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1. Overview

Mail360 User Guide

Admail service is one of the most cost-effective ways to reach out to households in Singapore. The
service allows you to distribute unaddressed promotional materials such as brochures, flyers,
samples or any other marketing materials or notices to all households and business premises in
Singapore.

Mail360 portal allows booking for Admail and HomeDirect (New/Plus) services with below key
functions:

e Apply for new SingPost Corporate account/ service
e (Create Admail and HomeDirect New/Plus bookings
® View booking history

e Enquire booking status

® Email notification for order confirmation, lodgement and distribution completion
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1.1 Existing customer login to start booking

To start your booking, please log in using your email and password at http://mail360.singpost.com.
Please ensure that you have an existing SingPost Corporate account with Admail and/or HomeDirect

service.
Refer to Point 1.3 for booking steps.

Note: If you are a new SingPost Corporate customer, please refer on the steps stated in Point 1.2.
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1.2 New SingPost customer — Sign up for Mail360 Portal ID
1. Go to URL: http://mail360.singpost.com

2. Select Sign up or create your SingPost account to sign up for a Portal ID.

s with Mail360 Online

Password

erred password to sign up for Mail260 account.

Confirm Password

Existing user, please login here

Post Limited. All rights reserve.
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4. The following confirmation message will be displayed upon successful Portal ID sign up.

on email has been sent to you qumgljost account application, click on the lin

5. Proceed to your registered email account and click on the Portal ID activation link.

NK YOU!

6. You would be directed to Mail360 landing page. Please enter your email address and password

to login.

s with Mail360 Online

Password
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1.2.1 SingPost Corporate Account Sign Up
Upon successful login to Mail360, please complete the New Account Sign Up Form to apply for a
SingPost Corporate Account with Admail and/or HomeDirect service.

NEW ACCOUNT SIGN UP

SERVICE TYPE APFLICATION FOR
Adrmail HomeDirect ® Corporate Agency Agent Under Company Printer

ACCOUMT DETAILS

Unique Entity Ma: (as per ACRA Record]* GST Registration No:*
Billing Addressee:* Singpost Contact persan:®
AMCode0001-AMUser2 -

Organization Mame:*

FINANCE CONTACT PERSON DETAILS

Full Mame:* Wark Phane:*
Designation:® Fax M *
Email:*

ADDRESS DETAILS

Registared Address Billing Address Same as Reqistered Address
Country* Countne®

Singapare - Singapore -
City:* Gity*

State: State

Postal Code RETRIEVE ADDRESS Fostal Code: RETRIEVE ADDRESS
Street Name:* Street Mame:*

Building Mame: Building MName:

Unit Ma: Unit No:

SUBNMIT /EDRAFT CANCEL
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1. Upon submitting the Account Sign Up form, the following message will be displayed.

THANKYOU!

A confirmation email has been sent to you. To complete your account application, kindly followr the instructions in the email to begin.

2. A confirmation email will be sent to you. Please follow the instructions in the email to complete
the application process. The account creation and service application forms are also attached in
the email.

3. Once your SingPost corporate account application is processed, you will receive a notification
email. Upon successful application, you may proceed to log in to Mail360 to make your booking.
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1.3 Make Your Booking

Mail360 User Guide

Upon successful login, you may proceed to make your booking for Admail and/or HomeDirect
service. Please navigate your service option at the top left menu bar, where necessary.

1.3.1 Admail Service

1. Please ensure that your service type indicated at top left is under “Admail”

2. Select “Make Your Booking”

ADMAIL ri) Hi, Mail360.Uat1

O
Oa
HOME

@j@

MAKE YOUR
BOOKING

~

CONFIRM YOUR
BOOKING

ng

CHECK YOUR
BOOKING

m Latest Updates Information Contact Us
Admail TRL: 6845 4545
Booking is now available for Admail, el s f
& HomeDirect Plus and HomeDirect New HomeDirect TACs = corpeustcare@singpost com
o
£y Mail360 Portal FAQ 31 How it works?
DISTRIBUTION
AVAILABILITY
o User Guide
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3. At booking Step 1, there are 3 options for selecting mailer distribution area:
a. By Sector
b. By District
c. By System Allocation

You may choose from the interactive map or tick the various options (i.e. By region, or selected
housing type) to select accordingly. Once the selection is made, please click on “Next” to

