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* Instructions for unitizing, unit labels and bundle labels

» Ordering services for 2016, pages
» Advance information for publications can be submitted starting October 15

» Delivery orders for Home Direct and Home Direct Premium can be submitted starting October 20

* Changes to the Home Direct and Home Direct Premium services, pages

» Price information for the Home Direct and Home Direct Premium services are displayed when the order is being
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» Updating household counts after the order is placed
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Changes to mailing list creation
* Mailing lists will be automatically created with open status for all mailing batches 60 days before the posting day
* Changes can be made to lists on PTP until the lists are closed

» If you are already using list creation rules you have created yourself, they will apply to the closing of the list

Lahetysera: Asiakas 2015

Sahkdinen lahetyslista

N B 1097 . .
Lahetyslistan numero Merkitse wvalmiksi

* Mailing lists are automatically closed on PTP on the posting day at 5:00 p.m. if they have not been closed by the
customer by then.

» Alternatively, they can be closed by the user by clicking on the “Mark as complete” button

» Itis also possible to change the default value for automatic generation to make it earlier. This is done via the “Edit
link by entering a new value for “PTP closes the list...”

[ e o e

Tyopdytd sulkee 1ahetyslistan automaattisesti. | Muokkaa

Lahetyslistan sulkeminen Tyopoyta sulkee listan 0 paivaa ennen postituspaivaa (kio 17-00)

Note! For publication batches taken from the Sorting Service, mailing lists are not created via PTP
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Unit labels and bundle labels can be printed via PTP for mailing batches with the status marked
as complete.

Yksikgintiohje
Talla toiminnolla voi tulostaa itsellesi yksikointi- ja kimppuohjeen.

When the list number is displayed:

Péivitd yksikointiohje

Yksikointiohje paivitetty
Yksikointiohjetta ei ole viela tuotettu tai se on vanhentunut. Paivita

Click the “Update unitizing instructions” button at the bott( v T
Enter information on unit labels and bundle labels if neces s =™ oras

Kimppulapun lisitieto Tyhjd

Edit via the link

Click the “Mark as complete” button at the top of the page. Lists are generated at 15-minute
intervals
When list generation is complete, the following links are displayed at the bottom of the page:

A) To unitizing instructions  B) unit labels c¢) bundle labels (not for the Home Direct product)

WERsikdintiohje
Talla toiminmnolla woi tulostaa itsellesi viksikoinii- ja kKimppuohjesn.

ricsikGintiohje paivitethyr 9. 10.2015 10:29
ksikdintiohje Avvaa tiedostona ((XKLS)
T iesikkolaput Avvaa tiedostona ((PDF)
Kimppulapwt Acvaa tiedostona ((PDF)

YhsikkS- ja Kimppulappujen lisatiedot

wksikkdlapun lisatieto Tyhia :iLIlC::;t{qla

Kimppulapun lisdtieto Twhja
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You can now start submitting advance information for 2016

Open the Basic Information on the Publication page to find the section Future planning periods. Click on the “New
advance information” link to submit your information.

If your publication has existing advance information and a mailing plan for this year, certain sections of the form will
be pre-completed

Advance information for 2016 must be submitted eight (8) weeks before the first issue is published.

Tulevat suunnittelujaksot

Mirmi Jakso Suunniteltavana
2015 11.2016— 30.9.2015 — .
31.12.2016 31.12.2015 Uudet ennakdotiedot

If you do not see the “New advance information” link under “Future planning periods”, please contact Posti’s
corporate customer service by telephone on 0200 77000 (+358 200 77000) or by e-mail at
businesscustomerservice@posti.com), or contact your Posti sales representative.

