Canpar

A Transforce Company

WEB Based Shipping Solutions Users Manual

for OPS Users

July 2010



Table of Contents

OVEBIVIBW ...ttt ettt e sttt e et e s et e e s a s et e e s s b et e e e s s e e e e s anree e e nbe e e e e nre e e e e s nenesannreeeeanneneeen sannees 3
(@Y oY o T Tl o] o - | RS 3
Y AV @ Ta] o =Tl = Fo T o g T=TN o= = RPRPR 3
R O (ol U] 1 o ] OO PR PS VORI 4
[ Yot oY oY ol el [ QU o T I L3RR 6
TaNZoT (ol o To | qUT o J U REPR 10
(0T 01 o1 o T AV X 2 USSR 12
LI Tod <1 =S URRPRRRR 21
1Y o 1=To [0 11 o ol U T T USSR 22
Fae (401 T A= | oY ST R U PR USRUOROPP 24
L@ T o 1Y G U] o] o L= PSRN 26
100 T | = ot L 0 L PP SP 27

Web Based Shipping Solutions Canpar Transport Page 2 of 27



Overview

Our in-house team of IT professionals have designed a web based portal interface to meet the needs of

the modern shipper. Whether you need to look up a historical invoice, prepare the day’s shipping,

calculate a rate or track a shipment, we have you covered! As we are continuously expanding our

services to meet our client’s needs in today’s changing marketplace, our IT team develops and launches

new applications in a timely and efficient manner, allowing our customers to enjoy new services as they

are launched.

Canpar Portal

To access the Canpar portal, login to MyOPS.

MyCanpar Home Page

Once you have accessed your portal, the MyCanpar home page will display. The permissions granted to

the user by the account administrator are listed on the left hand side applications menu. The body of

the MyCanpar home page will display current Canpar announcements. Links to commonly used

applications are located below the announcements.
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The new and improved Canpar invoice is here!

We've redesigned our imoice 1o provide you with more detailed information about your shipping charges in an easy-lo-read

If you have any questions or concems please email customerserice@canpar.com or call the Customer Sendce Hotline at 1-800-
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summounding areas. Utilize CANSHIP on the web o take advantage ofthis exciting new offerl

I T I e e e i

Jﬂ.;idm g

Page 3 of 27



Rate Calculator

This application allows the user to calculate the exact cost of shipping a package, including taxes, fuel
surcharge and any ancillary charges that may apply to the shipment. The user must select a shipping
date, complete consignee postal code, service level, number of packages in the shipment and the piece
weight per package to calculate a rate. Package dimensions can be inputted into appropriate fields, but
are not required to calculate the shipment rate. The rate returned is specific to the user’s account.
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Once the abovefields are populated,

= Schedule Pickup click on calalate rate.
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T T N ocalintranet [Fa - %o =,
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!'('_ Canpar - Windows Internet Explorer
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Web Based Shipping Solutions Canpar Transport Page 5 of 27




Electronic Pick Up Tags

Our electronic pick up tag program was designed to allow a shipper to have a package picked up at a
customer’s location with little effort required at the point of pickup. Once a pickup tag has been
ordered, the pickup tag is printed at the terminal responsible for the pickup and given to the driver
responsible for that route. The driver will take the tag into the location specified on the pickup address,
affix the label to the box that is to be picked up, and return it to the return address listed on the label.

To use this application, the user selects the Electronic Pick Up Tag application. The user then fills out the
required information on the pickup location screen. The user can type the information into the required
fields, or click on the address book lookup and select a location that has previously been populated in
the address book.

f, Canpar - Windows Internet Explorer
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Address Book - Windows Internet Explorer

Customer
D
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HUMTSVILLE, OM, PTHTKY

1135 BARTOMN STREET
THUNDER BAY, O,
PTBANI

3020 DEZIELDR.
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MORTH UPSTAIRS
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Add Address
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43 Address{es) Found

