €2. Review Mailing Plar_ 3. Calculate/Print Labels\l\

Select Delivery Installations to view and/or upd:

SearchIn |Pr0\.rince |v| o |v| Once Satisfied with the Mailing Plan,
Click Tab 3 - Calculate/Print Labels
Filter Delivery Installation Search by Status: ® All (' Errors () Valid
Edit selected Delivery Installation(s)
Bulk Update Fields
Location | |'|
Date | " v| | %/ Number of Copies Update @I |.|
Deposit Before 11 AM | DI Postal Code and Name: UNIONVILLE - LCD - 2 |'|
Reference #1 | MNote: Override number of pieces to zero if you wish to remove a Delivery Mode.
Reference #2 | FSA/PC | DM Type | DM Id | DI Name | Houses | Apartments | Farms | Businesses | Total (HH) | & O\.rerridel
. L35 LB 0001 MARKHAM... 40 10 50 o
| Update | | Cancel | | Delete | I Edit I 35 o5 0201 UNIONVILL.. 785
veces | Province | Delivery res] B S5 o2 JUNIONVILL. m———L oot Conte | Torget Aren
L35 0203 UNIONVILL... &70
v 43903 Ontario  MARKHAM | |32 SS 0204 UNIONVILL.., 3” 847 HAFB
v 8775 Quebec GATINEAU L35 55 0205 UNIONVILL... 727 100 10 a37 HAFB
V4 5436 Quebec GATINEAU L35 5 0206 UNIONVILL... 850 850 HAFB
v 58068 Quebec GATINEAU L35 53 0207 UNIONVILL... 863 863 HAFB
v 38683 Quebec GATINEAU L35 55 0208 UNIONVILL... a61 22 aa3 HAFB
v 27336 Quebec GATINEAU L35 55 0209 UNIONVILL... 799 135 1 935 HAFB
L35 55 0210 UNIONVILL... 795 260 13 1068
L35 55 0211 UNIONVILL... 721 11 732
L35 55 0212 UNIONVILL... 619 134 253 1006 —
T g n212 LUK | 2 15 Q hut
Total number of pieces for Delivery Installation: 50 297
I Apply I | Cancel

Example above — SS 0202 total was overwritten with 200 (instead of 833)

CANADA POSTES
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Review Mailing Plan tab = | want to override the
count information — Continued

- When you make changes to the number of pieces, a message is displayed advising
that there will be some points of call not receiving your mail pieces. Also, a yellow
warning sign appears to highlight where the numbers have been changed

m Mailings - Neighbourhood Mail - Accepted - 2019/01/18 Close ®

1. Describe Mailing €2. Review Mailing Plan_3 3. Calculate/Print Labels\

Select Delivery Installations to view and/or update

Once Satisfied with the Mailing Plan,

SearchIn ‘Prnvin(e |'| for | "|
Click Tab 3 - Calculate/Print Labels
Filter Delivery Installation Search by Status: @) All (! Errors ! Valid
Edit selected Delivery I (s)
Bulk Update Fields (1439) The amount entered in the Total Counts field
is less than the Househelder amount. This will result
ez | ‘ ‘ in some points of call not receiving the mail piece;
Date | " - | ‘ ‘v| Canada Post will not be responsible for specifying
where deliveries will not be affected.
Deposit Before 11 AM | -~
Reference #1 | | [[] Clear Reference #1 value(s)
Reference #2 | | [ Clear Reference #2 value(s)
| Update ‘ | Cancel ‘ | Delete | ‘ Edit Update All | | Export Errors ‘ | Delete Errors ‘

Province | Delivery Area| DI Postal Co..| Delivery Inst..| Title of Mail... Deposit Date) Deposit Bef...| Delivery Sta...| Deposit Loc... TR Required | Reference #1 | Reference #2
Ak 19664 Ontario IMARKHAM |L3R 2K0 ... | have chan... |2019/01/18 No Upon Receipt|0015 - OTT... Yes

v 43903 Ontario MARKHAM L3R 3KO UMIOMVILL... [ have chan... 2019/01/18 Upon Receipt 1086 - LEO B...

v 8775 Quebec GATINEAU  JBL 2G0 GATINEAU ... Defl 2019/01/18 No Upon Receipt 0015 - OTT... Yes 12 HAFE
v 5436 Quebec GATINEAU  J8M1AD GATINEAU ... Defl 2019/01/18 No Upon Receipt 0015 - OTT... Yes 12 HAFE
v 58 068 Quebec GATINEAU  J&P 5B0 GATINEAU ... Defl 2019/01/18 No Upon Receipt 1086 - LEQ B... Yes 12 HAFE
v 38 683 Quebec GATINEAU  JBY GNO GATINEAU ... Defl 2019/01/18 No Upon Receipt 1086 - LEO B... Yes 12 HAFE
v 27 336 Quebec GATINEAU  JAH 3L0 GATINEAU ... Defl 2019/01/18 No Upon Receipt 1086 - LEO B... Yes 12 HAFE

