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1. Homepage

1.1. How does the homepage look like?

&,
bpost

Dashboard Orders Pick-up requests Admin

shipping manage

o

M | ¥ Welcome TEST_TXP_ICT | Log out | Help

Period
FROM UNTIL
I v | 10/12/2013 ‘ v ‘ 30/12/2013 ]A

bpost parcel 1 )

Order Status Status shipments

» Pending 263 P Created 454
» Open 81 P In Transit 84
) Today printed 7 P Awaiting pickup by customer 0
» On hold 14 » Delivered 2
» Cancellied 29 » Back to Sender 2

Pick-up overview

B Al 7

New shioment New Pinl(-up
9 10

P bpost parcel 1 @

News @

» PopE1V 30/12/2013
P PopE1V 30/12/2013
P IniN1V 30/12/2013

P Title visible popup 2712 En
27M12/2013
P Mise a jour du bpost Shippi
07/06/2013
P New Magento module availa
26/02/2013
P Mozilla Firefox 20.0 proble .
26/02/2013

Contact @

For questions regarding the
application, a shipment, your
coniract, please contact our
customer service.

1.1.1. Top menu

The browsing menu provides you with an overview of the status of orders, tracking parcels and latest bpost news;

Homepage:

(D Orders: overview of the shipments of all related accounts;
@ Pick-up request: overview of pick-up requests and pick-up lists;
© Admin: overview of the addresses of senders, receivers, pick-up addresses and settings for the integration of the

Shipping Manager front-end in an online shop;

@ Icon: This icon enables the user to return to the bpost portal to view the whole range of available applications;

@ Welcome: view of the user account;

@ Sign off: enables the user to return to the bpost site and to disconnect the application;

@ Help: this link opens a new page with FAQs.

1.1.2. Dashboard (®)

The dashboard provides an overview of the complete
status of shipments for the selected customer account
and within the selected period. An overview of pickup
requests is also available.

Three actions can be performed:

© Creation of a new shipment
@ Pickup request
@ Search a shipment

1.1.3. Right-hand menu

- If several customer accounts are linked to each other, several
dashboards will appear starting off with a summary dashboard.

- In order to carry out an action, the buttons have to be used
per dashboard, i.e. for a specific customer account.

@ An overview of various customer accounts is displayed to the right of the screen. When you click on the account
that interests you, you are automatically redirected to the account concerned.

@ News from bpost is published on a regular basis to keep you informed about the transport of national and

international parcels.

@ Our contact details are indicated in order to facilitate accessibility to our customer service department.
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1.2. What do the different types of status mean?

s 3

Dashboard Orders Pick-up requests Admin
Period
bpost parcel 1 - | Tom - |
10/12/2013 3011212013 | M

Order Status (1) Status shipments
P Pending 263 p Created 454
P Open 81 P In Transit 84
P Today printed 7 P Awaiting pickup by customer 0
p On hold 14 p Delivered
p Cancelled 20 p Back to Sender

There are two types of status for shipments:

@ The first column indicates the status of parcels in preparation
Pending: indicates if all the checks are satisfactory (e.g. payment);
Open: the shipment is ready and the label can be printed to be affixed to the parcel;

Printed: the label has been successfully generated. As soon as this status is reached, it is no longer possible to change
it manually. The status will be updated by the logistic flow status;

On hold: if the label has not yet been generated, it is possible to put orders on hold (e.g. stock outages);
Cancelled: if the label has not yet been generated, the shipment is cancelled (e.g. failure to pay).

@ The second column indicates the status of parcels in logistic flow

This is a summary of the tracking status in the e-Tracker, the online tool to track &trace bpost parcels
(www.bpost.be/track). If you wish to have detailed information about a parcel, you can always click on the barcodes
in the application itself in order to be redirected to the e-Tracker.

Created: the label has been generated but not yet scanned in the bpost network;
In transit: the parcel is on the way for delivery;

Awaiting pickup by receiver: in the case of home delivery, if your customer was not at home at the time of delivery,
he/she has go to a pickup point to receive the parcel. The customer is informed by a note left in the letterbox
indicating the place and opening hours of the pickup point and the final date when pickup is possible.

In the case of a delivery to a pickup point (post office, postal point or automatic parcel distributor), the receiver
receives a message to inform him or her about the availability of the parcel (either by email or by SMS);

Delivered: the parcel has been successfully delivered to the receiver;

Back to sender: the parcel was not delivered to the receiver and has been returned to sender. Possible reasons: the
receiver has not collected the parcel from the pickup point has refused the parcel or the address is unknown.