Note: for the Home Direct Premium service, orders can be submitted starting October 20. From that date

onwards, you can display the calendar to select your delivery dates.
Order information related to the order, such as postal codes, can be entered via PTP starting from October 15.
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Orders for 2016 can be submitted starting October 20. Markkinointjakelu!  Asiakas 2015 129

To start placing an order:

Asiakas 2015, v Asiakastiedot
Click “Add a new distribution” to enter the basic information. o W —
Vit i Asiakasnumero: 129
Assign a name for the distribution and select the planning period (201 L2 e

In the advance information section, click “new advance information” under 2016 to place orders for deliveries for next

year

Perustiedot

Mirmi: peittojakelu

Infokoodi:

Kayttotunnus:

Muokkaa

Ennakkotiedot

Tulevat suunnittelujaksot

Mirmi Jakso Suunnitehtavana

2015 1.1. 2015 — 5112014 — .
31 12 2015 39.12 2014 Uudet ennakkotiedot

2016 1.1.2016 — 30.9.2015 — .
31.12.2016 31.12.2015 Hudet ennaklkotisdot

Asiakkaan yvhteystiedot
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List prices for the Home Direct and Home Direct Premium services will be displayed at the top right of the page
when advance orders are placed

The same section also includes a link to the price calculator that is available on the Posti.fi website

Ennakkotiedot : 2016

Suunnitelman numero: 128970285 Jakelupalvelu: Kotisuora, Premium
Postituksen nimi: premium jakelu Kohdistus: Pientalot (lisamaksu)
Suunnitelman tila: I:I Asiakkaan suunniteltavana Lisapalvelu: O01-nopeus

Listahinta: Awaa hintalaskuri
1. eran listahinta: (taydenna tiedot)

Kohdistuksen (i&@ydennad tiedot)
hinta:

01 nopeus: (taydenna tiedot)
Yhteensa: (laydenna tiedot)

Suunniteltava jakso: 1.1.20186 — 31122016
Kuitattava valmiiksi viimeistaan:

The displayed price applies to the first mailing batch of the batches you have submitted, and the price includes all of the
services you have selected when placing the order.

Subsequent mailing batches may be cheaper. The price displayed on this page is not the price that will be invoiced to
you, particularly if you make changes to the order after the advance order is placed.

You can use the price calculator to check how changes to the content of the mailing batch affect the price of the delivery

10 PTP
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For the Home Direct Premium service, targeting can be added in the order stage
» Delivery targeting can be added to the Premium service in the advance order stage
» Based on the selection made, PTP will retrieve the target group’s quantity per postal code

» For target groups subject to an additional fee, the targeting fee is displayed on the advance order page

Ennakkotiedot - 2016

Suunnitelman nuMmerc: 1597025
Postituksen nimi: premium jakelu
Suunnitelman tila: [ pMyynnin valmisteltavana
SaunaTleiaenl k=o: B o oo1G B8 - [z =016 | ===]

HKuitattawva wvalmiiksi wiimeista@dm:
Jakelupalvelu:

165¥F 3 Kotisuora, Premiurm

Kohndistus
Sallitut taloudet (oletusarvo)

SJulkinen tiedote
D1 -nopeus Taysjakelu
Suomenkieliset (lisamaksu)

Ruotsinkicliset (lisamaksu)
e ]

In the Mailing Batch view, item - “Edit other additional services” has an “Edit” link that allows you to
Edit previously assigned target groups
Removing the assigned target group reverts to the default value, which is “allowed households”

SrOhrke Hpl-mazra Paino  Infokoodi Sy TG TUNnUS.
LA S 193 kpi 25 a = ==
s & o=6 kpl =25 a Il e

Fic 1 125 kpi o5 o = =

Puckkan peittoialoe

e = e = = _ - D
Lisapalvelut, joista luodaan rivi sahkdiselle lahetyslistalle e
Lisapaiveiu T T L <
Sallitut taloudet (oletusar ol =i " MMuokckcaa
Lisaa uusi palvelu . |
b<bcam
@ roauutos kKoskee wain 1StE3 ISnehrseras
D piinatos oSkee SEammmn Dot ESS I N NS lman Derisheails hehivis Enatrsanis ok iimestooe St Serssaeaiis
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Home Direct Premium service, adding 01 speed in the order stage
* You can add 01 speed to the Premium service in the advance order stage

* You can also enter the info code and the usage code

* NOTE! In order to use 01 speed, your unitization and posting place must be compatible with it

miiksi viimeistadn:

Jakelupalvelu:
pa 16573 Kotisuora, Premium

Kohdistus .
Sallitut taloudet (oletusarvo)

M-nopeus wr

] S—
Kayttotunnus |:I
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The Home Direct service recommends adding print surplus

The recommendation is that bundled items include print surplus copies to ensure that there are enough items for all

recipients.

