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INTRODUCTION

Dear Customers,

Through this application, ACS provides you with the ability to manage your mail, making the best
use of new technologies applied systematically and the infrastructure implemented for your service
throughout its network nationwide.

The application shall significantly support your daily work flow, given that using it, you shall be
able to:

a) Manage the data of recipients to whom you send mail through the ACS

b) Contact ACS electronically and directly draw from its system a unigue shipment tracking number
for each assignment.

¢) print this information on adhesive labels, which are accompanying the shipment (affixed to the
file to be shipped)

d) Send an electronic order to ACS for the reception of your shipments
e) Print a list with the shipments data, signed by the courier, each time he receives them

f) Perform electronic checks, over the web, of the progress of each shipment and receive
information on its delivery details

g) Check shipments performed, at any time and download from the internet an electronic list with
complete data for each one of these

With this version of the application, you cannot send shipments destined abroad,
except Cyprus, Albania and Bulgaria, as well as shipments with same day delivery.



ACS REGISTRATION INFORMATION &

LAUNCHING

To run the application for the first time, you must be logged on to the Internet

@ Eicoboc otnv Edbapuoyn

MWain D | |

Main Passwu:uru:l| |

User D | |

User Passward | |

EionSog

Fill in the fields the above codes as provided to you by the central services and click Login. After a
few seconds once your registration is complete, the following screen will be displayed:

) IS

Cozt Centers | Manage Address Book | Manage Shipments | Manage Label

Management

Wellcome Demo Xprotng Acs Connect

ACTIVATION OF APPLICATION

o USE OF DEMO CODES

If you wish to try the application and explore its functions, on Activate application screen enter
code demo in all fields:

Main ID: demo
Main Password: demo
User ID: demo
User Password: demo

After entering the above codes, you can now use the application. In each new login to the
application, you are prompted to enter only User code and password.



ATTENTION! THE NUMBER OF SHIPMENTS THAT CAN BE CREATED USING THE DEMO
CODE IS 50 AND THEY ARE ALL VIRTUAL. To create real shipments using the application,
follow the following activation instructions.

e ACTIVATION USING ONLINE CODES

A prerequisite for the activation and use of the application is to agree with our Company the
financial terms of cooperation and to send the signed acceptance form that accompanies each of
our financial offers. Along with the acceptance of the offer you must also perform the following:

o Complete, sign and send by fax (210.8190259) the "APPLICATION - LICENSE
AGREEMENT FOR INSTALLATION, USE," completed in full, enclosing the documents
requested.

o Wait the reception, in a sealed folder or through email of the billing code of ACS (if you're
not already a customer on credit) and passwords for accessing the application

o Procure the stickers to print labels with the data of your recipients at the size required (four
or eight labels per A4 page)

o Contact your local store or ACS at 210819000 for any problem.

o Send email to info@acscourier.gr for each proposed improvement that would facilitate your

work with the application. We will take it into consideration, and you will find it incorporated in the
next version of the application, if it is possible to develop it.

ACS NOTIFICATIONS

Upon entering the application, a number of alerts from ACS will be displayed in a pop-up window
(if any).

Notifications are intended to promptly inform you about operating issues, services, etc. These
messages must be read.

Whatever notification you have read, you select READ so that it does not appear again the
next time you open the application. If there are many users, then the same alert screen will
be displayed to everyone in order for everyone to receive the same info.

After all notifications are read, you continue on the app's main screen.

You can use the APPLICATION - ACS MESSAGES to refer to all the notifications of the desired time
and read them again.

| & | K % A |®|©@ O | ©®
]‘; Manage Change | Synchronize ! [elete Settings Aics Hzlp ACS Courier | Search for Remote

| user | Fassword Datz | Company messages | WebPage | Regions

. Acs Connect Information




APPLICATION TAB

B %A@ O # B 8

Manage users | Change Password | Settings | Help | ACS Courier\Web Page | Searchfor Limited Accesibility Regions | ACS Terms of Transfer Commitment | ACS Connect Web Services

AcsConnect Information

. MANAGE USERS

In the initial installation ACS has designated a user who has increased administration rights on the
application (administrator) and who has the ability to create or delete users, provide the desired
rights per user, etc.

Selecting the Application tab - Manage Users screen is displayed:

n TR

[, [ Actions [l application

! Manage users (%] .

| # | Username Password

3] B dema s
& ek e [P
=] Lo X user2 Bk
=] | e X user3 i
] | e X userts EE
] FT T3 Y1 £
@ Lo X Y2 e

To create a new user, select any of the green crosses and the next screen is:

[ ey Acs Connect

¥

‘ BarBei: Efofios  Ekmdnwan

‘ ‘ # | Username | Password OVOUaTENEVUHD ‘
Edit Form (<>
Enueosic l:l Miogsipnon BiBhiou Seubivosov O
EKTUNGON STIKETGWY (| Ag¥sipnon xpnoTav O
= Xwpig
AwvalnTnon orosiov napadoaong = Ohwv Epgpavion oToiksiev TIHoADYi@v Kal kapTEhag O
0 Tpéxwv xphoTn
Exrunwon Aiotag napahaBng O Aigxeipion napayyehmy O
v X

In the username field enter the code to be used by the user and in password enter the password
for accessing the application. This information should be known only to the user and the system
administrator.



In the field’'s name, telephone, mobile and email, fill out the information you want to appear on
the printed label as the details of the sender (the user, not the company).

Then select the rights you wish to give that user by clicking the check boxes of the options
available.

In order of appearance, the options, if enabled, mean:

Address book management: The user can add or delete recipients / addresses.

Print labels: The user can print labels.

User management: The user can create new users of the application.

Search delivery data: The user may or may not search and manage the delivery data. Whether
of all users or only his own.

View invoices and tab data: The user can display and manage financial data.

Print reception list: The user can print the reception list and deliver shipments to the ACS
courier.

Orders management: The user can send to the ACS electronic orders for pickup.

After entering the information select the green tick on the right edge to save.

Then you must set the billing code or codes (if more than one) to which the user will charge the
shipments. Then, following creation of the users you will get a display like the following:

m [ Acs Connect cER
:
Borfzin  EfoBog  Extlnodn
# Username Password Ovoparen@vupo
=] | el 3 george 1234
# Kad. NzhaTn

| 74X 249030000

3] [F 4 new 1234
=3 |57 X test 1234
= | e X testl 1000

In which there is a list of all users. Selecting the small + on the left displays the customer code to
which the user will charge his shipments. If you have a code for your transactions with ACS, this
information shall be automatically filled in, otherwise there will be a code selection menu. If you
want to change some user information, click the Edit button, if you wish to cancel, press the red X.

Caution:

After completing the tasks of creating or changing user data there shall be a question for data
synchronization. If you choose YES, you shall connect to ACS server in order to transfer all of
these changes.

Synchronize Data

In case of data modification you have to synchronize files.
Synchronize now?

Yes Mo




o CHANGE PASSWORD

Each user can change the initial password that has been assigned to him. Selecting the
Application & Change Password tab, displays the screen:

Deme XpAotng Acs Connect

Current Pass-wnrdl |

Mew Password | |

Confirm | |

« Change

In the first field, enter the current password, then the new and finally confirm and select Change.
Fields accept letters and numbers, as well as symbols and combinations thereof. Section user
management, described earlier, shall always display the latest password of each user.

This procedure can be performed as many times as you want.

