Online Portal User Manual

=Citi-Sprint

EXPRESS COURIER M SERVICES

Online Portal Operations & Features

Client User Manual

With our Client Portal, we’re placing the power into our customers’ hands. Clients are
in full control of their shipments with our intuitive and user-friendly interface. This
allows to effortlessly create and manage shipments, request quotes, review account
and billing, and manage additional account users — all without needing any assistance
from our support staff.

Our Client Portal also supports guest checkouts — allowing anyone to create
shipments without having to register for an account first. This makes it easier and
faster than ever before for clients to book a collection and send a parcel from point A
to point B — anytime, anywhere especially in Cape Town where we pride ourselves as
the Courier of choice since 1985.
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HOW TO REGISTER A NEW ACCOUNT

Visit the Log in page and click on the blue Register here link

) e A
‘g’ﬂ@‘ Welcome to Citi-Sprint
© Track my parcel
% Login i
LOGIN
Email
[ J
This field is red.
Password
@
Forgot your password?

Do not have an account? Register here.

Complete the account details and click on Continue.

Select a default collection and billing address to complete the new account set-
up. This address will autofill the collection point when creating your wayhbills.
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Let's get you set up

IPRESS (OURIER SERVICES

CREATE AN ACCOUNT
Name and surname

eg. Jane Doe

Email address

eg. you@example.com

Mobile number
= - +27

Company / Trading name (Optional)

Already have an account? Log in here.
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DEFAULT COLLECTION ADDRESS

Residential Business

Address

Enter a location Q x

x Enter address manually

BILLING ADDRESS

Same as shipping address

Already have an account? Log in here.
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ACCOUNT CREATED SUCCESSFULLY!

A verification email has been sent to

You might be asked to verify yourself via an OTP. Depending on the courier
settings and requirements, you’ll be prompted to do verification before the account
will be created.

Click Create account when done.

Visit your inbox to find the registration email
Click on the link to continue and complete the sign-up process.

Log in with your email and new password to access your account.
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GETTING STARTED
LOG IN TO THE CLIENT PORTAL

Log in to your Client Portal account by visiting the Log in

page at https://sandbox.shiplogic.com/login or use the link provided in the
verification email.

Enter your email and password and click on Log in to continue.

‘& Welcome to Citi-Sprint

© Track my parcel

# Login Qﬁ

LOGIN
Email
[
This field is re
Password
@
Forgot your password? Login

Do not have an account? Register here.

Welcome to the client portal.

From here you can manage your account and start booking your shipments.

N

‘% ® SHIPMENTS © Reset filters Saved filters - + Create shipment
saach o | (@)
Search waybill no. Status Date type Period
2o Ops dashboard
ps " Q 32 selected - Time created v Today -
® Shipments
™ Maps Y Advanced filters « X Expand
W Hub scanner
o8 Interhub manifests Showing 1-20 of 20 shipments for the today % Bulkactions v+ [ Bulkimport L Download CSV v C Refresh
B Address book < L o -] ACCOUNT STATUS SERVICE WAYBILL NO. COLLECTION ADDRESS
% Tools & 3 N :
2430 Collection assigned ECO AZM386362A 14 Hall Drive, Lamontville, Chats
8 Billing 2430 Collection assigned Lcs AMZ250660GR 41 Hely Street, Ndabeni, Cape Tc
* Accounts R
2430 Collection assigned X AMZB800430A 4 Assegaai Crescent, Onverwacl
i Users
o 2430 Collection assigned Lcs AMZB800426A St Martini Apartments, 74 Quee

$ Rates and estimates

eports
Previous Page 1 of 1 100 ~ Next
tings -

—  mLnie o~k
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HOW TO GET A QUICK QUOTE

If you would like to get some gquotes before committing to any shipment, then you’ve
come to the right place

s

s

4 Quick quote

© Track my parcel

Click on Quick quote and complete the first step by filling in your address and
parcel details.

Then click on Get quote to get some rates for your booking.

Download a quote directly from the rates screen.

A PDF will download in a new tab on your browser. Please allow the pop-up, so to
view and download your quote.

® COLLECTION %  DELIVERY

Residential Business Residential Business International

Building / Floor / Unit

Street address *

Add from address book v

Building / Floor / Unit

Street address *

Add from address book «

Suburb * City * Postal code Suburb * City * Postal code
Province * Province *
Western Cape v Select v
% Pparcels @ Add bulk parcels
Additional costs may occur if incorrect parcel dimensions and weight are submitted.
What | can and cannot send
# PACKAGE TYPE LENGTH WIDTH HEIGHT WEIGHT PARCEL CATEGORY ©
#1 Afancy box v 30 40 40 4 Something sweet v

+ Add another parcel

Get quote

Start over

Once you’ve entered your shipment details, you can click Get quote. This will take
you to the rates and service levels.

First, select your liability cover and any other special requests that you might have.
Click on Continue to rates and then select your desired service level.
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Special requests X

Do you want to add liability cover?
Liability cover — Rate depends on declared value

Declare value (max: R 30 000) (Excl. VAT)

R 10000

Do you have any special requests?

Chain stores — R 517.50

Cancel Continue to rates

CONFIRM SERVICE LEVEL AND RATES

Sort by Cheapest ~ Fastest

Summary
Please note: \We only collect in this area on Wednesdays Base rate R100.00
v
TOTAL R100.00

Ship Logic Service (SLS)

You can expect express delivery. We know some guys ) R 100.00 inct. VAT
Expected collection date \Wed, 3] Jan 2024

Expected delivery date Thu | Feb 2024 - Fri, 2 Fep 2024

Economy (ECO)

Evnnrt Anlivan: hatisman 2 4 beieinaee Ao

& Download quote

You can download a Quote or Book the shipment once you have found your
match.

. . RICES
Quote for Friendly Fishes (FRI001) EXPRESS(OURIERSE
The Best Courier Date 31 May 2022
Address 116 Lois Ave
Pretoria
Gauteng

Contactno. 0129401066
Registration no. 123456/123456
VAT no. 24681012

Collection address  Delivery address Parcel(s) cv‘:; ':' sv::;ﬁfd ::’rev'loe Subtotal VAT Total
uAfrica.com, 125 Animal kingdom, 30 x 40 x 10 cm — 2kg x 1 2kg  3kg ECO R 69.00 = R 69.00
Dallas Avenue, Atterbury Road,

Newlands, Pretoria, Pretoria, GP, ZA

GP, ZA

TOTALS R 69.00 - R 69.00
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SHIPMENT CREATED SUCCESSFULLY!

Your waybill number is: ILGBVQ

Check your email (shipments@fake.co) for further details and instructions.

Kindly print the waybill and stick it to your parcel. ‘

/V—‘
(@ Track shipment ) & Download waybill

\
\
‘ B
\

HOW TO SEND A PARCEL

There are two ways in which you can create your shipments.

This option allows you to use the Quick quote feature to speed up your shipment
creation process.

Click on the Quick quote button to get going.

Enter your shipment details

Set collection and delivery addresses along with parcel details. You can search for the
address by using the auto-search option or by selecting an existing address from
your address book.

If you cannot find the address via the search options, then you can manually
enter your address in the address fields provided. Please give sufficient information
to ensure address accuracy.
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“‘ Shipment details o
==
\ Custom tracking ref. (Optional) CSE  «
© Track my parcel
« Login
®  COLLECTION ®  DELIVERY
0
Residential Business Residential Business International
Address Address
Enter a location Q x Enter a location Q x
Enter address manually =11} Enter address manually
Collection instructions. (Optional Delivery instructions (Optional)
Earliest requested collection Fri, 6 Jun 2025:0800 1700 # Earliest requested delivery Fri,6Jun2025 &
Contact details Contact details
Name and surname Name and surname
Email address Email address
Mobile number Mobile number
B - - 27 = - 7
=

All new addresses are automatically added to your address book. This
allows you to easily choose addresses for future shipments. You can disable this
setting by going to your settings page

The Parcels section is where you will enter details of the items that will be couriered.

Please note that while local rates do not rely on weight or dimensions (see rates
guide for conditions), all national and international parcels must have exact
dimensions and mass for the quote to generate the correct cost.

What | can and cannot send

# PACKAGE TYPE LENGTH WIDTH HEIGHT WEIGHT PARCEL CATEGORY O

#1 Wood box - 30 cm 28 cm 27 cm 2 kg Biological Products - ...

+ Add another parcel

Next, you are required to capture the contact details of both the sender and the
receiver. These contacts will receive tracking updates via email and SMS.

Here you can also set your desired collection and delivery dates.

Earliest requested collection Thu, 5 Sep 2024: 08:00-17:00 ¢ Earliest requested delivery Thu, 5Sep 2024 ¢
Contact details Contact details
Name and surname * Name and surname *
Email address * Email address *
Mobile number * Mobile number *
= - = -

When done, click on Next to continue to rates.
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Select a service type

Choose the relevant service type to determine how fast the shipment should be
delivered. Service level rates are determined by the dimensions of the parcel entered
in the above Step 1.

Select any special requests, like liability cover if required, and click on Continue to
rates .