The status of pickups indicates pickup requests and pickup lists for the reference period and account of the user
concerned.
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1.3. Status updates

For parcels in preparation, the status is immediately updated. With regard to the status of parcels in the logistic flow,
they are automatically updated overnight or can be updated on request on the request page.

1.4. How to change the reference period

Period
FROM UMTIL
v| 10/12/2013 " 30/12/2013 ]A

bpost parcel 1

4 DECEMBER 2013 p

Order $Status Status shipm

SUN MON TUE WED  THU FRI SAT
P Pending 263 P Created 1 2 3 4 5 6 i
» Open 81 P In Transit | W 0 B 92 43 44
P Today printed i b Awaitingpeleyg — — —— —— — —— ——
P On hold 14 » Delivered i i 1 l i i i
P Cancelled 29 P BacktoSende| 22 23 24 25 26 27 28

Pick-up overview

p Al T

New shipment New Pick-up

@ At the homepage, it is possible to change the
reference date by choosing a date ranging from one
to thirty days. If no date is indicated, the last fifteen
days are taken as the reference period.

1.5. What does the “profile” function refer to in the “welcome” tab?

shipping manager

M | ¥ Welcome TEST_TXP_ICT | Log out | Help

P Profile
Test

P Preferences

Rl o

Edit delivery method

Deivery method home o office

[+ [omamre |

Visibity » bpack 24h business

Default product

» bpack Bus

@ bpack 24n business
® bpack Bus » bpack 24h Pro

® bpack 24n Pro
@ bpack Pallet
® BPACK EASY RETOUR

@ This function enables the user to define a default
product for a delivery method and possibly one or
more additional services. Profiles can be defined for
national or international shipments.

Several profiles can be created for national and
international shipments but only a single profile

can be defined by default. This default profile is
displayed automatically when the shipment creation
screen is opened.

Alternatively, you can assign a default product to a
delivery method without creating a profile. To do
so, you can configure it via the Admin menu in the
section “Delivery method” (€)). The default product
can then be defined.

1.6. What does the “preferences” function refer to in the “welcome” tab?

shipping manager

M | v Welcome TEST_TXP_ICT | Log out | Help

P Profile
rest

P FPreferences

@ Preferences is used for defining the label printing
format as format A4 (standard) or format A6 (roll
printing) and the layout of the Orders overview.
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2. Label creation

2.1. How to create a label

On the home page, select the user account and click on the “new shipment” button.

You will arrive on the standard shipment creation page with various methods of creation:

Manual: all the information is filled in separately;

Profile: on the basis of a shortcut (see chapter 1 1.5), you can assign a method of delivery to a product and to related

additional services;

CSV: you can upload up to 1,000 addresses at a time to create shipping labels;

One-Shot: for a national home delivery, it is possible to create multiple shipping labels for addresses in the address

book using the same combination of product and options.

2.1.1. How to create a label in manual mode

(4
bpost

Dashboard Orders Pick-up requests Admin

A | v weiome

Protiie

. oo [ oo

For international shipment

Create shipment for Test, label 1

Delivery methods

For national shipment

hnmenrnfﬁco H pick-up point ° l Parcel machine 4 l home or office

A. Home or office delivery

(/4
bpost
Dashboard  Orders  Pick-uprequests  Admin | v Weicome Te|
Profie
Greate shipment for Test, label 1 I - s | or- o |
Delivery methods
For national shipment For international shipment
home or office pick-up point Parcel machine home or office
home or office - bpack 24h Pro
Sender Receiver Extra Services
e FIsignature
[+ [ rummens [+ en B
FIBasic Insurance

— — Parcels have a signifcant
R [ ] commercial value. Take no
== ecessay . Ghomse

the shipping option "Basic
Contactname Contactname e s
Gindy ] goods o 2 masimum of

500,00 euro.
Street: Street:
[ougsreat ] Eautomatiozna

Presentation
e Box e Box
C 3
City* City*
[ = [s260-Lovenot [~] )
ountry Country*
[+ [ selqum [+ [ sequm ]

Automatic 2nd

Extra Services Presentation

Delivery method home or office - bpack 24 Pro

services

info "Next Day" WSO Language*

[+ [ema [iex@emee |

Info "Next Day"
Message of your choice (via
SMS or e-mail) to notify that
your parcel will be delivered
the next business day.

