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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 unique shipment tracking number for
each assignment.

c) 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.
€) Print a list with the shijpments 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 shjpments performed, at any time and download from the internet an electronic list with
complete data for each one of these.

To use the application, it is not necessary to be constantly connected to the internet. You need to
connect only when performing a shipment or to retrieve information about them.

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.



TECHNICAL SPECIFICATIONS

In order for the application to run correctly, the computers to be installed on must meet the following
minimum requirements: Windows operating system (windows7, windows 10 etc.), preinstalled net
framework 4 and an internet connection.

Moreover, a printer must also be available (laser or thermal). Printouts can also be performed using an
inkjet printer in no case, however, using a dot matrix printer.

INSTALLATION

You may install the application following the link.
On the first screen that appears and informs you that the application shall be installed on your
computer, select "run" to start the installation.

% AcsConnect2

Welcome to the AcsConnect2 Setup Wizard

ACT

The inztaller will quide you through the steps required to install AcsConnect? on your computer,

WARMIMG: This computer program iz protected by copyright law and intermational treaties.
|Inauthorized duplication or distribution of thiz program, or any portion of it, may result in severe civil
or criminal penalties, and will be prozecuted to the masimum extent pozsible under the law,

The wizard informs you that the program is protected by international copyright laws. Click «next» to
continue.

You are requested to state that you accept the general terms for the assignment of transfer of ACS, as
applicable.

Once you accept the terms (option: I accept the terms in the license agreement), click next to
continue:



i% AcsConnect2

License Agreement

Fleasze take a moment to read the license agreement now. |f you accept the terms below, click |
Agree”, then "Nest". Otherwize click "Cancel”.

Mz my £wapd) ¥pAONG M ERAPPOYAC 0 ¥pATMG BrAdval 0N ExEl pehemaa ewbhong ng Tpolmolioag #
UG GpoUC OwdAYnC pemagopds amd mw ACS SA mou ovaypdpowia mopokdno eoBc kol Toug
TEpIOpITRANG ¥PATNG, GT00C AUTol QuaypApoyTal 010 sy XEpifio PRI TIoU TapaiSaal aToy U yhmo
PRI WO MW SOOI WG £pappoyic 0T UTIOADWOTY TOU, TOUC oTiouc  amoddenal prid ki
avemgiharm. Emmidoy o Smogtiiac aupgove wa gpnapomoi kdb: feanopivn Sfoon, dmoc aut
a8 popd mcaipomoiEiTa Kl GiaiBirg amd My LGS S8,

0 ATOOTMAC MONTILOTIONDYTAG Ty £v ADyo0 epapuoyh) oSt Ty eyrupdm oy amoaTohdn oy
Glaoldvial pETw QUTAC Kl TG pEdOAC ToU K ACS mpoioye wa quiic olppowa P o eKdoTon
TN TpocaTioyd e f adppovd g wdy eaTpa; UTApKoLTEC SDOPEG TuppiEs.

b T pfa MG oG A apappoys o anoemiiag Slvar wa auoBie amy ACS S0 T fpyn I TR0 o

(] Do Mot Aaree

[ Cancel ] [ < Back ] [ Mest » ]

Then you are asked to specify the installation folder.

The application creates on hard disk "C" the

folder ACSConnect2 but you may create another folder on your hard disk. Once you agree click "next"

to continue:

i AcsConnect?

Select Installation Folder

Folder:

The installer will install AcsConnect? to the following folder.

Tainstall in this folder, click "MNest”. Tainstall to a different folder, enter it below or click "Browse".

cornnecty,

C:MACSConnect 2

O Just me

Install AcsConnect2 for yourself, or for anyone who uses this computer:

Browse...

’ Cancel

] ’ < Back ] [ Hest » l

The wizard automatically performs all the installation and informs you that the program was
successfully installed on your computer. Click "Finish" to close the wizard.



i AcsConneci?2

Confirm Installation
ACS
conneckt),
The inztaller iz ready to install AczConnect2 on your computer.
Click "Me=t" to start the installation.
Cancel ] [ < Back ] [_ MHeut »
InstallShield d

The InstallShield \Wizard has successfu
Click. Finish ko exit the wizard,

ACS REGISTRATION INFORMATION &

LAUNCHING

After the installation is finished you will find an icon on the desktop with the name «ACS Connect».
Selecting it (double click), the application opens and displays the following screen:



¥ Activate Product

i ALCS Customer Code
Company Code [
Password

Zorfirm

4 Initial ACSConnect User

Username

Password

[ J

[ Proxy Server Settings ] “:" Exit I |,ﬂr$ Enter ,|

To run the application for the first time, you must be logged on to the Internet to download the
appropriate ACS files with data related to your company (the data you sent in your application). Fill in
the fields the 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:

E'j Terms of Use

Read the Terms of Transfer Commitment

I have read ACS Terms of Transfer Commitment and
accept unconditionally

[E I Accept ,] I I do not accept

Select I Accept to enter the application.

ABILITY TO USE MULTIPLE ACSCONNECT

ON THE SAME COMPUTER

It is possible to use the application with multiple company codes on the same computer. In this way
you can create and track tasks that are charged to a 2nd code, for example a credited code.

To do this
{21 Enter Application
ACS
Company Code ;demo
l Username [ .
W Passward | |
(I Exit ] = Enter |




Select the orange icon that appears next to the Company code field and the screen will be displayed
again

I Activate Product

i ACS Customer Code
Company Code ._

Password

Confirm

4 Initial ACSConnect User
Username !

Password

[ J

[ Proxy Server Settings ] lr‘ Exit ] |IHEP Enter I|

For the activation of the application. Enter the codes provided by ACS and select Login.

Depending each time on the company code to which you wish to charge your dispatches, perform your
selections using the list

| Eigndog arny Eoployr]

ACS

Kudidg ETaipiag fdemn @ ﬁ___‘

acs_krioneri

e Do

3-'{ ZuvBnuamks |

[ i ‘Efofing I [ Eimniiog |

ACTIVATION OF APPLICATION

. USE OF DEMO CODES

If you wish to try the application and explore its functions, on Activate application screen (page 7)
enter code demo in all fields:

Company Code: demo
Password: demo
Confirmation: demo
User Code: demo
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. In order 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:

. 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 Start the installation following the instructions below.

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.

If you have already activated DEMO codes:

Open the Application tab and select Activate Product

g @

& actions

[ application

AR 4O K
L
Manage Change | Update |Activate| Synchronize Delete Company | Settings

users Password | Product |Produck | Data and Data
Acs Canneck e

The application will close and you'll see again the screen of page 7 where you will enter the normal
code provided to you by ACS.

ACS NOTIFICATIONS

Upon entering the application, several 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.

At the bottom of the screen you will see the number of notifications to read and you can navigate
to them with the PREVIOUS - NEXT options.



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 for everyone to receive the same info.