Special requests X

Do you want to add liability cover?
Liability cover — Rate depends on declared value

Declare value (max: R 30 000) (Excl. VAT)

R 10000

Do you have any special requests?

Chain stores - R 517.50

Cancel Continue to rates

CONFIRM SERVICE LEVEL AND RATES x
Sort by Cheapest ~ Fastest Summary
Please note: \We only collect in this area on Wednesdays Base rate R10000
v
TOTAL R100.00

Ship Logic Service (SLS)

You can expect express delivery. We know some guys ) R 100.00 inct. vaT

Expected collection date \Wed, %] Jan 2024
Expected delivery date Thu | Feb 2024 - Fri, 2 Fep 2024

Economy (ECO)

Evnnct Aalivnn: hatioman 2 4 hicinaer dooe

Back & Download quote

You can download a Quote or Book the shipment once you have found your
match.

Download and print your waybill when done.

Service levels and rates are set up by the courier and cannot be changed on
the client portal

This option gives you more control over your shipment.

Start by going to your shipments page and click on Create shipment.
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X \
‘% W SHIPMENTS © Resetfilters  Saved filters - + Create shipment
sercn o | @
Search waybill no. Status Date type Period
20 h
Ops dashboard Q  32selected v Time created v Today .

® Shipments
™ Maps Y Advanced filters « X Expand «
' Hub scanner
8 Interhub manifests Showing 1-20 of 20 shipments for the today @ Bulkactions v B Bulkimport & DownloadCSV v C Refresh
B Address book < o -] ACCOUNT STATUS SERVICE WAYBILL NO. COLLECTION ADDRESS
% Tools % 2

2430 Collection assigned ECO AZM386362A 14 Hall Drive, Lamontville, Chats
8 Billing 2430 Collection assigned Lcs AMZ250660GR 41 Hely Street, Ndabeni, Cape Tc
#* Accounts = -

2430 Collection assigned X AMZB800430A 4 Assegaai Crescent, Onverwacl
#* Users

1 2430 Collection assigned LCS AMZB800426A St Martini Apartments, 74 Quee

$ Rates and estimates

eports
Previous Page 1 of 1 100 ~ Next
ttings v

— mLiie e

A new modal will open where you can start with creating your shipment.

Step 1: Set your Collection and delivery details.

Use your address book if you have the address saved from before.

Change the collection or delivery date and time by clicking on the
pencil icon next to the Earliest requested collection/delivery date.

NEW SHIPMENT ©

Custom tracking ref. (Octonal)  SLC

Customer reference @ (Optonal]

® COLLECTION ®  DELIVERY
Earliest requested collection 25 Jan 2024: 0800 - 17.00 & e Earliest requested delivery 251202024 /e
Residential Business Residential Business International
Building / Floor / Unit Add from address book Building / Floor / Unit Add from address book +
Street address * Street address *
Suburb * City* Postal code Suburb * City* Postal code
Province * Province *
Gauteng v Select v

Step 2: Enter the contact details for both your collection and delivery address.

Step 3: Add your parcels details.

Please note that while local rates do not rely on weight or dimensions (see rates
guide for conditions), all national and international parcels must have exact
dimensions and mass for the quote to generate the correct cost.
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Contact details

Name *
.
Email *
H *
Mobile
]
D=v +27
What | can and cannot send
#  PACKAGE TYPE LENGTH WIDTH HEIGHT WEIGHT PARCEL CATEGORY ©
#1 Custom Box v 25 r 30 50 5 Clothing/ Textiles/ Foo...w [
#2 Smaller Box v s T 10 20 35 Electronics/ Electrical .. » [S)

+ Add another parcel

Click on Continue to go to rates.

Continue

Step 4: Select your special requests, choose your preferred service level and click
on Book shipment.

Special requests X

Do you want to add liability cover?
Liability cover — Rate depends on declared value

Declare value (max: R 30 000) (Excl. VAT)

R 10000

Do you have any special requests?

Chain stores - R 517.50

Cancel Continue to rates
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CONFIRM SERVICE LEVEL AND RATES

Sort by Cheapest ~ Fastest

Please note: \We only collect in this area on Wednesdays

Ship Logic Service (SLS)
You can expect express delivery. We know some guys )

Expected collection date \Wed, 31 Jan 2024
Expected delivery date Thu | Feb 2024 - Fri, 2 Fep 2024

R 100.00 inct. var

Economy (ECO)

Evnnrt Aalivnn: hatisman T 4 bicinaer Ao

Back
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x

Summary
Base rate R10000
TOTAL R100.00

& Download quote

Kindly print your waybill and stick it to your parcel for the driver to scan and

collect.

Your newly created shipment will now be available in your main shipment page.

Access and view your shipment details once it has been created successfully.

SHIPMENT CREATED SUCCESSFULLY!

Your waybill number is: GZWLL

Check your email (janedoe@albc.com) for further details and instructions.

‘ Kindly print the waybill and stick it to your parcel. ’

< € Track shipment > & Download wayhbill

Showing 1-3 of 3 shipments for the last 2 weeks

o a8 ACCOUNT 'WAYBILL NO.
SLIoo1 T3DN4B-R
sLicot Z6R46B
sLio01 BLHNKL

Page

STATUS
Collection assigned
Collection assigned

Collection assigned

of1

SERVICE CREATED

sLs 19 Jan 2024 1243

sis 18Jan 2024 1416

SPX 17 Jan 2024 2034
20 rows

°
=]
73

&d

B Bulkimport % Bulkactions v % Download CSV »

COLLECTION ADDRESS DELIVERY ADDRESS
cape town int airport, matroosf.. 125 dallas ave, Menlyn, Pretoria,
125 dallas ave, Menlyn, Pretoria,..  Takelot Johannesburg DC), Cnr.

125 dallas ave, Menlyn, Pretoria, 137 de bruyn, weavindpark, pre.
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HOW TO TRACK YOUR PARCEL

Tracking shows a record of events of a waybill, from submission and collection, to
delivery and POD creation.

If you would be liked to be notified of certain tracking events on your shipment,
then you can navigate to the settings page on your account and set your email
notifications so to always be up to date when a shipment reaches a particular

status.

T
-
! 4 Quick quote

© Track my parcel

Track my parcel

) Login Enter tracking reference

30 Waybill number

§ shiplogic

For any queries about your parcel(s), contact us at support@citisprint.co.za or +27 21 511 3105.

How to track your parcel
Navigate to your side menu and click on Track my parcel.

Enter your waybill number and click on Track.
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DELIVERED

I

M
|
I

CREATED COLLECTED IN TRANSIT OUT FOR DELIVERY DELIVERED
21 Aug 2024 22 Aug 2024 22 Aug 2024 22 Aug 2024
19:45 10:07 14:23 14:25
SHIPPING DETAILS
Waybill number X3F| Collection contact The Bear
Service level Local Overnight (LOF) Delivery contact Geo

Hubs PTA - JNB

THURSDAY, 22 AUG 2024

22 Aug 2024 14:25 Delivered
Recipient details entered and POD file(s) captured

22 Aug 2024 14:23 Out for delivery

22 Aug 2024 12:39 At hub, PTA
At PTA hub

22 Aug 2024 10:07 Collected

WEDNESDAY, 21 AUG 2024

21 Aug 2024 19:45 Submitted

SHIPMENTS

Continuing from the previous section, the Shipments section allows you to create,
view, edit, and cancel shipments in one place. These shipments can be sorted or
viewed according to various filters that are set at the top of the page and selected
in bulk for large-scale edits.

b .
‘w ® SHIPMENTS © Reset filters Saved filters - + Create shipment
seach 2 | (@
Search waybill no. Status Date type Period
2o Ops dashboard "
P Q 32 selected - Time created - Today -

® Shipments
™ Maps Y Advanced filters « KX Expand «
W Hub scanner
8 Interhub manifests Showing 1-20 of 20 shipments for the today & Bulkactions v B Bulkimport L Download CSV v C Refresh
B Address book < -] ACCOUNT STATUS SERVICE WAYBILL NO. COLLECTION ADDRESS
% Tools . . "

2430 Collection assigned ECO AZM386362A 14 Hall Drive, Lamontville, Chats
8 Billing 2430 Collection assigned Lcs AMZ250660GR 41 Hely Street, Ndabeni, Cape Tc
* Accounts = =

2430 Collection assigned X AMZ800430A 4 Assegaai Crescent, Onverwacl
i Users

2430 Collection assigned LCs AMZB800426A St Martini Apartments, 74 Quee

$ Rates and estimates

eports
Previous Page | of1 100 - Next
ttings v
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How to import shipments in bulk
Open Shipments in the left-hand navigation menu.

Look for Bulk import on the right-hand side of your shipment table.

® SHIPMENTS © Clearfilters  Saved filters - + Create shipment
Search Filter by status Filter by date type Filter by period
Search waybill no. Q 2] selected - Time created v Last 2 weeks
Advanced filters
Select filters
0 shipments for the last 2 weeks B — Bulkimport & Download CSV

ACCOUNT WAYSBILL NO. STATUS CREATED ©  COLLECTION ADDRESS DELIVERY ADDRESS

No raws found

Click on Bulk import and download the template from the next page.

