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3 Introduction

Hold Shipments is a functionality in the Intelligent Shipper System that enables Customer users to
place shipments on hold up until the point of close out or scheduled close out via clean sweep, so
that shipments that are not ready to be shipped can be excluded from the close out process. The
held Shipments can either be released to be closed out or can be cancelled if the shipment is no
longer required.

This feature can be used if you find that you are no longer be able to fulfil the shipment that day and
need to exclude from the collection manifest or from the close out process, until you are ready to
ship the item. Prior to the introduction of this feature you might have to cancel and re-book the
shipment when it cannot be fulfilled on the day.

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

4 Configuring Hold Reasons

Before proceeding with hold shipment, a Customer Administrator user for your customer account
must ensure that the reasons for placing shipments on hold are configured in the system. It will not
be possible to put shipments on hold until these hold reasons have been configured. To set up hold
reasons, you must first login to the system via GUI and follow the steps below:

1. Navigate to the Maintenance on the left pane menu
2. Click “Maintenance”
3. Click on “Hold Reasons”

ITTERSOFT | | 110d Reasons

DASHBOARD Dashboard / Maintenance / H

SHIPMENT SEARCH

l Search, l Q |
SHIPMENT

PROCESSING 3 Hold Reasons

TRACKING I& Hold Reason Created Last Modified
Awaiting Part 28 Feb 2019 12:47 by Test Customer 07 Mar 2019 16:31 by
REPORTING

Customs Clearance 28 Feb 2019 12:48 by Test Customer

Testing Hold Reason 07 Mar 2019 13:17 by

> Address Book

> Bulk Mailing
Templates

> Departments

> Goods
Descriptions

< Back

Figure 1: Configuring Hold Reason Menu
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4. A screen will be displayed with an option to enter a hold reason in the text box.

ITERSOFT Add a new Hold Reason

DASHBOARD

Dashboard / Maintenance / Hold Reasons / Add Hi 3507 € Back

SHIPMENT SEARCH

Hold Reason * {
SHIPMENT

PROCESSING

Add Hold Reason
TRACKING

REPORTING

> Address Book

> Bulk Mailing
Templates

> Departments

Figure 2: Add a New Hold Reason Screen

5. Enter areason in the text box and click “ Add Hold Reason” button.

INTERSOFT Add a new Hold R

10

DASHBOARD Dashboard / Maintenance / Hold Reasons / < Back

SHIPMENT SEARCH

SHIPMENT
PROCESSING

i Add Hold Reason Cancel
TRACKING =

REPORTING

Hold Reason * I Further Info Required

> Address Book

> Bulk Mailing
Templates

> Departments

> Goods
Descriptions

Figure 3: Enter Hold Reason in Add a New Hold Reason Screen
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6. A message “The hold reason has been added successfully” will be displayed. You can now
see the newly added reason in the hold reason list. The hold reasons displayed in the list will
be available for you to select from when putting shipments on hold.

DASHBOARD Dashboard / Maintenance / Hold Rea < Back

SHIPMENT SEARCH

l Search... ‘ Q ‘ + Add Hold Reason
SHIPMENT
PROCESSING 4 Hold Reasons
J The hold reason has been added
> successfully
TRACKING 1L Hold Reason Created Last Modified
Awaiting Part 28 Feb 2019 12:47 by Test Customer 07 Mar 2019 16:31 by
REPORTING
Customs Clearance 28 Feb 2019 12:48 by Test Customer

Further Info Required

B AUiress Bonk Testing Hold Reason

> Bulk Mailing 1
Templates

> Departments

> Goods
Descriptions

Figure 4: Hold Reason Created Successfully Display Message

7. If the created reason is no longer required, you can also delete the reason by selecting the
reason and clicking on the “Delete” button.

INTERSOFT Further fo R
DASHBOARD Dashboard / Maintenance / Hold Reasons / Edit Hold Rea < Back

SHIPMENT SEARCH

Hold Reason * [ Further Info Required
TRACKING
i Update Delete I Cancel
REPORTING

MAINTENANCE

> Address Book

> Bulk Mailing
Templates

> Departments

> Goods
Descriptions

> Label Options

> Package Types

Figure 5: Delete Option to Remove the Hold Reason
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8. A confirmation required message will be displayed. Click “Delete” to remove the created
hold reason. If you click “Cancel” the confirmation required message will be dismissed.