Fax

Email

EditDelete

ﬂl Deletel
ﬂl Deletel

ﬂl Delete |
ﬂl Delete |
ﬂl Delete |

Once the pickup address fields have been populated, the user can elect to notify their client of the

pending pickup. This can be done by checking and populating either or both of the “contact fax #”

and/or the “contact email address” fields. If the package is to be returned to the shipper’s location, the

user will click on the “next” button to proceed. However, if the package is to be delivered to a third

party address, the user checks the “third party tag” box and a screen will display for the shipper to enter

the address that the parcel is to be returned to. The user will then click on the “next” button to proceed.
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f:(anpar - Windows Internet Explorer
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Enter Tags Address:

List of Entered Tags
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9 Canship
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Contact Phane #
Retum Auth. #:
Reference
NotesiComments:

Contact Fax#:
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TransForce

Y,

The user then must enter the shipment details in order to complete the pickup tag process. The user
must select the number of pieces to be retrieved, and the weight per piece. The user also has the option
to declare a shipment value. Once these fields have been populated, the user will click on the “Add”
button and the tag will be processed.
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Should the user wish to review the tags that have been ordered in a specific time frame, they simply
click on the “List of Entered Tags” application found in the menu on the left of the screen. The user

selects and populates the “date from” and “date to” fields by clicking on the calendars located beside
each field. In the event that a tag has been ordered and not yet processed, the user can check the
“delete” box and the tag will be cancelled.
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Invoice Lookup

Should you need to retrieve a historical invoice, we have developed a self serve option that is available
on the portal web site. The user can elect to search by either shipper number or invoice number.

ﬂ:'l:anpar - Windows Internet Explorer
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2 Points Shipper #:
=» Document Lookup [l Backin Days: 41}
= Revenue History Fram: 07/28/2010 g
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par - Windows Internet Explorer
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Search
Revenue History
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L=
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5
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)
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Once the user has entered either their account number or invoice number, the invoices in that date

range will display on the screen. The user can open, download or print an invoice in PDF, Excel, XML or

CSV format.

Web Based Shipping Solutions Canpar Transport
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Canship WEB

This application is used for the daily shipping activity. Once the user selects Canship WEB from the
application menu, the following screen will display. The user will then populate the required fields,
either by typing in the consignee information, or by clicking on the “find” button for an address stored in
the address book.

ftﬂNF‘AR - Shipping - Windows Internet Explorer

Consignee Information

Cust ID Find |  ship pate
“Name ABCCO. Fin 08/12/2010 [
*Adress 1 1234 MAIN ST.

Address 2

Address 3

*City VANCOUVER

ProviState

*Postal Code WEAINT  Country m [" Residential Address
Email I Send Email
Telephone { 3 - [ Print Phone#
Attention

Save Address Select the desired service by

clickingonthe armwtodisplay the

3 drop down menu.
Package Details
Senvice C Dangerous Goods
I™ Chain Of Signature
*Total Pieces *Total Weight (Kgs) 0

Reference Ref. Type

Intesnational

Cost Centre

Instructions

Additional Services
Dec g Hof ¥C
Handling %@ 50 NSR I vm

cobD

COD»>» |

CaculteRats | Shp |  Clear | o

Once the consignee information has been populated, the user will then select the desired service from the drop
down menu.
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fcmma - Shipping - Windows Internet Explorer

Applications  Preferences  Manifest  View  Address Book Help

Consignee Information

Package Details

CustID TESTINT

“Hame TESTIN

*Address 1 TESTINT

Address 2

Address 3

“City WALETTA

“ProviState [Fintematona =l
“Postal Code 123324 lentry'h!.ata—;|
Email

Telephone { }

Aftention ATT

Additional Services
Declared Value £0.00
Handling 0 CACESS

C.oD.

CODx> |

Calculate Rate Ship

Sendce

i 3
“Total Pieces 0 Fiece Weight & Dimensionss> |
Reference
Cost Centre | |
Instructions

Find|  ship Date
Find| 081272010

I™ Residential Address
™ Send Email
I” Print Phones

IT Dangerous Goods
IT Chain Of Signature
“Total Weight iKgs) 0

Web Based Shipping Solutions

Ref. Type
1]
" wm
Clear [ T0P4 |
Canpar Transport
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fcw-nn. - Shipping - Windows Internet Explorer

-]
Consignee Information
CustID TEST Find|  ship Date
“Name TEST Find 0g/1z/2010
*hddress 1 TEST
Address 2
Address 3
“City MISSISSAUGA
*ProviState m
*Postal Code 111 Cuumwm I™ Resitential Address
Email I™ Send Email
Telephone (TENT |- I”" Print Phones
Attention TEST

Save Address Once the desired s endce has been

selected, the user can then chomsea
lewel ofs ervice fromthe dmp down

Package Details menu.

