Svalbail

Its a small world (Norway)
when you’re registered
at parcelforce.com A
K <
JCELAND < Q,Q
Reykjavik O g
% He
= ©OQ0slo @
North Stockh
Classoit Ba DENMARKC©0Pe“hag;
Ham 3 88 il
LOND "L(l:@ IEE;RWNY Pragu
SS€I1S ) . "7EC REP.SL
BPARIS (Viqnna@ R
FRL C% SWITZ.AUSFR\E%.HSN
ons - ;
Bordeaux y Milan© 2 Eggg%_ 2
lzldarseilles@) 4 gq@( MON’
Madri ® ome
PORTUGAL @ Barcelong g, xopics™ &

Lisbon® 'SPAINM B @y 4 . Sicily
Tangier Tunis 7 a
o S L T

Alciers

PAA’C’[Z‘,‘"FORCE

WORLDWIDE

—$\VA
S AN

/’

Your local force in world delivery
www.parcelforce.com



Online services o TORCE

WWW. parcelforce.com

With Parcelforce Worldwide you can keep track of your packages, confirm delivery, find a price or arrange a delivery
— all online. Visit parcelforce.com and you can access our services 24 hours a day, 7 days a week.

Track and trace

You can find out exactly where your package is, instantly, on our tracking page at parcelforce.com
You can track your parcel up to 14 points throughout its journey, with tracking available for all UK and European
deliveries, as well as most major international destinations.

Free confirmation of delivery

You can see the name of the person who signed to receive your parcel, for all UK and European deliveries, as well
as most major international destinations. For UK parcels you can even view the signature online.

Flexible collections

You can arrange a regular or an ad hoc collection for those unexpected items — saving you time and hassle making
a call.

Pricing a delivery
Get an instant quote online for all your International and UK deliveries and then click through to arrange collection.

International support information

There’s a whole host of information on our website dedicated to international senders. Click on “Exporters Club” at
parcelforce.com

Registered users benefits

Become a registered user and you'll enjoy all sorts of additional benefits. You can request a collection, view invoices
online, order documentation and track multiple consignments.



How to register your account on
www.parcelforce.com

® Go to www.parcelforce.com
e Click on ‘Register’
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Registration

Parcelforce Worldwide registration

To register with Parcelforce Worldwide, please complete the form below and click on 'Submit'. Make
sure you complete all of the boxes marked with an asterisk®. You'll need your Trading Agreement,
 recent Customer Service Report or invoice to refer to in order to fill in some of the boxes.

If you have already registered on wwiw.royalmail.com or wwiw.postoffice.co.uk you do not need to
register here. Just enter the e-mail address and password you use on those sites in the log in
boxes above, log on and follow the subsequent online instructions.

Your registration details will be validated online and you will then be able to access the agditional
facilities available to 2 Parcelforce Worldwide registered account customer.

You MUST read and accept the Percelforce Worldwide registration terms and conditions before your
registration can be accepted,

Your login informatien
Email address*®
Password (case sensitive)*

6 characters or more with no spaces

Re-type password*
Password reminder* [riclp

Your name

Title* Select =|
First name*

FORCE

Lastmame* [
N J

® Enter your CARRS account number/s (format
ABC123401). This can be found on a recent
Customer Service Report

® Enter your generic contract number/s (e.g. PO12345
with no suffixes). If you have multiple contract
numbers associated with one account number, just
enter one number and all contract numbers for that

account number will be registered

e [f you enter the incorrect contract number or
account number details more than 3 times you will
be locked out from registering for 30 minutes.
Please try again after 30 minutes.

Registration queries

Are you getting an error message about already
being registered?

If so, this means you have previously registered on one
of the other Royal Mail Group sites. To extend your
registration to include Parcelforce Worldwide, go back
to the home page and enter the e-mail address and
password you use on those sites in the log in boxes at
the left hand side of the page, (if you do not know the
password, request a new one from the website), log on
and follow subsequent online instructions. The
instructions will involve you clicking on a link ‘my
profile’ and filling in a short registration form. If

you cannot remember the password for this e-mail
address then try to log on and click the link in the
error message to get a password reminder or a

new password.

Are you getting an error message about your
account number not being recognised?

Are you putting in a valid account number and contact
number? Please check the formats and numbers. Only
enter your generic contract number (P012345). Your
contract number should be in the format of one letter
(@ P or H or R) followed by 6 numbers.



