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QUICK INSTRUCTIONSEREATING A MAILING LIST

You can create a new mailing list on the Create new display.

Select the customer and invoicing address number
Select the customer number from the Customer menu and the invoicing address from the Invoicing
address menu.
At N
@11 Electronic mailing list
Open(11)  Completed(34)  Inarchive  Reports

CREATE A NEW MAILING LIST

Customer details

Customer * Transfer to mailer
| 862447 Asiakas Oy - company
O Allowed

Invoicing addrass *
7 by o]
Add the information of the items to be mailed in the order

Select the product and supplementary services and insert the required information on the line. You
can open a product list from the Product and supplementary services field. By clicking a product on
the list, you can add it to the mailing list. The supplementary services that can be connected with
the product are shown below it.

Products to be mailed

# Product and supplementary services Product code Zone Pes glpes kg Information code Usage code
Priority Letter n | 12907 | |= | 12 | | 258 | | 3,006 | | Post | -n
suppLEMENTARY sERICES  [] 17144 COD Payment-into-Account, letter  [#P6838 Maxi size Make a copy of m

Add mailing date
Select a mailing location and date. The “Edit mail settings” area of the Settings screen allows you to
set the default mailing location.
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Common information

Search identifier

Mailing lecation * Mailing date * Job identifier
o i — -

Additional information for mailing list handlers and Posti's reception

LRI LETTE  Save as a template..

Mark the mailing list as completed

Save and mark as
completed

Mark the mailing list as completed by clicking the Save and mark as completed button.

Print the covering letter

Print the covering letter through the Open covering letter link and attach it to the transportation

unit.
Tl S
SCTronIc mallin 15
IS Elect ling list
Createnew  Open(12)  Completed(3%)  Inarchive  Reports

MAILING LIST 197017038 (COMPLETED})

E lectronic mailing list dispatch note for Acceptance by Posti

Creator:  Asiakas Oy 862467

tiedossa

Mailing Dae:  03.03.2016

r Ei

Mailing listne 197017033

Customer Asiakas Oy
862467

Trans part unit: | “our reference

Comments:




2 Basic functions of the Electromnailing list on the top panel

2.1

2.2

2.3

2.4

2.5

2.6

2.7

Electronic muiling]is’r Hithojo M ATAEAS O {FI1 2654

CREATE A NEW MAILING LIST

Create new
Through the Create new link, you will enter a display in which you can create a new mailing list or
mailing list template. This is also the default display when you move to the electronic mailing list.

Open

Through the Open link, you will enter a view in which you can search for open mailing lists using
different search criteria. From the search result, you can select the mailing list that you wish to edit.
The state of the mailing list is open when it has been saved.

Completed

Through the Completed link, you will enter a view in which you can search for mailing lists that are
in the completed state. From the search result, you can select the mailing list the information of
which you wish to view. The state of the mailing list is completed when it has been saved and
marked as completed.

In archive

Through the In archive link, you will enter a view in which you can search for archived mailing lists.
From the search result, you can select the mailing list which has the information you wish to view.
The state of the mailing list is archived when it has been processed by Posti as completed.

Reports
Through the link you can search for orders using different criteria and open the search result in
Excel form.

Help
You can access instructions for the Electronic mailing list through the link.

Settings

Through the Settings link, you can access a display on which you can order your e-mail reminders
about the state of and changes to the mailing list. On the display, you can also manage the mailing
list templates and set the default mailing location. Mailer companies use a customer list that is also
managed on the Settings display.

Creating a mailing list

You can create a new mailing list on the Create new display.



3.1

3.1.1

3.1.2

3.1.3

3.2

3.2.1

Customer details
The customer number and invoicing address are selected in the Customer details section.

nAack T
7211 Electronic mailing list

Open (11) Completed (34) In archive Reports

CREATE A NEW MAILING LIST

Customer details

Customer Transfer to mailer
company

| 862467 Asiakas Oy pany
O Allowed

Invoicing address *
B62447 Asiakas Oy Asiakaskatu 1 00700 HELSINKI

Customer
The Customer field contains the customer number for which you are creating a mailing. If your
company has multiple customer numbers, they will be shown in the menu.