FICash on delivery
Elinfo "Distributed”
Eisignature

Elinfo "Reminder"

FiBasic Insurance

Three methods of delivery are available in Belgium:

@ Home or office delivery;

@ Delivery to a pickup point (post office or post
point);

@ Delivery to a parcel machine - bpack 24/7

Deliveries abroad are only possible to home or office
addresses.

You select home or office delivery (@). After selecting
the method of delivery, you can still choose the
product you want for your shipment. Depending on
the product chosen, certain options will be available,
included or invisible.

As soon as the method of delivery is selected, you can
fill in the sender and receiver fields (@).

If this is a new address, it is possible to register it in the
application using an “alias”.

Additional services are also available. These three
options are the most frequently requested from bpost.

If you wish to have additional options, you can request
them via the “plus” selection button (@).

All available options for the selected method of delivery
and product will then be visible.

Once an additional option has been selected, it will also
be visible on the label creation screen.
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A bis. Office delivery:

bpack 24h Business (only available if part of your contract)

If you have a bpack 24h Business contract, this product will appear as standard when you click ‘home or office’. The
‘Basic Insurance’ and ‘Automatic 2nd Presentation’ options are already checked because they are included in the
bpack 24h Business product. The ‘Signature’ option is not checked, but it is included in the ‘Basic Insurance’, so you
do not need to select it (if you do, an error message will be displayed).

(/4
bpost

Dashboard Orders

Pick-up requests

Admin

Create shipment for bpost parcel 1, label 1

Delivery methods

For national shipment

Profile

shipp!

A | v Weicome TEST_TXP.

EAR— - ] o |

For international shipment

o

home or office

w | bpack 24n business

o

pick-up point

®

Parcel machine

o

home or office

home or office - bpack 24h business

Sender

Default address

Receiver

Default addr

[ | Furmens

| [ e

Name*

Name*

‘ Rummens

Extra Services
signature

Basic Insurance
Parcels have a significant
commercial value. Take no
risks. Choose

Contact nam

the shipping option "Basic
Insurance” insure your

Scroll down to enter the desired delivery place (€9)

(such as rear entrance or stockroom). Our staff must
have unrestricted access to this delivery location.
Deliveries to a specific desk or person are not permitted.
If this is what you require, choose our ‘Desktop Delivery’
option. For more information about ‘Desktop Delivery’,
contact your account manager.

You can also enter the addressee’s opening times at
the bottom. We will take this into account as much
as possible to ensure the delivery of your parcel goes
smoothly. To enter the opening times, click ‘click to
update’.

[cnay [ |

[ugstaat | \

e | | | |

city* city*
‘ v ‘ 3360 - Lovenjoel ‘ ‘ v ‘ ‘

oods to a maximum of
500,00 euro.

You can now enter the addressee’s opening times. If you
choose ‘fast entry’ (@) (such as 09:00-17:00 or 09:00-
12:00/13:30-17:30), the same times will be entered for all
business days. Otherwise, you can enter different times
for each day. If your customer is closed on a certain day,
you can uncheck that day.

[Z]Automatic 2nd
Presentation

Contactphone * Contact

123456780
Desired deery place

Save as allas ‘

Edit Opening hours

Quick Entry

Opering hours.

Once you've entered the opening times, click ‘save’
(@) to return to the shipment page.

Monday
Tuesday uninoun
Wednesday wninoun

Thursaay

Fricay wninoun

[ Save as alias

The following information related to the shipment may be added: [ .. ., normation

Weight Cosl center

@ Free message: this information will be printed on the label.
Up to 50 characters are permitted;

© Weight: the weight of the parcel is defined in kilograms;

kg ‘ 999010~ 138@304857
@ Reference: this is a code which is automatically generated

but which can also be changed. This code can be used to track

parcels via www.bpost.be/track. If no comment has been made,
this reference field will also be printed on the label;

() Cost centre: this field enables various departments, companies or actions to be mentioned separately on the same
customer account.

