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3 Introduction

Intelligent Shipper allows shipments to be cancelled up until the point of close out or scheduled
close out via clean sweep functionality. Once a shipment has been closed and manifested it can
no longer be cancelled. Shipments that have been cancelled can be reinstated within the first 24
hours of cancellation.

This manual instructs Customer users how to cancel shipments via GUI that have not been
closed out.

4 Cancel Single or Multiple Shipments

1. To cancel a shipment, use the GUI to login and view the shipments via the shipment
processing screen.

2. Cancellation of shipments can be done both on processed and unprocessed shipments
before close out. For Royal Mail shipments, if the system is pre-configured with clean sweep
then it must be cancelled before the automatic close out time.

3. Click “View Shipments” of a carrier in the shipment processing screen.

I\TERSOFT

ARAA

DASHBOARD Dashboard / Shipment Proce < Back
SHIPMENT SEARCH
Booking Wizard Bulk Mailing Il Scan Unprocessed Shipments
i On Hold (110) . On Hold (5)
— Processed Shipments (125) Unprocessed Shipments (37)
> Booking Wizard
> Bulk Mailing
Last Updated 11 Mar 2019 17:23:56 Last Updated 11 Mar 2019 17:23:56
» Scanning
> Manifest History sz DHL (EXPFESS) Hold all shipments ¥ View Services m . Hold all shipments  + View Services
seprem Royal Mail
TRACKNG Shipment Count: 2 Total Weight: 14.200 KG 0 oot =
View Shipments Shipment Count: 13 Total Weight: 13.900 KG
REPORTING
View Shipments
MAINTENANCE ﬁ d Pd DPD Netherlands Hold all shipments  + View Services
osre. DHL (Express) Hold all shipments 4 View Services

QUOTATION

Shipment Count: 2 Total Weight: 0.400 KG | A ot \ SHipmert Coui3 Total Weight: 11.200 KG
View Shipments

Figure 1: View Shipments in Shipment Processing Screen
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4. Alist of shipments related to the carrier will be displayed.

5. Click the “tick box” of the required shipment to be cancelled. Multiple shipments can also be
selected to be cancelled at the same time. You can also cancel all the shipments by clicking
the tick box next to “last modified” menu.

6. Click “Cancel Shipments” button to proceed with selected shipments to be cancelled.

ITERSOFT | | Shipment Processing - View Shipments

DASHBOARD Dashboard / Shipment Processing / Shipment: < Back

SHIPMENT SEARCH

View Held Shipments i .
[ Tracking Number, Reference, Postcode | Q ‘ [ Today } Hold shipments |
View Cancelled Shipments —
SHIPMENT
PROCESSING
2 Shipments 1
> Booking Wizard
|L Shipment Shipper Destination Service Packages Weight Tracking Last Modified @)
> Bulk Mailing Date Reference Number
S dpd "M 1234567 B Company 1, Egham, TW20 OH), United 328 CL - PREDICT B2C 1 0200kg 0517800900075 B
pd Kingdom B8l DPD HOME [N
> ManifestHistory dpd 11 Mar 2019 1234567 B Intersoft_Test, Egham, TW20 OHJ, United 328 - CL - PREDICT B2C 1 0.200kg 05178005900077 S 0
Kingdom B DPD HOME L )

TRACKING
REPORTING
MAINTENANCE

QUOTATION

Figure 2: Cancel Shipments in View Shipments Screen

7. A message will be displayed asking for a cancel reason to be selected.
8. Select a reason for cancellation from the drop-down menu. Please note that these messages
are pre-configured in the system and you should select one reason from the list.

Confirmation Required

Reason for Cancellation - Please select reason - ¥

- Please select reason -
Order Cancelled

Are you sure you want to cai Repacked Its?
D (= 0

Qddecin
I Wrong Service

Figure 3: Select Reason for Cancellation in View Shipments Screen
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9. Click “Yes” to cancel the shipment. If you click “No” the “Confirmation Required” message
will be dismissed, and shipments will not be cancelled.

10. The shipments that are cancelled will no longer appear in the view shipments list and will
not be included in the close out or in the automatic clean sweep.

Confirmation Required

Reason for Cancellation Wrong Service v

Are you sure you want to cancel the selected shipments?