CANADA POSTES
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Calculate / Print Labels Tab

- This is the final tab that provides for the container labels to be printed
- The yellow fields are mandatory

- You may attribute the “Containers” information to all Mailing Pieces (highlighted in

grey below), or you may provide different information by selecting the appropriate
Mail Piece Title

[H Mailings - Neighbourhood Mail - Accepted - 2019,/02/05

1. Describe Mailing\l'. Review Mailing Pla Calculate/Print Labels 3

Enter Mail Preparation Parameters
Reminder: The mailing must be Finalized before you can print labels
and press Calculate

Deposit Organization

Use NP5 Organization [ Calculate Mono/Skids [
Mail Preparation Par.

Title of Mail Piece |AII Mailing Pieces I|'1|I

Containers IDZ::E changedthisfield 77— Brick-Piled Mono/Skids

Pieces per Bundle | | |

| Bundles per M/S (Min/Max) E

Bundles per Container | | M/S Type | |'| M/S Type I:
Container Type | |'|

| A Transport Delivery Start Date | Containers | M/S

E C3 LEQ BLANCHETTE RVU, 2019,/02/05
E C3 OTTAWA RVU, 2019/02/05

CANADA
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Calculate / Print Labels Tab — Continued

- The Delivery Installation and associated Containers will now appear on the bottom
half of the screen. You may expand by clicking on the + sign

- Based on the pieces per bundle and the bundles per container, EST 2.0 calculates
how many containers it thinks you will need based on the standard container size

Wl Mailings - Neighbourhood Mail - Accepted - 2019/02/05

1. Describe Mailing \'. 2. Review Mailing Plan Calculate/Print Labels |3

Reminder: The mailing must be Finalized before you can print labels You are ready to Finalize

DO
Use MPS Organization [ Calculate Mono/Skids [
Mail Prep
Title of Mail Piece | Defl ||
Contai C lidation into Mono/Skids Brick-Pilec
Pieces per Bundle |200 | Containers per M/5 (Min/Max) | | | | Bundles pe
Bundles per Container |20 | M/S Type | |'|
Container Type |Cust0mer Supplied Containers |'|
Calculate
|/| Transport Delivery Start Date | Contail
E [ LEO BLANCHETTE RVU, 2019/02/05 11
= [& IThave changed this field
] UNIONVILLE - LCD -2 & Ves Upon Receipt 11
= [= OTTAWA RVU, 2019/02/05
Defl
[] OTTAWA - LCD - LANCASTER & Ves Upon Receipt 2
= [& IThave changed this field
] UNIONVILLE - LCD -1 & Ves Upon Receipt 4
T DA POSTES
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Calculate / Print Labels Tab - Overriding Container
Quantities

- If you are able to fit the items in less or need additional containers, the counts can
be edited (if you have Finalized, you have to Undo Finalize before making
changes)

- If you wish to override a Container count, double-click on the specific line and a pop-
up window will appear

- You can change the total number of containers by clicking the “Fixed number” radio
button and entering the total number of containers

- Click “Apply”

& Single Delivery Installation Override (UNIONVILLE - LCD - 2) =)
Containers Consolidation into Mono/Skids ————  Brick-Piled Mono/Skids H
| A Override with a: Calculate Mono/Skids | | Use Brick-Piling when allowed | | I
B (5 LEO BLANCHETTE RVU, 2019/02/05 (7 Calculated amount ConinersperM/SOMinMa) | ||| BundlesparMSMinMa) || ||

B UNIONVILLE - LCD -2 # |Ves
A (= OTTAWA RVU, 2019/02/05 Pieces per Bundle Number of Consolidation M/S |:| Number of brick-piled M/S |:|

A G Deft
() OTTAWA-LCD-LANCASTR ¢ Ves | Bundles per Containes

& (& Ihave changed this field Container Type | Customer Supplie... |'
[] UNIONVILLE - LCD -1 & Ve
Mumber of Containers

[ gy || Concel |

CANADA POSTES
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Calculate / Print Labels Tab - How to print container
labels

In order to print your labels, the mailing must be Finalized
Click the “Finalize” button at the top of the screen

File  Configuration Tecols Help
mE & W © | i 5
Import | Generate Mailing Plan | Calculate Labels

Mew Save Delete | Load Template Save Template

gl |k b

Previewd Finalize Export

Transmit

Once Finalized, the top screen will be greyed out allowing for no more changes

* You may leave the Neighbourhood Mailing in finalized mode until the mailing is
packaged/labelled and ready to go. Once you are ready you will need to transmit
(see slide 23). Note: Depending on how long you hold off on transmitting the order,
you may have to re-do your Mailing Plan as routes may have been restructured
during that time.

