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Let's get your business shipping with Purolator!

Thank you for choosing Purolator as your courier partner. For 60 years, we've delivered il S p{Es || pUielEe e

Canada’s promises-and built one of our country’s most extensive transportation networks Purolator E-Ship® Server (ESS)

along the way. Invoice and Payment Options

, . . . . . Additional Contact Information
At Purolator, we're continually investing to serve you better, enhancing our digital

capabilities, expanding our ground services and offering Logistics services-all to meet the
evolving needs of customers like you. We're building new, best-in-class solutions to help
deliver your promises, today and tomorrow.

For full details and additional information on Purolator Services and Solutions, please see
the Purolator Terms and Conditions of Service at purolator.com.
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Online Shipping | purolator.com

With Purolator online shipping (E-Ship® Online), you can quickly perform important shipping functions.
Through purolator.com, easily create outbound and return shipments, schedule pickups, estimate time
and cost, order shipping supplies, schedule freight shipments, and more.

After your registration is validated and you are logged into your account, you'll see your Account
Dashboard. From the dashboard, you can track your recent shipments and scheduled pickups in real
time, and access your account profile with one click. Use the Quick Links along the left-hand side for
common functions like Create a Shipment and Schedule a Pickup.

Get Started Now!
Register for Online Shipping

1. Go to www.purolator.com and click the & Register puratator Bow S grativoes i @ [
button in the top menu and click the > Register now S
option in the pop-up window.

o=\
2. Select Register your existing Purolator Business Account APurolator P
number. Complete the User Details section and click
the button. Regitaton
o o o
TIP: Click the @ icons for more detailed definitions or TS o

for instructions. SR e e
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3. Enter your shipping and billing Information along with
your Account Number. Agree to the Purolator Online
Shipping Licence and click the IEZEzE button.

4. Once your registration is confirmed online, you'll receive
an email from Purolator asking you to activate your
registration. Click on the activation link in the email.

TIP: If you don't receive your activation email within one
hour, check your junk folder-and be sure to add
Purolator to your list of safe senders. You can also
go to purolator.com to resend the activation email.
If you continue to experience issues, contact the
Shipping Channel Service Desk at 1 800 459-5599.

5. Click the URL in the activation email. The URL will direct
you to the User Activation page. Enter your Password
and click the button to complete your account
registration and Online Shipping registration.
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Register for Online Shipping
Set or Change Default Preferences
Manage Address Book
Estimate Time & Cost
Create a Shipment

1. From the dashboard area, under Manage My Profile, ey T
select Preferences. Or, select your preferences from -
the My Account drop-down menu.

Recent Shipments

Scheduled Pickups
e e ey Cancel a Shipment
Schedule a Pickup
Manage My Profila
- ot Track a Shipment
T Manage Accounts
Order Supplies
2. Customize your account with your preferred settings P— s o e i Purolator E-Ship® Server (ESS)
for shipment details, U.S./International Shipping, [ e Invoice and Payment Options
Return Details and more. Frifsomces o Rl L R

Additional Contact Information

e a— Mivinmt e At v
Gerurate Shopemart ——
Confrmaton § ma?

3. Click the button. A pop-up window will
confirm your changes. P

Sotheation | mas = —r— ]
-

ot e T

Segnssure oo Dy
et

Sgasturs oo Debenry @ Repirwt (1t Pmpnd
Erorme—

TIP: Set the shipment details section to accurately reflect

the type of packaging and level of service you need. :?ﬁwmﬂ
This will be reflected as your service level default .
that can be adjusted on an individual shipment level, s D — — - ——

via drop-down.

NOTE: In the preferences section, you can set and
manage your printer (thermal or laser), email
notifications, delivery exceptions, Signature e o
required/not required and Adult Signature Required
preferences and set the default for a return label.
You can also find the future date shipments and e
third-party options.
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Manage Address Book
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1. From the dashboard area, under My Account, select
Address Book to create groups for batch shipping.

m— VeweMwPol Cancel a Shipment

:mu.:.:‘*:: o Schedule a Pickup

Track a Shipment

Manage Accounts

Order Supplies

2. In the pop-up window, under Action, select Create Addross Book > Purolator E-Ship® Server (ESS)

Groups from the drop-down menu. Invoice and Payment Options

Additional Contact Information

‘ L] |
NOTE: In the Action drop-down menu, you can also import, Address Book °
export, share address books and gain access to o
many more address book features. =
o [ 1 |
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Estimate Time & Cost

1. Select Estimate Time & Cost from the Ship & Track
drop-down menu or from the Quick Links on the
Home screen.

2. Select the desired account, fill out the From, To, Date
and Packaging fields, and click the button.

NOTE: When shipping with Customer Packaging and/or
creating multiple shipments to the same address,
select the Add Dimensions button to enter in the
box(es) dimensions in the pop-up window.