When all the information has been completed for the creation of a shipment, it will be possible:

@ to save and add labels with the same reference to other parcels;

© to save the current shipment and start a new shipment with another reference and another receiver;
@ to save the shipment and print the label;

@ to save the label and close the parcel creation function

@ to cancel the ongoing action.


http://www.bpost.be/track
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2. Label creation
B. Delivery to a pickup point
Delivery methods . . . .
e et B e et You select delivery to a pickup point, i.e. a post office or
[ 2] ) ® [ 2] a postal point.
home or office pick-up point Parcel machine home or office
By choosing this method of delivery, the options for
notification by e-mail or sending an SMS to the receiver
picicup point - bpack@bpost are automatically included in the cost of the shipment.
Sender Receiver Extra Services L. ) .
‘ = S e The fields must be filled in including the email address,
¥ | Default Address ¥ | New commercial value. Take no .
e s e the telephone number with a language code and the
e — grom aramint language in which the notification should be sent to the
receiver.
Search
street Nb Postal code
I - |
(@) BRUXELLES DE BROUCKERE 2 £ Laeken” 17
B s s l_—] N ¥ Evere
SRkt - 2 ;@' If a pickup point is selected, a map appears and it will be
Bruxfer .
9 rororrceamooss (8 M - possible to configure search parameters.
1000 Bruelies % /\@ : o

Anderlecht 7 i

les:
_Saint-Gilles Elsene Etterbeek

PmAsmd/ ; 7 Sint-Gills

aimte | TommselDen e te e

(« Postoffices € Post points

@) BRUXELLES BOGARDS
sssss mRue des Bogards 19
1000 Bruelies
@ POINT POSTE PRESS SHCITY
ez Rue Newe 123A blelbus 11
1000 Bruxelles

Y oicer
Vorst

@ POINT POSTE SUPERETTE NAT .. Coo

The following information related to the shipment can be added:

D Free message: this information will be printed on the label.

Up to 50 characters are permitted;
@ Weight: the weight of the parcel is defined in kilograms;
© Reference: this is a code which is automatically generated

Parcel Information

Free message Cost center

Kg [999010 138“304557 ] l

R

Weight

but which can also be changed. This code can be used to track
parcels via www.bpost.be/track. If no comment has been made,

this reference field will also be printed on the label;

@ Cost centre: this field enables various departments, companies or actions to be mentioned separately on the same

customer account.

When all the information has been completed for the creation of a shipment, it will be possible:

@ to save and add labels with the same reference to other parcels;

@ to save the current shipment and start a new shipment with another reference and another receiver;

© to save the shipment and print the label;

@ to save the label and close the parcel creation function to cancel the ongoing action.
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C. Delivery to a parcel machine

Delivery methods You select delivery to a bpack 24/7 parcel machine.

For national shlpmsm For international shipment

By choosing this method of delivery, notifications by e-mail
or SMS to the receiver are included in the cost of the
shipment.

®

home or office Parcel machine home or office

plck up point

Based on the user account, the system fills in the language,
e-mail address, phone number and preferred parcel
machine of the receiver.

Parcel machine - bpack 24h Pro
Sender Receiver Extra Services
[IBasic Insurance
Parcels have a significant
commercial value. Take no

[ e rares [ e

unnecessary risks. Choose:
the shipping option "Basic
Insurance” insure your
goods to a maximum of
Contact name Eatrice Wilem 50000 euro.

The following information related to the shipment can be added:

Parcel Information

Free message Weight Cost center

kg ‘999010 13866304857 J l
@ Reference: this is a code which is automatically generated

but which can also be changed. This code can be used to track

parcels via www.bpost.be/track. If no comment has been made,
this reference field will also be printed on the label;

(D Free message: this information will be printed on the label.
Up to 50 characters are permitted;

@ Weight: the weight of the parcel is defined in kilograms;

@ Cost centre: this field enables various departments, companies or actions to be mentioned separately on the same
customer account.

When all the information has been completed for the creation of a shipment, it will be possible:

@ to save and add labels with the same reference to other parcels;

@ to save the current shipment and start a new shipment with another reference and another receiver;
@ to save the shipment and print the label;

(@ to save the label and close the parcel creation function to cancel the ongoing action.

D. Delivery abroad

Delivery methods

For national shipment For international shipment

o

home or office

You have a shipment to be sent abroad. You only have the
possibility of sending your international parcels for home
or office delivery ().

home or office pick-up point Parcel machine

international home or office - bpack World Business

Sender

etatzaass
[ | etaut pcress

Receiver

—
[~ [

l

Name*

Name*

[res

J

Extra Services

After selecting the method of delivery, you can still choose
the product you want for your shipment. Depending

on the product chosen, certain options will be available,
included or invisible.