Booking an ad hoc
contract collection

Open up www.parcelforce.com and log in by entering
your e-mail address and password in the login boxes.
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On the first page choose whether you want to print
your own labels, let the depot print them or if you have
pre-printed labels just book for a driver to collect.
Please note: International collections cannot be
booked if you choose the option for the driver to
bring the labels

® Enter number of parcels to send and total
consignment weight

Home Shipping Archive Addresses

Welcome

IMPORTANT NOTE:

§ It business as usual for all Parcelforce Worldwide services during the
Address Details. current Royal Mail industrial action, so you ¢an continue to despatch
your parcels with confidence.

Service Details

; Welcome to our anline collection booking system. You can book a colecion and print
Despatch Details the necessary paperwork to send 3 parcel SnyWNere i the worla. You will be taken
through  seles of screens allowing you (o enter the necessary Information and make =)
the approariate decsers. D)
Payment
Labelling your Parcel =
Y am going to it the labelsfrom my princer: o SIS T
Print I want the driver to bring the labels. O Sending abroad - you need to prin
1 have preprinted labels from Parcefforce. O your awn ladels
Finish
. ity o
Number of parcels e
* Total consignment welght kg ot the tofal welght ofthese
parcls. We reserve the ight o
o e
aovies
Cancer) )

e |f you choose to print your own labels the following
screens appear.

Address details page

Enter the collection postcode and click on ‘complete
from postcode’ to automatically fill out the address
details. Enter the contact name and phone number.
You can also use the address book function or save
your collection address to be your normal collection
address.

To send to the United Kingdom, enter your delivery
postcode and click on ‘complete from postcode’ or
use your address book. To send an International item
click on the delivery address ‘country’ drop down box
and choose a country and complete address details.

Home Shipping  Archive  Addresses

[ Address Details

Address Details.

Address Book... )

Collection/Sender's details

Counery: [ Untes kingeam =]

EC1V 9L Complete from postcade )

Gt sec(inapyes

Service Details

* post Code:

Enter posteade, ik on button an
select address to complete the

Despatch Details Feléz below,

Contact Details:

* Name: sweta * Phone: 12345662 Wie need this in case we need o

contact you.
Payment * Business Name  dedfdff

Enter these details in ful  you

P FLAT 1 ANCHOR HOLSE haven's used the optian to complet
them actamatically.

Print

OLD STREET

(RED * Town: LONDON

O Keep this as my normal address/collection address

O Clear my default adcress/collection address

<< previous ) Cance) (Nex>>)




If you choose a UK
delivery destination

On the Service and Despatch details page select the
service you want to use and contract number from the
drop down boxes, then select whether you want
additional compensation and add any text regarding
special instructions and a senders reference. You will be

given an option to choose the collection date and time

window you require and book the collection.

Home Shipping  Archive  Addresses

[ Senvice & Despatch Details

Welcome
g
Address Details. n P
Collection/s: ‘s detail (rein)
m‘:; ion/Sender's details Teip )

sweta
12345662
FLAT 1 ANCHOR HOUSE

Service Details

oLD sTREET
Despatch Details

LoNDON

ECIv oL
Payment United Kingdom

No of parcels: 1 Total consignment weight: 1.00 kg

Print

Special Instructions
Finish

Sender Reference

[ cotiection oetaits 1

Then click the print box on the following page

r

Home Shipping Archive  Addresses

Weleome [ Gt
&
Address Details
& You have now successfully encered al of the detals required and the Heln)
calection request and parcel label will be printed at our colection depot.
e You MUST now click on the butEon below 3N print the receipt
appears n the print browser window for your records.
<
Despatch Details Pleasa note: Ensure any pop up blockers are turned off to allow
Ppop ups on our site before proceeding (new window opens).
&
Print my receipt
Payment
&
Finish

A pop up print box appears. Click the print button to

print out labels and receipt.

Home  Shipping

Welcome

g
Address Details.

L
Service Details

g
Despatch Details

14
Payment

b4
Print

3

/

Once the labels and documentation have been printed
out, the print box disappears leaving a web page
confirming the parcel number with options to book
another collection to finish.



If you choose an International
delivery destination

On the Service Details page enter your parcel
dimensions in cm, choose a service and your contract
number from the drop down boxes.

You can choose additional compensation and
add any text regarding special instructions and a
senders reference.

