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1.0 Introduction

About Express Order Entry — Neighbourhood Mail — Secure solution

Express Order Entry - Neighbourhood Mail is an easy solution to use, accessible via your secured corporate Website. The
Express Order Entry option is aimed at Neighbourhood Mail mailers who choose to mail to only one delivery area at a time and
is a fast, free and convenient way to target, prepare and pay for your Neighbourhood Mail Orders in 4 easy steps. It
automatically prepares all the required bar-coded documentation, applies the applicable contract price and deducts the
automation incentive. Express Order Entry via the Canada Post’s website provides access to Total Points of Call and respect
Consumer’s Choice coverage.

The key features of Express Order Entry (EOE) - Neighbourhood Mail include ease of use, simple order creation, and quick and
easy online credit card payment (no bills to worry about; accurate and cost effective).
There are 4 steps to create your Neighbourhood Mail EOE order. As follows:
Step 1:  Create My Order page
Step 2:  Delivery Details - Target Area and Coverage;
Step 3:  Paying For My Mailing and Submitting my Order;
Step 4:  Printing My Express Order Entry documentation.
To successfully complete the ordering process, Adobe Reader version 4.0 or higher must be installed on your system, you must

have a valid credit card (American Express, Master Card or Visa), and your system must be connected to a printer capable of
printing on 21.5 x 28.0 cm (8.5 x 117) sheets of paper

2.0 Creating an Order —Step 1

21 “About My Mailing” page

ST This page allows you to capture all necessary mailing
information to create your Express Order Entry -
Neighbourhood Mail orders.

Unaddressed Adma Create My Order

Express You may consult the Postal Code Look Up and/or Online

Order Entry | Maps by clicking on the direct link.
First 3 characters of the I_ Q) fﬂl-.n- Nuh; This dufines the dulivery seas
S i Each field is described below. For a step by step
[SR—— - %, n demonstration, click here to consult the HOW DO I tutorial.
Slik hare Lo find & pestal code i b e L www.canadapost.ca/ESTHowDol
Title of Mail Fiece: ® . .
) For further Neighbourhood Mail Express Order Entry
Drap-alf Date: [zonzriza? (r) =] @ i .
A — — e information see:
Grnkng rourbarcoded | 1978 _ - www.canadapost.ca/business/offerings/est_light/default-c.asp
Househalder Courts Daka Consumers' Choice @
-'-‘r';«:-'-:““' complate the | Type: € Tokal Points of Call
1. Adube® Reader® version || Size of the tems in my mailing:
A her must be 1 seandaed 0 awersicn 1 © oversize 2 ()
H| Up to H Up to ‘ Up to
30.5 x 15.24 em 30.5 % 22,85 cm 3556 x 28 o
| (12 5 67 vz e HCEEtY]
Each Trem is less than Enter the weight in grams
& or sgual to 50§ o] © for Ttems over 50y @

(1.4 0z} 1.8 ar)
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The following table provides a description of the FIELDS component

Fields

Description

First three characters of the Postal
Code

Enter the first three characters of the postal code - known as the Forward Sortation
Area (FSA) — for the area you wish to have your items delivered to or click Postal
Code look up or online maps (see example below) to determine the appropriate postal
code characters to enter in this field. Please note that you may only select one Delivery
Installation per order.

Title of Mail Piece

You may enter an alpha or numeric description that can be used to identify your mail
item for your reference, e.g. “Bill Smith 123 Main ST — Nov. 17,

Drop-off date

The drop-off date for your mailing is today’s date or any business day within the
subsequent 7 calendar days. Mail items must be dropped-off on business days only i.e.
excluding weekends and statutory holidays. Orders received beyond the subsequent 7
calendar days, from the date your order was created will not be accepted.

My reference (Optional)

This field is reserved for your own use. You may enter up to 12 characters in this field
e.g. file number, campaign code, etc. This is not a mandatory field.

Houscholder Counts Data Type

Consumers’ Choice data reflects the number of Canadian households wishing to receive
unaddressed advertising material.

Total Points of Call data reflects all Canadian households where Canada Post delivers
mail and is only available for certain types of Neighbourhood Mail mailings; House
of Commons mailings, community newspapers, Elections Canada and provincial
chief electoral officers’ mailings and, municipal electoral mailings.

Size of the items in my mailings*

Indicate if the thickness of the
item is thicker than 1.9 cm
(0.75 in.) by selecting in the
checkbox.