= -

Figure 4: Confirmation of Cancellation

4.1 Cancel Shipment via View Shipment Screen

You can also cancel a shipment via the View Shipment screen. The View Shipment screen can be
accessed via any of the following screens:

e Shipment Processing > View Processed Shipments

e Shipment Processing > View Unprocessed Shipments

e Shipment Processing > Shipment Scanning

e Shipment Search

1. To cancel a shipment through the view shipment screen, you must first view the shipment.
Click on the required shipment as shown below.
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IKTERSOFT

Shipment Processing - View Shipment

DASHBOARD Dashboard / Shipment Processing / Shipment < Back

SHIPMENT SEARCH

[ Tracking Numiber, Referénce, POSIcode l Q ] [ o ] View Held Shipments Hold Shipments  Cancel Shipments
View Cancelled
SHIPMENT
PROCESSING
75 Shipments. 1] 2] 3| 4
> Booking Wizard
Ik i Shipper inati Service Packages  Weight Tracking Last [}
> Bulk Mailing Date Number Modified
> Scanning Larere. 14Mar2019 DB070820180927 0 aergen v e (N aas DHLD - DHL Express 1 1.000kg 8358518210 Ky 14 Mar2019 (=]
. w— e i e [l Worldwide WPX LS 15:23 by Test
> Manifest History Customer
LEpamE. 14Mar 2019 DHLAdOmGB2GB / B s * - gw in DHLA - DHL Domestic 1 4.000kg 8319505880 Wy 14 Mar 2019 o
TRACKING = Depart01-Invoice - . Express > 15:23 by Test
Customer
REPORTING PSR 4Mar2019 MaxitemDescription | Y - s Fa " » %1  DHLA - DHL Domestic L] 18.000kg 1 77, B 14Mar2019 (@}
et B Express > 15:23 by Test
Customer
MAINTENANCE
—EpsrE. 4 Mar2019 DB070820180927 L ot DHLD - DHL Express 1 1.000kg 6853379466 W& 14 Mar2019 (=]
QUOTATION ) —— Worldwide WPX > 15:23 by Test
Customer
LAl 14Mar2019 DB070820180927 R T ———— DHLD - DHL Express 1 1.000kg 6853379481 Ky 14 Mar2019 o
e J a4 Worldwide WPX > 15:23 by Test
Customer
—EPSPE.. 4 Mar2019 DB070820180927 B & - - > v : DHLD - DHL Express 1 1.000kg 6853379492 K 14 Mar 2019 [m]
— . Worldwide WPX > 15:23 by Test
Figure 5:View Shipments in Shipment Processing Screen
2. A detailed view of the shipment information will be displayed with a cancel button. Click
" 4 H
Cancel” to cancel the shipment.
Shipment Information
Intersoft_Test Tracking Number 8457018430 B cony
Blaystouss UNI  JD011000000003386412
Englefield Green
Wick Road Reference 1234567
Egham Surrey TW20 OH) Shipping Date 19 Mar 2019
B UNITED KINGDOM pping
Expected Delivery Date 22 Mar 2019
laura.lyonette@intersoft.co.uk
01784777170 Agent DHL (Express)
Service DHLA - DHL Domestic Express
Status Client Unprocessed - Scanned
Package Information m ltems: 3 Packages: 2 Value: £75.00 (GBP) Weight: 2.500 KG
Pricing Information Zone: 1

Figure 6: Cancel Button in the View Shipment Screen

3. A confirmation required message will be displayed . Select a reason to cancel and click “Yes”.
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Confirmation Required

Reason for Cancellation [ Order Cancelled 'l

Are you sure you want to cancel this shipment?

No

Figure 7: Confirmation Required for Cancellation

4. A “Cancelled” flag will be displayed next to the shipment information header with “Reason
for Cancel” and a “Cancelled” watermark will be displayed on the screen. In addition to this,
a confirmation message will also be displayed in the top right corner of the screen and the
text of the cancel button will be changed to “Recall”.

KTERSOFT | @ Spipy
NI

_—
DASHBOARD
SHIPMENT SIARCH Dashiboarg | Shpment Search / Shipment < Back
SHIPMENT
PROCESSING Shipment Information 4 i 0

\ J canceled Shippers info

TRACKING

Intersoft Test Tracking Number 8457018430 W\ cogy

Bloys House ‘ { " UNI JD011000000003836412
REPORTING Englefield Green \ X

Wick Road Reference 1234567

Egham Surrey TW20 ) 4 ShippingDate 19 Mar 201
MAINTENANCE B8 UNITED KINGDOM

Expected Delivery Date 22 Mar 2013

e

QUOTATION 01784777170 ./" \ w Agent DML (Express)
3 Service  DHLA- DHL Domestic Express
Status  Chent Unprocessed - Scanned
P Recal
\../
Package Information  wox | a3 Packager 2 Voue:£75.00(G89) Wegh 2500KG +
Pricing Information Zone:1 +

