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Canpar Home Page

For users that have access to MyOps-This step is not necessary, simply log on to your MyOps website
to access the single sigh on and continue to the next step

To begin the login process, type www.canpar.com into your browser’s search field. To access your
personalized portal, type your user name and password into the required fields and press the Login
button.
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MyCanpar Home Page

Once you have accessed your portal, the MyCanpar home page will display.
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Select the ‘Canship’ option in the side bar menu on the left of the screen.
This opens the Consignee Information screen, allowing the user to populate the delivery destination.



Canship WEB

This application is used for the daily shipping activity. Consignee Information screen is displayed. Fields
are blank requiring the delivery destination information to be entered but can be auto-populated by the
user. Once the consignee information has been populated, the user will then select the desired service
from the drop down menu.

ftANF‘nR - Shipping - Windows Internet Explorer
Applications  Preferences  Manifest  View  Address Book Help

Consignee Information

| »

CustID Find Ship Date
“Name ABCCO. Find 06/12/2010 [
*Adress 1 1230 MAIN ST.

Address 2

Address 3

*City VANCOUVER

*ProviState

*Postal Code WEATNT Cnllntwm [” Residential Address
Email I Send Email
Telephone { ) - [ Print Phone
Attention

Save Address Selectthe desired service by

clickingonthe armw to display the
drop down menu.

Package Details e
Service Canpar Ground - C Dangerous Goods

Caps Gt I™ Chain Of Signature
*Total Pieces Eamal SETQ*TI bnsions) > | *Total Weight (Kgs) 1)
anpat U.oJ
Reference Canpas Select U S.A Ref. Type
Cost Centre Intemational
Instructions
Additional Services
Dec i HofXC
Handiing H® §C NSR v
C.oD.

C0D>> |

Calculate Rate Ship Clear [ ToP.a | |



,'f CANPAR - Shipping - Windows Internet Explorer

Applications  Preferences  Manifest  View  AddressBook Help

Consignee Information

Cust ID TEST ml Ship Date
“Name TEST Find ognzfe0n |7
“Address 1 TEST

Address 2

Address 3

“City MISSISSAUGA

*ProviState ’m

“Postal Coide MIMIMI  Country[Cansda =] I Residential Address
Email [ Send Email
Telephone (TESHT |- [ Print Phones
Attention TEST

Save Address Clickingonthe "pieceweightand |

dimensiom " button will d&play the
following dialogue boes.

Package Details

Senice Canpar 0vemight - = Dangerous Gooids
10am - I Chain Of Signature

*Total Pieces ; ey _

et BAK T =] | Fiece Weight & Dimensionsc | “Total Weight (Kgs) 0

Piece # Weight (Kgs) Length Width Height DimWeight (Kps)

fno | - @ E e

Reference Ref. Type

Cost Centre -

Instructions

Additional Services
Declared Value $0.00 #of XC 1]
Handling ] %®gC

The user must then 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.




Applications  Preferences Manifest  View

Consignee Information
CustID TEST

Il *Name TEST
*Address 1 TEST
Address 2
Address 3
*City TEST
*Prov/State ON-Ontario bd
*Postal Code MIMIM1 | Country Carnada =
Email
Telephone { ) =
Attention
Package Details
Service Canpar Ground -
Priority [oma —— R4
*Total Pieces 1« [ Piece Weight & Dimensions>>
Reference
Cost Centre -
Instructions

Additional Services

$0.00
Handling 0

Declared Value #of XC

o0 (% 5 NSR

Address Book Help =

Ship Date
09/20/2010 |

" Residential Address
" Send Email
" Print Phone#

¥ Dangerous Goods
¥ Chain Of Signature
*Total Weight (Kos) 0
Ref. Type

Calculate Rate || Ship I

0
[~y
Clear |

All items marked by * are required.

If the shipment contains dangerous goods or if a chain of signature is required, the user must ensure

that the corresponding box is checked and the appropriate labels and paperwork are affixed.