Complete the template by filling in the the required shipment information in every
column. Save and upload your template to continue.

Upload CSV or Excel file

Drag and drop a file in this area, or click here to select a file
to upload from your computer.

e ———
L T ——

.

S - o

Download CSV template

Download Excel template

Complete your shipment info as accurate as possible and ensure that your address
and parcel details are captured correctly

Download your templates here and upload them to your client portal

CSV template

Excel template

Drag and drop your file onto the bulk importer page or click in the upload block to
open your files from your device.
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Shipments will be created automatically on the next page after you have uploaded
your file

View the status of your imported shipments by scrolling to the right of your
import table.

Click on a shipment with an error to open, then view the error and fix where
needed.

Filter by upload status

All 4+——

Showing 1-5 of § shipments B Download all waybills
RANGE EARLIEST ECTION COLLECTION ADDRESS DELIVERY ADDRESS NO. OF PARCELS PLOAD STATUS DOWNLOAC

0.00 Error w

0.00 Error = w

000 24 Aug 2022 Success F 3

)00 Erro [

0.00 24 Aug 2022 Success &

Could not create shipment - Error: Shipment with the custom tracking reference ABC12345 already exists Complete shipment

Last step will be to download all your waybills in bulk or individually once all your
shipments are successfully imported.

Note that you can remove shipments from the import list if you can’t fix the error

—_—T B Download all waybills

UPLOAD STATUS DOWNLOAD
Error - [
Error - [
Success &
Error - [
Success &

QUOTE

New shipment

‘!mugil!i!!!i "
e ORER SERICES

£

Address Citisprint (Pty) Ltd Account  Guest (AHA001)

Unit 17 Rosbur Park
Neptune Street,
Paarden Eiland Quote expires 06 Jul 2025
P.O. Box 5178,

Cape Town,

8000

Date 06 Jun 2025

Contactno. 0125113105
Registration no.  2021/757428/07
VAT no.

Collection address Delivery address Parcels

10 Ajax Street 73 South Road 40 x30 x5¢cm — 1kg x1
Dalview Table View

Rraknan Cana Tawn
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You will now be able to view all these shipments from your shipment page

What to do if your address could not be found
When creating a shipment and you cannot find the collection or delivery address.

A modal will pop up with your requested address and a Google Maps search option.
You can use this page to search for your address using the search bar provided.

Once your address is found and pinned on the map, use the Pin to drag and
drop your address into the perfect spot. This will override the original address input
and replace it with your newly pinned coordinates to ensure the driver knows where
to go

Couldn't find the delivery address X
We couldn't find the delivery address. Search for the delivery address and drag and drop the pin to the correct
location on the map. Alternatively, refine the address and try again.

Address ABC street, 1234, city, GP, South Africa

Search Google Maps Q  x

éouth Africa’

Cape Town Ggeberha
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Couldn't find the delivery address X

We couldn't find the delivery address. Search for the delivery address and drag and drop the pin to the correct
location on the map. Alternatively, refine the address and try again.

Address ABC street, 1234, city, GP, South Africa

Abc Street, Elandia, Kroonstad, Soutk @ x

1S 29V

1S 29V

15 9qV

ller St Carl Preller St Carl Preller St Carl Preller St _‘I‘_ |

29

Google

Keyboard shortcuts Map data ©2023 Xf.riGIS (Pty) Ltd Terms of Use Report a map error

—;

When you are happy with your address then you can click on Get rates to see if you
are now getting rates for your shipment.

Cancel

Note that you might be able to refine your address by making sure you have
filled in all the fields correctly and as accurately as possible. Google will always try
and find you the best match based on the information you provide.

How to view and access your shipments

Open Shipments in the left-hand navigation menu.

Click on a shipment to open and view information regarding that shipment OR
right click to access the shipment’s Quick menu option.
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SHIPMENT: 4IPMSS / AZM386362A pusrmmmEmnIm e~ sz C© x

Custom tracking ref. AZMISEIIA /7 Shipment handled by Internet Dapress

Customer reference ATMIBEW2A 7/ Service level Economy (ECO)
Account  Amazon Development Center (Pty) Ltd (2430) / Hubs IE DON —~CS-CPT /
Created Fri 6 Jun 2025 111 by PAT.OPS Delivery routing number COT.WC2 /

Tags Select - POD mathod CaV /

Status  Collection assgred

% COLLECTION % DEUIVERY

Oriver rternet Cxpress (in - @ Driver Cinton van der Der - @

Service collection outof! Fri, 6 Jun 2025 %00 Earliest requested delivery Wed 11 Jun 2025  /
- . Fxnected delhvery 5ol 1L 2025 - Tie 17 3in 205 0 7

Open your shipment settings by clicking on the gear icon to access more
features.

SHIPMENT: 41PMSS [ AZMIBEIE2A NEnmnmmem == =
4 Download waybill
0 ®
51 jetalls M Download [ print stickor
B Cownkoad rate summary
Camtom tecking el ATMIBCEAMIA Shigrment han
0 Manage P00 files
Camtarsai reference ACMIBLMIA Service lovel [
= View tracking svents
Acrount  Amaron Develsprment Cerer (Pry) Lid [2430] Hubs |E DEM -
& View communication log
Created Eri & Jun 3025 1111 by BAT.O8% Dalivary routir
B View audit trail
a Salect = POD mathod
it - B Show original shipment details
satsm Tl oy Track this shipment
® Duplicste this shigrment
4 Croate return shipmant
B COLLECTIO B DEU
N & Cancel shipmant
Eirhvu iFtiirest Cxpress [in = @ (=00 Cliriom vars dies B = @

How to view notes on your shipments
Open Shipments in the left-hand navigation menu.

Look for the note icon next to a shipment. Hovering over this icon will indicate the
note count.
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® SHIPMENTS
Search Filter by status
Search waybill no. Q 21selected

Advanced filters

Select filters

Showing 1-4 of 4 shipments for the last 2 weeks

ACCOUNT WAYBILL NO.
TESTSTEOOO! 36QVSs
y(oom SL199503
J ~ TESTSTEOOO1 SL199502

This shipment has 1note SREEIT]

Filter by date type

Time created -

STATUS

Delivered

Collection assign...

At hub

Cancelled ©®

CREATED

28Jun 20221312

28Jun 20221312

28Jun 20221312

28Jun 20221312

Page 1 of1

Filter by period

Last 2 weeks

COLLECTION ADDRESS

Ship Logic, 125 Dallas ave, menlyn, pretoria, G...

© Clear filters Saved filters

Online Portal User Manual

v + Create shipment

B Bulkimport & Download CSV

DELIVERY ADDRESS

Ship Logic, 125 Dallas ave, menlyn, pretoria, G.

Ship Logic, 125 Dallas ave, menlyn, pretoria, G...

Ship Logic, 125 Dallas ave, menlyn, pretoria, G..

20 rows

Cape town int airport, matroosfontein, cape to...

Cape town int airport, matroosfontein, cape to...

To view these notes, open your shipment and scroll to the bottom of your screen.
There you will see the external notes made by the courier.

Notes

courieradmin- a day ago

28 Jun 2022 13:29

External

Dear client

Collection will be done tomorrow

Please Note: There is a possibility that these notes have been sent to you via
email. You can contact the courier for more information if you did not receive these

note updates.

How to download notes on your shipments

Open Shipments in the left-hand navigation menu.

Click on download CSV and choose the notes. A file

you containing data on the shipments with notes.

Showing 1-26 of 26 shipments for the last 2 weeks

< o @  ACCOUNT

PRICO!

2PICO!

2PICOT

PPICO!

WAYBILL NO.

H7FCCR

WXZN4F

JIKCMXG

LNLS7H

STATUS

In transit

In transit

In transit

In transit

CREATED

30 Oct 2023 09:38

30 Oct 20231007

30 0ct 202352

30 Oct 20231327

will be downloaded or emailed to

§ &§ & 8o

—_—

B Bulkimport % Bulkactions + ( & Download CsV » )

COLLECTION ADDRESS
om———

Two Oceans Aquariumm, Dock Road,

Two Oceans Aquarium, Dock Road,

Two Oceans Aquarium, Dock Road,

Two Oceans Aquarium, Dock Road,

| W Download shipments CSV

P Download notes CSV I

Menlyn Park Shopping Centre, Menl...
Menlyn Park Shopping Centre, Menl

O.R Tambo International Airport, 1.

Look for the CSV file in your inbox and open it to get all the notes on your shipments

Where to print your waybill
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Either download and print your waybill directly after you have created your
shipment or go to Shipments in the navigation menu and open the relevant
shipment there.

By clicking on the gear icon
click on Download Waybill.

in the top right corner, you can open settings and then

SHIPMENT: 49H / TCG12345678

Click here to download your wayabill

C Refresh “ I'y [ %2
& Download waybill

i= View tracking events
Destination hub INE 9

Service level cal Overnight Fl €© Track this shipment

I8 Duplicate this shipment

Created by tcgacc-37058

Created on 26 Nov 2021 21:05 4 Return this shipment

Status Collection assigned © Cancel shipment

A PDF file containing the shipment waybill and barcode for scanning will download to
your computer.

