Welcome to the OCS Worldwide Selfship User Manual ”ﬂs WOR! DWWIDF

Introduction

OCS Worldwide has developed this facility for you to assist in producing appropriate documentation for
your shipments.

All that you need is a PC with access to the internet (This Selfship version for Windows OS only), a
standard office laser printer and an access password supplied by OCS Waorldwide.

With Selfship you can, amongst other things

Generate a Courier Wayhill

Pre-store addresses for regular use

Print pro-forma invoice

Print daily despatch sheet

Track shipments

View POD details

Generate charges for the shipment before sending

Book a collection

Getting Started

You will need to have a password to use this service. Contact OCS Worldwide customer services on
0845 6789800 or email us at selfship@ocsworldwide.co.uk. We will need to know your OCS account
number so please have that ready. You can have more than one password for your account, and each
password can be personalised to suit each individual shipper.
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First you will have to locate Selfship on the internet. Either connect from the link on our website
www.ocsworldwide.co.uk or access directly at http://www.ocscourier.co.uk/selfship - (don’t forget to add
these to your favourites to make things easier next time).
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On the next screen (shown below) you are then asked to check your details. If they are correct, click

on Continue or hit the <Enter > key on your keyboard

acs) vorowe

Please call 0845 6789800 to arrange or change your password

Existing customers HNew customers

T Welcome to OCS WerGwide
Creating an
Password
* Easy online booking

+ Manage shipment online

+ 30 days credit

+ One account number for all services
+ One contact for all services

+ One itemised invoice for all services
+ Free packaging supplies

+ Pre-printed Courier Wayhills

You are now logged in

S 0CS IT TEST
Phone 020712
Email lig-Aept@ocsworldwide,|
Change details Continue

Open Account User Guide

Thiz web page iz best viewed with 8 SCREEN RESOLUTION 1024 x TEE pixelz
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Frivacy Statement

unttakes a few moments and you can

+ Access to Courier, Freight, Mail and Fulfilment products

the original international courier

Check that your details are correct. If they
require changing, please click on the
Change Details link and enter the new
details.
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Qverview

The first screen controls all of the Selfship features. The Menu bar at the top of the screen gives
access to various functions — much like the software on the computer that you use.
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Each menu feature will be explained in the following pages.

From the Selfship screen displayed, you can enter all the relevant details to produce shipping
documentation. These details can be typed directly into the fields on the screen, or automatically filled
in from saved lists.

Sender:|OCS [T TEST
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Version 4.5 - Internet Explorer 8.0
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Receiver | Save Receiver Cole Search

Contact City

Department County / State

Company Country M
Addressi Post Code

Adiress2 Phone

Address3 Email

Shipment

Contents Type Guantty “alue Weight (Ka)
Labels [J [Mon documen[®] |1 [|1.00 ||0.600 | add )
charge lnokug Package type Total 0.000

Pieces 1 Free domicile? ] O Envelope Cower up to GBP150 is automatically
Commercial ? |N 0¥ 1) (..-:' Pouch included on all shipments
Service Express Courier ﬂ O Bex Your ref [:']
Special handiineg instruction (max120 chars) £ : L 0:;?;: Lkl

Submit )
Collection Sheet

log aff

help
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Below is one such saved list. If you click on the Receivers tab, it will open a new window. In this window, you have the
ability to add regular consignees. You do this by filling in all the fields and clicking Update. This will save it into your list and
can then be added to your CWB at a later time. You can also amend, delete and import addresses to this list at any time.

You can search through your receivers by entering details in any one of the fields and then clicking on the Search button.
There is also the facility to sort by hame or town by clicking on the headings.

To add a receiver to your CWB, select the name. At this stage, you have the ability to edit the details shown. When you are
satisfied with the details on screen, click on Add to CWB . This will close the Receivers window and bring you back to the
main screen where all the details will have updated automaticaly.

Sender:[OCS IT TEST
”gs “’/ OR Z D I V /D.‘_C Account - 0CS004
Exgress Courfer, Mas, Freight & Lagistics Version 4.5 - Internet Explorer 8.0
eivers contents references  printir)
Save Receiver Fecords : |1 02 All Consignees
vl Core : |1 11111 Search )
Company 11 £
Contact Py =1 Cortact : |Company Contact
Company02
Department Coimpary03 Department : |Depar1ment 1
Company Company04 ;
- ) Company05 Beiman e CompanyD1
dress
Company 06 AddrezsT |Leve| 1
Address? Company 07
Campany 08 Address2 I'l 11 One Road
Address3 Company0s )
Shipment Company10 Address3: I
Comparry 11 City - London
Contents Company1 2 I
Labels Company13 County | State : |
oAl Country [UrTED KiGDOM =]
charge lnokup Catnpany15
s Company| B Post Code IEC1 THM
Pieces al Free domicile7] Company17
Commercial 7 (N (¥ IN) Campany18 - RAEmSE |n207 555 5555
Sarvics EiEsEiEbiiEE s | 3| Email ; [Carnpany contact@company oo uk
Special handling instruction (max120 chars) Update Delete Clear Add to CWB Import ) Export ) : Close
rre—r
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Contents