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

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

APPLICATION TAB

$ @ ACS Comnect v2 - Demo Xpromc Acs Connect

it
5 Adions [ application

ﬁfg;@@ 3 AO0O &8 B z

Manage Change | Update [Ackivate| Synchronize Delete Company | Sefttings | Help  ACS Courier ACS Connect  Search For Limited ACS Termsof  Mersion
users  Password | Product [Produck | Data and Data ‘Weh Page  Web Services Accesibility Regions Transfar Commitment

#cs Connect Nl Infarmation |

o USER MANAGEMENT

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:

Q-

=N [ Actions [ application

] Manage users [x] -

| # | Username Password

= ey demo HEw
= 5ol new b
] | 3 X usar2 s
= |3 X users e
= | el userf e
] FT ¥ Y1 s
® 1o X Y2 s

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



2=

Acs Connect

Borfzia Efofoc  Exktlnwon

# Username Password OvopaTEn@vupo _I
Edit Form x
Username Password
OvouaTENavUpo Tnh
Ko Email
EnNPEKOEIg Liaxsipnon BiBhiou Sieubivoswy ]
EKTUN®ON ETIKETG@W O Liaxsipnon ¥proTay O

@ Xupig

AvalfTnon oToxsiwv napadoong 0 Ohav Epqavion oTOEiov TIHOADYIWY KOl KOPTELAG O
© Tpéxwv XproTn

Exrin@on hioTog napahafng O Liaxsipion napayyshioy | |

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:

Acs Connect — G 6

J Borjfeu Efofioc  Ektdnwon

# Username Password OWOpaTENEVUPO
= | 7 s XX george 1234

S Kwd. NehaTn
| s 3 2A9999999

= | 5 =il 3 new 1234
=] | i X test 1234
=] | 5 =flm € 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
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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:

1.  After completing the tasks of creating or changing user data there shall be automatic Files
synchronization and the application shall connect to ACS server to transfer all of these changes.

2. Each new user PC must have the application installed, in accordance with the installation
instructions provided in this manual and then the application must be activated with the user code
assigned by the administrator.

. CHANGE PASSWORD

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

|sername demo

. Current Password

. Mew Password

", Confirrn

|Q§' Change I [G Cancel J

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.

. UPDATE PRODUCT

On the same tab, selecting Update Product provides a manual command to search for new
version. In case there is one, you will be able to download it in order to perform the relevant
update. If not, you will receive a relevant message on the lower left part of your screen.

In case there is a new version, which is required to be installed on your computer, you will receive
an appropriate message upon launching the application.

e SYNCHRONIZE DATA

The synchronization of your local files containing various information such as the list of countries,
authorized system users, cost centers, etc., is automatic, but can also be performed upon request.
When the application starts, it checks for the necessary files and if they do not exist, it notifies you to
connect to the Internet to download them.

There is also checking for a newer version of the application and you are informed to exit it and run
"ACSDownload" to download the new version.



o DELETE COMPANY AND DATA

This option appears only for users who have in their profile the ability to manage users and refers to
the deletion of a company code created by the process of multiple acsconnect on the same computer

(p. 8).

If the user selects this key, he will read the message

Delete Company and Data

Are you sure you want to delete all settings and data of
the cormpany?

after the deletion ALL data will be remaved.

- Shipments file

- Labels file

- Usgers file, and each user's address book

- All the company's settings files (locations, customer
codes,...)

Make sure you have no pending shipments or labels,
In this case all data will be erased.

o Yes o o

To which, if he selects YES there shall be automatic deletion from the application installation path
ACSConnect2 - App Data - Companies, of the subfolder related to the company code through
which the user accessed the application.

. SETTINGS

Selecting Application - Settings displays screen

3%, Settings. 23]
=\ shipments %4 Location - Language
¥ Automatic delete shipment details after On Delivery iv] € Choose the country where this applcation runs
) Voucher Type Laser Labels =] EAMAZ
S e = = Choose the locations where this application runs
=
¢ [ securely connect to ACS through HTTPS = o
4 Choose Application Language
@ [ Do not show shipment confirmation dialog engich
(m) Labels
[ Print my Logo on Labels
Logo Image for thermal, 3x and 4x Labels (Bitmap 242 x 38 pixels)
Logo Image for 8x Labels (Bitmap 193 x 28 pixeks)
[ send error reports
Advanced Settings
WebService Url |http: fjconnect2.acscourier. net/TestService AcsComnectWebService. asmx
TimeOut _—_ 605 sec
Use online address validation m Mirimum Address Validation Timeout =0:. | 1062 sec
Address Validation Block Size s
Updater Uil http: jconnect2. acscourier .net/acsconnectupdate_testf
[ Proxy Server Settings ]
% Confirm ][R Exit

o "Shipments"
You can specify when you want the automatic deletion of data labels you print from your computer.
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This can be done by printing the list of receptions or after a selected time. 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, i.e. 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.

o 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.

. VERSION

The code of the version used is displayed.



TAB ACTIONS

o 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:

P | kevrpo Kkearouc | Nepwpamn Kesdiko Mehdrn

LR |1 pfizer 2A@9000000
Lk | 123 TMHMA AHTIKATABOASN 2A0000000
\aEx | 2 rHA 2A9999999
Ly | 3 KPATIKO 2A@9000000
| s | 401 401 PRIVATE 2A@000000
| e | 450 450 IBU 2A@999999
| | 502 502 CBD 240999999
a3 | 00 (QTD?BT’\T)HMA OEMATODYAAKHE

\ k% | 910 910 TREASURY 2A@999999
| s | 927 ©27 EMNOPIKO 2A@9000000

Fage 1072 (15 items) 6l 2

L

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

Edit Form ==

KewTpo KooToug | | MNeprypapn |

B -

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 cost center, there shall be performance of automatic
Files synchronization and the application shall connect to ACS server in order to transfer all of these
changes.

. MANAGE ADDRESS BOOK

In the addresses you can store the details of prospect recipients as well as all your contacts. Thus,
selecting Manage Address Book displays screen:
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J AddEdit Redpient (Address)

Recipient Name || 3 Work Details

Company Mame .| Phone

Job ! Mobile

Relevant 1 B Fax

AFM e-mail

Doy

Country EANAZ @ Home Details
Area iy ‘H | Phone

‘ p
Street Mobile

= Fi
Mumber Floor i

e-mail

Zip Code
Motes
|Q”) Save | | 1 Save and Send Mail | |G Cancel |

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:

16



Add /Edit Redpient (Address)
Recipient Name |PAPADCPOULOS NIKOLAOS i \Work Details
Company Mame Eé Phone
b ? Mobile
Relevant 1 % Fax
AFM e-mail
Doy
Country EAAAZ @ Home Details
Area ATHENS @ (L Phone
Street DAFNIDOS ¥ Mobie
Number b Floor o e
Zip Code 11354 AMMEACKHNOL (AT) e
MNotes
[ J
Iq:‘? Save ‘ | Save and Send Mail J [G Cancel

You will see the screen:

Street Number Zip Area

Yo SR
[] The address details T entered are correct
Street Mumber Zip Area Station Branch Station Description DP/DX
u AADNIAOE 2 11364 ABHMA AT 1 AMMEACKHNOL (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) x |
Recipient Name PAPADOPOULOS NIKOLAOS i \Work Details
Company Name L Phone
Job ? Mobile
Relevant 1 3B Fae
AFM e-mail
DOy
Country EANAZ 3 Home Details
ea [, STHENS .E [ Phone
Street DAFNIDOS ? Mobile
Mumber 2 Floar ot
7ip Code 11364 AMMEACKHTIOL {AT) Cmen
Motes
[ ]
Q& Save I | Save and Send Mail | |& Cancel
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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 nhame. 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.

