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DHL Global Mail is a service designed to compete aggressively at a cost level with private ground service package
carriers. DHL Global Mail shipments can save customers as much as 40% over other ground delivery services.
Each shipment has $100 automatic insurance protection as well as tracking. DHL Global Mail utilizes the USPS for
the final-mile delivery to every address in the U.S.

DHL Global Mail is only available in some Southern California areas (currently greater Los Angeles), and will be
rolled out nationally over time.

Services
DHL Global Mail SmartMail Parcel: Parcels less than 1 pound and less than 60” Length + Girth.
DHL Global Mail SmartMail Parcel Plus: Parcels weighing 1—15 pounds and less than 60” Length + Girth.

(Note: Packages with volume greater than 50” and less than 60” incur a “Non-Qual Dim” surcharge. See page 3.)

Establish a DHL Global Mail account

1. Contact Retail Shipping Associates (RSA) and let them know you are interested in setting up a DHL Global
Mail account. Visit rscentral.org or call RSA at 866-365-8988 for more information on DHL Global Mail or
about obtaining a RSA membership ID number.

2. Establish an Endicia Label Server Advanced Plan. Endicia Label Server is used to print DHL Global Mail
labels. If you do not have an Endicia account, you will need to set one up. Visit www.endicia.com/postalmate

to set up an account. Once done (Or, if you already use Endicia Label Server with PostalMate) you will need
to contact Endicia Support/Sales to upgrade your existing account to an ELS Advanced Plan ($34.95). Once
this is done RS Associates, DHL Global Mail and Endicia work together to set up your Endicia account for DHL
Global Mail shipments. (No postage is used for DHL Global Mail.)

3. Once your account is established, you are now ready to set up DHL Global Mail in PostalMate.

Register for DHL Global Mail in PostalMate

1. From the main menu, choose Tools > PostalMate Settings.

2. Onthe left pane, choose DHL Global Mail Setup.

3. Place a checkmark in the box “DHL Global Mail used in this store”.

4. Click on the button next to “Register for DHL Global Mail online services via RSA.”

5. Complete the form, including your DHL GM Account number and RSA Associate ID and click Send. When
PostalMate receives a successful response your system will be registered.
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Check the box
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DHL Express | DHL Global Mail | Fedex [ups [ usps [ oniTrac|

“DHL Global Mail
used in this store.

”

/

s
CEEAL TR

DHL Global Mail in PostalMate

Enabled
Account
DHL Global Mail Account No: 5114794

RS Assodate ID: 229999

Online shipping

Status: Reglswaun_

_/_/ Fegzber for DHL Global Mail online services via RSA ]

Click this button to verify
your store information, add

your DHL GM account
number, and complete the
registration process.

Set Shipping Rates

1. In PostalMate Settings, choose Set Shipping Rates on the left pane.

2. Use either the Global rate-setting or Advanced Rate Setting (weight-based services) to set your retail rates for
DHL Global Mail.

Use Global rate-
setting to quickly
increase your retail
rates by entering a
percentage, select
DHL Global Mail and
choose Apply & Save.
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Set Shipping Rates

Departments & Products

Global rate-setting Advanced
1. Base retail rates on  Published rates - @
2 Adda 50 % margin or 100 % markup

\I.d
[ Use carrier's suggested retail rates when available o

3. Check service(s) to apply the above to:
»-{ DHL

¥ DHL Global Mail

I FedEx Express

I FedEx Ground
.)
>

- United Parcel Service
- United States Postal Service

X Apply & Save

5. Repeat steps 1-4 as desired for any set of services

Fixed-rate services

Weight-based services

Use Advance rate-
setting to set
individual rates for
DHL Global Mail as
desired.

G |2 (B

| ﬂ Help
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Set Add-On Rates

1. In PostalMate Settings, choose Add-On Rates on the left pane. Select DHL GM from the drop-down list.

2. Delivery Confirmation is free, however you may set a Retail rate as desired.

PostallMate Settings

PostalMate Settings

Introduction u Add-0n Rates
Store Information
Store Group Standard Add-Ons Non-standard Add-Ons
Carrier Setuy ier:

Srmier seup Carrier: 1. Adda %% margin or
Set Shipping Rates DHL GM -
Add-On Rates % markup
Surch Rate Description Wholesale Retail

urcharge Rates - ~ .

