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How to use WDM online

Go to www.parcelforce.net

Enter your username and password in the boxes, click submit.

Worldwide Distribution Manager - WDM Online

Log-in to your account

— N/

ord
se sensitive):

IMPORTANT NOTE

collections and deliveries.

here.

Welcome to Parcelforce Worldwide's WDM™ Online

We have made some minor layout changes to the main WDM Online
shipping screens. All recipient detail fields - email address, mobile phone
number and contact name - are now in one place. The full delivery
address, including the Business name are also now together.

If you have any queries please use our online help page or help menu,
both of which are available after logon on to the system.

Alternatively please contact our help desk on 03448 006205.

Please see our service update page for our latest news on service
View International Bank Holidays for key destinations.

For our privacy policy click here. For our Website terms & conditions click

| submit |

Logging in will take you to this welcome screen

Shipping | Shipments | EndofDay | Archive | Addresses | Batch Shipping | Admin | Help | LogOff

WDMO Online 13-
‘waiting for

Welcome to the Parcelforce Worldwide WDM Online shipping system.
To help get the most out of the WDM Online, we suggest you take some time to browse the help topics below.

i

L_{

C
C

Useful Contacts

What's new on WDM Online?

B

Initial WDM Online setup for a new user

How do T manage my_shipments?

9 &

International Consignments

Batch Shipping

PayGo Help

International Return Shipments

Pallets Help

Webshops

Shipping | Shipments | EndofDay | Archive | Addresses | Admin | Help | LogOff

Enter a Shipment

Collection Request

WDMO Online  13-07-2018
waiting for SSA

Welcome to the Parcelforce Worldwide WDM Online shipping system.

To help get the most out of the WDM Online, we suggest you take some time to browse the help topics below.

o=l
- i Useful Contacts

W' What's new on WDM Online?

& Initial WDM Online setup for a new user

How do I manage my shipments?

-4
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Batch Shipping

PayGo Help

]+

visa @

T
2,

International Return Shipments

®

Y/ Pallets Help

i

Webshops

Your username and password would
have initially been provided by your
account manager.

Case sensitive

SHIPPING

-Enter a Shipment; this is to book
parcels from your address.

returns or third party pick-ups.

-Collection Request — This is to book



http://www.parcelforce.net/
http://www.parcelforce.net/

The Shipping Screen

. Department informasion
PARCELIGRCE WORLIWIOE v

* Regvired s
. Address information
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 Customer Notficatons
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. Special instructons

s/ (e parcelforce net

hoose Address

PAACELIORCE WORLOWISE

3. Service Options & Parcels

Contrnve | | Concel

Start by bookingyour collection

Click the arrange collection button
and confirm your time frame

(Please note this option wil not be
here for Daily collection customers)

Next— Startentering thedelivery
address details starting with the
post code (for UK shipments).

Select an address from the listclick
continueon your highlighted
selection— see below.

If the addressdoesn’t come up—
checkthe postcodeor select one
from the list and manually change
afterauto filled

(Youcan’t change thetown or
postcode after selection)

woczt/»FORCE

-~

ooing | Saipmests | EndofDay | Archive | Addresses | Baich SNppmg | Admin | Hep | LogOft

lepartment Information

REFORCE WORLOWIDE v PARCHSOACE AOALOWIC
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s Code EETE R

] Ty
Piea (misie proteret ©
23448004466
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3. Service Opuons & Parcels

Enter your customets email address
and mobile number in the boxes
shown here.

We can send your customer details
about the delivery of their parcel,
and trackinginformation
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Shipping

1. Department Information
Department
PARCELFORCE WORLDWIDE v

* Required Field
2. Address Information

0

Email Address

(e o] Convenient Collect shipment @
Address Code

parcelforce@parcelforce.co.uk

Sequence Code Phone (mobile preferred) @
03448004466

Recipient Name

Parcelforce Worldwide

Business Name *

ROYAL MAIL

Address *

PETERBOROUGH MAIL CENTRE

PAPYRUS ROAD

More shipments
to this address

Add to
Address Book

Update
Address Book

Town *
PETERBOROUGH
Post Code *
- Click hera o
PE4:SPE find address

4. Customer Notifications

¥ Email © ¥ sus Notif L]

Shipping | Shipments | EndofDay | Archive | Addresses | Batch Shipping | Admin | Help | Log Off

Carrier
PARCELFORCE WORLDWIDE

WDMO Online 13-07-2018
WDMO PPM not avaitable

3. Service Options & Parcels

Product * Contract Number:

H123456 ¥

< (Surcharge Applies)

) sat. Del. Required @

Exprass 24 v
Reference Number
Reference Number

Shipping Date
13 v [l _v][2018 ¥

Parcels *

No. of
Parcels

1

Enhanced Compensation
None

In Section 3

Chose the service (check the size
from your calculator to make sure
the correct service is selected)

Enter ref number if applicable

Number of parcels in the
consignment

Additional compensation can be
added at this stage.