The number of print surplus copies is displayed in gray when making the advance order. Check the “Suggested print

Saapuwvat Kayttoohje

surplus” box to display the information and print out a unit label for the print surplus copies

Postinumerojakauma

Tuodut jakaumat:

Kappalemaaré:
Lisdkappaleet yhteensé:
Lisdkappaleet tilaukselle:

Vastaanottajat alueen:

esitejakelu s [ kaikki samassa (79664
Lisa4 uusi jakauma
79664 kpl
2000 kpl

0 >
Vydhyke Kpl
FIA 17659 kpl
FIB 50772 kpl
FIC 11233 kpl

esitejakelu.xlsx [ kaikki samassa (79684 kpl, tuotu

5.10.2015)

Versiot
Forssa
Helsinki
Lahti
Riihimalki
Muokkaa

Kappaleet
14 304 kpl
28 263 kpl
19 978 Kpl
17 119 kpl

79664 kpl Avaa tiedostona (_XLS)

2000 kpl
Kylla
Vyohyke
FlA
FIB
FIC

Kpl

17 659 kpl
50 772 kpl
11 233 kpl

Lisakappaleet

Print surplus can be added or removed in the mailing batch information

Postinumerocjakauma
Tuodut jakaumat esitejakelu xlsx [ kaikki samassa (79664 kpl, tuotu 5.10.2015) Muokkaa
Yersiot Kappalest Lisdkappalest
PIN35/Helsinki 28 263 kpl 500
PYT9%2/Forssa 14 304 kpl 500
RES?5 ahfi 19 978 kol RO

PTP
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Indicating versions with different content in the Home Direct service (merchant information)

Having different versions means that the item to be delivered has the same size, shape and weight in each batch, but
the text content is different.

In these cases, you must indicate—at the latest when creating the mailing plan—which versions will be delivered to
which postal codes by indicating different versions for different postal codes.

Version information is submitted by selecting the “Postal codes (different versions)” option when importing postal code

rmatinn
Walitse tuotavan tiedoston sisalté klikkaamalla jompaa kumpaa laatikkoa alla

Postinumerot Postinumerot (versioitu}
Jokaisella rivilla yksi postinumero Iokai rivilia i 2 i
Sanomien sanomat Sanomien sanomat
= T Postinumero Toimipaikka Versio
/ersio
T e s G L
e HELSINKI  Versio 1
001 HELSINKI e
- z” 00130 HELSINKI  Versio 2
Latsih e 00140 HELSINKI Versio 2

The quantities to be delivered for the imported versions are shown for each version on the plan page and in the mailing
batch information

Postinumerojakauma Postinumerojakauma
Tuodut e R e Pt © e 0T Tuodut jakaumat esitejakelu.xlsx / kaikki samassa (79664 kpl, tuotu 5.10.2015)
ety T Orpanreastior post oy Versiot Kepoaleet eatappaee!
Hesini Pt PINS5Helsinki 28263 kpl 500
Rilhimaki 17 119 kpl PYT92/Forssa 14 304 kpl 500
Muokkaa -
Kappalemaara: 79664 kpl Avaa tiedostona { XLS) RES25/Lant 19978 kpl 500
Lisakappaleet yhieensa: VOST4/Riihimaki 17 119 kpl 500
Lisakappaleet tilaukselle: Ei
jat alueen:  Vyghyl Kpl ‘astaanottajia yhieensa 79664 Avaa tiedostona ((XLS)

E:Q :3; ??3 'éﬂl Lisakappaleet yhteensa 2000 kpl
4 11233 kel Lisakappaleet tilaukselle Kylla
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Cancelling excess postal codes (Home Direct and Home Direct Premium services)

The system sends an e-mail notification to a user who has placed an order for a delivery if some postal codes were not
submitted in the mailing plan stage, or the mailer company has indicated different postal codes than those specified in the

advance information.

The e-mail message includes a link to the order’s advance information page. Excess postal codes can be cancelled via

that page if necessary.

If the delivery needs to extend to the areas in question, the user must create a new mailing plan that includes the postal

codes.