=& A6
STEP 1 STEPZ STEP 3 STEP &
SELECT DISTRIBUTION AREA ENTER DISTRIBUTION DETAILS. ENTER BOOKING DETAILS BOOKING SUBMISSION
[ YOU GAN SELECT FROM THE 3 0PTIONS BELOW ]
BY SEGTOR BY DISTRIST BY SYSTEM ALLOCATION
Make a selection fromthe interactive map Make a selection fromthe interactive map The systemwill generate suitable options for
elows or you could tick the checkboxes via the below oryou could tick the checkbores via the yousceording to your selected queries below,
sector options below district options below:
SELECT REGION
ISLAND WIDE MORTH CENTRAL EAST WEST
FILLIN QUANTITY
Sector  Araof Delivery Sector «HDB @ « Condo/Private “Landed @  Commersial @
Code Coverage Base Drop Apattments @
] Amoy S, Kallang ® 0 il B0 /B0 1870 /1570 0 il x
A Siang (MRS /
Hil, Coel R3S
st
Mazwell
R, Telok.
Ay St
Total o 30 1570 0
Distrbution
Units
CANCEL
Cngapose
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4. At booking Step 2, you would have to enter the “Distribution start date”, “Mailer weight” and
“billing account number”.

Select “Calculate Distribution Charges” to display the “Total Distribution Charges”.

Click “Next” to proceed.

= (1] Hi, Admailuatol = A [
=0
[
Howe MAKE A BOOKING
(©] 5
@ STEP1: STEPZ- STEP 3: STEP &:
SELECT DISTRIBUTION AREA ENTER DISTRIBUTION DETAILS ENTER BOOKIMG DETAILS BOOKING SUBMISSION
DISTRIBUTION STARTDATE @ *LODGEMENT STARTDRTE @ “MAILER WEGHT NOT EXCEEDING @
06-Jan-16 05-Jan-16 25g
*DISTRIBUTION END DATE THRESHOLD @ *LODGEMENT END DATE @ PROMC CODE
13-Jan-16 05-Jan-16
*BILLLING ACCOUNT MO
ACC11-AccountMameT1 hd
CANCEL EDRAFT
q -:f’;'h jatote_

Note : Distribution of Admail will be completed within five (5) Working Days after the Actual Lodgement
Date during non-festive periods (i.e. January to September) and within seven (7) Working Days
after the Actual Lodgement Date during festive periods (i.e. October to December). Distribution
of Admail will be performed on Working Days during business hours.
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(@) Hi Admailuato1 s NG
B
(=]
Howe MAKE A BOOKING
STEP1: STEPZ- STEP 3: STEP &:
SELECT DISTRIBUTION AREA, EMTER DISTRIBUTION DETAILS ENTER BOOKING DETAILS BOOKING SUBMISSION
DISTRIBUTION START DATE @ *LODGEMENT START DATE @ *MAILERWEIGHT NOT EXCEEDING (@)
B-Jan-2016 5-Jan-2016 25g
*DISTRIBUTION END DATE THRESHOLD @@ *LODGEMENT END DATE @ PROMO CODE
13-Jan-2016 5-Jan-2016
*BILLLING ACCOUNT MO
ACC11-AccountMamet1 -
TOTAL DISTRIBUTION CHARGES
DISTRIBUTION CHARGES
Description Rate Scheme Unit Rate (5% Quantity Amount(S$)
HDE Publish 0120 1,000 $12000
Condo {Friete Fublish 0130 1,000 $12000
Apantments
Caommercial Publish 0.140 1000 $140.00
Landed Fublish 0.150 1,000 $150.00
Sub Total $540.00
Grand Total $54000
GST Amount(7 %) $3780
CANCEL
1]

Mail360 External_UserGuide_v1.0
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5. At booking Step 3, please enter booking details such as “Mailer Title” and select if Bagging /

Printing Service or other services are required.