You can Print the wayhbill once it has been downloaded.

Allow any pop-up warning that you might get once and then redownload the
waybill

<2 [ NI

P | 0¥ 1
L
A ————

S
e n e £CAD
(L]

m
maaas

How to download multiple waybills in bulk

If you need to download and print waybills from multiple shipments.

Go to your shipment page and select the relevant shipments by ticking the boxes
next to them

Showing 1-13 of 13 shipments for the last 2 weeks B Bulk import ( & Bulk actions v ‘f & Download CSV

] B  ACCOUNT WAVYBILL NO. STATUS CREATED ©  COLLECTION ADDRESS Applies to selected shipments
Cancel llected
PPIOO! SBCWCH Collection assign.. 6 Dec 20221133 3h  uAfricacom, TI6 Lois Avenue, Menlyn, Pre. pnce. Yncorects: 2081,
shipments
° / PPIOO! 410T1481947700100033 Collection assign...  6Dec20220835  &h  Two Oceans Aquarium, Dock Road, Vieto.. [~ nload waybllls P
PPIOOT Z3HRCB Collection assign... ~ 1Dec 20221411 d  Two Oceans Aquarium, Dock Road, Victo.. — Menlyn Park Shopping Centre, Menlyn, P.
PPIOOT 3pcQeB Delivered 1Dec20221306  5d  Two Oceans Aquarium, Dock Road, Victo..  Menlyn Park Shopping Centre, Menlyn, P.
PPIOO! MXSQCB Collected 1 Dec 2022 13:00 d  Two Oceans Aquarium, Dock Road, Victo..  Menlyn Park Shopping Centre, Menlyn, P,
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Click on Bulk actions on the right and select download wayhbills.

Your files will be downloaded in a zip folder where you can access them individually.

How to view a POD and keep track of individual
shipments

Select the relevant waybill and open to view the shipment details.

1. Open the gear icon in the top right corner of the screen.
2. Click on View tracking events.

Switch between shipment and parcel tracking by clicking on the different tabs.

POD images and digital signatures will be visible and can
be downloaded directly from the tracking page.

NI C Refresh 2 & &+ x

3 Download wayhbill

i= View tracking events

€© Track this shipment

I8 Duplicate this shipment

TRACKING EVENTS C Refresh X

Shipment NN9-R Parcel NN9-R/1 Parcel NN9-R/2 Parcel NN9-R/3 Parcel NN9-R/4

%

9 2021-11-1713:54 e, R
Submitted o % likey Rd J
Updated by

9 2021-11-2713:36 "0€rs0l pg Habanero Menlyn

Wz Schisanyama
Collected ' a Kely;,
Updated by Baobab Cafe & Grill
Samsung Storeo 9 e
Delivered - Menlyn Parko
10pping Centre g0 y 4
Q 2021-11-27 13:36 Ayepyep s:"

X Lifestyle Lounge S
Delivered 1a Ry ©
Updated by BB Ford Menlyn o o

= @ Menlyn Maine
[0} 2021-11-27 17:59 T Gobie Rd al Central Square
. Fitness Menlyn S
POD file(s) captured ' y ind The Capita
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C Refresh X

D IR Y SR Y " (& ]
Delivered Menlyn Pu:ho
ioppng Centre [o|5] Y]
9 20211271336 Ayepyep o
Delivered Lifestyle Lounge
LEinered s R
Updated by ks BE Ford Menhm o o
: "; Mfrﬂjn WMaine '
§ 202-N-27 1753 % oty *:' Ceniral Square
Fitness Manlyn L
POD file(s) captured ¥ The Capita
Delhvered Menlyn Maind
Updatad by E
8 i Menlyn Central
Post Offi
McDonald's Menlyn il S
Retall Crossing Drive
- — — —— e | = G le g Time Square Casino
R— repa— - ooge o, Neyboard shoncuts  Map Data  Terms of Use  Report o mag emor
i it —_———,
: e WL
= = b
= ==
i % 5%
T !—'-i:- —— Sl L oo

Additionally, you can also click on the menu option called Track this shipment.

This will take you to the shipment tracking page where you can track waybills and
share tracking links.

TRACK MY PARCEL

Enter your tracking reference to locate your parcel.

TCG24681000

Tracking information

Order created Shipped
23 Nov 2021 23 Nov 2021

TUESDAY, 23 NOV 2021

1:42:37 PM

1:41.08 PM

Delivered

Recipient details entered and POD file captured

Out-for-delivery
On my way" SMS sent by the driver - 10 mins

Out-for-delivery

Collected

Delivered

PODs will be sent to you as attachments via your delivery email.
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Please click below to download your proof of delivery files:

Download POD file 1
Download POD file 2

How to get a digital POD

Select the relevant waybill and open to view the shipment details.

1. Open the gear icon
tracking events.

2. Scroll down to the delivered tracking event and click to download the digital

POD

¢ Delivered
Date: 2023-02-071519:06

PIN entered successfully
Updated by:
Download digital proof of delivery

See location

Copy coordinates (-26.1303, 27.9448)

Parcels: 1
@
v
i)
a
c .
. £ ° Frikkja
3 Cintocare
f -
£ I
& . Central
s ; Square Uﬁk
- (=] =’ rs icks
2 K, =
® FNB

ributors,. ODbL

Location: 25.785281° S, 28.278759° W PIN entered successfully &

DELIVERED BY
Driver: dandriver
Date: 16 Jan 2023 15:35

in the top right corner of the screen and click on View
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A new tab will open with the POD where you can either download or print the file
directly from your browser. Additionally, the digital POD will also be sent via email to
the sender and receiver upon delivery.

Please note that a digital POD will only be available once the shipment has
been delivered by a driver

How to search and filter for shipments with a POD
Go to the shipments page and open the advanced filters.

Search for POD and select All.

® SHIPMENTS © Clear filters Saved filters -
Search Filter by status Filter by date type Filter by period Select month
Search waybill no. Q 21 selected v Time created v Specify month v October 2022
Advanced filters Shipment has POD
Shipment has POD - Yes v —
Showing 1-100 of 50 000+ shipmentsfor the selected month B Bulkimport % Bulkactions v & Download CSV
P o & Accou WAVYBILL NO, STATUS CREATED ° COLLECTION A DELIVERY ADDRESS
a MARG4! ZLM4BB Delivered 310ct20222359  Imo La Camargue, Gra.. 20 La Provence, Disa Road, Gordons Bay, Cape Town, 7140, WC, South Afri
a LvB002 ZPQ3BB Delivered 31 0ct 2022 23:58 mo Luckhoff Voere,5..  Grain Carriers, 2 Arum Lilly Street - Fisantekraal, Durbanville, Cape Town, ...
-] SCB2JO WDN4BB Delivered 31 0ct 20222357 mo 43 DOLWENIAVE,.. st Rd, Glen Marais, Kempton Park, Johannesburg, 1619, GP, South Africa
a NP2IRO XTK78B Delivered 310120222356  Imo Ngotini Innovatio..  Brandvlei Correctional Services, R43 Between Rawsonville and Worcester..

Open a shipment and go to the tracking events to view and download the
attached POD.

How to view communication logs for your shipment

Select the relevant waybill and open to view the shipment detalils.

1. Open the gear icon in the top right corner of the screen.
2. Click on View communication log.

All communication sent out regarding this shipment will be saved in the
communication logs.

Communication logs are proof that emails and/or SMSes went out successfully

NN © refresh @ x

& Download waybill

i= View tracking events

% View communication log
© Track this shipment

I Duplicate this shipment

f4 Return this shipment
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How to duplicate a shipment
Select the relevant waybill and open to view the shipment details.

1. Open the gear icon in the top right corner of the screen.
2. Click on Duplicate shipment.
3. Create a new shipment with the same shipping details

IE Duplicate this shipment

For those recurring shipments with the same details
N
TE ) TCG87654321 Collection assign... 27 Nov 20211824 r 116 Lois Avenue The Courier Guy - Joha

STEOOO! TCG12345678 Collection assign... 26 Nov 2021 21:05 2 116 Lois Avenue The Courier Guy - Joha

How to return a shipment

Select the relevant waybill and open to view the shipment details.

1. Open the gear icon in the top right corner of the screen.

2. Click on Return this shipment.

3. A new shipment is created where the collection and delivery details are swapped,
ready to be returned to the sender.

4. Note the new waybill number assigned to the returned shipment.

f2 Return this shipment

Note the new waybill number assigned to the returned shipment.

How to cancel a shipment
Select the relevant waybill and open to view the shipment details.

Go to Shipment settings by clicking on the gear icon and then Click on Cancel
shipment.
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SHIPMENT: 49H / TCG12345678

Destination hub Ing ¢

Service level Local Overnight Fly

Created by stephan-+t 370580

Created on 26 Nov

Status Collection a

Custom tracking ref. TCG12345678

Online Portal User Manual

C Refresh Z A
& Download waybill
i= View tracking events

© Track this shipment

I8 Duplicate this shipment

#4 Return this shipment

0 . © Cancel shipment
Click here to cancel your waybill

Cancel shipment

X

Are you sure you want to cancel this shipment? Any
pending collections and deliveries will be cancelled.