Confirmation Required

Are you sure you want to delete this hold reason?

Cancel

Figure 6: Confirmation Required Message for Delete Hold Reason

9. A message will be displayed confirming the deletion of hold reason.

KTERSOFT Hold Reasons

DASHBOARD Dashboard /

Maintenance / Hold Rea:

sons < Back

SHIPMENT SEARCH

[ search... | Q ] + Add Hold Reason

SHIPMENT
PROCESSING 2 Hold Reasons.
) The hold reason has been deleted

» successfully
TRACKING 1% Hold Reason Created Last Modified I

Awaiting Part 28 Feb 2019 12:47 by Test Customer 07 Mar 2019 16:31 by Lalitha Musnuri
REPORTING

Customs Clearance 28 Feb 2019 12:48 by Test Customer

MAINTENANCE

> Address Book

> Bulk Mailing
Templates

> Departments

Goods
Descriptions

» Hold Reasons

Label Options.

> Package Types

Figure 7: Confirmation of Hold Reason Deletion
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5 Hold Single or Multiple Shipments

This section explains how to place single or multiple shipments on hold via GUI. You can hold both
processed and unprocessed shipments before closing out. Customers must have first setup the hold
reasons to put any shipments on hold.

1. Toview the shipments, you must first navigate to the “Shipment Processing” screen.

IKTERSOFT M

New Quote Track & shipment search Q. Users & Help 7

» Shipping Profiler

SHIPMENT SEARCH

Today's Shipment Statistic £
SHIPMENT
PROCESSING
New Shipments Shipped
TRACKING
ra 1 2 3 4 5 6 1 8 s w m m @ 1w 15w ow ow 1w w» a2 a u
Shipments per Hour M Tocay NN Yesterday
MAINTENANCE
Cancelled Unprocessed rocessed -
QUOTATION ”O? X NPIoC = ”229 : Countries Q@
Last Updated: 09:17
7 Day Shipment Statistics +
Shipments Cancelled In Transit Delivered
A\ wesk
Figure 8: Shipment Processing Screen
. . s . ” s .
2. To place a shipment on hold, click “View Shipments” link of the related carrier.
ITERSOFT | | @ Shipment Processil
PR
DASHBOARD Dk T S et <Back
SHIPMENT SEARCH
Booking Wizard Il Scan Unprocessed Shipments
§ On Hold (111) ’ On Hold (5)
[ = Processed Shipments (123) Unprocessed Shipments (37)
> Booking Wizard
e _
5 Last Updated 11 Mar 2019 15:11:23 Last Updated 11 Mar 2019 15:11:23
> Scanning
> Manifest History ii
old all shipments  + View Services . Hold all shipments  + View Services
L J ﬁ dpd DPD Netherlands - m m Royal Mail
TRACKING =
Shipment Count: 3 Total Weight: 1.752 KG ‘ P
REPORTING Shipments —_—h o Shipment Count: 13 Total Weight: 13.900 KG
View Shipments
MAINTENANCE UKMail FEDEX Hold all shipments ~ + View Services
b oo Lavare. DHL (Express) Hold all shipments  + View Services
QUOTATION
Shi G 42 Total Weight: 121.600
prenEount K:A g ¢*  Closeout | Shipment Count: 3 Total Weight: 11.200 KG
View Shipments

View Shipments

Figure 9: View Shipments- Shipment Processing Screen

3. The shipments will be displayed in the shipment processing view shipments screen.
4. Click the “tick box “of the required shipment to be placed on hold. Multiple shipments can
also be selected to be placed on hold at the same time.
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5. You can also place all the displayed shipments on hold by clicking the tick box next to “last
modified” menu.
6. Click the “Hold Shipments” button to proceed with selected shipments.