Alternatively, if you wish to make changes, click “Undo Finalize” to allow you to
make changes

File Configuration Tools Help

W e & i fo

Mew Save Delete | Load Template Sawve Template

=

Irnport

5

Calculate Labels

o7y

Generate Mailing Plan

Bl | &« |

Preview fUndo Finalize | Export

B

Transmit

CANADA » POSTES
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Calculate / Print Labels Tab - How to print container
labels — Continued

- Now that the mailing is Finalized, EST 2.0 allows you to select the Delivery
Installations for which you wish to print labels

- If you wish to print all labels, check off all boxes in the first row of each Delivery
Installation (yellow circle below)

- Alternatively if the mailing is large, you can select certain Delivery Installations and
print them one by one (the print icon will be greyed out until something is
checked)

- You also have the option to select “Print to PDF” to save the document

Print | Print to PDF = — | | Void Labels |

Display: i Mot Printed (@ Printed

Sort Documents by: Change

Delivery Installation Postal Code

Transport Delivery Start Date
= LEQ BLAMCHETTE RVU, 2019/02/05
= [¥|E 1 have changed this field
[w][] UMIOMVILLE - LCD - 2 & Ves Upon Receipt 10
= &= OTTAWA RV, 2019,/02/05 3
= [i= Defl
DD OTTAWA - LCD - LANCASTER d’ Yes Upon Receipt 2
= [l I have changed this field
I UMIOMVILLE - LCD -1 / Yes Upon Receipt 4

POSTES

CANADA
>
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How do | print/transmit my Statement of Mailing
(SOM)?

- Once everything is inputted, to transfer this Order (SOM) to Canada Post, click the
“Transmit” button at the top half of the screen. A summary of the order will appear.
Click “Transmit”

s Help Service Type [Mailings [+]

Wl | I b e a u to m at | C al Iy 1. Describe Mailing | 2. Review Mailing Plan ' 3. Calculate/Prnt Labels |

Reminder: The mailing must be Finalized before you can print labels You are ready to Transmit

b « B

Preview Undo Finalize Export

&

Calculate Labels

&l

Import

I

Generate Mailing Plan

. Once clicked, the order & .9

charged to the account D i

Use NPS Organization a Calculate Mono/Skids [

Mail Preparation P

(if this is the option e FR— =

Verify information below and press Transmit. It may take a few moments before the process completes.

Containers

h d a Stat t e Toul e
C OS e n) an a a e m e n Bundles per Container Product Type: Neighbourhood Mail Paid by: 0007023210 Postage: 861937 = o

N P— - Maling Date: 20180205 Method of Payment:  Account METEE e =(Er A
ags . . Container Type | Customer Supplied Containers Transport Fees 74305 _HST: 0236
Customer Reference: Mailing 1 Total Number of Pieces: 74305 i :
. Sub Total: 936242 - PST: 63216
] Contract: 0040662505 Total Weight (kg): 14305
Net Amount Due: 10 704.71
Pieces Details

which must accompany R —

t h e m a I I I n W h e n Sert Documents by: Change {1645) Tt is the respansibility of the Customer ta ensure accuracy of infarmation in each SOM listed ahove. Canada Post reserves the right to adjust the Customer's
Delivery Installation Postal Code

invoice for any inconsistency between the SOM and items received, as required. Before transmitting, the fellowing must be verified on each SOM: Product, Velumes,

Weights, P Mailing Type, Surcharges, Contract Number and Paid By Customer Number. The Customer warrants that each SOM listed above is prepared in
accordance with the terms and conditions specified in the Customer's Agreement. I

H & W LEO BLANCHETTE RVU, 2019/02/05
d e pOS Ited at a Can ad a B W= Thave changed this field Address on Statement of Mailing
[} UNIONVILLE - LCD - 2 I ves
R A [ oTTAWA RVU, 2019/02/05
P Ost faC I I Ity & 0@ Det 10 SAINTE-CATHERINE
[0} OTTAWA-LCD - LANCASTER & Ves STE

B [JE= Ihave changed this field MONTREAL QC H2X1K4 =
[ UMIONVILLE - LCD -1 & Ves

- At the end of the day,
click “End of Day” "
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How do | import a Mailing Plan?