Invoicing address

The Invoicing address field contains the invoicing addresses connected with the customer
number. If there are several invoicing addresses, they will be shown in the menu. Select the
invoicing address to which you want to direct the invoice.

Transfer to mailer company

By activating the Allowed field, you can transfer a mailing list to another mailer company to be
filled in. The other mailer company must be informed of the number of the mailing list and the
customer number on the list so that the contractor can fetch the mailing list onto its own display.

Products to be mailed

In the Products to be mailed section, information is provided on the items to be mailed.

Products to be mailed

# Preduct and supplementary services Preduct code Zone  Pes glpes kg Infermation code Usage code

‘ B | I | | | | IES
Hl*numpyuf

Product and supplementary services field

Select the product by opening the product list (picture below) from the Product and
supplementary services field. You will obtain the desired product onto the mailing list by clicking
it on the list. If the product appears gray, it cannot be selected on the electronic mailing list but
the selection must be made in the source system (e.g. PTP) in which the order was originally
created.

The product is followed by a symbol. Click the symbol to access the www.posti.fi page concerning


http://www.posti.fi/

the product.

Choose product...

DOMESTIC LETTER MATIONWIDE PUBLICATION ADDRESSED DIRECT MARKETING
DELIVERY
12907 Fricrity Lethe i ] 12911 Customer Direct i )
PTP
12908 Pricnty Standard Letter B 12912 Teaser ﬂ

3.2.2 Product code field
You can also add a product onto the mailing list by entering a product number in the Product
code field, after which the system will import the product name in the Product and
supplementary services field.
The supplementary services that can be connected with the product are shown below it. The
system prevents combinations of supplementary services that are not possible.

Products to be mailed

# Product and supplementary services Product code Zone  Pes glpes kg Infermation code Usage code
| Priority Letter 12907 12 258 3.096 Post
SUPPLEMENTARY SERVICES 1144 COD Payment-into-Account, letter  [lP6838 Maxi size m

3.2.3 Zone menu
Select zone information, i.e. the target zone, for the product selected for the order line. The zones
available to the product are shown in the menu.

3.2.4 Pcsfield
The pcs number of the items on the line is entered in the field. The same pcs number is entered
for the selected supplementary services. If publication bundle shipments are mailed, the quantity
of the bundles is entered in the field.

3.2.5 g/pcs field
The weight of one item in grams is entered in the field about the items indicated on the line.
Small items are marked on the mailing list according to weight classes. The system indicates if the
unit weight exceeds the maximum weight allowed for the product.

3.2.6 kg field
The total weight of the items indicated on the line is entered in the field.

3.2.7 Information code field
The use of the Information code field allows invoices to be itemized according to info codes. The
maximum length of the info code is 15 characters (numbers and/or letters).

3.2.8 Usage code menu
The customer agrees on the use of this field separately with Posti. Posti’s contact person provides
more detailed instructions if the use of the field is necessary.

3.2.9 Make a copy of button
With the Make a copy of button, you can copy the information of the line as a new order line. The
new order line is created below the original line.



3.2.10 Removal button
With the Removal button, you can remove an unnecessary order line from the mailing list. The
system asks you to confirm the removal.

3.3 Common information
In the Common information section, a mailing location and date, and other information, where
necessary, are inserted for the order. The information is saved by clicking the Save all changes
button, and the system will create a mailing list in the open state. You can continue to edit the
mailing list and print a cover letter to be attached to the mailing batch. The Save and mark as
completed button is used to save the information, and the system will create a mailing list in the
completed state. When the mailing list is complete, mark it as completed by clicking the Save and
mark as completed button. Remember to print a covering letter by clicking the Open covering
letter button. All outgoing Posti transportation units must include a cover letter for the batch.
Mailing list templates can be created through the Save as a template link. This is discussed below in
Section 4 of the instructions. The Print page link allows you to print the mail list shown on the
screen.