If you regularly send goods that are consistently the same weight and value, then this list will help you. You can save
your frequently shipped goods descriptions here. You can then access them by selecting them from the contents drop
down box on the main screen. Once selected, update the quantity, value, and weight and click on the add button. The
total of all these fields will be tallied automatically for the shipping documentation.

rrodLIct Your Code ; IPl
Product 2
Praduct 3 Value : Il.DD
OLs) WOorRLDWID Prodatd "
Biaress pamsrier, ek, Remiohe iy ieiCit o Wigight : 1.000
Product 5
receivers contents references  printid Product 6 Dezcription : IPI’DdUCt 1
Praduct 7
Receiver Save Receiver Product 8
Product 9
Cortact Product A
Product B
et I Update) | Delete ) | Clear ) | Export) | Close )
i Procuct D -
Address1
Address2
Address3 Email
Shipment
Conterts Type Quantty ‘Value  Weight (Ka)
Labels [3 Mon docurnen ¥ : 1.00
charge laokup pm This is the dropdown box where you can
Places 1 Free domicie? [ © Envelope T select your goods from the saved list.
Commercial 7 | (¥ /M) () Pouch LG
Service Express Courier ﬂ O Box Your ref L
Special hancling instruction (masx1 20 chars) 0 iy : Bz ﬂ::f‘:r R
Submit )
Collection Sheet
Reset s s R
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References

This allows you to allocate the charge for the shipment to one of your reference codes. This may be a department or a
cost centre / section code. The code selected will show on your invoice. You can also receive analysis reports from OCS
Worldwide based on these codes. Select references from the menu at the top of the main screen. A new window will
open.

You can add, update or delete your References in the same way as Receivers (see below).

The significance of this reference code will vary from customer to customer, we can set up your account to make the
entry of this reference mandatory or even fixed to certain codes. Please contact OCS Worldwide to arrange this facility.

Reference

Jones Account 03

Your Code |1 23456

De=cription : |J|:|nea Account 03

Update) | Delete ) Clear ) | Export Close )
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Preparing a shipment

Filling out the CWB can be done in any order, but for the purposes of this manual, we will work in a left to right, top to
bottom fashion.

(i) The first part of the CWB is where the shipment is to be sent. This information can be typed in, or you can use the
saved receivers list, available from the left hand side of the Selfship menu. To add a receiver from this menu, select the
record and click on Add to CWB . If you need to change any of the fields such as the Contact person etc, this can be
done on the main screen.

Sender:|OCS IT TEST

IES) 1osowp:

Version 4.5 - Internet Explorer 8.0

receivers contents references printing documentation  tracking packaging  book collection  global maill  service  utiity  log off  help

(i) Receiver | Save Receiver | Code Search
Cortact City
Department (X) County / State | Courtry
Company Courtry I
Address1 Post Code
Address2 Phone
Address3 Eimail
Shipment
Cortents Type Quartty Value Weight (Ka)
(ii) |Labels [J [Won documen»] [1 | 1.00 ||0.600 add
(iii) charge lookup Package type (Vi)TotaI 0.000
Pieces 1 (Iv)Free domicile? [ (O Envelope Cover up to GBP150 is sutomatieally
Commercial 7 [N | (¥ /N) (V) Pouch included on all shipments
(VII) Service |Express Courier ﬂ @) EIE (i)()'r'our ret [:']
O Cther Help? 0845 678 9800

Special handing instruction (max120 chars) . . Email
(wviii) (xi) Submit)

Collection Sheet

Reset o’

help
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(i) The next part of the CWB to be completed is the Shipment details. Again, you can enter these details on an ‘as you
go’ basis, or you can use your saved list accessed by clicking in the right hand side of the drop down menu. Once you
have completed the details of the fields, click the Add button to the far right and the CWB will be updated with the
contents. If you wish to change the weight or quantity after adding them, simply click on remove and add the goods
again.

(i) At this stage you can check to see the cost of your shipment by clicking on the Charge Lookup link. By filling in the
basic information regarding you shipment, you will be able to get an accurate costing.