*Note-When selecting special services such as Chain Of Signature, Dangerous Goods, No signature
required, 10AM or Noon service an identifier label is required to be affixed to the shipment.

Once all information has been populated in the required fields,

select the “Ship” button.



The next screen that the user will see is the print screen. The user can then select the required printer to
print the label. One label per piece is required to be affixed to the carton/envelope.

e g

General I Optiohs |

— Select Printer

&dd Prinker 23 Microsoft Office Document Im
£422-5th-HP4100-54LES on CPHOMMPRTIL \.é Microsoft ¥PS Documnent WWrite
Q DocucCom POF Driver Q Scansoft PDF Create!

L« | i
Stakus; Feady [~ Prirktofile  Preferences |

Location:  Printer [n front of Julie MoGoey

Comment: Frinter In frant of Julie b oG oey Fird Printer.. |
— Page Range

Lo Murnber of copies: |1 3:

£ Selection € Cumert Page

" Pages: I'I ¥ Callate
Enter either a zingle page number ar a zingle

page range. For example, 512

Erirt I Cancel | Apply |




When all labels have been printed for the day select “view” from the top menu. Select “current
shipments” from the view menu. Full details of what has been entered will be displayed as follows.

—~ CANPAR - Shipping List - Windows Internet Explorer
Applications  Preferences Manifest  View  Address Book Help j‘

Shipping List for 99898998 PORTAL TEST ACCOUNT
Reference Name
MAUS DA, &
HALIBURTOM
1 Il DO0000041 0501 1 1.0 AZSOCIATION GROLUND Jul 28, 2010
OF REAL
b LIS b0 oA
HALIBURTOMN
2 [l DO00o00410701 1 1.0 aEariaT N GROUME Jul 22, 2010
OF REAL
MU S b0 b0A, &
HALIBURTOR
a3 I_ LOoQo0041 0201 1 1.0 ASEOCIATION GROUMND Jul 29, 2010
OF REAL

Mo, “Woid Fadkagell Figces  Weight Sernvice Shipping [ ate

“oid Print banife st Future Date Shipments

Startl @ % @ li~ Inbox - Microsaft Outl-:c-kl EE Microsoft Excel - Partal. .. | @l__] Canpar Portal Web Site, ., | E Canpat - Windows Inte... ” @ CANPAR - ¢

If you identify an error, you can void the shipment by clicking the corresponding box under “void” and

select the “void” button.



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

Applications  Preferences Manifest  Wiew  Address Book Help =

Print Manifest for 99998999 PORTAL TEST ACCOUNT

Manifest Shipping Date:  07/29/2010 | T8

Frint kManife st | Current Shipments

Taview andiar void Jprnents hefare your, manifestis processed, please click on the "Current
Shipments" button. Once you activate the "Print Manifest' function, you will no langer bhe ahble 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 infarmation.

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

Startl & |~ [E (v Inbox - Micro... | [/ 7 Microsoft ... -| & Canpar - Win..., | € https://ww... [ Revenue Hist... | 0¥ Barcode Sear. .. | 1] Car

Once the user has confirmed all information is correct, select the “Print Manifest” option. The Canpar
driver will require a copy of the manifest to be available upon pick up.



Schedule Pickup

For customers on a call in for pickup service, the user selects “Schedule Pickup” from the application
menu. Once selected, the user populates the date they would like to have their pick up from the
calendars, and clicks on the “add pickup” button. Same day pick up is available in most regions provided
it is ordered prior to 2:30 PM.
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canpar.com
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My Canpar

Schedule Pickup 2

Ukm. _ INTARIO.CA, 55600002, GOVERNMENT PORTAL TEST ACCOUNT
= Rate Calculator

% Electronic Pickup Tags

Pickups
........................................................................... Shipper : 55600002
List of Entered Tags Requested On: 11/03/2010 A - 11/03/2010 T

Enter Tags

EPUT Confirmation [ Add Pickup ” Search ]

Consignee Electronic
Pickup Tags

Enter Tags

List of Entered Tags

InvoiceLookup
Administrator

Tracking

Change password

9

9

9

= Address Validation
9

- Order Supplies

9
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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. Suggested comments could include the time your
location closes, see reception etc.