It is mandatory to select one of three Size options:

- Standard up to 30.5 x 15.24cm (12” x 6”)

- Oversize 1 up to 30.5 x x 28 cm (12" x 11")

- Oversize 2 up to 35.56 x 28 cm (147 x 117)
Indicating the size of your mail piece is critical as this determines the Delivery Cycle as
well as the Delivery Modes your business can target.
Note: If Oversize 2 is selected, a warning message will appear indicating that mail pieces of this
size can only be delivered to Non-Letter Carrier routes.

Each item is less than or equal to 50
g (1.8 oz)

This box is checked by default. If your items weigh less than or equal 50 grams (1.8
0z), you simply go to the next section. To help determine the weight of an item, you
may visit our local Post Office to have your item weighed. Your items will be subject
to verification at the drop-off location. Note that an average size postcard of
approximately 13.9 x 21.5 cm (5.5 x 8.5 in) weighs approximately 6 g (0.2 oz).

Enter the weight in grams for items
over 50 g (1.8 oz.)

If the weight of each item is greater than 50 g (1.8 0z), you must indicate the exact
weight of each item, as this will determine your price per item. To help determine the
weight of an item you may visit your local Postal Outlet to have your item weighed.
Your items will be subject to verification at the drop-off location.

2.2

“My Contact Information” page

My Contact Information

Enter your Contact Name, telephone number and the Email
address (optional).

Then press the Next S7¢p command button to continue the

Contact Name: |

Contact Phone Mumber:

(@) Example "123-456-7690"

® creation of your order or the Back button to return to the
previous page to make changes.

Contact e-mail Address I
{Optionaly:

®
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The following table provides a description of the FIELDS component.

Command Button

Result of Invocation

Contact Name

Enter the name of the person you would like Canada Post to contact should there be a
need.

Contact Phone Number

Enter the phone number for the contact person you would like Canada Post to contact
should there be a need to.

Contact Email address (Optional)

Enter the Email address for the contact person you would like Canada Post to contact
should there be a need to. This is not a mandatory field.

The following table provides a description of the COMMAND BUTTONS functionality.

| Command Buttons

Result of Invocation

Takes you back to the previous page;

Takes you to the next step of creating your order.

3.0 Capturing Delivery Details - Target Area and Coverage

—Step 2

3.1

Delivery Details for the Mailing

Create My Order

Delivery Detals for My Mailing

At 3 araders ot J0L ()
Postal Code you selected:

Postel Delvery Qutt:  GATINEAU - §TN - BUCKINGHAN

107 MACLAREN RUE E
GATINEAU ¢ J8L260 ()

Click here to view FSA Maps and associsted Leter
Carrir (LC) walk maps. ()

This section allows you to capture all necessary delivery details
for your mailing. The FSA/PC you have selected in Step 1 is
displayed here; if you wish to modify it, you must return to
Step 1 using the Back command button.

f 1 \2\ 3

The address associated to the FSA of the Post Office that will
deliver your items is also displayed here.

You may also consult the FSA Maps and associated Letter
Carrier (LC) walk maps by clicking on the direct link.

If you are satisfied with the information, you may scroll down
the page to select your Target Area.

The following table provides a description of the FIELDS component.

Fields

Description

First 3 characters of the Postal Code
you selected

The first 3 characters of the Postal Code you have entered in Step 1: to change this
value, use the Back button to return to the previous screen.

Post Office This is the Post Office address that will deliver your items.
FSA Maps and associated Letter After selecting “Online Maps” follow the steps described hereafter to locate the first
Carrier (LC) walk maps characters of the postal code, known as the FSA and to locate the area where you wish

your Items to be delivered:

1. If the date you will be dropping-off your mailing is after the valid end date
indicated under the heading “CURRENT DATA” on the screen, select “PENDING
DATA”;

2. Select the map for the Province or Territory for your mailing;

3. Select the map for the city where you wish your Items to be delivered;
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be delivered;

4. Select the FSA (first three characters of the postal code) where you wish your Items
to be delivered. This can be done by clicking on the selected FSA shown on the FSA
map, or by clicking on the FSA listed in the legend, found at the bottom of the map;
5. Select the Letter Carrier Walk Map” for the FSA selected — this will display a map
showing all of the Letter Carrier walk numbers within the FSA you have selected;

6. Record the FSA and Letter Carrier walk number(s) where you wish your items to

7. Close down all pages and return to “Create my Order”;
8. Record the Letter Carrier walks where you wish your Items to be delivered.

