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1 Introduction

1.1 What is e-MassPost?

e-MassPost is an online registration tool for large deposits offering three fast and efficient solutions:

= Free input, supported by dynamic lists (automatic adaptation of values based on user-linked contracts and existing
data).

= Based on a fixed model, stored and modifiable by the user as needed, which speeds up the process further.

= Based on a package (specific for some contracts) so that input fields can also be limited.

e-MassPost automatically calculates the applicable price based on the input.

After confirmation you can print the deposit declaration, which will be attached to your mail items. This report replaces the
paper form, which needs to be completed by hand.

Another advantage of e-MassPost is online tracking of deposits.

You probably want to know whether the deposit you have just registered has been received by a MassPost Center or
whether it has been held up. Now you can find out. With real-time tracking you can see the status of your deposit in the
chain.

With e-MassPost you can also retrieve and print the details of your registered and approved deposits. e-MassPost generates
deposit declarations and deposit breakdowns for you.

Last but not least, e-MassPost provides added value when it comes to sharing information with your staff or
subcontractors in the mail industry.

You can confirm information registered by a third party and track all deposits linked to your contract online.

1.2 The principles governing access to e-MassPost

You the customer, via your administrator, create the user accounts you need directly.

The access of each user can be restricted based on the following criteria: type of mail items, invoice address and rights
(registration, confirmation, price viewing, tracking and online viewing of contracts).

If you work with one or more mail service providers (subcontractors), your administrator can create accounts for them in the
same way as internal user accounts are created.

2 Accessing e-MassPost

You need to be online to access e-MassPost. We recommend a PC with Microsoft Internet Explorer 6.0 or higher or Mozilla
Firefox 2.0 or higher.

There is a link to MassPost on De Post-La Poste's portal at
http://portal.post.be
If the portal page does not open, contact your IT department to sort out the problem with your online connection.

Click [Log on] in the top right menu to access the logon page.



3 Logging on to e-MassPost
Enter your user name and password in the appropriate fields.

Test NL

" [ o¢ Kiarterdienst | ulo | Zoskeni [——]@ | (om0 |

Brieven Commert zendingen

BPI e-Shipper @ nanmelden eToepassingen

Een on-line behesr en opvalging
van uw internationale afgiftes

) ) Gebruikersnaam
Taxipost e-Shipper

van al uw pakkettan,

e-Mass Post

Een on-lina beheer an opuolging Paswoord

en w massale sfaites L ]

Webtracker Pro
Creger zelf uw Kilopost-etiketten
met streepjescode en volg zo uw

zendingen met zo esn strespjescode.
Aanmelden

Use the tab key on your keyboard to move between fields, or use your mouse.

When your details have been entered, click [Log on].
Remarks

- Your user name and password are case sensitive, which means that uppercase and lowercase forms of the same
letter are treated differently. (preferably apostrophes or special characters)
You can change the language in which pages are displayed by clicking the desired language at the top left of the page.

FF g OE EN

- You must change your password the first time you log on.
See 'Managing user accounts' (section 8).



4 Home page: menus and navigation

4.1 General

If your logon attempt is successful the next page to be displayed will contain links to your accounts and deposits.

Fr. AN oE EM Contact | Hulp

Welkom op uw persoonlijke home pagina !
Laatste keer aangemeld : 28/06/2004 13:47:02

Gebruikers- eMasspost
en accountbehesr afgiftebenchten

Copyright @ 2004 De Post - La Poste | Disclaimer [global]

To go to e-MassPost click the picture in the middle labelled e-MassPost deposit messages
Customer selection page for subcontractors

4.2 Customer selection page for subcontractors

If you are a subcontractor, start by selecting your customer from the Postal Business Contracts (PBC) list.
You can change the PBC at any time by clicking “Change PBC” in the menu.

Once you have selected a PBC, the e-MassPost start page will open.

Remark

Allocating rights is handled in section 8.2.3 of this guide.



4.3 e-MassPost start page

ke

Welkom op de website 8-Mass Post |

(e R

Hoe mifn afgiftes registreren?

Darkz) e-Mass Post kst u s agifie on ne registreren en vervangt in it gewal het papieren borderel
U bheeft 3 mogeljecheden voor een mele en efficiénte registratie

» wTije EWOE in oversenstemming met uw profiel (M)

» op basis van een mode] dat u relf hebt vastgelegd (Model)

« met eon Package, vastgelead in de busondere aversenkomsten (Package)

Eéns dé registrabe van uw sfgifle velocd, is de AfpSeverklarng klasr om afte drikken &n kan 26 samien mat i
afpifie naar het Masz Post Center vertrekken

Hoe de gegevens over mijn afgiftes raadplegen?

Met de anline opvolgng kust u

« de historiek wan ge

o grdetdlecsde imformatie bekijken daks de Afgilessmenstelingen

T kst ook de voorwanrden i uw bijeondere overeenkeansten bekijken

The general navigation menu (main menu) is displayed on the left of the page.

These links provide direct access to the relevant
function, such as registering deposits, retrieving Home

deposit details or administering users if you are an Wijzig passwoord
administrator.

Welkom
Click on the relevant heading to access the function

you need. FBC wizzelen

Afgiftesbeheer
FMieuw

F Model

P Package

F Owerzicht afgiftes
F Modellenbehear

P Grouping Fackuren
b Senders

rmanagernent

on line apuwalging

b Afgifteverklaring

F Afgiftesarnenstelling
P Contracten
FDownload data

Files

F Upload

P Download Files
kWiew mailing lists
F Information

Yeraat e-Mass Post

The main menu remains accessible when you use e-MassPost.

The same goes for the menu at the top of the screen. This provides access to De Post-La Poste contact addresses (Contact
and online Help for e-MassPost. You can also exit eMassPost by clicking Log off).

A message will always be displayed to warn you if you try to exit eMassPost without saving changes you have made.



rr [IW oE en

Contact | Hulp

Welkom op de website e-Mass Post !
, ITALIELEI 124 , 2000 ANTWERPEN

welkorn
PBC wizzelen

#fgiftasbeheer
Nieuw
Modsl
Package
Wiizigen/#fschaffen
Bevestigen
Modsllenbeheer
Srouping Facturen

on line opvalging
Afgifteverklaring
Afgiftesamenstelling
Contracten
Dovwnlozd dsta

Verlaat emasspost

Stap 1 - Selecteer een facturatie adres mooooo

=

orn uw facturatie adressen bij te werken, gelieve een mail naar Business Centre te sturen via uw Beheerder,

Microsoft Internet Explorer x|

@ Bent u zeker dat u dit scherm wilt verlaten? Alle niet bewaarde gegevens zullen verloren gaan,

OK Cancel

Copyright @ 2004 De Post - La Paste | Disdaimer [e-Masspost]

4.4 Messages

A message will be displayed at the top of the page if the system finds an error or an obligatory field is left blank.

Contact | Hulp

| Het veld " Afgiftedatum™ moet aangevuld worden.

Welkom op de website e-Mass Post !
SR 2000 ANTWERFEN

Stap 2 - Registreer uw Afgifteverklaring EEO0O000

welkomn
PEC wizzelen

Afgifteshehear
Mieuw
Model
Package
wijzigen/afschaffen
Bevestigen
Modellenbeheer
Srouping Facuren

Product

Aangetekand prior
Afatftedatum I T

afgiftaplaats

=< Yorige | | ¥olgende >>

Correct the error or input the required information to proceed.



5 Managing deposits
5.1 Registering a deposit

e-MassPost provides two options for registering your large deposits online.
Each option comprises a fast six-step registration process.

5.1.1 Free input

5.1.1.1 Anouncement of a deposit without pre-booking

Click New in the main menu.

Home
Wijzig passwoord

Welkom
EEC wisselan

Afgiftesbeheer

F Mieuw

F Model

FPackane

F Cwerzicht afgiftes
FModellenbehesr

b Grouping Facturen
F Senders
rmanagernent

<n line opwalging

F Afgifteverklaring

F Afgiftesarmenstelling
F Contracten
FDownload data

Files

¥ Upload
FDownload Files

P Wiew mailing lists
F Information

¥eraat e-Mass Post

Remark

The items in the main menu differ depending on the user's access rights. So if the user does not have
the right to approve a deposit, that option will not be displayed in the main menu.

If you wish to change your user profile, please contact your e-MassPost administrator.

Home
Wijzig passwoord

Welkom
PEC wisselen
Afgiftesbehear

on ling opwolging
Afgifteverklaring

¥erlaat emasspost




Step 1

e-MassPost tells you which PBC is being used and what your status is in each step of the registration process.

Welkom op deJwebsite e-Mass Post !
, ITALIELET 124, 2000 ANTWERPEM

Stap 1 - Selecteer een facturatie adres EO00O00O0
You begin the deposit registration process by selecting the invoice address you wish to use.
Select the appropriate address from the dropdown menu.
Stap 1 - Selecteer een facturatie adres EO0o0ooon
14926 SPEOS BELGIUM RUE BOLLINCKX 32, ANDERLECHT 1070 |
O ouw facturatie adressen bij te werken, gelieve e2en mail naar Custormer Care te sturen via uw Beheerder,
If there is only one valid invoice address it will be automatically displayed.
Click [OK] to proceed to the next step.
Step 2
Stap 2 - Registreer uw Afgifteverklaring EROOO0O0O
Product IAangetekend priar ;I
Aaftedstum 4
Afgifteplaats IAalst ;I
Opgeladen bestand IGeen Bestand ;I
= Yorige | | ¥olgende =
Remark

To return to the previous step click [Back].

Remember: If you have not confirmed your input by clicking [Next] it will not be saved.

The same applies in all subsequent steps.

There are two parts to step 2.

First you need to input the product, date and place of deposit.



1. Select the Product you wish to deposit from the dropdown list.

Drukwerk [(Direct Mail) ;I

Taxipost

Aangetekend prior
Brief (Admin. Mail)
Clean Mail
Drukwerk [Direct Mail)
Mon prior (Daily Mail +27
Priar [Daily Mail +11

2. Enter the Deposit Date:

2

Select the appropriate date.

Click the calendar

3 alender - Mecrosoft Intermet Explorer [2 53] [88]

eapfambar 2003
Py o1 W el VR Tk 0
oL oz [LE] oe o5 (=3 or
[E=T R ] 11 12 7 14
T T 17 18 1% EC I
o ar ]
=) =0
Uolggnds
Remark

Remember to schedule your deposit at the MassPost Centre. The registration of your deposit via e-
MassPost can never be regarded as final. You must agree a date with the MassPost Centre.

3. Select the Place of Deposit from the list and click [Next] to save.

Aarschaot
Antwerpen ¥

Arlon

Brugge

Bruszel ¥/ Bruxelles ¥
Charlerai ¥

Eupen

Frovennes

Gent X

Hasselt

3. Select the type of file to be uploaded.

Mail-id Bestand
Data-Qualiteits Bestand

No file needs to be uploaded for regular deposits (i.e. not Mail ID or Data Quality). For a Mail-ID deposit select “Mail ID file”.
You will be asked to upload the file in a few steps' time. See section 5.1.2 for more information about creating a Mail ID
deposit.

You can also select a Data Quiality file if you wish to create a deposit in which the data quality of your addresses is checked.
If data quality is sufficiently high you will be given a special discount.

Only customers with an agreement who announce printed matter or letters in advance can upload a Data Quality file. If you
do not have an agreement but still select Data Quality you will not be asked to upload a file in step 5b.

Mail ID and Data Quality deposits can only be approved after the files have been processed by De Post-La Poste.

10



See the Mail ID technical guide, which is accessible via Files > Information in the menu, for information on how to format a
Mail ID and Data Quiality file.

Confirm your selections to open the next part of the screen.

Stap 2 - Registreer uw Afgifteverklaring EEOOO0
Product Non pHor

Afgiftedatumn 1&/04/2007 Gelieve een afspraak te raken

afgifteplaats Brussel X / Bruxelles X

Opgeladen bestand Geen Bestand

Formaat /' Gewicht ICategorie vl
Bestermming INationaal vI

< ¥Worige | | ¥olgende > |

When announcing letters (admin mail) there is an extra “early deposit” box, which must be ticked if the deposit is to be made
before noon.

s Stap 2 - Registreer uw Afgifteverklaring EEOOOO
Wijziq passwoord

Wellom Product Brief (Admin. Mail)

BBC wiszelen faitedS i 12/03/2009 Gelizve een afspraak te maken

Afgiftesbeheer Afgifteplaats Antwerpen ¥

* Mieuw

b Model

»Package Opgeladen bestand Geen Bestand

b Duerzicht afgiftes

r Modellenbeheer Formaat / Gewicht Im

b Grouping Facturen

Besternming

<n line opwaolging Mationaal =

k Afgifteverklaring

b Afgiftesamenstalling
*F Contracten

P Download data

early deposit

i i ¥Yolgende >
Filas = Yorige | | ¥olgende >

* Upload

» Download Files
kuiew rmailing lists
» Information

V¥eraat e-Mass Post

4. Select the Size/Weight type of the deposited product from the dropdown list.

I Categorie - I

This field is filled out automatically, if only one value is possible based on the existing data.

Remark

There are three size/weight types:

= Identical: all mail items are the same weight;

=  Same size, same weight bracket: the mail items are of different weights within a single weight bracket;

= Category: the mail items are of different weights in different weight brackets (only for deposits under an agreement);

5. Select the Destination of your items.

This field is filled out automatically, if only one value is possible based on the existing data.

I Mationaal _I

11




Click [Next] to confirm.

Step 3
Page 1
Stap 3 - Registreer uw Afgifteverklaring EREOOO
Marmalizatie INiet van toepassing ;I
Valume | Aantal zendingen |Eenheidsgewicht {in g)
[1ooo00 15
| Toevoeqgen |

Mechanizatie Srnall Formnat

Sortering INiet gesotteard ;I
Uitreikingstermmiin |2 vI
Afgifte tot |1?:IIIEI vI

Frankering IpB ;I

Periodiciteit I ,I

| < Yorige | | ¥olgende >

1. Make a selection from the dropdown list for the appropriate fields as you did in the previous steps.

2. The Product field is only displayed if the product comprises several sub-products that can be deposited as part of the
same deposit.

3. Inthe Quantity field enter the number of mail items per weight category or weight bracket.

4. Depending on the product type you will have to enter the piece weight of the individual item or the average piece weight.

5. The Piece Weight and Total fields are not displayed if they are not relevant.

These data are included in a single line in the event of identical mail items.

l el e El;nhmdsgewmht (in

X 500 20

There are two ways to display the lines needed to enter mail items with a different weight for other deposits:

= By clicking the [Add] button;
= By pressing the Enter key on your keyboard when one of these fields is selected.

i |_[nantal zendingen __]Fenheidsgewicht (in g)|
X |500 f20
X 1500 [50
X |20 [110

Toevoeqgen

Enter the exact weight for mail items with a different weight but in the same weight bracket.

12



Enter the average weight or the maximum weight of the weight bracket for the mail items of the Category type (mail items
belonging to different weight brackets).

To delete a line, click xat the start of that line.
6. When you have entered all the characteristics of your deposit click [Next].
Remarks

=  Check the Mechanisation details (Small, Large, Special) in the MassPost Guide.

If the values you enter are incompatible the following message will be displayed in red:

De geregistreerde criteria stemnven met geen enkel mogelijke combinatie oversen.

To avoid the same deposit being announced more than once e-MassPost displays a warning if a deposit is found with the
same details as the deposit you are in the process of creating.

You will have the opportunity to view the deposit declaration(s) of these existing deposits on that page. If the deposit is not
the same after all you can continue to create the deposit.

Er zijn aankondigingen gevonden die overeenkomen met de huidige aankondiging EEEOOO
| Aantal |
FS017/E6 Genorrmaliseerd drukwerk onder conventia 4000 2171172008 Eapport

| < ¥orige | | ¥olgende = |
Page 2

By providing information on the geographical distribution of your deposit you give De Post-La Poste better
insight into the expected workload in the various regions, which means that the service can be tailored to
customers more by means of regional planning.