IXTERSOFT >hipment Processing - View Shipm

ZL’

DASHBOARD

SHIPMENT SEARCH Dashboard / Shipment Processing / t < Back

SHIPMENT View Held Shipments Hold Shipm Cancel Shi
Tracking Number, Referenice, Postcode ko DGEPITCHS
PROCESSING racking Number, Referen code Q Today e s | i i d

> Booking Wizard

3 Shipments 1
> Bulk Mailing
1L Shipment Shipper Reference Destination Service Packages Weight Tracking Last @
> Scanning Date Number Modified
> Manifest Histor 08 Mar 2019 DB08032019DPDNLIE2 I b . 302-1E2- 1 1.152kg  05178005900040 B @
y dpd s [l INTERNATIONAL L3
EXPRESS
TRACKING
d 11 Mar 2019 DB08032019DPDNLCL I 302 - IE2 1 0.300kg 0517800590003 & o
pd 5 & - INTERNATIONAL A d
REPORTING EXPRESS
11 Mar 2019 DB080320T9DPDNLCL Iy  Sas bl — - o wade 302 - 1E2 1 0.300kg 05178005900036 B o
MAINTENANCE ﬁ dpd B - INTERNATIONAL A
EXPRESS

QUOTATION

Figure 10: Tick Box & Hold Shipment Button in the Shipment Processing Screen

7. A message will be displayed asking for a hold reason to be selected.

8. Select the reason for hold from the drop-down menu and click the “Yes” button. If you click
the “No” button the “Confirmation Required” message will be dismissed. Please note that it
will not be possible to confirm the shipment hold until a hold reason is selected.

9. The selected shipment will now be put on hold and can be viewed using “On hold/view Held
Shipments” link.

Confirmation Required

Held shipments will not be included in any manifest / closeout of

shipments.
Reason for Hold Customs Clearance v

Are you sure you want to hold the selected shipments?

Figure 11: Confirmation Required Message
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5.1 Place Single Shipment on Hold via the View Shipment Screen

You can also place a single shipment on hold 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 view the single shipment details via the view shipment screen, click the required
shipment as shown below.

ERSOFY Ml chinment Processing - View Shitfrent

DASHBOARD Dashboard / Shipment Processing / < Back

SHIPMENT SEARCH

View Held Shi old s ke ol sments
{ Tracking Number, Reference, Postcode I Q l [ Today pments Hold Shipments Cancel Shipment
View Cancelled Shipments
75 Shipments 1 2 3 4
> Booking Wizard
1% shij Shipper inati Service Packages  Weight Tracking Last [m]
> Bulk Mailing Date Number Modified
> Scanning Upargs 14 Mar2019 DB070820180927 B b sssr. e DHLD - DHL Express 1 1.000kg 8358518210 W& 14 Mar 2019 (=)
B < e s ST Worldwide WPX ° 15:23 by Test
> Manifest History SR
Lavsrg. 14Mar2019 DHLAdOomGB2GB / B - B ] iy DHLA - DHL Domestic 1 4.000kg 8319505880 Kb 14 Mar 2019 o
TRACKING = Depart01-Invoice ws wrgas W Express * 15:23 by Test
Customer
REPORTING EparE_ 14 Mar2019 MaxitemDescription B W Doy S W, "W LFES]  DHLA - DHL Domestic 9 18.000kg 8319506775 Wy 14 Mar2019 (=]
o Express > 15:23 by Test
Customer
MAINTENANCE
sk, 14 Mar2019 DB070820180927 B ok B o, [ R, T DHLD - DHL Express 1 1.000kg 6853379466 WY 14 Mar2019 (=]
QUOTATION 8 s it . 5 Worldwide WPX ° 15:23 by Test
-: . Customer
SEPRrES 14Mar2019 DB070820180927 R e L DHLD - DHL Express 1 1.000kg 6853379481 K& 14 Mar2019 o
= o ey Worldwide WPX > 15:23 by Test
Customer
Lapargs 14 Mar2019 DB070820180927 B - - - DHLD - DHL Express 1 1.000kg 6853379492 Wy 14 Mar2019 [m]
e . q Worldwide WPX > 15:23 by Test

Figure 12: Hold Shipment by Viewing the Shipment Detail

2. The View Shipment screen will be displayed with a hold and cancel button.

Shipment Information

Intersof:_Test Tracking Number 8457018430 B cony
Blays House UNI  }JD011000000003986412
Englefield Green

Wick Road Reference 1234567

g\aur:\;:rée:::_:Z%er Shipping Date 19 Mar 2019
N INGDOM

Expected Delivery Date 22 Mar 2019
laura.lyonette@intersoft.co.uk
01784777170 Agent DHL (Express)

Service DHLA - DHL Domestic Express

Status Client Unprocessed - Scanned
(o ]
Package Information m ftems: 3 Packages: 2 Value: £75.00 (GBP) Weight: 2.500 KG
Pricing Information Zone: 1

Figure 13: Hold Button in the View Shipment Screen
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3. Click on hold button to put the shipment on hold, a confirmation required screen will be
displayed and a reason must be selected. When the “Yes” button is selected, the shipment
will be placed on hold. If “No” is selected, then the confirmation required message will be
dismissed.

