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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 Shipments

Ny

Single
Shipment

Bulk
Shipments
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| Create New Shipments

=18

Local
Shipments

e

International
Shipments
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| Create New Shipments > Single Shipment > Local

NEW SHIPMENT

Create Shipment

Select “Create Shipment”
from the dropdown menu
under “New Shipment”

Bulk Upload

Cancel

eBay shipment

Create docket in EDS
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| Step 1.1 — Brief Information (Local Single Shipment)

~

Brief Information
Where are you sending from? - — — 7. o

_____________ Country * SINGAPORE ~  Q Search from Address Book E n'te r 'th e Sh ipper’s a n d
= Receiver’s postcode

Where are you sending to?

- Q Search from Address Book

_________________________________________

Select your type of shipment

<

Document / Letter

Select the type of shipment and
the declared value of your shipment
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Quick Links Logging in to

your account

| Step 1.2 — Brief Information (Local Single Shipment)

ezy2ship User Guide for Users

Create
Shipments

Print Shipment
Labels

4ezy2ship %

Assign View Shipment
Shipments History

Enter the weight and
dimensions of your parcel

o0
Click on “Add Parcels” if you
would like to add more parcels
to the same destination.
Weight and dimension limits apply.

Click on “Next” to proceed to the next step
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| Step 2.1 — Select Services (Local Single Shipment)

Click on the radio
buttons to filter the type
Mail of service you require

Express

Priority

@ Standard

Transhipment
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| Step 2.2 — Select Services (Local Single Shipment)
—

Select the service you require
2 divs ERErT 5 2 simole ard casrelfecive teurn soludon Tar merdhianis e for your Sh|pmen‘[‘_

liability that you would like to purchase for
your shipment

---oB8
' Click on the enhanced liability checkbox
>l n - ' and enter the additional amount of enhanced
D |

Liability @

Click on “Next” to proceed to the next step

Iy
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| Step 3 — Shipment Details (Local Single Shipment)

******
You will be able to track your shipment with
the Sender Reference on speedpost.com.sg

SHIPMENT DETAILS

Shipment Details

,,,,,

Click on “Next” to proceed to the next step

I
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| Step 4.1 — Delivery Details (Local Single Shipment)
[ e

1. Sender Details

Mame *

Fill in the Sender’s Address and Details

TIP

You can choose previously saved addresses
using the address book function

Iy
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| Step 4.2 — Delivery Details (Local Single Shipment)
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| Step 4.3 — Delivery Details (Local Single Shipment)

4. Return Instructions (in case of non-delivery) * ' B
Click to select the Return Instructions
iIn case of non-delivery

Click the checkbox to confirm that you
agree to our Terms and Conditions

Click on “Next” to proceed to the next step

Iy
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| Step 5 — Print Shipment Labels (Local Single Shipment)

Shipment labels will automatically be
generated in a pop-up window

oD |
§' e 0 I
N P61, ’n
Click to “Print” your shipment label

Remember to assign your shipment after printing your labels

2.000 Kg

Click to “Assign” your shipment

Iy
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| Create New Shipments > Single Shipment > International

Select “Create Shipment”
from the dropdown menu
under “New Shipment”
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| Step 1.1 — Brief Information (International Single Shipment)

~

Brief Information
Where are you sending from» === == o o
BRIEF Il
Country * SINGAPORL Q Search from Address Book Enter the Shlpper’s and
=2 * - ’
PER 408500 Receiver’'s postcode
SINGAPORE Where are you sending to?
e LUU”L!)' i UNITED STATES C~ 0, Search from Address Book
Vh you sending to?
Posteode * 90210

..:\

Select the type of shipment and
enter the declared value of your item

Iy
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| Step 1.2 — Brief Information (International Single Shipment)

Enter the weight and
dimensions of your parcels

] 4 ] optional |
Click on “Add Parcels” if you
would like to add more parcels

Click on “Next” to proceed to the next step

Iy
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| Step 2.1 — Select Services (International Single Shipment)

Select the type of service
for your shipment
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| Step 2.2 — Select Services (International Single Shipment)

+ B
Click on the enhanced liability checkbox
and enter the amount if you would like to
purchase enhanced liability for your shipment.

T

Do you need following additional services?
Service
nhanced Llability

Click on “Next” to proceed to the next step

Iy
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| Step 3.1 — Shipment Details (International Single Shipment)

Shipment Details

Enter Shipment Details

-------------------

Enter your own reference
number for your shipment here

N — — —

Select the “Type of Goods” that you are
shipping from the dropdown menu

Iy

ezy2ship User Guide for Users


http://www.singpost.com
http://www.ezy2ship.com

4ezy2ship @%

Quick Links Logging in to Create Print Shipment Assign View Shipment
your account Shipments Labels Shipments History

ezy2ship User Guide for Users

| Step 3.2 — Shipment Details (International Single Shipment)

Declare contents, value and weight of
your shipment

o
Click “Add Item” if you have more than 1 type
of item in your shipment. (Maximum 4 items)

Shipment Details

Enter Shipment Details

Click the checkbox to confirm that your
shipment does not contain any prohibited items