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

Company Name

Relevant 1

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

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

18



Address Book. []

Delete All | ;7 Send Mai e Print =

W Insert 0 Edic ¥ Delste (]

ad [x]

E‘, Impork =

f:’_‘-l Export =

Import From Excel

The following screen is displayed:

Select the relevant excel file it and click Open

& Avorypa

( )uv B Emupovewn cpyaoiag »

Opyivwon ~

7 Ayornpva

18 A,
£l Mpoa.Bioaic

9 BiPhoBrikeg
B8 Bivtzo
[ Evvoopa
&= Ewovee
&' Movaun

18 Ynohoyiotig
&L system 7 (C)

€ Aikrue

B Empévew spyagiog
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24 TONATAT IQANNHE 1
3 ;CS INNOKPATOYZE T INNOKPATOYE 33 10680 ABHNA il
4| Christina Fon Kizeritsky ESNIKH TPATEZA TAPTHTTOY 85 &MOPOY 15344 TEPAKAZ 2103578942 | i
5| NELLIE VOUGIOUKAS PHARMATHEN AEPBENAKIGN 6 15351 MAAAHNH 1
6|ZAMOYZAKH EYH MELINA MAY TEIKAHTHPA 15 20000 NEO HPAKAEIO
7| AzZER ATE ANQTATHE MEPAZIMOE AXIANEQE £ 10437 AGHNA 2105234805 i
8| Akpifoc MavBog CROWN HELLAS AE EBVIKIG AVIOTAOEWE 57 15231 Xahavlp 210-6799 1.
9| Avayviarou Nikn oAED EGNIKHE ANTIZTAZEQE 8 20000 AAIMOE 210-998938
10| AvahuTric AnprTpiog MINEPBA EAAIOYPTTKEE E TATOIOY & OAYEZEQE 165 14452 METAMOP®OREH 210-285420)
11| AvBpovikou Zwf PFIZER HELLAS MEZOTEIGN 243 20000 N. WYXIKO 210-678580(
12| ANEETHZ SIACMOYACZ EXELIA LEARNING KQETH MARAMA 2 15451 N, WYXIKO 210644654
13| ANTIKATABOAEE ACSS.A AZKAHMIOY 25 20000 KPYONEPI
14| Apaynariaxn Bévia ACS 5.A AakAnmiol 25 20000 Kpuovépt 210819012
15| APTEMHE ABAAT ACS A, MAPABQNOE 200 15351 MAAAHNH
16 | BAIOZ MATMAEY@YMIOY ATMOAADN AE I0POY 1 14452 METAMOPQQEH
17|Beorapin Mapia APABO - EAAHNIKO ETIME A KHOIZIAZ 180-182 15451 N. WYXIKO
18| BITZAPONOYACE AGANAZIOE  BITZAPOMOYAOE MIATIAAH AEQ® MEZOTEIGN 348 15341 AT, MAPATKEYH
19| BAAXOTTANNHE ZTYPOE BEPOMOYAQI ADOI AEBE 110 XAM E.O ABHNEN AAMIAZ 14451 METAMOP®REH
20 | BOTOPATOY ATTEAIKH KOPPEZ AE ®YZIKA MPOTO 570 XAM E.O AS-AAMIAZ - 32011 OINOGYTA 2262054570
21| Buoowrg Gavaang TUPPERWARE HELLAS AKAAHMIAZ 4 10671 ABHNA 2103679301
22| rakavenalhou Kehhu MULTIRAMA 250 XAM ASHNGN AAMIA - 20000 AT, ZTEGANOE 2108181101
23| Fewpyiabou EAzva EXPENSE REDUCTION ANAL MIAOYAH 36 15344 TEPAKAZ 2106615008
24| TEQPTIOE ZEPBOX HERBALIFE MENTEAHE 110 15126 MAPOYZI 2108108960
25| MANNAKIAOY NENA MIMOYZIAZ ENIKOINGNIEZ KAEIZGENOYZ 338 20000 TEPAKAZ 2108617777
26| MTANNAKOMOYACE MAKHE A, TATOIOY 343 13671 AXAPNAT 2106253600
27| MANNATOZ XPIZTOPOPOZ  [TANNATOZ OQTOTPAGIKA EMM. MIENAKH 0 10564 AGHNA 2103222625
28| MANNIOY FRONT LINE TZIPAIGN 8 11742 AKPOMIOAH 2108200900_| =
210 a £ b Tal A 25 20000__K; 210-R1an13d "~ 1
) IRy
|Q Cancel ‘q{” Import | H

Then click Import.

Will automatically start the correctness check of the data you want to enter and you will see a progress

bar:
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Import from Excel

Validating addressed online and importing. Please wait. ..
25/134

(A 19% ]
[ |
asp Skip

El: 00,00:00:05 Rem:00.00:00:33

Once the check process completes you will see an information message such as:

Address Book Update g

Data are saved successfuly.

Mumber of records with corrected addresses: 129

Mumber of records that need address review: 5

Mumber of records that address validation was not performed: 0

And 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:

Address Book x|

e ‘@‘ FI pectest | émsﬁfpmlﬁmﬂms\_mmp ‘|_‘H-Pn'ntv‘ﬂlm rtvﬂ\mv‘ ﬁ
[ Address [ work Detail
Name | company | street/Number [zip [Area | Country | APM | DOY [ Relevant 1 | Job | Phone

ACS IMMOKPATOYE

Christina Fon Kizeritsky TAPIHTTOY £6 & NOPOY 15344 TEPAKAZ 2103578942
NELLIE VOUGIOUKAS AEPBENAKION. & 15351 MAAAHNH

PAPADOPOULOS MIKDLAOS BAONIACE 2 1138 ADHNA

AZEK ATE AXIANEQE, 45 10437 ABHNA 2105234805
Axpiog Mévgog EBvinric AvTioThoswe 57 15231 XehdwSpL 210-6798134
AvauTAC AnuATRIoE TATOIOY & OAYIIEQE 165 14452 METAMOPORIH 210-2854209
ANEETHE @INONOYACE KOZITH NAAAMA, 28 15451 M WYXIKO 210-544654%

APTEMHE AARAE A MAPABONOE, 200 15351 MAMHNH
BATOT NAMAEY@YMIOY 14452 METAMORODIH

IOPOY. 1
e N (X mm----—

RIRRGRIRGR PR QI%MI‘&I%MIQI%M A

BITEAPOMNOYAOE AGAMAEIOE MEQ® MEEOTEION, 348 15341 Ar

Exoriz o -m----—
BOTOPATOY AITEAKH 570 XAM EO AB-MAMIAL, - 32011 OINOSYTA 2262054570
Buaawic Bavéone AKAAHMIAS, 4 10671  ABHNA EARAE 2103679301
Mewpybdou Beve MIAOYAH. 36 15344 TEPAKAL EAMAL 2106616008
TEQPIIOE ZEPBOEL MENTEAHE, 110 15126 MAPOYZID EAMAE 2108108960
TIANNAKOTIOYADL M TATOIOY, 343 13671 AXAPNAL EAMAE 2106253600
MANNATOL XPIZTO®OPOL EMM. MMENAKH, 10 10564 AOHNA EAMMAT 2103222626
TIANMNIOY TZIPAION, B 11742 AKPOMNONH EAMAE 2108200300
TMQTH IOTIA MAMAMH, 17 17563 . SANHPO 2103883448

T I S e 7 S S

To perform the check select one by one the red records and execute Address Lookup. You will be
directed to the screen mentioned above:

Street MNumber Zip Area

. KHOIZIAE 180-182 | 15451 N, WYXIKO

[[] The address details I entered are correct

Station Description

n MPOZ AEQ®OPO KHPIZIAE {KHOIZIA) 180-182 (Not found) TANATEI (210-2110590) E
. MPOZ AEQ®OPO KHPIZIAE (ASHNA) 180-182 (Mot found) 15451  NEO WYXIKO = i TAMATET (210-2110590) @
. MPOZ AEQ®OPO KHABIZIAZ 180-182 (Mot found) 15451  NEO WYXIKO A 1 XANANAPT (210-6892200) @
. KHOIZIAZ AEQDOPOL 180-182 (Mot found) 15451  NEO WYXIKO BL i ZQIPAGOY (210-7777290) @
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The same check procedure as referred above.