Senvice IT Dangerous Goods

I™ Chain OF Signature

*Total Pieces i
Letter, PAK *Total Weight (Kgs) 0
Reference Ref. Type
Cost Centre
Instructions
Additional Services
Declared Value §0.00 Hof ¥C n
Handling i vE 50
Calculate Rate Ship Clear [ ToP.a |

Al tems marked by ™ are required

The next step is to choose from the available service levels: normal — regular business hours, 10:00 AM, Noon, or
Saturday.
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_,'f CANPAR - Shipping - Windows Internet Explorer

Applications ~ Preferences  Manifest  View  AddressBook Help

Consignee Information

CustID TEST

“Name TEST
“Address 1 TEST

Address 2

Address 3

“City MISSISSAUGA

“ProviState ON-Onkaio -
*Postal Code W11 Cﬂlmtryrl Canada L I

Email
Telephone (TES) T
Attention TEST

Package Details

Additional Services
Declared Value §0.00 #of XC
Haridling ] 5@ 50

The user then must specify the number of pieces in the shipment, and the total weight. The user can either
entire the shipment weight in the “total weight” field, or elect to enter the piece weight and dimensions for each

package in the shipment.

Web Based Shipping Solutions

Find |  ship Date

Find| 08N2R010

I™ Residential Address
I™ Send Email
I™ Print Phone#

Clicking on the "pie ceweght and
dimensiors" button will d&play the

following dialogue bmes.

Service Canpal Ovemight . IT pangerous Goods
10am - I™ Chain Of Signature

*Total Pieces ; T :

Lotar EAK T =] Fiece Weight & Dimensions<< | “Total Weight (Kgs) 0
Piece# Weight (Kgs) Length Width Height DimMWeight (Kgs)

#o - 0 0 0 0

Reference Ref. Type

Cost Centre -

Instructions

0

Canpar Transport
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5 CanPaR - Shipping - Windows Internet Explorer

Applications  Preferences  Manifest  View  Address Book Help

Consignee Information

| »

Cust ID TEST m Ship Date
“Name TEST Find 0122010 |7E
*Address 1 TEST

Address 2

Address 3

“City MISSISSAUGA

“ProviState m

“Postal Code MIMIMI | Country[Canada =] I™ Residential Atdress
Email I™ Send Email
Telephone (TEHT |- I™ Print Phones
Attention TEST

Package Details

Service Canpar Ground - ¥ Dangerous Goods
10am - ¥ Chain Of Signature
“Total Pieces T =] Piece Weight & Dimensionsc« | “Total Weight (Kgs) 1
Piece# Weight (kgs) Length Width Height Dim.Weight (Kos)

# -1 0 0 0 1] 0

Reference Ref. Type

Cost Cenire .I

Instructions

Additional Services
Declared Value <0.00 #of ¥C 0
Handling ] %@ 50 NSR v

= |
f&start| @ - (3 - Inbox-Microsoft Outhook | @ Canpar -Windows Inte... [ 8 CANPAR - Shipping - . [ Microsoft Excel - Portal.. | ) Canpr Portal Web Ste...| [« 1+ e 10104

If the shipment contains dangerous goods, or a chain of signature is required, the user must ensure that
the appropriate box is checked.
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The Canship Web application has a built in rate calculator. Before selecting the “ship” feature, the user
can click on the “calculate rate” feature to view the final cost of the shipment.