- Often mailers will receive targeting mailing plans that will consist of a small EST txt
file that can be uploaded

- Once you've opened a new Neighbourhood Mail Order, complete all mandatory
fields (yellow), click “Import” at the top of the screen

- For more information regarding Import File Specifications, go to:
https://www.canadapost.ca/cpo/mc/assets/pdf/business/import file specifications en.pdf

File  Configuration Tools Help

BE&| © © | &

MNew Save [elete | Load Template Save Template | Import | Generate Mailing Plan

m fll Mailings - Neighbourhood Mail - New

Calculate Labels

B » B

Preview Finalize Export

&

Transmit

[l Mailings 1. Describe Mailing | 2. Review Mailing Plan | 3. Calculate/Print Labels |

History

Templates Billing Information (0007023210 - IIQA CUST DO NOT USE - 005)

Presort Mailing Plans Contract - Owner/Alias Name | 0040662505 - IQA CUST DO NOT USE - 005 |+| Paid By [0007023210 - 1QA CUST DO NOT USE - 005 [=| Metho
99 Background Tasks

[ Messages Receiving Location |1086 - LEO BLANCHETTE RVU =2

Mailing Characteristics

Customer Reference || | Size of Pieces | |'| Promo Code

[T] Pieces are thicker than 1.9 cm (0.75 inch)

Add | | Update | | Cancel | | Delete | | Bulk Update | You must describe your Mailing Piece by using either Add or Import

|Ti‘tle of Mail...l Version Spe...| Weight | Deposit Loc...l DeposilfSta...| Pieces Cost Centre | Reference #1

CANADA POSTES
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https://clicktime.symantec.com/a/1/xo5dua86cVdquVUod_5rVCVUC3Ucla3IMbRAcePP-2k=?d=3_PbZrmb0wvujMddHx7PL69qRj7jhx8ZENL91GjC1VvbcTFQ9WzSoUf9u_W52_riODuWuWj2LZVxURYQmKJpW8jSUH6G67sWhdM-_CSoJeQTBgK110qBCYdiK276V1LRN3D-NLu9BV-caKepsUN2Z0UMkocHzXXFxiY99U_1ZNvHfkGdZwts0sXbbTtobd1j6Iq5xBNqdkn6OQQdn_GJOjKV1Oz5uxPvS9KHa3pJhjGc0-Dkc-Ym1Cng7Hs62aAYxax3xSTqxnz5I94NVcA1lgNRjLOy9uC_A-5FDq9FNm35P2UxoX2G8D-2spA1nWKpGr6Svv0efGySV_TXXTdbeWVLzn9xs_81tNtn12hBJzl3-U99Q5d_GIGRrp9k_dqzlsjIowhD61DFCniVbDjFvG2NyUDIc9mEHU-ULh6wQ-hAxpGGABNNBnImXm9r0ojdGPufDYwZK1AcWLWMl_s3CaO6zDZ-LkyCowDjUA%3D%3D&u=https%3A%2F%2Fstg12.canadapost.ca%2Fcpo%2Fmc%2Fassets%2Fpdf%2Fbusiness%2Fimport_file_specifications_en.pdf

How do | import a Mailing Plan? — Continued

- A pop-up will appear v =)
Steps Choaose the file
- S e | eCt th e fi |e yO u 1. Choose the file To import mailing pieces, please choose the file you wish to import.

2. Perform import

WISh to import :>Lookin: |EImportFiIe |v| @E

B Importation des fichiers_2016_fr.docox E'I M
- You may h ave to B Importation des fichiers_2016_fr.pdf B n
[E] Impartation des fichiers_20181105_v1_fr.docx BN
I & | | 1 | (* *)” [E] Impartation des fichiers_20181105_v2_fr_lulieP.docx BN
Se eCt A FI eS . [E] Importation des fichiers_20181108_v1_fr.docx ER

M Bl NM File Format 1 New_EST 2 0.bet

types In Order to B MM File Format 2-Mew_EST 2_0.tet

. [E] MM File Format 3_EST 2 0.tet
IO Cate |t [E] MM file format 4 1000 iterns_EST 2_0.xt

@ MM file format 4 1000 items_EST 2_0.td 181217 115923, error

- Choose the “Field d
. . y . File name: MM File Format 1 New_EST 2_0.bxt
Delimiter” of your file %

) CIICk the NeXt $§Z:1t:m(;eﬂr:0mma () Tab [_i Semicolon (! Space [_ Other I:I
button