Stap 3 - Registreer uw Afgifteverklaring EEREOOO

[ML] Yolume distributie per regio

Mijn geografische distributieverdeling is:

1000 - Brussel ¥/Bruxelles ¥

2000 - Antwerpen X

&000 - Charlerai ¥

|
|
4000 - Ligge X |
|
|

2000 - Gent X

Ik ken de geografische verdeling niet [

= ¥Yorige | | ¥olgende =

13



You can provide information on the regional distribution of your deposit on this page.

You need to enter percentages. E.g. 50, 25, 25. If the percentage is 0 you can leave the field blank. The total
must not exceed 100%, but it can be lower than 100%.

If you have no information on geographical distribution, tick the “I have no information on geographical
distribution” box. The section will disappear automatically. Now Click <Next>.

Step 4

A summary of the conditions and prices applicable to your deposit is shown based on the information you have provided.

Stap 4 - Uw afgifte valt onder volgende voorwaarden EEEEOC

Afgiftevoorwaarden

Annex SMALL FORMAT MIN 500
NATIONAL

Praduct Drulcvrark Minimurm hoeveelheid s00
Maorrnalizatie Niet van toepassing Afgiftedatum 31/01/2008
Formaat / Geawicht Identiek
Mechanizatie Niet van toepassing Afgifte tot 16:00
EonSring Niet gesorteerd e 2
Frankering PBE Afgifteplaats Aalst
Besternmming Nationaal

Toegepast basistarief

0)
Drkwethen small Femat =g
| % Yorige | | Bewaar als model ‘ | ¥olgende =

You have three options:

1. You can change information

Click [Back] to return to the page or pages containing the information you wish to change.
Change the relevant information.
Remark

Changes you make may lead to changes to other information on another page.

14



2. You can save this registration as a template

/3 als model bewaren -- Web x|

Als model bewaren %

Click [Save as template] to go to the next page.

Enter a name with which you can easily identify the template.

Now click [Save].

Remarks

=  The management and use of these templates are handled in section 5.4.

= If the template name is already in use e-MassPost will warn you and ask if you want to replace the existing template
with the new one.

3. You can go to the next step to enter your invoicing details

Click [Next].

15



Step 5

Now you can enter your invoicing details.

Here you can enter information on any optional services and information that helps you to quickly identify deposits on your
invoices and reports.

Stap 5 - Registreer de facturatie en identificatie gegevens van uw afgifte EEEERO

Toegepaste basistarieven

; Aantal Gewicht . A " BTW Gefrankeerd

Drukwerken
small
Format 20,000 10,00 L] ] 0 0,00 0,46
{conventie)
Opties
BTW
Optienaam Kwantiteit] Tarief Totale prijs o0 BTW hedra
1:Corr voorgefrankeeard 12,3947 12,329 0,00
Kortingen
Crop Size 1,90 % 0,00
Usage of Emasspost 0,25 % 0,00
Bankrekening nr | |
Factuurreferentie I ;I |
PBE/Frankesrrmachine nr I ;I | |
Factuur groepering I ;I
Onderaannemer I ;I | |
Cornmentaar |

1. The total price for each price bracket is displayed in Applicable basic prices.
The last column states the postage payable if you pay with a postage meter.
If you pay with roll stamps enter the corresponding amount.

2. The Options table will be displayed if you have selected any options for your deposits (e.g. Overflow).

3. The Discounts table will be displayed if applicable, stating the type, the percentage and the total amount of the discount.
These discounts are calculated automatically. The user cannot change them. The data quality discount will be

"undefined" because it cannot be calculated until the file has been processed by De Post-La Poste.

4. Enter the details needed for invoicing via the dropdown lists. You may choose to enter the value directly or to select it
from the most recent references in the dropdown list.

Bankrekening nr

e-MassPost displays the information automatically. It is directly linked to the invoice address selected for this deposit.

Factuurreferenti= I ;I |

The invoice references must be entered in this field. This should facilitate the internal check of your invoices.

16



PEfFrankeermachine nr I ;I |

This field will only be displayed if you have selected Postage Meter or Postage Paid as payment method. If it is displayed
you must enter the right number.

Factuur groepering I ;I |

This field enables you to group invoices based on a criterion you enter here.
Your Administrator can establish these values and decide to make them obligatory.
This is a fast solution that limits the chance of input errors.

Otherwise the Invoice grouping field is optional and users can enter their own value.

COnderaannemer I vI |

There are two options.
= If the mail items are to be deposited by a third-party firm,
select the subcontractor from the list or input the subcontractor's details manually.

= If you are a subcontractor and you are registering a deposit on behalf of your customer, the field will be filled out
automatically with your details.

Commentaar |

In the Remarks field you can provide the description of the deposit.
The description can be found in the Deposit Breakdown summary report.

5. You can perform an initial registration of your deposit by clicking [Save].
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Senders
If you announce a deposit under an agreement that requires an ldentified Sender, there are two extra administrative data

fields in step 5:

Stap 5 - Registreer de facturatie en identificatie gegevens van uw afgifte EEEERO

Toegepaste basistarieven

_ Aantal Gewicht . .. . - BTW Gefrankeerd

Crukwerk
small 10.000 5 0,388 5.860,00 D 0,00 0,00
Farrnat
BO 09
Kortingen
' Totale
Crop zize Discount 1,90 % 73,34 0,00
Discount gebruik containers 0,25 % 9,65 0,00
E-MaszzPost Discount 0,25 % 9,65 0,00

Administrative data

Geidentificeerde afzender

Handelsbenamirg

Factudrreterentie

PBEfFrankeerrnachine nr

Factuur groepering

Onderaannermer

Cormrmmentaar

If you leave the "Identified sender” field blank the following message will be displayed:

Microsoft Internet Explorer x|

@ [DUT] Are wou sure wou do nok wank to seleck a sender?

Cancel |

Step 6

In the final step you can review the deposit and invoicing details.

The details relating to your deposit have been saved, but they still need to be approved.

If you leave the application now these details can be retrieved using the provisional number displayed at the top of the page.
That means that you can either wait before approving your order or complete the final checks immediately.

The summary can be printed to facilitate checking. Simply click & Prtnsndle s
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Deze afgifte heeft het tijdelijke nummer 116035 gekragen.

Stap 6 - Controleer de samenvatting EEEEEE

Afgiftevoorwaarden

Product Drukwerken Small Minirnurn hoeveelheid

Format (conventie) 10.000
Hormalisatie Niat van toepassing *0 01 t2datum 22/03/2007
Formaat/ Gewicht Identiek
Machanisatie Niet van toepassing Cigfia DI 15:00
Sortering Niet gesorteerd b+ 4
Frankering Afgifteplaats Brussel ¥ /

Frankeermachine Bruxelles X

Besternming MNationaal

Toegepaste basistarieven

Aantal
zendingen
Drukwerken

=mall Format 20,000 10,00
{conventie)

. N aa . BTW Gefrankeerd
_— L] 0 0,00 A6

)

Opties

. n is n BTW

o
1:Carr voorgefrankeerd 1 12,3947 12,39 0 0,00
Kortingen
§ Totale

I T e Y

F Drop Size 1,90 % RSN

F Usage of Emasspost 0,25 % L
Facturatie gegevens
Facturatie adres
Bankrekening Mr
PB/Frankeermachine nr 4083
Factuurreferentie 06,/2470 TELENET 140 du 22/09
Factuur groepering Mailings (marcom)
Onderaannermer
Cornrnentaar
Totale prijs
Totale prijs —— P
Gefrankeerd bedrag —— €
Te betalen — £

< Yorige ‘ |Heuestiging ur.| | Bevestigen || Nieuwe afgifteqroep

The confirmation corresponds to a deposit declaration to De Post-La Poste.

Upon confirming you are given access to a print-friendly version of the Deposit Declaration, which you have to attach to your
deposit.

The contents of the Deposit Declaration are listed in section 6.1.

1. |If you are ready and you have the right to confirm, click [Confirm].
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2. If you are not ready or do not have the right to confirm, you can email the competent person.

Click [Request confirmation] to select the competent user.

a Bevestiging ¥ragen aan : - Web P

Bevestiging ¥ragen aan :

Gebruikers die mogen bevestigen
ARTHUR LEONIDAS

An email will be created automatically in your email application.

= Aanvraag bevestiging algilte e-*ass Post ir 1647, - Message (Texte envichi)

| Echier Edtion Affichage jrwertion Fomet, {rels Actiong 2
[ w «|Als £ 5

|Gt (@ @) 4 006 @R[ 1 4| Bomes,. | D,

b |IT
||

Cojet s [Ranwrasg bevestigng afpite e-Mass Post v 1647,

Gl algite &-Mass Post mel tydelijue numener 1647 le bivesligen

The email address of the addressee will be generated automatically if it is in his user’s profile. The entire confirmation
process is described in section 5.3.

3. If you wish to add this deposit to a new deposit group click [New deposit group]. See section 5.1.5 for more
information about deposit groups.

Remark
After confirmation the details can only be changed by a member of staff of De Post-La Poste.
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5.1.1.2 Announcing a deposit with pre-booking/booking and announcement by the customer (DM

Inspire)

Pre-booking

Step 1

Choose the invoice address

Step 1 - Please choose an invoicing address EOOOO0

D =

Step 2

Choose the product group — product: DM Inspire and enter the drop date

Step 2 - Please register your Drop declaration EEOOOO

Product Printed (Direct Mail)

prop dste I
Drop place I ;I

Uploaded file IND File ;I

| = Back | I MNext =

An error message will be displayed if the drop date is too soon (see product sheet).

The expected deposit date must not be before "24/03/2011°.

It is not possible to enter the place of deposit and any file that may be uploaded. This must be done in a later step.
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Pre-booking phase

Please register your Drop declaration

Product DM Inspire
Drop Date 25032011 |
Delivery time 4

Farrnat / Weight Identical

Destination Mational

Forrnat ILarge Farrnat "’I*

Drop Time and Location

Unit weight | E]

Drop Location 25/03/2011
[ | volume |

IAntwerpen H ;I

Total wolume 0

‘ Add Drop Location || Add Drop Day ‘
Previous | | Next |
Enter the correct details. & compulsory fields (format and unit weight)
You can add places and dates of deposit by clicking the appropriate button.
Example:
Drop Time and Location
Unit weight | |*
Drop Location 25/03/2011|28/0372011
]| volume | Volume |
X IAntwerpen ® ;I |'| oaoo | | |
X IBrusseI %/ Bruxelles ¥ = |2I:II:II]EI | |25|:|DEI |
X ICharleroi H ;I |1 OO0 | |3|:||:|DE|| |
Total volume 100000
‘ Add Drop Location || Add Drop Day ‘
Previous | | Next |
Click “Next".

In the event of an empty volume field the following message will be displayed:
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Pre-booking phase

Contactinfo

Balow one oF mrare contadts can be addad.

Contactl

Mame |C|:|nta|:ﬂ |*
Ernail |c|:|nta|:ﬂ iBposthe |*
Phenenumber ingpppoooD |

Contact2

Marme

Ernail

|CD ntact? |:t

contactZ2{@post be kY

| |
|

Fhonernumber ||:|I]I:I|:I|:|DDDD

Adminstrative data

Add extra contact info

cliznt reference | select previous value - | |examp|e |*
Metering machine | select previous value = | |4|]|] |*
Invoice grouping |Please select.., ;|| |

Router | select pravious value = | | |

Custornar comrnent |

|

Attach mailingfiles

||5ave

Enter the contact person’s details. You can add additional contacts.

% compulsory fields.

You can attach the mailing file immediately or click “Save” and attach the mailing file at a later date.

Attach mailingfiles
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Pre-booking phase

Link mailing files

Select one or more already uploaded mailing files to link with the Drop. Notice that the number of addresses must match
the total number of pieces on the selected day.

Day 1: 25/03/2011

Number of items Master mailing file

Antwerpen K 10000
Brussel X/ Bruzelles 3 20000
Charlerot X 15000

Day 2: 28/03/2011

Number of items Master mailing file
Antwerpen X ]

Brussel X/ Bruzelles 3 25000
Charlerot X 30000

Back | | Confirm

In the “Master mailing file” column you will see a list of files you uploaded in the usual way to link to the pre-booking per day.

Click “Confirm” to complete the pre-booking.
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The pre booking was saved as draft
Booking ID: 121

Deadline for pre booking : 24/12 /2010
Sorting method : Sorted intelligent bundling

Welcome to e-Mass Post
BROST CONTRACT TEAM, MUMNTCENTELUM 15TE YERDIEPIMNG 1, BRIJSSEL 1000,

Total price

General info

Product

DM Inspire Large Format type off weight
Farrmat Large Format
Sarting type Sorted intelligent bundling
Destination National

Base rates applied

Day 1: 25/03/2011

Unit weight

10000 4
L P TR 20000 4
13000 4

Mo mailinglists found

Day 2 : 28/03/2011

number of items]Unit weight
4

Antwerpen A a
Bruzsel ¥/ Bruxellas X 25000 4
Charlerai ¥ 0000 4

Mo rnailinglists found

Invoice details

Invoice addrass EPOST CONTRACTEAM, CEMTRE MOMMAIE 1,1000 BRUSSEL
Metering rmachine 400
Invaice reference example

Invaice grouping
Fouter narme

Cormrments

Click “OK” .
The pre-booking is displayed in the “pre-bookings” tab under “Overview Deposits”.
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Home
Lhange password

wfelcomne

Change PBC

Crops
managerant
* Hew

F Model

F Package

F Overview
Deposits

F Models
rmanagernent
P Grouping inveices
F Senders
rmanagernent

Booking

Pre-bookings Bookings Announcements

Overzicht Pre-bookings

Booking | - y . Drop .
Created B? Status

31

121

[ENG] DM BPOST

Pulse CONTRACTEAM,
FesTtlaumel: | [ L=t CEMTRE MOMMAIE

Format 1, 1000 BRUSSEL

[ENG] DM BPOST

Inspire CONTRACTEAM,
PRINTSCREENS e example CENTRE MO HNALE

Format 1, 1000 BRUSSEL

16/12/2010
14/01/2011
250032011

ZEM03/2011

Pre- Details Book
booked

[EMa]
Pre-
booked
Draft

Edit Detailz Cancel

Converting a pre-booking into a booking for the DM Inspire product. The deadlines for the various phases are displayed in
the product sheets.
The “Book” button will be displayed at the end of the pre-booking line if booking is available. Click the “Book” button.

BROST
EEISJ:;I‘EDM Sl 15/02/2011 - [ouT]
1z POSTWbruynok || P TEST CENTRE 1ei0ra011 Pre- Details ﬁnnulere
i MOMMAIE 1, backed
1000 BRUSSEL
Run through the wizard again.
Click “OK” .
BOOmn g prraes |
Booking phase |
Please register your Drop declaration
Product DM Inspire
Drop Date 17/03/2011 Drop date cannot be changed far a split drop
Delivery time 4
Forrmat / Weight Identical
Destination National

Farrmat

Packaging type

Mbr of itermns per bundle

ILarge Formmat = I*
| =l

]

Dirmensions [HxWxD in crml | |x| Ix| |

Drop Time and Location
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Unit Weight

260.0

Drop Location 17/03/2011 | 18/03/2011
1 volume | volume |

X ICharIeroi " = |25[|[|I:| | |25|:|DE| |
X IAntwerpen ] ;I |2|]EIEII:I | ||:| |
X IBrusseI %/ Bruxelles ® = |'|5EIEII:I | |3|:II:II]EI |

Total wolume 115000

| Add Drop Location |

| Previous ‘ |Ne:-|:t|

Some fields can be modified within certain limits (see “DM Inspire” product sheet). Click “Next”".

Booking phase

Contactinfo

Below ona oF more contacts can be added.

Contactl Contact2

Mame [contact 1 | Mame lcontact 2 e
el |contact! @posthe l¢  Emnail |contact2@post be Ja
PhonenumberlDDDDDDDD |* Dhonenumber|DDDDDDD |*

Adminstrative data

Add extra contact info

Client referance
Metering machine
Invaoice grouping
Fouter

Custorner comnment

ISelect previous value - | |tESl

ISelect previous value ;I |4|:||:|

IF‘Iease selach., ;I |

ISelect previous value - I |

Attach mailingfiles

|Back||

‘|Saue|

Here, too, you can either attach the mailing list immediately or save as a draft.