3. Review the estimated delivery date, service type
and cost details. Click the button to
Create a Shipment.

TIP: To get a Saturday service estimate, click on the calendar
and select a Saturday date. In the bottom table of
options on the left-hand screen, select Additional
Options. Select Saturday Pickup and click estimate.
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e e
Trnih an LTS Pt et Scheduled Pickups
e iy o
Manage My Profila
ot Al ot
s  aciay b e
e s prasnindy
Cipars . dcrout
Estimate Time & Cost
Account | Jane Smith [v]
From | A1A1A1 @
To | Canada [v] @
Postal Code
Date | 2020-04-01

Packaging

~WPurolator

Customer Packaging ll ]

Pieces  Total Weight

1 1 b [v]

3 Add Dimensions
Declared Value §| 00

Estimate Time & Cost
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Create a Shipment

1. Select Create a Shipment from the Ship & Track drop-down
menu or from the Quick Links on the Home screen.

2. Fill out the Ship To, Bill To, Shipment Date, Pickup Info
and optional Notifications or References/Instructions
fields. Verify that your Ship From address is correct.
When complete, click the button.

TIP: To send the shipment to a pick up location, click
the Hold For Pick Up option under Nickname, enter
the receiver’s postal code in the pop-up window and
click IEZEIM. A list of all pickup locations within the
designated radius will populate. Click the
button to choose the pickup location.

TIP: Click the Add Address to Address Book link at the
bottom of the Ship To information. Once added,
simply click the £a] icon to access saved shipping
recipients or senders. To look up acceptable
addresses, use the » pestaicode Loskp button and enter
the address in the field in the pop-up window.

TIP: Use the Notification options feature to notify you
and/or your customer when a shipment has been
delivered successfully and/or when exceptions
(shipment interruptions) occur.
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3. Enter the package’s shipment details, including Package
Type, Service, Number of Pieces, Total Weight and any
additional shipment options.

TIP: Ensure your package meets Purolator package
acceptance guidelines. Guidelines for size, packaging
and labels are available at purolator.com.

TIP: Before you confirm your shipment, click the
button to get the total cost estimate for your shipment,
including base cost, surcharges and taxes, all in one step!

4. Click the button to complete your shipment.

NOTE: If you're shipping to a U.S./International destination-
and the shipment is not documents only, you will
be prompted to complete the Customs & Clearance
form after entering the shipment details.

5. Verify the details of your shipment, including addresses,
shipping date and package details. If there are any errors,
click the button and recreate the shipment.

6. Click the button to access your shipping
documents.

NOTE: For additional information on group and batch

shipping on Purolator’s E-Ship® Online, please
contact us at 1 800 459-5599 option 2.

9 Quick Start Guide | Online Shipping

«WPurolator [= R R R e

Shipment Detalls e LR el e el e e @

Shipment Optices Upgrads Options.

wWPurolator = R e

Shipment Confimation

@ Confiem Shipment Details

@) Print Shipping Document

A T e —

> Online Shipping | purolator.com
Register for Online Shipping
Set or Change Default Preferences
Manage Address Book
Estimate Time & Cost
Create a Shipment
Cancel a Shipment
Schedule a Pickup
Track a Shipment
Manage Accounts
Order Supplies

Purolator E-Ship® Server (ESS)
Invoice and Payment Options

Additional Contact Information

“HPurolator

Promises delivered”


https://www.purolator.com/en/ship-track/supplies/guidelines.page?
http://www.purolator.com/en/home.page

Shipping dangerous goods

1. Select Create a Shipment from the Ship & Track drop-down > Online Shipping | purolator.com

. . — PR i L e i Register for Online Shipping
menu or from the Quick Links on the Home screen. [l e g
Set or Change Default Preferences
f::ﬁnﬂh e = Manage Address Book
:“_E._’T.;w e Estimate Time & Cost

Create a Shipment
Cancel a Shipment
S I Schedule a Pickup

.mv....r.,.s.._ Scheduled Pickups Track a Shipment
s swesst v | Manage Accounts
Manage My Profile Order Supplies
e e Purolator E-Ship® Server (ESS)

Invoice and Payment Options

2. Fill out the Ship To, Bill To, Shipment Date, Pickup Info “WPurolator [l o 1 i | o (it | Additional Contact Information
and optional Notifications or References/Instructions M _srekd_saroea
fields. Verify that your Ship From address is correct. s ~ i e (e e R O O
When complete, click the button. it TT— o e
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3. In the Shipment details, complete the required sections
and select the Dangerous Goods Indicator.