¥ Day of despatch, notification
@) Start of delivery day, interactive

¥ pre-delivery, notification

5. Special Instructions
Special Instructions 1

Special Instructions 3

Special Instructions 2

o \

| Pend || Reset | | Process |

TS

Sections 4 & 5

Turn on or off as applicable —
according to the details you have
entered in section 2.

Add notes for delivery

PROCESS — to complete entry.

All the information will clear at this stage — this means the details have been entered

successfully.

Your label will pop up automatically if pop up blocker is switched off (you may have

to adjust this setting).

If it doesn’t — please go to ‘Shipments — Current Shipments’ at the top of the page.

Shipping | Shipments | EndofDay | Archive | Addresses | Batch Shipping | Admin | Help | LogOff

Current Shipments
Selection criteria

Enter the data you want the system to search for in the folloy

WDMO Oniine  13.07-2018
waiting for SSA

Department v
Department
P @ Ascending
| [Department v

Descending

@ Ignore Date Range
v [12 v 3wl v][2018 ¥
13 v|[3ul_v|[2018 v]
View Cancelled Consignments
View Shipments in Jobs

| search

Select=d Shipments

Shipping Date

| Shipment No.
Reference No.
13/07/2018

Recipient

280151500 ROYAL MAIL
PE4 50
PETERBOROUGH

UNITED KINGDOM

REFERENCE
NUMBER

Department/Sender

PARCELFORCE
WORLDWIDE

Cancel

Page | 3
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To print manually, click the label
button.




Printing the label

.“,“.‘

auez/-FORCE

L VORLOWIDE
=~

PSS

@ Secure | https://www.parcelforce.net/shiplabel.epl?c

shiplabel.epl

cv
69
13/07/2018, Fii
PB PB0151500 001
10f1

Parcelforce Worldwide
Royal Mail
Peterborough Mail Centre

PETERBOROUGH

PE45PE B ==

Click the print icon
Or right click — print

Or Ctrl+ P

To bring up the print settings

—
Papyrus Road —
—

PB PB0151500 001

ROMFORD
RM7 OHL GB

From: PARCELFORCE WORLDWIDE
DANES ROAD

Sende- Ref: Refe~ ~~e Number
| an

Gt I||IIIIIIIIIIII||I|IIII|IlIII|III|II|I|I
Use Only

N
5

[

4  More settings

@ Secure | https://www.parcelforce.net/shiplabel.epl?carrier_code=PFW&

oduct_code=&service_code=8&la

Print

Total: 1 sheet of paper

Cancel

PE45PE PRTOG on http:...

Destination 4 Ricoh MP 32535

Change...
Pages oAl

eg.1-5,8 11-1

Copies 1
Color Black and why
Scale Fit to page
Options Two-sided

Print using system dialog... (Ctrl+Shift+P)

The print settings will show like this.

To print the correct size of label,
paper size should be A4 and ‘FIT TO
PAGE’ should be UNTICKED.

Then click print.

Other web browsers may display
this differently. In this case you're
looking for a ‘Page Scaling’ drop
down menu and ‘actual size’ should
be selected.
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End of day process

After you have completed printing your labels, run your END OF DAY. This updates
the driver with your parcel details, and produces your manifest for the day.

Shipping | Shipmp | End of Day

Run EOD Process
Resend/Reprint EOD

Shipping

| Arth Addresses

WDMO Online 12-11-2019
WDMO PPM not available

| Batch Shipping | Admin | Help | LogOff

1. Department Informatro

Department

Go to End of Day and select

PARCELFCRCE WORLDWIDE v
Run End of Day Process
* Required Fiel
2. Address Information v, SETVICE UPUUNS & rdarcers
Address Book... @ Convenient Collect shipment @ LQDG © Firearms @
Address Code Email Address Product * Contract Number:

Shipping | Shipments | EndofDay | Archive | Addresses

End of Day

| Batch Shipping | Admin | Help | Log Off

WDMO Online 12-11-2019
WDMO PPM not available

You will see your shipments here —

Carrier
ALL Y Reset

/if happy click submitJ_

Selected Shipments

Shipping Date

Reference No.