5.1 If “Printing/ Other services” are not required, please select to “Calculate Total Charges” .

Click “Next” to proceed.
= (i] Hi, Admailuat

Houe MAKE A BOOKING

STEP1: STEPZ: STEP3:
SELECT DISTRIBUTION AREA ENTER DISTRIBLITIOMN DETAILS ENTER BOOKING DETAILS

Booking No. A1502973

WAILER TTLE* @

Campaign Three

(@) ¥es | require SingPost hagning senice @

(2 Ma, I donot require SingPast bagging service. (You may collect
bags from SingPost Bulk Mail Centre at least 3 days before

lodgement)

() ¥es | require SingPost printing service @

STEP &
BODKING SUBMISSION

Mail360 External_UserGuide_v1.0
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ACCOUNT
CALCULATE TOTAL CHARGES

=5 TOTAL CHARGES

DESTRIBUTION CHARGES

Description Rate Scheme Unit Ratai5$) Quantity Amount(S8}
HOR Publish 0080 62,100 $4.568.00
Cn;:?“m;i:r;‘m Publish 0160 3670 5970
Commercial Publish 0.160 1,840 $794.40
Landed Publish 0.160 610 $97.60
Sub Tatal: 35,9390
(Grand Total $5.939.20
GST Amount{7.00 %) $415.74

PLEASE PAY THIS AMOUNT $6,354.94

CANCH SAVE DRAFT m
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5.2 If Printing/ Other services are selected, the request will be submitted once you click “Next”. Your

respective SingPost Account manager will receive a notification to provide a quotation for the

pending order. Once the quotation is provided, you will receive an email notification to review and

confirm on final charges.
= (@ Hiadn

MAKE A BOOKING

STEP1:
SELECTDISTRIBUTION AREA

Booking No. A1500419

WIAILER TITLE* @)

Mailer Title Novernber Rain

@I¥es | require SingPost bagging senice @

lodgement)

I SingPast printing / cther charges @

PLEASE SPECIFY PRINTING REQUIREMENTS
A5 100

STEP2:
ENTER DISTRIBUTION DETAILS

No, | donot require SingPost bagaing senice. (ou may collect
bags from SingPost Bulkhail Cantro t lasst  days before

STEP3:
ENTER BOOKING DETAILS

STEP &
BOOKING SUBMISSION

rinting Cost

[ Custation 1o be provided by SingPast Aocount Manager

TOTAL CHARGES
DISTRIBUTION CHARGES
Description Rate Scheme UnitRatelS§) Quantity Amount(S$)
HoB Publish 0030 1700 $153.00
E;::"m(l:‘”:a'g Publsh 0110 190 52000
Commercial Publish 0000 0 3000
Landed Publish 0120 3570 342840

Sub Total 602,30

OTHER CHARGES
Description Rate Scheme Unit RateiS$) Quantity Amount(S$)

CANCEL

Sub Total $0.00
Grand Total $602.30
GST Amount(7 %) $42.16

(@

a G

Mail360 External_UserGuide_v1.0
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6. At booking Step 4, please review the order information and agreement. After accepting the

agreement, please click “Submit” to go to the final confirmation page.

0
O=

Howe MAKE A BOOKING

STEP1:
SELECTDISTRIBUTION AREA

documents:

STEP 2
ENTER DISTRIBUTION DETAILS

AT502873
Campaign Three
ACCN

$12,263 31include T % 6ST]

AGREEMENT BY CONTRACTING PARTY

(a) This executed Service Drder Form,
(b} SingPost’s General Terms and Conditions,

CANCEL

|| accept above aqreement

DRAFT

STEP 3:
ENTER BOOKING DETAILS

(¢} SingPost’s Service Terms and Conditions applicable to this service, and
1d) The executed Service Application Form for this service
[the abovementioned documents shall be collectively referred to as "Contract Documents™ in this Form)

STEP &

BODKING SUBMISSION

05-Jan-18

05-Jan-18

110,740

E]WUB T AYIEE UL UTE CUNUEGLUBMBEIT ST USLETIU Us 118 101 U8 SUPPEY UESBIIUES DY SHIYFUSLSITET CULTPSE WIS 101Uy

3) We /| have read and understood the terms ofthe Confract Documents and agree to be bound by the Contract Documents.

Mail360 External_UserGuide_v1.0
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7. Click “Submit” to complete the booking.

MAKE A BOOKING
iking Ni A5 art 16-Dcl-15
Maller Maller Tille 10 be emered al 16-Dcl-15
' H EMZ) by BT

ar 6,350 88[Include 7% GST]

AGREEMENT BY CONTRACTING PARTY

3

1)We/ | heretry certily Tl ihe above pariiculars are irue and accurale.
T)We/ | agren hal the contract bebween SingPost and us | me for the suppiy of services by SingPast shall comprse the ilowing documents:

|} This Bxeculed Serice Drger Fom,
I} SngPost's Genaral Tems and Condiilons;

(ch SngPost's Service Temas and Condilions applicabie o this serdce; and

{0l The: execubed Service Appilcation Foem lor s semdce.