4. Select the category of Dangerous Goods
a. Limited Quantity (ground only)

b. <500 kg (ground only)

¢.  Fully Regulated

d. UN1845-Dry lIce

e. UN3373 -Biological Substance

NOTE: Please ensure that you are in compliance with
all regulatory requirements as described in the
Transportation of Dangerous Goods Regulations
(TDGR) and the International Civil Aviation
Organization Technical Instructions (ICAO TI)
as applicable.

NOTE: If the Dangerous Goods Indicator is not available,
then no dangerous goods service is provided to the
destination and/or using the service requested.
5. Click the button to complete your shipment.
6. Verify the details of your shipment, including addresses,
shipping date and package details. If there are any errors,

click the button and recreate the shipment.

7. Click the button to access your shipping
documents.
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To generate a return shipment label with your
outbound shipment:

1. When completing the shipment details, select the
Generate return shipment labels to include with your
shipment box and click the button.

TIP: A return label should be included with your
outbound shipment.

2. Verify the Return From and Return To addresses.
Fill out the Bill To, Shipment and Upgrade Options
and optional Notifications or References/Instructions
fields. When complete, click the button.

3. Verify the details of your shipment, including
addresses, shipping date and package details.
If there are any errors, click the button
and recreate the shipment.
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4. Click the button to access your shipping

documents, including your return shipping label. > Online Shipping | purolator.com

Register for Online Shipping

Set or Change Default Preferences
Manage Address Book

Estimate Time & Cost

Create a Shipment

To generate a return shipment label without
an outbound shipment:

1. Inthe drqp—down menu in Ship & Track, select Create a s el e g
Return Shipment. et Schedule a Pickup
e e Track a Shipment
ko oisasies s SO Manage Accounts
Mo, S5 S S— Order Supplies
T, Vereom Wy rone .
B S Purolator E-Ship® Server (ESS)
«WPurolator = e e . .
2. Complete the shipment details in the Ship From screen Invoice and Payment Options
and then enter the recipient’'s email address in the Retum Info e R Pl R (i @ Additional Contact Information
Ship To screen. The return label will be emailed the mt. Wwionre eisiiitent -

email in the Recipient E-mail field.

OPTIONAL: Under References/Instructions in the Ship To
screen, enter your reference number in the
RMA field for easy reconciliation.

3. Verify the details of your shipment, including
addresses, shipping date and package details and
click the button.

4. Click OK in the pop-up window.

i PG o Gt AAALA b iy v b SAAND P AL WG
e
[ e PR SR —

|
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Cancel a Shipment

1. From the Ship & Track drop-down menu, select

Cancel a Shipment.

2. From your list of created shipments, select

the shipment you wish to cancel and click

the button.

3. Confirm your request by clicking the button
in the pop-up window. Click the button again

to review the cancellation details.

NOTE: You can cancel shipments up to 11:59:59 p.m.
EST of the shipment creation date. After that time
and once the Purolator invoice has been received
with the applicable parcel identification number
(PIN), a credit request can be directed to Accounts
Receivable. You can call us at 1 888 SHIP-123 for

additional help.
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Schedule a Pickup

1. Select Schedule a Pickup from the Ship & Track
drop-down menu or from the Quick Links on
the Home screen.

2. Verify that the pickup address is correct, and enter
the date and destination and shipment information
for your package.

TIP: To request Purolator supplies upon pickup,
click the Show link and select Purolator Express®

Envelope, Purolator Express® Pack or Labelope
for your package.

3. Click the button to schedule your pickup.

TIP: To change or cancel a scheduled pickup, select the
Modify/Void Pickup tab in the right-hand corner.

15  Quick Start Guide | Online Shipping

~WPurolator [0 o 1 Cotin | e | o eS|yt

[ — St vt
2 Sorven,

Jane Smith
Quich Lk

ey — Scheduled Pickups

Schedule a Pickup Schmdie s Puiu Moty kg

Pickup Address + B0 Date and Destination

P Dot

WIPurolator = R R

Schedule a Pickup Sohein s i Msdfyod Prokag.
Your pickup has Bean SCHRGUIRD, The PP CONNIrMATIOn NEmber 13 467633

Pickup Summary Shipmsant Information

What would you like 1o do rext?
+ 0wt o Bt
[y

+ tien ore

> Online Shipping | purolator.com

Register for Online Shipping

Set or Change Default Preferences
Manage Address Book

Estimate Time & Cost

Create a Shipment

Cancel a Shipment

Schedule a Pickup

Track a Shipment

Manage Accounts

Order Supplies

Purolator E-Ship® Server (ESS)
Invoice and Payment Options

Additional Contact Information

“HPurolator

Promises delivered”



Track a Shipment Track @

332147700261| . . .
1. On the Home screen, enter the tracking number > Online Shipping | purolator.com

or parcel Identification Number (PIN) of a recent
shipment (do not include spaces) in the track box.
Then click button.