As soon as the method of delivery is selected, you can fill in the sender and receiver fields.
If this is a new address, it is possible to register it in the application using an “alias”.
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The following information related to the shipment have to

be added: E:::::J.g:oma“o“ Weight* l Coslcenler l
:} — kg | 999010- 13554&557
@ Content description: information concerning the contents Conentdescrgion” ___ Stioment e Parce et  parcevave

¥ | De ents l v | Dy Y l EUR

of the parcel is obligatory for international shipments;
[ Please indicate if this parcel is sent to a private address

@ Weight: weight is defined in kilograms;

© Reference: this is a code that is automatically generated “m

but which can also be changed. This code can be used to
track parcels via www.bpost.be/track. If no comment is
made, the reference field will also be printed on the label;

@ Parcel Return Instructions: if the parcel cannot be delivered to the receiver, it can be returned to the sender or even
destroyed;

© Parcel value: this value is given in euro and is the commercial value of the parcel contents;
@ Shipment type: there is a choice between a document, a gift, a commercial sample or other type.

Several items of optional information can also be added: _
Parcel Information
Free message Weight * Ref.* Cost center

@ Free message: this concerns information which will be L @ [ ][ [somosssamsusesr ]| ]
H H . Content ion * Shipment type * Parcel Return ions * Parcel Value*
printed on the label. Up to 50 characters are permitted; | i &= P e

@ Cost centre: this concerns a field that mentions the various

. [C] Please indicate if this parcel is sent to a private address
departments, companies or actions separately on the
invoice on the same customer account. %%%@

When all the information has been completed for the creation of a shipment, it will be possible:

@ to save and add labels with the same references to other parcels;

@ to save the actual shipment and start a new shipment with another reference and another receiver;
@ to save the shipment and print the label;

@ to save the label and close the parcel creation function

@ to cancel the ongoing action.

2.1.2. How to create a label using a profile

On the upper part of the creation of a shipment screen, there is a list of various available profiles which were created
previously. In the drop-down list, you can select the profile you require. Once the profile has been selected, the method
of delivery, products and options are automatically entered. You can then fill in the address fields and general information
on the parcel.

2.1.3. How to create a series of labels on the basis of a CSV file

A CSV file is an Excel file registered in CSV format. In order to use this method, the format of the columns must comply
with the example for national and international shipments.

On the shipment creation screen, there is a selection
button in the upper right-hand part of the screen to
download CSV files ().

Upload CSV

‘You have the option fo upload a CSV file for national or international shipments.
Please click on a button below to make your choice.

7 If the data are not correctly completed, an error message

T will highlight the errors so they can be corrected.

Example Example

10
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2.14. How to create a series of labels using the one-shot function

This function is only available for Belgian home or office delivery.

You select the product and options required and the delivery address. You can then fill in the general shipment
information (comments, cost centre, reference and weight).

You can select the address from your address book, which must be indicated as destination address.

When all shipment creation information has been completed,
. . . Parcel Information
it will be poss|b|e; P Weight* Ret.* Cast center
2 D kg |999010-1385446304657 ] [ l
o to save and add |abe|5 W|th the same references to Other Content description* Shipment type * Parcel Return ions * Parcel Value *
v | Documents I l - ‘ Destroy . D EUR
parcels;
. . . Please indicate if this parcel is sent to a private address
@ to save the actual shipment and start a new shipment with
another reference and another receiver: “??##
© to save the shipment and print the label;
@ to save the label and close the parcel creation function
@ to cancel the ongoing action.

2.2. How can | create a return label?

As a business customer, you have various options for
creating a return label for your parcels. Return labels for
parcels are only invoiced when the parcel is scanned in our
delivery network. So creating a label does not commit you
to anything.

Order created

10 PDF fomat wih relou label

When you create a label for a destination, you can also
ask for a return label so the parcel can be returned to
you. When the label is printed you have two label printing
options.

A R @ The first line includes shipping labels without return
vomers o oo o Al v e sy labels.

Labels overview

Accomt

[+ | opostparcers 1 (T S [~ S |

@ The second line includes shipping labels with return

——— = labels.
“e-ac o e e e o When a CSV import file is created, you can also order bpack
Be-do e o o Easy Retour labels (for destinations in Belgium). The product
5252 oo et e o code is “EASY”.

Once the labels have been created, you can create a return
I T label (@) via the order list. Simply select the label for which
8~ v e oot | e you wish to create a return label and create.
e [N - You can do this on the label creation page by selecting the
S For ematora shpmen bpack Easy return product (@9).