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.

. 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 [x]

%4 Mew Shipmert ¥ Edit @ Delete ‘k_‘-! e

| | Del. Date | Recipient | Campany Name | Qu E Impoart From Excel rge | Cost Center | Sender |

“ |
4,\#"’ Shipments Review .@ Print Label Codes

ﬁ Create Excel Template

The following screen will appear:

Save As 2]

Save in: I@’ Desktop j

) My Dacuments
- :ﬂ by Computer
Fecent L

My Metwork Places
€

Desktop

AcsEonnect Tpdneta Konpou.xls
1] AcsConnect sk

AddressBook Tpdneta Konpou.xls
) AddressBook #ls

5 HO -Groups-Doc

IR MEPIOHEE NEW =l

1] IR NEPICKEE. #ls

] Shortcut to NMpdypoppe Bopy. sl
M9 Shortcut to YTIEYEYNOI
Mpdypoppo BopBiuiy test s

L

My Documerts

File: name: -"i.u:::s:[i.:unnEu::t.:-:I:s: j Save I
Save as tupe: IApxa[o excel xls j Cancel |
g |

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.

Company Name
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Floor

Recipient Email

Branch

Notes

Charge

COD Amount

Payment Method

Ins Amount

Cost Center

Relevant 1

Relevant 2

Delivery Time

Special Services

NOTES FOR THE EXCEL:
¢ Do not alter the column titles.
Do not delete columns even if they are empty, or add new ones not belonging to the standard.
Zip codes should be inserted as consecutive 5-digit numbers without spaces, dashes etc.
In column PAYMENT METHOD the letter " M " is for cash and the letter " E " for check (no matter
if the letters are capitalized, small, Greek or English).
In column SPECIAL SERVICES if you want to choose one, you need to insert in the form of service
codes. The codes are:
o 52 = Saturday delivery
o PZ = Reception delivery
o AA = Documents return
o NP = Protocol
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.
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).

In this excel file there must be completion of the necessary shipment data (red colored fields, as yellow
ones are optional) and once saved, they can be imported into ACS Connect through Manage
Shipments - Import from Excel as shown on the screen:

Manage Shipments (%]

- i e - ) | <l Shi i A oy
f:New shipment Edit mDeIete |'|f“l Impu:urt| s Shipments Review () Print Label Codes

| | Diel, Dake | Recipient | Carnpary Mame | QU L’.E] Import from Excel brge |Cost Center | Sender |
I

Select it and click Open
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Open

Look in. [[2 Deskiop =l = &m ck -

i) My Documents

4 My Computsr

J My Metwork Places

5] & esConnect Tpdnela Kunpou.sks
=] AcsConmect s

=] tddressE ook Tpdnefa Kinpou. s
AddlessB ook.®ls

5 HO -Groups-Doc

=] VR MEPICHEE MEW. uls

=] VR MEPIOHEE. s

5] Sharteut ta Mpéypappe BapBuioy. xis
92 Shortcut to YMIEYEYNOL
Mpéypoupe: Bopuay test sls

Recent

File name: 1l =l [ |
Files of type: [Excel file s =l Cancel |

The next screen will be

2|

B3 ] &3]
= File |C: \Users\mpoukidis \Desktop\fdadfahdvb. xis =]
1) Choose Workseet Addresses [ J
o o
[# [ onomanspanms ETIONYMEA ETAPEIAS semvo1 | osox swiemos [k [ neprox cpovor | mHrEvano)
?
» B roniatas roarnz (T 5
3] ACS [HI'IDWATDVZ T INNOKPATOYZ. 33 10680 ASHNA
I 4| Christina Fon Kizeritsky EONIKH TPAMEZA FAPFHTTOY 86 & MOPOY % 15344 TEPAKAT 2103578342
Il 5| NELLIE VOUGIOUKAS PHARMATHEN AEPBENAKIQN 8 15351 MAAMAHNH
I 6| ZAMOYZAKH EYH MELINA MAY TIIKAHTHPA 15 20000 NEO HPAKAEIO
I 7| AZEK ATE ANQITATHE MEPAZIMOE AXIANEDQE “« 10437 AGHNA 2105234805
Il 8| AxpiBoc MavBoc. 'CROWN HELLAS AE EBviKic AVTIOTaOEWE 57 15231 Xahavpi 21067991
I 5| Avayviorou Nikn OAEA EONIKHI ANTIETAZEQS. 8 20000 AAIMOE 210-998938
Il 10| AvahuTric AnurTpiog MINEPBA ENAIOYPTIKEZ E TATOIOY & OAYZZEQS 165 14452 METAMOP®QIH 210-285420¢
I 11| AvSpovikou 2wn PFIZER HELLAS MEZOTEIQN 243 20000 N. WYXIKO 210-678580
I 12 ANEZTHZ ©INOMOYAOT EXELIA LEARNING KQITH MANAMA 28 15451 N. WYXIKO 210-6446 54
Il 13| ANTIKATABONEE ACSS.A AZKAHNMIOY 25 20000 KPYONEPI
[ | 14| apounartin Bayia ACSS.A AoxAnmiod 25 20000 Kpuovépt 210619012
Il 15| APTEMHZ AANAZ ACS A, MAPABQNOZ 200 15351 MAAMNHNH
I 16 | BATOZ NAMAEYBYMIOY ATOAASN AE ZQPOY 1 14452 METAMOP®QIH
[ | 17|Beortpkn mapia APABO - EANHNIKO ETTIME A KHOIIIAT 180-182 15451 N, WIKO
Il 18| BITZAPOMOYAQZ AGANAZIOE  BITZAPOMOYAOQE MIATIAZH AEQ® MEZOTELQN 348 15341 AT, MAPAZKEYH
I 13 [ BAAXOTTANNHE ZMYPOE BEPOMOYAOL AdOI AEBE 110 XAM E.O AGHNQN AAMIAT 5 14451 METAMOP®QIH
I 20| BOTOPATOY ATTEAIKH KOPPEX AE ®YZIKA MPOIO 570 XAM E.O A@-NAMIAZ 32011 OINOOYTA 2262054570|
I 21| Bugaivric Bavdang TUPPERWARE HELLAS AKAAHMIAZ 4 10671 ASHNA 2103679301
|| 22|rahavonoiihou ket MULTIRAMA 250 XAM AGHNSN AAMIA - 20000 AT FTEQANOE 210515110
Il 23| Fewpyiadou EAzva [EXPENSE REDUCTION ANAL MIAQYAH 3 15344 TEPAKAZ 2106616008
M 24| MEQPITOX ZEPBOT. HERBALIFE MENTEAHZ 110 15126 MAPOYEI 2108108560|
[ | 25| rmawnaasor ena MINOYSTAT ENKOINGNIEE KAEIZGENOYE 338 20000 rEPAKAE 21086177777
< " ]
Del. Date 27/04/2016 ACS Code | 246999999 | DEMO ACS CONNECT Cash-On-Delivery only Individuals []
Sender | Demo AnooTohéag ACS Connect Country | EAAAZ
Is Cancel ‘ |Q4’ Import. ‘

At the bottom you can see the date of the shipments (always the first option is the current date, but
you can select different), the name of the sender, the billing code, the country and the choice if
shipments are only related to individuals in order not to execute the control of COD amounts. Also, at
the bottom right appears the Import option (for importing the file) and Cancel option (in order not to
import).