Common information

Mailing location Jab identifier Search idenfifier

Additicnal information for mailing list handlers and Posti's reception

Product mailing date, delivery dates and times

See the product delivery times on the Letter Services, Publication Services and Customer Direct websites

Mailing date (dd.mmuey)

& AT AT

P
(R

Save as a template.. Print page... Save and mark as
completed

3.3.1 Mailing location menu
Select the mailing location from the menu. The Edit mail settings area of the Settings screen
allows you to set the default mailing location.

3.3.2 Mailing date field
Add mailing date by entering the date in the Mailing date field or by selecting it from the
calendar. The calendar opens when you click the symbol at the end of the field. By default, the
mailing date is the current date, and a later date can be selected.

3.3.3 Job identifier field
The Job identifier is intended to be used for the mailer company’s own needs. Mailing lists can be
searched with the job identifier afterwards. The job identifier is not transferred onto the invoice
but is rather shown in the invoice report.

3.3.4 Search identifier field
The Search identifier is intended to be used for the mailer company’s own needs. With the search
key, it is possible to search for lists and mailing list templates afterwards. The search identifier is
not transferred onto the invoice.



3.35

3.3.6

3.3.7

3.3.8

3.3.9

3.4

Additional information for mailing list handlers and Posti’s reception field

The mailer company’s additional information or additional information intended for Posti’s
reception can be entered in the field. The additional information is not transferred onto the
invoice.

Save all changes button
By clicking the button, the information is saved, and the system will create a mailing list in the
open state. You can continue to edit the mailing list and print a covering letter.

Save and mark as completed button

By clicking the button, the information is saved, and the system will create a mailing list in the
completed state. When the mailing list is completed, mark it as completed by clicking the Save
and mark as completed button. Remember to print a cover letter by clicking the Open cover
letter button. All outgoing Posti transportation units must include a cover letter for the batch.

Save as a template link.
Through the link, a mailing list template can be created from the information shown on the
display.

Print page link
The link allows you to print the mail list shown on the screen.

Data on publication
If publications have been added to the mailing list, the Data on publication section is shown below
the Common information. The Delivery date field shows the delivery date based on the mailing
date. You can change the delivery date and then the system will update the mailing date. If you
change the mailing date, the system will update the delivery date. Enter the required information in
the Issue identifier field.

Common information

Mailing |location Job identifier Search identifier

Additional information for mailing list handlers and Posti's reception

Product mailing date, delivery dates and times

See the product delivery times on the Letter Services. Publication Services and Customer Direct websites

Products
12840 - Tidning

Data on publication

ssue identifier

Creating a mailing list template

You can also create a new mailing list template on the Create new display. In addition to customer
information, other compulsory information on the mailing list template are product, the related zone
and mailing location.



3.5

3.6

Short description:

1) Select customer and invoicing address number.

2) Select product and supplementary services and insert the required information.
3) Select mailing location.

4) Select the Save as template link, name the mailing list template and save it.

Customer details
The customer number and invoicing address are selected in the Customer details section.

The Customer field contains the customer number for which you are creating a mailing list template.
If your company has multiple customer numbers, they will be shown in the menu.

The Invoicing address field contains the invoicing addresses connected with the customer number. If

there are several invoicing addresses, they will be shown in the menu. Select the invoicing address to
which you want to direct the invoice.

Electronic mailing list

Open (11) Completed (34) In archive Reperts

CREATE A NEW MAILING LIST

Customer details

Customer Transfer ta mailer
| 862467 Asiakas Oy company
O Allowed

Invoicing addrass
862447 Asiakas Oy Asiakaskatu 1 007100 HELSINKI

Products to be mailed

In the Products to be mailed section, you will provide information on the items that you want to
include in the mailing list template.