Cancelling the shipment will reverse the charges.

Cancellation reason

Select a reason

Keep shipment

B

ncel shipment

Read the pop-up carefully and select a reason for your cancellation.

Either cancel or keep the shipment to complete the action.

& Billing

Shipping charge reversal

Charges will be reversed automatically

-

Please note: A shipment can only be cancelled if it hasn’t been collected yet.

How to cancel shipments in bulk

If you need to cancel multiple shipments at a time

Go to your shipment page and select the relevant shipments you wish to cancel.

Click on Bulk actions and select Cancel uncollected shipments

Showing 1-13 of 13 shipments for the last 2 weeks

-] -] ACCOUNT

PPIOO1
/ PPIOOY
PPIOO!
PPIOOY

WAYBILL NO.

S8CWCH

41011481947700100033

Z3HRCB

3PCQCB

STATUS
Cancelled ©
Collection assign..
Collection assign...

Delivered

CREATED

6 Dec2022M:33

6 Dec 2022 0835

1Dec 2022141

1Dec 202213.06

B Bulkimport (% Bulk actions ~ ) & Download CSV

COLLECTION ADDRESS

UAfrica.com, T16 Lois Avenue, Menlyn, Pre...

Two Oceans Aquarium, Dock Road, Victo..

Two Oceans Aquarium, Dock Road, Victo.

Two Oceans Aquariurm, Dock Road, Victo..

Applies to selected shipments

Cancel uncollected
shipments

& Download waybills

081,

m,P.

Menlyn Park Shopping Centre, Menlyn, P.

Menlyn Park Shopping Centre, Menlyn, P.
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Note that you can only cancel uncollected shipments. This action will reverse the
shipping charges on the selected shipments

How to navigate and filter on your shipment page

Your shipment page provides you with all the info you’ll need regarding your

shipments.

Navigate to this page by clicking on the Shipments tab in your left-hand menu.

© Resetfiters  Ssved fiters

You’ll see that you can use this page to search for your waybills and to set some
custom filters which you can save to use every day.

You can also simplify your daily check-ups by saving these custom filters for those
shipments that are usually hard to find.

% SHIPMENTS

Search waybill no. Status

Q 26 selected

[¥ s

Search collection address

Q
Search customer ref.
Q
Search waybill no. Status

Q 26 selected

Y Advanced filters <

Showing 1-11 of 11 shipments for the last 2 weeks

o ACCOUNT

Date type

- Time created

Search delivery address

Search contact

Date type

- Time created

WAYBILL NO. STATUS

+ Create shipment

© Reset filters Saved filters -

Period

- Last 2 weeks -

K Collapse =

Search service level code Search parcel tracking ref.

Q Q Q
Has POD Has been rescheduled
Q Select - Select -
Period
- Last 2 weeks -

X Expand ~

@ Bulk actions + B Bulkimport L Download CSV v | C Refresh

SERVICE COLLECTION ADDRESS DELIVERY ADDRESS

SLIoO1

9VF71B

Collection assigned SLS

125 dallas ave, Menlyn, Pretoria, cape town int airport, matroc

Page 32 of 60



Online Portal User Manual

Save filter set X

Filter name

eg. Problematic items

Cancel Save

Additionally, you can create shipments directly from this page and also download
a list of all shipments made thus far.

4+ Create shipment

3 Download CSV

How will your parcel be delivered using a One-Time-Pin
Ship Logic uses OTP pins to confirm delivery.

Delivery will take place as normal but drivers won’t have physical waybills to sign
anymore.

Shipment NM36WB: Out for delivery

Hi

Good news &,, Your parcel from Ship Logic Inc. is currently out for delivery and is scheduled
to reach you before the end of the day!

We're excited to let you know that Stage driver will be your delivery hero today. Upon delivery,
present your PIN to the driver to ensure a secure delivery.

Delivery PIN: 963

We kindly request you to take a moment to double-check that your delivery address is accurate.
Your satisfaction is our priority, and we want to make sure your parcel reaches you without any
hiccups.
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Demo Couriers: Hi, your parcel
(BN9P3) from Two Oceans
Aquarium is out for delivery.
Delivery will be attempted
before the end of the day.

Proof of delivery PIN: 835
Track delivery https://demo

.shiplogic.com/track?ref=
BN9P3

23 May, 16:18

This unique OTP pin cannot be accessed or viewed by the Courier or
anyone else, ONLY by the receiver of your parcel.

The courier driver will have the option to resend the pin should your receiver not have
the pin.

This pin will act as proof of delivery, no signature required. Using the pinis a
safer way to confirm delivery for both your receiver and the courier.

The courier driver will require the OTP pin at first but will also have other options
for delivery should your receiver not have the pin for any reason.

Your shipment will be updated with the latest tracking message after delivery
has been successful.

Latest tracking message PIN entered successfully
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ADDRESS BOOK

For ease of access, commonly used addresses can be saved in the Address book.

Online Portal User Manual

These can then be edited or deleted whenever necessary. Your address book can be
accessed while creating shipments to speed up the process. Manage all your
addresses from one central point.

ﬂ" T
=
& o

2 Ops dashboard

Search

® Shipments

m Maps

i Hub scanner

B Interhub manifests
B Address book

¥ Tools

B Billing
% Accounts

% Users

$ Rates and estimates

eports
ttings -

Philip Greeff
Admin «
Log out

B ADDRESS BOOK

[ Q Add new address
Residential Business
Citi-Sprint Couriers
Citi-Sprint Couriers, 17 Neptun... Address

Enter a location

Enter address manually
Special instructions

eg. Ring bell at door

Cancel

+ Add address - 3

International

(Optional)

How to add a new address to your address book

Add new addresses to your list of saved addresses in a few easy steps.

Start by clicking on Add address in the top right-hand corner and then completing
the new address information below.

- @

2 Ops dashboard

Search

B Shipments

m Maps

M Hub scanner

¢f Interhub manifests
B Address book

* Tools

B Billing
% Accounts

aF Users

$ Rates and estimates

eports
ttings -

Philip Greeff
Admin «
Log out

B ADDRESS BOOK

Add new address

[ a

Citi-Sprint Couriers
Citi-Sprint Couriers, 17 Neptun...

Residential Business

Address

Enter a location

Enter address manually
Special instructions

eg. Ring bell at door

Cancel

+ Add address - 38

International

(Optional)
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You can search for your address using the auto-search option. If you cannot find the
address you’re looking for, then you can manually enter the address in the fields
provided.

We require that you at least have a street address, province and suburb.

This is to ensure accurate collection and delivery by the courier. Your address will be
geocoded and submitted to the courier for rates. If you do not get any rates, retry
you address or contact the our support for assistance.

Click on Save and verify to continue.

If you struggle with your address, try searching for it on Google maps
first and then fill in the fields accordingly.

Upon verifying your address, you’ll be able to view the map and see if it’'s correct.
Here you can move the pin to the correct location OR search for the correct address
in the Google search bar.

Verify address location

Is the map marker in the correct location? If not, drag and drop the marker to the correct spot on the map.

uAfricacom, Dallas Avenue, Menlyn, | Q. x —

New Hope School €

The Regency Apartment
Hotel | Menlyn g
2 orsol R

PHEN PARK MENLYN

Menlyn Park

Asuien Shopping Centre

GARSTON AW

“a14,  Sky Bar Menlyn
2

Capital
Menlyn Maine

m
Menlyn Maine
Ung, Summit Gnllando - Cenlr@uare@ =)
. ! A

Time Square CasinaQ 5
Garsfontein Police Stanono K

Virgin Acuvev
Gym Menlyn §
Jimmy Laerskool Garsfontc

AvesPark .
PR S —
Zita Pavkc

JLd  Terms of Use

LOOF
K

Google

Cancel Save address location

Lastly, you have to option to set an address as your default collection address.
This address will be auto-populated when creating a shipment

Click on the toggle(s) to change the selection.

Use as account's default collection address

x Set as personal default collection address @

Cancel
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All new addresses are automatically added to your address book. This
allows you to easily choose addresses for future shipments. You can disable this
setting by going to your settings page

How to set a personal default collection address

Apart from the account’s default collection address, you can also set a default
collection address for your user.

This is the default collection address that will be used for your user when creating
shipments

Search Q o
[ Q Add new address
&0 Ops dashboard
| Shipments Residential Business International
Citi-Sprint Couriers
mW Maps Citi-Sprint Couriers, 17 Neptun... Address

i Hub scanner Enter a location Q x

¥ Interhub manifests
Enter address manually

B Address book
Special instructions (Optional)

3% Tools
eg. Ring bell at door

B Billing

Cancel

* Accounts

aF Users

$ Rates and estimates

eports
tings -~
Philip Greeff

Admin «
Log out

How to import addresses in bulk

Using a template, you can import a bunch of addresses all at once. These addresses
will be added to your existing address book and can then be used when booking
shipments.