Register for Online Shipping

Set or Change Default Preferences
Manage Address Book

Estimate Time & Cost

» Track an LTL Freight Shipment

Prolator Eore ™ iocuer @ Tackalrigmenr  @iCirees £} Gage " Create a Shipment
NOTE: When you click on the Track button, you will Sy ; : Cancel a Shipment
be automatically moved over to our tracking ack a Shipment” Schedule a Pickup

interface on purolator.com CET— Track a Shipment
. Manage Accounts

Order Supplies

Or, from the Ship & Track drop-down menu, select P -
Track a Shipment. Enter the Tracking Number or PIN = Purolator E-Ship® Server (ESS)

of a recent shipment (do not include spaces) in the 3 ee—— Invoice and Payment Options
Track box, then click the Track N n. o, " .
ack box, then click the T butto B2 / Additional Contact Information
NOTE: You can track up to 75 PINs in one search. Each
PIN should be separated by any one of the
following; new line, space, comma or semicolon. iy B floreredied -
WPurolator Be we e Ouper [ o

2. A Shipment Summary will display the package's
status along with shipment details. If the piece
has been delivered, the signature will be available
within 24 hours.

Track a Shipment”

Shiprment: 332147700261

If you're tracking a multi-item shipment, the status
of each item will be displayed on the Home screen.
Simply click the desired tracking number to obtain
more detailed information on that item.
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TIP: Click the View proof of delivery and signature
link, and enter any one of the following;
Purolator Business Account number, origin Te vien sddivens! shipment deta’s. plesse

Authentication x

> Online Shipping | purolator.com

. . e i bt by ok e Register for Online Shippin,
postal code or the destination postal code to L I P L P = S
. £ of deli R N Set or Change Default Preferences
VIeW proo O e Ivery- *Authentication will be applied 1o all packages Manage Address Book
n this shipment along with pac<age searches
tmat share the same wracking imfermanion Estimate Time & Cost
TIP: Use the Email Notification feature to request Purciatcr Business Account Create a Shipment

a notification as soon as your shipment is Submit Cancel a Shipment

successfully delivered. Crigin Posssl Cocs Schedule a Pickup
Submit Track a Shipment

Manage Accounts
Order Supplies

Purolator E-Ship® Server (ESS)

Destination Postal Code

Submit

el _ B e e e Invoice and Payment Options

Additional Contact Information

Sacaiont B
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Manage Accounts

1. From the My Account drop-down menu, select
Manage Accounts.

2. Here, you can add, edit or delete the account numbers
listed in your profile. To add an account, click the

button.

3. Enter your account #, name and contact information
and click the button.

NOTE: Be sure to enter your account number in this section.

Receiver and Third-Party Account numbers should
only be used if the “Users” Account number is the
same as the Purolator Head Office Account number.

TIP: Need additional help? Visit the Customer Support
Centre, located under the Support drop-down menu on
purolator.com, for FAQs, to Contact Us, to File a Claim
and more.

18  Quick Start Guide | Online Shipping
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Order Supplies

Purolator-branded packaging and supplies are available > Online Shipping | purolator.com

to you at no charge. Using Purolator’s shipping supplies
for your shipments ensures you're always meeting
packaging guidelines.

Register for Online Shipping

Set or Change Default Preferences
Manage Address Book

Estimate Time & Cost

Create a Shipment

Cancel a Shipment

1. From the Ship & Track drop-down menu, select Schedule a Pickup
Order Supp/ies. Track a Shipment
Manage Accounts
2. Using the Quantity drop-down menu, select how [ T—— QR R o Order Supplies
many of each item you wish to order. When you're - ‘ Purolator E-Ship® Server (ESS)
fInIShed, C“Ck the button. piesd S, BN |nvoice and Payment Optlons
Y . v p——.
: e e S Additional Contact Information
TIP: Click the @ icon for a detailed description of e e
the item, including dimensions, description and N —
label requirements. i s =
TIP: Our “peel and stick” Online Shipping Labels can be e ¢ T
used in inkjet and laser printers and are required Lot = _
for shipments created in Online Shipping. 0 ° s
Labelopes Cruamtity
i s
ek ° -
=
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3. Enter any additional comments or requests, verify «MPurolator [ 1 o i
order details and click the IEZH button. e it 5

sipptes ] > Online Shipping | purolator.com
ol Dyt Register for Online Shipping

: Set or Change Default Preferences

Manage Address Book

Estimate Time & Cost

Create a Shipment

T Cancel a Shipment
Schedule a Pickup
Track a Shipment
Manage Accounts
Order Supplies