. CHECK SHIPMENTS DATA - ADDRESS VALIDATION

During the import process, there is performance of checks on the correct completion of the data in
excel (e.g. 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.
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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:

import from excel

Validating addressed online and importing. Please wait...
5/22

[ 23% |
| |
' skio |

El: 00.00:00:04 Rem:00.00:00:17

Once the audit process will end an information message such as will be displayed:

Address Book Update @

Data are saved successfuly.

Mumber of records with corrected addresses: 18

Mumber of records that need address review: 4

Mumber of records that address validation was not performed: 0

And you will know how many records were stored successfully, how many records were corrected, how
many checks are necessary and finally how many no test was performed. By selecting OK you will see
the list of inserted shipments:

Manage Shipments X |
B tow

E
ror z 000 H E-10, AGHNA 10553 EVAZ >
ACSINOKPATOVE 000¢ INMOKPATOY 32, FEPAKAZ 10680, EAAAL o
Chitna Fon Kz conuH TPAEzA 000¢ TAPTHTTOY 86 & IOPOY . MARHIH, L5344, EAAAE sencer o
NELLIE VOUGIOUKAS PHARMATHEN 0506 AEPBENAKION 5 AGHNA 15351 EAMAT senser of
az ANQRATH FEPAZIVOE L 4006 AMERE 45, ahéwSpy 10437, VAT Sender o
« CRoWN HELLES £E 1 050¢ EBwric Aviiordosuc 7. METAMOPGAIH 15231 EMAT sencer of
MINEPBA EAIOYPIIKEE € 1 000€ TATOIOY & OAYEIERE 165, N WYXIKD, 1452 EANAE Sender B
A LEARNING L 0908 KQETH MARANIA 28, TAAHIH, 5453 EAAE sencer o
APTEMHE RarAE acs 1 000¢ R MAPAOONOE 200 METAMOPOQZH 18351, EMMAZ sender o
SAT0E TATAEVOYMIOY  ATOMON AF L 000¢ ZOPOY 1 N UYIIKO, 1452 EAME Sender of

s e e || Gone - avomz s e s ||

ANATIOZ BTZAPOTIOYAOE MINTIALH L 0006 AED MEZOTEION 348, METAVOPOOTH 15341 EMAT senser

TUPPERWRE HELLAS i 0006 AKAAHMIAE 4, EPAKAE 10671 EAAAL Sender o
rewpdson B EHPENSE REDLCTION ANAL L 0908 MIADYAH 36 MAPOYEL 2534, ENNAE sencer o
reproz 260808 HeRBALIFE L 000€ MENTEAHE 110, AXAPNAL 15126, EAAE senser o
awaonoviOz Ak L 0008 ATATOIOY 345 AGHNA 13671 EAMAE Sencer o
TIANNATOE YPIETOS0ROE  TIANNATOZ GATOMPAGIKA L 000¢ EMM. MTENAKH 10, AKPOMONH 10564, EMAZ sencer o
IOy FRONT LiNE L 000¢ TZPAION & 1L GAAHPO, 11742 EAAAE Sender o
i 20914 visTeR PNT L 406 WAMAN 17, KHOIEI 17563, EVAE Sencer o
FHARMASERVE LILLY 1 0.00€ 150 XAM AG-NAMIAS . KHOIIA, 14564, ENAAZ sender o

In red you will see how many entries should be checked. The procedure is the same as that reported in
the capital of import and control of frequent recipient’s data.

Attention:

If there are shipments with COD of more than €500 then in excel import process you will see a screen
like the following:
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| | Line | Field MName Description
u 2 COD Amount Invoice information must be provided at the next step
& 3 COD Amount Invoice information must be provided at the next step
ey 4 COD Amount Invoice information must be provided at the next step
WARNING €3 ERROR ‘F Export Excel File I IG Cancel ‘ |q0 Save |
E- &2

Based on the Finance Ministry (POL 1079-1015) to shipments with COD > €500 and whose recipients
are traders (excluding i.e. individuals) must be assigned the invoice details (number, date, and net
value). Selecting Save the following screen will appear:

By g each of the fi ing ship , please enter its invoice information
Del. Date Recipient Company Name Address Quanity COD Amount Invoice Info
ZAXTOYPH 8-10. AGHNA, 10553, EAMAL
H Please provide invoice information
27/04/2016 ACS INMNOKPATOYE INNOKPATOYE 33, FEPAKAL, 10680, EAMAT 1 600,008
H Please provide invoice information

27/04/2016 Christina Fon Kizeritsky EGNIKH TPAMEZA TAPTHTTOY 86 & NOPOY . MAAKNHNH, 15344, EAMAT 1 600,00
Please pravide invoice information

Invaice Details

Invoice Info

@ |®  w= | =]

Through which you can fill in the necessary details per shipment. Select the record, choose if it relates
to a company / trader, and through key addition enter the required information (this must be done in
all shipments for which the parameters listed above) apply.

Once you make the necessary invoice data entries or the corrections of the mandatory fields you will
have an image like:
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Manage Shipments X ‘

% tersuones ¥ o G pocte TN svsrcstoone | (@) oot~ | o Supmenis e | (o PrinclaetCoes | N

Del. Date ‘Company Name Quanity | COD Amount | Address Charge | Cost Center | S{

M~ | i az

[¥#[27 amp 2026 Acs mnokpToTE L 000¢ INNOKPATOYE 33, [EPAKAL 10620, EVAAL sencer
[#]27 4np 2016 Chustina Fon Kaertsiy EONIKH TPATIEZA L 0008 TAPTHTTOY 86 & TIOPOY . NANAHNH. 15344, EAAAE Sencer
[#] 27 4np 2008 nevite vouGtouKas PHARMATHEN 1 0008 AEPBENAKICN 6 ACHNA 18351 EAMAT Sender
[#|27 amp 2016 mzerc aTe ANQMIATHI FEPATIMOE 1 0008 AXIANEQT 43, XahdvEpy 10437, EAAAT Sender
; 27 Anp 2016 Axpifoc Méveog CROWN HELLAS AE 1 000 EBvNC AVTLOTADTWS 57, METAMOP®QEH, 15231, EAMAT Sender
lo#| 27 arp 2016 Avcumig Anpritpiog MINEPBA EASIOYPITKEE £ 1 000 TATOIOY & OAYESEDE 165, N WYXIKO, 14452 EARAT Sender
[ |7 amp 208 anermizomonovnor  exeuia eamnang A 000 KOUTH NANAMA 25, TAMHNK, L8451 EAnAZ Sender
|27 ama z0us  apromez asna acs L 000 . MAPAGLINGE 200, METAMOPOQLH 1SI5L EMAL sencer
[#|274np 2015 etz mansevovvior  anoman e L 0006 ZOPOY L N KO, 1452 EMAAT

