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Instructions for using the Electronic mailing list

Posti Oy

Domicile: Helsinki
Business ID: 0109357-9
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QUICK INSTRUCTIONS FOR CREATING A MAILING LIST
You can create a new mailing list on the Create new display.

1.1

Select the customer and invoicing address number
Select the customer number from the Customer menu and the invoicing address from
the Invoicing address menu.

1.2

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.
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1.3

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.

1.4

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

1.5

Print the covering letter
Print the covering letter through the Open covering letter link and attach it to the
transportation unit.
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Basic functions of the Electronic mailing list on the top panel
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2.1

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.

2.2

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.

2.3

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.

2.4

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.

2.5

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

2.6

Chat
You can contact Posti's customer service via the Chat-link.

2.7

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

2.8

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.
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3.1

Creating a mailing list
You can create a new mailing list on the Create new display.
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Customer details
The customer number and invoicing address are selected in the Customer details
section.

3.1.1 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.
3.1.2 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.
3.1.3 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.
3.2

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

3.2.1 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.

3.2.2 The product is followed by a symbol. Click the symbol to access the web page
concerning the product.
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3.2.3 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.

3.2.4 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.
3.2.5 Pcs field
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.
3.2.6 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.
3.2.7 kg field
The total weight of the items indicated on the line is entered in the field.
3.2.8 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).
3.2.9 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.

3.2.10 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.
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3.2.11 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.

3.4
3.4.1 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.
3.4.2 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.
3.4.3 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.
3.4.4 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.
3.4.5 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.
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3.4.6 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.

3.4.7 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.
3.4.8 Save as a template link.
Through the link, a mailing list template can be created from the information shown on
the display.
3.4.9 Print page link
The link allows you to print the mail list shown on the screen.
3.5
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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.

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.
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.

4.1

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

4.2

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.

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.If the product appears gray, it cannot be selected on the electronic mailing list.
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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.
4.3

Common information

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

4.4

Saving a mailing list template
Save the information on the display as a mailing list template by clicking the Save as a
template link.

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.
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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.
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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.

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.

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

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.

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
beisplayed.
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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.
6.1

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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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.

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.

By clicking the number of the list, the mailing list opens, and its information can be
viewed.
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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.
6.3

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.
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When you click the number of the mailing list, the mailing list opens on the display and
can be viewed.
6.4

7

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

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 list templates section, you can remove unnecessary mailing list
templates by clicking the Remove link.
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8

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.
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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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10 Mailer 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.

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.
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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.

10.3 Mailing list search (transfer allowed)
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.

11 Showing source system on the mailing list
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).
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12 Zones

Tax zones for letter items

FI

Continent of Finland

AH

Åland

NOT

Exempt from VAT

FIA

Continent of Finland A

FIB

Continent of Finland B

FIC

Continent of Finland C

EU

All EU countries

EU2

All non-EU European
countries

OTHER

All other countries

SE

Sweden

Tax zones for publication products
FI

Continent of Finland

AH

Åland

FI1

Continent of Finland 1

FI2

Continent of Finland 2

AH1

Åland 1

AH2

Åland 2

EU

All EU countries

EU2

All non-EU European countries

OTHE
R

Other continents

SE

Sweden

CASH ON DELIVERY

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 warehousing of items does.
Letter services - Further transport zones
F03

Finland EU onward transport

F04

Finland non-EU onward transport

E03

Finland EU onward transport

E04

Finland non-EU onward transport

F3A

Continent of Finland A, EU onward transport

F3B

Continent of Finland B, EU onward transport

F3C

Continent of Finland C, EU onward transport

F4A

Continent of Finland A, non-EU onward transport

F4B

Continent of Finland B, non-EU onward transport

F4C

Continent of Finland C, non-EU onward transport

Publication services - Further transport zones
F03

Finland EU onward transport

F04

Finland non-EU onward transport

F13

Continent of Finland 1 EU onward transport

F14

Continent of Finland 2 non-EU onward transport

F23

Continent of Finland 1 EU onward transport

F24

Continent of Finland 2 non-EU onward transport
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13 Operation in exceptional situations
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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 its price list, excluding situations
where the system has been out of use due to a reason pertaining to Posti.
Printed mailing list: www.posti.fi/lahetyslista
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-customer-service.
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-customer-service.