. SETTINGS

Selecting Application - Settings displays screen

AR Settings

Shipments Location - Language
Automatic delete shipment details after |Dn Delivery nl Choose the country where this application runs
|Ennaz [~ |
Voucher Type |Thermal Labels nl
Barcode Crientation |\.l'erri-:al nl Cheoose the locations where this application run:

|pra||i

Securely connect to ACS through HTTPS

|:| Do not show shipment confirmation dialog Choose Application Language

engiish =1

Labels

D Print my Logo on Labels

Logo Image for thermal, 3x and 4x Labels (Bitmap 242 x 38 pixels)

| Bro
Save
Logo Image for 8x Labels [Bitmap 193 x 28 pixels)
| Bra
Save
Advanced Settings
Web Services Url |http:f/connect2 acscourier. net/acsconnechwebservice asmx




o ""Shipments"”

You can specify when you want the automatic deletion of data labels you print from your
computer.

This can be done by printing the list of receptions or after a selected time period. If the reception
list is not printed from your computer but from another, then the data will be deleted within 3
days.

It is not necessary to retain the labels data on the computer to print the reception list, because the
data of this list are received from ACS, though Internet connection.

Moreover, at this point there is selection of the voucher type, ie whether it is laser or thermal
labels (in this case a thermal printer is required). In case of thermal voucher you can choose
horizontal or vertical barcode layout.

Here you can also choose whether you want to display the shipment confirmation message, or not.
o "Labels”

You can enter an image of your company logo to print on your labels. The image must be in .bmp
format.

e  Advanced Settings

If it is checked the address validation online you can disable it. It will be activated again
after the restart of the application. It can be disabled permanently only by ACS.

. Help
With this option you can view in pdf format the user manual of the application. The document can
be printed or saved.

e ACS COURIER WEB PAGE

It links to our web page www.acscourier.gr.

LIMITED ACCESSIBILITY REGIONS

This option will take you to our website and specifically in the search tool for limited accessibility
areas per prefecture.

. TERMS OF TRANSFER COMMITMENT

You can read the general conditions for accepting a transfer.

TAB ACTIONS

COST CENTERS

Every user who can display this option has the right to create cost centers and use them to group
his dispatches in the most convenient way. Each cost center must refer to an ACS billing code.
From here, you can display screen:



Cost Centers
# | Kévtpo KboTroug | Neprpaipr Kwdide Neharn
uﬁﬂax 450 430 IBU 242999999
=3 | 500 rmarketing 242999999
uﬁﬁax a02 502 CBD 24200999999
|l 900 ES‘_II?D@'I;T]HMA DEMATODYAAKHEZ 340009000
|57 3 | 9234700410 FRIMATO 24209990990
Ii.f’ﬂﬁlx 9234700414 APAaX 2432999999

Selecting the green cross you can add a new cost center using screen:

Edit Form %

K&vTpo KooTouc | | Mepypagn | |

Kwdikag Nehartn ﬂ

v X

The field Cost Center displays its code (max 10 characters), the description (max 50 characters)
and finally the Customer code. Save using the green tick or cancel using X.

Caution:
After completing the tasks of creating or changing user data there shall be a question for data
synchronization. If you choose YES you shall connect to ACS server in order to transfer all of these
changes.

Synchronize Data

In case of data modification you have to synchronize files.
Synchronize now?

fas [la

. MANAGE ADDRESS BOOK

In the addresses you can store the details of prospect recipients as well as all of your contacts.
Thus, selecting Manage Address Book displays screen:
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Recipient Mame | | i Wark Details
Company Name | | &) Prane |
Job | | M Motile|
Relevant 1 | | = Fax |
AFM | | e-mail |
Do
- | | ﬁ Home Details

Cuminiry |E|"'..“u‘1'.E nl l.',.; Phone |
A J

rez Fry E| ? Mobile|
Street | | & Fax |
Number/Floor | Fil e-mail |
Zip Code | '~

The information entered here can be use when you want to perform a shipment, so that you do
not have to type the recipient information.

The only information required to be registered on this screen is the Recipient Name. In case of
a shipment to a company, there must also be completion of the field Company Name for the
company. However, you should fill in all the information available to be ready when you want to
perform a shipment to this recipient.

Field Relevantl is a free field that can be used any way you want (eg your customer code). This
information is not printed on the label, but helps in the search process, which is analyzed in
another chapter of the manual.

Upon completion of the entry you can click the Save button, Cancel if you do not want to save or
Save and Send Mail to open the shipment display, complete with the details of the current
record, where you can make a shipment to this recipient.

e ADDRESS VALIDATION

When entering the data relating to the region, the street, the house number and the zip code of.
the recipient the sw will automatically perform checks on the address data. If the information is
correct, the check will be completed without further action. But if detected an error you should run
the check of these data.
If you do not perform this check you will see an exclamation mark icon that warns you that you
have not checked the address.

e The check can either be done manually by selecting the right icon from the field of the

region:

11



Add /Edit Redpient (Address)
Recipient Name |PAPADCPOULOS NIKOLAOS i \Work Details
Company Mame Eé Phone
ol ® Mobile
Relevant 1 % Fax
AFM e-mail
Doy
Country EAAAZ @ Home Details
Area ATHENS @ (L Phone
' .
Street DAFMIDOS Maobile
= F
MNumber 2 Floor i
e-mail
Zip Code 11354 AMMEACKHNOL (AT)
MNotes
Iq:‘? Save ‘ | Save and Send Mail J [G Cancel
You will see the screen:
Address Lookup . -
Street Number Zip Area
[ The address details T entered are correct
Street Mumber Zip Area Station Branch Station Description DP/DX —
u AADNIAOE o 11364 AGHNA AT 1 AMMIEAQKHNOI (210-6411350)

In which you select Browse. If the address is identified as such there will be no red indication. On
the right edge of the record you can select the map icon in order to open the google maps page
focused in that place.

If the validation detects differences in address, then they will appear in red. If you are sure that
the address provided is correct (although not identified by the address validation) you will select
the checkbox " The address details I entered are correct " so as to skip the suggestions of
the application and proceed with your own data.

e The check may also be done automatically by simply selecting the Save of customer data

screen
Add/Edit Recipient (Address) |
Redipient Name PAPADOPOULOS NIKOLAOS i \Work Details
Company Name L Phone
Job ? Mobile
Relevant 1 £ Fax
AFM e-mail
DOy
Country EANAT 3 Home Details
Py Ji, STHENS IE [ Phone
Street DAFNIDOS ¥ Motiie
Mumber 2 Floar - Fax
7ip Code 11364 AMMEACKHIOL {AT) C
Motes
[ ]
Q& Save “ | Save and Send Mail ||G Cancel
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e IMPORTING ADDRESSES FROM EXCEL— ADDRESS VALIDATION

The application allows you to import recipient data stored in an excel file. In order to display the
correct, excel layout, select Manage Addresses Book and in option Import, select Create
Excel Template

Address Book [¥]

. 1“_’_1 Import = "’fl, Export -

Ad @ Import Fram Excel

. Insert . Edt 3 Delete ||| Delete Al (o Send Mall | s/ print -

Mame | Company | Relewvant 1 | Address | Phone | Mobile | Fax | Maotes Import Fram ACS File

ﬁ Create Excel Template

Then you will be asked to define the save path and the file name. The only limitation is the name
of the columns, which should not be modified for the application to identify and place the data in
the correct fields.

Company Name

Relevant 1

Floor
Phone
Mobile
Fax
Notes
Job
AFM
DOY
Email
Phone
Mobile
Fax
Email

It is not necessary to have all fields completed to import them in the addresses. However, to
create a shipment using these data, the required fields (red) must be completed. Yellow indicates
optional fields.

Once you enter customer data and save them, you can import addresses in the application. In
Addresses Management, option Import, select Import from Excel

13



Address Book. []

Edit ¥, Delste 1| Delete Al @Send ET) :!-‘f Prink =

i Insert “

][_“:1 Imporkt v

Ad E Import From Excel

\':’_"1 Export =

The following screen is displayed:

Import froam Excel

|[ Browse...