Purolator E-Ship® Server (ESS)
Invoice and Payment Options

Additional Contact Information

20  Quick Start Guide | Online Shipping APurolator
Promises delivered”’



Purolator E-Ship® Server (ESS)

Purolator E-Ship® Server is our most powerful solution for centralized and fast-paced shipping
environments. It is the ideal shipping solution for businesses that need to ship at least 25 packages a day.

With E-Ship® Server, you can easily create and manage your shipments using one streamlined shipping
system, track shipments in real time, generate estimates, print shipping labels and more.

The Purolator team will install everything you need to get up and running-including a PC, monitor,
keyboard, thermal printer and electronic scale-and provide you with the support you need to integrate

E-Ship® Server with your existing systems.

For additional guidance and tutorials, click the Need Help? link located on every E-Ship® Server screen.

Getting Started

1. From the Login screen, enter your
User Name and Password.

2. Review the Welcome screen for a quick explanation
of available features and functions, software updates
and quick links to commonly used features.

21 Quick Start Guide | Purolator E-Ship® Server (ESS)

MPurofator £.ship™ Server

Plaase Enter User fame, Password to Login
User Name

Password

Language |Enghih !
| 1|

Toadumacks.f Purslagec 1oc, uted unda ek,
e osenath & uat Sl

~WPLUrolator £-5hip™ Server Lacation: uedlaticInc, Gk Py Lt

Welcome Moed Help?
Welcome to Purolstor E-Ship® Server

mwssnvmﬁss]mm;wmwmw streambne shppang i your madroom, warehouse o
Borows your halp you mandga your shipoeng needs more
efficenthy. Wd\EGSvn«m

« Ship using multiple Purolator accounts
« Croate future-dated and ship-to-hold shipments

« Send and receive e-mad notifications with the proactive notification feature

o Craate ratum labels and shippng documents

« Craate your own dafault service praference for all your shipmants

o Track shipesents in real time

« Create a vanety of custom reports to assist you with cost analysis, future planning and more

Freight now avaitable on ES5. Check,

¥ou canrow snjoy the coneanianice of craating and managin your courer and LTL (lss-han- tuckdoad)
ahpmants with a single pravider Lsng one streambred retwok and Sy
Gettng started

When shipping your LTL shpments, please keep in mind the below changes:
« Carier Saboction - sakct "Purolator Frasght' rom the Carre drop- down many
« Service Selection - select *Expedited LTL from the Service drop-down menu
« Mandieg Units - Select your handiing unit type and enter the total number of handing units (pallts)

your shpment regardiess of the number of pieces on each handling unit. For example, if your shipment
Consiets of tws Ralats with 50 bexes {or plechs) 8ach, your total Pumber of Randing units wil ba twe.

Purolator Freight® provides delvery services in Canada by the end of the day on the scheduled delvery day
specified by Purclator, Wien you choose Purclator V!-qm you hive the suppert of Canada's largest courier
network with the resources to help delvir shippang solutions fior all your Eransportation neads.
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Set or Change Default Preferences

Your default settings are set up upon installation with Online Shipping | purolator.com

the help of your Purolator Technician. Should you wish > Purolator E-Ship® Server (ESS)
to edit any of your preferences follow these easy steps: Getting Started

Set or Change Default Preferences
1. From the My Profile drop-down menu, select Settings. oot oo R R Create a Shipment

Track a Shipment
Cancel a Shipment
Order Supplies

Current User Name  [pel &
Uiter Name 1

Invoice and Payment Options

Additional Contact Information

Enter Upto 25 User Name, One per Line

2. Customize your account with your preferred settings BPurolator ¢ 51y e Lo et e ca e it
for Shipment Details, U.S./International Shipping, s

TN FivunTo [ ipphcaton | Password | fradong | dddress Book | notbcation |

Return Details and more. ontil sHoriaieshiiayochden

Mo Defauk Address This setting is aophestile on BMA Streen
Cuament Location ~
Shipoar Nama

3. Click the button to confirm your changes. puoagis

oy 2
City

State/Province ~

Oy appkcabile to makroom personns

Debwmit Rate Shop | v
Key

Clear

b EREWRL
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Create a Shipment

1. From the Ship drop-down menu, select Warehouse.

2. The screen is split into two sections: Receiver and Shipment.
First, complete the Receiver information. Enter the customer
ID code in the Customer Code field and hit the Tab key.

