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Introduction

Overview

This document discusses how shipping spreadsheets can be imported through PrintStream’s shipping module. It
also explains formatting of the import, where data is held within PrintStream, and Excel formatting information.

Contact Information
EFI Support

US Phone: 855.334.4457 (First select option 3, then press option 8, then press option 1)
US Fax: 415.233.4157
US E-mail: printstream-support@efi.com

Regular Service Desk hours are 8:00 AM to 7:00 PM Central Time, Monday — Friday. Outside of these hours,

you may leave a voice mail message and an on-call support representative will be paged. Response time is
based on the severity of the issue.

Note

For problems involving infrastructure (i.e., computers, networks, operating systems, backup software,
printers, third-party software, etc.), contact the appropriate vendor. EFI cannot support these types of
issues.
EFI Professional Services
US Phone: 651.365.5321
US Fax: 651.365.5334

E-Mail: ProfessionalServicesOperations@efi.com
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Preparations for Shipping Import
The following steps must be completed to prepare for importing shipments into PrintStream:
1. Open the import Data File
2. Open the Import File Template in Excel

3. Copy the information from the Data File and Paste into the corresponding fields in the Import File
Template

Note For more information about the Import File Template and where data pulls into PrintStream, please refer
to the Shipping Import File Information sections of this document (sections 6 & 7).
Logging in to PrintStream
1. To open PrintStream, double-click the icon on your desktop.

2. Using your provided login and password, click Login, select your Company Name or Plant Code, and
select Enter.

efi | PrintStream

User Name: Password:

|ls i Login

Select Database

Company Mame/Plant Code:

| =l
Cancel
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Shipping from Mail Estimating
1.  Open Mail Estimating/Order Entry.

MailEstimPAM

2. Open the job and expand Order Entry in the tree. Click Shipping to open the Shipping module.

Mail Estimating (Print & Mail)

e +f Quote Header
= Estimating
w-+ Review Pricing

H-+ Order Entry

------ Wiark Ticket (mail)

------ Invertory hatrix

------ Prepared for Address
------ Change Orders

------ Scheduling

Shipping from Print Estimating
1. Open Print Estimating / Order Entry.

= PrintEstPAM

2. Open the job in Order Entry mode. Click the red truck Deliv icon to open the Shipping module.

#2L Print Estimating CQuote: 981.00 - Graph expo booklet - Job: 816
File Changes Refresh Master Daka Help

D @E 2BElE 4 0| EHEo| $E 2|56 el .

4 T

Job Deliv Other
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Job Shipments

1. To open, edit, or add shipments on a job, click the shipping icon.

Shipping

Shipping Company Code: 01 —- Plant Code: 0100
File Shipping

T CPYSTENS  _ amccEs

@- File Shipping Methods  Find Shipment  Set Shipping Status
Job Shipping Information

Enter Job#: | || | Load Shipments | ==
Cuslumer:l | Job' s First Delivery ’—

Job Description: | Job Oty | Jobs Last Delivery

Shipments Status: |:| [ Fiag as Final Shipped Shipment Hold: II'

Notes Summary | Job Shipping Notes | Customer Shipping Motes |

Shipping

] Shipment | Backorder Freight
Delveryt | = | et | D%t | Totalaly Company e

Ll
(The * in the ShipmentlD column indicates is the last shipment)

Add Shipment Dsiste Shipment

2. The Job Shipments screen will open. Enter the job number and press the Enter key.

s (=l =

File Shipping Methods  Find Shipment  Set Shipping Status
Job Shipping Information

Enter Jobs#: |1 a08 vI Load Shipments &
Customer: |Anna Inc. | Job' s First Delivery [10/2/2010 |

Job Description: | Streamline Manual | Job Qty: Job's Last Delivery [10/2/2010
Shipments Status: |:| [ Fiag as Final Shipped Shipment Hold: E
Notes Summary | Job Shipping Notes |I Customer Shipping Notes I

Shipments Summary (Double Click on a Shipment to open the edit window)

[ [P [ | o] o =

[The * in the ShipmentlD column indicates iz the last shipment]

Add Shipment... Delete Shipment Close
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Import Shipments

To import shipments from a spreadsheet, click File > Import Shipments (from MS Excel).

- Jobr Shipments
Shipping Methods  Find Shipment

Select MS Excel File
Select the Excel file and click Open to begin the shipping import.

wls] _l0jx]

File Edit Wiew Faworites Tools  Help | -:,'
@ Back - .'\) - L.@ ./“) Search i Folders ‘ |,_J‘>_‘ | ¥ x q | -

Address I@ D'\streamishipping j Go
Tame | Size | Tvpe | Date Madified =

@__]Shipping Import File_2 {2),xls 19KE  Microsoft Excel Wor,,,  6/3/2008 11:07 AM

Shipping Import

The MS Excel shipping import file will open and scroll through the import spreadsheet. Do not close out until it
has scrolled all the way to the bottom of the spreadsheet.

- Microsoft Excel - Shipping Import File_2 (2).xls

iR R B R IR E R = | ¥¢ Reply with Changes... End Review... !