3.2 Selecting the Target Area

Target Area

Yau may select to have your pieces deliversd to Houses, Apartments, Farmis and / or Businesses or any combination of

the faur,
I- Houses I- Apartments

l' Farms I- Businesses

This section requites that you select your Target Area, which
will then determine the total number of items required for
your mailing.

First, you need to define your Target Area by selecting
Houses, Apartments, Farms or Businesses, or any
combination of the fourt.

Note: Indicating the size of your mail piece is critical as this
determines the Delivery Cycle as well as the Target Area and Delivery
Modes your business can target. (see section 2.1)

7] -‘ & split walks @
H3A E

H3B
H3C
H31
HaC
HEA 0 0
7653

i i e

Totals:

CLEAR ALL | B

RESET TOTALS

2. Specific DM

7 Bnss 0 0 0
7 Bnsc

W DR 0000

-
-
v

3035
MONTREAL PDF A 0 1} 1 1
LB 0001 CENTRE VILLE o 1}
LB 0001 MTL-ST-JACQUES 74 1}

LC o009 MONTREAL PDF A 0 1} 61 B1

<

LC o010 MONTREAL PDF A 0 68 a4

<

LCoot1 MONTREAL PDF A 0 1} 1 1

<

Lo ooz MONTREAL PDF A 127 il 2

el ]

<

LC 0015 MONTREAL PDF A 0 74 4 kil

This section allows you to select the desired Delivery Modes
(DM) for your mailing.

1. You may choose to cover all the Delivery Modes from all
of the Delivery Installations simply by clicking on the “All”
command button. The total distribution is automatically
calculated by the system.

Note: By selecting the “ALL” button, the FSA checkboxes will
be populated automatically.

2. Or, you may select specific Delivery Modes within the
FSA (routes that will cover where you wish to have your items
delivered). This option requires that you select each line of the
requited Delivery Mode. The Total Distribution for each line
will automatically be calculated by the system.

Note: You select one or several Delivery Modes within an FSA
by checking the checkboxes at the line level. The FSA
checkbox will then be checked, but its box will be greyed out.
This will identify that a selection was made within that FSA.

3. Some letter carrier walks cover more than one FSA. These
are Split Walks. Split walk lines are initially highlighted in
yellow.

To ensure complete coverage for each Letter Carrier walk
selected, you must check the Auto complete split walk box.
This will ensure that all split walks in subsequent FSAs are
selected, and their Total Distributions are included in the
mailing.

You may also choose to only select specific FSAs within the
split walk. Simply checking the split walk line and note that
the system will then automatically highlight it in green, and
calculate /add the Total Distribution for the line.
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r HEnsa

7 [Enss

7 Hnsc
¥

DR 0000

LB 0001

LB 0001

SN N

Le 0009

<l

L& 0010

<l

Le 0041

<

Le ooz

<

L 0015

<l

Lc 006

MONTREAL FDF A

CENTRE VILLE

MTL-ST-JACQUES

MONTREAL FDF A

MONTREAL FDF A

MONTREAL PDF &

MONTREAL FDF A

MONTREAL FDF A

MONTREAL FDF A

Take a look at line LCO011 on the above screen (2) highlighted
in yellow, indicating that this is a split walk route. Now look at
s | e the same row in the next screen (3) and you will notice that

L w0 following the selection of the Auto Complete split walks and
checking that specific walk, the system has automatically
calculated the total distribution and the line is now displayed in
green.

Note: 'The FSA checkbox of the Split Walk will automatically
be checked, but greyed out.

You may modify the Counts (total for each line) by selecting a
line and simply typing the desired count in the Desired Total
column: modifications will appear in red. The Totals,
including modified counts, will be calculated automatically by
the system. If you click Reset Totals, the previous totals will
reappear for all rows.

H139777s

The following table provides a description of the FIELDS component.

Field Description

Select Select row(s) that correspond to the Delivery Mode where your item will be delivered.

FSA/PC A listing of all Forward Sortation Areas (FSA) associated with the Delivery Installation
for this mailing. The FSA is the first three characters (alpha-numeric-alpha) of the
postal code, which represent a geographical area.
Click on the (+) to the left of an FSA to display a drop-down list of all of its available
Delivery Modes

Delivery Mode Select the Delivery Mode, which corresponds to the sector (point of call) where your

item will be delivered.

Note: Indicating the size of your mail piece is critical as this determines the Delivery Cycle as
well as the Target Area and Delivery Modes your business can target. (see section 2.1)

Delivery Installation Name

Select from the drop-down list the abbreviated name of the Post Office that will
provide the delivery services for the selected Delivery Mode (DM).