(iv) If you wish the shipment to go as Free Domicile, please select this field. Information on Free Domicile is available by
placing the mouse pointer over the area.

(v) Once your goods have been packaged and you know the dimensions and number of pieces that you wish to ship,
you will be required to input these details in the bottom half of the screen. First enter the number of pieces making up the
shipment and click add per Item . If you are sending your goods using pouches or envelopes supplied by OCS, then
simply click on the appropriate button. If you are sending your shipment in boxes or by other means, please select the
appropriate type and fill in the number of pieces and dimensions. If a package is oversize and likely to incur additional
charges, a warning will appear.

There are only 4 rows to present the number of pieces and dimensions, if you are sending your shipment in more than 4
boxes then put the similar boxes together and measure them as a single one.

(vi) Please check the total values and weight, as this will be used to produce a pro forma invoice if required, and must
be correct to assist in Customs clearance.

(vii) You will now be required to select the service you require. Depending on the destination, different services are
available. By default, our Express Courier service is selected.

(viii) If you require special handling instructions to accompany the shipment, please type them in the field provided. This
may be used to assist the delivery personnel, and may include information such as the entrance location or onsite
contact.

(ix) The last part of completing the CWB is to select the reference you wish to use. This is located on the bottom right,
and again uses a drop down box, with a list of references updated via the menu.
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(X) Attimes, when you select a country, a yellow triangle with an exclamation mark in it will show up. This means that
the selected country has a special message associated with it. If you click on the triangle, this message will show up in a
new window.

(xi) Check that all details are correct and all required boxes have been checked. Once you are satisfied, please click on
the Submit button. This will now send all the CWB details to OCS and the preparation of your paperwork will start.

Printing Documentation

After you have submitted a CWB, you are able to print your documentation. From the top blue menu bar select the
printing documentation tab. You will be presented with a drop down menu with several options.

receivers  contents  references | printing documentation | tracking  packaging  book collection  service  utility  logoff  help

print cwbs
reprint cwb
reprint praforma
collection sheet:

reprint collection sheet

book collection skatus

tracking report

S HE e RHYE

delete cwbs

The first item, print cwbs, is how you will print out your shipping documentation and pro forma invoice (if required). If you
click on this, a new window will open with details of the shipments requiring paperwork to be printed.
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shipments  prink shipments  book collection close

Page :1
Row # CWE Ho. User Receiver City Country Date/Time Created Proforma Pre-Wiew Pre-Alert Print status Action

1 8499838 ——  Person 1 Companyd1  London  UNITED KINGDOM 010042007 412:00:00 M Pro forms WiE Etnil Prirt OH? Cancel

Page : 1

To print your documentation, click on the blue CWB No. on the left hand side of the window. This will request the pages
from the server and then open a print dialogue window. Click on OK, and your documents will now print. Each CWB will
need to be printed individually. Selfship will print, by default, four consignment notes, and an extra page for each
additional item to be shipped.

If a pro forma invoice is required, the text under the Pro forma column title will show as blue pro forma text. You will need
to print this (in the same way as the CWB) to accompany your shipment If a pro forma is not required, it will show as “No
pro forma”. Once you have printed the documentation for a shipment and checked the details have printed correctly,
click on the text “Print OK?” This will move the shipment through to the next part of the process. If for any reason, you
do not wish to proceed with the shipment, or need to make corrections, please click on the “Cancel” text to the far right.

There is also an “Email” option, which allows you to send an email containing a link for the tracking of the shipment. You
may find this helpful when sending details of the shipment to the client. Once finished with printing of your waybills,
please click on close

Printing Collection sheet

The next part of the process, providing you have input and printed all documentation for shipments going on the day, is to
print out a collection sheet. If you click on the blue menu bar at the top, and select collection sheet, this will open up a
new window displaying your current shipments.

By default, all the shipments are selected for printing. If you do not wish to include a shipment on the collection sheet,
click on the check box to the left of the screen and deselect it. Once you are ready, click on the blue Print text on the
bottom left. This will bring up the print dialog to which you can then click OK.
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Print collection sheet close window

R'f:;'" Selected CWE No. Receiver City Country Date printed  Action
G e QCcs UNITED ey

AA0GARERETA d ai03 emove

1 3499435367 Hilleral London KINGD O 02/03/2010 Femove
ad A e QCs UNITED Sl

o AGOAGNE20 202 = Ve

s 34594505391 Millesall London KINCD O 03032010 Femove

Print Clear selected Unselected

Once you have printed your collection sheets a new window will open reminding you to book your collection.

if you do not have a regular collection set up on your account you will need to book a collection for consignment by using
this online booking screen or calling Customer Services direct on 0845 6789800. If, however, you already have a regular
collection you can select the cancel button to close this window
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Booking a collection

log aff

The last stage of processing your shipments for the day is to book the collection. This can be done by clicking on book

collection on the blue menu bar. This will open up a new window (as per below).