{ihe abovementioned documents shall be collectively relemed bo 35 “Contrsc! Documeants™ n this Fom).

Z)Wie | have read and understood the i2ems of the Comract Documents 3nd agree 10 be bound by the Cantract Documents. -

“You sre submiting Admsl booking under Accou Number D0TT002.).
Please review the charges below and click "Submil” io procesd.

HSTHELTION CHARGES

Desception Rale Seheme Uit Ratefss) uamty Amonifzs]
HIE Pulzh om Im $A5R00
Conto / Pl Agariments Atz o1 360 am
Commel Asih o1 130 A0
Landed Asish o1 &0 W

Sub TotaE 1

Grand Total podc ko]

GST Amoust? 00 %] s

PLEASE PAY THES AMDUNT I
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8. Bookingis now completed.

~| = i, Hi, Admailuato! S 0 [
MAKE A BOOKING
>
@ BOOKING COMPLETED
CHECK YOUR
BOOKING
Thank you for placing an order with us
) A confirmation will be sent to your registered email
BACK TO HOME
REPORTS
_ongapeore

Linita AL ]

1.3.2 HomeDirect New/ HomeDirect Plus

1. Please ensure that your service type indicated at top left is under “HomeDirect”
2. Select “Make Your Booking”.

3. Select “HomeDirect New” or “HomeDirect Plus”.

HOMEDIRECT~ | =  (§) Hi. Seraphinaseetoh

0
O=
HOME

HomeDirect New
©]
HomeDirect Plus

MAKE YOUR
BOOKING

CONFIRM YOUR
BOOKING

CHECK YOUR
BOOKING
[ﬂ Latest Updates Information ContactUs
MANAGE YOUR
ACCOUNT 5 . . Admail T&Cs f 6845 4545
Booking is now available for Admail,
& HomeDirect Plus and HomeDirect New HomeDirect T&Cs B corpeustcare@singpost com
=

Mail360 External_UserGuide_v1.0 Page 18 of 32



e

1.

Mail360 User Guide
At booking Step 1, there are 2 options for customer to select Distribution Area:

a. By Sector
b. By District

You can also choose from the interactive map or tick the various options (i.e. By Region) to
select accordingly. Once the selection is made, click Next to continue to the next step.

= V‘J Hi, Admailuatol s N B
50
=
Howe MAKE A BOOKING
(©]
6 STEP1: STER2 STER3 STER 4
SELECTDISTRIBUTION AREA ENTER DISTRIBUTION DETAILS ENTER BOOKING DETAILS BOOKING SUBMISSION
[\'UU CAN SELECT FROM THE 2 OPTIONS BELOW I
BY SECTOR BY DISTRICT
Make a selection from the interactive map Make a selection from the interactive map
belowe or you could tick the checkboxes via below or you could tick the checkbaxes via
the sectar options below. the district options below
SELECT REGION
(O ISLANDWIDE (O MNORTH O CENTRAL D (O EAST [ WEST
FILL IN QUANTITY
Sg:d‘:' Area of Coverage Delivery Base Sector Drop HomeDirectNew
Bulkit Tirmzh R,
Cuppage A, Monk's
zz Al e i Efzabet, Kallang{OCF) @ a7 X
Seatts Ad, Wilkie Ad i
Total Distribution 417
Units
CANGEL NEXT
Singapote.
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2. At booking Step 2, select the “Material Delivery date”, “Mailer weight” and “Billing account

number”.

Click “Calculate Distribution Charges” to display the Total Charges.