‘B Fle Edit  Wiew Insert Format  Tooks  Data  Window  Help 2F x

A8 - i
A B C ] E F =

1 |RecordType |ShipDate |CompanyHame Attention (Address1 Address2 |City —
2 |H 1/29/2008  Alazka Inc. Fob 100 west 22nd St SAMF
J A
4 |H 1/3042008  Alaska Inc. Fob 1000 Main Street  Suite 105 Q&KL
o |A
B |&
ToA
9

10




V21.1.0200 Shipping Import ® 9

————

Zip Code Verification

As shipments are imported, an error list may open. A County Not Found” error indicates that the zip code is in a
non-nexus state, so it cannot be verified in the system. Click Close to view the shipments.

w Import Ernon List

Import Error List

Row # Drescription —]

County nat Found for: B
1 2 - City: Richmand
-ZIP: 23233

County not Found for:
2 13 - City: Blaine South
- ZIP: 55434

County nat Found for:
3 15 - City: Bloomington
- ZIP: 55438

County nat Found far:
4 16 - Cibyr: 20OMNDALE
- ZIP: 85323

County nat Found for:
5 17 - Citw: WHITTIER
- ZIF: 90801

County nat Found for:
[ 18 - City: MESA,
-ZIP: 85220

County not Found for:
7 19 - City: PEORIA
- ZIF: 85381

County nat Found for:
] 20 - Citw: PHOEMI
- ZIP: 88028

-

l | v

Frint

Load Shipments

Select Load Shipments in the Job Shipments screen to import shipments for the job.
e A green checkmark indicates that the shipment has been created but has not yet shipped.
e Arred truck indicates that a line has shipped.

e The Shipment Status field will be blank for orders that have not shipped, Partial for orders partially
shipped, and Final if all shipments on the job have been shipped.

PN

File  Shipping Methods  Find Shipment  Set Shipping Status

Job Shipping Information

Eniter Job#: |S1 7 vl Load Shipments

TR |Po\|ard Consulting

|
Job Description: [oraph & | Job Gty | 26,000 |

Shipmerts Stetus: [FIMAL Flag as Final Shipped Shipment Hold:
Motes Summary | Job Shipping Motes | Custamer Shipming Motes |

Shipments Summary

Shipment IP Freight
Delivery# D Tatal Gty Company Address Cods Stage Cost
1 ( o 38 1/29/72008 50100 Alazka Inc 100 Wiest 22nd St 94115-17  Mon Defined 0no
|| SAMFRANCISCO, CA
& 35 39 B/3£2008 100000 Alaska Inc. 1000 Main Street Suite 94502 Mon Defined
2 105
|| QAKLAND, CA
3 v 1} 40 172972008 50100 Alaska Inc. 100 st 22nd St 9411517 Mon Defined
—] SANFRANCISCO, CA
( a 4 1/30/2008 100000 Alaska Inc. 1000 Main Street Suite 94502 Mon Defined
105
DAKLAND, CA

[Double Click on a Shipment to open the edit window)]

Add Shipment Delete Shipment Close
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View/Edit Shipment

Double-click a shipment line in Job Shipments to view or edit the shipment details.

® Editing Shipment [Esi)

Packing Slip: Shipment ID:[149 Date:| 121242011 Time:i12:DD:DD PM == |[J Mot Ready to Ship
Cust. Acc#: |ABBA1 Customer: |Abba Inc. I~ Last Shipment -
Jobd#: 1508 Job Desc.: |Streamline Manual %‘ | I

Contact: [John Rodgers Select Address | Responsible: |[Jack R | A I:I ,_]

Hold Acct# when selectin

Phone: (07 .423.1840 H 5 Email: |Rob@printstream.com; nurma!| dad
= anew address
L] HoM Contact when selecting a new address gy, yetnog: [ups Ground =] Weight: 8732
Contact: |[John Rodgers M ar Tt
i e: |shi :

Phone: 907 423.1840 P Type: [Ship To | Vi -
Company: |Alaska Inc. Stage: INUI'I Defined L] Cust PO: PO-001
Address: |123456 Alaskan Highway Biling Type: |p|—epaid LJ OO S T

. Stamped Notes
3 Cost Code: Lo meedbeie el |
City: [Anchaorage State:|AK pstnce | L] I

- Reference/Options.
County: [Ancherage Zip:|995[l1 Ship Cost: 0.00(5 | —_

. Web Service
Country: |USA S
Tracking#: | Package Information

Shipment ltems

Estimated | Actual | Back
Oty Gty Order

Job | Print o
Oty | Labels
Motch Case/Perfer [SEM-001 4489 4489 0 b I

Description “Wersion Bind Style ISEM lterm Type | Tax

]

Insurance Guidlines *

4

-

| [

(Double click on a shipment iters# to edit the packages)

Delete Line ftem Add Ship ftem Add Multiple tems

| Ship | -ance| Shipment ‘ Create Back 0rt|er| Add Shipment 5 ITIET Close 1

Shipping Import File Sections

Shipping Import File_2 has the following 61 columns — broken into 3 different sections.