Aihe: Kayttamattomia postinumeroita postituksen ennakkotiedoissa jake
jakelun peruutus f Overbooked postal codes in jakelun peruutus

Postituksen ennakkotiedossa on kaytetty postinumeroita, jotka puuttu
tiedon oikeellisuus. Tehty tilaus on sitova ja sen perumisesta laskuteta
Kayttimattdmid postinumeroita:

4.11.2015: 00100,00150,03400.05800,06100,10900

11.11.2015: 00100.00150.03400.05800.06100,10900

18.11.2015: 00100.00150.03400,05800,06100,10900

25.11.2015: 00100,00150,03400,05800,06100,10900.11100.12310.1

Tarvittasssa voit perua varauksen kavttamiattdmien postinumeroiden ¢
lowdat Peruuta postinumeroita -linkda.

Vastaanottajat alueen: Vyahyke Kpl

FlA 17 659 kpl
FIB 50 772 kpl
FIC 11 233 kpl

Peruuta postinumeroita: Fostinumerot, joille ei ole postitussuunnitelmaa

https://postituspalvelu_test_itella.com/advancePlan/1 897501 Nang=f1

15 PTP
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Peruminen

Peruuta postitussuunnitelmista puuttuvat postinumerot painamalla alla olevaa "Vahvista peruustus™nappia.
Tuote-ehtojen mukaan ennakkotiedoissa annetuille tehdyt varaukset ovat sitovia ja perumisesta
laskutetaan peruutusajankohdan mukaan.

Postinumeroiden kayttaminen

Paina "Sulje"-nappia ja luo uusi postitussuunnitelma, jossa iimoitat ko. postinumerot kaytiddn.

Vahvista peruutus
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Orders using 88xxxx customer numbers via the Marketing Deliveries tab

The Home Direct and Home Direct Premium services can now be ordered using a publication customer number
(88xxxx) via the Marketing Deliveries tab.

This makes it possible to order the service for dates on which the publication itself is not published.

When submitting the basic information for the new marketing delivery, use the list to select the publication (customer
number) for which the service is ordered.

This sets the selected publication as the customer for the order along with the relevant invoicing addresses.

Yo il ) )
.-IUD B B Postittamisen tyopoyta Merja BTN Kirjaudu ulos

Etusivu Julkaisut Kayttoohje Extranet-etusivy

Markkinointijakelul Uusi markkinointijakelu

Perustiedot

W

media Oy as

4642_Test > Perustiedot
4642 Test 1 > Mimi: [ ]
4542 Test 2 > Infokoodi: I I
4652 Test > Kayttotunnus:
Laskutusosoite: < =
4656_test > Valitse yksi
4717_Test >
— >
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Updating household counts after the order is placed

Postinumerojakauma

Tuodut jakaumat K ¥l e 1 (34920 kpl, tuotu 23.3.2015) Muokkaa
wersiot Kappalest
ROSTEOulu 34 920 kpl

“astaanottajia yhteensa 34920 Avaa tiedostona ((XLS)

Faivita Paivita talousmadrien lukumaiara

Information on delivery quantities per postal code are updated approximately four times a year
When a new update has been made, the “Update household count” link will be displayed in the mailing batch display

Click the link to show a comparison (information at the time of the order compared to the information according to the new

update)
. : X
. . Postinumerojakauma
Follow these steps to update the information: ki i
Vastaanottajia 34520 Vastaanottajia 35012
Check “Select to Update” PERER s gm0
Talousmaarat Vyshyke Kpl Talousmaarat Vyshyke Kpl
. ] . alueittain FIA 1798 alueittain FIA 1790
Select the current mailing batch or multiple mailing batches kel ol
FIB 14 045 FIB 14973
) kpl kpl
Click “Save” FIC 18179 FIC 18249
kpl fepl

. . . . DV |'tSuB i
Your mailing batch information will be changed to reflect the NeW @« mirea: satenna napila. Wuista myss tarvitassa paivitaa skeikantionie. Vot poisiua tsta
ikkunasta paivittAmattd Peruuta-napilla. Hyvaksy valintaruutu tehdaksesi paivityksen.

. Muutos koskee vain tata [ahetyserad
O Muutos koskee saman postitussuunnitelman perusteelia tehtyjd lahetyseria, jotka ilmestyvat
seuraavalla aikavalilla

Click “Cancel” if you wish to keep the old order quantity.
| S SE—
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