Import

Select Browse and this will lead you to file search (previous save location)

Loak in: I @ Desktop

) My Documents

_ﬂ kAy Computer

- ky Metwork Places

] ACS THAEDOMNIKDE KATAMOMDE XLS
Addr

EH) ASCUST . xls

5 HO-Groups-Doc

Lancia.xls

Shortcut to Mpdypoppo BopSuw, <ls

Shortcut ko WAKO COMMECT

5 Shortout to Y TEYBY MO

Mpdypoppo BopSuy test.xls
opnpiol Medd e Mupdboc. <ls
=] v howngpion Neddtac MNepuotepiou.=ls

Edeyxoc npotunmpEvoy owd neddth £Tog prva. s

File name: I.-'-‘-.ddressBook. ®l=

Open I

Filez of tppe: IE:-cc:eI file . ul=

Cancel |

A

Select it and click Open. Double click on the spreadsheet with the data and then click Import.

You will see the preview screen

Choose Workseet

|addresses [~
ONOMA NAPAAHNTH | ENONYMIA ETAIPEIAS | EXETIKO 1 080z APIOGMOE| TK | MEPIOXH | OPOMOE | THAEGONO_EPTATIA | KINHTO_EFTAS

Akpipoc MivEog EBVIKN ¢ AVILOTROEWC 57 15231 | XodvapL 210-6799134

Avehutric Anpritpiog TATOIOY & OAYTIEOE 165 14457 METAMOPDOFH 210-2854209

ANEITHE GIACT OYAQT KOQETH MANAMA 28 15451 M. WYXIKO 210-6446548

APTEMHE AAAAT A MAPAGONOE 200 15351 NAMHNH

BAIDE MAMNAEYEYM I0Y IOPOY i 14452 METAMOPDQEH

Beotipkn Mepie A KHODIZIAZ 180-182 15451 N. WYXIKD

BTEAPONOVADE AQANALIOE AEQHD MEIOTEIQN 348 15341 Al. MAPAZKEYH

BAAXOTIANNHE ZMYPOZ 1loXAM E.O AGHNON AAMIAL 14451 METAMOPDQEH

BOTOPATOY AITEAIKH 570 XAM E.O AB-NAMIAE 32011 OINODYTA 2262054570

Bugowig Bavaong AKAAHM AT 4 10671 AGHNA 2103679301

FewpyLdbou Eheva MIADYAH 36 15344 TEPAKAL 21066 16008 6937052250
FEQPTIOL ZEPBOZ MENTEAHE 110 15126 MAPOYEI 2108108960

FIANNAKONOYAQZ A. TATOIOY 343 13671 AXAPNAI 2106253600

FANNATOZ XP IETOMOPOE EMM. MINEMNAKH 10 10564 AGHNA 2103222626

TIANNIOY TZIPAION B 11742 AKPOMOAH 2109200500

Page Lof2 (22items) || [1] 2

[l
x Caneel t‘f‘, Impart

Then click Import.
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Will automatically start the correctness check of the data you want to enter, and you will see a

progress bar:

: T T 'i_ T . T e . T T
s gl e 1l | & | <08 N
Insert | Edit | Delete | Delets Al Mew Print | Import | Export | Address Book
Shipment Update

‘ Validating addressed online and importing. Please wait... 15 / 22 "% skip

After the validation you will know how many records were stored successfully, how many records
were corrected, how many checks are needed and finally how many records were not tested.

The entries for which a check is required will appear in red:

€ s e | s #B®8 D
| Insert | Edit | Delete | Delete All Mew Print | Import | Export | Address Book
| Shipment | Update
- | Name | Company | Address | |

L X = | Axkpipoc MavBag

o EBwikng AvmuoTaeoewe 57, Kohawbol, 15231, EAMAT
L X i_l APTEMHE AANAT «* \_MaPASONOE 200, MANAHMH, 15351, EAAAZ

% & {2 eaioz nAnAEYEYMIOY +” I0POY 1, METAMOP(OIH, 14452, EAMAZ

g g
¥ i %I. Beouipsn Mapio _ WS L KHODIZIAZ 180-182, N. WYXIKD, 15451, EANAT

| €33 [l I_I BITEAPOMOYAQE ADANATIOZ

a2 2 2

' \E0WD MEZOTEINN 348, AT. MAPATKEYH, 15341, EANAT

T NIy

[ ‘ - 4 5] Tewpyiabou Eheva

a2

' MIAOYAH 36, TEPAKAZ, 15344, EAMAE

‘- @ W[ | | MEQPTIOZ ZEPBOZ + MENTEAHE 110, MAPOYEI, 15126, EANAT
33 &g rwewsonono _l
|‘. & 5[] MANNATOZ XPIETODOPOE

+ EMIM. MNENAKH 10, ASHMNA, 10564, ENAAT
|‘- 0 [l TAMNIOY

2 e

+ TZIPAION 8, AKPONIONH, 11742, EAMAT

Confirmed addresses: 8/11

To perform the check, select one by one the red records and choose the map icon on the right.
You will be directed to the screen

Address Lookup ®
Street Number zip Area
| kHizIAZ | [130-182 | [15451 | . wrexino | L Browse
[7] The address datais | ensered are correes
Street | Number | Zip | Area | Station | Branch !Station Descriptiot DP/DX | Show on map
E:%ﬁzﬁ?&)g;?zw 180-182 [Not found) | 15451 NEO WYXIKO B= g’;‘?’;;;'nl]m' o
E:Ejzﬁé}mm 180-182 (Not found) | 15451 NEQ WYXIKD ax ;:Q;ND’;?' 10, o
Esgﬁzﬁé}ggmm 180-182 [Not found) | 15451 NEO WYXIKO B= Em;;'ngzm bA)
i;'ggé’fm 180-182 (Mot found) 15451 NEO WYXIKO BI i?;;igngm o

15



Those entries you had finally checked they will stop appearing in red in the inserted list of the
most frequent recipients.

Note: you can skip the check of red entries at this stage and run it when you create a shipment
for these recipients.

o SHIPMENT MANAGEMENT (IMPORT FROM EXCEL)

The application allows importing an excel file containing the delivery receipt data. Completing and
importing this file, you can print labels without any further processing.

A sample file to be imported can be acquired by selecting Manage Shipments - Create Excel
Template as shown in the following screen:

Manage Shipments [

- ; e ! -
3New Shipment Edit mDE|EtE |F!' Impork

- (=
e Shipments Feview ,_@ Print Label Codes

|_ |DE|. Drate |Recipient |CDmpanyIName |QL E(J Import From Excel -prge |";C|:|-s-t"léenter |Sender |

Fli Create Excel Template

The following screen will appear:

File Download

Do you want to open or zave this file?

@ j Mame: reportcreatar, xls
Hl

Type: ko epyadiag Tou Microsoft Office Excel 97-200.,,
From: connectZ.acscourier.net

Open ]’ Save ]| Cancel |

Always ask before opening this type of file

| i | W'hile files fram the Intermet can be uzeful, zome fles can potentially
g harm wour computer. If pou do not trust the source, do nat open or
e zave this file. What's the risk?

Here you are given the option to save and name the file. At this point there is creation of an empty
excel file in which it is possible to fill in the shipment data.