Shipment Header Information

1st Section (Green) = Shipment Header Information

B shipping Import File_2 {2).xls =18 x|
A | B C D E F c [ H][ 1 [ 0 T k[ L WMl N [ o 1T
1 _|RecordType |Shi le | ion [Address1 |address2 |City |state |Zip [TaxCounty  |Country [Phone |Fax [Responsibie |BillingType |
2 [H 1429/2008  Alaska Inc. Rob 100 West 22nd 5t SAM FRANCISCO C4 94115123 San Francisco US& 123.456.7830 John Brown | Prepaid
3 |a
4 |H 1/30/2008 | Alaska Inc. Rob 1000 Main Street | Suite 105 | OAKLAND Ch (34502 Alameda USa 987.654.3210 Jill Brown Collect
| 2 1A
B |a
|7 1A
Bl shipping Import File_2 (2).xls = o] x|
R S T u W Y his Y z | Ab | AB =
1 |CustomerP0 |ShipMethod |Totalweight |Shipment Hotes [Reference1 |Referencez |Referenced |Referenced | |Residentiall iveryYH |SignatureRgrdvH [DeclaredValue |~
2 |PO-0M UPS Ground 17040
3
4 |PO-2007-001 | Fedex Mest Day Air 9550
15
| &
L7
g
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Travel Guides Shipments [Compatibility Mode] - Microsoft Excel

Home | Insert  Pagelayout  Formulas Data  Review  View

@ -
3 i‘ MSSansSeriit - |8 - |AT A7|||= = =||®-| | S*Wrap Text General - ij ﬁjﬂ‘ ;:;& le' jf\ _;J %:‘:ﬁsum' %7 ﬁ 0 ‘:_~
Paste (B 1 U || S A GlMerge & Center = || $ = % || 8| Conditional Format Cell | Insert Delete Format Sorté& Find& || Share Webl
- 7 — Formatting - as Table ~ Styles~ | - = v | <2Cear~  Fiter~ Select~ || ThisFile ~
Clipboard ™ Font ] Alignment ] Number &) Styles Cells Editing WebEx
BF7 ! AE
AD AE G AH Al AJ AK AL AM AN A0 AP AQ
1 ShipC |shipC: |3PCompan{3PAttentiof3PAddress  |3PAddress2 [3PCity  |3PState  [3PZip  |3PAccountllo |3PTaxCounty |3PCountry | |Email |
2
3
4 Bob@nrintstream com i
5
6
7

Shipment Item Information

24 Section (Yellow) = Shipment Item Information

Travel Guides Shipments [Compatibility Mode] - Microsoft Excel

Home | Inset  Pagelayout  Fommulas  Data  Review  View @ -
g — . ] e e = AutoSum ~ =
MSSansSenf (8 - | il = Wiap Text General - *j, L2 4 %?
B = A A & Wrep E| ﬁjﬂt iRl pes 8] Fill - l?a 0 .
Paste B 1 U~ = FdMerge & Center = | $ ~ % » || ;%8| Conditional Format Cell | Insert Delete Format Sort& Find& | Share Webt
- = = — Esd Merg = 0>/ Formatting - as Table ~ Styles ~ - - - &2 Clear ~ Filter~ Select~ | This File ~
Clipboard ™ Font = Alignment = Number = styles Cells Editing WebEx
BF7 - %9
AR AS AT AU AV AW AX AY AZ BA BB
1 Li iptis | ode |PackageCode |ReflISBN _|Ref2Label | i | i | i | Li [temType |
2 Inauwrance Guidines Worldwids 1SBH-001  These rotes should print an the shipping lsbels  Notoh Case/Pettsct Motch Case/Petfect Bind 4489 Printsd Matter #1000 - 1067
3 ISBN-001 il Frinted Matter #1068
4 Inaurarce Guidines Worldvids ISBH-001  Different Motes for Shipping Latel Notch Case/Petsct Motch Case/Petfect Bind 4958 Printsd Matter 45 2000- 2074
5 42 Frinted Matter 5 2075
B Insunances Guidines Werdids 15BH-001 Notch Case/Petsct Motch Case/Petfect Bind 5983 Printsd Matter 45 3000- 3149
7 ISBN-001 17 Frinted Matter #3150
8

Package Details
3" Section (Purple) = Package Details

Travel Guides Shipments [Compatibility Mode] - Microsoft Excel

Home Insert Page Layout Formulas Data Review View

]
= Wrap Text General - i_gl % 1

j MsSansSerif v |8 < |A A7| |

Pﬁfte 7 (B I U~ & A~ i Merge & Center v ||| & = % o || %8 5% Fcfr’;_l‘jaﬁ;”ga'_ ESF‘%;'EF:' St'f
Clipboard T Font F} Alignment {F] Mumber IFi Styles
BF7 - fe| 9
BB BC BD BE BF BG BH BI BJ
1 PackageDescr |temsPerPackage |Packages |TotalQty |PackageHeight |PackageWi|Packagelength |P {PackageType |
2 #1000 - 1067 EY E7 4489 15 91/ 121744 130 Cartan
3 |t's 1068 11 1 11 10 9174 12174 22 Carton
4 | #'s 2000- 2074 EY 74 4958 13 91/ 1214130 Cartan
5 |t 2078 42 1 42 12 9174 121/4 82 Carton
6 | #'s3000- 3149 EY 149 9383 8 91/ 121/4 130 Cartan
7 #3160 17 1 17 3 9174 121/4 33 Carton
8
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Shipping Import File Information
1st Section (Green) Shipment Header Information

Column A - Record Type

The first column indicates if the record is a Header Row or Additional Item or Package Details. Column A is the
ONLY required field in the file, this column will create a shipping record (but with no data unless other fields are
populated). The remainder of the fields are optional and will populate the corresponding data.