Houses

Select if delivery is required to houses; a house is a building with one or two dwelling
units. If a business is operated in a house that is also used as a dwelling, it is classified
as a house.

Apartments

Select if delivery is required to apartments; an apartment is a self-contained dwelling
unit within a multiple unit residential building of three or more such dwelling units in
which: all the units share a common main entrance and civic address but have
individual suite numbers. For the purpose of this definition, common entrance means
entrance to the building or to the complex e.g. private lane or road. For urban areas,
each unit has a separate mail receptacle, which normally forms part of a centralized
mail receiving facility. If a business is operated in an apartment that is also used as a
dwelling, it is classified as an apartment.

Farms

Select if delivery is required to farms; a farm is a dwelling or a point of call associated
with a tract of land used to raise crops, animals or fish as a source of income or
revenue.

Businesses

Select if delivery is required to businesses; a business is defined as a point of call where
the primary activity is commercial or industrial. It a business if operated from a house
or an apartment which is also used as a dwelling, it is classified as a house of an
apattment.

Total Distribution

This field identifies the total number of items, including the modified counts, for each
Delivery Mode (DM), which is calculated and displayed automatically.

Desired Total

You may modify the Counts (Desired Total for each row) by selecting a row and
entering the desired amount in the Desired Total column box. Noze: Modifications will
appear in RED. The Totals including any modified counts will be calculated
automatically by this tool and displayed in the bottom right hand box.
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The following table provides a description of the COMMAND BUTTONS functionality.

Command Button

Result of activation

All

By selecting "All", you will automatically select all FSA's and Delivery Modes included
in this Delivery Installation.

Auto complete split-walks

In some FSAs, Letter Carrier routes may cover more than one (1) FSA. This is
referred to as a "split walk". By checking the "Auto complete split walk" checkbox,
you will ensure that all corresponding Letter carrier routes found within the other
FSAs will automatically be selected.

Clear All

By selecting "Clear All", you will automatically clear all FSA's and Delivery Modes
previously selected, allowing you to restatt the selection of FSA's and Delivery Modes.

33 Mail Preparation Details

Ny Mail Preparation Details

Number of Items Humber of bundles Container
per bundle: Der container: Type!

This section refers to Mail Preparation Details and allows you to
enter the following information:

Number of Items per Bundle,

Number of Bundles,

umber of conainers Container Type (Bag, Customer Supplied), and

to b drapped-off:
¥ Number of Containers* to be dropped-off (the system

fi 0 " 0 e Supled o] () 10 calculates automatically the Number of containers

to be dropped-off based on the Number of Items
per bundle, the Number of bundles per container
and the Container Type).

* This field CANNOT BE ALTERED

The following table provides a description of the FIELDS component.

Fields

Description

Number of Items per Bundle

Neighbourhood Mail Items, including inserts and samples, should be bundled so that
each bundle can be held comfortably in one hand. A bundle must not exceed 100
millimetres in height for Items weighing up to 500 grams and 200 millimetres in
height for items weighing over 500 grams to 1,000 grams, or consist of more than 200
items per bundle. All bundles should contain equal quantities, except the last bundle
of a mailing, which may be smaller and is referred to as a “residue” bundle.

Number of Bundles per Container

The maximum weight of the container with enclosed bundles cannot exceed 25 kg
(900 oz). When using containers, the automatically prepared labels generated by this
Otder entry tool must be affixed to each container.

Container Type

Bundles are to be enclosed in a suitable container. For help in determining if your
container is suitable, please contact our Business Help Desk at 1-800-260-7678.

Number of containers to be

dropped-off

This field cannot be modified. The number appearing was calculated systematically by
the application based on the number appearing in the Desired Total field and the
information indicated in the Number of Items per bundle and Number of bundles per
container fields.

This represents the number of containers you will drop-off based on the number of
Items per bundle and the number of bundles per container that you have identified.
This will determine the quantity of container labels that will be automatically generated
for this mailing.
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34 Where to drop-off the Mailing

Where to Drop-off My Mailing

& 1 will Drop-off my mailing at the Postal Delivery r Twould like to select an alternate

Outlet indicated below; Drap-off Location

BUCKINGHAM SUCC BUREAL-CHEF

107 RUE MACLAREN E

BUCKINGHAM QC J8L 260 Please Note: If Canada Post has to transport
Ttems ta an alternate postal delivery outlet,
induding 2 custemer selected drop-off lacation, 2
Transportation Fee will apply,

i

This section allows you to either accept the drop-off location
identified here as the Post Office that will deliver your Items or,
to select another Post Office by clicking the “I would like to
select an alternate Drop-off location” option, which will bring
you to the Search Outlet/ Distribution page.