The aanul{ing twas sawed as draft
DUT] a mailing list is necessary for this drop
Sorting method : Sorted intelligent bundling
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Pre-booking phase | Boaking

Onc
Link mailing files e
you
hav
Select one or more already uploaded mailing files to link with the Drop. Hotice that the number of addresses must match
the total number of pieces on the selected day. €
atta
Day 1: 25/03/2011 che
d
Number of items Master mailing file f'|the
lnes
Antwerpen X 10000 S
P click
Brugzel 2/ Bruzelles 20 20000 “Co
Charlerot I 15000 nfir
m”.
Day 2: 280372011 You
r
. . r— DM
Number of items Master mailing file
Insp
Antwerpen K 1] ire
EBrussel 3/ Bruzelles 3 25000 dep
Charleroi X 30000 osit
“has
Back | | Confirm |
T
boo
ked.
Booking ID:71
Daadline for booking : 14/02 /2011
Sorting method : Sorted intelligent bundling
Welcome to e-Mass Post
BROST COMTRACT TEAM, MUNTCEMNTRUM 15TE WYERDIEPING 1, BRUSSEL 1000,
Total price
General info
Rissis DM Inspire Large Format type off weight Identical
Formnat Large Format
Sorting type Sorted intelligent bundling
Drestination National

Base rates applied
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Day 1:17/03/2011

Number of items Unit vieight _

0.0

Chatlerai ¥ 25000 260.0 0.661 16525.0
Discounts
Total
-_ (POREEIE amount Total vat
SORTED_DROF_SIZE 20,70 % 3.420,68
Antwerpen ¥ 20000 260.0 4 0,661 13220.0 0.0 0.0
Discounts
Total
-_ PreEeiog amount Total vat
SORTED_DROP_SIZE 20,70 % 2.726,54
Brussel ¥/ Bruxelles ¥ 15000 2E0,0 4 0,661 9915.0 0.0 0.0
Discounts
Total
-_ (BRI amount Total vat
SORTED_DROFP_SIZE 20,70 % 2,052,41

Da',r 2:18/03/2011

Number of items Unit weight m—

Charlerai ¥ 25000 260.0 o661 16525.0 0.0 a.
Discounts
Total
Name ntag - tal vat|
SORTED_DROP_SIZE 20,70 % 3,420,658
Antwerpen ¥ u] 2e0.0 4
Brussel ¥/ Bruxelles X 20000 2e0.0 4 [LY=5 19220.0 0.0 0.0
Discounts
Total
Name enta tal vat
-_ amount
SORTED_DROP_SIZE 20,70 9% 4,104,821
Invoice details
Invoice address BPOST CONTRACTEAM, CENTRE MONNAIE 1,1000 BRUSSEL
Metering rnachine 400
Invoice reference test
Inwoice grouping
FRouter name
Comments
Total price
Total price 60279.88
Starmnped amount 0.00
To pay 60279.88
Click “OK”
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Announcement

The booking is displayed in the “Announcements” tab under “Overview Deposits”.
Run through the wizard again and click “Finish”.

Announcement phase

[DUT] General info =
[DUT] Froduct: DM Inspire Large Format [DUT] Formatnature ldentiek
[DUT] Mechanisation Large Format [DUT] Drop until:
[DUT] Soring method Sorted intelligent bundling
[DUT] Destination Nationaal [DUT] Qrigin [DUT] Order Entry
[DUT] Status [DUT]Announced
[DUT] Base rates applied
[DUT] Diay 12 25/11/2010
[DUT] [DUT] Number [DUT] Unit [DUT] [DUT] Unit [DUT] Tatal [DUT] 2% [DUT] BT e
Location of tems weight D+ price price BT Armount
Antwarpen X 25000 500.0 4 0.676 16300.0 0.0 0.0 j
Brussel =/
Bruxollos 30000 500.0 4 0.676 20280.0 0.0 0.0 j
[DUT] Diay 2 2 26/11/2010
[DUT] [DUT] Number [DUT] Unit [DUT] [DUT] Unit [DUT] Tatal [DUT] %% [DUT] BTH
Location of iterns weight D+ price price BTW Amourt
Antwerpen X 15000 500.0 4 0.676 10140.0 0.0 0.0 +| |

Finish |

The announced booking is displayed on “Overview announced bookings”

Pre-hookings Eookings Announcements

Owerview announced Bookings

Click “Edit/validate”

Booking | - ] Drop X
I e e e e I

BRPOST
Eizgi]reDM COMNTRACTEAM, 1550272011 [ENG]
12 PRIGTISEREAIS | e TEST CENTRE : ez | Eeelidte | Beteils | Samesl
Farrmat MOMMAIE 1, 1e/02/2011 Draft
1000 BRUSSEL
BRPOST
Eif:gi]reDM COMNTRACTEAM, 17/03 /2011 [ENG]
71 POST\bruynok errr tast CENMTRE o Announfed Edit/ualidate tails Cancel
Farrmat MOMMAIE 1, ig/03/2011

1000 BRUSSEL

Once you have confirmed you can print the “deposit declaration”.
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5.1.1.3 Announcing a deposit with pre-booking by bpost (DM Pulse)

Pre-booking for the DM Pulse product occurs in-house at bpost, based on the information provided by the customer in the
“booking details” annex to the contract.

The pre-booking is displayed in the “pre-bookings” tab under “Overview Deposits” in the E-masspost account.

Booking

Home ‘ Pre-bookings ‘ Bookings ‘ Arnnouncements ‘

Change password

Welcame

Change PBEC Owverzicht Pre-bookings

Crops

rmanagerment B a

ookin S Dro :

» New 1D 9 [ created By | Product | Reference | address d tl:l Status

» Model| atum

»Package

» Duerview Deposits [ENSTIES EPOST 16/12/2010 [ENG]
Pulze COMTRACTEAM, .

» Models 21 POSTV\bruynaok Lerea test CEWTRE MONNAIE Pre- Cetails Book

managernent Format 1, 1000 gRUggEL 0172011 booked

» Grouglng invoices ENMG] DM EROST ENG

b senders Enspi]re CONTRACTEAM 25/03/2011 [Dre- !

management 121 PRIMTSCREENS o example CENTRE MONN;’;IE = booked Edit Details Cancel
Format 1, 1000 BRUSSEL 28/08/2011 Draft

Cnline follow-up
¥ Drop declaration

b Drop surnroary
b Contracts

Click “Book”.

[EMG] DM BPOST

Pulse CONTRACTEAM, L5/12/2010 [ENG] )

21 PosT W bruynok test - Pre- Dretails Book
Large ZEMTRE MOMMAIE 14/01/2011 booked
Format 1, 1000 BRUSSEL
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| Booking phase

Overview of sets for this booking

|Dn this screen pou can book the next set of pour DM Pulse book.l'ng.|

Drup Unit
Drup Iucatlnn WEIght m DIStthUtIDn m.

Brussel ®F Bruxelles

17/01/2011
Antwerpen # 17/01/2011
Fent X 1770172011
Fent X 2470172011
Fent X 3170172011

Large
Forrmat
Large
Format
Large
Format

Large
Format

Large
Forrmat

[EMG]Pre-

booked Cetails

2

2
[ENG]Pre- .

2 booked Details Book
[ENG]Pre- .

z booked Details

An overview of the sets (weekly or every other week) pre-booked over the complete contract term is displayed.
You can book the set for the next deposit date. Click “Book” in the column on the extreme right.

Booking phase

Please register your deposit information

Product DM Pulse
Abgabedatum E
Delivery time 2

Weighttype Identical
Destination Mational

Forrnat Large Format
Periodicity Weekly

Packaging type I

Mbr of iterns per bundle I:l

Dimenszions (HxWxD in crn]l H H

Deposit date and location

Unit weight |5EIEI|

deposit location 2470172011

[Gent = =l (30000

Total volume 30000

| Previous ||Neut|

Fill out the empty fields. Fields marked * are compulsory (format and unit weight).
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Click “Next".

| Booking phase

Contactinfo

|Be.l'ow ona or more coptacks can be added.

Contactl Contact2

Mame |kath|een |:t Mame |Justine |t

et [kathleen(@post be le  Ermail ljustine@post be e

Phonenurnber |02;{2?653D1 |* Phnnenumber|DDDDDD |*

| Add extra contact info |

Adminstrative data
Client reference ISeIect previous value = | |tES'[ |t
Metering machine ISelect previous value ;I |E|59 |*
Invaice grouping IPIease seledt., ;” |
Router name ISelect previous value ;I | |

Custorner commment |

‘ Back H Attach mailingfiles

|‘Saue‘

The contact info and administrative data can be changed if needed and the empty fields filled out.
You can either attach the mailing listimmediately or save the booking as a draft.

Attach mailingfiles
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Booking phase

Link mailing files

Select one or more already uploaded mailing files to link with the Drop. Notice that the number of addresses must match
the total number of pieces on the selected day.

Day 1: 13/01/2011

Number of items Master mailing file

Gent ¥ 25000
Antwerpen 3 25000
Litge ¥ 25000

Day 2: 14/01/2011

Number of items Master mailing file

Charleror X 20000

Brussel 2 { Bruxelles X 20000

Back | | Confirm

Click “Confirm”.

Booking ID:131
Deadline for booking : 03 /0172011
Sorting method : Sorted intelligent bundling

welcome to e-Mass Post
BEPOST CONTRACT TEAM, MUMNTCEMTRUM 1STE WERDIEPING 1, BRUSSEL 1000,

Total price

General info

Breduct DM Pulse Large Format tupe off weight Identical

Format Large Format
Sorting type Sorted intelligent bundling

Destination MNational

Base rates applied

Day 1:13/01/2011

Number of items Unit weight Amount VAT

Gent X 25000 150.0 0.457 114250
Discounts
Total
Name Percentage it Total vat|
SCORTED_DROP_SIZE 20,70 % 2.364,98
Antwerpen ¥ 25000 150.0 z 0.457 114250 0.0 0.0
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Discounts

Total

SORTED_DROP_SIZE 20,70 % 2,364,398
Lidge ¥ 25000 150.0 1 0.457 11425.0 0.0 0.0
Discounts
Total
MName Percentage Total vat
-_ 9% | amount
SORTED_DROP_SIZE 20,70 % Z2.364,98

Da-,r 2:14/01/2011

Number of items Unit veight Amount VAT

Charlerai ¥ 20000 150.0 0.457 13710.0
Discounts
Total
- amount o
SORTED_DROP_SIZE 20,70 % 2,837,397
Bruszel ¥/ Brusellas ¥ 20000 1s0.0 1 0.457 13710.0 0.0 0.0
Discounts
Total
- amount o e
SORTED_DROP_SIZE 20,70 % 2.837,97

Invoice details

Invoice address BPOST CONTRACTEAM, CENTRE MOMNAILE 1,1000 BRUSSEL
Metering rnachine 400
Invoice reference test

Inwoice grouping

Router name

Comrments

Total price

Total price 45924.12
Stamped amount 0.00

To pay 48924.12

An overview of the booked set is displayed, with the booking ID and the date by which you must announce the deposit at the

top. Click “OK”.
You can use the booking ID to retrieve the set in the “Booking” tab under “Overview Deposits”.
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Overview of the bookings

Booking | ~ ] i Drop X
CrEﬂtEd B? l..-
oM

BROST
CONTRACTEAM, 15/03 2011

1 PRIMTSCREEMS IL';;';E voorbeeld  CENTRE - Li”ni]ed Edit Details Cancel
poras MOMMAIE 1, 16/03/2011
1000 BRUSSEL
BPOST
DM Pulse CONTRACTEAM, [ENG]
201 PRINTSCREENS Large test CEMTRE 24/01/2011 [-°N. o Edit Details Cancel
Format FMONMATE 1,
1000 BRUSSEL
BPOST
DM Pulse CONTRACTEAM, [ENG]
202 PRINTSCREENS Large test CEMTRE 31/01/2011 (=" o Edit Details Cancel
Forrmat FMONMATE 1,
1000 BRUSSEL
BPOST
DM Pulse CONTRACTEAM, [ENG]
211 PosST\Wbruynok Large test CENTRE 17/01/2011 (o Details
Forrmat FMONMATE 1,

1000 BRUSSEL

The “Announce” option will be displayed in the column on the extreme right as soon as announcement is possible (see
product sheet). Click the “Announce” button.

Announcement

| Announcement phase

Please register your deposit information

Product D Pulse

Abgabedatum 17/01/2011 Deposit date cannot be changed.
Celivery time 2

weighttype Identical

Destination Mational

Forrmat Large Formnat

Periodicity Weekly

Packaging type I ;I

Mbr of iterns per bundle I:I

Dimensions [(HxWxD in cm | le le |

Deposit date and location

Unit weaight |250.D =

deposit location 170172011

[Gent = =1 [30000
IAntwerpen B ;I 20000
IBrusseI H Y Bruxelles H;I 20000

Total volume 70000

| Previous | |Ne:-:t|

Run through the wizard again. You can make limited changes (see product sheet). Click “Next”".
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Announcement phase

Contactinfo

Balow ona or more contacts can ba addad. |

Contactl Contact?

LSS |kath|een |t LIETI |Justine |:t
] [kathleen@posthe  |&  Emell justine@posthe Ja
Phonenumber|n2{;2?553m |* phC‘”E””mber|DDDDDD |*

| Add extra contact info |

Adminstrative data

Client reference ISelect previous value | |tEST |*
Metering machine ISeIect previous value ;I |E|E|E| |*
Invaoice grouping IPIease seleck., ;I | |

Router narme ISeIect previous value ;I | |

Custormer comment | |

|Ba_|:k || Attach mailingfiles H Save |

You can attach and save a mailing file if necessary.

| Sorting method : Sorted intelligent bundling

Welcome to e-Mass Post
BPOST COMNTRACT TEAM, MUNTCEMTRLUM 15TE YERDIEPING 1, BREUSSEL 1000,

Total price

General info

Praduct

DM Pulse Large Format type off weight Identical
Format Large Format
Sorting type Sorted intelligent bundling
Destination Matonal

Base rates applied

Dayr 1:31/12/2010

Number of items]Unit weight

Gent ¥ 23000 a00.0 1 0.674 168350.0 0.0
Antwerpen X 23000 a00.0 1 0.674 168350.0 0.0 0.0

Mo rrailinglists found
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Invoice details

Invoice address

Metering rmachineg
Inwaice reference
Invaice grouping
Router name

Cormrents

Total price

Total price
Stamped amount

To pay

BPOST CONTRACTEAM, CENTRE MOMNAIE 1,1000 BRUSSEL

400

test

33700.00
0.00
33700.00

Now you can confirm the announcement or request confirmation if you do not have the appropriate privileges.

You will receive one or more deposit authorisations in PDF.
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Report Deposit Authirization

I ‘H “H“H m HH

D7001NR338741CL

Deposit 7001 -338741-3

Invoiced Client

Client Number 3984160 BPOST CONTRACTEAM

Address CENTRE MONNAIE 1,1000 BRUSSEL

Country BE

Deposit Information
Destination Type National Day + N 1
Metering Type PP Metering Number 400
Periodicity Pre-sorting Type Sorted intelligent bundling
Reference test Center Type MassPost Center
Nature Type Identical Mechanisation Large Format
Contract Number 40/2020/999 Mail id O
Until 17:00 Early deposit |

labelled O

Annex Name DM pulse,largeformat,min 25000,D+1 - 40/2020/999
description
Deposit Place

Deposit Place Antwerpen X
Haven 466 Noorderlaan 395,2030 Antwerpen X
Tel 022/76 41 99 Fax 022/76 41 66
Creation date 20/12/2010 11:54:23 Expected Date 21/12/2010
Created by POST\bruynok
Announced Quantity
Product Type Weight (in gr) Weight Category Quantity
[ENG] DM Pulse Large Format 125,00 g 101 - 150 50.000

5.1.2 Mail ID deposits

Remark: For an explanation of Mail ID and the technical terms used here, see the Mail ID Technical Guide, which is
accessible via Files > Information in the menu.