RE{:DFUT‘J’DEﬁf‘ MCunningham:

1/|H or & Required

H = Header Record

A = Additional Information

1/

Column B Column C 0123
Column B Column C 0123
2

0| 00 | = [ | | | RO
T | x> T = I

—
o
—
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Columns B -1
e B: ShipDate = Date

: CompanyName = company

. Adress1 = Address
Adress2 = Address

e G: City = Address

e H: State = Address

C

e D: Attention = Contact (click shipping line)
E
F

e |:Zip= Zip Code
B ¥ ] E F B H |
ShipDate |CompanyHame Attention |Address1 Address? |City State | Zip
1429/2008 | Alaska Inc. Fob 100 west 2Z2nd St SaM FRaMCISCO  Ca 4115123
143042008 | Alaska Inc. Fob 1000 Main Street | Suite 105 DAKLAND Ca 94502
+l5] 10|

File Shipping Methods  Find Shipment  Set Shipping Status

Job Shipping Information
Erter Job#:|81? vI

Customer: | Pollard Conzultting |

Joh Description: | graph & | Job Gty:| 2
Shipments Status: | FINAL Flag as Final Shipped Shipmertt Haold:

Job Shipping Notes | Customer: Shipping Motes |

Rotes Summary |

Shipments Summary

. Shipment ZIP
Drelivery# I Drste: Company Address Coda Stage
1 3 a 35 1/2902008 50100 Alaska Inc. 100 West 22nd St 9411310 hon Defined
] SaN FRANMCISCO, CA
& ) EE BI352008 100000 Alaska Inc. 1000 Main Strest Suite 943502 Mon Cefined
2 105
OAKLAND, Ca
5 v a 40 1/29:2008 50100 Alaska Inc. 100 West 22nd St 9411510 Mon Defined
SaN FRANCISCO, CA
{ u] 4 103002008 100000 Alsska Inc. 1000 Main Street Suite 94502 Mon Defined
4 105
OAKLAND, CA

[Double Click on a Shipment to open the edit window]

Acddd Shipmert... Delete Shiptmert Cloze
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Columns B-L

B. Ship date = Date

C. CompanyName = Company
D. Attention = Contact

E. Address1 = Address

F. Address2 = Address

e G. City = City
e H. State = State
e |. Zip=Zip

J. Tax County = County
K. Country = Country
L. Phone = phone

Double-click the Shipment Line to Open Editing Shipments.

‘ .- Editing Shipment
| Dete[1/29/2008 | ime: 12200000 Pt =5 | Mot Ready to Ship

B [ ] E F G H | J 58 L
ShipDate |CompanyHame Attention (Address1 Address2 |City State |Zip TaxCounty Country |Phone
1429720028 Alazka lne. Raob 100 West 22nd St SAM FRAMCISCO C& 94115122 San Francizco USA 123.456.7230
143042008 Alaska Inc. Rob 1000 Main Street | Suite 105 DaKLAND ca 94502 Alameda Sa 987.654.3210

x|

I~ Hold Cortact when selecting & new address

Packing Slip#: l:l Shipment ID: |33 @
Cust. dock 12345678 Customer: Pollard Consulting | —
Joh#: Job Dese : raph 6 | ‘ |
Cartact: [Fob Select sddress | Responsivle: [John Browen | scct: | | -]
Phaone: [123.456.7590 House Address Shif Methad: IUPS Ground j v Hold Acct# when

selecting a new address

Wigighit: 17040

Contact: |[Rok M —
Phone: [123 456 7830 _l spcost[ 007 . | No. of Packages:
Company: [2lazka Inc. Ship Type: IShip To 'I Mo @i il l:l
Address: (100 west 22nd St Stage: |Non Defined vI Custamer PO: Po-0M
- . - Customer's Time
. Billing Type: m Stamped Hotes
City: |SaN FRANCISCO State: [CA -
Reference Fields
County: |Zan Francisco Fip: [94115-1234 —_—
Pack: Dretail
e D _ Packages Detal_|
- . . Estimated | Actual | Back Job | Print -
Description ersion Bind Style ISEM iy iy Order ltem Type | Tax Oty | Labels _I
1 | Specialy Manual - I1SEM-001 B0100 50100 0 | [

< |

(Double click on & shipmert item? to edit the packages)

| Cance| shipment

‘ Ship

Delete Line tem | Add Ship fem |

Ao Shipment | SavE Shipmerrtl

Close |
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Columns M-R

Fax = not displayed

Responsible = Responsible

Billing Type = Billing Type >drop down field
CustomerPO = Customer PO

ShipMethod = Ship Method>drop down field
TotalWeight = weight

_ﬁ

i I 0 P 2 R
Fax |Responsible |BillingType |[CustomerP0 (ShipMethod TotalWeight
John Brown | Prepaid PO-001 IIPS Ground 17040
| Jill Brown Collect PO-2007-001 | Fedex Mext Day Air 9550
Note Red headings indicate predefined fields. You must use one of the items already defined in the

system.