/= hit ps:/fwww.mycanpar.com/PICKUPCALL /PickupCallAct. .. |:||:

£ | https My Canpar ., com

= [
Pickup
Shipper : A5600002

Pickup Date : & Today O Next Business Day
Requested On: 2010-11-04 09:21:18
Requested By : Fhaneuf

Close @ 5:30FM
Comments

[ DEve H Cancel ]

* Please note: Date of pickup is not guaranteed.

€0 Internst g v Hio0% <




Schedule a Pickup

Alternatively, you can also schedule a pickup from the manifest print stage.

.. f; Web Shipping Manifest #: WEB1397 - Account: 99999999 - Windows Internet Explorer

Print Continue Shipping Schedule Pickup

Canpar

595958898 - PORTAL TEST ACCOUNT
Semvice: GROUND

Manifest Details

Shipping Date:
Manifest Numbsr:
Agcount Number:

Sep 27, 2010

WEB1387
SEEEERGn

Details Consignee Name Charges
Fackage |D# DODDOODAE001 TEST Fraight EX1
Postal Code LEC4RS Subtotal 81
Zanz 1 Fusl 0.73
Patkages 1
Weight . Total 884
OM HST 1.15
Grand Total 8.59
— Shipping Date:  Sep 27, 2010
% r Manifest Number:  WEB1387
Account Mumber:  SEG9EEG3
Manifest Summary
99999393 - PORTAL TEST ACCOUNT
MANIFEST TOTALS
: : Weight  Freight  C.0.D. Declared Sub
Sarvice Shpmnts Fizoes {Lbs) Change Charge Charge Totdl Fusl Tatal
GROUND' 1 1 5 8.1 0.00 0.00 BN 0.73 B84
Sub Total 1 1 5 XD 0.00 0.00 [XT] 0.73 B84
ON HST 1.15
COD Count: 0 Grand Total 5.99
& a7
Shipper's Signature: Date:
Date:

Drivers Signature:

m




Supply Tips
The most popular methods of printing a label from Canship are as follows:

1) Using standard photo copy paper, this is an ideal solution for entities that share a printer, you
can order plastic pouches/labelopes to insert and adhere the label to the package or envelope.

2) Order integrated labels, these labels are 8”1/2 by 11” fit into any standard laser printer, and
come two to a page.

To order supplies, please go to our web site and click on the supplies link as indicated below. Enter your
account number and details and select your supply requests. Note**Supplies will be shipped to the
location affiliated with the account number you enter.
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-
canmr A TRANSFORCE COMPANY

_ Ship Track Our Services Order Supplies MyCanpar I
Order Supplies

snoume

DC 036 751

TN

To order Canpar supplies, fill
out the form and submit to
Canpar electronically. If you
are unsure of the name or a :
label or book you would like Customer Information

to order, look for the ID All fields required
number on the actual label

or book and match it with Customer Mumber 55699001 «
the correct one.

Customer Mame

Contact Name

Fhone Mumber

Email Address

Canada Ground Services Openvw
Supplies for Canpar's affordable Ground Service

Select Service Openv
Supplies for Canpar's 1 or 2 day rush senvice

USA Openv
Supplies for Canpar's USA service

Select USA Openv
Supplies for Canpar's Select USA semvice

International Openv
Supplies for Canpar's International service

Canpar Overnight Openv
Supplies for Canpar's Overnight service

Other Labels/Tags/Record Books Openv
Supplies for Canpar's remaining senvices

Address Change Notice and Other Comments




Contact Us

We have created an e-mail address dedicated to Ontario Government customers. If assistance is
required, please send an email to gov.on@canpar.com and a representative will respond to your inquiry

within 2-3 business hours. In order to expedite your request it would be helpful to include your Canpar
account/shipper number along with a quick reference IE- Supply order in the subject line.