If “Mail ID” was ticked in step 2 a page will be displayed after step 5 that is not displayed in the event of a regular deposit.
This is step 5B.
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Stap 5B EEEEERD

MID Data

Deposit Reference:

|
Execution rode: IF‘ vl

Master MailinglList: I <geen> ;I kies geen als u wil dat de afgifte de master is.

= Yorige | | Bewaren

There are two options here:

1. If the mailing file has already been sent leave the Deposit Reference field blank and select the name of the mailing file
you want to link the deposit to in the Master Mailing List. In execution mode you can choose from P (Production), C
(Certification) and T (Test). Make your choice and click "Save". Now you can complete the order just like any other deposit
until you receive the deposit declaration. The additional explanation in section 5.1.2 is only applicable if the mailing file is to
be sent later.

2. If the mailing file is to be sent later enter the deposit reference in the relevant field (you will have to state the same
reference in the mailing file so that Mail ID deposit and file can be linked) and select <None> for the Master Mailing List. In
execution mode you can choose from P (Production), C (Certification) and T (Test).

When you are ready, click [Save]. Your provisional deposit number will be displayed on the next page. Note that “MID Data”
are displayed on this page. These are the details you entered in step 5B.
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Deze afgifte heeft het tHjdelijke numnier 97250 gekregen.

Afgiftevoorwaarden

Package Brief <.=50 gr Customized 1
Genormaliseerde . .

Product brief onder Minimum hoeveelheid 10.000
conventie

Morrnalisatie Afgiftedaturn

Genormaliseerd 24/01/2007
Formaat/ Gewicht Zelfde formaat,

zelfde gewichtstrap
Mechanisatie Mechaniseerbar Afgifte tot 23:00
Sortering Sorteersector en C+ 1

uitreikingskantoor
Frankering Afgifteplaats Brussel X /

PB

Bruxellas X

Besternming Nationaal

Toegepaste basistarieven

Aantal Gewicht Totale v BTW Gefrankeerd

Genormaliseerde

brief onder 50,000 10,00 0,0 0,0
conwventie

Opties

Totale BTW
LY

Naam Hoewveelheid | Tarief Yo BTW bedrag
Mail ID optie 0,00 0,00
MID Data
Execution mode p
Deze deposit is een raster, gelinkt aan:
Geen rmailinglists gevonden
Facturatie gegevens
Facturatie adres I
Bankrekening Mr
PE/Frankeermachine nr |
Factuurreferentie SNBA X-mas Card
Factuur groepering
Cnderaannemer
Cornrnentaar
Totale prijs
Totale prijs N/ A e
Gefrankeerd bedrag N/ A e
Ta betalen N/ A €

Z ¥Yorige | | Upload

Click [Upload] at bottom right to open the upload page.

Here you can upload one or more files containing the Mail ID humbers printed on the deposit items. An address file must
always contain at least the same number of addresses as announced in step 3. To find a file on your computer, click
[Browse].
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Upload file(s)

|| Bladeran...

Upload

When you have uploaded all your files click any item in the menu on the left to leave the page. Once the files have been
uploaded and processed you can view the response via Files > Download files and confirm the deposit via Manage Deposits
> Confirm.

5.1.3 Using templates

You can register your deposit very quickly by using a template.

With a template, you register your deposit using the information you entered during previous registrations.
The procedure for creating a template is described in sections 5.1.1 and 5.4.2.

All fields already filled out can be changed.

It is important to note that changes to details in one field may lead to deletions of values in the next fields. The system takes
account of your contracts, so only valid combinations of values are proposed.

If you enter the criteria in e-MassPost the system will always find the lowest price for you.

1. Selecting templates

To find your templates click Template on the main menu.

U bent N
GHIISELINGK Welkom op de website e-Mass Post !
ECI VOOR BOEKEN EM ECI WOOR BOEKEN EN PLATEN, ITALIELEL 124 , 2000 ANTWERPEN
PLATEM
Home Kies een model
Wijziq passwoord
test show Dit model gebruiken

PBC wisselen

Afgiftesbeheer
Mieuw

Model

Package
wiizigen/Afschaffen
Bevestigen
Modellenbeheer
Grouping Facturen

©n line apvalging
Afgifteverklaring %
Afgiftesarnenstelling
Contracten
Download data

¥erdaat emasspost

A list of all your templates will be displayed.
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Now click Use this template in the list to select the template you want.

2. Reaqistering a deposit using a template

When you open a template you see the same type of pages as when you perform a registration via the submenu New (see
section 5.1.1).

Step 1

Select the invoice address from the dropdown list.

Stap 1 - Selecteer een facturatie adres EO000oo0

14926 SFEOS BELGIUNM RUE BOLLIMCK- 32, ANDERLECHT 1070 j

Om uw facturatie adrezsen bij te werken, gelisve een mail naar Customer Care te sturen via uw Beheerder,

Step 2

Fields are already filled out depending on the template you have selected.

Obviously the Deposit date field always needs to be filled out.

Stap 2 - Registreer uw Afgifteverklaring EECOOOO
Product Iﬁ

—

Afgifteplaats

IBrusseI H { Bruxelles ¥ |

<opgeladen bestand IGeen Bestand ;I

= Yorige | | ¥olgende >
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Click [Next] to open the second part of the page.

Stap 2 - Registreer uw Afgifteverklaring EROOO0ODO
Product Brief
Cioilsds 19/01/2007 Gelieve een afsprazk te maken
Afgifteplaats Brussel X / Bruxelles X
Formmaat/ Gewicht ICategorie ,l
Bestermnming

INationaaI - I

% Yorige | | ¥olgende >
Step 3

Stap 3 - Registreer uw Afgifteverklaring EEEOOO
Marrnalizatie

IGenormaIiseerd ;I
wol = = A =

olume - Aantal zendingen Eenheidsgewicht (in g)
X | [

Mechanisatiz INiet wan toepassing vl
Sortering

ISorteersector ;I
Uitreikingstermijn Il ,I
Afqifte tot 17:00 -
Framkering

I Frankeermaching » I

| = ¥orige | | ¥olgende > |

Some fields will already be filled out, depending on the template. The Quantity and Piece weight fields are always blank.

Next steps

The next steps are the same as the steps for free input via the submenu New (see section 5.1.1).

5.1.4 Deposit groups

1. General

A deposit group is a group of similar deposits with different invoice addresses or places of deposits. These deposits are
grouped to obtain a larger drop size discount.

If you have the right to create deposit groups the [New deposit group] button will be displayed in step 6.

= ¥orige | !Beuestiuinu 'l.rr-! | Bevestigen || Mieuwe afgiftegroep

Click this button to open the following page:
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Owerzicht afgiftes in afgiftegroep

Beschrijving I | DOpslaan beschrijving |

Tudeluk Totaal Totale
Afgifteplaats T e prijs Product | Yalideerbaar

Bruzzel ¥/ FOREIGH BUSIMESS DEPT OF CHPGC,
15000 B T4IFING HU DOMG LI WESTERN D Drukwerk Ja Varwiidaran
Bruxelles ¥
14, BEIJING 1000

116417

| ¥Yerwijder Groep || ¥raaq Bevestiging || Bevestigen || Toevoeqgen

The name of the deposit group must be entered in the Description field. The user is free to choose any name. This is an
obligatory field. Confirm the name by clicking [Save description].

The other buttons on this page are as follows:

Delete group The group and all deposits in the group will be deleted.

Request confirmation You can request a confirmation for all deposits in the
group.

Confirm This confirms all deposits in the group.

Add Here you can add a new deposit to the group.

Remark: A deposit group can only be created if the first deposit meets the minimum quantity in the contract. There is no minimum quantity
for the next deposits.

2. Adding a deposit to a deposit group

You can only add deposits with the same day and product to a deposit group.

Click Add to open the next page:

Toevoegen van afgifte aan afgifte groep | Iufinlululs]

IE?DD FOREIGM BUSINESE DEFT OF CHMFC TAI FING HU DOMNG LL WESTERMN D 14, BEIJING 1000 j

Afgifteplaats IBrusseI W { Bruxelles % =]
Wal g g g g
sWme Aantal zendingen Eenheidsgewicht {in g}
X | |
Toevoeqgen

Back || ¥olgende =

In step 6 click [Next] to add the new deposit to the group.

Owverzicht afgiftes in afgiftegroep

Beschrijuing I | Opslaan beschrijving |

T|]de||]k Totaal Totale
Afgifteplaats volume T Product | valideerbaar

FOREIGM BUSIMESS DEPT OF CHPC,

116417 :::f{i‘ﬂ'ﬁi’;{ 15000 TAI PING HU DONG LI, WESTERN O Drukwerk  Ja Varwiideren
14, BELJING 1000
N FOREIGN BUSINESS DEPT OF CNPC,
116425 1300 sl TAI PING HU DONG LI, WESTERN O Drukwerk Ja Verwiideren

Bruxelles ¥ 14, BELJIMNG 1000

¥erwijder Groep || ¥raag Bevestiging || Bevestigen || Toevoeqen
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3. Confirming a deposit group

When all deposits in your deposit group have been created click “Confirm”. This opens a PDF with all deposit authorisations
for the deposits in the group. These can be printed. The drop size discount is also recalculated in the confirmation.

33 https:/ /test.post.be/Masspost-Webcounter; jsp/depositc i =] |
_:_‘ 8 |52% - & 3.
Fit Width
L3
3 “ . . =
z Rapport afgifte toelating =
E
§ e HHH‘I”HH || | | ||| | I|‘|
&
=1
o3
& Agiha nummer TS0 - 71863 -1 D7506NR071868C5
-‘E‘ Gefacturesrde dlant
=L Klantnummer 5700
[ Naam FOREIGN BUSINESS DEFT OF CNBC
Agres TAI PING HU DONG LI, WESTERN D 14,1000 BELING
Land =] LI
5 [ o« TRl @ 0= '

Remark: Once a group has been confirmed the deposits in that group can no longer be deleted. Those deposits are
therefore no longer displayed on the Deposit summary page.

4. Deposit group summary

All deposit groups still awaiting confirmation are displayed at the bottom of the Deposit summary page. Click [Detail] to
return to the group summary and add deposits, confirm the group, etc.

Overzicht Afgiftegroepen

Tijdelijk nummer Aangemaakt door Valideerbaar -

116625 test afgiftegroep BME Ja Detail
118665 l— blablabla Ja Detail
117061 L ___ Peter Test Ja Detail
117250 ___ ] test brne Ja Detail
117507 . test bart Ja Dretail

5.1.5. Item-based parcel deposit

In step 2 select “Taxipost” as the product.
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Home Stap 2 - Registreer uw Afgifteverklaring
Wijziq passwoord

el orm HEENE: ITaxistt ;I

EBC wizselen

Afgiftedatum I—l.
Afgittesbeheear 18."111."12009 ﬁ

D KM= afgifteplast
gifteplaats |
FModel IAntwerpen E -

b Package
P Duerzicht afgiftes Cpgeladen bestand IGeen Bestand vI

F Modellenbeheer
P Grouping Facturen

F Sendears I:
managernent
o line opwolaing Helpdesk contacteren

F Afgifteverklaring
F Afgittesarmenstelling

P Contracten
FDownload dats

Files

F Upload
FDownload Files
Fuiew mailing lists
F Information

¥Yeraat e-Mass Post

Step 3: enter the number of parcels and select the barcode (account ID)

[ oft Internet Explorer -2 x|
Be [t Yom Faetss G (5 ‘ 3
- o =
= = o = =
Qs O [ B () s fyemene @ L @ - L@
Addess [] hetps ijtest post o, do?acti . =] Eso |unks >
Test NL
Fr [ oe En Wlzntendienst | Hulp | Zesken: [ ][a)
* Welkom op de website e-Mass Post |
TESTUAT ACASTI, rue du Commerce 124, BRUXELLES 1000,
H i ji (] Jafal=l:]
to S Afgifte pakjes
FE— Verwacht aantal stuks 501]
PEC vissslen Barcode [em =
Afgiftasbehaar
» Nizuw .
BRI Late aankomst 19:45
»Packags

» Overzicht sfaiftes
»Madellenbehesr
» Grouping Faturan

on line cpuclaing

» Afaifteusrklaring

» Afaiftesamenstelling
» Contracten

*Download data

Filas
»Upload Helpdesk contactersn
*Download Files
»uisy maziling lists
» Information

Verlaate-hass Post

Copyright © 2005 Da Past - Ls Foste | Disdaimer

=l

[&] pone [T S [ mternet
istart| | G @ O] & 52 | O] pastvakin- Microsoft 0., |[&] e-Mass Post - Micros... ] Documentz - Microsoft .. DS D BB 10z

Step 4:
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7 e-Mass Post - Microsoft Internet Explorer =12 x|

Fle Edt Yew Favortes Took Help | &
a e . T
@aack - Q- @ @ Ch psear:h . Favortes @| B- =N [ [ J#&
Address @hnpsw t post. i ilingéction. do?action=getStepeDataForltemBasedsilingDeposit =l e ‘L\nks B
Test NL
Fr: [ o v Klantendienst | Hulp | Zesken: [ |[@)
U bent Welkom op de website e-Mass Post !
TESTUAT ACASTI, rue du Commerce 124, BRUXELLES 1000,

Print versie
Home =
Wiiziq ‘

Deze afgifte heeft het tijdelijk nummer gekregen273324. ‘

Mielkom

PBC wisselen

Stap 6 - Controleer de samenvatting EEEnmEm

Afgiftesheheer
¥ Nieww
o

Afgiftedetails

sheer
» Grouping Facturen
Preducgroep Parcels Item-based
On line opvalging

» afaifreverklaring
» afaiftesamenstelling | Yertadhte datum 10/06,/2008
Ear

Wervachte plaats Aalst

Filas Late aankomst uur 101486

b Download Files

»uiew mailing lists
» Information

Yorige

| et |

Verlaat e-Mass Post

|

[&] Dene [T & [ mkemet
@istart| | (@ & (O] & 32 | |O]Postvak - Microsoft ©... |[£] e-Mass Post - Micros... 8] Document - Mizrosaft ... O ADSD T B 102

5.2 Changing or deleting a deposit
5.2.1 Eligible deposits

1. Changing a deposit

You can change a deposit with a provisional number as long as you have not confirmed it.

2. Deleting a deposit

You can delete a deposit as long as it has not been deposited at a MassPost Centre.

Remark

The MassPost Centre deposit status can be viewed under Online tracking. Tracking is handled in section 6.

5.2.2 Procedure
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To change or delete a deposit click Deposit Summary in the main menu.

Home
Wijziq passwoord

welkom
PBC wisselen

Afgiftesbeheer

b Mieuw

FModel

¥ Package

¥ Ooverzicht afgiftes
¥ Modellenbehear

b Grouping Facturen
¥ Senders
rmanagemant

<n line opwalging

¥ Afaifteverklaring

¥ Afgiftesamenstelling
b Contracten

P Download data

Files

b Upload

¥ Download Files

b View mailing lists
¥ Information

¥edaat e-Mass Post

This displays a summary of all deposits not yet received by the MassPost Centre and all deposits that still need to be
confirmed.

If you are the administrator or a user with the confirmation right a full list of deposits meeting your criteria will be displayed.

Users can only access the list of deposits they have created themselves.

Fi0s599 TELEMET,
. MIXTICS LIER.SESTEEMWEG . .
115064 F506/68505 Laurent Ide Brief DALY du 4, MECHELEN Gevalideerd Detail Annuleren
19/03 2800
05/2470  [rctecrernwea
115327 FE06/68617 Laurent Ide Man prior TELEMET 140 Gevalideerd Detail Annuleren
du 22/09 4, MECHELEM I —
2800
05/2470 [rrtecrernwea
115340 5017172 Wirn Wouters Brief TELEMET 140 Gevalideerd Detail Annuleren
4, MECHELEM e
du 22/09 =800

The summary contains various criteria for facilitating the identification of deposits.