Products to be mailed

# Preduct and supplementary services Product code Zone  Pes glpes kg Information code Usage code

‘ M | | I | N | | | I
Hdnu:npyuf

Select the product from the product list (picture below), which you can access from the Product and
supplementary services menu. Click the product to add it to the product mailing list template. You
can also enter a product number directly in the Product code field, after which the system will
import the product name in the Product and supplementary services field.
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Choose product...

DOMESTIC LETTER HATIONWIDE PUBLICATION ADDRESSED DIRECT MARKETING
DELIVERY

12907 Pricrity Lether [:] 12911 Custormner Direct a
1283% Mogazine 2 PP

12908 Friorty Standord Letter [:] 12912 Teaser i ]

If the product appears gray, it cannot be selected on the electronic mailing list.
Products to be mailed

# Product and supplementary services Product code Zone Pes glpes kg Information code Usage code

Priority Letter H |129{>7 | |= |12 | |25& | |3,D% | |P05f | -H
suppLEMENTARY SERVICES ] 17144 COD Payment-into-Account, letter  [i*6838 Maxi size Make a copy of m

Select zone information for the product selected for the order line. The zones available to the
product are shown in the menu. On the mailing list template, you can enter the quantity of items,
item unit weight in grams or the total weight of items in kilograms. The use of the Info code field
allows invoices to be itemized according to info codes. You can add supplementary services for the
product. The supplementary services available are shown below the product.

Common information

The mailing location, which is selected from the menu, is added in the Common information section.

Common information

Mﬂilii location * Job identifier Search identifier

Additional information for mailing list handlers and Posti's reception

Product mailing date, delivery dates and times

See the product delivery times on the Letter Services, Publication Services and Customer Direct websites.

Mailing date (dd.mmyyyyy *

| 05.07.2017 H

ELT IS LUl Save as a template..  Print page.. Save and mark as
completed
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3.8 Saving a mailing list template
Save the information on the display as a mailing list template by clicking the Save as a template link.

Save as a template...

Customer number * 862467 Asiakas Oy

Template name * Post

Save template *
ave lemplate ® For me and for others in the same company

O Only for me

o

Add the name to the Template name field on the mailing list template. The system adds a customer
number in front of the name you have entered in the mailing list template.

Select whether the mailing list template is shown to everybody or just to you. The mailing list
template is saved by clicking the OK button. Click the Cancel button to return to the Create new
display.

5 Creating a mailing list using the mailing list template

You can create a new mailing list on the Create new display with the help of the mailing list template
you have selected. Information that you have saved on the mailing list template is shown on the

display.
+42. Service Portal | Suomeksi | Pd svenska
pos. = Electronic mui"ng list Asiokas MomSs  aSiakas OY (F123454676) m
Open (30) Completed (57) In archive Reports Help Settings
CREATE A NEW MAILING LIST | Fetch infermeation from template.. -

Select from the Fetch information from template menu the mailing list template on the basis of
which you want to create a new mailing list.

Service Portal | Sucmeksi | Pé svenzka
)
pOSfI Electronic muiling list Asickos MOMS  aSIaKaS O (FI12345676) m
Open (30) Completed (57) In archive Reports Help Settings
CREATE A NEW MAILING LIST | so2467 Pos -

The mailing list template you have selected will be opened on the display. You can edit the
information and create a new order in the same way as creating a new mailing list.
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Service Portal | Suomeksi | Pdsvenska

2,
p fI Electronic mqiling list Asiakas MOMS  ASIAKAS O (FI12345676) m
Open(30)  Completed(57)  Inarchive  Reporis Help  Seffings
CREATE A NEW MAILING LIST | 862267 posi - |

Customer details

Customer * Transfer to mailer company

| 862447 Asiakas Oy O Allowed

Invaicing address *
B462447 Asiakas Oy Asiakaskatu 1 00100 HELSINKI

Products to be mailed

# Product and supp. services Product code Zone Pes alpes kg Information code Usage code
T | proriy Letrer n [ 12007 | un | | | | | | | | -
suppLEMENTARY sERVICES  [] 1144 COD Poyment-into-Account, letter  [P6838 Maxi size Make a copy of m

& B | | I | ]I | | | I
ke scory o s

Check the information and supplement it where necessary.
Remember to mark the mailing list as completed and attach cover letters to the mailing batch.