Figure 8: Shipment Cancelled Confirmation Screen
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5 View Cancelled Shipments

This section will explain how to view the cancelled shipments.
1. Toview the cancelled shipments, you must first navigate to the shipment processing screen.
2. Click “View Shipments” link

ITERSOFT @ Shipment Pr

potacacay

DASHBOARD Dashboard / < Back

SHIPMENT SEARCH

Booking Wizard Bulk Mailing 1M Scan Unprocessed Shipments

> Booking Wizard

> Bulk Mailing

> Scanning

> Manifest History

TRACKING

Processed Shipments (125)

Last Updated 11 Mar 2019 17:23:56 Last Updated 11 Mar 2019 17:23:56

~22#7&.. DHL (Express) Hold all shipments

On Hold (110)

+ View Services

Unprocessed Shipments (37)

Hold all shipments

Royal Mail
e

On Hold (5)

+ View Services

Shipment Count: 2

Total Weight: 14.200 KG

®  Closeout

View Shipments Shipment Count: 13

View Shipments

Total Weight: 13.900 KG
REPORTING

MAINTENANCE Hold all shipments ~ + View Services

] P Closeout

ﬁ dpd DPD Netherlands .
~aysre.. DHL (Express) Hold all shipments  + View Services

QUOTATION Shipment Count: 2

View Shipments

Total Weight: 0.400 KG

Shipment Count: 3
View Shipments

Total Weight: 11.200 KG

Figure 9: View Shipments in Shipment Processing Screen

3. Alist of shipments for the selected carrier will be displayed in the screen.
4. Click “View Cancelled Shipments” link

WTERSORT || shinment Processing - View Shipments

DASHBOARD

SHIPMENT SEARCH

Dashboard / Shipment Processing /

< Back

View Held Shipment 1old Shi ent rcel Shir
Tracking Number, Reference, Postcode ‘ Q I I Today 1 E Hald Stiprentsi [Cancel Siuf
View Cancelled Shipments
1 Shipment 1
> Booking Wizard
|& Shipment Shipper Destination Service Packages Weight Tracking Last Modified ]
> Bulk Mailing Date Reference Number
> Scanning dpd 11 Mar 2019 1234567 B Intersoft_Test, Egham, TW20 OH), United 328 CL - PREDICT B2C 1 0.200kg 05178005900077 Iy 0
Kingdom B8 DPD HOME L]

> Manifest History

TRACKING

REPORTING

MAINTENANCE

QUOTATION

Figure 10: To View Cancelled Shipments in Shipment Processing Screen
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INTERSOFT

5. You can now view the list of cancelled shipments for all carriers being displayed in the
screen. Please note that you can only view the shipments that are cancelled on the day.

IKTERSOFT
DASHBOARD - - g € Back
SHIPMENT SEARCH
Q Today x Close Cancelled Shipments
el
S Shipments
> Bocking Wizard I\ Ship Shipper Service Packages Weight Tracking Number Last 0
Date Modified
> Bulk Mailing
THermes 145eb 2019 Mermes SMS notifi n HESS - Mermes Standard 0600kg E83IS1E7NIENISHE B (@)
» Scanmng o 4 - grature
> Manifest History
WHermes 1iien 2019 n MEND - Hermes Next Do 62351873 o (@)
e = rest
TRACKING
THermes 195eb 20 Mermes SMS nouf n MENS - Hermes Next Day 0600kg 6835187313874488 B (@)
REPORTING —- OFF = Sgnature
MAINTENANCE
THermes 19 Feb 201 Mermes SMSnotf IN 1Y 3y 3138734 n (@]
QUOTATION
Figure 11: List of Cancelled Shipments in the View Shipment Screen
s u . PET . . .
6. Click “Close Cancelled Shipments” link if you need to exit the screen. This will return to the
previous screen i.e. View Shipments Screen.
INTERSOFT ; ‘
DASHBOARD Dashboard / Shipment Processing / <Back
SHIPMENT SEARCH —
l Tracking Number, Reference, Postcode ‘ Q \ l Today J % Close Cancelled Shipments Recall Shipment:
5 Shipments
> Booking Wizard It Shipper Service Packages Weight Tracking Number Last
Date Modified
> Bulk Mailing
?'iiﬂ"ts 19 Feb 2019 Hermes SMS notif OFF T HENS - Hermes Next 1 0.600kg 6835187313874488 Iy (=)
> Scanning e (Cancelled - Uploaded in - Day Signature
Error)
> Manifest History
FHermes 19 feb 2019 Hermes SMS notif LN HEND - Hermes Next 1 0.200kg 3928490313873480 Wy (]
—— i (Cancelled - Uploaded in DRy omesit
TRACKING Error)
UIMail 27 Feb 2019 0/25/1234 FED2 - FedEx 1 3.250kg 794663400370 " o
REPORTING s et & ek {Cancelled - Repacked) International Economy
SERERANC LEarEs 14 Mar2019 DHLAdOomGB2G8 / . DHLA - DHL Domestic 1 4.000kg 8319505880 () (m]
s Depart01-Invoice - Express
QUOTATION (Cancelled - Order
Cancelled)
PR 22 Mar 2019 VW-SR-12 * DHLC - DHL Domestic 2 1.350kg 8088767352 [ ) (@]
(Cancelled - Repacked) - - Express 12PM