- the provisional number allocated to the deposit at the time of registration
- the final identification number if the deposit has been confirmed

- the creator of the registration

- the product

- the deposit reference

- the invoice address

You can view (Detail) or delete a deposit that has already been confirmed. A deposit that has not yet been confirmed can
still be changed.

One of three values may be displayed in the Confirmable column:
e Confirmable: the deposit is ready to be confirmed
e Awaiting confirmation: the deposit cannot yet be confirmed (the Mail ID or Data Quality file still needs to be
processed)
e Confirmed: the deposit has already been confirmed.

1. To change the deposit click Change in the summary.

This opens the first deposit creation page in step 1/6 Selecting an invoicing address.
Change what you need, taking account of the rules in section 5.1.1.
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2. To delete a deposit click Delete in the summary.
This opens a summary page.

This displays all the information you need to decide whether or not you wish to delete the deposit.

| Deze afgifte heeft het Gjdelijl

97145 gekregen. |

Afgifte annuleren EEEEEN
Afgiftevoorwaarden
Genormaliseerd . .
Praduct driloerte Minirmurn hosveelheid o0
voorkeurtarief
Mormnalis atia Genormaliseerd il L 05/01/2007
Formaat / Gewicht Identiek
s shse =t Niet van toepassing  fdifte tot 15:00
Seiteiing Sorteersector et 4
Frankering pB Afgifteplaats Aalst

Besternrning Mationaal

Toegepaste basistarieven

Aantal Gewicht . .._ | Totale " BTW Gefrankeerd
m EE"hEIdSDrUS
1.234 0,33 a 0,00 0,00

Genarmaliseerd
drukuwerk
wanorkeurtarief

13,00 407,22

Opties
A 5 Totale o BTW
Hoeueelheld hEdrag
testoptie 1,234 1,00 1,234,00 o 259,14

Facturatie gegevens

Facturstie adres

Bsnkrakaning Nr

PB{Frankeermachine nr

SPEOS BELGIUM

210-0848800-05

BAJBOZDPO

Factuurreferentie (Q8) SMART TRANSACTION 061835
Factuur groepering

onderaznnarmer

Carnrmentaar

Totale prijs
Totale prijs 1.900,36 €
Gefrankeerd bedrag 0,00 £
Te betalen 1.900,36 €
< Yorige | | Yerwijderen

To confirm the deletion click [Delete].

A final request for confirmation will be displayed: t Ent ] |
"'?I) D passlectaarde afgfts defirde® vanvoderen?

i EE

You will be returned to the deposit summary list. This list has been updated. The deleted deposit is no longer included.

Click [OK].

If you decide not to delete the deposit:

=  Click [Back] to return to the Deposit summary page.
= Or click another link in the main menu to leave the page.

5.3 Confirming a deposit
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Home
Wijzig passwoord

Welkom
PBC wisselen

Afgiftesbeheer

F Mieuw

FModel

FPackage

F Overzicht afgiftes
FMaodellenbehesar

F Grouping Facturen
FSendars
rmanagernent

2n line opwalging

b Afgifteverklaring

F Afgiftesamenstelling
k Contracten
FDownload data

Files

F Upload

¥ Download Files
FView rmailing lists
F Information

¥eHdaat e-Mass Post

5.3.1 Finding a deposit that needs to be confirmed

To confirm a deposit select Deposit summary in the main menu.

This brings up the list of deposits still awaiting confirmation.

FOREIGH
BUSIMESS DEPT
0&/2470 OF CHPC, TAI wWachtend o
115975 FAREN CLEMENT Brief TELEMET 140 PIMG HU DOMG validati P Bewerken Detail Annuleren
du z6/09 LI, WESTERN D sliats
14, BEIIIMG
1000
ezin T
115982 Bart Smets Brief TELEMET 140 Valideerbaar Bewerken Detail
du 22/09 4, MECHELEM
2800
eizin T
115989 75017178 Laurent Ide Brief TELEMET 140 Gevalideerd Detail Annuleren
4, MECHELEM e
du 26709 =800

The deposits marked Confirmable are deposits you have access to that have not yet been confirmed.

One of three values may be displayed in the Confirmable column:
e Confirmable: the deposit is ready to be confirmed
e Awaiting confirmation: the deposit cannot yet be confirmed (the Mail ID or Data Quality file still needs to be
processed)
e Confirmed: the deposit has already been confirmed.

Remark: You have to have the appropriate rights to be able to confirm a deposit. To change your user profile contact your e-
MassPost administrator.

A user without confirmation rights can ask another user with these rights to confirm the deposit.

In that case, you may have already received a standard email notifying you of the confirmation request. The message states
the deposit’s provisional number, which makes it easier for you to find it.
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| = Aanvraagbevestging alifte e Mas Post ne [6479, - Measage {Test
Bebier Edbnn AFfimse lremtieen coavest Dueks Atlems 2

= || W A s S T

Eiwerer | Bl &[5 35 80 Gk B S 1 b ¥ Homens. 5.

gl
e |

bt [Larwrasgbemstigng of gits e-Haas Post e 1555

Galirm afafte a-bass Post mat Hjcalijka rummar 1645 16 hovastien,

With the provisional number you can find the unconfirmed deposit in the Deposit summary list.

5.3.1 Procedure

To view the deposit qualified as Confirmable so you can make a decision on whether you want to confirm it click Detail in the
Deposit summary list.

The details of the deposit are displayed as follows:

Deze afgifte heeft het Hjdelijke nummer 97156 gekregen.

Afgifte bevestigen EEEEER

Afgiftevoorwaarden

Niet genormaliseerd . .

Product drulowrerk Minirmurm hoeveelheid 1.000

voorkeurtarief
osles = Niet genormaliseerd 1 9iftedatum 09/01/2007
Formaat/ Gewicht Identiek
Mechanisatie Niet van toepassing Afgifte ot 15:00
Sortering Per pak wvan 50 of 100 O +

- 4

Regionaal
Frankering PE Afgifteplaats Ieper
Besternming Regionaal

Toegepaste basistarieven

. Aantal Gewicht q .. | Totale BTW Gefrankeerd
EenhEIdSp”]S

Higt
gfunlf“fzz"seerd 13,000 12,00 0,40 5.200,00 ] 0,00 0.00

voorkeurtarief

Opties

. q Totale o BTW
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Facturatie gegevens

Facturatie adres

Bankrekening Mr 210-0848890-95

PB/Frankeermachine nr BAIB23IW2E

Factuurreferentie (8) SMART TRANSACTION 07 /0028

Factuur groepering zone 1

Onderaannermer ddd

Cormmentaar

Totale prijs

Totale prijs 7.832,59 £

Gefrankeerd bedrag 0,00 €

Te betalen 7.832,59 €
= Yorige | | Weigeren | | Bevestigen

You have three options:

1. You can confirm the registrated deposit

Click [Confirm].

After confirmation e-MassPost allocates a final identification number to the deposit.
Upon confirming you can access and print the "Deposit Declaration”.

2 AfgiftetoelatingfAutorisation de dépot -- Dialogue de page Web

|B@ o BEEOEE 4 b €% [O&-B-8om -e DO %W

Afgteverkianng
Declaration de depat

VERSCHUERE JAN I|

pol: 7501141

D70 INRmoe 11t

If you confirm a deposit created by another user e-MassPost suggests sending that user an email notifying him or her of the
confirmation and stating the final identification number.

2. You can reject the deposit
Click [Reject].
If you created the deposit yourself you will have the opportunity to change or delete it as described in section 5.2.2.

If the deposit was created by another user you can send that user an email stating that the deposit cannot be confirmed.

We recommend that you state your reasons for rejecting this deposit.

3. You can return to the deposit summary
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Click [< Back]
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5.4 Managing templates

5.4.1 Retrieving a template

To find your templates, click Template Management on the main menu.

Home
Wijziq passwoord

telkom

PR wisselen

Afqiftesbeheer
Niguw
Model
Package
Wijzigen/Afschaffen
Bevestigen
Modallenbehear
Grouping Fackuran

on line apvalging
Afgifteverkiating
Afqiftesamenstelling
Contracten
Dawnload data

¥erlaat emasspost

Modellen

&

Modelnaam --

test show

Wiizigen Vermijderan

Toevoegen

5.4.2 Creating a template

Click [Add].

Modellen

By

test show wiizigen Werwijideren

JToevoegen

Enter the data in the same way as you would for a new deposit (see section 5.1.1).

The fields you can fill in are as follows:

Registreer uw Model

Produdct
Afgifteplasts

Formaat f Gewicht

Besternming

Non prior

Brussel ¥ / Bruxelles X

—
=

=< Worige || Yol de ==
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Registreer uw Model

Mormalisatie

=
Mechanisatie
j'
Sortering
j‘
o =
Afgifte tot lﬁ
Frankering [:
j‘

| Z< Vorige || Bewaren |

During each step e-MassPost checks that the data you enter are mutually compatible based on your contracts. If not an
error message will be displayed.

De geregistreerde criteria stemmen met geen enkele mogelijke
combinatie overeen.
Once you have filled out all the desired fields click [Save].

Give the template a name that you will recognise and click [Save].

3 https://test.post.be /Ma - I Ellll

Als model beviaren

Modelnaam |

Bewaren

Remark

= You can also create a template when you register a new deposit, as described in section 5.1.1.
= If the template name is already in use e-MassPost will warn you and ask if you want to replace the existing template
with the new one.

5.4.3 Changing a template

In the template list click Change.

Modellen

test shaw Wijzigen Werwijderen

Toevoeqen

This opens all the pages you went through when you created the template (see section 5.4.1).
You can go through them and make any changes you need.

When you are ready click [Save].
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5.4.4 Deleting a template
In the template list click Delete.

e-MassPost will ask you whether you wish to delete the template.

Microsoft Internekt Explor x|

@ Wil u deze model afschaffent

Click [OK] or [Cancel].

5.5 Grouping invoices

Home
Wijziq passwoord

Welkom
EBC wisselan

Afgiftesbeheer

F Nieuw

b Model

¥ Package

b Owerzicht afgiftes
¥ Modellenbehear

b Grouping Facturen
F Senders
managermeant

On line opwolging

¥ Afgifteverklaring

b Afgiftesamenstelling
b Contracten
PLDownload data

Files

¥ Upload

b Lownload Files

P Wiew mailing lists
b Informmation

¥eraat e-Mass Post

You can use one or more references to group your invoices.
You can create different groups for each invoicing customer.

Click Invoice grouping in the main menu.

Remark

To access this function you must be the e-MassPost accounts administrator for your company or have administrator access.
(right allocated by the administrator)
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5.5.1 Setting a grouping value

Add the invoicing customer for whom you wish to create a group by clicking the "Add” button.

Home facturatie klanten

Laizer _ naam facturatieklant -

PEZ wizzelen 284156 DE POST - SALES & MARKETING verwijderen

Afgiftesbeheer
F Micuw

F Maodel toevoegen
b Package

F Querzicht afqiftes
F Modellenbehear

¢ Grouping Facturen

<n line opwolging

F Afgifteverklaring

F afgiftesamenstalling
F Contracten

P Download data

Files

F Upload

F Download Files
Fuiew raailing lists
F Information

¥eHaat e-Mass Post

Click the underlined invoicing customer name.

This opens the following page:

Home Factuur groepering
Wiijzig passwoord

1745817 - YAN WAMBEKE Paul
Wwelkomn

PBC wizselen De in te geven waarden zijn vrij.

Afgiftesbeheer
b Misuw Grouping waarden .
b Model

} Package Er is geen grouping waarde op het ogenblik,

¥ Ouerzicht afgiftes
t Modellenbeheer

et
Joevoeqen

On line opvolging

¥ afgifteverklaring

b Afgiftesarmenstelling
P Contracten
}Download data

Filas

¥ Upload
FDownload Files

¥ view mailing lists
b Information

As administrator you decide whether obligatory values have to be used in the list or users have the possibility of entering any
value.
Tick the box or leave it blank depending on your choice.

To create a new grouping value click [Add].

<jwaarde toevoegen -- Web Pag x|

Waarde toevoegen

Waarde | |

=l
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Enter a value and click [Add]. The list of grouping values will be updated immediately.

Home
Wijziq passwoord

Welkom
EEC wizzalen

Afgiftesbehear

F Mieuw

» Model

¥ Package

¥ Duerzicht afgiftes
»Maodellenbehesr

¥ Grouping Facturen

<n line apvolging
b Afgifteverklaring
b Afqiftesarnenstelling

¥ Contracten
T Y

5.5.2 Deleting a grouping value

Factuur groepering

Factuur groepering

group 1

I7 De in te geven waarden zijn wrij.

Grouping waarden -

Groepl
Groep2

Click Delete.

Confirm by clicking [OK] or click [Cancel].

Werwiideren
wWearwiideren

Microsoft Internet Explorer

@ Deze waarde van grouping zal worden afgeschaft, wilt u doorgaan ?

coet |

1745817 - YAN WAMBEKE Paul

Deinte geven waarden zijn wrij.

Grouping waarden -

=]

Werwijderen
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5.6 Managing senders

Click “Senders management” in the menu.

Home
Wijzig passwoord

welkorm
PBC wisselen

Afgiftesbeheer

b Mieuw

F Model

P Package

P Ouwerzicht afgiftes
¥ Modellenbeheear

P Grouping Facturen
r Senders
management

<n line opvalging

b Afgifteverklaring

b Afgiftesamenstelling
b Contracten

P Download data

Filzs

P Upload

P Downlosd Files
Fiiew mailing lists
» Information

¥erlaat e-Mass Post

Facturatie adressen

_ MNaam van de facturatieklant I

284156 DE POST - SALES & MARKETING
3518250 DE POET - MAIL

Tueuuegen

You can add invoice addresses and link identified senders to them by clicking “Add”. To add an identified
sender click the underlined name of the appropriate invoicing customer.

a Waarde toevoegen -- Dialoogvenster van webpagina

Waarde toevoegen

|284156 DE POST - SALES & MARKETING MUNTCENTRUM 1e verd, BRUSSEL 1EIEIEI;I

Toevoeqgen
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U bent
TESTERADMIN
DE POST

Welkom op de website e-Mass Post !
DE POST, MUNTCEMTRLM MAIL DIV, null, BRUSSEL 1000,

Home
Wijzig passwoord

Welkam
PBC wisselen

Afgiftesbeheer

b Mieuw

b Model

» Package

b Owerzicht afgiftes
¥ Modellenbeheer

b Grouping Facturen
} senders
management

On line opwolging

¥ Afgifteverklaring

b Afgiftesamenstelling
b Contracten
PLDownload data

Files

¥ Upload

b Lownload Files

P Wiew mailing lists
b Informmation

Facturatie adressen

MNaam van de facturatieklant

DE POET - SALES & MARKETING

284156

Click “Add” to create an identified sender.

U beant
TESTERADMIN
DE POST

Welkom op de website e-Mass Post !
DE POST, MUNTCENTRUM MAIL DIV, null, BRUSSEL 1000,

Home
Wijziq passwoord

Welkom
BB wisselen

Afgiftesbeheer

¥ Nieuw

b Model

¥ Package

b Owerzicht afgiftes
r Modellenbehear

b Grouping Facturen
} senders
management

<n line opvelging

¥ Afifteverklaring

b Afgiftesamenstelling
¥ Contracten
bLDownload data

File=s

¥ Upload

b Download Files

P Wisw mailing lists
b Information

[DUT] Senders

[DTTT] There 15 no sender.