Confirmation Required

Held shipments will not be included in any manifest / closeout of

shipments.

Are you sure you want to hold this shipment?

No

Figure 14: Confirmation Required for Hold

4. An “On Hold” flag with “Hold Reason” will be displayed next to the shipment information
header and a confirmation message will be displayed in the top right corner of the screen.
The text of “Hold” button will be changed to “Release”

Shipment Information e —

puton hold
Intersoft_Test Tracking Number 8457018430 I\ £omy,
Shsiots UNL  D011000000003386412
Englefield Green
Wick Road Reference 1234367
Egham Surrey TW20 OH)

B UNTED KINGOOM Shipping Date 13 Mar 2013

Expected Delivery Date 22 Mar 2013
laura lyonette@intersoft.co.uk

01784777170 Agent DKL (Express)

Service  DHLA- DHL Domestic Express
P Release

Status  Client Unprocessed - Scanned

Figure 15: Hold Shipment via View Shipment Detail Screen
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6 View on Hold Shipments

“View Shipments” and “On Hold” links in the shipment processing screen helps you to review the
shipments that are on hold, especially before closing out. Upon reviewing, you can then decide
either to release the shipment or to cancel the shipment.

1. Toview the shipments on hold, you must first navigate to the Shipment Processing screen.
2. Click the “On Hold” link that is displayed on the screen.

INTELLIGENT SHIPPER = SystemTest Environment - Version
INTERSOFT ﬁ ‘ F
DASHBOARD Dashiboad: 2 Shioment Proce < Back

SHIPMENT SEARCH

3 On Hold (105) : On Hold (3)
: Processed Shipments (129) Unprocessed Shipments (37)
> Booking Wizard
> Scanning

> Manifest History

Hold all shipments  + View Services Hold all shipments  + View Services
DPD@ DPD m m Royal Mail
TRACKING —
Shipment Count: 2 Total Weight: 60.450 KG
S i ¢ #®  Closeout ‘ Shipment Count: 13 Total Weight: 13.900 KG
hipm
View Shipments Ve i an
MAINTENANCE
i .Q’ dpd DPD Local Hold all shipments  + View Services DHL (Express) e o iaties
QUOTATION
Shipment Count: 2 Tots Weight 130.000 B Shipment Count:3 Total Weight: 11.200 KG
e i K6 View

Figure 16: On Hold Option in Shipment Processing Screen

3. Ascreen will be displayed listing all the shipments that are currently on hold.

IKTERSOFT hioment Processing - View Shioments On Hold
3 \ | < V [ 1] ) 1
DASHBOARD Dashboard / Shipment Processing / i < Back
SHIPMENT SEARCH
[ Tracking Number, Reference, Po ] Q | Release Shipments  Cancel Shipments.
106 Shipments 1 2 3 4 5 6
>Booking Wizard 1% shi Shipper inati Service Packages  Weight Tracking Last
Date Number Modified
> Bulk Mailing
Ewere.  19Feb2019 MultipieceGBDHLA B My Company Name, Egham, TW20 OHJ, United  DHLA - DHL Domestic 2 10.000kg 6743043193 I 0
> Scanning (OnHold - Customs Kingdom B8 Express °
Clearance)
> Manifest History
SaparEs 19 Feb2019 Test L S - DHLA - DHL Domestic 3 4.200kg 6743043440 Wy (=]
(OnHold - Customs - Express L3
TRACKING Clearance)
Esre. 19Feb2019 Test B2 e DHLA - DHL Domestic 3 4200kg 6743043521 B (&)
REPORIING (OnHold - Customs - Express *
Clearance)
MAINTENANCE
Lavsres 19 Feb2019 Test B [, gy : X DHLA - DHL Domestic 3 4.200kg 6743043543 B 0
(OnHold - Customs - Express >
QUOTATION Clearance)
—EpsrE. 19Feb2019 Test B ik - %m Lrge DHLA - DHL Domestic 3 4200kg 6743043602 (=]
(OnHold - Customs - Express L3
Clearance)

Figure 17: List of All Shipments that are on Hold
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4. You can also access the shipments that are on hold using the “View Shipments” link in the
shipment processing screen.