In this excel file there must be completion of the necessary shipment data and once saved, they

can be imported into ACS Connect through Manage Shipments - Import from Excel as shown
on the screen:

16



Manage Shipments []

" Mew Shipment “ Edit "ﬁi Celete ||l§t5 Irnpart v| -,Q-" Shipments Review ,_@ Print Label Codes

| ||:;IE|. [rate |Recipient |Cu:um|:ua|.'|y Mame |QL B] Irmport From Excel -?rge | ;:';lst'_éenter |Sender |

Select Browse and this will lead you to file search (previous save location)

Open 2] x]
Loak in: I@ Desktop LI « [ cF FA-

R

My Documents

j My Camputer

_4 My Metwark Places
AcsConnect Tpdneto Eonpou. sl
ACSEUnnECLxIS

] AddressBook Tpdnsla Konpou.xls
] & ddressB ook xls

ja ) HO-Groups-Doc

I"F TEPICES ME'W uls

] VR MEPIOKEE. #ls

5] Shartcut to Npéypoppa Bop@uy. <ls
15 Shorteut to YTIEYEYNOI
Mpdypoppo BopBudy test.sls

File name: || LI Open I
Files af type: IExCeI file *.xlz LI Cancel |
7
The next screen will be
Shonad ok oe: E
Bitrol [-]
AA ONOMA MAPAAHMNTH EMGNYMIA ETAIPIAZ MEPIOXH | oaoz | APIEMOZ | oPo@OE TK ADINA | THAE®S
L 2] L 12 ...SE e b | 2 i i
EUROPA PROFIL BIOMHKANIA " |
2 AACYIINION ABEE AAOVIINIOY QINODYTA ABHNON- . 32011 2260
AAMIAE
3 | TAPY(QANHE -KPITZIKH OE FANIA ?EQ_DHAHMAKH - 73100 282:
. - - AEADONGS & . d
4 | REALTREND ENE GEEZANDNIKH AABAKH 71 54823 2310
) B
Del. Date ="2'5,}1'1}'z'n11 ﬁ ACS Code [ 246899525 ﬁ
Sender ;EEIT‘: Xpriomne Acs Connect Country EAI ﬁ
E\ Import * Cancel

In the bottom right of which appears option Import (for importing the file) and Cancel (in order
not to import).

NOTES:

o In column SPECIAL SERVICES, if you wish to complete it, all entries must be in
service code format. The codes are:

SATURDAY DELIVERY = 52

DELIVERY OF RECEPTION = PX

RETURN OF DOCUMENTATION = AA

PROTOCOL RECEPTION = P

e In column DELIVERY TIME you simply enter the time in the format, i.e. 12:00. This
means that the time will be 10:00-12:00.
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e In column CHARGE enter code 2 for sender billing and code 4 for recipient billing (if the
cells are blank application considers it desirable to charge the sender).

. CHECK SHIPMENTS DATA - ADDRESS VALIDATION

During the import process, there is performance of checks on the correct completion of the data in
excel (eg, if Post Codes are correct etc). In case of errors these should be corrected, otherwise
excel file import cannot progress. If only warnings appear, file import can proceed. In any case,
the application itself informs on which lines there was detection of errors or warnings.

Following correction and saving of the corrections, it is necessary to repeat the process of
searching and loading of that file. Check will be performed again and, if everything is correct, then
the process will be completed.

Also automatically will start the check of the correctness of the address data that you want to
enter and you will see a progress bar

| | | - | . | 1| | | |

s ge| 1l & B8 B

Insert Edit | Delete | Delete All | Mew | Primt | Impaort | Export | Address Book |
| | | Shipment | | | | Update

Validating addressed online and importing. Please wait... 15 / 22 | " skip

After the validation you will know how many records were stored successfully, how many records
were corrected, how many checks are needed and finally how many records were not tested.

The entries for which a check is required will appear in red:

Manage Shipments 3 ‘

% tovsomene 9 gt G Docte TN sscress toon | 9 imoort- | e Soments Revion | (i prin ot coes | N

Charge | Cost Center | S{

Company Name

000¢ INMOKPATOYE 33, TEPAKAZ 10580, ENMAT Sender

CIEY Y RN EN NN A AT IR CI EY E R BN RN K A ENE Y K

27 smp 2018
27 smp 2018
27 Amp 2018
27 mp 2016

27 Amp 2016

27 amp 2016

27 Anp 2016

voduTic EnpiTpiog
ANEZTHE GIAOMIOYAOE
APTEMHE AAAAZ

BAIOE NATAEYOYMIOY

BITZAPOTIOYAQI AGANAZIOZ

27 Anp 2016 | BAAXOTIANNHE FTIYPOE

BEPOTIOYAOI A®OI AEBE
BOTOPATOY ATTEAIKH KOPPEE AE &YSIKA NPOIO

MOTH 2001
TKABA MATOYAA

MINEPBA ERAIOYRIIKEE E
BXELIA LEARNING

s

Aroman AE

BITZAPONIOYACE MIATIAZH

MISTER PRINT
PHARMASERVE LILLY

0.00¢ TATOIOY & OAYEIEDS 165. K. WYXIKO, 14452 EARAT

0,00€ KOETH MANAMA 28, MAMHNK, 15451, EARAT

000¢ A MAPA@QRNOX 200, METAMOPOQEH, 15351, ENAAL

000€ EOPOY L N. WYXIKO, L4452, EAMAS.

0.00€| 110 XAM E.O AGHNON AAMIAE .. GINO®YTA. 14451, EAMAE | Sender

0,008 MAMAAH 17, KHOITIA, 17563, EANAT
0.00€| 150 XM AQ-AAMIAZ ., KHOIIIA, 14564, EARAT

27 Amp 2016 | Chistin Fon Kazersky EONIKH TPANEZA 000€ TAPTHTTOY 86 & NIOPOY _ MAAAHINH, 15384, EARAE naer
27 AP 2016 NELLIE VOUGIOUKAS PHARMATHEN 000€ AEPBENAKION 6, AOHNA 15351 EARAT Sender
27 AP 2016 ATEK ATE ANGIIATHE FEPAZIMOX 000€ AXIANEQE 45, Xahdup, 10437, ENAAT Sender
27 Amp 2015 Axpifios Miveos CROWN HELLAS 48 000 ESviric AvrioTacews 57, METAMOPONIH, 1523 EANAD sender

27 np 2016 eavipre Mepia B w-

000¢ AEQ® MEZOTELIN 348, METAMOPOQEH, 15341 EMAZ

27 Arp 2016 0.00¢ 570 XAM E.0 AG-AMMIAT -. AGHNA. 12011, EAMAT
274mp 2018 Buoawic Oavéanc TUPPERWARE HELLAS 1 000€ AKARHMIAZ 4, TEPAKAL 1067L ENWAZ noer
27 Anp 2016 Fewpyidou Bova EXPENSE REDUCTION ANAL 1 000€ MIADYAH 36 MAPOYIL 15343, ENMAE Sender
27amp 2018 rEORTIOE ZEPBOT HERBALIFE 1 0.00€ MENTERHE 110, AXAPNAL 15126, EAMAT Sender
275mp 2016 MANNAKORIOYROE MR 1 000 A TATOIOY 343, AGHNA 13671, EAAAT Sender
274mp 2016 | MTANNATOL XPLITORCPOI | MIANNATOL OQTOMPACIKA 1 006 EMM. MITENAKH 10, AKPOTIONH, 10563, ENAAT sender
274mp 2016 | MANNIOY FRONT LINE 1 000€ TZIPAION & L OAAHRO, 11742, EAMAT Sender
L noer
1

e 2209 cENEICEl: 2 2 2 2 2 2 2 9F)

To perform the check, select one by one the red records and choose the map icon on the right.
The procedure is the same as that reported in the capital of import and control of frequent
recipient’s data.

. MANAGE SHIPMENT (MANUAL IMPORT)
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Alternatively you can manually create shipments through Manage Shipment - New Shipment
and the relevant display

b

Recipient Name | =] ACS Code |2am999508 '~
CompanyName | | Charge [sender [~
Country |Ennaz ﬁ| Cost Canter [ gl
Area A | Pick up Datz |16/12/2018 ﬁl ]
Street | I £OD Amount [o00e =
Number/Floor | I Payment Methad [ B
L. [~ ] Cod Beneficizry |— |
uani 2 = Relevant 1 [ |
More Address Details | | Relevant 2 | |
Phone | | Waight (Kg] ||

Mabile | | Mail Type e [~ ]
sender [Mrouking Fepmog | Dimensions [LeWsH] [zm)| |

The screen consists of two parts. To enter a shipment, it is necessary to fill in at least the fields of
the key data that are highlighted and in bold.