|17 27 amp 2026 siTeaponoYAO: A@ANATIOE aTEAPONIOYAQE MiATIALH 000¢ NEQ MELOTEIQN 342, METAMOPRIH, 16341 EVAAL sencer
B 27 Ane 2016 | BAAxONANNHE EnIYPOE | BEPONOYAOI AGO AEBE 0.00€|110 XAM E.0 AGHNON AAMIAE . OINGOYTA. 14451, EAAAE  Sender
PY 27 e 2016 | sotoratov arrenmn | koreex ae avima nroio 0.00€| 570 XAM E.0 AG-NAMIAT -, AOHNA, 32011, EARAT _—
[¥#[27 4o 2026 Burcwi @audonc TUPPERWARE HELLES L 0008 AKAQHMIAE 4, TEPAKAZ 10671 EMAL sencer
[¢#] 27 4o 2016 reworissan Beva EXPENSE REDUCTION ANAL L 0008 MIAOYAH 36 MAPOYEL 15344 EAMAE Sender
[#| 27 4np 2015 recerior zeseor HeRBuLIFE L 0008 MENTEAE 110 AXAPNAL 15126 EARAT Sencer
[#] 77 anp 2018 rannakonowaor MKz A 000 . TATGIOY 343, AGHNA, 13671 EARAT Sencer
|77 an 018 rannaror xeimosopor  mannator eatorpacike L 000€ MM, MNENAKH 10.AKPOTIOAH, 10564, ENAAL sencer
|27 anp 2005 ruannaor FRONT LNE L 0006 TZIPAION &1L GARHPO, 11742 EARAL Sencer
[#] 7 anp 2018 i z001a visTeR prnT . 000 MAMARH 17, KHOITIA 17565 EAMAT sencer
}A] 27 Anp 2016 | TKABA MATOYAA PHARMASERVE LILLY 1 0.00€| 150 XAM AG-AAMIAZ ., KH®IZIA, 14564, EAAAT Sender oy

. MANAGE SHIPMENT (MANUAL IMPORT)

Alternatively, you can manually create shipments through Manage Shipment - New Shipment and
the relevant display:

| Addjedit sipment |
Recpient Name | ACS Code 24@999993 | ACS 5A M special services (AGEmm)
Company Name Charge Sender ' \'?) Delivery Time |-
Courtry |EAAAZ Cost Center B W e 0,00 €
T Pick up Date 8/3/2018 &
Area A\, |[Required fie @ @ (B NAPAAOTH TABBAT
el e 0L Amaiant 0.00.€ (] ENETP.AKAIOA.
Payment Methac Cash [] NAPAA.NPQTOKOAD
Humber | Floor L [] NAPAA.RECEFTION
7ip Code [Required fie
Relevant 1
Relevant 2
Quanity 1B Weight 0,50 ka)
More Address Details Mail Type Envelope -
Fhone Dimensions [LxWxH] {cm)
Mobile 0 [
Sender Mnoukitng Mempyiog
Motes O
IQ:? Save ‘ \ & Save New Shipment ‘ IG Cancel ‘

To enter a shipment, it is necessary to fill in at least the fields 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:
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Add/Edit Shipment 3¢
Recipient fiame ~ MNO [T| ACS Code |2/@939399 | DEMO ACS CONNECT M Speciat Services (4G,
Company Mame MMOYKIAHE MEQPTIOZ AFKAHMIOY 25, KPYONEPI (ATTIKHE), 14568, EAAAL Delivery Time |- |C|
MMOYKOYPAZ BAZIAEIOZ PAAAH METPOY 45, TAYPOZ, 17778, EANAZ i =
Eounty MMOYPMMOE METPOX 28HE OKTOBPIOY MATHEIGN 130, AGHNA, 11257, EAAAE [ns. Amaunt 0,00€
Area MAPAANOZH SABBAT
T ] ENIETP.AIKAIDA.
et [] NAPAA.MPRTOKOAD
Humber [[J NAPAA.RECEPTION
Zip Code =] Relevant 1
Relevant 2
Quanity 1{] Weight 0,50 ] (kg)
More Address Details Mail Type Envelope El
Phone Dimensions [LxWxH] (cm)
Mobile
Sender Demo Anootohgag 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.

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
office 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 shjpment
dated for the next day. Once selected, all shipments entered have as their reception date the
one selected. You canonly 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.

If the amount of COD is> € 500 will have to choose whether intended individuals or trader. If you apply
the second scenario must enter the invoice data in the screen below, which appears automatically:
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Invoice Details
= Insert Delete

Number Inv. Date Amount AFM Mame
L |

| Total: 0,006 |

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
(e.g. 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 kg.).
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

' Delivery hour for the selected destination cannot be earlier than 10:00 - 12:00

2

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.

28



e 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.

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.

Recipient Name D ALY Fode | ZAE999993 | DEMO AC5 COMNECT
Company Name Lharge Sender {?’
Lountry EAMAE Cast Center
Area ArLA BAPEAPA Bel Date 28/6/2011 E] [l
SEreat COD Amaunt 0€
Aumber Floaor
Zip Code 72400
NEAMOAH KPHTHZ (AN} Al f Limited Accesibility Region RECYanEL
Quanit ﬂ@ Relevart 2
Mate Address Details Weight 0,5 [ (k)
B Maif Tvpe Envelope
Mabile Dimensions [LxwxH] {cm)
Sender Demo xpryomg Acs Conneck
Motes )
|Q’q Save | | | 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:
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1/
Search for Limited
Accesiility Regions
Information ]

Qe &

Help  ACS Courier ACS Connect
web Page  Web Services

9§ @

&CS Terms of
Transfer Commitment

Yersion

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

e 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.