ITERSOFT | | @ Shioment Processing

DASHBOARD DR T : <Back

SHIPMENT SEARCH

Booking Wizard Bulk Mailing Il Scan Unprocessed Shipments
5 On Hold (113) g On Hold ()
_— Processed Shipments (121) Unprocessed Shipments (37)
> Booking Wizard
> Bulk Mailing
Last Updated 11 Mar 2019 15:38:32 Last Updated 11 Mar 2019 15:38:32
> Scanning
> Manifest History Zaares DHL (Express) Hold all shipments  + View Services m i Hold all shipments ~ + View Services
pyrem Royal Mail
RACKING Shipment Count: 1 Total Weight: 10.000 KG ™ Closeout ‘ —
View Shipments Shipment Count: 13 Total Weight: 13.900 KG
REPORTING
View Shipments
MAINTENANCE UKMail FEDEX Hold all shipments 4 View Services
Suonsi asre. DHL (EXpI'ESS) Hold all shipments  + View Services
QUOTATION Shipment Count: 42 Total Weight: 121.600
- KG Shipment Count: 3 Total Weight: 11.200 KG
View Shipments

Figure 18: View Shipments in Shipment Processing Screen

5. Click “View Shipments” link. All the shipments related to the service will be displayed in the
screen.
6. Click “View Held Shipments” link.

INTERSOFT hinment Processing T = LI
[ | = | 3 ST V1€ D] € (
DASHBOARD Dashboard / Shipment Processing / < Back
it Mew eld shipmenss|
- - L [ Reference, Postcode ‘ Q I rroday _] e Held - Hold Shipments
o View Cancelled
42 Shipments 1 2 3
> Booking Wizard
1% shipment Shipper Destination Service Packages Weight Tracking Last o
> Bulk Mailing Date Reference Number Modified
>/scanning 19 Feb 2019 0/25/1234 [} e - FED1 - FedEx International 1 3.250kg 794661974269 Wy 19Feb20191652 (O
Sl 2 e | Priority® * by AP
> Manifest History 19 Feb 2019 0/25/1234 [ ) . FED1 - FedEx International 1 3.250kg 794661974 B 19Feb20191652 O
s S S ek il Priority® > by API
TRACKING
19 Feb 2019 0/25/1234 [ FED1 - FedEx International 1 3.250kg 794661975335 WY 19Feb201917:03 (O
Gl Ll - Priority® > by API
REPORTING
19 Feb 2019 0/25/1234 [ FEDI1 - FedEx International 1 3.250kg 794661975508 Ky 19Feb201917:04 (O
—p—h - Priority® > by APl
MAINTENANCE
19 Feb 2019 0/25/1234 B - o FED1 - FedEx International 1 3.250kg 794661976802 Wy 19Feb20191707 O
Pkl P ® APl
tTATION riority > by
19 Feb 2019 0/25/1234 B FED1 - FedEx International 1 3.250kg 794661976960 K 19Feb201917:09 O
exrens paseen & mat - Priority® * by API
19 Feb 2019 0/25/1234 [ - fo e FED1 - FedEx International 1 3.250kg 794661977018 B 19Feb201917:10 O
s e 8 s - Priority® A g by API

Figure 19: View Held Shipments Option in Shipment Processing Screen
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7. You can see all the shipments that are on hold for all services will be displayed.
Click “Close Held Shipments” if you need to exit the screen. This will return to the previous
screen i.e. View Shipments screen