Timed delivery T ves T Ha Packyhg assistance { ves [ Mo Dangeroms goods Cves T ha
ixed | \

If you require Packaging & Document O Parcel
assistance you will need to call us
directly on 0845 6789800 to book IDDZDD thh:mm) 24 hour clock
collection
| 0 Movember ;I

Office closes I'IE:DD "l

Wieight G Ligght " Medium Heawy

Trolley required? " ves % Mo

Mumber of pieces I

If you require the package to be collected from an address

account holder's addres=s please call 0845 678 90w

Description of dangerous goods
Aerosols

Flammable liquids

Batteries

Bleach

Paint compressed containers
(thermometer mercury)

Dry ice

Perfume

Hair & Nail products
Adhesives

Medicinal alcohol

Book ) Reset 4

You are required to fill out the relevant fields and then click on Book . If you need to start again, please click on the
Reset button. If you have special requirements for your pickup, or the pickup is from another address other than the

account holder’s, please call our Customer Services Department on 0845 678 9800 to book your collection.

help
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Other features
There are several other features available from the blue menu bar.
Tracking —
® cwhb tracking: this allows you to manually input a cwb number and view all the relevant information as to its

movements, whether still in transit, delivered, or if available, the POD details of who signed for the shipment

Tracking Information

CWB number 84994989575 | (Submit)
Shipment number 84994989575
Staws
16 Feh 2010 10:45 Delivered: Signed For by DOHERTY
Tracking
15 Feb 2010 2336 In Transit
18 Feh 2010 12.37 Processed for exporttransfer
Destination
THE ELITE GROUF

CHALLENGE WAY
(OFF CUTLER HEIGHTS LANE)

BRADFORD
BD4 8NW
GREAT BRITAIN
Number of pieces Total weight

1 0.600 Kg

Print ) Close ) Mailto )

log aff

help
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(ii) cwb account search: this allows you to search for shipments using several different parameters. The fields
include the CWB number, company, city, country, type of goods, sender’'s name, your reference and a date range.




(iii) proforma user maint.: this is where you can add, update and delete the names of the users that are available for
selection when you print a pro forma invoice.

Packaging —

This is where you can order more OCS packaging supplies. You are required to fill out the fields and select what you
require, and we will deliver it to your door.



NI Storage —

® Stock Summary: Display all stock available based on end user access right. You can filter stock by using search

facility.
By clicking on the code of products to select or deselect them and then click on button “get selects” at bottom of

the page to store all selected products into clipboard and close current window.



(ii) Request Stock: By default all products in clipboard will present one by one, what you do is change the quantity of
product which you request and click add button. You can select product from dropdown list or search product by
its code. Filling all information for consignment and instruction if necessary then click submit.



Utility —

(iii)

(iv)

(v)

Multi shipments: If you have many shipments, where the items being shipped are the same, here you can prepare
CWB'’s in batches. It is just like filling in a standard wayhbill, but with the receivers’ information at the top. You
simply select the receivers you want (up to ten at one time) and click Add. The receivers are removed from the
left hand side, so you can be assured that you are not doubling up on your shipments

Charge lookup: This feature is the same as the link available from the main screen. It allows you to get an
accurate quote of the costs of sending your shipment.

Change password: You can change your password at any time. Select change password from the utility menu,
enter your old password and the new password you wish to create and click the Submit button. You will need to
then logoff and back on again to activate your new password.



Help — This is where you can go to get some quick help from one of our Selfship Support Team Members. You can also
view and download a copy of this user manual.

To use our online help system, simply click on help online, and type your question or message in the window. The more
information you can give the Support Team Member, the more efficiently they will be able to assist you.

It is helpful to have information such as your operating system and which program you are using to browse the internet.
The response with instructions from the Selfship Team Member will show up in this window. Once you are satisfied that

your query has been answered, you can click on Query now resolved.




Browser support —

Up to Internet Explorer 10.0
Up to Opera 9.0

Up to Netscape 7.1

Up to Firefox 21.0

Up to Safari 5.1

Up to Chrome 27.0

** Thank you for using Selfship. We look forward to servicing your courier and postal and mail fulfilment requirements. **