} Delivery Confirmation £0.00 &0.00 2 Apply & Save

Insurance Settings
Shipping Settings
Drop-Off Settings
Pro Pack Settings
Email Notifications

Sales Tax Settings

Departments & Products
Customer Settings

Scale Settings
Label Settings
Station Settings
Additional Settings

Save Cancel
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Set Surcharges

1. In PostalMate Settings, choose Surcharge Rates on the left pane. Select DHL GM from the drop-down list.

2. For Non-Qualified Dim, enter a retail charge. (This surcharge applies to Length + Girth greater than 50” up to
a maximum of volume of 60”.)

PostalMate Settings
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Introduction u Surcharge Rates
Store Information
Store Group Regular surcharges Fuel surcharges
Carrier Setup
. Carrier:
Set Shipping Rates To mark up fuel surcharges for retail, enter the
Add-On Rates - % amount to ADD (not the total %) —
Description Wholesale Retail Description Wholesale % Addl% -
Insurance Settings I Non-Qualified Dim $2.00  §2.00 ) DHL Express 9.00 oo [
Shipping Settings DHL GM Ground 4.00 0.00 E
Drop-Off Settings / FedEx Express Expres 9.00 0.00 | o
Pro Pack Settings FedEx Ground 6.50 0.00
Email Notifications RS Air 10.00 0.00
Sales Tax Settings UPS Ground 7.00 0.00 i
Departments & Products
Customer Settings
Scale Settings
Label Settings
Fuel Surcharge for DHL Global Mail is calculated by weight,
rather than a percentage. In this example, the fuel e e
surcharge is 5.04 per pound. Packages weighing less than
one pound do not qualify for a fuel surcharge. I [F e " £ et l l [« 2 " 2 [
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Assign Label Printer (To be done on each PostalMate workstation)

1.

2.

In PostalMate Settings, choose Label Settings on the left pane.

er assignment for selected label” button to test your label printer selection. Click Save when done.
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PostalMate Settings

Label Printers and Settings

Sample of selected label:

Test printer assignment for selected label

66
126 |

)
1%

PARCEL SELECT

L
(e}

o
TG 300 & TSIN OAEE VALLEY D STE 122
$A% NARCOS G 82009 — 1751

USPS TRACKING # eVS

Description Label Size  Printer Name Qty =
Auction Estimate Mot assigned ]
Multi-package ID Mot assigned 0
UsSPS Mat assigned 0
Customer Copy Mot assigned 0
Store Copy Mot assigned 0
SelfServe Mot assigned 0 T
Product Bar Code Mot assigned 0 TERT, I e CABEL
LSO Shipper Mat assigned 0 i
USPS Shipper 4X6 Mot assigned 0 [
USPS Shipper w/Custor  8.5X 11  Not assigned 0 smp PC B
Dry Ice Mot assigned 0
UPS shipper Mot assigned =
UPS Pickup Mot assigned 0
I DHL GM Shipper o
OnTrac Shipper 4X6 Mot assigned [ — ||||I|H”

9261 2123 4567 H000 0048 34
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Scroll to the bottom of the list and assign DHL GM Shipper to your 4x6 label printer. Choose the “Test print-

B

Select your 4x6 label
printer from the
drop-down menu.

Map Departments
1.

2.

Insurance charges. Click OK to save your changes.

In PostalMate Settings, select Departments & Products. Choose the “Map” button.

PostalMate Settings
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g Rates

Customer Settings
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'Eéifﬂﬂ(% Departments and Products

Select an appropriate department for the two DHL GM Smartmail Parcel services for both Shipping and