Shipment No. Recipient Department/Sender

Car.=r Product/

Carsten Weight Parcels

12/11/2019 1C7859301
TRAINING PE4 SPE
PETERBOROUGH

ROYAL MAIL PARCELFORCE WORLDWIDE

PARCELFORCE WOR IDE 0.000 kg 3
Express 24 / 24

A warning message appears -
if happy click ok then submit

End of Day

Enter the data you wast the syitem to sesrch &
Department Carrier
ALL v ALL ¥

Selected Srpmants

Shipping Date
por Mo, Shipment No.

Page | 5
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A file is sent to the driver’s handheld

Shipping | Shipments | EndofDay | Archive | device with details of your shipment

End of Day Processing Results by 4+ g

Click the link below to open the manifest file.
Please give one concobaach b suilarceiforcg/Weorldwide driver and retain a copy for yourself.

llgction Manifgst for Pro t Gr nl copies required for the Carrier - 1 copies required for the Shipper

EDI files have been sent.

Click the link to produce your manifest
Print off — you and the driver sign

Parcelforce Worldy
==={ / THISIS YOUR RECEIPT!
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e trmd . P b W B
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Carrier Sage

o T masm 3 NwTier X1V < dtpm= Poge .

Parcelforce Worldwide Version 1.01

i Do e ) W e

s s par 0 .

. v

R et e

e ey S s Lo
Carrar Narre PARCILI ORCE WORLDWIDE
Dsparimert Narme:  PARCILI OMCE WORLDWDE
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erys Type, e
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CRAND TOTAL: Tonengmemtn | Sem ) emgm T
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Shipping internationally

Shipping Shipments End of Day Archive Addresses Batch Shipping Admin

pping

1. Department Information

Department

PARCELFORCE WORLDWIDE

Help Log Off

WDMO Online 13-07-2018
WDMO PPM not available

Carrier

v PARCELFORCE WORLDWIDE

* Required Field

2. Address Information

[ Address Book... |

3. Service Options & Parcels

Convenient Callect shipment @

Product * Contract Number:
<choose one> v v

Reference Number

Address Code Email Address

Sequence Code Phone (mobile preferred) @
Turks and Caicos Islands
Tuvalu
Uganda

I more shipments Ukraine

to this address

Add to United States of America Parcels
Address Book ORiGuEy:
=] Uzbekista: 0
Update Vanaatu | etk
Address Book ArRe
Vatican City State 5
Venezuela
Vietnam

United Arab Emirates
United Kingdom

Virgin Islands (USA)

Wake Island
Wallis & Futuna Islands
Western Samoa

Yemen
Zambia
Zimbabwe

Shipping Date
(13 v|[ou_v][2018 ¥

Enhanced Compens;

United Kingdom

der] 953 g" | Arrange Collection |

Shipping

1. Department Information

Department

PARCELFORCE WORLDWIDE v

* Required Field

2. Address Information

| Address Book... |
Address Code Emai

il Address

mramerica@aol.com

Sequence Code Glob,

Reci

Phone {mobile preferred) - mandatory for

al Exprass

More shipments  [Mr America
to address Business Name *

Updare
Address Book

INEW YORK |

Town *

SCHENECTADY

Post Code -

12345

Suate

USA LTD
Address *
1 AMERICAN STREET

Recipient/Importer VAT Number

Shipper/Exporter VAT Ni

* Do you hay

lumber/EORI

ve a EORI or VAT registration number?

® ves [45678

No

[ Address Book... |

Save VAT details

Address Code Email Address

m

Sequence Code

ramerica@aol.com

Phone (mobile preferred) - mandatory for

Global Express

Recipient Name

More shipments Mr America

to this ad

Business Name

1 AMERICAN STREET

WDMO Oniine:
WDMO PPM not availsble:

Carrier

PARCELFORCE WORLDWIDE

3. Service Options & Parcels

Contract Number

[Priority ] [H1234%6 ¥

Reference Number &

Shipping Date
13 v][3ul_v|[2018 ¥ [ Delivery Speeds |

Documents only ® Non-Documents

Parcels *
No.of  Individual
Parcels  Weight of Parcel(s)

fParcsls 1 0]
o. of Parcels 1 0 Gyprr |

Enhanced Compensation )
None v

Enter Content Edit Invoice |
Detzils

No. of Commercial invoice:

LLArrange Collection |

Product * . Contract Number:
Global Priority v| [Hi23456 ¥

Reference Number @

Shipping Date
13 ¥ |[3ul_¥[2018 ¥] [ Delivery Speeds |

Documents only ® Non-Documents
Parcels *

No. Individual
P Weight of Parcel(

at kg

NEW YORK
Town®
SCHENECTADY

Post Code - Format
12345

State *

Ny I

Country * )

United States of America

Fax

Recipier

Shipper/Exporter VAT

Do you have a EORI or VAT registration number?

