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Contents
• General changes, pages

• The creation of mailing lists will change. Mailing lists will be created with open status for all services.

• 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
placed

• For the Home Direct Premium service, targeting and 01 speed can now be added in the order stage

• For the Home Direct service, print surplus and versions with different content

• Cancelling excess postal codes

• Orders using 88xxxx customer numbers via the Marketing Deliveries tab

• Updating household counts after the order is placed
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General changes
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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
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• 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

• It is 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...”

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.

When the list number is displayed:

Click the “Update unitizing instructions” button at the bottom of the page

Enter information on unit labels and bundle labels if necessary

Edit via the link
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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)
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Ordering services
for 2016
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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.
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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.

To start placing an order:

Click “Add a new distribution” to enter the basic information.

Assign a name for the distribution and select the planning period (2015 or 2016)

In the advance information section, click “new advance information” under 2016 to place orders for deliveries for next
year
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Changes to the Home
Direct and Home Direct
Premium services

October 15, 2015
PTP9



Internal

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
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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
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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
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In the Mailing Batch view, itemà “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”
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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
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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
surplus” box to display the information and print out a unit label for the print surplus copies

October 15, 2015
PTP13

Print surplus can be added or removed in the mailing batch information
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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
information
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The quantities to be delivered for the imported versions are shown for each version on the plan page and in the mailing
batch information
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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.
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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.
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Updating household counts after the order is placed

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)

Follow these steps to update the information:

Check “Select to Update”

Select the current mailing batch or multiple mailing batches

Click “Save”

Your mailing batch information will be changed to reflect the new data

Click “Cancel” if you wish to keep the old order quantity.
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More information:

Posti’s corporate customer service
Tel: 0200 77000 (+358 200 77000), e-mail:
yritysasiakaspalvelu@posti.com
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