Mailing list search, general functions

You can search for mailing lists using different search criteria.
In the Free form text search function, you can use e.g. the number of the mailing list, the job
identifier or the search key as the search criterion.

E--3
naAact .
H «? I I Electronic mailing list
Create new Completed (39) In archive Reports

OPEN MAILING LISTS

J Free-form text search Detailed search

Mailing list number or other piece of informaticn

With the Detailed search function, you can search for mailing lists in a more diversified manner. You
can change the search criterion at the beginning of the line by clicking its name. A menu will then
open from which you can select the search criterion you want. You can also specify the search by
adding search criteria through the Add criterion term link. There is a link after the search criterion
through which you can limit the selected search criterion. You can remove the search criterion by
clicking the symbol at the end of the line.
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SutmgRd P peledi

-
“ﬂt‘+l
H\JJI I Electronic mailing list Postithoia MOMme.  aSanat OF (2348474}
Craate new Completed (37) In archive: Reports Halp Swttings

OPEN MAILING LISTS

Free-form text search Detoubed search
Search idantifier Yes | | ®
Hading date You | u ®
Yes
B =3
Mo
Search results (12) from Choote colummi
Lkl
List number Hading date = Customer LUt rrambet HMailer company Lant medified Joby identifier Infermation code
195002840 Feb 12, 2004 Agiciors Oy BA&244T Postittaja Oy Febr 12, 2014

Through the Choose columns link, you can specify the columns to be shown on the display. A menu
will open through the link from which you can activate the columns to be displayed.

Choose columns

Saved views Save a5 a new view

- |-

Columns chosen for the view

W Mailing date O DeliveryDs

O Publication date O Guantity

W Customer O Total weight

W Custemer number O Products

W Mailer company O Preduct codes

O Last medified O Supplementary services
O Last modified by O Product numbers of supplementary
O Mailing location sarvices

O Job identifier O Zones

O Search identifier O Transfer to mailer company
O Information code O Additional information

O lssue identifier

Close

If you wish you can also save different views for your use by entering a name in the Save as a new
view field and then clicking the Save button. The available views are shown in the Saved views menu
and you can activate a selected view by clicking the Load button. With the Remove button, you can
remove the view you have selected. Click the Close button to close the window.

Open mailing lists

The mailing lists matching the criteria are shown in the search result. Click the column header to sort
the search results in an ascending/descending order.
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Tuormaii | PQ peento

Postitbojo MOME  asucet oF (P 234847ay

.
pGSfI Electronic mailing list

Craate naw Complated (37) In archive Reports Help Settings
OPEN MAILING LISTS
Free-fofm bext vearch Detailed search
Search identifier Yos [ | @
Mailing date From [ 012006 n ®
e =1
Search results (12) Choose columas
Litnumber  Mailingdate - Customer  Cusomernumber  Moilercompony  Lastmodified  Jobidentifier  Information code
1017442 Mar 17, 2016 Agiolkas Oy B&24567 Mar 17, 2074 i
195058407  Mar13,2018  AsckasOy  BA24ET Feb 4, 2015

By clicking the number of the list, the mailing list will be opened and can be edited. The customer
cannot edit a mailing list created by a mailer company. The mailer company can edit a mailing list it
has created and another mailer company can pick it up (Transfer to mailer company permitted). It
is not possible to edit a mailing list created by Posti’s reception.