Note that when a customer chooses an alternate drop-off Post
Office, transportation fees will apply.

The following table provides a description of the FIELDS component.

will apply.

Fields Description

I will Drop-off my mailing at the This field automatically identifies the Post Office where your mailing will be dropped-
Post Office indicated below. off based on the FSA/PC selected.

I would like to select an alternate Click here to select an alternate drop-off location. It will bring you to the Search
Drop-off location. Office/Distribution page whete you can select your desired drop-off location.
Transportation Fee When the Customer selects an alternative drop-off location, transportation fees will

apply to each Item at the price indicated on the Neighbourhood Mail price sheet. When
the drop-off location selected is the pre-determined drop-off location or does not
require transportation by Canada Post to the Post Office, then no transportation fee

3.5 Search/Distribution page

Ot Lint

Owilat Hame Owtlat Nursbar
31T CE pp )

e

Postal Cade
WL 1S
MEG NS
MEE 2W0
VEE 178

2
[15)
ks

VEH 2D
WY 1T
ML
WP 28D
M50
Wt
WG 3T
VEM 30
MEB 30

o
380

L)
ms

If you have chosen to deposit your Items at an alternate drop-
off Post Office, the Seatch Office/Distribution page will be
displayed. Simply follow the instructions

Select the Province
Select the City
Click Search

A list of Office Names will be displayed. Select an Office and
your new selected drop-off location will be displayed on your
Drop-off My Mailing page.
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4.0 Paying for the Mailing — Step 3

4.1

“Previewing the Order” page

Postal Delivery Outlet

Drop-off Location

Drop-off Date  Latest Start Date
® 6]

GATINEAU - STN - BUCKINGHAM
107 MACLAREN RUE E
GATINEAU QC J8L2GO0

BP BUCKINGHAM
107 RUE MACLAREN E
BUCKINGHAM C 18L 2G0

2005/11423  2005/11/25

The fallowing table is & summary of the selected Target Area and Delivery Mode(s).

This page allows you to review the Post Office, the Drop-off
location, the Drop-off date and the latest start date of your
mailing.

Once you have fully completed the credit card information, you
may choose to print this page for your records; simply click on
the Printing icon on the top navigation bar.

JBL | 6DO0DT | GAT-BUCKINGHAM 3 o 3 3

JBL | LBOOD1 | GAT-BUCKINGHAM Ll 0 125 a7
JBL | LCO0D1 | GAT-BUCKINGHAM 547 4 551 551
BB LEO002 | GAT-BUCKINGHAM 634 [ 652 640
JBL LEO003 | GAT-BUCKINGHAM 481 17 506 198
JBL LEO004 | GAT-BUCKINGHAM 508 143 756 651
= LCOD0S | GAT-BUCKINGHAM 436 108 563 542
JBL | LCO00S | GAT-BUCKINGHAM 44 50 647 554
JBL | LCO0D7 | GAT-BUCKINGHAM 240 4 305 302
BBL| LEO008 | GAT-BUCKINGHAM 328 0 367 328
JBL LEO00S | GAT-BUCKINGHAM 188 13 230 217
JBL | RRODO1 | GAT-BUCKINGHAM 635 i 706 695
JBL | RRODO3 | GAT-BUCKINGHAM 730 0 789 s

T - HH ()
4.2 Paying for the Mailing” page

Total Amount Due: §

744.88

44—

The total amount due will be applied to your credit card when you drap off your mailing,

Credit Card Type:

Credit Card Number:

j’
l—

Name: I
{as it appears on Credit Card)

Security Feature
Credit Card Werification Yalue (CY¥V):

Expiry Date : {MM/YY)
@

Please Note: You may print this page for your

for this Order will be automatically generated by
this Order entry system,

racords, An official receipt (Statement of Mailing)

I— 1 agree to the Terms and Conditions.

Click here to view the Terms and Conditions

This section allows you to review the Total Amount Due that
will be applied to your credit card at time of drop-off of your
mailing

Simply enter the requested credit card information; all fields are
mandatory: Credit Card Type, Credit Card Number, Name (as it
appears on the card), Expiry date (as per the format indicated,
and Security Feature — Credit Card Verification Value (Venture
1 Customers only)

Note: You may wish to print this page for your records. An
official receipt (Statement of Mailing) must accompany your
order at time of deposit. At Step 4 — Printing my Express Order
Entry documentation, you will be required to print all the
documents. (see section 6.0)

YOU MUST CHECK I agree to the Terms and Conditions box to be
able to continue the creation of your order.