® ves

No

Page | 7
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Tmporter VAT Number

Number/EORI

45678

Save VAT

Consignment Parcels

Total No. of Parcels : 1 )
Total Weight: . 10,00/ RESUBMIT |
Enhanced Compensation

Edit Invoice
Headers

Enter Content.
Details

No. of Commercialf'T=

In the Shipping — Enter a shipment
screen after the collection has been
booked; change the country from
the drop down menu. This will
change the address format to match
that of the selected country.

Fill out the address manually, only
adding English alphabet characters.

Again; add an email address for
tracking info to be sent to the
customer.

You can only select a product when
the address has been completed in
full.

Enter the number of parcels —and
the weight of each parcel.

For example if you had 3 parcels at
5, 10 and 15kg. You would enter this
as;

1 @ 5kg

1@ 10kg

1@ 15kg

Click add on each parcel and then
submit when all parcels have been
added to the consignment.




WORLOWIDE

Next you will have to ENTER THE CONTENT DETAILS (for non-EU only).

Parcel Contents

Parcel 1 of 1 (10kg)

Purpose of Shipment  Shipping Costs (G&P) @ Add all items within
Sold v 50 |
— No.  Unit Unit Tariff Code @ Tarif Description the box individ uaIIy;
Contents Descripticn Country of Manufacture Units  Weight Value o ]
[ Leather Jackets || United Kingdom v s 1.12 |45 420310 Leather | Save un Iess the are the
Add to your locz] T2rf Cods fist? Kg GBP_ ¥ y
# of Ur_!it Unit Value  Total Value Contents Description Tariff Code Tariff Description Country of Manufacture sa m el t h e n yo u ca n

Units  Weight

8 112kg  £45  £360 Leather Jackets 420310 Leather Unitad Kingdom add number of units

of that particular item.

Save at the bottom
[Remove when all items have
been logged.

Invoice Number Export License Number{s) Certificats Number(s)

Comments {e.g. goods subject to guarantine, sanitary/phytesanitary inspections or other restrictions}

Parcel [1 V| of 1

| Save | [ cancel | Please note: Contents Description can be maintzined in the Tariff Codes maintenznce screen in the Admin menu in WDM Online

This will take you back to the shipping screen for you to process the order through.

For NON-EU shipments you will have 1 (sometimes 2 labels) along with a CN23
document, and 3 pages of commercial invoices to print. See below.

I’ — = — 1o
= == mlﬂiéglﬂ == = | EEm
@ Secure | https://www.parcelforce.net/shiplabel.epl?c.. @ BIfiEcking=ER4133 B a0c _ } *|@ 8
shiplabel.epl ship_docs.epl
& s = EK 413 309 508 GB
globalpriority ?#95:
e = = LR
Despatch Date/D: DANES ROAD fexpédteus (s obe exie)
10f1 SRT20. Fi aser8 i Amatca |
Mr America ROMFORD RM7 OHL 1 AMERICAN STREET »
Usa Ltd United Kingdom INEW YORK X
1 American Street SCHENECTADY 12345 i L@ = |
—_— Date of despaich 13772018 = -
New York SEMS Daks despéiion ! §
- = = GaP sUse.
SCHENECTADY 12345 el i il 5 piistise-: '
U.S.A g 112 45 420310 Urted Kingdom +J =
Tel-epr:oné: - Expianation Expicaon | :
T L e T = |g
Vaeur brae Frais o port @
g Exe13vosoecs | GPR gl J360.00 0 o 3
b + il
5
3
- PARCELFORCE WORLDWIDE
DANES ROAD Date: 13/07/2018
ROMFORD Purchase Order:
Y RM7 OHL Invoice Number:
United Kingdom Invoice Place: ROMFORD
Tel: 0000000000001 ;zmls :f ‘:J'ellvery: DDU/Incoterm 20
Fax: 0000000001 Shipment: Sold
VAT/EORI No. 45678
Parcel ID:  EK413309508GB
Parcelno. 1of1
Page no. 10of1

Print the label the same as UK (quarter page of a4). Docs are all A4.

Sign the commercial invoices, and customs form before putting inside a document
wallet and applying to the outside of the parcel.

The label should go in its own wallet and also be on display on the outside of the
parcel.
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