Click on “Next” to proceed to the next step

Iy
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| Step 4.1 — Delivery Details (International Single Shipment)

ezy2ship User Guide for Users

TIP

You can choose your
pre-defined addresses

using the address book
function
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| Step 4.2 — Delivery Details (International Single Shipment)

Fill iIn the Sender’s Address and Details

AN

Fill in the Recipient’s Address and Details

s
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| Step 4.3 — Delivery Details (International Single Shipment)

Click to select the return instructions
In case of non-delivery

e Click the checkbox to confirm that you
' | agree to our Terms and Conditions

,,,,,

Click on “Next” to proceed to the next step

Iy
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| Step 5 — Print Shipment Labels (International Single Shipment)

Shipment labels will automatically be
generated in a pop-up window

Remember to assign your shipment after printing your labels

Click to “Assign” your shipment
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| Create New Shipments > Bulk Shipments

Select “Bulk Upload”
from the dropdown menu
under “New Shipment”

SHIPMENT HISTOR

NEW SHIPMENT

Create Shipment
Up4 Bulk Upload E
eHay shipment
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| Choose bulk upload template and upload file

o O
Download a template or Select the type
of file template used for your shipment
CChooseTemplate Select - e a
Select the completed file that you would
No file chosen . .
like to use for your shipment
# | File contains header; Ignore first row
L 3

Click on “Upload” to upload your file

Iy
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| Bulk Shipments

Upload Confirmation

Pop-up window will appear
when the uploaded file is
successfully validated
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View Shipment
Shipments History

| Fill in Sender Details (Bulk Shipments)

ezy2ship User Guide for Users

Quick Links Logging in to Create Print Shipment Assign
your account Shipments Labels

| W emossidemd 7IP

___________

Address *

You can choose your
pre-defined addresses

using the address book
function

SIMGAPORE

Click on “Next” to proceed < »
to the next step Q )
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| File upload will start automatically (Bulk Shipments)

NEW SHIPMENT ~ SHIPMENT HISTORY ACCOUNT SETTINGS » HELF »

HLE UPLOAD

File Upload

Uploading file ...
e: contract-speedpost-worldwide-single.csv

Upload Progress

ezy2ship User Guide for Users
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| Bulk Shipments

_9 Click on “Proceed”
to move to the next step

Upload Summary

1

Process Successful Records (1 out of 1 processed)

Click on “Proceed”
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| Bulk Shipments

o If some records are inaccurate
DOWHNLOAD ERROR

Edit any errors on-screen

Click on “Edit” to manually edit your entry on screen.
Otherwise, you can also download the error entries
for editing by clicking the “Download Error” button

Click on “Proceed” when you are done
with editing your entries

Iy
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| Print Shipment Labels (Bulk Shipment)

Shipment labels will automatically be
generated in a pop-up window

Remember to assign your shipment after printing your labels

Click to “Assign” your shipment
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| Print Shipment Labels
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SHIPMENT HISTORY \C L — — - - - ——— - ——— -~ — - ) n

Select “Shipment Cart” from
the dropdown menu under
“Shipment History”

My Shipment History

Reports

Supply History

Shipmant Cart ‘l\b

From) Shipment Creati

ADVANCED SEARCH
der Referen
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| Print labels for Selected Shipments

ShipmentCart 1+ e n
Select the shipments
that you would like to

Filtering Criteri 3

|
el
P create labels for
****************** PRINTLABEL |~~~ — - :
1 © .
é : o °
Click on “Print Label” P | \

to generate and print
your shipment labels

ezy2ship User Guide for Users


http://www.singpost.com
http://www.ezy2ship.com

4ezy2ship @%

Quick Links Logging in to Create Print Shipment Assign View Shipment
your account Shipments Labels Shipments History

ezy2ship User Guide for Users

| Assign Shipments

SHIPMENT HISTORY \C iyt o e @ n

My Shipment History = Se|eCt IIShipment Cart” from
Mg the dropdown menu under
“Shipment History”

Supply History

Shipment Cart

)

From}) Shipment Creatic
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| Assign Shipments

************************ ViewEdit  24Nov2016 1021 pmsaT - - - - @ ()
Click on the checkbox for the shipments
that you would like to assign

EMALLABEL (G EXPORT ALL

~— — — — — = — -

Select how you would like to assign
your shipments

,,,,,,,

Click on “Assign Shipment”

Iy
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IHome > Log-in > View Shipment History

Select “My Shipment History”
from the dropdown menu under
“Shipment History”

Shipment Cart

mManifest Date {10}
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| Viewing Assigned Shipments

Click on the checkbox for the shipments that
you would like process

B
Click on the “Buttons” to access the following
— functions for your selected shipment(s):
¢ Print Labels for your shipments

p

\
| @Yrantiase. @ rRnTivOKCE © ovuven @ renrmanrest @) eeorran |
\ Y,

. : .
e e g _ Email your shipment labels
¢ Print shipment manifest

e Export all your filtered shipment history to Excel

e Print Invoice for your shipments

ezy2ship User Guide for Users
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