. KEY SHIPMENT DATA

Useful clarifications for field’s completion:

1. Recipient Name: Proper registration of the full name of the recipient.
Fill either manually or you can search by the stored frequent recipients file (if you have saved so)
by selecting the magnifying glass to the right of the field.

In manual entry by typing the first letter, the possible outcomes contained in the stored list will
appear:

Phone

Mobile

Add/Edit Shipment >
Recipient Name ~ MNO €1, | ACS Code | 24999599 | DEMO ACS COMNECT M special Services (A G )
Company Name MMOYKIAHE TEGIPTIOE  AZKAHMIOY 25, KPYOMEPT (ATTIKHE), 14568, EAAAE Delivery Time |-
MMOYKOYPAS BAZIAEIOE. PAAAH METROY 45, TAYPOZ, 17778, EAAAT

L MIOYPMIOE METPOE  28HE OKTQBPIOY MATHEION 130, ABHNA, 11257, EAAAE Ins. Amaunt 0,00€

Area Fiy [ nAPAAOZH ZABBAT
[] ENETP.AIKAIOA.
Street ] NAPAANPQTOKOAQ
Number [] NAPAA.RECEPTION
Zip Code = Relevant 1
Relevant 2

Quanity 1 Weight 0,50 (& (ke
More Address Details HMail Type Envelope

Dimensions [LxwxH] (cm)

Sender Dema Anoorodéag ACS Connect

2. Area: Enter the city or region of the recipient.

3. Street / number: Enter the full address of the recipient.

4, Zip Code: An essential element to forward your shipment to the correct destination.
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For the fields 2, 3, 4 will be performed data correctness check as described above.

5. Quantity: Fill in the number of items of the shipment. If it consists of more than one
item, the application shall issue automatically along with the basic receipt recording all shipment
data, respective receipts for each item. Attention, if the billing code of the shipment is set to
parcel, the application through a warning message, does not allow entering more than one item.
In this case it is necessary to change the number of items.

6. Other: You can provide information such as the name of the recipient building, floor,
number of offices etc.

7. Sender: Displays the user that inputs the shipment.

8. ACS Code: The code of your company which will be billed for your shipment. It is sent

by the relevant department and is always the same, if you perform shipments on behalf of a
company. If you have more than one code, select from the list, clicking the arrow next to the field.

9. Charge: Select sender or recipient for billing the shipment.

10. Cost Centre: You can select Cost Centre if you have registered one, beforehand.
Choose from the list, clicking the arrow next to the field.

11. Del. Date: You can set the date on which you shall send your shipment (e.g. you are

able to prepare one day earlier the shipments of the following day).
o Checkbox: Select the checkbox, in case you want to prepare more than one shipment
dated for the next day. Once selected, all shipments entered have as their reception date
the one selected. You can only set up to 7 days ahead from current date.

12. COD Amount: Indicate the COD amount in euros, if any. In case of payment in cash,
the maximum amount to be entered is 1500 euros.
13. Payment Method: Upon entering the COD amount, indication Cash is displayed. This

can be changed to Checks entering "E" in the respective field or Credit Card if the option is "K"
or Draft if the option is "S". (Caution, the mode of payment refers only to the COD amount and is
not associated with transport costs).

14. Relevant (1 and 2): You can provide your own information which is not printed on the
label (eg number of the Shipment Note accompanying a package, etc.).

15. Weight: The initial value is 0.5 but you can enter any desired normal weight (if you
select 2-hour time commitment the weight cannot exceed 5.5 kgs).

16. Mail type: For each shipment, define whether the item is an envelope or a package,

clicking the respective button.
o Use the package option only in case titration is required. In this case you must complete
and dimensions (Length - Width - Height) in centimeters.
17. Notes: Enter any comments for the shipment.
o Checkbox: Select it if the remarks are to apply for all shipment.
18. Delivery Time: From the list that appears, select the desired time range to deliver your
shipment.

If you see the message
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Delivery hour for the selected destination cannot he earlier than 10:00 - 12:00

Please correct the errors
ERROR

The desired time range is not possible for the selected destination and it must be changed.

19. Insurance Amount: enter the amount for which you want to insure your shipment. The
maximum value of the field is 3000 euro. If the amount must be greater, it is necessary to contact
the ACS central offices.

If you perform regular shipments to the same recipients, instead of typing each time you can
select those using the address book (if you imported it, as described on p.17). This is done by
pressing the book button on the right of the Recipient Name field. Click to open the index to
select the recipient of your choice. If you want to select more than one, hold down control or shift
key and select the entries you are interested in using the mouse.

If the index contains many potential recipients, then use the search function. You can search
prospect recipients using various fields.

Select the desired field and enter the first or first few letters of the recipient you are looking for
and press enter. This will display all entries beginning with the letters you have entered. Using the
mouse, select the desired entries and press OK to import them for the shipment.

. SPECIAL SERVICES

After first completing the key recipient information, you can provide additional instructions to ACS
such as the preferred delivery time, delivery on Saturday, etc. while you consult the services'
price list in order to find out the corresponding fee.

In this case too, to enter an instruction, you must select is through the respective check box. If,
depending on your selection, a service is dimmed and cannot be selected, this means that there is
incompatibility between the services. For example, it is not possible to combine the Saturday
delivery service with a two-hour delivery interval service.

If you wish to choose a new shipment select "Save and new Shipment" if you have completed
your tasks, select "Save". Once you have finished entering your shipments, all shipments shall
appear in a list format. If these include inaccessible destinations these will appear in orange.

. SMART POINT DELIVERY

If you have commercially agreed with ACS to provide the Smart Point delivery service, you will
be able to register the delivery in an alternative way through the application. More details can
be found on the link

Next to the field Area there will be the red icon you see below



Ed

Recipient Name ||

Company Mame | |

Country |EAnAE =]
aee Al K
Street I |
Mumber { Floor I [l I

Selecting it you can see a list of all active Smart Points in Greece

[

g

Kwd. FraBuos | Nepiypagn [ AseiBuvon [ [nNowse Qpapio Eifoc Frabjod I
SHELL SMARTPOINT AAIMOY AEQ®. MNOIEIAQNOE (EOT AAIMOY) 240P(