Enter the relevant information.

senders management

naarm ¥

kbo number ¥
adras
postcode &
stad *

Add Brands

Isender 2

[1234567895

Irn untcentrum

[1ooo

Ibrussel

¥oeq geidentificeerde afzender toe
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Cancel
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Click “Add trading name” and enter the relevant information.

senders management EO0O00O0O0O
naarm * Isender 2
kbo nurmber ¥ |1zz4567855
adres * Imuntcentrum
postcode & IlCII:II:I
stad ¥ Ibrussel
Add Brands
¥oeq geidentificeerde afzw
Cancel || ¥alidate
Confirm
senders management ECOOO0O0ODO
naam ¥ eusT ops
kbo number ¥ |oooooooooy
adres ¥ |MUNTCENTRUM
postcode i |1DDD
stad ¥ |ERUSSEL
Add Brands

X [e-massrosT

V. 4 |MaIL 1o

X JuaLIDaTION

| ¥oeq geidentificeerde afzender toe

| Cancel q—[ Ualidatej)

You can delete trading names by clicking the X , provided they have not been used in an announcement.
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5.7 Online helpdesk

If you require assistance or have a question about the information onscreen when you are creating a deposit you can
contact our online helpdesk.

To do so click at the bottom of the page.

The following message will be displayed:

Helpdesk van De Post

Wellkom op de online hulpdienst van e-Iass Post. Gelieve op "Ok" te
drulckeen indien uw geholpen wenst te worden door onze klanten dienst.

Annuleren || (1] 4

By clicking “OK” you give our customer service access to the information in your deposit.

You can then call the Service Center (022 01 11 11) for assistance.

6 Online tracking

With online tracking you can:

= view or print detailed reports on your confirmed deposits;

= check the real-time status of your deposits in the MassPost Centre control chain;
= view specific information in your agreements.

Remark

If you wish to change your user profile, please contact your e-MassPost administrator.

6.1 Deposit declaration

The deposit declaration contains the information registered for a deposit:

the final reference number

the invoice address

the information about the deposit

the place of declaration (e.g. Aalst web)
the announced quantities.

The deposit declaration must be included with the deposit to enable the checks at the MassPost Centre.

6.1.1 Access principles
As a user your access is restricted to only those declarations relating to the deposits you have created or confirmed yourself.

If you are an administrator you can access all deposit declarations linked to your PBC.
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6.1.2 How to find a deposit declaration

A PDF of the deposit declaration is generated automatically when the deposit is confirmed. This deposit declaration can be
viewed, downloaded or printed.

Specific deposit declarations can also be retrieved by clicking “Drop declaration” in the general menu.

Honme
Change password

Meelcome

Zhange PBC

Drop=s
managemeant

F Owerwiewr
Deposits

FModels
managernent
FSrouping inwoices
FSenders
mMmanagermeant

Cnline fallow-up
FDrop declaration
FDrop summary
P Conktracks
FDownload dats

File=

Flpload

P Download Files
Fiew roailing lists
¥ Informnation

Duit e-Mass Post

On the search page you can search on the basis of various criteria.

fou are
PRIMNTSCREENS
BROST COMTRACT
TEAM

Home
Lhange password

Welcarme

Change PEC

Crops
managemsent

» Hew

F Model

¥ Package

P Overview Deposits
F Models
rmanagernent

P Grouping invoices
F Senders
rmanagernent

online follow-up

} Drop declaration
P Drop surnrnary

b Contracts
*Download data

Files

¥ pload
*Download Files

P Wiew rmailing lists
¥ Information

Duit e-hMass Post

Welcome to e-Mass Post

BPOST CONTRACT TEAM, MUNTCENTRELUM 1STE WVERDIEPIMG 1, BRUSSEL 1000,

To search, please use one of both following options:

Search on basis of drop Nb

Drop Mb

Search on Basis of Booking Id.

Search on basis of other criteria

221272010

Start date
Invoicing address

Drop place

[T

End date

0270772011

[

=l
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1. Option 1: Search for a drop number

If you know it, enter the drop number in the appropriate box.

Search on basis of drop Nb

Prep 1 I L 1

Click “Search”.

A downloadable PDF of the declaration will be generated.

2. Option 2: Search for a booking 1D

If you prefer to search for a deposit via “Drop declaration” you can search for the booking ID.
You cannot search for a declaration for a deposit that is part of a booking set using the LVD number. The following message
will be displayed:

The deposit belongs to a booking. The report can only be viewed on basis of Booking ID {0}.

Search on Basis of Booking Id.

seskime B ]

3. Option 3: Search on the basis of other criteria

You can use various criteria to find a drop declaration:

- Based on a specific period between a start date and an end date
- Based on an invoice address selected from the drop-down list

- Based on the drop place selected from the drop-down list

- Based on a combination of these criteria

65



6.1.3 List of results

If your search produces several results they will be displayed in a list.

Afgifte(s) gevonden

Facturatie adres

Klant nr 5494
Klantnaarm ECI VOOR BOEKEN EM PLATEN
Klantadres ITALIELEI 124, 2000 AMNTWERPEN

Afgiftedatum Afgifteplaats | Product | Aantal zendingen

7506148 2006/ 2004 Brussel ® / Bruxelles ¥ Mon prior 20 fangekondigd
FS0&/149 3070642004 Brussel ¥/ Bruxelles ¥ Mon prior 20 Aangekondigd
=< ¥orige % |

You can view the relevant deposit declaration when you click the identification number of the corresponding deposit.

6.2 Deposit breakdown
The deposit breakdown contains all information on your deposits already handled by a MassPost Centre.

This is proof of your deposit.

6.2.1 Access principles

As a user your access is restricted to only those deposit breakdowns relating to the deposits you have created or confirmed
yourself.

If you are an administrator you can view all deposit breakdowns linked to your PBC.
6.2.2 Retrieving a deposit breakdown
Click Deposit Breakdown in the main menu.

The page views and the search options for deposit breakdowns are the same as for the deposit declarations. See section
6.1.2.

Home
Wijzig passwoord

Velkom
FBC wisselan

Afgiftesbeheear

b Hisuw

¥ Model

b Package

¥ Ouerzicht afgiftes
b Modellenbeheer

¥ Grouping Facturen
b Senders
rmanagement

<n line opwolging

b Afgifteverklaring

¥ Afgiftesamenstelling
b Contracten

P Download data

Files

b Upload

¥ Download Files

b View mailing lists
¥ Information

¥edaat e-Mass Post
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6.2.3 List of results and deposit status

If your search produces several results they will be displayed in a list.

You can view the relevant deposit breakdown when you click the identification number of the corresponding deposit. See
section 6.1.3.

The list also displays the status of the deposit. There are four statuses:
= Announced: This is a confirmed deposit that has not yet been received by the MassPost Centre.
= Received: This is a confirmed deposit that has been received by the MassPost Centre.

= Held up: This is a deposit that has been held up because it has failed the checking process.
= Cancelled: This is a deposit that has been cancelled by you or the MassPost Centre.

6.3 Contracts
Only open contracts are available.
If you are a user you must have the rights for “contracts + prices”.

Click Contracts in the main menu.

Home
Wijziq passwoord

Welkom
FPBC wisselen

Afgiftesbeheer

b Miguw

» Model

¥ Package

b Gwerzicht afgiftes
¥ Modellenbehear

F Grouping Facturen
¥ Senders
managernent

<n line opwalging

¥ afgifteverklaring

b Afgiftesamenstelling
b Contracten

b Cownload data

Files

¥ Upload

» Cownload Files

¥ Wiew mailing lists
¥ Informnation

¥eraat e-Mass Post

Select the contract you wish to view from the dropdown list.

Selecteer een contract
Contract |2D,|"2DEIS.-"343 vI

Rapport tonen

When you have selected the contract click [Display report] to view a summary of the contract.
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6.4 Download data

You can download all data of the deposit breakdown relating to a specific period.

This allows you to use data from your deposits for statistical or financial purposes.

All approved deposits are included in the download file (.txt format). These are deposits checked by De Post-La Poste for
which the deposit breakdown is available.

6.4.1 Access principles

This function is available to the administrator.

6.4.2 Downloading
Click Download data in the main menu.

This brings up a page where you can select the data you wish to download.

Welkom op de website e-Mass Post !
SPEOS BELGIUM, RUE BOLLIMCE = 32, ANDERLECHT 1070,

Afgiftesamenstelling downloaden

Begindatum 11092007 |4 Einddatum 171072007

Facturatie adres I j

Afgifte plaats I ;I

Codes H Downloaden |

Set the Start date and End date as desired.

You can also restrict data to the deposits linked to a specific invoice address or a specific place of deposit by making a
selection from the dropdown list on the page.

When you have selected the criteria start the download by clicking the [Download] button.
A message will be displayed asking you whether you would like to open or save the file on your computer.
Wilt u dit bestand openen of opslaan?

= Maam: deposits-2009-11-16,kxt

Type: Tekstdocument

Wan: www,post.be

Openen Opzlaan | Annuleren I

Hoewel bestanden die u van het Internet hebt gedownload nuttig
kunnen zijn, kunnen sommige bestanden mogelijk schade aan uw
camputer toebrengen. Open het beztand niet af sla het niet op alz u
twiifelt over de atkomst. Wat iz het rigica?

The data are stored in a .txt file.

To work on the data in MS Excel, double-click the file and select all text (Edit > Select All or ctrl+A).
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Now copy all the text (Edit > Copy or ctrl+C).

B deposits-2009-11-16[1] - Kladblok =1Ox]

Bestand | Bewerken ©pmaak Besld Help
T Cngedaan maken Chrl+-2 ounced Deposit Date Deposit place Customer Mumber Customer Name Invoicing address -
BELGAC 1 16:00 233 233 49 0,007
K 1030 Erippen CErl MA .5 81,/2008/368 AMMEX 3D MOM PRIOR MORM. + C5 - 81/2008/3658 IPG |
.00 TR e 41,34 0,00 0,0000  F212/38703 04,11 /2009 Hasselt - Loket 1 1819
7, SCH 06/11/2009 [RFY [N 81/2008/368 AMNMEX 3: MOM PRIOR NORM. + C5 - 81/2v
FaFlog  Flekken ek 5 85 50,15 0,00 o, 00
no mati Wernmijderen Eel rié — 31/2009/368 BGC Bill4n 2 =] 368 BSC .
TRALT and ESTHER 19/10,,2009 Ro?and ESTHER [y 81/2008/368 AMNMEX 2: PRIOR MNOMN—N—
a1 Zosken,.. Chrl+F nt Mail MA 302000368 Admin mail, Sma'l'l format, min 500, no mail-id, nt ge:
o Volgende zosken F3 81,/2008/368 AMMEX 31 MOM PRIOR MORM. + - 81,/2008/368 Fac BT 2
0,00 5,06 0,00 00,0000 7506254666 19/10/2009 Eruxelles x/Brussel = weh
09 Vervangen... Sk 81,2008, 365 AMMEX 1: PRICR MORM, + =5 - S1/2008/368 FAC_BT 2 36
ul Ganaar... ChrG oo 2009 10-20 08:29:16.0 2447 2447 1.443,73
20091 prox 684 - 079574 1 Lo} A17:00
MIMG & Alles selecteren  CrrH-a, HAAREBEEK 1030 rRoland ESTHER 20/10/2009 roland ESTHER P& 31,2009, 368
?6 Tijdfdatur FS 5254725 20/10/2009 Bruxelles >/Brussel = weh 1799 BELGACOM CARL:
=] =] 368 BEGC ARE 2009/10/20 02488 F' 3 - CC Belgacom <c 787100 1

30/2009/368 UMIMET 62563 Facturen 3 4

0,00 0,00 0,00 10 0 oooD 7506/255004 20/10/2009 EBruxelles -

o O, 00
CARLISTRAAT 2, EVERE 1140

FACTAGE BT

les x/Eir‘usse'I = weh BELGACDM

179 Andre wvan wayenber‘ge
PRIOR MT-— GENORM/NON MORM LARGE - 8/2009,/3658 36 =]

20/10/2009
368

21 09:42:22.0 T2 T2 859,04 0,00 0,00 0,00 = 859,04 0,00 Q,000D 7506/255034 2171
GC ARE 20091021 02490 F 4 - CC Eie"lgacom cC ?8?100 1 4] 1 17:00
Belgacom <o 787100 1 o] 2009-10-22 08: 18 54.0 1709
B1,/2008/368 ANMEX 41 NOM PRIOR NOMN NORM - 81/2008/368 KEDG—CLUB-DM—woucher -211009 EL:
FaZ BT 2 36 o 1 o 1 17:00
2009 Bruxelles x/Brussel = weh 1923652 BELGACOM INTER CARRIER SERWVICES RUE J. LEBEAU 4, BRUXELLES 1000 andr.
/10, 2009 andre wvan wayenberge RLA 81/2008/368 AMMEX 1: PRIOR MORM. + C5 — S1/2005/365 FacTaGE BT
ET 2 36 =] =l 1 Q 1 17:00
Hsls} 2009 10— 22 08 28 2? 0 369 369 435,42 0,00 O, 00 0,00 =]
S P4 - CC : prox 684 - 079574 1 1 1 1
Jand ESTHER 22/10,/2009 roTand ESTHER MA 81/2008/368 ANMMEX 2: PRIOR MOM-NORM — 81/2008/368 BGC |
=] 1819 BELGACOM MOBILE KONMING ALEERT-II LAAN 27, SCHAARBEEK 1030 roland ESTHER 22/,10/2009 RroTal
= web 1819 BELGACOM MOBILE KOWING ALBERT-IT LAaN 27, SCHAARBEEK 1030 JANMSEM ISABELLE 22/10/2009 JANSI
5616 2z2/10/2009 Bruxelles = Brussel = web 1799 BELGACOM CARLISTRAAT 2, EVERE 1140 andr
AAT 2, EVERE 1140 Andre van wayenberge 22/10,/2009 Andre van wayenberge PLA 81,2008,/ /368 ARNMNE:
ACTAGE BT 2 El=) =l =l 368 1 s} 1 Hisle)
-
[ [—| 27
Open MS-Excel and paste all data (Edit > Paste or ctrl+V).
Al B | [5 | D [ E ] F | G H [ 1 [ K
Announced Custamer Walidated Validation
| 1 |T Deposit Mumber Deposit Date Deposit place Number  Customer Name Invoicing Address Created by Creation Date by date
[ 2 |D 7212738452 20/10/2009 Hasselt - Loket 1 1819 BELGACOM MOBILE ~ KONING ALBERT-Il LAAN 27 SCHAARBEEK 1030 NA 20/10/2008 NA P
| 3 |D 7212/38453 20/10/2009 Hasselt - Lokst 1 1819 BELGACOM MOBILE  KONING ALBERT-Il LAAN 27, SCHAARBEEK 1030  MA 20/10/2008 MA A
[ 4 |D 7212/38498 23/10/2009 Hasselt - Loket 1 1819 BELGACOM MOBILE ~ KONING ALBERT-Il LAAN 27 SCHAARBEEK 1030 NA 23110/2008 NA P
| 5 |D 7212/38501 23/10/2009 Hasselt - Lokst 1 1819 BELGACOM MOBILE  KONING ALBERT-Il LAAN 27, SCHAARBEEK 1030  MA 23/10/2008 MA A
| B D 7212738502 23/10/2009 Hasselt - Loket 1 1819 BELGACOM MOBILE ~ KONING ALBERT-Il LAAN 27 SCHAARBEEK 1030 NA 23110/2008 NA P
[ 7 |D 7212/38503 23/10/2009 Hasselt - Lokst 1 1819 BELGACOM MOBILE  KONING ALBERT-Il LAAN 27, SCHAARBEEK 1030  MA 23/10/2008 MA A
| B |D 721238572 27/10/2009 Hasselt - Loket 1 1819 BELGACOM MOBILE ~ KONING ALBERT-Il LAAN 27 SCHAARBEEK 1030 NA 27110/2008 NA P
[ 9 |D 7212/38573 27/10/2009 Hasselt - Lokst 1 1819 BELGACOM MOBILE  KONING ALBERT-Il LAAN 27, SCHAARBEEK 1030  MA 2711072008 NA A
(10 |D 7212738574 27/10/2009 Hasselt - Loket 1 1819 BELGACOM MOBILE ~ KONING ALBERT-Il LAAN 27 SCHAARBEEK 1030 NA 27110/2008 NA P
[11|D 721238703 4/11/2009 Hasselt - Loket 1 1819 BELGACOM MOBILE  KONING ALBERT-Il LAAN 27, SCHAARBEEK 1030  MA 44172009 NA A
[12|D 7212736704 41142009 Hasselt - Loket 1 1819 BELGACOM MOBILE ~ KONING ALBERT-Il LAAN 27 SCHAARBEEK 1030 NA 41172009 NA P
[13 |D 7212/38738 6/11/2009 Hasselt - Loket 1 1819 BELGACOM MOBILE  KONING ALBERT-Il LAAN 27, SCHAARBEEK 1030  MA BA 172009 MA A
[ 14 |D 7212736741 6/11/2009 Hasselt - Loket 1 1819 BELGACOM MOBILE ~ KONING ALBERT-Il LAAN 27 SCHAARBEEK 1030 NA B/11/2009 NA P
[ 15 |D 7212/36742 6/11/2009 Hasselt - Loket 1 1819 BELGACOM MOBILE  KONING ALBERT-Il LAAN 27, SCHAARBEEK 1030  MA BA 172009 MA A
[16 [D 7212736743 6/11/2009 Hasselt - Loket 1 1819 BELGACOM MOBILE ~ KONING ALBERT-Il LAAN 27 SCHAARBEEK 1030 NA B/11/2009 NA P
[ 17 |D 7E0R/254350 19/10/2009 Bruxelles ¥/Brussel X web 1799 BELGACOM CARLISTRAAT 2, EVERE 1140 Raoland ESTHER 19/10/2009 Roland ESNA
[ 18 |D 7506/254391 19/10/2009 Bruxelles ¥/Brussel X web 1799 BELGACOM CARLISTRAAT 2, EVERE 1140 Raoland ESTHER 19M10/2009 Roland ESNA
[ 19 |D 7E0R/254394 19/10/2009 Bruxelles ¥/Brussel X web 1799 BELGACOM CARLISTRAAT 2, EVERE 1140 Raoland ESTHER 19/10/2009 Roland ESNA
[ 20 |D 7506/254395 19/10/2009 Bruxelles ¥/Brussel X web 1799 BELGACOM CARLISTRAAT 2, EVERE 1140 Raoland ESTHER 19M10/2009 Roland ESNA
[ 21 |D 7E0R/254396 19/10/2009 Bruxelles ¥/Brussel X web 1799 BELGACOM CARLISTRAAT 2, EVERE 1140 Raoland ESTHER 19/10/2009 Roland ESNA
|22 |D 7506/254398 19/10/2009 Bruxelles ¥/Brussel X web 1799 BELGACOM CARLISTRAAT 2, EVERE 1140 Raoland ESTHER 19M10/2009 Roland ESNA
[ 23 |D 750R/254401 19/10/2009 Bruxelles ¥/Brussel X web 1799 BELGACOM CARLISTRAAT 2, EVERE 1140 Raoland ESTHER 19/10/2009 Roland ESNA
| 24 |D 7506/254438 19/10/2009 Bruxelles ¥/Brussel X web 1819 BELGACOM MOBILE  KONING ALBERT-Il LAAN 27, SCHAARBEEK 1030 MAILHANDLING - 19/10/2009 MAILHANL NA

