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How to use WDM online  

Go to www.parcelforce.net   

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

 

Logging in will take you to this welcome screen 

 

      

Your username and password would  

have initially been provided by your  

account manager.    

Case sensitiv e   

    

SHIPPING   

- Enter   a Shipment;  this   is to book  

parcels from your address.    

- Collectio n Request  –   This is to book  

returns or third party  pick - ups .    

http://www.parcelforce.net/
http://www.parcelforce.net/
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The Shipping Screen 
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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.   

   

 

  

  

  

  

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.     

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.    

  

To print manually, click the label  

button.    
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Printing the label   

 

 

  

 

  

 

  

Click the print icon   

O r  right click  –   print    

O r  Ctrl + P    

T o  bring up the print settings   

  

The print settings will  show   like this.    

T o  print the correct size of label,  

paper size should be A4 and  ‘ FIT   TO  

PAGE ’   should be UNTICKED.    

Then click print.    

O ther  web browsers may display  

this differently.  I n  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.   
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Shipping internationally   

 

 

 

  

  

  

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.    

Fi ll out the address manually, only  

adding  English   alphabet characters.    

Again ;   ad d   an email address   for  

tracking info to be sent to the  

customer.    

Y ou  can only select  a product when  

the address has been compl eted in  

full.   

Enter the number of parcels  –   and  

the weight of each parcel.    

F or  example if you had 3 parcels at  

5 , 10 and 15kg.  Y ou would enter this   

as;    

1  @ 5kg   

1 @ 10kg   

1 @ 15kg   

Click add on each parcel and then  

submit when all parcels have b een  

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

  

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.   

  

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.  

Add all items within 

the box individually; 

unless they are the 

same, then you can 

add number of units 

of that particular item.   

Save at the bottom 

when all items have 

been logged.   