AA402 SHELL SMARTPOINT ANG KAAAMAKIOY KYBHPION 2 KAI IONIAZ 105 17456  ATTIKHZ 240P0 SMARTPOINT_CPP |n
AA403 SHELL SMARTPOINT AAIMOY AEQ®. MOZEIAQNOZ 23 17455  ATTIKHZ 240P0 SMARTPOINT_APP E
And04 SHELL SMARTPOINT APYPOYTIOAHE APTYPOVTIONEGE 63 16451 ATTIKHE 06:00-23:30 SMARTFOINT cPP %81
AB401 SHELL SMARTPOINT AITAAEQ AEQ®. KHOIZOY 50 12241 ATTIKHZ 06:00-24:00 SMARTPOINT_CPP _ﬁ
AB402 SHELL SMARTPOINT XAIAAPIOY AEQD. ABHNON (KABAAAT) 292 12462  ATTIKHZ 24QP0 SMARTPOINT_APP El
AB403. SHELL SMARTPOINT ATBAPBAPAT MET, AAESANAPOY 110 12351 ATTIKHE 06:00-22:30 SMARTPOINT_CPP | 181
Ap404 SHELL SMARTPOINT AITAREQ HPAKAEITOY 108 KAL A ABHNON 12243 ATTIKHE 06:00-22:00 SMARTROINT_cre [ 18]
AB405 SHELL SMARTPOINT AITAAEC AEQ®. OHBON 308 KAI MKYZH 12241  ATTIKHZ 240P0 SMARTPOINT_CPP EV
Ar401 SHELL SMARTPOINT ATPINIO XAP.TPIKOYTTH & ANAMAYZEQE 30100 AITQANIAZ 06:00 - 22:00 SMARTPOINT_CPP |ﬁ
AT402 SHELL SMARTPOINT ATPINIO MAMAIQANNOY 26 KAT MTAAAMA 30100  ATQAMNIAS 06:00 - 22:00 SMARTPOINT cP 48|
Ar403 SHELL SMARTPOINT ATPINIO EGN.ANTIZTAZEQS 102 30100 AITOANIAE 06:00 -22:00 SMARTPOINT_CPP E
An401 SHELL SMARTPOINT MEIPAIQY 75 ABHNQON - MEIPAIQE 75 18541 ATTIKHI 240P0 SMARTPOINT_CPP E
An402 SHELL SMARTPOINT MEIPAIA MAAAMHAIOY KAI ZTENHMAXOY 3 18543  ATTIKHZ 24QP0 SMARTPOINT_CPP El
AE401 SHELL SMARTPOINT NEPIZTERIOY KENET/AERE 14KAT AETKTPAN 12133 ATTIRHE 06:00-08:00 SMARTFOINT cPP | %31
AE402 SHELL SMARTPOINT MEPIZTERT EGNAPXOY MAKAPIOY 35 12131  ATTIKHZ 240P0 SMARTPOINT_CPP §| 3
B EEoyuyr Apyiou Excel ® Aripwan | & Emhoy?] ]

You can export the ACS Smart Point list in an excel file. Once you have located the desired
pick up point you select it and the fields area, street, number, zip code are automatically filled
in and the name of the selected ACS Smart Point and its code appears in yellow.

e f
Recipient Name | PAPADOPOULOS NIKDS [~ ACS Code |28@333598 ﬂ_l ( ACS
connect
Company Nams | | Charge ISEr‘der nl 3
Country | EAMAT | Cost Center | =| ri““'_elr”"‘einl
Area | | i Pick up Date (153003 Bd 1 s
s Jom T Ins. Amount

Street | HANIN | £OD Amaunt [o [o00¢ =]

1 1 —_— el a—
Pliznher/Hooc 4 I J Payment Method | |
Zip Code | God Beneficiary [ | _ | MAPAADEH ZABBAT

ACS SMARTPOINT [XM 401] Rasdescit 1 [ | || EMIETPAIKAION.

Quanity |1 =l S | | _| MAPAAMPOTOKDAD
Maore Address Details| Weight (Kg) |-:I 0 || MAPAARECEPTION
Phone T |

|=| Mail Type |Er'\nel:|pe nl
Mabile |5=333040000 | .

Dimensions [LxWxH] {cm) | |
Sender [rest J
Motes | | I:l
|| Save new recipient
of save & Save & New Shipment € cance

Attention for the ACS Smart Point delivery option there are the following rules:

¢ The recipient's mobile phone is mandatory so to send the shipping code and the security PIN
code to him.

e Pieces must be 1.

¢ Charging cannot be of the recipient.

¢ You cannot enter delivery time.
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¢ You cannot select a supplementary service e.g. Saturday delivery.

LIMITED ACCESSIBILITY REGIONS NOTIFICATION

Application ACSConnect can notify you directly if any of your shipments has an inaccessible area as
its destination. This information is very important for you because then you will know that there
will be some time delay in the delivery (time indicated in the respective official price list of ACS).
Moreover, you are informed that there may be additional charges (as indicated by the current

price list of ACS).

To do this the application uses the information contained in field AREA & POST CODE, if their
combination refers to an inaccessible area, then an alter message shall blink in red on the

shipment screen.

Recipienf Aame B AFS Fode (242999999 | DEMD ACS COMKNECT
Cornpary Marne Lharge Sender Qf’
Lountry EANAZ Cast Center
Area ATLA BAPEAPA Del Bate 28/6/2011 - O
Streaf COD Amourt D€
Aumber Floor
Fio Code 72400
NEAMOAH KPHTHZ (AN} An / Limited Accesibility Region Relcank 1
Guranit ] @ Relewart 2
More fddress Details Weight 05 B ko)
B Mai Fype Envelope
Mohils Dimensions [LxwixH] {om)
Sender Demo =pryom; Acs Conneck
Motes ]
|Q{° Save | | f Save Mew Shipment | |G Cancel |

What you can do? In services, choose DELIVERY RECEPTION (it is necessary to provide a
contact number to notify the recipient). In this case, the recipient must visit the delivery store to
receive the shipment. Thus, the delivery store shall not prepare a delivery trip and you will not be

charged with additional costs.
Option INFORMATION includes:

Help  ACS Courier ACS Connect | Search For Limiked ACS Terms of
“Web Page Web Services |Accesibility Regions | Transfer Commitment

Information

|@|

Yersion |

M

An option for finding these areas through our site.
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NOTES:

It is not possible to apply time limitations for deliveries to limited accessibility areas, nor
Saturday delivery. As you will see, the services are deemed for these cases.

. PRINT LABELS CODES

To print labels for the shipments that that you have prepared press Print Label Codes. The
following message will be displayed:

Check Shipments [x]

Do you want to check your shipment details
before printing labels?

Yes No

Selecting YES will display the shipments control list:

[ 3 Close I

EATATTATH EAEF SOV ANOETOMWTIN 4TS
[Fentarn _mwms AmcoToians ACE MOPO MFEMH

[Feamnms = ] Agunren zams

LR N Posn e (RN Mastiemspsy
smima Hagecs
LY [AEELY (LTS Smcmas o
e

IREamenTuT

[SLTRETS T SN

[SLTPETSI T SN

Alrrororal, ENEFRArLEA,. NP TFIrgEgaa, 1 esF S

Which can be printed to perform checks or you can just check it on your PC display. If you agree
select close and you get the message:

Application will connect to ACS and receive unigue label number
for each shipment.

Be sure you are connected to the internet and press 'ACS' button
to begin sending shipment details.
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Then press the ACS button to send the data and automatically receive a unique number for each
shipment. This number shall be the 'identity' and shall be printed on labels. If you selected NO on
the message of previous page, the above screen would display directly.

At the end of this dialog the application will guide you to print labels, allowing you to select the
location of the first label on the sheet of paper.

Then the labels layout is displayed on your screen and you can choose the first label to start
printing.

Select the label size you want to print (3, 4 or 8 per sheet):

O 3xlabels
(%) 4xlabels
O Bxlabels

Click the position within the paper area where you want your
abels to begin printing from

W) (Y
THREI

Print

NOTE: If you have multiple shipments or if they include COD service, then you can only print 4X
labels.

The label printed will have the following format. At the area of ACS logo and information, shall
appear the details you have entered as a Sender including your logo, if you have entered it.

A5 Sh
| ATEAHIICY 25 L LASES ASHNA
| DSISETES : MEEE AEHMIN
AMOETONEAS ZAEIIIIE
. DEMO [4: 29092010
. gm0 &

000C

(AGFnece, ) | DEOOBIMME
| Ey

7239908600

ACS Coviirevt
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. SEARCH SHIPMENT

You can see all shipments or specific ones, depending on the criteria that you enter on the
screen below. First you will be asked whether you wish to display the details of the
shipments that you have prepared as a user of the application or the shipments of the entire
company (all users).