Packing Slips: l:l Shipment ICx: PB

|
u
1 | Dete[1/29/2008 | ime: [1200:00 Pt == | Mot Ready to Ship

=

Cust. Acch (12343678

Customer: Follard Consulting

| Jobi:

I

Job Desc.; Igraph 3
Contact: |Fok Select Address I Responsible: |J0hn Brown | Moot I:I_I
Phane: 123 4567590 House &ddress | Ship Methad: IUpS cround j I~ Hold Acct# when
[~ Haold Contact when selecting & neyy address selecting & new address
Tracking: l:l Wizight: 17040
Contact: |Rok M =
Phone: [123 4567390 _l stipCost[ 000 .| Mo. of Packages:
Company: [laska Inc. Ship Type: IShiF-" To 'I Mo. of Skids: l:l
Address: 100 West 22nd 5t Stage: INon Defined v| Customer PC: Po-001
- ) Customer's Time
Billing Type: Im Stamped Notes
City: |SaM FRANCISCO State: |C& ;
Reference Figlds
Courty: |San Francizco Tip: (941151234 —_—
. Pack: Deetail
! Country: (=4 M
. Shipment Iltems
& 2 . . Estimated [ &ctual | Back Job | Print -
Dezcription Version Bind Style ISEM iy Oty Drder ltem Type | Tax Tty | Labele J
1 |Specialy Manual - |SEN-001 50100 50100 0 ~ |0 |[=
o
el >
(Double click on a shipment temd# to edit the packages) Dielete Line ftem | Add Shig ftem |
Ship | Cancel Shipment Add Shipment | Save Shipment | Close |
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Column S
e Shipping Notes = packing slip notes (printer icon>edit notes)

o T L 4% Wy i
Shipment Hotes (Referencel |Reference? |Referencel |Referenced (References

=
Packing Slig#: | | shipment io: [E8 | Dats:[1723/2008 ] Time: [1200:00 Pt = |I] Not Remdy to Ship =
=

Cust. Acci ’12345873 Customer: Follard Consutting |

dokst 17 | ok Desc: fraph 6 |

Cantact: [Rok Select Address | Respansible: [John Brown | ot |
i Phane: [123.456 7390 | House Address | hip Methoct: l—_IUPS Griini = g Hold écct when
gelecting a new address

I™ Hald Cortact when selecting & new address
Trackino#: Wizight: 17040

201

Cortact:
- ackages:

@ Preview Window 0 P
O Printer

Customer's Time

Stamped Notes

b

Packages Detail

Edit Notes ... Reference Fields

=

Frint the Set
. lterm Type | Tax Job f Print =
Oty | Labels
@ | v ==
Printer Ok

Class | Delete Save | Delete Line tem Aclel Ship ftem
l = ! - ! Add Shipment Saye Shipment Close
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Columns T-X
e Reference 1 = Reference 1
e Reference 2 = Reference 2
e Reference 3 = Reference 3
e Reference 4 = Reference 4
e Reference 5 = Reference 5

These fields are found by clicking on reference fields.

= T L 4% Wy *
Shipment Hotes ([Referencel |Reference? |Referencel |Referenced (References

‘ .- Editing Shipment x|

PackingSip#t[ | ShipmentID: | Date:[1/29/2008 | fime: [12:00:00 P = | O] Met Reay to Ship =)
Cust. Accl: Customer: Follard Consulting | |
| Jobi: Job Desc.; Igraph [ | | |

Contact: [Rob Select Address Rezponsible: |John Browen | Aot |

L e — e ) et s

Hold Cortact when selecting a new address .
L : T Weight 70

Contact: (Rok
Phone: [ 23 455 7890 ﬂl Ship Cost: _I Mo. of Packages: 2M
Campany: |&laska Inc. Ship Type: Im Mo of Skics: I:I
Address: [100 est 2znd St Stage: [fonDefined ¥ Custamer PO:

| . Reference Fields ﬁl cstuagtn:n-.:dri;:
f __ Stamped Hotes |
City:
Courrt: RialeRes 1 Il Reference Fields
[ Country: Reference 2 I Packages Detail |

-I Reference 3:
[ Reference 4:

Back Job | Print o
Dieser Reference 5. | Order Lz e || ek Oty | Labels
1 |Specialty b 0 |9 =

: LCancel Clear | QK
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Shipping Notes

——

Entered information in Column S- Shipment Notes to appear on the work order. Shows on the Print

work order or the Combined print and mail work order

=
Shipment Hotes

[=r} [y R T R L

Shipping

Ship Ta

Gumrtity

Date

MNotes

Alaska lnc.

Attn: Rob

1000 Main Street
Suite 105

OAKLAND CA, 94502
Phone: 987 6543210

400,000

15207200

Unders 0% Owers 0%

3

Alaska lnc.