- Note: If the file you
are importing is Type
4, skip to the next
Sllde |-;E|'E-.'!_ﬂem:> | Einich | | cancel |

CANADA POSTES
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How do | import a Mailing Plan? — Continued

i | < =)

- You will now be asked to S

“Describe Mailing Piece” L Choosethefile Piece Descripton

. o Tl o i Pice |

- A” ye”OW flelds are o i Weight per Piece (g) l:l [] Parliament Mail

mandatory Deposit Detais

. : . Location | 086 - LEO BLANCHETTE RVU =2
- The “References” section Date| =] E
1 Deposit(s) will be done before 11 AM

IS optional

References
- In the “Delivery Coverage Rf::::} "I
Filters” choose which [ D Covoeier
Optlon you WISh the System l;e::‘l:::::act:r:;:v\«'\rtcbhanl:ileentrls\n\rltl"l no counts.
to do should it encounter e ossheldercoun

[1Houses [ Apartments [1Farms [ Businesses

entries with no counts from
your import file

- Click “Next”

CANADA » POSTES
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How do | import a Mailing Plan? — Continued

- Click the “Finish” button

- Once the plan is imported, you should receive a successful
screen

- Click “Close”
- Go to slide 12 for next steps

v == (=) (==
Steps Perform import Steps Summary
1 Choose the file ; 1. Choose the file ;
Press Finish to import the data. '
2, Describe Mailing Piece @ b @ LRestionpits
3. Perform import
Import complete.
Task results
Import was successful.
D =]

CANADA
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How do | import a Mailing Plan? - How to add or
remove routes

To add additional routes, a separate Mailing Plan line must be created and added
underneath the existing entry

To do this, go back to slide 4

Routes can be removed or edited by overriding the counts in the “Review Mailing
Plan” tab

To do this, go back to slides 10 and 11

You are now ready to click the “Generate Mailing Plan”
To do this, go back to slide 12

CANADA

POSTES
>
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| transmitted my Statement of Mailing (SOM) by
accident, can | delete it?

- If you transmit a SOM by accident, it can be deleted
- To do this, you must click on “Help” at the top of the screen
- Then click “Online SOM Cancellation Requests”

Eile  Configuration Tools§

B Z & =

New Open Delete | | & Contents
m Information and Resources
_ e Nevs
Hnstony Householder Counts and Maps
Templates Online SOM Cancellation Requests
:::skog':::::l:;z;shns Manifest Cancellation Request Username Forgot username?

Online Profile
D Messages Ac tmw—'rtrsv'nmmmm digitalmig
Password Forgot password?

- A pop-up window will appear and ask you
to log in into your CPC Account Profile

[0 Rememberme ()

Sign up

yo s

CANADA

POSTES
CANADA
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| transmitted my Statement of Mailing (SOM) by
accident, can | delete it? — Continued

Once you log in, you will be in the
“Create a service ticket” flow;

1 ice ticket
type: Cancel an Order (Statement reate a service tickeT™>
of Mailing) B

@
Ticket details
FO”OW the S-teps- and Complete @ancﬂanorﬂerfﬁmememdm@
the appropriate information that R
atement o aning Information
can be found on the 3 page of seectcustomer

0007114407 - Temporarily Unavailable

the SOM that was printed from
the initial transmission

Statement of Mailing Number *

CANADA
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Top screen icon definitions

Quick description

Recall characteristics of a mailing that you’ve previously saved

Save Template

=l

Import

erate Mailin

Save characteristics of a mailing for repeated future use

Import a mailing plan or coverage for a Neighbourhood Mail campaign

Calculates the route counts for each delivery installation

Calculates the number of labels for each delivery installation

Shows the detailed cost of the mailing and allows you to create a
Preview SOM to save for your records

Validates and locks the mailing before transmitting. No further changes
can be done unless you “Undo Finalize” for the mailing

Creates a .txt file of your routes and counts

Electronically sends Canada Post the mailing information and generates
your SOM to accompany your mailing drop off



General iInformation

g

Help tool and links: Help
https://www.canadapost.ca/cpo/mc/business/estdesktop20/help/index.isf?LOCALE=en

You can receive helpful tips by placing your cursor in the field you need help with, then
clicking on the Help button in the top right-hand corner or pressing the F1 key

EST Help 1877 376-1212
Supplies and service 1 866 757-5480
Label stock (rolls — 500) # 33-086-829

(for thermal printers)
Label stock (Z-fold — 4,000/box) # 33-086-672

(for thermal printers)

CANADA
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