The page where you choose the selection criteria also includes the option of viewing codes used in a download file.

Afgiftesamenstelling downloaden

[i7r0jz008 7

Facturatie adres I

Begindatum Einddatum

[erijz008 |7
=

Afgifte plaats I

=]

Codes

‘| Downloaden |

You can download the codes by clicking the [Codes] button.

To include codes and their values in a dropdown list follow the same process as for your deposit data. The code key comes
in four languages.
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CODE TYPE KEY NL

FR

EN

DE

[353]
|354|
|as5|
E=
|57 |
E=E
E=l
|360|
|61 |
E
|363|
|64 |
|85
EH
|67 |
EEE]
|83
|70
|371|
|372|
|73
|374|
|a75|
|575|
377 |
EE]
EZ
|3e0|
|81 |
|82 |
|383|

384

Product
Product
Product
Product
Product
Product
Product
Product
Product
Product
Product
Product
Product
Product
Product
Product
Product
Product
Product
Product
Product
Product
Product
Product
Product
Product
Product
Product
Product
Product
Product
Product

150 Brieven Large Format (conventie)
151 Brieven Special Format (conventie)
152 Drukwerken Srnall Format (conventie)
153 Drukwerken Large Format (conventie)
154 Drukwerken Special Format (conventie)
155 Drukwerken Small Format - Voorkeurtarief
156 Drukwerken Large Format - Woorkeurtarief
157 Drukswerken Special Format - Yoorkeurtarief
158 UWRD DRUKWERK LARGE FORMAT VKT
189 UWRD DRUKWERK SMALL FORMAT WiT
16 Genormaliseerde zending
160 UWRD DRUKWERK SPECIAL FORMAT WKT
161 BRIEF BO SMALL C5
162 DRUKWERK BO SMALL C5
163 IMP SMALL C5 PREF
164 Taxipost 24h conventionesl
165 Parcels ltem-based
166 Distripost CONY
167 Distripost PREF
168 Intemational Parcels Express
169 BPI Pers EUR genormaliseerd
17 Anders zending
170 BPI Pers ROW genormaliseerd
171 BPI Pers EUR niet genormalisesrd
172 BPI Pers ROW niet genormaliseerd
173 DMI Zone 1 MNon Prior
174 Dhl Zone 1 Priar
175 DMI Zone 2 Non Prior
176 DMl Zone 2 Priar
177 DMI Zone 3 Non Prior
178 DMl Zone 3 Priar
179 DMI Zone 2 Non Prior

Lettre Large Format (sous convention)
Lettre Special Format (sous convention)
Irnprimé sous corvention - Srnall Forrmat
Imprimé sous convention - Large Format
Irnprimé sous convention - Special Format
Imprimé Small Format & tarif préférentiel
Irnprimé Large Forrmat & tarif préférentiel
Imprimé Special Format 4 tarif préférentiel
UVRD IMPRIME LARGE FORMAT KT
UVRD IMPRIME SMALL FORMAT WiT
Enwoi normalisé

UVRD IMPRIME SPECIAL FORMAT WKT
LETTRE BO SMALL C5

IMP BO SMALL C5

IMP SMALL C5 PREF

Taxipost 24h conventioneel

Parcels tem-based

Distripost CONY

Distripost PREF

International Parcels Express

BPI Presse EUR normalisé

Autre envoi

BPI Presse ROWY normalisé

EPI Presse EUR non-nomalisé

BPI Presse ROWY non-normalisé

Dl Zane 1 Mon Prior

Dl Zone 1 Priar

Dl Zone 2 Mon Prior

Dl Zone 2 Priar

Dl Zone 3 Mon Prior

Dl Zone 3 Priar

DMl Zone 2 Mon Prior
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Letter Large format under convention
Letter Special Format under convention
Prints Small farmat under convention
Prints Large format under convention
Prints Special format under convention
Prints small format - preferential tariff
Prints large format - preferential tariff
Prints Special format - preferential tariff
UVRD DRUKWERK LARGE FORMAT WKT
UYRD DRUKWERK SMALL FORMAT YKT
Mormalized sending

UYRD DRUKWERK SPECIAL FORMAT WKT
LETTER SMALL C5

IMP BO SMALL C5

IMP SMALL C5 PREF

Taxipost 24h conventioneel

Parcels tem-based

Distripost CONY

Distripost PREF

International Parcels Express

BPI Press EUR normalized

Other sending

BPI Press ROW normalized

EPI Press EUR non-normalised

BPI Press ROW non-narmalised

Dl Zane 1 Mon Prior

Dl Zone 1 Priar

Dl Zone 2 Mon Prior

Dl Zone 2 Priar

Dl Zone 3 Mon Prior

Dl Zone 3 Priar

DMl Zone 2 Mon Prior

Lettre Large Fr
Lettre Special
Irnprimé sous
Imprimé sous
Irnprimé sous
Imprimé Small
Irnprimé Large
Imprimé Speci
UVRD DRUKY
UYRD DRUKY
MNormalized se
UYRD DRUKY
LETTER SMA|
IMP BO ShAL
IMP SMALL C
Taxipost 24h ¢
Parcels ltern-b
Distripost COP
Distripost PRE
International P
BPI Press EUI
Other sending
BPI Press RO’
Press EUR no
BPI Press RO’
Dl Zone 1 Nc
Dl Zane 1 Pr
Dl Zone 2 Nc
Dl Zane 2 Pr
Dl Zone 3 Ne
Dl Zane 3 Pr
DMl Zone 2 Ne



7 Files

Here you can create deposits by uploading a file rather than running the wizard. These files refer to the Mail ID Technical
Guide accessible via Files > Information in the menu.

7.1 Uploading files

You can upload an address file or a deposit creation file. Click [Browse] to select a file on your computer and then [Upload].

Upload file{s)

|| Eladeren...

Upload

7.2 Downloading files

If an uploaded file contained a request to receive the answers via http the answers will be placed here.
e http responses: Uploaded files and any errors are placed here
e Authorisation reports: Deposit authorisations for the created deposits
e Acknowledgement files: Acknowledgements of received files

Files beschikbaar voor download

Enkel http antwoorden zijn hier beschikbaar, Ftp antwoorden zijn beschikbaar in de ftp repository,

Http Responses

24/11/2005-16:54:51 EMP 0100 13957 KAEROOOZE9 051124165351 2RS.THT Werwijder

Authorization Reports

geen files beschikbaar

Acknowledgement Files

File name
24/11/2005-16:53:45 EMP 0100 13957 KAEROOOZED 051115090115 14K THT YWerwijder
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7.3 Viewing mailing lists
On this page you can view all uploaded mailing files for a specific period.

Mailing lists bekijken

¥olgende >

You can view the status for the deposits found by clicking [View status].

Mailing lists bekijken

Fri 03 09:40:20

M&z0eP000S Mow CET 2006 Status bekijken
M&z0eP0001 Fri Mow 0% 09:40:33 CET 2008 Status bekijken
M&z0eP000Z Fri Mow 03 09:40:35 CET 2008 Status bekijken
M&z0eP000S Fri Mow 0% 09:40:38 CET 2008 Status bekijken
M&z0eP0004 Fri Mow 03 09:40:43 CET 2008 Status bekijken
M&z0eP0002 Fri Mow 0% 09:51:50 CET 2008 Status bekijken
M&z04PO000 Fri Mow 03 09:51:53 CET 2008 Status bekijken
M&z0ePO00C Fri Mow 0% 09:51:57 CET 2008 Status bekijken
M&z0ePO00D Fri Mow 03 09:52:03 CET 200& Status bekijken
M&z04pPO00C Fri Mow 0% 09:52:05 CET 2008 Status bekijken
M&z0eP00OT Fri Mow 03 09:52:09 CET 200& Status bekijken
M&Z07P0O00S Fri Mow 0% 20:0%:24 CET 2008 Status bekijken
M&Z07P0O00Z Fri Mow 0% 20:0%:34 CET 2008 Status bekiiken
M&z07P0O00L Fri Mow 0% 20009136 CET 2008 Status bekijken
M&z07P0O004 Fri Mow 03 20:0%:39 CET 2008 Status bekijken
M&Z07P0O00S Fri Mow 0% 20:0%:41 CET 2008 Status bekijken
M&z07P0O002 Fri Mow 0% 20:0%:45 CET 2008 Status bekijken

Mailing lists bekijken

Mailing list referentie  P6AADSOD00
Status  Verwerkt
Datum aatumazk  04/06/2008
Aantal adressen 10000
Aantal nagekeken adressen 10000

Aantal correcte adressen 9977 (99.77%0)

&antal gevalideerde voorsorteringscodes 9553 (05 53%0)

Tijdelijk deposit Deposit Deposit Berekende

. Datum aanmaak r Master
nummer Number referentie prijs
273141 7S04-121737 PEAADSE012 Wi Jum @6 A1B3E7 2921,95 false

CEST 2002
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7.4 Information

This page provides more information on Mail ID and the use of it. You can view the “Mail ID technical guide” and the sort
codes, among other things. The phone number and email address of the Mail ID helpdesk are also displayed.

Informatie

<n this page vou can find an overview of the docurments and tools associated with e-Mass Post. For any remaining
questions ar more information, please consult our helpdesk at 0903-0025645 or via ermail: mid-helpdesk@post.be

Customer Gegevens

Custormner Id 6805
Account Id 32352
Example mailing list file name MID_0100_6505_reference_070124104052_0OR G, =ml
Example deposit file name EMP_0100_&805_reference_070124104052_0R G xml
Barcode Id 2
Check certified Ja

Craate certified Ja

Deze bladzijde bevat de referentiedocurnenten en -bestanden verbonden met e-MassPost,
Met al uw technische wragen kunt u terecht op het adres rmail id@post.be,
Onze docurmnenten zijn enkel beschikbaar in het Engels.

Mail ID Technical Guide

Mail IL Technical Guide version 1.0d [ pdf - 3.7 MB]

Supporting Files

Mail IL ¥ML schema DepositRequest [ xsd - 30 KB]
Mail IL ¥ML schema DepositResponse [Lx=d - 18 KB]
Mail IL ¥ML schema MailingRequest [ xsd - 22 KB]
Mail IL ¥ML scherna MailingResponse [.xsd - 15 KB]

Mail IL ¥ML scherma Requestack [(xsd - 2 KB]

Pre-sorting Codes

Pre-zorting codes - spreadsheet [Lxls - 79 KB]
Pre-zorting codes - =ml [L=ml - 117 KB]

Pre-zarting codes - delimited [txt - 21 KB]
Status Codes

Status codes - tab-delimited [tsv - 22 KB]
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8 Managing user accounts

8.1 Administrator's role

One person at your company is appointed as e-MassPost-accounts administrator for the whole company.

This person has to know who the users are within your company and at subcontractors. The administrator is the
intermediary between those users and De Post-La Poste.

The administrator has access to all rights for the administration of the deposits under the relevant PBC. The administrator is
the only one with the right to manage Invoice grouping.

He or she also has access to all reports relating to deposit tracking and contract lists.

The administrator is also the only one authorised to administer the accounts of internal users and subcontractors.

8.2 Internal users

The various online De Post-La Poste applications are accessible via the portal. User administration is centralised for all
applications.

To administer your e-MassPost users you must go to the portal start page. Here you can access the User and Account
Administration page with a single click.

Fr. [fll cE ENM Contact | Hulp

U bent

GHIJSELIMCK

ECI WOOR BOEKEN EM
PLATEN

Welkom op uw persoonlijke home pagina !
Laatste keer aangemeld : 28/06/2004 13:47:02

=

il

T

h

Gebruikers-
en accountbeheer

=Masspost
afgifteberchten

Via the menu on the left among other things you can:

= View and change your own details (My ldentity)

=  View the characteristics of the accounts you have access to (My Accounts)
=  Administer users and user rights (My Users)

=  Administer the access rights of any subcontractors (Haulers)
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Account / Gebruikersbeheer
I bent administrator gebruiker,

Home
jzig passwoord

Welllom
Miin_identificatie
Mijn accounts

Mijin gebruikers
Routeurs

Vedaat
Gebruikersbeheer

Welkom bij Account / Gebruikersbeheer

Yia Account en Gebruikersbeheer beheart u z2lf uw persoonlijke inforrmatiz, beheert u uw interne
gebruikers én bepaalt u z2lf de online toegang tot de applicaties voor uw rmedewerkers,

U kan een overzicht raadplegen van al uw accounts waarvoor u toegang hebt tot één [of
rneerdere) applicaties van de portal en u kan op elk moment alle infarmatie over uw account(s)
raadplegen.

Mijn identificatie
Bekijk enfof wiizig je persoonlijke informatie,

Mijn accounts
Raadplesg al je accounts waarvoor je online toegang hebt tot de portal,

Mijn gebruikers
ia de aptie "Mijn gebruikers" beheer je de gebruikersinformatie en de rechten tot de anline
applicaties voor al je medewarkears,

Routeurs
Werk je via men onderaannemer of routeur? Wia deze optie "Routeurs" bepaal je zelf wie online
toegang krijgt voor één van je accounts,
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8.2.1 Managing personal details: My Identity

To access a summary of your personal details click My Identity on the User and Account Administration page.