Parel macine rome orofce If you use the same reference as before, your return items
L will be linked to your initial items.

ack 24h Pro

Receiver Extra Services
Defaut agaress Fisignature
| [ e | —

(e )
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2. Label creation

2.3. What do the four selection buttons refer to at the top of the screen?

The four selection buttons at the top of the label creation screen refer to the various methods of delivery.

(4
bpost

Dashboard Orders. Pick-up requests Admin A v we

icome

Home or office delivery: the parcel is sent to the address
of a private individual or to an office;

Profile

IR - ] -

Create shipment for Test, label 1
Delivery methods

For national shipment For international shipment

home or office

"

Parcel machine

==

home or office

g

pick-up point

-

Pickup point: the parcel is sent to a post office or postal
point;

© bpack 24/7: these are parcel machines accessible 24/7
anywhere in Belgium. The receiver should be registered
on the t www.bpack247.be website and the parcel
machine where the parcel should be sent and collected
should be indicated;

bpack World : parcel to be sent abroad for home or
office delivery.

24. There are several visible products under the method of delivery. To what do they refer?

(/4
bpost

Dashboard Orders Admin A | v welcome 1|

Pick-up requests

Profile

[~ (e [eem]

For international shipment

Create shipment for Test, label 1

Delivery methods

For national shipment

9

home or office

®

Parcel machine

home or office

pick-up point

pack 24h business

|+ | ogask 24n business|

-

g beackBus

» bpack 24h Pro
Receiver Extra Services
» BPACK EASY RETOUR
Derd Default address. signature
v} » bpack Palet

> e |

Basic Insurance
Name* Name* Parcels have a signficant

Rummen: T | commercial value. Take no

Depending of the type of contract, several products are
available under the method of delivery (@). A product can
be defined by default (via the profile) but it is also possible
to select another product using the drop-down list.

The drop-down menu is available for home or office
deliveries in Belgium or abroad.

If the default address is “new” (@), it is possible to register
it. Just tick the “Save as alias” box (@) at the bottom of the
screen and allocate an alias to the registered address.

This address is registered from now on in the address book
and available in the drop-down list for future selection.

Defaut addre: il Signature
[ : ‘Delau\l Adaress l v | New !’
Basic Insurance
— N Parcels have a signi
lT F ‘ l commercial value. T
N risks. €|
Contact namy Contact namy the snipping option 9
Insurance” insure yot
‘ l goods to a maximum
500,00 euro.
street* Street
== ]| ] atamati zna
Presentation
N Box - Box
L] L) ] ...
city* city*
[ [ro00-ousses (] ]
try try
[+ cagin | B ]
Contact e-mail Contact e-mail
[mm@am be ‘ l
Contact phone N° Contact phone N®
[sznuuuuuuu ‘ ‘
Save as alias Save as alias o
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2. Label creation

2.6. How to use registered addresses

For national shipment For international shipm|
home or office pick-up point Parcel machine home or office

T — After having uploaded the addresses or registered them
Sender Recaiver Extra Services previously, it is possible to consult the addresses in the
'''''''' Sse “default address” () field. By clicking on the arrow, all
the registered addresses will appear in the drop-down
list and can be selected.

2.7. How to view all the available options for a parcel

When you create a shipment, you choose a method of delivery and a product. You also see a number of pre-selected
options. These are the most frequently used options.

If you wish to see all options, you have to click on the “plus” selection button. The complete list of available options t is
displayed on the screen.

Once an additional option has been selected, it is immediately visible on the generic shipment creation screen.

2.8. What does the “reference” field refer to?

Additionally to the barcode, the reference enables you to find the parcel in the online track & trace p tool e-Tracker
(www.bpost.be/track).

This reference is automatically generated by the Shipping Manager application and can be changed. For example, the
order number or other internal reference can be used for the reference field.

In the case where no free message is defined, this reference field will also be printed on the label.

2.9. What does the “free message” field refer to?

The free message is printed on the parcel label. This field may contain up to 50 characters and can contain various
information.

2.10. What does the “cost centre” field refer to?

The cost centre breaks down the invoice of the user account in sections. This breakdown is done based on a unique
code (campaign code, department, breakdown between companies, etc.).

2.11. When is it obligatory to indicate the weight?

The weight for shipments in Belgium does not have to be indicated. For shipments abroad, the weight field must be
completed.
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2. Label creation
2.12. What information will be visible on the label?