ITERSOFT
DASHBOARD

SHIPMENT SEARCH

> Booking Wizard

> Bulk Mailing

> Scanning

> Manifest History

TRACKING

REPORTING

MAINTENANCE

QUOTATION

Dashboard / Shipment Processing /

Tracking Number, Reference, Postcode I Q ] I % Close Held Shipments
112 Shipments
1% shi Shipper Ref Service
Date
LEPARES 19 Feb 2019 Test [ ) DHLA - DHL Domestic
(OnHold - Customs - Express
Clearance)
LEsre. 19Feb2019 Test [ DHLA - DHL Domestic
" (OnHold - Customs - Express
Clearance)
“Epsre. 19Feb2019 Test B DHLA - DHL Domestic
(OnHold - Customs - Express
Clearance)
—EPAPE. 19 Feb2019 Test L) DHLA - DHL Domestic
. (OnHold - Customs - Express
Clearance)
Lapmre.  19Feb2019 Test [ ) DHLA - DHL Domestic
(OnHold - Customs - Express
Clearance)
LEPARES 19 Feb2019 MyRef1 ) DHLA - DHL Domestic
(OnHold - Customs - Express
Clearance)

Packages

Release Shipments

Weight

4.200kg

4.200kg

4.200kg

4.200kg

4.200kg

5.000kg

< Back

Cancel Shipments

Tracking Last o
Number Modified
6743043521 B (@]
A

6743043543 By 0
A

6743043602 B (m}
>

6743043661 B O
°

6743043742 B o
A

6743042154 B (m}
L

Figure 20: Close Held Shipment Link to Exit Screen
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7 Release Shipment

Shipment that are on hold can be released using release shipments. Releasing the shipment will take
it off hold so that the shipment can be closed out.

1. To access release shipment option, you must first navigate to the list of shipments that are
on hold. This can be done using the “On Hold” link in the shipment processing screen or
through “View Shipments” link as described in the Section 6

2. Choose the shipment you want to release by clicking the “tick box” next to the shipment.

3. You can also choose multiple shipments by checking the multiple “tick box”.

INTERSOFT

DASHBOARD

SHIPMENT SEARCH

Dashboard / Shipment Processing / Shipment

< Back

[ Tracking Number, Reference, Postcode [ Q ] I Release Shipments ][ Cancel Shipments
113 Shipments. t]l2) 8 a|s]6
Rackins Whad n Shipper Ref Service Packages  Weight Tracking Last 0
Date Number Modified
> Bulk Mailing
Epsrm. 19Feb2019 Test B o DHLA - DHL Domestic 3 4200kg 6743043440 B
> Scanning (OnHold - Customs - Express L3
Clearance)
> Manifest History
~EPAPE.. 9Feb2019 Test L &} DHLA - DHL Domestic 3 4.200kg 6743043521 B o
(OnHold - Customs - Express >
TRACKING Clearance)
~EPSPE.. 9Feb2019 Test L&} DHLA - DHL Domestic 3 4.200kg 6743043543 B (=]
REPORTING (OnHold - Customs - Express >
Clearance)
MAINTENANCE
sk 19 Feb 2019 Test L) DHLA - DHL Domestic 3 4.200kg 6743043602 W O
(OnHold - Customs s Express L3
QUOTATION Clearance)
“sre. 19Feb2019 Test [ DHLA - DHL Domestic 3 4200kg 6743043661 B @]
(OnHold - Customs - Express A
Clearance)
Figure 21: Release Held Shipments
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4. A message will be displayed asking for confirmation you want to proceed with releasing the
shipment.

Confirmation Required

Are you sure you want to the sel

I YES No

Figure 22: Confirmation Required to Release Shipments

5. Click “Yes” to release the shipments that are selected. If you click “No” the confirmation
message will be dismissed and shipments will not be released from hold.

6. You can also release the shipment by viewing a shipment in detail as described in Section 6.
To release a shipment, first click the release button in the view shipment detail screen. A
“confirmation required” message will be displayed. When the “Yes” button is selected, the
shipment will be released from hold.

Confirmation Required

Are you sure you want to Release this shipment?

Figure 23: Release Hold Shipment via View Shipment Detail
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7. A confirmation message will be displayed in the top right corner of the screen. The text of
the “Release” button will be changed back to “Hold”. The shipment will now be taken off
from hold and will be included in the shipment close out process so that it can be
manifested and shipped. If clean sweep is configured in the system, then the shipment will
be included in the automatic close out.