MAILING LIST 195002840 (OPEN) [+ Open covering letter

Customer details

Customar Transfer ta mailer
F82447 Asiokas Oy oMy
Ho

Imvoicing oddmess inier company
842447 Asiokas Oy Asiakaskatu 100700 HELSINKI Ba24i4 Pestittajo Oy
Preducts to be mailed

¥  Product and supplementary senvices Preduct code Tome  Pos gpc kg Infermation code Usmge code

1 Prieity Letter 12807 Fl T ps ¥ gipcs 6,742 g

SUFFLEHERTARY SENWICES
All Ings in fotat 7B po 4,742 kg

Commen information
Mailing looofion Maoiling dote Joh idantifiar Search identifiar
Helsinki Pak Feb 12, 2014
Additional information for mailing list handiers ond Posti's recaption

Sove as o femplate_
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6.2 Completed mailing lists

The mailing lists matching the criteria are shown in the search result. Click the column header to
sort the search results in an ascending/descending order.

Sucrrapini | PG peeniion

pOSﬁ Electrenic mailing list Postittoj Morns.  atiusus Ov0masas?sy

Create raw Open (12) In archive Raports Halp Settings

CLOSED MAILING LISTS

Mailing list numbser o cither peece of infoamation

Search results (39) Cheass calumns
List riuarmsbasr lﬁlﬂﬁh = Cust Cued ; Mailer company Last modrfied Job identifier Irrformation code
106780521 Mor23.2014  AsiokosOy  BA246T Jun 1, 2014
196459773 W30 2004 AsckosOy  BE24ET Sep 17. 2014

By clicking the number of the list, the mailing list opens and its information can be viewed.

mAaeT

FUJ I 1 Electronic mailing list Pastitiajn Moms  ssukmis oF (rrissssme) Log out
Create mew Open(12) Completed (37) In archive Reparis Help Settings

MAILING LIST 197017391 (COMPLETED) [+ Open covering lether

Customer details

Cushormar Transfer ta mailer
382447 Asiokas Oy DTy

Yes
Imvoicing addmess Hoier company
4088081 Asiakosviestintd Asiokaskotu 1 00100 HELSINKI B42448 Postirrajo Oy

Products to be mailed

¥  Product and sapplementory services Product code: Zone Po opcs kg Infarmetion code Usage code

1 Priority Letter 12907 AH B72p #Boipcs ADkg testi

PUFTLEHENTART SENVICED

&l lings in foéal 72 po &0 kg

Commeon information

Mailing looofion Moiling dote Job idantifiar Search identifiar
Helsinki Pak Mar 17, 2014

Additianal infarmation for mailing list handiers ond Posti's recaplion

(e [ -y« [
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With the Reopen button, you can return the mailing list back to the open state. The button is
available until the working day following the mailing date. After changes, the mailing list must again
be marked as completed by clicking the Save and mark as completed button.

With the Make a copy of button you can create a new mailing list with the information of the
mailing list to be copied. The default mailing date is the current date.

With the Save as a template link, you can create a mailing list template from the information of a
completed mailing list.

Archived mailing lists
The mailing lists matching the criteria are shown in the search result. Click the column header to
sort the search results in an ascending/descending order.

Service Portal | Suomeksi | P& svenska

2
pcs. I Electronic m-::liling list Asickos MOMS  ASIAKAS O (FI12345676)
Create new Open (30) Completed (57) Reports Help Settings

ARCHIVED MAILING LISTS

J Free-form text search | Detailed search

Mailing list number or other piace of information

Search results (9) Choose columns

List number  Mailing date Customer v Customer number  Mailer company  Quantity Products

160007833 May 3.2017 Asigkas Oy BA2447 19000 Customer Diract

When you click the number of the mailing list, the mailing list opens on the display and can be
viewed.



6.4 Reports
You can fetch information onto the report based on dates and customer numbers. The information
is opened in Excel.

mact o
' F 211 Electronic mailing list

Create new Open (11) Completed (35) In archive

REPORTS
Mailing date starting from | 01.032074 E
Mailing date extending to | 11.03.2016 E
Customer numbser | =
Open in Excel format
7 Settings

In this screen, you can order reminders of actions concerning the mailing list and make changes to
the e-mail address that is stored in the “My e-mail address” field. The order is placed through the
Place order link shown at the end of the line. Edit mailing settings allows you to specify the mailing
location that is to be used as the default for new mailing lists. If necessary, you can change the
mailing location in the mailing list.