Apart from operational information needed such as barcodes, product code and symbolic codes, other information will
appear on the label. This information relates to the sender, receiver and the free message.

2.13. What do the various confirmation buttons refer to?

When all the information is completed for parcel creation,
itis pOSSible: ﬁ::g:;ﬁ:g:ormatlon Weight Coaicenler

) ‘ ‘4] ‘4] kg ‘999010 1385446304657
@ to save and add labels with the same references to other

@ to save the current shipment and start a new shipment

with another reference and another receiver;

© to save the shipment and print the label;
@ to save the label and close the shipment creation function;
@ to cancel the ongoing action.

2.14. What is the additional cost of the availability message for a parcel in a pickup point or a
bpack 24/7?

For both methods of delivery, the message is included in the standard price of the parcel.

2.15. What does the bpack 24/7 user number refer to?

In order to send a parcel to a bpack 24/7 parcel machine, the receiver has to be registered at bpost. In order to send

a parcel to a machine, you have to have the receiver’s user number. This six-figure number is unique for every user
and includes a preferred machine and notification preferences for parcel delivery. At the moment of registration, your
customer receives his/her own user number.

2.16. Does a receiver have to be registered to receive a parcel in a bpack 24/7 parcel
machine?

Every person who wants to receive a parcel in a bpack 24/7 parcel machine must be registered at bpost. This can be
done via the bpack 24/7 site (www.bpack247.be).

2.17. Does it cost to print a label?

The label is printed free of charge. Once the parcel is scanned in the bpost network, you will be invoiced. A label may
not be copied. Every label has a unique barcode for online tracking & tracing of parcels.

2.18. Where can | find orders from the e-shop module?

bpost offers the possibility to integrate bpost’s delivery methods module in an e-shop. This module enables automatic
recording of the receiver’s pickup point and speeds up the creation of labels. Orders from your online shop are given
“open” or “pending” status in the dashboard. After payment verification, the label can be printed and it is then
allocated the “printed” status.
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3. Pickup management

3.1. How to make a pickup request
Select the user account from the homepage and click on the “new pickup” button.

You will arrive on a page with two options:
- Option 1: creation of a pickup list without making a pickup request;
- Option 2: pickup request with the possibility of creating a pickup list linked to the request.

If you choose the second option (pickup request), you must complete several fields such as the pickup address, the
date, the number of parcels, the volume and the weight. From this step, you can confirm your request using the first
three selection buttons at the bottom of the screen (save and new, save and print, save and close). Doing one of
these actions, the pickup request is effective and the driver will come by on the day requested.

Same-day pickup requests must be submitted before 11.30 am.

3.2. Does a pickup request have to be confirmed?

When a pickup request is submitted, confirmation is effective from the moment you click on one of the first three
selection buttons at the bottom of the page (save and new, save and print, save and close).

3.3. Can the pickup list be changed once the request has been submitted?

By clicking on the “pickup” button in the top menu, you arrive in the overview of the various pickup requests or
pickup lists. You can choose the list you would like to change by clicking on the icon at the beginning of the line.

3.4. Until when can a pickup request be submitted?

Pickup requests can be submitted up to 11.30 am on the same day. Pickup on weekends or official holidays is not
possible.

3.5. What is a pickup list?
A pickup list includes all the information that you have encoded for a pickup, a depot or other information.

This list has your general data and data relating to the pickup (address, date, quantity, volume and weight) but also the
parcels that can be linked to this list. You define this parcel list in the application.

3.6. How is a pickup list created?
You select the user account required from the homepage and click on the “new pickup” button.

You will arrive on a page with two management pickup options:
- Option 1: creation of a pickup list without making a pickup request;
- Option 2: pickup request with the possibility to create a list linked to the request.

If you choose the first option (pickup list), you have to complete several fields such as pickup address, date, number
of parcels, volume and weight. The address and the date are the only obligatory fields. The creation of this list has no
impact on the logistic flow of parcels or on any other pickup request.
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3. Pickup management

3.7.1s a pickup request required in order to obtain a list?

The pickup list can be created without having to be linked to a pickup request. The creation of this list has no impact on
the logistic flow of parcels or on any other pickup request.

3.8. Up till when can the list be changed?

You can change the list as you see fit to see what the current status is for parcels that have been sent.

3.9. What is the value of this list for bpost?

The list in the application has no value for bpost. Once the list is printed, the driver will check the number of parcels,
adjust the report, and sign it accordingly.