Shipment Information

Intersoft_Test

Blays House

Englefield Green

Wick Road

Egham Surrey TW20 OH|
B8 UNITED KINGDOM

laura lyonette@intersoft.co.uk
017847771170

Tracking Number

UNI

Reference

Shipping Date
Expected Delivery Date
Agent

Service

Status

J The shipment has been successfully

reinstated

us7018430 Y copy
1/D011000000003986412
1234567

19 Mar 2019

22 Mar 2019

DHL (Express)

DHLA - DHL Domestic Express

Client Unprocessed - Scanned

Figure 24: Reinstate of Hold Shipment

8. The “Shipment Date” of the released shipment will now be updated to the date of release.

INTERSOFT
DASHBOARD

SHIPMENT SEARCH

> Booking Wizard

> Bulk Mailing

> Scanning

> Manifest History

TRACKING

REPORTING

MAINTENANCE

QUOTATION

Dashboard / Shipment Processing / Shig < Back
View Held Shipments i ants e
Tracking Number, Reference, Postcode l Q J [ Today Hold Shipments' | Cancel Shipments
lew Cancelled
63 Shipments 120l 3 4
Shipment Shipper Reference Destination Service Packages  Weight Tracking IF Last (=]
Date Number Modified
s 22 Mar2019 DB070820180927 C - -5 x DHLD - DHL Express 1 1.000kg 6853379466 Wy e (043
a2 - Worldwide WPX [ = B
mpsee 22 Mar 2019 DB070820180927 L DHLD - DHL Express 1 1.000kg §358518210 W LI e 004
o + - Worldwide WPX > - L
Lpsrgs 22 Mar 2019 DB070820180927 - — .- DHLD - DHL Express 3 5.000kg 6459942602 W& -
' - Worldwide WPX [ ¥ e o
—arere. 21 Mar2019 VW-SR-13 Test Company, Slough, SL1 3PP, United DHLC - DHL Domestic 3 2.500kg 8088769920 W
e Kingdom B Express 12PM >
\mpsre. 21 Mar2019 VW-5R-12 Test Company, Slough, SL1 3PP, United DHLC - DHL Domestic 2 3.000kg 8088767481 Wy I '
- Kingdom B8 Express 12PM L3 Sy i
a2 Mar 2019 VW-SR-12 Test Company, Slough, SL1 3PP, United DHLC - DHL Domestic 2 3.350kg 8088767411 By e 2
¥ Kingdom B Express 12PM ° i M

Figure 25: Update of Shipment Date to Shipment Released Date
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8 Hold Shipment by Service

1. In addition to hold single or multiple shipments, this option allows you to hold all shipments
of a carrier by service.

2. To select this option, you must click on “View Services” option of the respective carrier in
the Shipment Processing screen.

INTELLIGENT SHIPPER

SystemTest Environment -

INTERSOFT
DASHBOARD

SHIPMENT SEARCH

> Booking Wizard
> Bulk Mailing
> Scanning

> Manifest History

TRACKING
REPORTING
MAINTENANCE

QUOTATION

fosansa

Dashboard /

Processed Shipments (128)

On Hold (106)

< Back

Booking Wizard Bulk Mailing. 1Ml Scan Unprocessed Shipments

" On Hold (5)
Unprocessed Shipments (37)

Last Updated 11 Mar 2019 15:09:05 Last Updated 11 Mar 2019 15:09:05

ﬁ dpd DPD Netherlands

+ View Services

Hold all

Shipment Count: 8 Total Weight: 3.452 KG

( M Closeout

Hold all shipments ~ + View Services

Royal Mail

View Shipments Shipment Count: 13 Total Weight: 13.900 KG
View Shipments
UKMail FEDEX Hold all shipments  + View Services
S “msre. DHL (Express) Hold all shipments  + View Services
Shipment Count: 42 Total Weight: 121.600
o X6 - | *  Closeout ] Shipment Count: 3 Total Welght: 11.200 KG

View Shipments

View shipments

Figure 26: View Services Option of a Carrier to Hold Shipments

3. Click “Hold all shipments” link of the related carrier’s service in the Shipment Processing
screen.

INTELLIGENT SHIPPER

SystemTest Environment -

INTERSOFT
DASHBOARD

SHIPMENT SEARCH

> Booking Wizard
> Bulk Mailing
> Scanning

> Manifest History

TRACKING
REPORTING
MAINTENANCE

QUOTATION

& Shipment Proces

jassasan

Dashboard /

Processed Shipments (128)

On Hold (106)