Fr. [l oe en Contact | Hulp
U bent .
GHLISELINGE Account / Gebruikersbeheer

ECI VOOR BOEKEN EN L bent Administrator gebruiker,
PLATEN

Home Basis Informatie
Wiiziq passwoord

Welkom
Mijn identificatie Gebruikersnaam GHIISELINCK
Miin accounts

Miin qabruikers [%
Routeurs

Aangemaakt doot Monica Vansimpsen

E-rnail van uw administrator monica.vansimpsen@post.be
¥edaat

usermanagement

Identificatie-vraag ‘ |

Identificatie-antwoard ‘ |

Geslacht Vrouw

Voornaam MARINDA

Naam GHIISELINCK

E-mail adres ‘marinda ghijselinck@hotmail be *
Taal Nederands

Contactinformatie

Straat % OOLSTRAAT
MWurnrner 13

Extenzie

Posthus

Postcade 9660
Woonplaats Brakel
Bedrijf

Intern Adras |

Eewaren | ‘ Annuleren

This page displays your identification details. Obligatory fields are indicated with the following symbol:

%

On this page you can change your password, email address, default language or phone number.
First name, last name and address cannot be changed.

If you change any details click [Save] before leaving the page. Otherwise, click [Cancel] or anywhere on the page to exit.

8.2.2 Managing My Accounts

To access a summary of the characteristics of the accounts you have access rights to, click My Accounts on the User and
Account Administration page.
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Fr 8 OE EM Contact | Hulp

U bent .

GHIISELINGK Account / Gebruikersbeheer
ECI WOOR BOEKEN EN U bent Administrator gebruiker.
PLATEM

Home Mijn accounts

Wijzig passwoord

welkorn

Miin identificatie 2EET ECI WO OR BOEKEM EM PLATEM - ITALIELEI 124, 2000 ANTWERPEN Details Adrministratars
Mijn accounts

Miin gebruikers
Routeurs

¥eraat
usermanagenent

Click Details to access the details of the PBC (contract number, customer ID number, name and address) and creation and
modification date of the details by the person responsible at De Post-La Poste. Click [Next] to view information on existing
contracts and [Next] again to view (the) invoice address(es).

Click Administrators to see the administrator's personal details (user name, name and email address).

8.2.3 Managing My Users

Test NL

Fr [ oe en Klantendienst | Hulp Zocken: [ | (@

k'qffx“t Account / Gebruikersbeheer
LAMPIRIS L bent Administrator gebruiker,
Home Mijn gebruikers

Wijzig passwoord

Mijn identificatis Er warden geen gebruikers gevonden.
Mijn accounts
Mijn gebruikers
Bouteurs

¥eraat | Gebruiker aanmaken

Gebriikershehesr

This is where the Administrator creates new users from his company. To do so, simply click [Create user].

U bent :
GHIISELINGK Account / Gebruikersbeheer
ECIVOOR BOEKEN EN 1 bent Administrator gebruiker,
FLATEN

Home Basis Informatie

Wijziq passwoord [}g

welkom

Miin 2ccounts i
Mijn gebruikers

Routeurs Paswoord I: i
rorsensFrs Lk
verlaat

usermanagement

Identificatie-vraag | ‘

Identificatie-antwaard | ‘

Geclacht € Man O Vrouw
Moornaam ‘*
lx

Naam |
E-mail adres |

|+

Taal Nederlands v |%

Contactinformatie

Straat

[ —




rr. [ oe en Klantendienst | Hulp Zosken: [ ][@)

U bent F

AP IETE Account / Gebruikersbeheer

.M. L bent Administrator gebruiker,
Home Mijn Identificatie

Wijzig passwoord

Rechten voor gebruikersbeheer
Welkom

Miin identificatie r
Mijn accounts

Mijn gebruikers [
Eouteurs

Recht om adrinistrators aan te maken en te beheren
Recht om gebruikers aan te maken en te beheren

[l Toegang tot FTP servar, (Eerste maal via de portaal site aanloggen)

vedaat
Gebruikersheheer

% ¥Yorige | | Einde | | Annuleren

Enter the new user's details.

The user name must be unique. If the user name is already in use the system will ask for another user name:

De ingevoerde gebruikersnaam is reeds in gebruil:.
Gelieve een andere gebruikersnaam te kiezen.

Account / Gebruikersbeheer
U bent Administrator gebruiker.

Basis Informatie

Gebruikerznaam |SCHEVENELS |*

Now click [Save] or [Cancel].
Back on the 'My Users' page, click Change to modify any user details. The user name cannot be changed.

Click Rights to view and change the rights of each user. The administrator must explicity allocate to a user all rights he
thinks he must have .
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Gebruiker: testar tester (TESTERX)
Account: DE POST - MUNTCENTRUM MAIL DIV, 1000 BRUSSEL
Applicatie: e-Masz Paost

Alles selecteren

Producten
Brief

Azngetekend prior

Tijdschrift

Kilopaost

L/ R.D

Distripost onder conventie
Kilopaost conventi=

Taxipost

Taxipost International
Distripost 20082

Distripost tijdschrift

Clean Mail

Uv/RD RP+

International Parcels Deferred
International Parcels Express
Reserve product 1

Ressrve product 2

Distripost drukwerk
Selectapost

Miet dringend cornrmerciéle zendingan

Crukwerk

IRAAOMAAMAIAAIAMAARIAITATARID

Mivisw

Facturatieadressen
[¥ DEPCST - MAIL - MUNTCENTRUM 2e WERDIEPIMG ., 1000 BRUSSEL
[¥ DEPOST - SALES & MARKETIMG - MUNTCENTRUM 1e verd, 1000 BRUSSEL

e-Mazz Post administrator rale
Zicht op prijzen

Creatie

Bevestiging + prijzen
Algermene apvolging
Afgitteverklaring

Creatie mailing lijst

Delete mailing lij=t
Afgiftezamenstelling

Check mailing lijst

XXX RRKRA A

Contracten + prijzen

Bewaren | | Annuleren

There are several categories of rights:

=  Products: The list of products and services marketed by De Post-La Poste the user is permitted to save.

79



Brief

fangetekend prior
Tijdschrift

kilapost

L RO

Distripost onder conventie

Kilopost conventie

OOO0Oo0oon

Taxipost

Taxipost International

Cistripost 2008

Distripost tijdschrift

Distripast drukwerk

Selectapost

Miet dringend cammerciéle zendingen
Drukwerk

Frior

O
-
=
-
=
-
=
-

Man prior

Invoice addresses: If there is more than one invoice address possible, tick the address the user is permitted to use.

Facturatieadressen
[¥ DEPCST - MAIL - MUNTCENTRUM 2e WERDIERIMG ., 1000 BRUSSEL

= Access: Select the user's e-MassPost access rights with regard to each role in the list by ticking the relevant boxes.

oegangen

e-Mass Post administrator role
Zicht op prijzen

Creatie

Bevestiging + prijzen
Algernene opvolging
Afgifteverklaring

Creatie mailing lijst

Delete mailing lijst
Afgiftezamenstelling

Check mailing lijst

JRUJEU I B Y Y Y B

Contracten + prijzen
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The roles correspond to the following access rights:

Role

Access to the main menu functions

e-MassPost administrator role

- Access management

- Internal users

- Subcontractors
- Invoice grouping
- Downloading deposit details for a specified
period
Creating and confirming all deposits relating to
products or addresses the administrator has
access to (i.e. not only deposits the administrator
has created himself).

Viewing prices

Viewing the prices relating to a deposit

Creation

Creating a deposit via:

. New
= Template
] Package

Changing or deleting user-created deposits

Managing user-created templates

Confirmation and prices

Confirming deposits

Viewing the prices relating to a deposit

General monitoring

- For users without administrator rights, viewing
all deposits relating to the same products and
addresses (i.e. not only deposits the user has
announced himself).

Deposit declaration

- Deposit declarations for deposits the user
has created or confirmed himself

Creating mailing lists

Uploading mailing lists

Deleting mailing lists

Deleting mailing lists

Deposit breakdown

Deposit breakdown for deposits the user has
created or confirmed himself

Checking mailing lists

Contracts + prices

- Open contracts linked to the PBC
Viewing the prices relatihng to a deposit

Assigning the role of e-MassPost administrator means that the “first" administrator (whose profile was created by De Post-La

Poste) can create other e-MassPost administrators.
Use of this option should be tightly restricted given the importance of the administrator's rights.

The right to create deposits may / may not be held together with the right to view prices. The user must be able to register a

deposit or retrieve a report without viewing the prices.

However, without the right to view prices the user cannot confirm deposits and has no access to open contracts linked to the
PBC. Therefore, confirmation + price rights and contracts + price rights implicitly imply the right to view prices.

To save the changes to user rights click [Save].

This brings up the User and Account Administration page.
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Fr. [ DE EN Contact | Hulp

U bent .
GHLISELINCK. Account / Gebruikersbeheer
ECI WVOOR BOEKEM EM U bent Administrator gebruiker.
PLATEN

Home Mijn gebruikers

Wijzig passwoord

| T ) I N

Miin identificatie

Mijn accaunts LEOMIDAS ARTHUR LESNIDAS  LECHIDAS@WOCALCOM,BE GHIJSELINCE Bewerken Rechten Ceactiveren

zgztgil::"ike"s Robart Pascal Robert D.rtest be GHIJSELINCK Beowarken Rechten Deadiveren

- SCHEVEMELS Pascal Schevenels rataplanzi@hotmail.be GHIISELINCK Bewsrken Rechten Deadiveren
Verlaat Wandarmme Monique Wandarmme movandamme@mdobe GHIJSELIMCHK Bewerken Rechten Deaciversn
erlaa

usermanagement

Gebruiker aanmaken

On this page the administrator can turn the corresponding user rights on or off by clicking Activate or Deactivate.
The administrator can only activate and deactivate the rights of a user the administrator has created himself.
Remark

If a user has forgotten his or her password click Change.

Assign a new password by entering it in the Password field and clicking Confirm your password.

Click [Save].

8.2.4 Deleting access rights

Access rights cannot be deleted. The administrator can only deactivate the user (and all the user's rights).

8.3 Subcontractors

If you use one or more mail service providers (haulers), you the administrator can create access rights for these service
providers directly, in the same way as you create internal accounts.

The subcontractor will then be able to manage your deposits online.
This arrangement has a lot of advantages:
- You can change the access rights you create as you see fit.

- You can track the status of your deposits online (from registration to receipt by a MassPost Centre).
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8.3.1 List of subcontractors

To view the list of subcontractors and select the one you want click Haulers in the main menu.

Fr [ oe En Contact | Hulp
U bent .
GHIJSELINCEK Account / Gebruikersbeheer
ECI WOOR BOEKEN EN U bent Administrator gebruiker,
PLATEM I
by
Home Routeurs

Wijzig passwoord

Welkam

Miin_identificatie ECI VOOR BOEKEN EN PLATEM ITALIELEI 124, 2000 ANTWERPEN Hesft rechten Rechten
Miin accounts PUBLIMAIL RUE DE MEUDON 60, 1120 BRUXKELLES Eechten

Miin gebruikers

Routeurs SPEOS BELGILM RUE BOLLIMCKY 22, 1070 ANDERLECHT Rechten

Veraat
usermanagement

Remark
If you would like to work with a subcontractor who is not stated in the list contact the De Post-La Poste Service Center on
022 01 11 11.

The subcontractors are identified in the list by name and address.

Click Authorisations to change the rights allocated to a specific subcontractor. The roles and rights of subcontractors are
allocated according to the same principles as those employed for managing internal users.

8.4 Changing passwords / lost passwords

8.4.1 Changing passwords

The administrator assigns a temporary password when creating a new user.
The user must change the password when logging on for the first time.

Click [Change password] in the main menu.

Home
Wijzig passwoord

Wellkom
Mijn identificatie
Mijn accounts

Mijn gebruikers
Routeurs

Verdaat
usermanagement
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To change the password, first enter the current password.
Now enter a new password of your choice.
Enter the new password again to confirm.

Click [Change].

4~ Wijzig paswoord

Huidig paswoord
| |

MNieuw paswoord

Bevestig Paswoord

Wijzig

Remarks

= Your password must be made up of at least 7 characters.

= Your password is case sensitive, which means that uppercase and lowercase forms of the same letter are treated
differently.

8.4.2 Forgotten user names and passwords

If you have forgotten your user name or password contact your administrator.

The administrator should contact the De Post-La Poste Business Center.

9 Subcontractor account

This is the page for selecting a PBC linked to a specific customer (see section 4.2).

The administrator can assign customers to different users, based on the rights the customer has allocated.

10 Backup procedure

The backup procedure is to be followed if e-MassPost is temporarily unavailable for any reason or if you are unable to
access it because of connection problems.

If you still have paper deposit announcements use them to accompany your deposits.

If you do not have any paper deposit announcements, call the Service Center on 022 01 11 11. The form will be faxed to you
the same day.
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FAQ

What do | have to do to be able to use e-MassPost?

To use e-MassPost you need a Postal Business Contract, a user name and a password. The Postal Business Contract must
contain the details of the person you have designated as e-MassPost administrator for your company. The accounts (user
name, password and rights) for other e-MassPost users of your company are administered directly by your administrator.
For more information call the De Post-La Poste Service Center on 022 01 11 11.

What should | do if | have lost or forgotten my e-MassPost password?

If you lose you password or user name call the person designated as e-MassPost administrator in your company.
If you are the administrator follow the procedure below.

As the e-MassPost administrator what should | do if | have lost or forgotten my e-MassPost password?

You must apply for a new password in writing stating your full name and your company's identification details. Sign the
application and add a signed copy of a document proving your identity. Fax these documents to the Service Center on 02
276 52 94,

You can start using your new password as soon as you receive it. Don't forget to change it the next time you log on. Simply
click "Change password'.

Can | change my user details, like my password?

If you wish to change your password, remember that it must be made up of at least 7 characters. Your password is case
sensitive, which means that uppercase and lowercase forms of the same letter are treated differently.

If you would like to change details in your Postal Business Contract (contract parties, invoice addresses and administrator
details) call the De Post-La Poste Service Center on 022 01 11 11.

Are my personal and company details handled confidentially?

De Post-La Poste undertakes to observe Belgium's Privacy Protection (Processing of Personal details) Act of 8 December
1992.

You can read our commitment statement on privacy at De Post-La Poste's official website, www.post.be.

Why can | no longer log on to my e-MassPost account? What can | do?

There are various reasons why you may not be able to log on to your e-MassPost account:

1. You may be entering the wrong password or user name. Try again taking care to distinguish between
uppercase and lowercase letters.
2. Your session may have timed out. If you are logged on to e-MassPost but do not perform an action within a

specific period of time you will be logged out automatically for security reasons. Log on again to continue.

3. Your online connection may have been lost. Go online and log on again to continue
4, - eMassPost may be experiencing temporary difficulties. Call our Business Center for more information.
5. - Our invoices may not have been paid.

Do | have to print the deposit declaration and include it with the deposit?

Yes. The MassPost Centre needs your deposit declaration so that it can conduct its regular checks. The declaration contains
all your deposit details. It will be scanned at the bay to identify your deposit.

Can | cancel a confirmed deposit?

A deposit can be cancelled as long as it has not been received by a MassPost Centre.
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How can | more easily move between fields using my keyboard?

There are a number of Windows keyboard combinations that speed up navigation between different fields:
- Tab key: jump to the next field

- Shift+Tab: jump to previous field

- Spacebar: select option

- Arrow keys (only in dropdown menus): scroll through options

What are the minimum system requirements for use of e-MassPost?

You need to be online to access e-MassPost. We recommend a PC with Microsoft Internet Explorer 5.5 or higher or
Netscape 7.0 or higher.
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Contact persons

Phone

Service Centre: 022 01 11 11

The Service Center is open 9 am to 5 pm Monday to Friday.

Mail

DE POST-LA POSTE
Service Center
Centre Monnaie
B-1000 Brussels
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