‘1 OF Current User ‘
i ]

‘-“ CF all Users ‘

Following selection, you are transferred to ACS website, and particularly on the following

screen:
TE T Locat]
NS
MyACS ™  Services *  Usefullnfo ™  Quick Access ™| Support ™ Search.
» Connect Deliveries Search
Date sent From = 27/04/2016 To  27/04/2018
Delivery From w0 To %3]
ACS Airway Bill Sender customer
Number code
Sender Receiver
Delivery method All |z| Result sorting ACS Airway Bill M.E
Cash [ Cost Centers All E
Customer code [
Help O Search ©

Using the options on the screen you can find the shipments you want. Pressing the Search
button displays the delivery details of your shipment on a new screen:

If you want to check the progress of your shipment as of the time of receipt from your
office, up to the time of delivery to the end recipient, click on the shipment number on the
search results screen and its detailed progress (tracking) will be displayed.

This screen shows all the shipments that have been charged to the codes linked to the
application, whether shipment was performed by the application or not.

You can also export the search results in excel format and save them on your computer:
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|
J Horoos EfoBos  Ewtdncon
E3 - & ACS AT ANPTYPON
A [ B | © I D E | F
|
2 |ApBpdc Amodsiknikod NMapaAapf AwoésMpog Napaiapoy MapaAfmrng Hp. 13y
3 7208491835 8/12/2008 TI-ES ZKONEADY ACS AT ANPIYPON 9/12/2008
4 7208465025 841242008 TAT MORNEMBAZITH ACS AMOEACKHMO! 9/12/2008
5 7208501694 BA2/2008 | AD-AD FEQPTIOY ACS M. PAMAH ACS ML P 9/12/2008
5 7208465704 8/12/2008 AB-TA NAKOE ¥P. NAKOZ 9/12/2008
7 72058465730 812/2008 | AD-AD MATZOYPH AMNEH YIIOZTHRIZHE A ACS M 9/12/2008
8 7205465785 84122008 AUD-AE ZOMOY ACS M PAMNH 9/12/2008
9 7208469870 841242008 AS-OE KAPAAIOAIOE ACS BEZZAAONIKHE ( HUE 3 a/12/2008
10 7208451032 8/12/2008 A0-Bl MMAKATEEAOY KYANOYE STAYPOYE 9/12/2008
11 7208455866 8/12/2008 A-Bl NoAYZOY O RO ANT OMNAKONOT S KA - 9/12/2008
12 7208455870 841242008 AS-aN FOYAH O THHMA MHTEOOY K& 250 9/12/2008
13 F205455881 841242008 AR HPYEANSOMNOYADY A0 TRHRA, MHT POOY K8, 3an, 9/12/2008
14 F20845667 3 8/12/2008 AD-AE MAMNAMOAOYAOT APAMMAT ZaKH BAMNA ACS_KEMN | 9412/2008
15 7208455103 8/12/2008 AB-AD MNAZIOY HELLAS OM LINE 9/12/2008
16 1026118715 8/12/2008 ZH-AE MAMNAMOAOYADT ACS Sa, 9/12/2008

. MANAGE LABELS

This screen provides you the following options:

o PRINT AGAIN

You may reprint any or all the shipments of the day. If you want to print just one label, select it
and click on the option Selected. If you want to print all of them, select Print Again and click on
all.

Manage Shipments 3

Label Count: 1 ‘ ‘(E@ Print Again| @ Cancel ‘ﬂ AII‘ [ Selected

IFPrint fgain | LabelPod | MainPod ?Quanity Del.Date | Sender 'Recipient | Address InMind | Customer Cadz
TGS 01 28louw2.. Dem tploracAcs Con. TEST TESTS TEST, 3661, EMA. - 240388880

. CANCEL SHIPMENT

You can notify ACS that you want to cancel a shipment even if you have already received a label
number for it. To do this you must press CANCEL for each label you want to cancel (the line of the

selected label turns red).
Manage Labels () BRG]

= i !
Label Count: 1 ‘ ':@ Prink Aqgain ‘@Cancel” [E] &l & Selected

Cancel :LaEel Pod :Main Pod iQuanity :Dei. Date :Sender :Recipient :.ﬂ\ddress :In Mind :Customer Cude |

TSSO 1 28loww20. DemoXpiomsAcsCon TEST TEST3TEST, 13561, EAR. 24099909
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Canceled labels are deleted from the local file and will not be included in the reception list to be
printed when the courier arrives to collect your shipments. If this action was performed

accidentally, or in case you do want to send a cancelled shipment, then you must enter it anew.

DELIVERY LIST

To print the delivery list, press Print Delivery List and the following screen appears:

Del. Date |13_f2f2012 EI [] Reprint Delivery List

Print Mode & Summary O Details
Print Delivery List: Asutépa 13 Q=ppouvapiouv 2012

Print Shipments &) Of Current User

O Of Al Users
: WARNING!
Print the Delivery List after you are certain you finished all actions

After printing the delivery list you cannot alter or cancel your
: shipment details :

g‘ Connect and S5end * Cancel

You have the following options:

o PRINT DELIVERY LIST

If the application is used by multiple users, each one accessing it using a different code, and you
want to print out the shipments of the selected day, entered by all users, select Of All users in the
"Print Shipments" section.

When the screen comes up, it displays the current date, but you can change it in order to print the
list of shipments to be sent i.e. on the next day, if you have printed shipments dated the next day.
When the courier arrives for pickup, print (it prints automatically in two copies) the reception

list, either in a brief or detailed format. The two copies are signed by you and the courier, and
each one of you retains a copy. You will sign as well as in pda that has with him the courier.

This list details all information related to the shipments, as entered, as well as the special services
you have requested.

Above left it exists a barcode that corresponds mass number. See the example
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Madikdg Ap1djog ZYNONTIKH KATAZTAZH NAPANABHZ ANMOZTOAQN NPOZ METADOPA

WIUHMA ~Szge e
» 4 ACS =

7266505912
Ap.AmooTol| AmooTohicg | ‘Ovopo Mopohnmm [ Avbwven /Neproyn [ TK || Tnhipuve Npolopd
Kipioc.Ap.AnHp.NapdhA] Tepl[ Bapoc |Nupdd.EwdMossd AviTp.NAlNoss AcqNpoidurdExeTiks 1 Mo paTpITEig
7266505890 Demo XpHaThg Acs ConnelMEAATHE 1 ATHAHOIOY 25 KPYOME 14565 242839995 BY 1
1] 131072011 1 05 0o:o0 oo Jaa
7266505301 Demo XpAatng Acs ConnelEAATHE 2 APTYPOMOYAEDE 2 WA TETE 2A09995393 BK 1
0 131072011 | 1 05 0o:o0 ] Jaa
7266387914 Demo XpAatng Acs ConnePHITOI BAZIAANTONAKHE HPAKAEICY 24 RXARNA 73100 2521096700  2A0999533 XM 1
0 131052011 | 1 05 16:00 110,00 b o0 AN 2T * Mapddodry perasld 14 - 16 *
EYNOAO ANOITOAON: 3
0 NAPAAOYL
(KAT'ENTOAH AMOITOAEA) 0 NAPAAABON

Demo Xpiemg Acs Connect

. REPRINT

If you want to reprint shipments already printed, select "Reprint today’s shipments". In case
you have printed more than one list in the same day then you must choose which one you want.
You can also export the list to an excel file.

Pick up Date 22/7/2020 [~ | Reprint Delivery List

Print Mode
(@ Summary () Details

Delivery Lists for Selected Date

Date Time printed - User | Mass Mumber | Shipments Count
22/7/2020 10-05:11 pp
22/7/2020 5:06:59 pp
22/7/2020 4:35:27 pp
2272020 3:44:42 pu
22/7/20203:32:14 pp 151
22/7/2020 1:58:56 pp 10

L»—-HI

2272020 11:55:35 my 3
22/7/202011:12:00 2
2272020 10:36:52 mu 3
22/7/2020 10:01:25 mu 1
EE' Connect and Send u Export Excel File x Cancel

. FINALIZATION OF SHIPMENTS

After you print the reception list, you cannot cancel a label through the application, but only notify
over the telephone the store that serves you to delete this shipment. Moreover, it is not possible to
reprint.
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PICKUP ORDERS

A pickup order can be created either by typing the data manually or by entering the data via a
specific demarcation excel file.