Click “Next” to continue.
DIRECT = | = (i) Hi, Admailuato1
B
[ ]
oM MAKE A BOOKING
@D STEP1:
SELECTDISTRIBUTIOMN AREA,

TWATERIAL DELIWERY DATE @

03-Sep-15

*DISTRIBUTIONM END DATE @

18-Sep-15

*BILLLING ACCOUNT MO

ACCTT-AccountMamel1

STEP 2
ENTER DISTRIBUTION DETAILS

CAMCEL /EDRAFT

STEP3:
ENTER BOOKING DETAILS

DISTRIBUTION START DATE @
11-8ep-15

*LODGEMENT END DATE @
10-Sep-15

*MAILER WEIGHT NOT EXCEEDING @@
25y ~

2 0 G
STEP4:
BOOKING SUBMISSION
*LODGEMENT START DATE @
10-Sep-15
PROMO £ODE

Note : Distribution of Mailers shall be completed within three (3) Working Days after the Actual
Lodgement Date during non-festive period (i.e. January to September) and within five (5) Working
Days after the Actual Lodgement Date during festive period (i.e. October to December). Distribution
of Mailers will be performed on Working Days during business hours.

Mail360 External_UserGuide_v1.0
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MAKE A BOOKING

CANCH SAVE DRAFT

STEP 1= STEP 2 STEP &
SELECT DISTRIEUTION AREA ENTER DISTRIEUTION DETAILS BODKING SU
MATERIAL DELIVERY DATE € DISTREUTION START DATE @ "LODGEMENT STAHT DATE @
0-0ct-15 28-0ct-15 [ 27-0ct-15
*DISTREUTION END DATE @ "LODGEMENT END DATE €@ PROMO CODE
03-Nov-15 7-0ct-15
"BILLLING ACCOUNT ND “MAILER WEHIGHT NOT EXCEEDING @
0039301 B-Fly Tuition Pte Ltd - 250
CALCULATE DISTRIBUTION CHARGES
DISTRIBUTION CHARGES
Description Rate Scheme Uit Rata{5$) Duantity Amount(Ss)
HomalirectNaw Publish 0.310 41,690 $12.57390
Sub Tatal: $12,52290
Grand Total(Before GST) $12.523.90
GST Payabled7.00 %) $504.67

PLEASE PAY THIS AMDUNT{INCLUSIVE OF GST) $13828 57

Mail360 External_UserGuide_v1.0
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3. At booking Step 3, please enter your booking details such as “Mailer Title” and indicate if
Printing Service or Letter Shopping Service is required.

Select “Calculate total charges and click “Next” to proceed.

JRECT- | = () Hi Admailuaiot
BO

O

o MAKE A BOOKING
STEP1:
SELECTDISTRIBUTION AREA

Booking No. H1500661

MAILER TITLE* @
HDR Campaign Three

REPORTS

[YES | requira SingPost printing senice @

[IYES | require Letter Shopping Serice

STEP 2: STEP 3 STEP &:
ENTER DISTRIBUTION DETAILS ENTER BODKING DETAILS BODKING SUBMISSION

Mail360 External_UserGuide_v1.0
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Booking No. H1500055

MAILER TITLE* €
Enter Mailer Title

Singfost printing / other chames @)

YES | require Letter Shopping Sarvice

CALCILATE TOTAL CHARGES

TOTAL CHARGES

STEP 1 STEPZ STEP 3
SELECT DISTRIEUTION AREA ENTER DISTRIBUTION DETAILS ENTER BOOKING DETAILS

STEF &
EODKING 51

DESTRIBUTION CHARGES

A

Description Rata Scheme Unit RatalS$) Duantity Amount(S5}
HomelirectNaw Publish 0310 41,690 $12.97390
Sub Total: 31252290
Grand Total{Before GST) $12,923.90
GST Payable{7.00 %) $504 67

PLEASE PAY THIS AMOUNT{INCLUSIVE OF G5T) $13 B8 57

Mail360 External_UserGuide_v1.0
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4. At booking Step 4, please review the order information and agreement. After accepting the
agreement, please click “Submit” to proceed to final confirmation page.

Dl = ) HLA 01 g NG
=}
=
Hone MAKE A BOOKING
STEP1: STEP Z: STEP 3: STEP 4
SELECT DISTRIBUTION AREA ENTER DISTRIBUTION DETAILS ENTER BODKING DETAILS BOOKING SUBMISSION
H1500681 911042015
HOR Campaign Thres 91072015
ACCN 417
§428.00
AGREEMENT

1) We /| hereby certify that the above particulars are true and accurate.