< Back

Booking Wizard Bulk Mailing Il Scan Unprocessed Shipments

% On Hold (5)
Unprocessed Shipments (37)

Last Updated 11 Mar 2019 15:09:05 Last Updated 11 Mar 2019 15:09:05

ﬁ dpd DPD Netherlands - Services

= Hide Services

Service: 302 - IE2 - INTERNATIONAL EXPRESS
Shipment Count: 3 Total Weight: 1.752 KG

o Shigiients Hold all shipments

r M Closeout

Service: 328 - CL - PREDICT B2C DPD HOME

Shipment Count: S Total Weight: 1.700 KG
Hold all shipments

View

FERIMEiF renrv

| ¢ Closeout |

Hald sl chinmante  d \fiews Sanvicae

m Il shipments + View Services
Royal Mail
o=

Royal Mail

Shipment Count: 13
View Shipments

Total Weight: 13.900 KG

~z»sre. DHL (Express) Hold all shipments  + View Services

Shipment Count: 3
View Shipments

Total Weight: 11.200 KG

Figure 27: Hold All Shipments in the Carrier’s Service
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4. A message will be displayed asking for a hold reason to be selected.
5. Select the reason for hold from the drop-down menu and click the “Yes” button. If you click
the “No” button the “Confirmation Required” message will be dismissed.

Confirmation Required

Held shipments will not be included in any manifest / closeout of

shipments.

Are you sure you want to hold the selected shipments?

=

Figure 28: Confirmation Required Message

6. Once you have confirmed “Yes”, a successful shipment hold message will be displayed.

Confirm your Printer Profile

[ Prompt Me When Printing

G
The shipments have been successfully
Vv puton hold.

fofile when active

Confirm your Print Profile

Figure 29: Successful Hold confirmation Message
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9 Hold All Shipments of a Carrier

In addition to other hold options, this option allows to hold all shipments of a carrier.
1. To hold all shipments of a carrier, you must first locate the shipments via the Shipment
Processing screen.
2. Once you have found the shipments in the shipment processing screen, choose the carrier of
the shipment that you want to put on hold.
3. Click the “Hold all shipments” link of the corresponding service in the shipment processing
screen.

INTELLIGENT SHIPPER SystemTest Environment - Version

INTERSOFT

DASHBOARD Dashboard / Back

SHIPMENT SEARCH

‘ Today Booking Wizard Bulk Mailing Il Scan Unprocessed Shipments
l : On Hold (105) . On Hold (5)
— Processed Shipments (129) Unprocessed Shipments (37)
> Booking Wizard
- Malhng
> Scanning
> Manifest History
Hold all shipments | ~ # View Services . Hold all shipments  + View Services
DPD@ DPD Royal Mail
TRACKING l'"
| Shipment Count: 2 Total Weight: 60.450 KG ‘ M Closeout Shiormentcoun13 Total Weight: 13.900 K&
REPORTING View Shipments hipments
View Shipmen
MAINTENANCE
ﬁ dpd  DPD Local Hold all shipments  + View Services Lamare. DHL (Express) Hold all shipments  + View Services
QUOTATION —————
Shipment Count: 2 Total Weight: 130.000 D Shipment Count: 3 Total Weight: 11.200 KG
Vieiw Shipm KG {— View Shipments

Figure 30: Hold All Shipments

4. A message will be displayed asking for a hold reason to be selected.
5. Select the reason for hold from the drop-down menu and click the “Yes” button. If you click
the “No” button the “Confirmation Required” message will be dismissed.
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Confirmation Required

Held shipments will not be included in any manifest / closeout of

Reason for Hold || - please select reason- v

shipments.

Are you sure you want to hold the selected shipments?

YES No

Figure 31: Confirmation Required Screen to Select Reason

6. Once the reason for hold is selected, click the “Yes” button to put the shipment on hold. If
you click the “No” button the message will be dismissed.

Confirmation Required

Held shipments will not be included in any manifest / closeout of

shipments.

Are you sure you want to hold the selected shipments?

Figure 32: Confirmation Required Screen with Reason
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7. A successful message “Shipments have been successfully put on hold” will be displayed.

Confirm your Printer Profile

[ Prompt Me When Printing

7 Theshipments have been successfully
put on hold.

tofile when active

Confirm your Print Profile

Figure 33: Successful Message for Shipments on Hold
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10 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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