,__’_.:En-\P;lF!_ - Shipping - Windows Internet Explorer

T e e |
Address 3
“City MISSISSAUGA
*ProviState ’m
*Postal Code MIM1M1 | Country | Canada - I™ Residential Address
Email I” Send Email
Telephone (TESHT |- I™ Print Phone#
Attention TEST

Save Address

Package Details

Service Canpa Ground - r Dangerous Goods
10am - [™ Chain Of Signature

*Total Pieces E Piece ‘Weight & Dimensions> > | *Total Weight (Kgs) 1

Reference Ref. Type

Cost Centre I—;i

Instructions

Additional Services

Declared Value §0.00 #of XC 0
Hantlling 0 %@ 50 HSR I viN
C.0.D.
The calculate rate buttonallows the userto
COD»> wiewthe final cost oftheshipment without
exiting the Canship application.
Rate Details
Freight §361 Zone 1 Transit Time 1 day(s)
10am §2.00 Delvery Date 08132010
Sulbtotal §6.61
Taxes §0.86 OHST
Total §7.47

Calculate Rate Ship Clear | TP |

All iterns marked by * are required

Lel

Once the user has filled in the required fields and is ready to process the shipment, the user then clicks
on the “ship” button to proceed.
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& Print |

General I Options I

—Select Printer

.= | &dd Printer 23 Microsoft Office Document Im
£472-5th-HP4100-5ALES on CPHOVMPRTO1 i23 Microsoft %P3 Document Write
i23 DocuCom POF Driver i23 ScanSoft POF Createl

L« | |
Statusz Ready [~ Prnttofile  Preferences |

Location:  Prnter In front of Julie McGoey

Comment: Printer [n front of Julie MoGoey Find Printer... |
— Page Range

Al Murnber of copies: I'I 3:

£ Selection £ Cument Page

" Pages: I'I ¥ | Collate
Enter either a single page number or a single

page range. For example, 5-12

Erirk I Cancel | Apply |

The next screen that the user will see is the print screen. The user can then select the required printer to
print the label. Before selecting the “print” button, the user must set up the printer to print on the
Canpar labels. Continue in this manner repeating the process for each outbound shipment. Since the
printer will only print one label at a time, you can simply turn the paper around and re-feed it to have

the other label printed. If you are printing the second label on the page, be sure the BLANK one is
feeding in first.

When you complete all the outbound packages and the labels are printed and attached, select “view”
from the top menu. Select “current shipments” from the view menu. Full details of what is pending
pickup will be displayed.
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{Z CANPAR - Shipping List - Windows Internet Explorer
Applications  Preferences Manifest View  Address Book Help :,‘

Shipping List for 99999598 PORTAL TEST ACCOUNT
Referance Mame Service
hUSKOKA &

HALIBURTOH
1 - LOo0000410501 1 1.0 ASSOCIATION GROUND Jul 28, 2010
OF REAL
MUSKOKA &
HALIBURTOH
2 - LO00a00407a1 1 1.0 ASSOCIATION GROUND Jul 2&, 2010
OF REAL
MUSKOR® &
HALIBURTOH
ko] [l DO000004H0301 1 1.0 ASSOCIATION GROUND Jul 22, 2010
OF REAL

Ma. Woid Fackagell Piacasz Mieight Shipping Date

“oid Frint tdanifest Future Date shipments

Startl @ (e @ |~ Inba - Microsoft Outlookl ﬁ Microsoft Excel - Portal, .. | E"’l__] Canpar Portal Web Site.., | E Canpar - Windows Inte... | @ CANPAR -

If the user has made an error and something needs to be voided, the user must flag the item as
displayed and select the “void” button. Once the user has confirmed all information is correct, select the

“print manifest” option.
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Once the user has clicked on the “print manifest” option, the user can then view and/or void shipments
before the manifest is processed. It is recommended that this step be taken prior to manifest print, as
once the manifest is processed, a shipment can no longer be voided.

ww.canpar.com; canship/printmanifest.jsp? - Windows Internet Explorer

Applications  Preferences Manifest  Wiew  Address Book Help j‘

Print Manifest for 99898999 PORTAL TEST ACCOUNT

Manifest Shipping Date:  07/29/2010 | T

Frint kanifest | Current Shipments

Toview andfor void shipments hefore your, manifest is processed, please click on the "Current
Shipments" button. Once you activate the "Print Manifest' function, you will na longer be able to void
shipments.