Figure 12: Close Cancelled Shipments in View Shipments Screen
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6 Recall Shipments

The shipments that have been cancelled can be reinstated or recalled within the first 24 hours of
cancellation. Recalling the shipment will reinstate the original shipment.

1. To recall shipments, you must first view the shipments as described in section 5.
2. Click “View Cancelled Shipments” link.

INTERSOFT bt PR T a——.

DASHBOARD Dashboard / Shipment Processing / ent < Back

SHIPMENT SEARCH

Tracking Number, Reference, Postcode l Q] Today |

3 Shipments 1
> Booking Wizard
1% Shipment Shipper Destination Service Packages  Weight Tracking Last Modified @)
> Bulk Mailing Date Reference Number
> Scanning R, 1 Mar2019 MultipleceGBDHLA Iy ' DHLA - DHL Domestic 2 10.000kg 6742043193 I L (=]
= - Express > ¥od i
N Laame. 1) Mar2019 Test [ DHLA - DHL Domestic 3 4200kg 6743043440 Wy 14 ke (@]
. - Express Y N —
TRACKING 2
Lmemme 11 Mar 2019 Test B o1 . DHLA - DHL Domestic 3 4200kg 6743043521 By 11 (@]
- Express Y s

REPORTING

MAINTENANCE

QUOTATION

Figure 13: To View Cancelled Shipments in View Shipments Screen

3. Choose the shipment you want to be recalled by clicking the “tick box” next to the shipment.
4. You can also choose multiple shipments by checking the multiple tick boxes.

ITERSOFT | <hinment Pr N T,

1< I GO0 : VICEVV O A R L _dl ILCIIC
DASHBOARD Dashboard / Shipment Processing / St < Back

SHIPMENT SEARCH

L Tracking Number, Reference, Postcode ] Q J [ Today % Close Cancelled Shipments Recall Shipments
5 Shipments 1
2 Backing Wixard 1L Shipment Shipper Reference Destination Service Packages Weight Tracking Number Last (m]
Date Modified
> Bulk Mailing
FHermes 19 Feb 2019 Hermes SMS notif OFF I Tucims Jmeoms [ . HENS - Hermes Next 1 0.600kg 6835187313874488 K 11 @]
> Scanning (Cancelled - Uploaded e Day Signature 10 g
in Error)
> Manifest History
FHermes 19 Feb2019 Hermes SMS notif LN~ 1By Bisigs il e s e nas HEND - Hermes Next 1 0.200kg 3928490313873480 Wb 11% o
= (Cancelled - Uploaded [ - Day UK Domestic L
TRACKING in Error)
UKMail 27 Feb 2019 0/25/1234 L s s - FED2 - FedEx 1 3.250kg 794663400370 B O (@)
REPORTING o e b (Cancelled - Repacked) = International Economy . 1 g
MAINTENANCE Eara. 14 Mar2019 DHLAdOmGB2GB / [ P = DHLA - DHL Domestic 1 4.000kg 8319505880 B O o
Depart01-Invoice . . Express 1y s
QUOTATION C led - Order
Epere 14 Mar2019 DB070820180927 [ I g s st ' Jrar s, (i),  DHLD - DHL Express 1 1.000kg 6853379466 D e
(Cancelled - Order i ! bt B Worldwide WPX iy Crmm
Cancelled)

Figure 14: Select Shipments to Recall in View Shipments — Cancelled Screen

© 2019INTERSOFT Systems and Programming Ltd | All Rights Reserved Page 12 of 15



Cancel Shipments Manual I k I ERSOI I

5. A message will be displayed asking for confirmation you want to proceed with recalling the
shipments.

6. Click “Yes” to recall the selected shipments. If you click “No” the confirmation message will
be dismissed and the shipments will not be recalled.