Start by going to your address book and clicking on the dropdown settings found in
the right-hand corner of the screen

B ADDRESS BOOK

B View imported addresses

i B Import
Q Add new address

Ship Logic Residential  Business  International

e Ship Logic, 125 dallas ave, Menlyn, Pretoria, GP, South Af...
Ship Logic Building / Floor / Unit

Francis
° 11 robin drive, fourways, Sandton, GP, South Africa

Francis

Street address *

On the next screen, click to download the template that you’ll be required to
complete and upload when done.
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Import addresses x

To import adaresses, ensure that the file is in the correct format.

An example of the format can be downoaded here. The file can either be in CSV or XLSX format.

Cancel

Use the example found in line one and complete the rest of the sheet. Be sure to
remove line one when done.

Please ensure that you have correctly added your address info to the sheet.
Grammar plays an important role. Your address info will be sent to Google Maps for
Geocoding so make sure your info is accurate enough to be successfully geocoded.

SW Address type C /Building / Floor / Unit |Street address |Suburb |City | Postal code | Province |Special | Contact name | Contact email | Mobile number !
PAll Business/Residential | Company A 1123 Street 'Menlyn Pretoria | 181 Gauteng |Please ask for ... | Jane Doe |jlane@fake.com | 27821234567J
3 J
4 |
5 !
6 1

Save your template when done. You can then use this saved template and upload it
to your account. Go back to Import addresses and click on Upload file.

Once uploaded, you’ll get a preview page to confirm your submission. Take note of
the failed addresses that will not be imported. These invalid addresses will not be
geocoded and will have to be fixed in the template to ensure successful uploading.

Import addresses x

To import addresses, ensure that the file is in the correct format

An example of the format can be downloaded here. The file can either be in CSV or XLSX format.

Cancel
Import addresses x
2 addresses will be imported
TYPE COMPANY / BUILDING .. STREET ADDRESS SUBURB ay SPECIAL NAME NUMBER EMAIL
Resicential Cormpany A 125 Dallas ave Menlyn: Pretoria Cauterg Foot al the gate John Doe P713456789 fake@fake com
Business Company B 140 Corobay Ave Menlyn Pretoria Gauteng 8th floor Jane Doe 27123456789 fake@fake.com
Invalid import
TYPE COMPANY / BUILDING .. STREET ADDRESS SUBURB ciry SPECIAL NAME NUMBER EMAIL
Company 123 street. Gauteng Mr Client. foke@fakecom
Cancel

Click on Import addresses to complete the upload.

Your import will now be processed. This step might take a few minutes depending on
the amount of addresses that you are importing.

Tip: Refresh your page to monitor the status of your upload. It should change
from Pending to Success
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B ADDRESS IMPORT

Import details

Import date 12 Jul 2023 1118
Status  Pending

Imported by steph

—

The addresses for this import are being processed

B ADDRESS IMPORT

Import details

Import date 12 Jul 20231118
Status  Success

Imported by steph

Imported addresses

TYPE COMPANY / BUILDING ... STREET ADDRESS SUBURB <y SPECIAL NAME NUMBER EMA
Residential Company A 125 Dallas ave Menlyn Pretoria Cauteng Hoot at the gate John Doe 27123456789 fake

Business Company B 140 Corobay Ave Menlyn Pretoria Cauteng 8th floor Jane Doe 27123456789 fake

Failed address imports

0o

Your addresses will now be imported and saved to your address book for future use.

Note that you can also view your previous imports by going back to your address
book settings and clicking on View imported addresses

B ADDRESS IMPORTS

Search import ID From To
Q20230612 v 2023-0712
Showing 1-3 of 3 address imports for the selected 3 days
IMPORT ID IMPORT DATE SOURCE STATUS
34 123u12023 118 steph Success
2 273un 20231559 steph Success
1 273un 2023 1554 steph Success

Page 1 of 20 rows

How to edit an existing address
Navigate to the side menu and select Address book.

Search for your address in the provided search bar or select the relevant address
from the list and then click on the address you wish to change.

ADDRESS BOOK

Search Q

Ship Logic
e Ship Logic, 125 Dallas Avenue, Menlyn, City of ...

Ship Logic
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Residential Business International

Company / Building / Unit

Ship Logic

Street address

125 Dallas Avenue

Suburb * City * Postal code
Menlyn City of Tshwane Metropol 0181
Province *
Gauteng v

Special instructions

8th Floor - Menlyn Central Office tower

Name Email
Ship Logic stephan@shiplogic.cor
x Use as default collection address

How to delete an address

Select the address you wish to remove.

Are you sure you want to delete this address?

Delete

Online Portal User Manual

Change the address where needed and click on Save and verify to save your
changes.

(Optional)

Mobile number

or eg. +27 83123 4567

Search for your address in the provided search bar or select the relevant address
from the list.

Click on the Delete button to remove the address from your book.
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MY PROFILE

The My profile section contains your individual user information.

This information can be edited at any time.

‘Mﬂ;' 2 MY PROFILE

e uv

Search Q \( :";

Contact details #
& Ops dashboard

W Shipments Name Philip Greeff

Contact number +27742585374
W Maps

W Hub scanner Email philip@citisprint.co.za

i Interhub manifests

B Address book & Two-factor authentication (2FA) via authenticator app

3 Tool ) . . , .
i Two-factor authentication adds an additional layer of security to your account by requiring more than just a password to log in. Once enabled, you will
need to enter a 6 digit code generated by an authenticator app of your choice.
B Billing
Enable 2FA
* Accounts
aF Users

$ Ratesand estimates

eports
tings -
Philip Greeff

Admin «
Log out

How to change your personal contact details

Go to My profile in the left-hand navigation menu.

Click on the blue pencil icon next to Contact details to edit.

MY PROFILE

@ Account Holder Click here to update your details
Contact details ¢

Account Holder

MY PROFILE

0 Account Holder

Contact details
Name

Account Holder
Contact number

012 804 5088

Email address

Click save when done

Cancel Save

Edit the relevant details and click on Save to save your changes.
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How to change your password
Go to My profile in the left-hand navigation menu.

Open your profile settings  in the right-hand corner of the page and click
on Change password

MY PROFILE —_— (&)

& Change password
° Account Holder

Contact details o

Account Holder
you@examplecoza

Confirm your current password and then enter your new password.

Click on Change password to save.

Your new password will be required next time you log in

Change password x

Enter current password

®
Enter new password
too short
Cancel Change password
T Welcome to Citi-Sprint
© Track my parcel
4 Log in ‘gg
310 LOGIN
Email
|
Password
@
Forgot your password?

Do not have an account? Register here.
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ACCOUNT

The Account section contains information about your company account. This

includes billing information, certain transactions, and the details of each of your
associated users.

ﬁ;,;ﬁ % DE NOVO Get statement Balance: R 2,801.25 o -

Search Q o
. Account details Stats Billing Notes

2e Ops dashboard

% Shipments * Account details &
W Maps
Account status Open Tags -
W Hub scanner " i
Account is on hold No Support email
w8 Interhub manifests ~ .
Account name De Technical support email
B Address book
Account code Created by SYSTEM
* Tools - :
Started trading date 16 Oct 2014 OTP verified by -
8 Billing Tracking prefix OTP verification mobile number -
* Accounts Allow any tracking prefix No Time created 5Jun 2025
% Users Disable account in arrears checks No Last modified & Jun 2025
Branch CS-CPT

$ Rates and estimates

Current rate group Default grou

eports i gt
ttings -
Philip Greeff

Admin « W Additional account details &
Log out

ACCOUNT DASHBOARD
How to view some account analytics

You can view some stats on your account by clicking on the Main courier logo in
the top-left corner of your menu.

bl’: shiplogic |_ = DASHBOARD
\

4 Quick quote From To

= 2024-07-01 - 2024-07-31 v

Search a @&

This page will give you an overview of your shipping over a period of time, broken
up into the relevant service levels you choose to ship with.
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‘pﬁ I DASHBOARD Last updated 6 Jun 20257159
=
—_— Q ° Branch From To
Select « | 2025-05-06 + | 2025.06-06 . & Download CSV
s Ops dashboard
B Shipments
Shipments @ d: 1,14 Collected: 793 Delivered: 620

w Maps

220
i Hub scanner

165

of Interhub manifests

B Address book 1o
*® Tools
55
B Billing j g o
o < i T f T T T T
& Accounts 15/05/25 19/05/25 21/05/25 23/05/25 27/05/25 29/05/25 02/06/25 04/06/25 06/06/25
t -o- Shipments collected -o- Shipments delivered
# Users

$ Rates and estimates

s Billing transactions by type (excl. VAT) @ Turnover: R 205,347
{Julelg
ﬂmngs - 3 “"EM.I

Philip Greeff R22M7

Admin «

Log out R1IM

TOP UP ACCOUNT

How to Top up your account using EFT

Balance: R 0.00
Click here to top up account

Log in to your account and look for the Top up button below your balance.

Alternatively, go to your account page and click on Top up account and choose
between instant or manual EFT.

Top up account x

O Instant EFT Payfast=

((R200.00 ) ((R500.00 ) ((R1000.00 ) ((R5000.00 ) (EEELELD

Topup amount

R

Manual EFT

Cancel
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Top up account X
Instant EFT Pay/-'ast9

© Manual EFT
EFT the desired amount into the following bank account:

THE BANK
12345678

Use reference PPI001 and email proof of payment to support@shiplogic.com.