Departments Products
Description P Description
[ Copies [ dBox 8x8x8
Fax A Bub
Forfeited Deposits r
«egister
Gift Wrap
Greeting Card B / Edit
Insurance = © rier Service Shipping Charges Insurance Charges
Key Duplicating o OHL Express Worldwide Shipping Insurance
Labor B DHL Express Worldwide Letter shipping Insurance
Late Fees FDHL GM Smartmail Parcel ‘Shipping Tnsurance
Maibox DHL GM Smartmail Parcel Flus Shipping Insurance
Misc Non-Taxable FedEx 2Day Shipping Insurance
. FedEx 2Day A.M. Shipping Insurance
FedEx 2Day A.M. AK [flat rate] Shipping Insurance
FedEx 2Day A.M. Envelope Shipping Insurance
) FedEx 2Day A.M. Envelope [AK/HI origin Shipping Insurance
Products & services to departments FedEx 2Day A.M. [AK/MI origin] Shipping Insurance
~edEx 2Day A.M. [AK/HI origin] [fiat rate Shipping Insurance
*=x 2Day AM. [AK] Shipping Insurance
“Nay A.M. [AK] Envelope Shipping Insurance

more s

Shippi

Labor

(e [

©PC Synergy, Inc. A
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Insurance

To map, select one or

ervices then

choose department(s)
from crop-down list(s).

Select Al

Shipping charges:

ng

Insurance charges:

Labor charges:
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Enable Internet Shipping (To be done on each PostalMate workstation)

1.

2.

In PostalMate Settings, select Station Settings on the left pane.

Place a checkmark in the box “DHL GM online shipping enabled.” Click Save.

Checkmark “DHL GM online
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PostalMate Settings

ﬂ Workstation Settings

Internet shipping activities

shipping enabled”.

/| FedEx online shipping enabled
LSO online shipping enabled

V| UPS web services enabled
OnTrac web services enabled

1 Online commit updates enabled

V| DHL online shipping enabled
| DHL GM online shipping enabled

Utomatically to this station

() No station (POS not used)

() CashMate POS not used on this station

Background color

I:‘ Silver

Default report printer

Departments & Products

Mot assigned

Size of transaction screens

- No scaling -

Current monitor resolution: 1280 x 1024

Cancel

@~

(G (8w B

Email Notification Settings

Shipment Notification is available for DHL Global Mail. If you have previously set up PostalMate to send shipment

notification for your shipments, these settings will automatically apply to DHL Global Mail and no additional set-

up is required. See TechNote titled Setting Up Email Notification if you wish to learn more about this feature.
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PostalMate Settings

1 Email Notification Settings

From
Store name:
PostalMate Store
Store email:*
support@pcsynergy.com

“This can be different than the email
entered in your store information,

These settings are uploaded and
stored on PC Synergy servers,

Shipment Motification Settings | Delivery Motification Settings | Tracking Options

Enabled

Defaults

Marketing content
Text:

Image URL:

Custom Image

L=

m Cancel l
B~

P
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Enable DHL Global Mail on Rate Comparison

1. In PostalMate Settings, select Shipping Settings.
2. Select the tab Service Display.

3. Place a checkmark in the box for DHL Global Mail on any tab you wish for these services to be displayed.
Optionally, you can re-name an existing tab to DHL Global Mail to have DHL Global Mail services appear on
this tab. Click OK to save your settings.

Service Display settings for DHL Global
Mail need only to be done for Generic

packaging.

PostalMate Settings

PostalMate Settings

Introduction Automatic Prompts | Service Display | Carri /gvﬂgﬁpia‘f | Rate Comparison Filtering I Quick Postage | Other |
Store Information

Packaging
Store Group

This determines how services display on the Rate Comparison screen. There are

Carrier Setup @ Generic () Carrier-branded g e for generic parcels, and six for services with carrier-branded packaging.
Set Shipping Rates
Add-On Rates [ups [ Al Carriers | FedEx | PostOffice [DHL | DHLGM |
Surcharge Rates
Mame on tab Services to display

Insurance Settings
e

BRI SERaS DHL GM >~ DHL Global Mail
Drop-Off Settings 2] FedEx Express
Pro Pack Settings I FedEx Ground
Email Notifications > United Parcel Service

[#] Tab active s+ United States Postal Service

Sales Tax Settings
Departments & Products

Customer Settings
< Click [+] to expand, and [ to collapse.

Scale Settings Drag the tabs to reorder them,
Label Settings

UPS services cannot be combined with other carriers.

Station Settings

Additional Settings

| A | B |
— (G | S [Be | @

If desired, you can re-name a tab for
DHL Global Mail to enable just DHL
Global Mail services to display on this
tab. Make sure to checkmark the box
“Tab Active”.

Close PostalMate Settings. You are now ready to ship DHL Global Mail in PostalMate!
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