The following table provides a description of the FIELDS component.

Fields Description

Credit Card Type Select from the drop down list the type of credit card you wish to use.
Credit Card Number Enter the number corresponding to the credit card selected.

Name Enter the name of the credit card’s owner, as it appears on the card.
Expiry Date Enter the expity date (MM/YY) as it appeats on the credit card

I agree to the Terms and
conditions

This field must be checked to enable you to go to the next step.

January 2008
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5.0 Submitting the Order

Bl hitps://aa-est-oce. conanS i =111 Once you have selected Submit, your order will be sent and can
= no longer be modified.
Qnce you have selected Submit your Order will be sent
=rd e=n ne langsr be madned Prior to the transmission of your order to CPC, a pop-up
Concel | Submit | disclaimer message is displayed that is in line with the

verification of the information provided to Canada Post.

The mailing charges will be applied to your credit card at time
of your mailing drop off.

e | | (5 [ rremet B

6.0 Printing the documentation — Step 4

6.1 “Preparing My Mailing” page

You are now in Step 4 (the last step) of Create My Order.

Preparing My Mailing sep 12 3 @ R X X »
Simply follow the instructions to prepare your mailing for drop-
Your Order has been successfully created. Follow the Off Ensure that a Statement OfMalhﬂg (SOM); the
inStructions belaw % propara your malling for drop-oft. Neighbourhood Mail Delivery Slips (NMDS) and Container
onder oate: zousforsz ; . o label(s) accompany your mailing, as they are mandatory at time
U A T m— '
Cradit Card Authorization Code:  MIBS4S D T S D O ey of drop-off. See the next section for a sample of each document
and specific printing instructions.
Instructions:
1. rint your documents You may also print this page for your personal records;
1. Clisk on each ofthe documert irks belo t 3pen & POF windeu, however, take note that the Statement of Mailing is your official

2. Inthe new POF window, click on the print icon (5] on the Acrobat Reader toalbar, .
3. Follow the instructions in the print dialog ta print your document recelpt.

To print the official Statement of Mailing and all other required
documentation, you must ensure that your Acrobat Reader is

EEWS consainer Labals

il priowon 5w iabel stock installed on your computer.

1f you do not have Acrobat Reader to view PDF documents, downlosd it here. / ' .
If not, click download it bere to view PDF documents.

2. Complete your mailing for Drop-off

1. Ensure you have printed the Statement of Mailing, Unaddressed Admail Delivery Slip, and your Container lsbel

2 i?&i”}‘;’; o e st e Ao peccains (3., ) 3 st i Following the printing of your documents, if you wish to end
3. 8 th rst an secondcopy f e St er of Ml i Yur A rcp-f s, andkoep your session, click Close the session and a pop up screen will be
4. Flacs the Unadrasssd Admsil sy SIp (ADS) in the srslsst o st Bunla. by displayed (see section 6.4); click Yes if you want to close the
o session of click Szart a new Order if you wish to create another
3. Close the session or Start 2 new orger order.

6.2 Printing Instructions

To print your documents, click on each of the document links below to open a PDF page. In the new PDF page, click the
print icon on the Acrobat Reader toolbar and follow the instructions in the print dialog to print your documents. To
confirm you mail items meet Neighbourhood Mail specifications (e.g. size, weight), a representative sample of the Item must
be provided to the drop-off location on or before the drop-off date.
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Neighbourhood Mail Statement of Mailing

Click on the PDF icon to print the Statement of Mailing and
the Neighbourhood Mail Delivery Slip (NMDS)

——— &
&, Statement of Mailing and <
Al Unsddressed Admail Delivery

S print on regular 5211 paper

<lip (ADS)

Once displayed click on the Printer icon

Three (3) copies of your Statement of Mailing will automatically
be generated; you must bring Copy 1 and 2 with your mailing to
the drop-off location and keep Copy 3 for your records.