Please note: Manual EFT Payments can take up to three days to reflect in your account balance.

Instant EFT
Select your desired amount and then click on Pay now.

Secured and powered by Pagf'-ast €

You're in the sandbox. This is a testing environment used to ensure correct integration with PayFast. If unexpected, please contact the merchant you are trying to pay
to resolve the matter.

Account TESTSTE0001 Wallet funds

Payment total: R 200.00
You have a balance of R 1,265,772,759.11

Complete Payment

From balance -R 200.00
Remaining balanceR 1,265,772,559.11

Cancel transaction

You will be redirected to the PayFast payment portal to complete the top up.
Once successful, return to your account page to view your new balance and start
shipping immediately.
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Manual EFT

Use the information to EFT the top-up amount and then email the proof of
payment with references to the provided email address.

Please note that EFTs may take up to 48hours to reflect. Consult your bank
to find out more.

The Courier Guy will allocate payment once received.

Account top-ups and other transactions are recorded in the Billing transactions
tab and will also reflect in the relevant statements.

ACCOUNT DETAILS
How to add support contacts to my account

If your business has a support department, then you can add them to your account to
be notified of certain actions on your account.

% SHIP LOGIC INC. (SLIOOT) Balance: R 67.40

Account details Billing

# Account details 4

Account name Ship Logic Inc. Support email support@shiplogic.com

Account code SLIOO1 Technical support email techsupport@shiplogic.com

Your technical support contact will receive alerts on webhooks, whereas
your general support contact will be notified of certain tracking updates.

How to update your additional account details

You’ll notice that you have a section called “Additional account details”. This
section includes information the courier might require from your account. The fields
are managed by the courier and you can edit them by clicking on the pencil icon.

@ Additional account details '

Account type Business Account ID 1234567

Main contact Jane Doe Website URL -

How to add a new user to your account

Open your account, scroll to Account users and click on Create new user.

Showing 1 of 1 account user C Refresh
NAME USERNAME EMAIL ROLE CREATED LAST MODIFIED
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Fill in the relevant role, name, and email address of the new user.

Account User: This role is limited to only Shipments and Address book
Account SuperUser: This role can also access accounts and settings.

Account User (No billing): This role has the same rights as a normal account
user with the exception of not seeing ANY rate information e.g no account balance or
rates on service levels.

Create new user X
Role

Account User v

Name

eg.Jane Doe

Email

you@example.com

Click Create user to finalise this user’s creation.

Check the user’s email for the log in details. Ask them to follow the instructions and
complete the sign-in.

Only an Account Super User can edit user details.
How to remove a user from your account

Open your account, scroll to Account users.

Find the user you are looking to remove and then click on the profile to open.

=+ Account users

Showing 1-3 of 3 account users

NAME USERNAME EMAIL ROLE CREATED LAST MODIFIED

I Account Holder AccountSuperUser 5monthsago 3 months ago I

Jane Doe jane-87231 jane@tcg.com AccountUser 2 months ago

MANAGE USER

©  Contact details ) system details
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To completely remove the user from your account, click on the Delete this
user button in the right-hand corner of your profile page. This will remove the user
and their contact details from the system.

Tip: The username cannot be used again as it is saved in historical shipment data.
We recommend adding a numerical number to the new username should you need to
re-create the same user e.g adminl

Please note: You cannot delete your own user.

Delete user X

Are you sure you want to delete this user?

Cancel Delete user

User deleted x

@ The user has been deleted.

< Back to users

BILLING
How to view your account’s billing information

Navigate to the side menu, click on Accounts and open the relevant Account.

Click on the Billing tab at the top of the page. Here you’ll be able to see all billing
transactions, invoices and credit notes related to the account.
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‘w B BILLING

g

- " a @ Imported payments Imported credit allocations All invoices All credit notes

sSearc

2 Ops dashboard Search import ID Search bank Allocation Status

® Shipments Q Select - Select -
W Maps From To

i Hub scanner 2025-05-06 - 2025-06-06

of Interhub manifests,

B Address book
0 imperted payments for the selected 32 days

& Import payments C Refresh

*® Tools
IMPORT ID IMPORT DATE NO. OF PAYMENTS ALLOCATED UNALLOCATED TOTAL AMOUNT IMPORTED BY STATUS BANK
B Billing
No data
% Accounts
& Users
Pr Page 1 of 1 20 -

$ Rates and estimates

eports
tings -
Philip Greeff

Admin «
Log out

Total allocated RO.00
Total unallocated ROQ.00
Total amount R0.00

Billing details cannot be changed by an account user. You are only allowed to
enter your company VAT number. Once added, it cannot be edited again

Please contact your courier to discuss the terms and changing this information

How to edit your billing address and contact

Navigate to the side menu and click on Account.

Click on the pencil icon next to Billing address and Billing contact to edit each

respective field.

0 _—
Billing address ¢ Click here to update your details

116 Lois Avenue

Newlands

City of Tshwane Metropolitan Municipality
0181

Billing contact ¢

James Douglas
james@info.co.za
+2712 3456789

Enter the relevant details into each of the fields and click Save at the bottom of the

page.

How to download your invoices and credit notes

Click on the Billing tab at the top of your account page.

Scroll down and click on the Invoices and Credit notes tabs
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Invoices

Search Filter by status From To
& Download CSV

Unpaid
Paid

Paid

Credit notes

Search From To

& Download CSV

Use the search function to find invoices or credit notes and filter by date to narrow
your search.

Click on an Invoice or Credit note to open. Look for the Download PDF option
and then click to download.

TAX INVOICE: INVO01533 4 Download PDF g x

The Best Courier - Tax invoice

Provider billing address Invoice to Invoice date 16 May 2022
116 Lois Ave Account billing address Invoice due 15 Jun 2022
Pretoria 125 Dallas Ave
Gauteng Menlyn No of shipments 3
Contact no. 0129401066 Pretoria Status  Unpaid

0181

Email support@shiplogiccom

Registration no. 123456/123456

VAT no. 24681012

Invoice INV001533 : &

Invoice date 16 May 2022
Wvoice due 15 Jun 2022

No.of shipments 3
Suna  npas

Base Lstilty Rate Other  Sublotal  Sublots

e U or af debm awotnr  wmbe VAT TOW

2m 1000 en “n

0o o oo 1800

! » 0t 2
w00 . w200

How to get a statement for your account

Go to your account and click on Get statement in the top right corner of the page,
next to your active balance.
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Account details Billing

= Dashboand

W Shipments ®  Account details &
W Shipmant quotes Account nama D
8 Ada = focowmnt code
# Account
W Satting
A Additional account details &
B Wy inbos
Hiow il you hear about usT Weoed of Mouth
O Tiwck myy parce

Baiance B 2800 IE

0O

Account usors

Showing 1al | actouni uses

Online Portal User Manual

TEE Up Secosnt

Baksroe: B 180025

Support emadl

Technical support ermall

4+ Creats rens used

B Bulk impast O Ralreah

Enter the relevant dates in the pop-up and click on Get statement.

A PDF document will download to your computer.

Cet statement

From 2021-07-24 . To

Statement of Account

STATEMENT OF ACCOUNT

Citisprint (Pty) Ltd

Address Uit 17 Rosbur Park
Neptune Strest,
Paarden Eiland
P.0. Box 5178,
Capa Town,

Contact ne. 0118732867
Registration no.  2021/757428/07
Bank details

Date

Cet statement

De Novo Medica (DNMOG1)
VATno. 2074
Address

From  01.Jun 2025
To  30Jun2035

Description

01 Jun 2025

05 Jun 2025 Balance adjustment credit

Payable halance brought forward

-R2801.25

Yaur account is not in debit. No payment is required
Unallocated credit: R2801.25

120+ days 90 days 60 days

-R2801.25
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BILLING TRANSACTION TYPES

An explanation of the different types of billing transactions available.
1 Shipping charge

The initial charge on a shipment during the parcel sending process based on the
dimensions, weight, and service level.

Shipping charge reversal
Shipping charge credit
Payment

Payment reversal

Refund

Refund reversal

Admin credit

Admin debit

Promotional credit
Promotional debit

Balance adjustment credit
Balance adjustment debit
Bad debt write-off

Bad debt write-off reversal

=2 =24 _48_-0_0_9_9_95_42_°5_-°5_-2_-2-

SETTINGS

bZshiplogic % ACCOUNT SETTINGS

4 Quick quote General Shipments Notifications API keys Webhook subscriptions

Search Q

Company logo @
® Shipments
B Address book This logo is used on waybills sent to clients.
* Account

 shiplogic ¥
o Settings =shiplogic
My inbox i Drag and drop a file in this area, or click here to select a file to upload from your computer.
9 Bob Box locations
© Track my parcel
Balance: R 67.40
lick here 1o top up accow
Address book

30234

=

Account User

° 511001 - Ship Logic Inc.