To receive a credit for any adjustments after your manifest have been printed, you must contact the
Customer Service department and provide shipment information.

If a manifest is generated with shipments that are not being sent out, you must contact the Customer
Service Department and provide the package dentification number, after receiving your Canpar invaice
to receive 8 credit.

Startl @ (e @' |~ Inbox - Micro... | ﬁ T Microsaft ... vl @Canpar—Win... | '{éhttps:ﬂww... B3 Revenue Hist... | fip Barcode Sear. .. | E""I_]Car

To logout of Canship, simply choose the “logout” option at the top of your screen. This will bring you
back to the Canpar main page. Our Canship WEB application is equipped with an extensive help manual
that can guide the user through every step required to successfully complete the day’s shipping activity.
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Tracking

Our tracking application on the portal gives the user more options than the tracking application on our

public web site. The portal application allows the user to track by barcode number, shipper reference

number or manifest number.

Once the user has selected the Tracking option from the menu, the following screen will display.

(_'fl:anpar - Windows Internet Explorer

@. > |ﬁ htkpes: |www.canpar. com/FOR TAL [protected inde:. sr

_EIB_WW Favorites  Jools  Help

wr Favortes | o= é:-_ pgested Sites v @ | Web Shice Galery +

| @ v Page- Safety - Tooks- - 7

Extended Area (PDF)

— Al
) -

Extended Area (KLS)
= Electronic Pickup Tags:
i?nter Tag_s ;
_l_mpuri '_I'ags i
List of Entered Tags
EPUT Confirmation

Consignee Electronic
Pickup Tags

>

Enter Tags
List of Entered Tags
= Canship

=2 Administrator

< CubeWeight

= Schedule Pickup
2 Change password
=< Order Supplies

= Contact Us

Tracking
Search Via | Barcode Murnber =
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Once the user has populated the required fields, the tracking results will display on screen. The user

then has the option of exporting the result in a CSV file format.
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Schedule Pickup

In an effort to reduce our carbon footprint, we have developed an application for light or sporadic
shippers to schedule a pickup when they have freight that must go out, rather than arriving at their
location on a daily basis. To use this application, the user selects “schedule pickup” from the application
menu. Once selected, the user populates the date range from the calendars, and clicks on the “add
pickup” button.
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Once the “add pickup” button has been selected, a confirmation screen will pop up, confirming the
pickup date and allowing the user to add comments.
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(:‘_'https:,.-",.-"www.canpar.cum,.-"PIEI(UPEALL,.-"Pil:kupEaIInctiun.du?actiu...

Pickup
Shipper : 99899994
Pickup Date :  Today @ Next Business Day
Requested On: 2010-07-28 171210
Requested By :
[
Comments :
[

Savel Cancel |

* Please note: Date of pickup iz not guaranteed.
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Administrator

Your Canpar account manager or integration team will set up one or more contacts as the account
administrator. The administrator can then add as many users as required, and will determine the
permissions granted to each user. Users can be added or deleted from the account at any time by the
account administrator.
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To add a user to the account, the administrator simply clicks on the “add user” button.
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Once the “add user” feature has been selected, the following screen will display. The administrator
populates the required fields and selects the permissions for each individual user. Once the permissions
have been selected, click the “add” button to complete the process.
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Order Supplies

This application allows the user to order supplies at any time without having to contact our Customer

Service Department. Simply fill in the required fields, click on the supplies required, and select “submit”

at the bottom of the screen.

{2 Canpar - Windows Internet Explorer
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To order Canpar supplies, fill
out the form and submit to
Canpar electronically. If you
are unsure of the name or a
label or ook you would like
to order, look for the ID
number on the actual label
or hook and match it with
the correct one.
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i |
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Phaone Number

Ermnail Address

Canada Ground Services
Supplies for Canpar's afordakle Ground Service

Select Service
Supplies for Ganpar's 1 or 2 day rush service
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Order Supplies
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Openw
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Openw.

Openw

Open¥

Dane.
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Contact Us

Should the user require assistance please contact us by email at gov.on@canpar.com and a

representative will respond to your inquiry.
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