In the Edit list of mailing listtemplates section, you can remove unnecessary mailing list templates by
clicking the Remove link.
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Sordce Fofol  Tecmwid i rwnsin

-
e
'—"Uﬂl I Electronic r|1|:|i|ing list Arichor MO sBLra OF RILal Py
Creces naw Opan (304 Completed (AT} Iri oechlew Mot Hsip
SETTINGS

Remind or notify me by e-mail when._.

Ewwnt Ordaring an E-mall Prarecion
MR
Creched aness maiing b ® el Floce order
Faried mailing lid oa complais ® el Floce order
Fioilig Ik weor nol marbesd ox cormpined one seek Eafors. moilling dole M Iewnilicd Ficcs order
Failing et won nol marted ox compinfed one week by molling dole ® el Flzce srder
Cumdomess hoe chonged moiling It M el Flccs crder
Foils: compomy hen chonges] mciling D M Irwolicl Ml order
Mailing dofe: it only one week: owoy ® el Floce order
Failing ol kv Sormmorroes M lewoilicl Ficcs oroer

iy #-rmall cddnes e WFamictor zer | m

Edif mgiling seftings

i~ -

Edif list of mailing list templates

ZAZAAT M 2t || Awmcw
BA4AT M1 2t | Asmovw
2az4aT Koo 2ot | Ammove

Changing company on the mailing list

If you have rights to several companies, you can change the company through the Change company
link. A menu opens on the display from which you can choose the company. The customer numbers
connected with the selected company are shown in the Customer field.

pcﬂﬁ Electronic mailing list PosticjaMoms  asaKasoYpMZsTE)
Open(12)  Completed(39)  Inorchive  Reporh Help  Setfings

CREATE A NEW MAILING LIST | Fotch mhomaion o oo

Change history

The events targeted at the mailing list are shown in the Event and change log section.
Messages sent by Posti’s receipt and related to the mailing list are shown in the Note and
attachment section.
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Event and change log

Time Drafted by Company/organization Event

22012016 09-38 Postittoja Moms Ei tiedossa Created a new mailing list
Notes and attachments

Saved Drafted by Contents

Mo notes or attachment

10 Mai l er company’s functions

These functions are only available to those in whose identifiers the mailer company function has
been defined.

10.1 Adding a customer
You can add a new Customer onto the customer list by clicking the Add a new customer to list link.

You can add a customer on the Create new display (picture below) or on the Settings display.

Sucmeksi | Pdsvenska

mnAact o B
FUJII Electronic mailing list Postittaja Moms  POSTITTALA O (FI12345677) m

Open(1)  Completed(1)  Inarchive  Reports Help  Settings

Fetch infarmation from template... !

CREATE A NEW MAILING LIST

Customer details

Transfer to mailer
. Add a new customer to list... company
N

O Allowed

Invoicing address * Mailer company *
842446 Postittaja Oy Postittajankatu 1 00100 HELSINKI 84624466 Postittaja Oy

A window opens on the display in which the customer number is entered. Use the e-mail address
field to save the e-mail address to be used for any Posti messages concerning the receipt of the
mailing list. Click the OK button to save the information in the list. Click the Cancel button to move to

the Create new display.

Customer *
| 862446 Postittaja Oy

Add customer

Customer number * | |

E-mail | |
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10.2 Removing a customer

In the Edit customer list section on the Settings display, you can remove a customer number from the

list by clicking the Remove link. On this display, you can add a customer to the list through the Add a
new customer list link.

Edit customer list

862466 Postittaja Oy Remave

862467 Asiakas Cy Remove

Add a new customer list...