Atftn: Raob

100 W est22nd 5t

SAN FRANCISCO CA, 94115-1234
Fhone: 123 466.7390

50,100

GDZ00

Unders 0% Owers 0%

Pack Slip# 141 Est Qty = 50100 Back
Order Qty =10

1
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Columns AF - AP

These columns all pertain to 3" party information. This information is found by selecting the ellipses icon (]J)
next to the ACCT#.

e AF. 3PCompany = Company
e AG. 3PAttention = Name

e AH. 3PAddress = Address

e Al 3PAddress2 = Address

e AJ. 3PCity = City

e AK 3PState = State

e AL.3PZip = Zip

e AM. 3PAccountNo = Acct#

e AN. 3PTaxCounty = County
e AO. 3PCountry = Country

e AP. PaymentMethod = To be programmed

AF AG AH Al A Ak AL Al AN Al AP
JPCompany 3P Attentiorn 3PAddress IPAddress?2 |3PCity JPState IPZip 3PAccountHo |3PTaxCounty  |3PCountry [PaymentMethod

WS4

_- Editing Shipment B |

Packing Ship#: [ 41 Shipment I0: [| 53 | ate:[6/5/2008 | Time: [11:08:00 ap == | Met Ready to Ship % |
Cust. Acct: | 2345678 Customer: Follard Consutting | .
Job: (1525 Job Desc. FShipping import | ‘ | |
Contact: [Rokb Select Address Responsible: [John Brown Accti: D
Phone: |123.456.7530 House Address Ship Method: |ups [£} &. Third Party Information [E|
I~ Hold Cortact when selecting & new address
Tracking#: | 3
Contact: [Rab Ml Aot
Phome: (123 456 7590 Ship Cost: | Company:
Company: |Alaska Inc. Ship Type: IShip To Marme:
Address: 100 WWest 22nd St Stege: [Mon Detf| Address:
Billing Type: {prepaid
Ciby: |S AN FRANCISCO State: [Ca Citw
Courty: [San Francisco Fip: 341151234 5 N ;
Country: (LS, Ll Zip: I
- | Counfby I
o ] . Country: I
Dezcription Werzion Bind Shyle ISEM
1|5 pecialty Manual - ISEN-00T Blese Clear | save |
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Column AQ - Email

This column works with the Shipping Email service. If you have the Email Service configured on PrintStream, you
can enter the email addresses here to receive shipping email notices when the shipment is shipped. Multiple

addresses can be added each address needs to be separated by a “;”.

|
Packing Slip#: Shipment ID:[149 Date:[12/12/2011 | Time:|12:00:00 PM = [[] Not Ready to Ship % |
Cust. Acc#: |ABBAT Customer: [Abba Inc. [ Last Shipmerit .
Job#: [1508 Job Desc.: [Streamline Manual %l ‘ I

Contact: [John Rodgers Select Address Responsible: [Jack R | AcchE l:l_l
Phone: |907.423.1840 House Address Email: |Rob@printstream.com; nurma:|| Hold Acc* when selectin

[ Hold Contact wh Jecti dd a new address
o ontact wnen sei Ing a new address Ship Method: IUPS Ground LI weigm: 5

Contact: |.Iuhn Rodgers | |
M i £ i Packages:
Phnne- (907 473 1840 | Ship Type: IShID To j ]
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Columns Y - AE
e Y Residential Y/N
e Z Saturday Delivery Y/N
e  AA Signature Required Y/N
e AB Declared Value
e AC Ship Confirm Y/N
e AD Ship Confirm Method
e AE Ship Confirm Address

ki il AL AB A AD AE
Residential StaurdayDeliveryYH (SignatureRqrd¥H |DeclaredWalue (ShipConfirm¥H |ShipConfirmMethod |ShipConfirmAddress

Packing Siipé: Shipment iS22 | Date]12/12/2011 Time:| 12:00:00 P =[] Not Ready to Ship =, |
Cust. Acc#: ABBA1 Customer: |Abba Inc. [ Last Shipment =
Jobe#: 1508 Job Desc.: [Streamline Manual :I
S
Contact: |John Rodgers Select Address I Responsible: [Jack | Acchi _I
Phone: [907.423.1840 House Address | Email. |Rob@printstream.com; nurma:l Hold Acct# when selectin
Hold Contact wh i dd a new address
[ Held Contact when selecting a new address Ship Method: [UPS Ground j Woight e
Contact; [John Rodgers R - Packages: e
Phone: [807.423.1840 P 1¥YPE- | Ship To hd '

. Mo. of Skids: 1]
Company: |Alaska Inc. Stage: |Non Defined j —— PO-001
Address: |123456 Alaskan Highway Biling Type: | prepaid j Customer's Time
. Stamped Notes
City: |Anchorage State:lAK Ce s I j
County: |Anchorage Zi|:|:|995l]1 Ship Cost: (V111 I |
. Web Service
Country: |USA S
& Tracklng#.| | Package Information |
(5 Shipment Options And Reference Fields ' X
— Shipment Options
v ; v Signature Required

v Saturday Delivery [ Shipment Confirmation

Declared Walue: |1 00000

2nd Section (Yellow) — Shipment Items Detail
Columns AR - BA

These fields all pertain to the item details.
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e AR. LineltemDescription = Description