. MANUAL INPUT

From the home screen we select New order

-2- Acs Zuotnua Online MapayysAuwwv

Order Search

Order No.:
From pickup date: 29/08/2020 | To pickup date : 08/09/2020

- User:

Status:

In the first fields we enter the full details of the pickup address, ie where the courier will go to
pickup the shipment, with whom he will contact as well as contact telephones.

New order

Command from

Commanding:

_ ® Mine Other address

Number: Floor:

Zipcode:

Sender Phone: Sender Mobile:

Sender:

30



The COMMANDING field will be automatically filled in and will always display our name/ brand
name and cannot be deleted.

At the top right in the STATION INFO option we can see information (address, telephone
numbers, opening hours) related to the ACS store that is responsible for executing the pickup
order. The store that appears depends on the zip code we have registered.

We can set the pickup to be made from our own address (mine) or from another. In the 1st
case our details will appear automatically filled in while in the 2nd the fields will be empty to
fill them.

Going further down

From: - Items Quantity:

AlaoTdoslc (in centimeters): Weight: Shipment Type:

0 X 0 X 0 Envelope Package

Reference Key:

we enter the pickup date, the time frame (min acceptable margin of 2 hours), the number of
items, the weight, the type of shipment (envelope or parcel), a reference key if any and any
comments that will help the courier. The 2 hours frame of the pickup hours, if the pickup is
set to take place on the current day, follow the real clock. If the collection is set to take place
at a future date, the displayed hours will follow the opening hours of the collection ACS store.

Then we enter the full details of the destination of the shipment that the courier will receive.

4 Shipment Destination Address

Mine @ Other address

Name: Address - Number:

Responsible:
Recipient Phone:
Products:

Morning Delivery CASH ON DELIVERY

Time Definite Deliv... Delivery on RECEP...

Delivery on Saturday
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We can set the delivery to be made to our own address or to another. In the 1st case our
home details will appear automatically filled in while in the 2nd the fields will be empty to fill
them.

Note: we can not set Mine if we have set the same in the receiving address of the shipment.

At this point we can choose, if necessary, a product of delivery, eg cash on delivery, delivery
Saturday, etc.

If we choose cash on delivery, we must enter the amount to be collected as well as the
method of collection (cash or check).

Notes:

e Some products are not combined with each other. Morning Delivery with Delivery on
Saturday or Delivery on Reception cannot be selected. If there is an conflict combination
of products, a relevant error message will appear in the storage of the order.

e If we choose Morning Delivery or Time Definite Delivery we must enter the 2 hour
delivery frame. Morning Delivery is until 10:00 am while Time Definite Delivery is
another 2 hours frame later than 10:00 am.

e Time reservation (whether morning or otherwise) is not allowed for less than 2 hours.

e The morning delivery time frame follows the delivery start time of the ACS store which is
responsible for the delivery of the shipment we received. For example, morning delivery
can not be set until 10:00 am in Naxos island. Deliveries to the island start after 15:00
pm due to the arrival of the ship there. In any case, there will be a relevant error
message when we wantg to save the order.

Attention: the products Morning Delivery or Time Definite Delivery incur extra
charge.

We proceed to charge the shipment. The options we have are 3, charge of the shipper (ie
from the one who received the shipment), the consignee (ie the one who delivered them) and
other (ie neither the shipper nor the consignee but the sender). Where required, the available
active billing codes that we have as an ACS customer are displayed to select the desired one.

== Charge

® SHIPPER CONSIGNEE OTHER
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Possible scenarios are as follows:

e Receipt from my own address & delivery to another address - shipper's charge - my own
billing code is selected.

e Receipt from my own address & delivery to another address — consignee’s charge - no
biling code choice can be done.

e Receipt from another address & delivery to my own address — shipper’s charge - no
biling code choice can be done.

e Pick up from another address & delivery to my own address - consignee’s charge - my
own billing code is selected.

e Pick up from another address & delivery to another address - other charge is the only
possible option - my billing code is selected.

. EXCEL UPLOAD

Via the excel file we have the possibility of mass import pickup orders.

(Order Noz

From pickup date: 29/08/2020 G] Topickupdate:  06/09/2020

Status:

o New order I n Impart from Excel I

Select the above option from the home screen and go to the screen

or Drop file here

Allowed file type: xlsx

Maximum allowed file size: 1 Mb

&3 Submit records l .

SENDER  PICKUP RESPONSIBLE ~ ADDRESS ~ NUMBER  AREA  FLOOR  ZIPCODE  SENDERPHONE  SENDERMOBILE  SHIPMENT TYPE
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To see the lineup of the excel file, select the Sample on the right of the screen. Save the file
in which the fields listed above in the manual entry are columns of the file.

We fill in the details of the orders, we save, then from the option Select file we locate the file
we want to import and finally we select Submit records.

During the process of uploading an excel file there will be the same checks mentioned above
as to the times of pickup or delivery as well as for the allowed or not combination of products.

Notes:

Excel column headings should not be altered, new columns added or existing ones
deleted even if they are blank.
Dates should be entered in the format DD/MM/YYYY.
Times should be entered in the format HH:MM.
In the Charge column the acceptable values are 1,2,3 for a charge respectively shipper,
consignee, other.
The billing code must be entered continuously and in the form 2XX...... where XX the 2
capitals and Greek letters.
The zipcodes must be entered as consecutive numbers without spaces - dashes etc.
Product codes are (either uppercase or lowercase):

o COD for Cash on delivery

o MDV for Morning delivery

o TDD for Time definite delivery

o SAT for Saturday delivery

o REC for Reception delivery

o RDO for Return documents

If we want to register 2 products in an order, we separate them with a comma, eg COD,
REC or REC, COD (the order of registration does not matter).

In the method of payment of cash on delivery the acceptable values are 0 for cash and
1 for check.

If, for example, in our excel we have 10 registrations and there is an error message in
one of them, this order will not be imported while the remaining 19 will be imported.
This means that we do not need to re-enter all our excel but only the registration with
the error.

Corrections or changes can be made to the order grid after placing the orders without
re-entering the excel file. For example, an order has an error because there was an
indication of morning delivery but with a delivery time of 13:00.

&3 submit records
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We can select the delete option on the left and re-enter the wrong entry or alternatively
we can move further to the right, locate the column with the wrong time or the wrong
product and correct on the spot

PRODUCTS COD AMOUNT COD PAYMENT METHOD DELIVERY TO

Morning Delivery 13:00
Maorning Delivery

Time Definite Delivery

Delivery on Saturday

CASH ON DELIVERY

Delivery on RECEPTION

. PICKUP ORDERS SEARCH

From the home screen there is the ability to search for the orders that we have registered
regardless of the import method.

i ACS Tuomnya Online Mapayyehwv

29/08/2020 r ) pid 08/09/2020

ﬁ Import from Excel i)

We can search by time period, by status, by user. The results can be exported to an excel.

The search statuses are as follows

Select All

Awaiting approval
Approved
Unable to execute

Executed

Awaiting pickup

Order cancellation
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. OTHER OPTIONS

From the home screen, and after the search results appear, we have the option to display a
registered order again with the view option on the right of each order or to select one or
more orders to cancel via the checkbox located just below by selecting the new order in
combination with the bin icon.

date: 29/08/2020 [} To pickup date:  08/09/2020

User:

Import from Excel o

By right-clicking on the order we can see the execution steps (checkpoints) or alternatively
select VIEW and then ORDER CHECKPOINTS

Command from

If an order has been successfully executed in the results column entitled Shipping No. will
display the voucher code with which the shipment we received will be handled.
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