TIP: The first time you enter a Receiver address, select the
[ Add To Address Book box at the bottom of the Receiver
information. For future shipments, you can simply click
the = icon next to the Customer Code field to select
the associated address from the Address Book.

3. Enter the shipment information. Select the Service,
Shipment and Packaging Type, and the Weight and
Dimensions.

TIP: Ensure your package meets Purolator package
acceptance guidelines. Guidelines for size, packaging
and labels are available at purolator.com.

4. Click the button to commit the package to the
Shipment Table.

TIP: Click the I button to add any Shipment Level

Options, such as ExpressCheque®, Saturday Delivery/
Pickup or Special Handling.

23 Quick Start Guide | Purolator E-Ship® Server (ESS)

W PUrOIALOr E-Ship™ Server

Sonce: [EIRRRIN Fazien Te |
Expoter | bmporter | Broker |

Shpment humber T4

Country Canads

Cost Center
Referencel
Rederence?
Redaranced

-]
¥

EEEEE v [ Beed lieln?

Camier Prsiater

Delivery Date  Tma E v

Package fiferance
Shipment Typa Wieigh Each Piece W
Piece Weiaht [
Packaging Type CutomerPackagng
Gimarsions (Lxwak) P | TR
Package Note
Labatiow of )

Optoen | [ oew | [ aAm
| o mefewnce _ wagne |

[ Need tieln
| shiowva ~
Carrier Puastates -
Delivery Date / Tma E v v
Package Reference
Shiomant Tyes VWeigh Each Piece ~
Piece Welaht € |
Packaging Type Customar Packagng ~
Dimarsions (Lewas) w Jul_||m ~
Package Note
Labakiow of
o] [ oo [
Tomoid | ha e Coor
Caccal Eae Sha

Tecmeand Cocdtns,of Secog

by BRI

Online Shipping | purolator.com

> Purolator E-Ship® Server (ESS)

Getting Started

Set or Change Default Preferences
Create a Shipment

Track a Shipment

Cancel a Shipment

Order Supplies

Invoice and Payment Options

Additional Contact Information

“HPurolator

Promises delivered”


http://www.purolator.com/en/ship-track/supplies/guidelines.page?
https://www.purolator.com/en/home.page

NOTE: The Items and INTL tabs must be completed if you're
shipping to the U.S. or international destinations.
Note that the Items tab is subdivided by Details
and Producer.

TIP: Click the 3 button to generate a Total Charge
estimate, including the freight charge and taxes all
in one step!

5. Verify the details of your shipment, including addresses,
shipping date and package details. If there are any errors,
click the button and recreate the shipment.

6. Once you have added all the pieces to the Shipment
Table, click the button to generate a Parcel
Identification Number (PIN) and a shipping label.

TIP: Use the Notification feature to notify your customers
of their shipment status via automated updates.

NOTE: For additional information on group and batch

shipping on Purolator's E-Ship® Server, please
contact us at 1 800 459-5599 option 4.
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Shipping dangerous goods

1. From the Ship drop-down menu, select Warehouse.

2. The screen is split into two sections: Receiver and
Shipment. First, complete the Receiver information.
Enter the customer ID code in the Customer Code field
and hit the Tab key.

TIP: The first time you enter a Receiver address, select the
[ Add To Address Book box at the bottom of the Receiver
information. For future shipments, you can simply click
the = icon next to the Customer Code field to select
the associated address from the Address Book.

3. Enter the shipment information. Select the Service,
Shipment and Packaging Type, and the Weight and
Dimensions.

TIP: Ensure your package meets Purolator package
acceptance guidelines. Guidelines for size, packaging

and labels are available at purolator.com.