10.3 Mailing list search (transfer allowed)

11

The mailer company can search for the mailing lists created by its customers when Transfer to mailer
company allowed is activated in them and the customer has given the customer number and mailing
list number to the mailer company. The search takes place on the Search as a mailer company tab,
which you can access from the top menu through the Open, Completed or in Archive link.

The customer numbers available are shown in the Customer number field. If a customer number is
not yet on the list, you can add it through the Add new customer to list link. Select customer number
and add the mailing list number to the field reserved for it and click the Search button.

mact S -
PUJII Electronic mailing list ostittaja Moms

CLOSED MAILING LISTS

Free-form text search Detailed search Search as a mailer company

Customer numbaer * n Add new customer to list...

Mailing list numbser * |

Showing source system on the mailing lis

When the order has been moved from the Mailing Desktop (PTP) to the Electronic mailing list, it can
be identified from the link Order information (PTP). Click the link to move to the Mailing Desktop
(PTP).



et N
%S 211 Electronic mailing list

Craate naw Orpeans [ 348) Completed (243) In archive Raporty

MAILING LIST 195003127 (OPEN)

12 Zones

Tax zones for letter items

Fl

AH

NOT

FIA

FIB

FIC

EU

EU2

OTHER

SE

Continent of Finland

Aland

Exempt from VAT CASH ON DELIVERY
Continent of Finland A

Continent of Finland B

Continent of Finland C

All EU countries

All non-EU European countries

All other countries

Sweden

Tax zones for publication products

FI

AH

Fl1

FI2

AH1

AH2

EU

Continent of Finland
Aland

Continent of Finland 1
Continent of Finland 2
Aland 1

Aland 2

All EU countries

Gl Openc evering lefter
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Twompis | P Pt

Help  Seftings

Order imlarmation (PTP) ="



EU2

OTHER

SE

Further transport zones are used in order to transport an item arriving in Finland to a destination in
Finland. Transport thus continues immediately in Finland after the item has arrived from abroad. The
processing of items to better suit Posti’s network does not interrupt the transport chain but the

All non-EU European countries
Other continents

Sweden

warehousing of items does.

Letter services

FO3

FO4

EO3

EO4

F3A

F3B

F3C

F4A

FAB

FAC

Finland EU onward transport

Finland non-EU onward transport

Finland EU onward transport

Finland non-EU onward transport

Continent of Finland A, EU onward transport
Continent of Finland B, EU onward transport
Continent of Finland C, EU onward transport
Continent of Finland A, non-EU onward transport
Continent of Finland B, non-EU onward transport

Continent of Finland C, non-EU onward transport

Publication services

FO3

FO4

F13

F14

F23

F24

Finland EU onward transport

Finland non-EU onward transport

Continent of Finland 1 EU onward transport
Continent of Finland 2 non-EU onward transport
Continent of Finland 1 EU onward transport

Continent of Finland 2 non-EU onward transport

13 Operation in exceptional situations

13.1 Disturbance in the system
If the system cannot sometimes be accessed, due to failure in telecommunications connections, for
instance, a printable mailing list is used as a back-up arrangement. For this reason, a small number of
printed mailing lists should be kept available. Posti charges a price for handling a printed list based on

22
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its price list, excluding situations where the system has been out of use due to a reason pertaining
to Posti.

Printed mailing list:

http://www.posti.fi/business/posti-at-your-service/prices-terms-and-payment-methods/payment-
and-mailing-method/mailing-lists.html

13.2 Corrections made by Posti on mailing lists
If Posti’s reception has added or corrected information on the mailing list, the additions and
corrections are shown with red font after the mailing list has been transferred from Posti’s reception

to invoicing.

13.3 Support in the case of problems
If you encounter problems in filling mailing lists, you can contact Posti through the Chat link in the

system or through www.posti.fi/business/ .

If you have lost or forgotten your username and password, primarily contact your company’s
administrator. If the administrator username has been lost or forgotten, notify Posti
www.posti.fi/business/.



