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| Logging in to your Account

Visit: www.ezy2ship.net

Enter your “Username”
and “Password”

SHIPMENT CART
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| Create New Shipment

Ny

Single
Shipment

Bulk
Shipment
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-- @ n
Enter “Sender Postal Code”

--9 a
Enter “Recipient Postal Code”

-- @ B
Select “Package / Small Packet”

Tracked Package User Guide 4



@ .
TRACKED
PACKAGE
=LETTERBOX =

Quick Links Logging in to Create Single
your account Shipment Shipment

Enter shipment details

-- @ n
Enter declared value

-- @ B
Enter weight not exceeding 2kg

--@® a
Enter dimensions not exceeding 32cm x 22cm x 6cm
(Max dimensions for this service is 324 mm x 229mm x 65mm)
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---@
Select Mail

--® a
Select Tracked Package
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--9® g
Enter item description
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| Create New Shipment > Single Shipment > Local

---@ m
Fill in Sender Name

--® m
Fill in Contact Number

Delivery Details

Q Search from Address Book

--9 m
Fill in Sender email Address

- - @ m
Fill in Unit Number
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| Create New Shipment > Single Shipment > Local

e @ For Retail Customers
Select Drop off at Post Office. Package can be dropped off at any
Post Office regardless of which Post Office location was chosen.

2. Send By Details :
l
e @ For Corporate Customers
. @ Select Self Lodge. Packages can only be dropped off
at SingPost Bulk Mail Centre.

--o [ Enter Recipient Name

Company Name ) N
(alternate) |
|

Email Addrezs |

|
Message to Recip) ‘T““ (Send to) @

--o @ Enter Recipient Mobile Number
(required for SMS notifications)
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@ To Home/Office Address : - 7.
Enter Unit Number

SINGAPORE

408600

- @ @
Read through the Terms & Conditions
before agreeing

* If you are a corporate customer, the payments section will not
appear as all shipments are post paid.
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--@ m
Click Print to print out the labels

--® @
e g Click Assign to assign the shipment

10 Eunos Road 8

#07-31
408600, SINGAPORE
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--9 m
Select the shipment that has just been created

--® &) For Retail Customers
Q Select Self Lodge, drop off at Post Offices

Assignment of shipment

-~ ® &) For Corporate Customers

© Select Bulk Mail Centre
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PS ®
& Click Confirm e Click Assign 8 Print Manifest
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SHIPMENT CART SHIPMENT HISTORY - ACCOUNT SETTINGS ~ HELP . n

Upload Shipments File

ease select file template
Please select file template

Choose Template

o B
Choose Template

S
File Format Options|

For Retail Customers, “retail_mail_domestic"

N For Corporate Customers, "corp_mail_domestic"
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---@ a
Download Template

Upload Shipment File

Please select file template

i

1 T /
Choose Template contract-mail-domestic View Template \

Example:

CHOOSE A dontract-mail-domestic {5).xls
] : T o B 0 S N — I L K E By L o H Q

PPINumber Sendto

(Keyinthe business Send to Send to Send to Type of article - Please type in  Size - Please type in

exact B name line 1  business address line address line Send to Sender either LL (for letter), AP (for  either RG (for Regular), Service code - Please type Content (50 Total Value (SGD) -
| Cost centre  numerical  (Max 35 name line2 1 (Max35 2 (Max35 country Sendio Reference  printed matter) or AS (for LG (for Large) or NS in DRADRA (for Domestic  Mobile numbe(Key in the Total characters) - * (For lem * (For Printed Matter

t csv. ot format allowed

« File contains header; Enore first row code (Max 40 characters) characters) (Max3S characters) characters) (Key in as postcode (8 (Max 20 small packet) - (Max 2 (for Mon-standard) - Registered Article Service) - exact & numerical weight  Printed Matter and  content and Small packet
| characters) -* - characters) -* -* SG)-* characters) characters) characters)-* (Max 2 characters)-*  (Max 20 characters) -* characters) (gm)-* Small packet only} guantity only}
| "004334 Name1 Name2 Add1 Add2 sG "08600 Sender Ref AS NS DRATRC "%8321313 1,000.00™ "i00

I
File Format Qptions
I

,,’ n
~"® Select the file that you
filled in the details
into and click Upload
]

Uplaad Confrmagion

click PROCEED
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| Create

Characters used to separate fields
Characters used to delimit values

Characters used to escape delimit character
@ vriow

Sender Details

Q Search

Contact Number

Contact number
(alternate)

Send by Address

1y Address

Shipment Shipment

New Shipment > Bulk Upload

,,‘B

Enter recipient details
and click I¥EXT
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Upload Summary

Filename: contract-mail-domestic (4)xlsx

Number of record processed Successful Records

1

- 7. B Print Labels x
=
‘ h O O S e 'to r I n t I a b e I s Successfully Created the shipment. Your labels are being printed. You will receive a
notification email once the labels are generated.

| @ Print Labels

| Automatically print labels of successful shipment records a N d C | | C k P RO c E E D “
o

Proceed to My Shipment
View and edit shipments before printing label

Tracked Package User Guide 17



@ -
TRACKED
PACKAGE
=LETTERBOX=

Quick Links Logging in to Create Single
your account Shipment Shipment

-- @
Select the shipment
created

Y s |
Select Drop off at Bulk Mail Centre
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© Click Confirm @ Click Assign @ Print Manifest
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