4. Click the button to commit the package to the
Shipment Table.
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5. Under the LabelNow button, select the [IEEEN T P —
button. In the pop-up window, select the Dangerous

e erme e wte | NN he [ DR ] st Online Shippin urolator.com
Goods drop-down menu to select from one of the ol S—T == = PPing | p
below categories of Dangerous Goods: O ¥ ".’Z:'“;il..;" T > Purolator E-Ship® Server (ESS)
a. Limited Quantity (ground only) rmieais ' i Getting Started
Address 3 L | Packaging Tyne [CustomarPaciagng W
b. <500 kg (ground onIy) > 5 | e SOOI Set or Change Default Preferences
c. Fully Regulated Pads costaxh — T | - Create a Shipment
. Y REg e umbar opmen ] oo [ kol Track a Shipment
- Eoml . | —TS—
d. UN1845 D.ry |C§ il — Cancel a Shipment
e. UN3373 - Biological Substance e Order Supplies
Referencel » Tothld [Sole e | ooy
. : . o * = [ Invoice and Payment Options
NOTE: Please ensure that you are in compliance with pcueisas .
all regulatory requirements as described in the e ] Additional Contact Information

Tecmuand Coodtns,of Secics ety EREWL

Transportation of Dangerous Goods Regulations
(TDGR) and the International Civil Aviation
Organization Technical Instructions (ICAO Tl) as
applicable.

NOTE: If the dangerous goods field is not available,
then no dangerous goods service is provided
to the destination and/or using the service
requested.

6. Once complete, click the button to
complete the form.

7. Verify the details of your shipment, including
addresses, shipping date and package details. If
there are any errors, click the button and
recreate the shipment.

8. Once you have added all the pieces to the Shipment
Table, click the JIEIIM button to generate a Parcel
Identification Number (PIN) and a shipping label.
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Track a Shipment

There are four methods to track shipments: by Status,
by PIN, by Reference and by User.

To track by Status:

1. From the Track drop-down menu, select Status.

2. The shipments matching the search criteria will be
displayed in the Search Results field. Shipments with
a status of “Shipped” will activate four buttons when

selected: [N, IGENN, (TN and EEEN .
Click the button to track the shipment.

To track by PIN:

1. From the Track drop-down menu, select By PIN.

2. From the Carrier drop-down menu, select Purolator and
enter the desired Purolator PIN(s) in the Enter Tracking
Numbers field.

3. Click the button.

TIP: You can enter up to 25 separate Purolator PINs to
track multiple shipments at once.
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To track by Reference:

1. From the Track drop-down menu, select By Reference.

2. From the Carrier drop-down menu, select Purolator
and enter the Reference Number.

3. Click the button.

To track by User:

1. From the Track drop-down menu, select By User.

2. Select the Carrier and enter the Current User Name
and up to 25 User Names.

3. The shipments matching the search criteria will be
displayed in the Search Results field. Shipments
with a status of “Shipped” will activate three buttons

when selected: [N, and RN .
Click the button to track the shipment.
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Cancel a Shipment

1. From the Track drop-down menu, select Status.

2. Enter your search criteria and click the
button.

3. From the results, select the box next to the
shipment to be cancelled, and click the
button.

TIP: Shipments with a status of “UPLD" (upload)
cannot be cancelled. Once you receive
your invoice, contact Billing & Invoicing at
1 866 313-4357 for assistance in cancelling
a shipment.
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Order Supplies

Using Purolator’s shipping supplies ensures you're always meeting packaging guidelines. Online Shipping | purolator.com

> Purolator E-Ship® Server (ESS)
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Invoice and Payment Options

Purolator invoices are sent on a weekly basis. Payment
terms are 14 calendar days from the invoice date. Your
Purolator invoice contains the following sections:

1. Your Summary of Shipments - An overview of shipping
activity during the billing period.

2. Your Invoice Details page(s) - A detailed listing of
each individual shipment.

3. Your Remittance page - An itemized listing of all
charges with a remittance stub.

31 Quick Start Guide | Invoice and Payment Options

Page 1 ot

<WPurolator
Iervoice date MMDOYY
Account number 1224867
Mervoice pumber AZMMEETES

CUSTOMER NAME

ATTN. CUSTOMER CONTACT

CUSTOMER STREET ADDRESS
CUSOTMER CITY, PROVINGE, POSTAL CODE

Purclator Same Day cflers wrgest
Summary of your charges Bohp wed by et s |
Tatal amount of this invoice 60 e o 39 iy o oL
Your payment is due by MMDONY ot pors domamesey oo
e = ey
v nccount
‘Shigenants you sent 3 5260
‘Shipements you received (sest 10 you collect) ) $0.00
2ed party shipments o $0.00
Futl Surchame 815
Subtotal 2475
Totat GST $1.88
Totat HET (nast page tor cetaits) 307
Total number of shipments 3 -
Talal purnber of pieces shipped ] g "
T e e T e 3561 AT o nemtar OGRS TOOXRA U i s o -
fsivien
Purciafors ae ratwers W
o Condtions f Sarven v Chat o E- o s o
- Tty
Page 3ol 3
~WPurolator ko gt DY
Account pumber 1234567
Your Invoice detalls Ievoice number 123466789
Pt oo
il Y