e AS. InventoryCode = To be added with future programming

e AT. PackageCode = To be added with future programming

e AU. Ref1ISBM = ISBN

e AV.Ref2Label = To be added with future programming

e AW. Ref3Bindstyle = Bind Style

e AX. Ref4Version = must be a valid version already in the system

e AY. Ref5ShipStatus = To be added with future programming

e AZ. LineltemQty = Estimated Qty

e BA. ltemType = Needs to be a valid Item type already in the system

AR AS AT Al AV

AW AX AY AZ BA
{ LinettemDescription |InventoryCode | PackageCode |ReftISBN_|Ref2Label |RefsBindstyle |RefdVersion |RefB3hipStatus |Lineitem@ty | itemType
2 Insurance Guidines Worldwide ISBM-001  These notes should print an the shipping labels Motch Case/Perfect Notch Case/Perfect Bind 4489 Printed Matter
3 ISEN-001 1 Printed Matier
4 Insurance Guidines Warldwide ISBN-001  Different Nates for Shipping Label Mutch Case/Perfect Notch Case/Perfect Bind 4958 Printed Matier
5 42 Printed Matier
6 Insurance Guidines Worldwide I5BK-001 Motch Case/Perfent Notch Case/Parfect Bind 9983 Printed Matier
7 SBN-001 17 Printed Matier

| ER

& Editing Shipment

[] Hold Contact when selecting a new address Ship Method: |UPS Ground

Weight:

Contact: |[John Rodgers M o Tvon. :
Phone: [907.423.1840 ip Type: |ship To

Packages:
Mo. of Skids:

Cust. PO:

Company: |Alaska Inc. Stage: |Nun Defined
Address: |123456 Alaskan Highway Biling Type: |prepﬁid
. Cost Code:
City: |Anchorage State:|AK pstlode |
County: [Anchorage Zip:|99501 Ship Cost:
Country: |USA Tracking#:l

Shipment ltems

Reference/Options

Web Service
Package Information

8732

0
PO-001

Customer's Time
Stamped Notes

B

Packing Slip#: Shipment ID:[152 Date:|12/12/2011 | Time: | 12:00:00 PM = [ Mot Ready to Ship
Cust. Accs#: [ABBA1 Customer: |Abba Inc. [~ Last Shipment 5
Jobs: 1508 Job Desc.: [Streamline Manual % ‘ | |
Contact: | John Rodgers Select Address Responsible: |Jﬂl:k R | AcchE l:IJ
Phone: [907.423.1840 House Address Email: |Rub@_|}rintstream.cum; nurn‘la[l :?‘;:Cﬂcd“":::;” selectin

- : . Estimated | Actual | Back Job | ~
Description Yersion Bind Style ISBM Oty Dty Order Item Type | Tax Ty
1 |Insurance Guidiines Worldwide - |SEN-D01 4433 4500 -11 ~ |5 =
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3rd Section (Purple) = Package Details

Columns BB - BJ

These columns pertain to the package items. This screen is found in the Shipping > Editing Shipments > Edit
Packages screen:

e BB. PackageDescr = Description

e BC. ItemsPerPackage = Per Pack

o BD. Packages = Packages

e BE. TotalQTY = Total

e BF. PackageHeight = To be added with future programming
e BG. PackageWidth = To be added with future programming

e BH. PackagelLength = To be added with future programming
e BIl. PackageWeight = weight

e BJ. PackageType = To be added with future programming

BB BC BD BE BF BG BH Bl BJ
PackageDescr |temsPerPackage |Packages |TotalQty |PackageHei |Packagewii| PackageLength | PackageWd PackageType |
#'z 1000 - 1087 E7 BY 4489 15 91/4 121/4 130 Carton
#'z 1068 11 1 1 10 9144 12144 22 Cartan
H'z 2000- 2074 £7 74 4953 13 9144 121/4 130 Cartan
#'s 2075 42 1 42 12 91/4 12144 B2 Carton
'z 3000- 3149 E7 149 9383 g 9144 12144130 Carton
#3180 17 1 17 9 91/4 12144 33 Carton
[ Edit Packages - (|

Dimensions Totals
e el L Masx Weight: Actual Quantity:
Max SizeY": 0.00 : . 1
—— = Total Weight: 8,732.00 Total Quantity:
ltem: Insurance Guidlines Worldwide
Description Per Pack Packages Total P;S;;'ie Qc. Ref =
#'51000—10671 67 67 4,438 130.00
#1058 11 1 11 22.00

ElEEEREEEEE

=]

|

A

P
-

Delete: Close
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Excel Formatting Information

The information in the following section includes helpful Excel information for use in formatting the import
spreadsheet.

Arrange Horizontal

To display multiple screens (i.e., Data File and Shipping Import Template) simultaneously, click Window >
Arrange. Select Horizontal and click OK.

1 Microsoft Excel - Shipping Import File_2 {2).xls [Read-Only]

Arial -0 - B J U EE= 8% % + %58
I R S | & By @A | ¥9Reply with Changes... End Review... !
E‘_ﬂ File Edit Yiew Insert Format  Tools  Data | Window | Help

%30 - e Mew Window

G R =) | Arrange... |

1 |ShipMethod TotalWeight |Shipment H :
2 |UPS Ground 17040 1
3 2 Hide
4 |Fedex Mexst Day Air 9550 3
a 4
B 5 Split
l_“r_ [ Freeze Panes
g
9— 1 Shipping Irmport File_2 (2).xls

Bl x|
Arrange
" Tiled
* Horizontal

" vertical
" Cascade

[ windows of active workboaok

oK I Zancel

Any files that open in Excel will display on the screen.
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Move to First Cell

To move to the uppermost cell of your spreadsheet at any time without scrolling to the top, select Ctrl + Home.
This will redirect you to cell A1.

