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Unaddressed Admail 

Partial Mailing 

 

Tutorial for EST online 
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Introduction 

 

This tutorial is to provide our Unaddressed Admail customers with step-by-step instructions for the 
preparation of Partial Mailings when using EST online. 
 
The tutorial shows how to enter a Partial Mailing as a separate line with the applicable Deposit Date 
and associated volume.  
 
It also provides instructions regarding the Statement of Mailing that must accompany the Partial 
Mailings at the deposit location. 
 
Customers are reminded, all Partial Mailings must be deposited in full no later than 15 business 
days from the first deposit date. 
 
Note: Deposit dates and associated volumes must be declared in EST when mailing “Upon Receipt” 
Unaddressed Admail as a Partial Mailing. 
  



Page 3  | September, 2015  |  Unaddressed Admail “Partial Mailing” Tutorial |  Canada Post 

Initial Customer and Mailing Details 

1 

3 

4 

 
1. Enter Billing Information- 

Contract #, Paid By, Method 
of Payment, Reference 
(Optional) and Size of Pieces. 
 

2. Select Outlet/Deposit 
Location. 
 

3. Enter Contact Information. 
 

4. Click on Add to select your 

delivery coverage for 1st 
Partial Mailing. 

 
 

2 
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Delivery Coverage for 1st Partial Mailing 

1. Enter Mailing Piece 
Description- Title of Mail 

Piece, Weight per Piece. 

 
2. Select Drop-off Date-

Deposit date. 
 

3. Enter Bundle & Container 
information.  
 

4. Select Delivery Coverage 
Filters- Target Areas & 

Delivery Modes.  

 
5. Select Target Area - 

Province or first 3 characters 

of Postal Code and than Click 
Add to generate the list for 

the area selected. 

 
6. Review Mailing Plan 

selected. 
 

7. Click on Finish to upload 
your Points of Call list to 
this order. 
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Create 2nd Partial Mailing  

 
1. View your first Partial 

Mailing line (i.e. Deposit 
location: Ottawa RVU – 
Deposit date 2015/08/14- 
7,060 pieces). 
 

2. Click on Add to create 2nd 
Partial Mailing. 

 

1 
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Delivery Coverage for 2nd Partial Mailing 

1 

2 

3 

4 

5 

6 
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1. Enter Mailing Piece 
Description- Title of Mail 

Piece, Weight per Piece. 

 
2. Select Drop-off Date-

Deposit date. 
 

3. Enter Bundle & Container 
information. 
 

4. Select Delivery Coverage 
Filters- Target Areas & 

Delivery Modes.  

 
5. Select Target Area - 

Province or first 3 characters 

of Postal Code and than Click 
Add to generate the list for 

the area selected. 

 
6. Review Mailing Plan 

selected. 
 

7. Click on Finish to upload 
your Points of Call list to 
this order. 
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Create 3rd Partial Mailing  

1 

2 

 
1. View your second Partial 

Mailing line (i.e. Deposit 
location: Ottawa RVU – 
Deposit date 2015/08/18- 
16,619 pieces). 
 

2. Click on Add to create 3rd 
Partial Mailing. 
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Delivery Coverage for 3rd Partial Mailing 

1 

2 

3 

4 

5 

6 
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1. Enter Mailing Piece 
Description- Title of Mail 

Piece, Weight per Piece. 

 
2. Select Drop-off Date-

Deposit date. 
 

3. Enter Bundle & Container 
information.  
 

4. Select Delivery Coverage 
Filters- Target Areas & 

Delivery Modes.  

 
5. Select Target Area - 

Province or first 3 characters 

of Postal Code and than Click 
Add to generate the list for 

the area selected. 

 
6. Review Mailing Plan 

selected. 
 

7. Click on Finish to upload 
your Points of Call list to 
this order. 
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Review all Partial Mailing and Generate your order 

1 

2 

 
1. View your third Partial 

Mailing line (i.e. Deposit 
location: Ottawa RVU – 
Deposit date 2015/08/21- 
8,911 pieces). 
 

2. Click on next step to 
upload all 3 Partial Mailings 
Plan. 
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Review Statement of Mailing 

 
1. View your mailing 

summary. 
 

2. View your invoice detail, 
if needed Enter Promo 
Code. 
 

3. View statement of 
Mailing and Distribution 
Plan. 
 

4. Click on next step to 
generate your order. 

 

4 

1 

2 

3 



Page 11  | September, 2015  |  Unaddressed Admail “Partial Mailing” Tutorial |  Canada Post 

Submit your Order 

Click on Submit to Finalize your Order. 
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Complete Order 

  
You have successfully 
complete your order 

 
1. Click on the PDF files 

to print: 
 

• Statement of Mailing 
(SOM) 

• Container labels 
• Distribution Plan 
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Statement of Mailing (SOM)- 1st Deposit  

In this example the 1st 
deposit is on August 14th  
 
On your 1st deposit 
 
Submit the following 
copies: 
• Accepting location 
• Customer 
• Data Entry  

 
With the associated 

volume for this date 
 
SOM information 
 
1. SOM Name  

 
2. Location Name and 

Deposit Date 
 

3. The volume associated 
to this deposit location 
and date 
 

4. Detail of the entire 
Mailing 
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Statement of Mailing (SOM)- 2nd Deposit  

In this example the 2nd  
deposit is on August 18th  
 
On your 2nd deposit 
 
Submit the following 
copies: 
• Accepting location 
• Customer 

 
With the associated 

volume for this date 
 

 



Page 15  | September, 2015  |  Unaddressed Admail “Partial Mailing” Tutorial |  Canada Post 

Statement of Mailing (SOM)- 3rd Deposit  

In this example the 3nd  
deposit is on August 21st   
 
On your 3rd deposit 
 
Submit the following 
copies: 
• Accepting location 
• Customer 

 
With the associated 

volume for this date 
 