L e
/’P ................... i i T e
urolator Account mebar 1234867 Amoent due s

Mo bt iy yimed Bl Mervoice Paamber 1ZM456TE8 Payment dee by:  MMWDONYY

T . Amcent paid $

* T s o 8

by Diwcironic Funds

a2 0750 e "

et (T e moox 1234567 123456789 00000000
PURLATOR INC. CUSTOMER MAME
PO, BOX TO08 ATTH; CUSTOMER CONTACT

31 ADELAIDE STREET EAST

Online Shipping | purolator.com
Purolator E-Ship® Server (ESS)
> Invoice and Payment Options

Additional Contact Information

“HPurolator

Promises delivered”



How to Pay Your Invoice:

Online

The Purolator Billing Centre is the fastest, easiest, and
greenest way to receive, view and pay your invoices.
You also have the option to enrol in the Automatic
Payment Plan, pay by credit card or electronic

funds transfer (EFT). Plus, you avoid a paper invoice
fee and help the environment.

1. To register, login or get more information, visit
purolator.com/billing and click the button.

2. Complete the form, including shipper contact
information and account number. Click the
button to complete your automatic payment plan.

By phone

«WPurolator Hon  comni | vsmn | Faiaimme | Fases

Purclator Billing Centre

Uik o e st ik Py \

~WPurolator (=] s | | orea [ v

[EUES |

Credit card payment line Phone: 1 866 313-4357

Automatic Payment Plan

By mail

Phone: 1 800 326-4963, Press 3, then 2.

Mon-Fri: 8:30 a.m.-7:00 p.m.
Mon-Fri: 9:00 a.m.-5:00 p.m.

If shipments are billed to your Purolator Account, we accept payments by cheque (including cashier’s

cheques) and money order. Please send to:

Purolator Inc.
P.O. Box 4800, Stn Main, Concord, Ontario, L4K 0K1

If you have any questions or require assistance, contact us at 1 866 313-4357 and a Customer Service

Representative will be happy to assist you.
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Additional Contact Information

Need further assistance? Purolator has you covered.

Sales Representative and Customer Implementation Specialist
Your Purolator Sales Representative and/or your Customer Implementation Specialist are your dedicated
sources of support and are available to help meet your needs.

Virtual Assistant
For immediate assistance, please use our & chat option which is located at the top of the page. Our Virtual
Assistant is available to you 24/7. If our Virtual Assistant can't resolve your request, it will help direct you to
someone who can!

To speak with a representative, please call:

Purolator Customer Service Billing & Invoicing
1 888 SHIP-123 (1 888 744-7123) 1866 313-4357
custserv@purolator.com Ontario to British Columbia -
OntarioA/RCenter@Purolator.com
Technical Support Quebec to Newfoundland -
1800 459-5599 (Select option 2 for E-Ship® Online/ AR@purolator.com
Select option 4 for E-Ship® Server)
onlineshipping@purolator.com Central Supplies
1888 744-7123
Claims Department CSDMontreal@purolator.com

1800 461-0540
claims@purolator.com
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File a Claim

If a shipment is missing or damaged or if specific Online Shipping | purolator.com

pieces are lost due to a damaged shipment, you Purolator E-Ship® Server (ESS)

can file a claim by following these steps: Invoice and Payment Options

> Additional Contact Information

1. Go to purolator.com, and from the Support i e —— g ST
. . i ‘ S " - a File a Claim
drop-down menu, select File a Claim.
m w =]
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2. Complete the form, including the claimant, shipper p— Bon Sumn G moer @rrme (0 8

and Receiver information. Click the button to W T meeee o e e . .
. : S ———— T . Online Shipping | purolator.com
submit your claim. - . FileacClaim
S A A NSO Purolator E-Ship® Server (ESS)
3. Your claim information will be reviewed and a . - - 2. Invoice and Payment Options

Claims Specialist will contact you within 24 hours to

discuss the required supporting documentation and

expected timelines. Please retain all damaged goods S
and packaging until the claim is finalized. If you pr——
require assistance, please call 1 800 461-0540 and

someone will be pleased to help.

> Additional Contact Information

File a Claim

NOTE: All claims will be evaluated pursuant to the
Purolator Terms and Conditions of Service

TIP: Need additional help? Visit purolator.com and
click on Support in top menu. In the drop-down
menu, you can read FAQs, contact us, file a
claim and more.
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Learn more about how Purolator can meet
your business needs at purolator.com.

For questions, please contact your
Purolator Account Executive or
Customer Implementation Specialist.
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