:I Shipping Impork File_2Z (2).xls

A B C
RecordType ﬂShipDate CompanyHame
T1/29/2008 | Alaska Inc. F
1/30/2008  Alaska Inc. F

1
2
3
4 ]
5
B
7

T T

Move to Last Cell

To move to the last cell of your spreadsheet at any time without scrolling to the bottom, select Ctrl + End. This
will redirect you to the lowest right cell of the spreadsheet.

A AT BA BE BC BD BE BF | BG | BH | Bl
{Linetematy [temType PackageDescr ltemsPerPdPackages |TotalOty |PackageHeight |PackageWi{Packagelength |Packagewd PackageType |
50100 Frinted b aterial #': 1000 - 1939 280 200 50000 1785 Carton
#'s 2000 - 2049 100 1 100 40 Carton
25000 Frinted b aterial 'z 2060 - 3149 280 100 25000 85 Carton
#'s 3160 - 3224 75 1 75 13 Carton
72500 Prirted M aterial 2800 29 72500 A LCartan
2500 Samples Samples 2500 1 2500 iz} Carton
Fill Down

To duplicate information from one cell to cells below it, select the first cell, select Shift + down arrow to select the
cells to fill. Select on Edit > Fill > Down.

1 Microsoft Excel

M5 Sans Serif -3 - B I U _ e % e
liatatea o S| & By ga Reply with Changes... End Rewiew. .. H
File | Edit | Wiew Insert Format Tools Data  ‘Window Help
B 5
5 & Cut Chrl+x AY AZ EA
5 | 53 Copy Chrl4iZ
29| |5 office Clipboard. ..
% & Paste Chrl+
Ex] Paste Special. ..
33
34
B3 [ v 5] own Cerl+D
35 Clear F | Right Chrl+R
% Delete. .. Up
BT Delete Sheet Left:
a0 Move or Copy Sheet,.,
% #3 Eind... Ctrl+F Series...
43 Replace... Ctrl+H Justify
44 Go Ta... CHl+G
45
| 45 |
47
an
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B shipping Import File_2 (2).xls

Select Cells in Column

To select the cells in a column, click the first cell to select. Select Shift + End + down arrow. This will select all
cells below the first.

Printed katenal

Copy & Paste

To copy a cell, select Ctrl + C. The cell will indicate that it is active with dotted lines. Click the cell you wish to
paste into, and press Enter. (You can also press Ctrl + V to paste.)

Manager
Manager
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Zip with Leading Zero

If there are zip codes with a leading zero, the zero may drop off and leave a 4-digit number. To fix this, click
Format > Cells. In the Number tab of the Format Cells box, click Text and click OK. The format will change the
cells from a number format to text. The zero can then be typed at the beginning of the zip code and will remain
for the import.

33178 Insert | Format Tools Data ‘Window He
7201
Q0BS0 an ™ :
1 1424 J— ;heet b
1403 3;"21?2@ ,
AutoFormat, ..
??5?3 321200 Conditional Farmatting. ..
3125 W20 g
5 5 1 |:| 5 AN
Format Cells E|f5__<| 331 ?B
Number l Alignment ] Fant ] EBorder ] Patterns ] Protection ] I:IITEI:H
Categary: Sample BDEED
33178
11424
Texk farmat cells are treated as |:| 1 .|'.1.|:|3
text even when a number is in the
;ill‘ar;l;? cell is displayed exactly as Tie73
13125
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Formatting Zip Codes

If a zip code is in a zip + 4 format, it will not import correctly into PrintStream. The zip code must be reformatted
to import properly.

Zip + 4 Format

I

Zip

92832-0156
334361324
36601-4832
05118-1234
92701-7894
Be222-1879

Select the cells with the zip code formula (now showing as the 5-digit zip code). Press Ctrl + C to copy the cells.
Click the first cell from the original zip code column with the zip + 4 format. Right-click the cell and select Paste

Special.
| J }
Zip TaxCou
EPErEA SR EEE] ""'.l—
3343 & Cut

3680 B Copy
557111 BB, paste
3270 Paste Special. ..
8522

Insert Copied Cells, ..
Delete. ..
Clear Contents

ﬁ Inserk Comment

Format Cells...
Pick From Lisk, ..
% Hyperlink. ..

The Paste Special box will display. Select Paste as Values and click OK.
Formatting Cells as a 5-digit Zip Code

To format the cell as a 5-digit zip code, insert a column to the right of the zip code column. Type “ =LEFT(cell
#,5) ” and press Enter. The cell reference in the formula can be obtained by clicking on the cell with the zip code
in it.

I J

|2i|1
H283.2-0156 [=LEFT(l2 ,5]]
33436-1324
J5501-4532
55118-1234
92701-7394
ga22-1879
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The zip code will appear in the cell as 5 digits. To duplicate this formula, click the lower right corner of the cell.
Hold down the mouse click and drag the formula down to duplicate it as needed.

| J
|Zip
98352-0156 $92532 :
334356-1324
J6B01-4532
A5118-1234
970178594
0e242-1874

This will remove the formula and paste the correct zip code in the original column. Make sure to select the entire
formula column, right-click, and delete so the import files will align properly.

I J
Zip
60532 Erzcr
33435 V33435
36801 \35301
55118 |55118
92701 152701
552272 IE5227

A