e 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

J Add/Edit Shipment. X |

Recipient Name | £
Company Name chl
Country EAMAZ M Cog
N s

Ci
Street

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

[Enihoyi napdoonc oz ACS SmartPoint 7= DERE
g

Ko, 7rauois | Nepiypapiy [ avtibuvan [k [mousc @ndpo Eifoc Zofyod) [

SHELL SMARTPOINT AAIMOY AEQQ. NOIETAONOE (EOT AAIMOY) E
AA402 SHELL SMARTPOINT ANC KAAAMAKIOY KYSHPION 2 KAI IQNIAZ 105 17456  ATTIKHI 240P0 SMARTPOINT_CPP @l
AA403 SHELL SMARTPOINT AAIMOY AEQ®. MOZEIAONOE 23 17455  ATTIKHZ 240P0 SMARTPOINT_APP E
An404 SHELL SMARTPOINT APYPOYMIOAHE APTYPOYMOAEGE 89 16451 ATTIKHZ 06:00-23:30 SMARTPOINT_CPP g
AB401 SHELL SMARTPOINT AIFAAEQ AEQD. KHOIZOY 50 12241 ATTIKHZ 06:00-24:00 SMARTPOINT_CPP §|
AB402 SHELL SMARTPOINT XAIAAPIOY ANEQ®. AGHNON (KABANAZ) 292 12462 ATTIKHI 240P0 SMARTPOINT_APP §|
AB403 SHELL SMARTPOINT Al.BAPBAPAL MET. AAESANAPOY 110 12351 ATTIKHZ 06:00-22:30 SMARTPOINT_CPP §|
AB404 SHELL SMARTPOINT AITAAEQ HPAKAEITOY 108 KAL A, AGHNQN 12243  ATTIKHZ 06:00-22:00 SMARTPOINT_CPP §|
AB40S SHELL SMARTPOINT AIFAAEQ AEQ®. OHBGN 308 KAT MKYZH 12241 ATTIKHI 240P0 SMARTPOINT_CPP E
Ar401 SHELL SMARTPOINT ATPINIO XAP.TPIKOYTH & ANAMAYZEQS 30100 AITOAMNIAS 06:00 - 22:00 SMARTPOINT_CPP E
Ar402 SHELL SMARTPOINT ATPINIO MAMAIQANNOY 26 KAT TAAAMA 30100 AITQAMNIAZ 06:00 - 22:00 SMARTPOINT_CPP §|
Ar403 SHELL SMARTPOINT ATPINIO EGN.ANTIZTAZEQE 102 30100 AITQANIAZ 06:00 - 22:00 SMARTPOINT_CPP E
AB401 SHELL SMARTPOINT NEIPAIGE 75 AGHNON - MEIPAIQE 75 18541 ATTIKHZ 240P0 SMARTPOINT_CPP §|
An402 SHELL SMARTROINT MEIPAIA MAAAMHAIOY KAI STENHMAXOY 3 18543 ATTIKHZ 240P0 SMARTPOINT_CPP E
AE401 SHELL SMARTPOINT MEPIETEPIOY KQNET/AEQE 14 KAT AEYKTPOQN 12133 ATTIKHZ 06:00-01:00 SMARTPOINT_CPP El
AE402 SHELL SMARTPOINT MEPIZTEPT EGNAPXOY MAKAPIOY 35 12131  ATTIKHZ 240P0 SMARTPOINT_CPP §| 3
o ———

You can export the ACS Smart Point list in an excel file. Once you have located the desired pic up
point you select it (you can also select the map icon to display the point on google maps)

Ah401 SHELL SMARTPOINT MEIPAIQE 75 ABGHNON - MEIPAIQE 75 18541 ATTIKHE 240P0 SMARTPOINT_CPP |§I
Ah402 SHELL SMARTPOINT MEIPATA MAAAMHATOY KAT TTENHMAXOY 3 18543 ATTIKHI 240P0 SMARTPOINT_CPP E
SHELL SMARTPOINT MEPIZTEPIOY KQNIT/AEQE 14 KAT AEYKTPON

AE402 SHELL SMARTPOINT MEPIZTEPT EGNAPXOY MAKAPIOY 35 12131 ATTIKHE 240P0

(B EEayewyr) Apyziou Excel
| T

)

Adpwon
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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.

Add/Edit Shipment x |

Recipient Name | PAPADOPOULOS NIKOLAOS| Ar_sa:de 2AB99999% | ACS 5A Special Services [ AGeon|
Company Name Lharge sender <f Delivery Time |-
: - Cost Center |
Ins. Amount 0,00 €
Pick up Date 8/3/2018 =]

[ ENIZTP.AIKAIOA.
[[] NAPAA.MPQTOKOAD
[] NAPAA.RECEFTION

[B) NAPAAOTH SABBAT
COD Amount 0,00 €

Relevant 1

SHELL SMARTPOINT AIFAAEQ [AB401] Relevant 2

Quanity 1 Weight 0,50 & (ka)

More Address Details Mail Type Envelope -

Phone Dimensions [LxWxH] {cm)

Mobile

Sender MnoukiBng Medpyiog

Motes O

Save new recipient |:|

IJ Save

= | Save Mew Shipment “e Cancel ‘

Attention for the AC 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.

* You cannot select a supplementary service e.g. Saturday delivery.

. PRINT LABELS CODES

To print labels for the shipments that that you have prepared press Print Label Codes. If there are
shipments for which you have not performed address check you will see the message:

There are shipments that require address review.
Please review those shipments before you proceed in

voucher printing.

If everything is ok and all addresses are checked, you will see the message:

Check Shipments

Do you want o check your shipment details before printing
labels?
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Selecting YES will display the shipments control list:

4 | | 3 | Claze

KATAFTOAFH EAEMSOY ANOETOMDN OCE

[Feemen _mma=s | AmmeTSlans ACE MOED MFEMMH

. Polin 4 [P PFY] Mastiems pmy

na Emcrmoas o

IR T Ammerelans ACE OO MPEOH
HEasnmnL Ron e, Lo oo,
T o,

Grmg N Pon e [T
Maam EETLY Ina
s

IREamEnTus

[SLTILITLITE STRSTY
ALIOMOAGL, MEEEEOET ra RO A

L F AmccTolans  ACE MOFODL MFEOH
FEa Nmm<_Gowouyaen dsonowm

T e,
Gremg N Pon e [T Mot sy

Maam [FEELY na

zm@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:

O Inform ACS about shipments [£3]

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

Be sure you are connected to the internet and press 'ACS'
buthon to begin sending shipment details,

| R

‘.-‘-5* ACS ‘ ‘ E:xit

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):
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Print Label Codes 23]

Click the pasition within the paper area where you wank vour labels to begin printing Fram

() 3% Labels D

() Bx Labels

[ n|||].|-|1-||h H )

(I

© concel |

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.

AMOITONEAT

T STAH: 14568 | KPYDNEPT
THAL fKIM.: 210 8190088 | EI9FS0S088

ADTTS, TTOTXE]
ACS Conmmect E T

YT pL

7239903600

EFEYTA. ATKAHMIOY 25 ! KPYDNEPT

564 KpureE s AT TR
1 i IR

. 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).

Erei Sl oL

OF Current User

OF all Users
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Following selection, you are transferred to ACS website, and particularly on the following screen:

T Loca]
NS
MyACS ™  Semnvices ~  Usefullnfo ™  Quick Access *  Support ™ Search..
+ Connect Deliveries Search
Date sent From = 27/04/2016 To  27/04/2016
Delivery From @ To @
ACS Airway Bill Sender customer
Number code
Sender Receiver
Delivery method | Al [=] Result sorting  ACS Airway Bill N7 |
cash [ CostCenters | Ayl E|
Customer code E
Help © Search O