Log out

Automatically add new addresses to address book
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GENERAL

£ ACCOUNT SETTINGS

General Shi Notificati API keys Webhook subscriptions

How to change your company logo

Navigate to your Settings and click on the general tab. Drag & Drop or select an
image from your device. Once the file is selected, click on Upload and set your new
logo.

Company logo @

This logo is used on waybills sent to clients.

Drag and drop a file in this area, or click here to select a file to upload from your computer.

Company logos will appear in shipment waybills and in emails sent by the

system.

2 6% shiplogic [[[[I]

KDHF4F/1
I Shipping label date: 2024-08-26 | Parcel 1 of 1 I Destination hub: JHB

How to set your addresses to add automatically
Navigate to Settings under general and scroll to the Address book section.
You can disable this setting by clicking on the toggle and saving your changes

Address book

e Automatically add new addresses to address book

WEBHOOKS

& ACCOUNT SETTINGS

General Shij Notificati API keys Webhook subscriptions

How to add a Webhook URL to your account

Navigate to your Settings and look for the Webhook subscription tab.

Webhooks are typically used to connect two different applications with each other.
Ship Logic uses webhooks for automated messages which are sent (as an HTTP POST
request) to the specified URL when a shipment’s tracking status changes or when a

note is added to a shipment.
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The payload of the message is the shipment or note that changed.

w + Impersonating Estelle (info@tamarix.co.za) x
-
& Accoun seTTis

Search Q @ General Shipments Notifications API keys Webhook subscriptions

= Dashboard Subscribe to specific webhook tapics to raceive webhooks for certain events. Add webhook subscription
® Shipments

B Shipment quates ‘Webhook subscriptions

B Address book

TOPIC DELIVERY URL NOTIFY WHEN STATUS FAILING
* Account
= Mo data
& Settings
@ My inbox Page | 1 of1 20

© Track my parcel

Balance: R 0.00

Start by clicking on “Add webhook subscription” and choosing your webhook
topic.

Add webhook subscription

Topic
Shipment note

Delivery URL

Motify when

Select

Enable webhook subscription

Cancel Add webhook subscription

Add your webhook URL and set your notifications. Users can be notified when a
webhook fails, is disabled or has recovered from a fail.

These notifications will be sent to the technical support contact listed on the
account. If there is no technical support contact, then the notifications will be sent to
all the verified account superusers

Enable your webhook and click on add

SHIPMENTS
© ACCOUNT SETTINGS

General Shipments Notifications API keys Webhook subscriptions
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How to add a Unique tracking prefix to your shipment

Navigate to Settings and click on the shipments tab.

Unique tracking prefix (optional)

This prefix is used at the beginning of all waybill numbers. NOTE: Once the prefix is set, it can never be changed. Ensure you are completely happy with your prefix before setting it.

eg. ABC Set tracking prefix

Add characters to your waybill number to identify your shipments.

This prefix is used at the beginning of all waybill numbers and needs to be three
characters long.

How to set your own default collection time
Navigate to Settings and go to the shipments tab.

Set your default collection time and save. This will change the collection time on each
new shipment you create.

Default collection time
Set a preferred collection time range for your shipments
From Until

11:00 v 14:00 v

® COLLECTION

Earliest collection 14 Mar 2022:11:00 - 14:00

How to set custom package sizes for your account

Easily set up predefined package types with specified dimensions and weights to
make it easier and quicker to book your shipments.

Choose these package types from a dropdown list when booking a shipment.

Navigate to Settings and scroll down to the Package types section under the
shipments tab.
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Click on Add packaging to add a new type. Enter each parcel’s dimensions and
weight and click Save.

Packaging

Easily set up predefined packaging options with specified dimensions and weights to make it easier and quicker to book shipments. Choose a packaging option from a dropdown list when booking a shipment.

# NAME LENGTH WIDTH HEIGHT WEIGHT DEFAULT
# Custom Box 25 30 50 5 kg ]
#2  Smaller Box 15 10 20 35 [}

+ Add packaging

Optionally, choose a default Package size and Parcel category to use when
creating your shipments.

Default parcel category
This is the default parcel category that will be selected when creating a new shipment.
Category

Biological Products - ... «

Click Save when done.

NOTIFICATIONS

& ACCOUNT SETTINGS

General Shipments Notifications API keys Webhook subscriptions

How to manage tracking emails sent from your account
Navigate to Settings and click on to the notifications tab.

Select all the relevant status updates that you and your client wish to receive via
email.

Click save when done.

‘ﬂgg & ACCOUNT SETTINGS

General  Shipments  Notifications ~ APIkeys  Webhook subseriptions

Email notifications.

I Dashboard
W shipments COLLECTION CONTACT DELIVERY CONTACT
B Shipment quotes ]
B Address book
* Account
when shiprent is coliacted (] -]
@ Settings.
When shipment i 3t the destinatian hub ] ]
Q My inbax
When ships is out for delivery [ -] [-]
@ irackmy parcel
When ships is ready for pickup [-]
Balance: - B 17726
After failed collection attempt ]
Afer failed delivery attampt a a
-] a
o a
-]
On delivery exception a
When shipment was cancelled (-]
when shipment callection or delivery address changad a

8]

Philip Greaf Notification settings
HITO! Nk Tech.
Log ot

How to hide details on your waybill
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Navigate to your Settings page and click on to the notifications tab.

Scroll down to Notification settings and click on the toggle to enable the feature.

Hiding your collection address will effectively hide all your collection address
details from clients by removing the address information from all waybills and email
communication sent to your delivery contact.

Notification settings

E Hide collection address on waybills and emails to the delivery contact

Hide account name on SMS and email notifications

Click save at the bottom to finalise your changes.

How to disable your billing emails
Navigate to your Settings page and click on to the notifications tab.

Scroll down to Notification settings and click on the toggle to enable the feature.

Notification settings

x Hide collection address on waybills and emails to the delivery contact

x Hide account name on SMS and email notifications

Disable billing emails

Disabling your billing emails will result in no billing-related emails being sent to
the billing contact. Statements, invoices and credit notes will have to be downloaded
manually by logging into the account.

How to manage your support email contact settings

Navigate to your Settings page and click on to the notifications tab.

These emails are sent to the support contact listed on the account. Please contact
your courier to find out more about your support contact listed and how to change it.
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Support contact settings

These emails are sent to the support contact listed for this account.

Send email after failed collection attempt, after 1 f:

Send email after failed delivery attempt, after 2 failures

Send email after shipment address changed

Click Save when done.

How to be alerted when your balance is low

You can set yourself an alert to notify you when your account balance is becoming

low.

Navigate to your notification settings and look for the “balance alert” option.

An email notification will be sent to your billing contact when your account
balance drops below this threshold.

f:

]

Search Q °

= Dashboard

2l

® Shipments

B Shipment guotes
B Address boak

% Account

& Settings
o My inbox
@ Track my parcel

Balance: - R1TT.26

10

a

Philip Greeff
9 NLTDON - Mowink Tech..
Log out

When shipment collection or delivery address changed

Notification settings

w Hide collection address an waybills and emails to the delivery contact

® Hide account name on SMS and email notifications

L Disable billing emaills

- Dizable receiving shipment note emails and bulk shipment emails from courier

Balance alert limit @

Support contact settings

These emails are sent to the suppart contact listed for this account.
Send email after failed collection attemnpt, after
Send email after failed delivery attempt, after failures

Send email after shipment address changed

Click Save when done.

APl KEYS

Page 58 of 60



Online Portal User Manual

& ACCOUNT SETTINGS

General Shipments Notifications API keys Webhook subscriptions

How to use the API Keys
Use access keys to make programmatic calls to our API.

To navigate to this page, go to Settings in the left navigation panel and then go to
the API Keys section to view the page.

Create new API keys for your account by clicking on the blue Create API
key button in the top-right corner of the screen.

1&_@; % ACCOUNT SETTINGS

T

4 Quick quote General Shipments Notifications API keys Webhook subscriptions
Ges
Search Q a + Create AP| key

= Dashboard

. Use access keys to make programmatic calls to our API. For more details, see our APl documentation.
W Shipments

For your protection, you should never share your secret keys with anyone. If you lose or forget your secret key, you cannot retrieve it. Instead, create a new

B Shipment quotes
access key and delete the old key.

B Address book
* Account

2 Settings
2 My inbox
©Q Track my parcel

Balance: - R177.26

b

Philip Greeff
e NLTOO1 Mowlink Tech..
Log out

A new API key will be generated, containing a Bearer token. Copy this key
using the “copy to clipboard” icon.

For your protection, you should never share your APl key with anyone. If you
lose or forget your key, you cannot retrieve it. Instead, create a new access key and
make the old key inactive.

For more information, see our APl documentation at https://api-
docs.bob.co.za/shiplogic

MY INBOX

Access all courier related emails in one place by using the Client portal inbox feature.
Open your shipment emails, view tracking and download files more efficiently.

How to use My inbox
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Navigate to My inbox from your menu and click on the email you wish to open.

You can search for emails using the search bar.

My inbox will only show emails sent to your logged in email address

Click on any link within an email to open it in a new tab or to download the file from
your browser.

Download links have an expiry period of 7 days and will therefore need to be
shown after it has expired

Please note that the links in emails older than 7 days may have expired.
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