3.10. How can | add parcels to the list?

By clicking on the “pickup” button in the top menu, you arrive in the overview of the various pickup requests or pickup
lists. You can choose the list you would like to change by clicking on the icon at the beginning of the line.

4. Parcel search tool

4.1. How to verify the location of a parcel

Using the Shipping Manager tool, you can easily find out whether or not the parcel is on route. There are several search
fields possible using this tool.

By using the search tool, you can apply several filters to find one or more shipments of interest. Once you have selected
a shipment, you can click on the barcode and be directed to the track & trace tool with information about the parcel
concerned.

4.2. Where can the search function be found in the application?

You can select the search function from the homepage at bottom right of a customer account. On this basis, you can
complete one or more fields to carry out your search and find one or more shipments.

4.3. How to have a detailed view of a parcel

After having selected the shipment that you wish to follow, you can click on the barcode link and will be redirected to
the online track & trace tool for a detailed view.

44. When is status indication updated in the application?

For parcels being prepared, status indications are immediately updated [open, pending, printed, suspended, and
cancelled].

Regarding the status of the parcels in the logistic flow, they are automatically updated once during the night or can be
updated on request on the order page [created, in transit, awaiting pickup, distributed, and return to sender]. You can
also update the status manually.
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4. Parcel search tool

4.5. To what do the two tabs in the search tool refer?

The first tab offers a search filter with a time limit.
The second tab offers unlimited search based on a barcode or reference.

4.6. What time is available for a search?

In the first tab, searches can be carried out between 1 and 30 days without any time limit.
In the second tab, the time is unlimited.

4.7. Until when can a parcel be searched?

The logistic status of a parcel is available for three months. All the data of the parcels remain available as long as the user
wishes.

5. Administration management

5.1. Address management

5.1.1. Where can | find the address book?

There is an “administration” button at the top menu of the application. If you click on this button, an overview of the
location of accounts which are linked to your connection can be found. By clicking at the beginning of the line, you
arrive at the account parameters.

You will then have the list of addresses of senders, receivers and shipments.

You can delete, change, export and import the addresses contained in the address book.

5.1.2. How addresses are imported

Once in the address book, the user may, using a CSV file (Excel registered under...), import a series of addresses in the
application by adhering to a specific format. Once this has been imported, the system validates the transfer or indicates
any errors during transfer.

5.1.3. How to change addresses

Once in the address book, you can click on the ballpoint icon at the beginning of the line. The address fields will then be
able to be changed. Once a change has been effected, you have to register your action using the “save” button.

5.14. How to add new addresses

It is possible to add addresses to the address book in various ways:
- When creating a shipment, it is possible to add a new address by registering it as an “alias”;
+ When administrating the address book, you can add a new address one at a time using the “add an address” function;

- When administrating the address book, you can import a list of addresses using a CSV file. A model file is available for
importing data.
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5. Administration management

5.2. Integration of the module to an online shop

5.2.1. To what does integration to an e-commerce website refer to?

Integration enables the user, without leaving the interface of the website, to show customers all the methods of delivery
used by bpost: bpack@Home, standard home delivery; bpack@bpost, delivery to a post office or postal point and bpack
24/7, the parcel machine.

The Administration module enables you to manage the practical aspects linked to delivery of these parcels (printing of
labels, follow-up of parcels, etc.).

5.2.2. How to integrate the module into the website

For further information, consult www.bpost.be/shippingmanager

5.3 Self-service reporting

If you enter your email address here you will receive a general report on all parcels you sent via bpack 24h Business or
bpack Europe Business. You see how many parcels were correctly scanned (or where a problem occurred), how many
parcels were delivered (with separate totals for next day and second day), how many parcels await pickup by the
addressee and how many parcels could not be delivered (because the address does not exist, for instance).

Sender addresses | Pick-up addresses | Recelver addresses | General Settings | Delivery methods | Layout | Self-service reporting

To be able to receive this report you must enter
P —r————— your email address in the appropriate field (€9).

Enter 1 or multiple e-mail addresses by separating them with "

You can then select the desired reporting
frequency (weekly or monthly) and the format
(PDF with graphics or Excel).

sssssssss

bpack_eu
@ bpack_24n_bu:

@ Bpack_24n_bu

Need more information? Contact your Account Manager bpost
Service Center: ¥ 02201 1111 @ eol@bpost.be ¢ www.bpost.be/shippingmanager
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