Confirmation Required

Are you sure you want to Recall the selected shipments?

=

Figure 15: Confirmation Required to Recall the Shipment

7. You can now view the recalled shipment in the view shipment list. The recalled shipment will
be reinstated in the state it was previously in (processed or unprocessed), so that it can be
processed if needed and closed out ready for shipping. The “Shipment Date” of the recalled
shipment will now be updated to the date of recall.

SOFT Chirnmart Draraceifc - Viaw CHi aRke
ISTER Snipment Frocessing - view Shipments
DASHBOARD Dashboard / Shipment Processing / Shipment < Back
SHIPMENT SEARCH 5
View Held Shipments ants ~ancel Shi ents
Tracking Number, Reference, Postcode I Q ] [ Today Hold Shipments  Cancel Shipments
View Cancelled Shipments
SHIPMENT
PROCESSING
63 Shipments 1 2 3 4
> Booking Wizard
Shipper inati Service Packages  Weight Tracking IF Last 0
> Bulk Mailing Date Number Modified
> Scanning 22 Mar 2019 DB070820180927 [ = - . DHLD - DHL Express 1 1.000kg 6853379466 Wy i e JOF4 %1
- Worldwide WPX LY 1y P
> Manifest History i
B 22 Mar 2019 DB070820180927 [ - . DHLD - DHL Express 1 1.000kg 8358518210 W i b 004
TRACKING 4 . - Worldwide WPX > e |
ik
REPORTING g 22 Mar 2019 DB070820180927 [ QY S S DHLD - DHL Express 3 5.000kg 6459942602 B e o
P . | Worldwide WPX S i -
MAINTENANCE | 21 Mar2019 VW-SR-13 [ DHLC - DHL Domestic 3 2.500kg 8088769920 WY
‘ ¥ - Express 12PM ]
QUOIATION 21 Mar 2019 VW-SR-12 D e S ’ y— DHLC - DHL Domestic 2 3000kg 8088767481 W 17 Wi 004
B - Express 12PM LY s * by A
21 Mar 2019 VW-SR-12 [ DHLC - DHL Domestic 2 3.350kg 8088767411 Wy 4 e 1l
. - Express 12PM [ oy i

Figure 16: Recalled Shipment in View Shipment Screen
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6.1 Recall Shipments via View Shipment Screen

Shipments can also be recalled via the view shipment screen. To view the shipments, follow the
steps mentioned in Section 5 .

1. To recall a cancelled shipment, select the “Recall” button in the View Shipment screen. A
confirmation window will then be displayed.

2. Select the “Yes” button. If the “No” button is selected, the window will be closed, and the
shipment will not be recalled.

Confirmation Required

Are you sure you want to Recall this shipment?

No

Figure 17: Recall Cancelled Shipment via View Shipment Screen

3. The shipment will now be released, and a confirmation message will be displayed in the top
right corner of the screen.

4. The text of the “Recall” button will be changed back to “Cancel”. The shipment will now be
reinstated and will be included in the shipment close out process so that it can be
manifested and shipped.

Shipment Information ) Metentstenscst

reinstated
Intersoft Test TrackingNumber 8457018430 b copy
Blays House UNI  JD011000000003986412
Englefield Green
Wick Road Reference 1234567
Sy TR0 ShippingDate 19 Mar 2013
B8 UNED KINGDOM i

Expected Delivery Date 22 Mar 2019
[auralyonette@intersoft.co.uk

01784777170 Agent  DHL (Express)

Service  DHLA- DHL Domestic Express

Status  Client Unprocessed - Scanned

Figure 18: Successful Recall of a Cancelled Shipment Message
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7 Appendix 1 - Glossary

Close Out

Before shipments are handed over to the carrier they must be closed out
in the system. This finalises the shipment so that it can no longer be
edited and generates the paperwork required by the carrier (e.g.
manifest). For more information on closing out shipments see the
Manifest & Closeout manual.

Customer User

The core users of the system who will be creating, processing and closing
out shipments. This user role will be assigned to a customer account.
Please check the user roles manual for further reference.

Clean Sweep

A process that runs at set days and times configured in the maintenance
screens to automatically close out any outstanding shipments for a
customer that have not yet been closed. This is only available for Royal
Mail shipments only and it does not include other carriers.
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