Unaddressed Admail
Mediaposte sans adresse

Mdmdaat an Boralf of

i
ABC Company Incorporamd

CUSIITET AUMET

W duicians 458598T

[TIRETT, T
123 Maihouase Corpomtion
45 Main Strect

OTTAWVA ON K1A 081

Dustarar Humer

e TE12738

(613} 9994111

Prora Murtsr
Ha o i

Errerre—

Ty

Lol e CR03585238 I

Oifica o FPaprant Dorea oo pabera
108T = Edmnonon MPP

RTSTERT moon | RISENNT g8 | RSRE 243
b 200 rafirmed il b .1 R A2TE
ADE Rolsrans Hafou x
ey Ver 126 Stock 2 Am— Docket 123456739
Clamisterccs  Order 123gtdSfkus | Socitives  S0035A523B-0604

R T E

Varilan Ipachfc Trancpotabion
uly Promrotonal Maling |. Veriion pzefguc Traasgert

Veoreville ST Main

05 pitces up o
30.50x22 .85 cm

TAiudoes o Frnen |
DOriclex =id d'su puz

Apartments

TSC 1A0
[ 12 ]
Apparlerunis

Camizies

A0.50:23.85 pin
Fanms Dusnesses

[ Fe—— Commaicen

Cadtwany Modsfe), PR 3rd Nuntarg
TAC OR o0 YEGREVLLE
ToC 20 o0 VEZREVLLE
T4¢ LB 401 YESAEVILLE
TaC BR (o2 VEGREVLLE
TaG RF (003 YEGREVILLE
TIC E& 0001 VEGREVILLE

ldnciele] o rakon, RTA o nominde)

Upon Recelpt
Sur récepbon

DOwlvery Start Oats
Fremier jour de lvralson

Neighbourhood Mail Delivery Slip

Once you have printed your Statement of Mailing,
Neighbourhood Mail Delivery Slips (NMDS) will also be
automatically generated. This document must be placed with
the smallest or last bundle of your mailing.

&N, Statement of Mailing and
Al Unsddressed Admail Delivery

S print on regular 5211 paper

slip (ADS g
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Sticky Note
New image


CPC Use Cnly A rusage de la SCP Container labels
Unaddressed Admail Médiaposte sans adresse ) ) )
To Delivery Installation de Conird No.: Numéro de contrile: Then you must Cth on the PDF 1con ShOWﬂ here to prlnt your
Installation: wraison destinée: C800001292 - 0002 Container labels.
aATA O e S
KANATA - STH - KANATA .EF‘ Container Labn|s C—
Mumber of Mombre de Delwery Start Premier jour Sl Print on 8,5x11 label stock
Containers: contensurs: | Date: de [wramson:
1 af 2 Upon receipt
de Sur réception . .
03 500 001 292 700 004 A container label must be affixed to each container.
Customer Use Only A l'usage du client
Delvery Instaliation instaliation ga Ivraison | Malled by Expédié par
KANATA - STH - KAMATA DOLLCO PRINTING INC
2 THE PARKWAY 2340 ST LAURENT BLVD
KANATA ON K2ZK1A0 OTTAWA ON
Statzment of Mallng Diéplaration de dépat | Malled on Behalf of Sxpedle aunom de
CE00001292 DOLLCO PRINTING INC
Tibe af Kl Plece Titre g2 rarticie de coume) Customer Retsrence FRaference du clent
sdf
ADS Retersnce Fétdrancs FOM | Reference 2 Ftarencs 2
Mo of Bundes Mo, of reEliue pieces Tatal Mo. of Pleces
M* oz llassss m M* darticles rés. 0 Netota dartioes. 12921
Date of Deposit Date de dépdt 20080502
6.3 View Current Orders

e I B N

-

To simplify the creation flow, and to allow you to always have
the opportunity to successfully print your documents, a View
Current Orders link is on the data entry page.

Unaddressed Adma Create My Order . .
Your documents can be reprinted up to 24 hours after their

Express . o
r Entry transmission.
First 3 charach t the F wase Notw: This defines the delivery ses
i ol il gude you poatcoder @ R g, S

through the staps of Fleong

your Unaddressed Admail

Grdar, Thars ars 4 stens 15 & w
the process, " Postal Codu Luuk U onlne Haps (1)

B bacy o you nesd

sl walk: you throughs Click hars o find & postal code )
hare v find & poatal codk Sankrning th Jallvary brid:

. Eraviding sailing snd
coritact infoemation:

2. Swlecting your Lasget ares | Tisle of Mail Pince: @
and covarsge;

3. Corfn Drep-off Dste: 20072207 (i) =] (B
and
infarm. My Reference '_ o)

4. Printing your bar-caded (aptional):

dansrtants .
Housshalder Counts Data = Consumers’ Choies

To successfully complete the | Typnn: © Total Fuints of Call
1. adoba™ Resder® varsian Size of the dems m my maling:
200 ar bighar must be € Standard O ovesiet € o2 ®
. Up to Up to Up to
. h lid
ek e Chemariean. 30.5 x 15.24 cm 30,5 x 22.85 e 35.56 28 om
Express, Masher Cand or (12" % 6% {12% % 6% (147 % 117}
Vs
2 You must be connucted Each Ttem is less than Enter the weight in grams
o printer copsble of & orequalks S0 g @ 1 for Ttems aver 50 g @
; (1.8 02} (1.8 02)
Contact Narme: &
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/24 Current Orders - 6.2.0b-1025 {20060320) - C.P.E. - Microsoft Internet Explorer

Crrider number(s) idertified belove fave been successtully transmitted, I reguired, documents can be reprinted within 24
haurs. When clicking an the appropriste document link, the document wil be displayed in & PDF format. Click on the printer
icon in order to print your document. Plesse note that this functionality is intended to enable reproducing the ariginal output
documents for your records or in the event the documents were damaged o you experience a printer failure. T affix the
same document on more than one meiling is considered a fraudulert act,

Order Print

Humber  Count  Service
(70000568 Unaddressed Admail

Mailed on
Behalf of
0230

Total Cost
1325

Document Hame
Statement of Maling
Cortainer Labels
Aclmail Delivery Slps
Statement of Malling
Statement of Maling
Summary of Maiing
Summary of Maiing
Distritiudion Plan - Detail
Distriaution Plan - Detail

1

1

1
700003633 1
1
1
1
1
1
1 Distriaution Plan - Summary
1
1
1
1
1
1
1
1
1

Unaddressed Adma 7023210 444983

Distribution Plan - Summary
Container Labels

Cortziner Labels

Packing Slip
Packing Slip
Statement of Maling
Statement of Maling

C700008356
C700008335

Unacreszed Acmal
Unacressed Admail

023210
023210

0.2
0.2

Once Current Orders displays simply click on the appropriate
document name.

B I

Click an S printer icon in order o print your decyrment
Plesze note: To sflx e £ame dotument on meee 1n one maling (s considered a fraudulent act

Close this window

Swacor (= @ i seuen [ 1 T soee || G (1[5 B = @ || 0%

| & o= iy

[ al o T m[e]]

The document will then be displayed.

Click on the printer icon in order to print your document.

6.4 Ending My Express Order Entry session

a-esk-oee.canadaposk-posk e

ou are about to end this session. & Statement of
Mailing, Unaddressed admail Delivery Slhip and Container
Label(s) are required when you drop-off your mailing.
Hawve yvou primbad all the required docurments?

s EI
2] Done T B

After printing all necessary documents you may Close nzy Session.
This is the last step before ending your session. A warning
message is displayed to ensure you have printed all mandatory
documents for dropping-off your mailing.

If you click Yes, the session will end.

If you click No, you will remain at the Step 4 page - Preparing
my Mailing until you select either Close 1y Session or Start a new
order.
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7.0 Help Section

Frangais

Help is a direct link to the EST Help Centre where you can
click on the How Do I to consult the automated tutorials
demonstrating the features and functionalities of both the
generic and secure versions, consult the latest version of the
EST Update Newsletter, the EST User Guides and other
types of supporting documentation/tools.

Products and Sarvices

Manage product
refurns

Othet

@ 0n-line Business
Centre

© integrated

Search Shottal ta.. .

Hame » Bissiness ® UA- Express Order Entry

Unaddressed Admail™
Express Order Entry Q

Introduction

Unaddressed Admail Express Order Enbry provides the benefls of Canada Posl|
Elettroriic Shipping Tooks from the security ofyour Corparate websita or the
Canads Postwebsite, [ a fa) free and comenientway o troel prepare and
pay foryour Unaddressed Admail Orders in 4 easy sleps. Unaddressed Admail
Express Order Enitry gives you the best possible price and also eniles youto &
2% automation incentive when you use the providad bar-coded documants

Contact Us

By el atuarm msa@eanadapost ca

) it menreaml B Y manecihow i - e [T

Frangals

Introduction
Hew Do
Eroguentty Acked

Within the EST Help Centre under Support select
Express Order Entry — Neighbourhood Mail.

Or visit:

http:/ /www.canadapost.ca/offerings/est_light/default-c.asp

From the menu simply click on the topic you wish to consult:

How Do I

Frequently Asked Questions (FAQs)
Glossary

Neighbourhood Mail

Other Neighbourhood Mail EST
solutions

vV V V V VYV

\4

Contact us at uam.msa@canadapost.ca
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