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:

xxxxxx n
= A& ACS AT ANPIYPON
A | B | = | D E [ F
2 | ApiBuGs Amrosenikos NapaAapi AWG/Mpog NapaAapov Napaifmrg Hp. T
3 £208491836 8/12/2008 TrES ZKOMEACY ACS AT ANPIYPON ar12/2008
@ 7208465025 ariz/2008 | TIAT MONEMBAZITH ACS AMIEACKHMO! ar1 22008
5 7208501694 8r2/2008 | AS-A@ reaProY ACS M. PANAH ACS M. P ar1 272008
= 7208ABI704 8r12/2008 | ASTA NAKOE XP. NAKOE 9/ 22008
7 7208465730 8r12/2008 | AS-A© MATZOYPH AMNTH YNOSTHRIZHE A ACS N 9r12/2008
G 7208469785 8r12/2008 | AS-A© oMoV ACS M PANAH ar1 272008
a 7208469870 8riz/2008 | AS-E KAPANIONOE ACS GETTANONIKHE (HUB ) ar1 22008
10 7208491032 ariz/2008 | AS-BI MNAKATZEEAOY KYANOYS STAYPOYE ar1 22008
11 T20BAE58EE 812/2008 | AGS-BI NoAYZOY IO ke ANTONAKOMOYA IKA - 91 2/2008
1z 7208455870 8/12/2008 | AG-GN FOYAH 4O TMHMA MHTPOOY IKA 260 | 9/12/2008
13 7208455881 8r12/2008 | AS-AX XPYEANOOMOYAOY VIO TMHMA MHTPQOY IKA XAA | 941242008
14 7208A5EB73 8r12/2008 | AS-A© MANAFOMNOYACE APAMIMAT ZAKH BATA ACS_KEN | 8/12/2008
15 7208495103 812/2008 | AG-AO NAEIGY HELLAS ON LINE 91 2/2008
16 1026118715 B8/12/2008 | ZK-AD MANATONOYACE ACS 5A 941 2/2008

. MANAGE LABELS

This screen provides you the following options:

. 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 Labels [x]

Manage Shipments [

abel Count: — Yink Again ancel
Label Count: 1 [(E@P gt Cancel

@‘ [ Selected

I T T T T T
Prirk fgain | LabelPod | MainPod | Quanty |Del, Date | Sender Recipient | Address

U WSSSL. 0 128low2D.. Demopomng Acs Con.. TEST  TEST 3, TEST, 13561, EAA..

InMind | Customer Code

AR

. 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 be connected to the Internet. Then press CANCEL for each label

you want to cancel (the line of the selected label turns red).

Manage Labels [x]

Manage Shipments B9

= i '
Label Count; 1 ‘ ,:"@ Prink fgain |@ Cancel” Clal [ selected

(Cancel :LaEéI Pod :Main Pod iQuanity :Dei. Date :Sender :Recipient :Address

:In Hind :Customer Code

LSl 0 1 28low20.. DemophomAcsCon.. TIST  TEST3,TEST 13561 M. 240999899 |

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:

& Frint Dl
Del, Date | || Reprint Delivery List
Print Mode (@) Summary () Details

Print Delivery List
Agutépa 16 lavouapiouv 2012

& Print Shipments

(80 0F Current User () OF All Users

WARNING!
Print the Delivary List affar you are carfadi you finfshed i sctions

Aftar prigting the dalivary Nzt you camnot aiter or cance) your stpment datals

- Print ‘
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You have the following options:

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

Madikog ApIBGC ZYNOMTIKH KATAZTAZH NAPAAABHZ ANOZTOAQN NPOZ META®OPA

WIUTHI e
ACS c

7266505912
Eg Anoomhd Amocrohiog Dvopa Nupadimm Arvbuvon [ Meproyy TK TnAipuwve Emﬁ.ﬂ(h. I!go.fogé
Kipoc.Ap.An]

HuNopdd| Tepl| Bipog [Mopdd.EwgMocs AvTp.NAMocs AcdipobvidEyemke 1| Mopampnoa
7266505290 Demo ¥pfaThg Acs ConneEAATHE 1 ATHAHMIOY 25 KPYORME 14568 2485999393 BY 1
0 A3M 002011 1 05 0o:00 Ja oo
T266505901 Demo XpAaThg Acs ConnelEAATHE 2 APTYPONOYAENL 2 WA 1TETE 245993395 BH 1
0 A3 02011 1 05 00:00 Jaa fal]
T2E63A7914 Demo ¥pAotng Acs ConnedPHITOL BA ZIALNTOMNAKHE HPAKAEIDY 24 XAMA | 7300 2521096700 245932333 XM 1
0 13M0i2011) 1 05 16:00 110,00 M |00 BN 25 * Mupd@ogr) perast 14 - 16 *
IYNOAO AMOITOAQN: 3
0 NAPAAOYE
(KAT'ENTOAH ANOITONAEA) 0 NMAPAAABON

Demo XpRome Acs Connect

. EXPORT OF RECEIPT LIST IN EXCEL

The message will appear when you select to print the delivery list

Do you prefer to export the delivery list in Excel format
too?

With the YES option you will be able to export it to excel. The file name will appear automatically
filled in but, in any case,, it can be renamed.

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.
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Del. Date

Print Mode

|16/1/2012 )

(@ A

|| Reprint Delivery List

) Details

Delivery Lists for Selected Date

Del. Date
201240116 2012/01/16 11:06:29
2012 /01 £16 12:04:17
201240116 12:05:30
201201116 13:25:45
2012 /01 £16 14:54:42
Z01Z/01 116 14:55:18
201250116 15:19:42

L mizise
| s
. 2012701516
| a0nzmiss
| mzmis
. 2012701516

Date Time printed

User

dema
dema
dema
dema
dema
DEMO

Mass Mumber

7274813792
FI74519352
7174820092
FIPABIE1I0
774861370
7174861871
7274867902

Shipments Count

e s s w o [

. print H Exit

Note: If during the print out of the receipt list there are unprinted vouchers will see the appropriate
message:

There are 16 unprinted shipments

i Cancel delivery list printing, and check
E unprinted shipments

Print delivery list with anly the printed e
shipments =

You can choose not to proceed with the printing of the receipt list and to check the unprinted
shipments or you can choose to print the receipt list only for those shipments with printed vouchers.

. 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.

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.

o MANUAL INPUT

From the home screen we select New order



5 AC«S Juotnua Online NMapayysAiwv

Order Search

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

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: Choose address:
1 DL Dby

Number Floor:

Responsible:

Sender Phone:

Sender:

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.
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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:

Moo=l (in centimeters): Weight: Shipment Type:

0 X 0 3 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

MName: Address - Number:

Zipcode: Floor:

Responsible:

Recipient Phone:

Products:

Morning Delivery CASH ON DELIVERY

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

Delivery on Saturday

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.
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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.

¢ 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

Customer Id:

2nclRTE>

Possible scenarios are as follows:

e Receipt from my own address & delivery to another address - shipper's charge - my own
billing code is selected.
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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: 29082020 € Topicupdse: 003200

i

Status: v lsen

o+ e order I 1§ import o B 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

&) Submit records l

SENDER  PICKUP RESPONSIBLE ~ ADDRESS  NUMBER AREA  FLOOR  ZIPCODE  SENDERPHONE  SENDERMOBILE  SHIPMENT TYPE

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.
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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:

e 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.
e Times should be entered in the format HH:MM.
e In the Charge column the acceptable values are 1,2,3 for a charge respectively shipper,
consignee, other.
e The billing code must be entered continuously and in the form 2XX...... where XX the 2
capitals and Greek letters.
e The zipcodes must be entered as consecutive humbers 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

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
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PRODUCTS COD AMOUNT COD PAYMENT METHOD DELIVERY TO

Morning Delivery 13:00

Morning 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.

Tuamnya Online Mapayyehuav

e OB/09/2020

|5 mport from Excel B

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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