PR

Home Shipping  Archive  Addresses

[ Service Details

Welcome
&
Address Details.
Collection/Sender's details Delivery Address
= 4 iid Help.
4 asdfaff gfhgfhfgh
swea Gjlisfed bb
Ssoyios il 12345662
FLAT 1 ANCHOR HOUSE 1 Knud askers vel
oL STREET
Despatch Details
LonpoN hsker
ECIv oL 1370 sker
Payment United Kingdom Norway
Print Parcel Dimensions
* Weight * Dimensions Charestis
J Weight
Helgnt Lengtn wigth o
inis otal Price:
ettt a 1 kg em em e o .
Total g Total g Caleuiate price
Sending your parcel
Twould like Parcelforce Worldwide to collect 0
Twould like to drop off my parcel at a Parcelforce Worldwide depot. ®

Service & Contract
Service: [Glabal Express Tl conrace [ros7a0¢ ¥]

Your parcel wil be collected today and wil leave the UK on the next business
cay. Please see the woricwide directory for full collection and celivery speed

informaton

Enhanced compensation

@noe Ossoo Oaon Omso O Oezsoo
Cosi  £400 gm0 £1200  E1600  £20.00

Depending on the country you have chosen you
may require a customs declaration and invoice to
accompany the parcel. If so, a customs declaration
page appears. Once the details of one parcel is
entered, select ‘add’ to add the parcel information to
the table at the bottom of page. This information has
to be entered, then added for each parcel.

Home Shipping Archive Addresses

[ Customs Information

Welcome
&

Address Details Shipmont Dotats
g (els)
N = shipoing Purpose [t =l Vou must enoeia B appropriate

customs categary for the parcel yal

Service Details _—
1nvaice Numoer are zending.

g
Despatch Details

Export License
Number

Certificate Number

Invoice Details. Comments
Dospatch Options
Shipment Contont Details

Please note that depending on the nature and/or value of the goods

Enter these details for indivicual
items in your parcel

Payment snigped there may be a minimum of 24 hours delay for customs
clearance.
* Description 2. Washers
Print
Country of
B e Ki E 2. United Kingdam
g Unites Kingcom B
Finlsh *No. of Units 2. 100
= unit weight kg e5.0.1kg
= currency | e3. 637
= unit Value s 128
Harmonisation
Tariff Code
(add) | Delete Click on the Add button when you
= have entared the catai o each

Actual shipment welght: 1.00 kg

[Contants Desaiption No ot Units Umtweight |
: Lok

The bottom of the page gives an option to create a
commercial invoice. If chosen, a new web page opens

up allowing you to fill in the necessary information.

Home Shipping Archive Addresses

[ Commerical Invoice Details

Welcome
&

el Delivery Address Sold To Address o1 A e v
8 (Change I different) T e

Service Detall pusness/ConacName " it acres ot

ervie Details omaany that hss purchessd ther|

~ D gfghigh You need to specfy the campany
) D St 55 setully purcnasing the gasss here

iftis different to the address they|
Adgress 2re baing sent to.

Despatch Details 1 Knud askers vei

1 Knud askers vel

Customs Info

Dospatch Options.

oo
s Aeker
povment ot
‘ayment 1370 Asker 1370 Asker
o
e flower
Print Phone.
Pax amber ok i
Finish
AT bumer VAT b

Next choose a collection time and date and book

the collection.

r

Home Shipping Archive Addresses

[ Despatch Options.

Welcome
A4
Address Detalls Collection/Sender's details  Delivery Add
° ection/Sender's details elivery Address o
G dscaft gfhgfgh e
) ) swew Gistsall o0
Service Details S
3 FLAT 1 ANCHOR HOUSE AT
oLD STREET
Despatch Detals
Customs Info e et
ecw sl 1370 Asker
Involce Detalls
United Kingdom Norway

Parcel Dimensions

Eaymens Parcel Weight  Helght  length  Width Chargeable Weight
s ik tem  tem  tem 100Kg
Print
[ e Contract: Hos7404 J
Finish
{ Enhanced compensation: Up to £150 J Y,

Click the print box on the following page.



Shipping

Welcome
g
Address Details
8
Service Details
&
Despatch Details
g
Payment

4

Finish

[ Print

You have now successfully entered al of the detalls required and the
collection request ang parce! lael will be printed at our colection depot.
You MUST now click on the button bel he recelpt that.

appears In the print browser window f

Please note: Ensure any pop up blockers are turned off to allow
pop ups on our site before proceeding (new window opens).

Print my receipt

/

A pop up print box appears. Click the print button to

print out labels and despatch documentation.
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Once the labels and documentation have been printed

out, the print box disappears leaving a web page

confirming the parcel number with options to book

another collection or to finish.

Parcelforce Worldwide, Parcelforce and the Parcelforce Worldwide globe logo are registered trade marks of Royal Mail Group Ltd.
Parcelforce Worldwide and Parcelforce are trading names of Royal Mail Group Ltd. Registered Number 4138203. Registered in England and Wales.
Registered office: 100 Victoria Embankment, London, EC4Y 0HQ. © Royal Mail Group Ltd 2010. All rights reserved.

Parcelforce Worldwide is a GLS network partner.