2)We /| agree that the contract between SingPost and us /me for the supply of services by SingPost shall comprise the following

docurments:

{a) This executed Service Drder Form;

Ib] SingPost’s General Terms and Conditions;

(] SingPost’s Service Terms and Conditions applicable to this service; and

[d) The executed Service Application Form for this service

Ithe abovementioned documents shall be collectively referred to as "Confract Documents™ in this Form)

CANCEL

nited. 4l o f:h 2
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5. Click “Submit” to complete the Order Booking.

$13,828.57
17 %G INCLUSIVE]

AGREEMENT BY CONTRACTING PARTY

3

1) We / | haraby certify that the above particulars are true and accurata.
2) We /| agree that the contract batween SingPost and us / me for the supply of services by SingPost shall comprise the following documents:

(a) This executad Service Order Form;

(b) SingPost's General Terms and Conditions;

(c) SinaPost's Service Terms and Conditions applicable to this service; and

(d} The exacuted Service Application Form for this service.

(the aby i L shall ba collactively raferred to as “Contract Documents™ in this Form).

3) We /| have read and understood the terms of the Contract Documents and agree to be bound by the Contract Documents.

You are submitting HomeDirect New booking under Account Number 0023901B.
Plaase review the charges balow and click “Submit’ to proceed.

INSTRIBUTION CHARGES

Description Rata Schema Unit Rata(S$) Duantity Amount{Ss}
HomelirectNew Publih 0310 41,630 $12973.50
Sub Totak $12,523.90
Grand Total{Before GST)

GST Payabled7.00 %)

2075 Singapors Pt Lt Al Bights Reservad
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6. Bookingis now completed.

Mail360 User Guide

HOMEDIRECT - | = l‘ Hi, Seraphinaseetoh

&
Houe MAKE A BOOKING

&°

MAKE YOUR
BOOKING

CONFIRM YOUR
BOOKING

@ BOOKING COMPLETED

CHELK YOUR
BOOKING

0

MANAGE YOUR

®

REPORTS

Thank you for placing an order with us.
A confirmation will be sent to your registered email

Mail360 External_UserGuide_v1.0 Page 26 of 32
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1.3.3 Confirm Your Booking

1. Only applicable for those who have opted for Printing/ Other Services. You will need to review
and confirm the final charges upon receiving email notification when the quotation has been
provided.

Select “Confirm Your Booking” and click on “Review Order” for the respective booking to
proceed.

ADMAIL ri Hi, Seraphinaseetoh

B

HOME

&
MAKE YOUR
BOOKING

s
I

CONFIRM YOUR
BOOKING

i
LE
CHECK YOUR
BOOKING

m Latest Updates Information ContactUs
MANAGE YOUR
ACCOUNT o . Admail T&Cs & 6845 4545
Booking is now available for Admail,
z HomeDirect Plus and HomeDirect New HomeDirect T&Cs (o] corpeustcare@singpost com

ADMAIL ( Hi, Seraphinaseetoh
(=}
O=
o CONFIRM YOUR BOOKING
@O
SHOW 10~ ENTRES
MAKE YOUR
BOOKING
SenviceType & Booking Mailer Title Customer Account Account Holder's Order Creation
No. No. Name Date
1
CONFIRM YOUR
BOOKING il i
Admail A1500095 paylihhe 00999018 Fiy Tuition Pre Ltd 10/8/20156:17:13 PM T

entered Order

CHECKYOUR
BOOKING

0
MANAGE YOUR
ACCOUNT

Page: 1
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2. You may review the order and final charge. Select “Confirm” or “Reject”.

| agree 1o the shove agresment

Commercial Publish 0160 2,590 $430.40
landed Publish 0160 1,090 $1r4.40
Sub Tatal: 451280
OTHER CHARGES
Description Rata Schema Rata{3s) Duantity Amount{35)
Printing Cost 1587900 1 $1.567.90
Sub Tatal: $1,567.50
Grand Tatal $6.200.70
GST Amount(7.00 %) $434.05
PLEASE PAY THIS AMDUNT $6,634.75

AGREEMENT
11 W / | hereby certify that the above particulars are true and accurata. -
2} Wa /| agree that the contract betwaen SingPast and us / me for the supply of services by SingPost shall comprisa the following
documents:
{a) This executad Service Order Form;
{b) SingPost's General Terms and Conditions;
(¢} SingPost's Sarvice Terms and Conditions applicabla to this service; and
(d} The executed Service Application Form for this service.
(the abovementioned documents shall be collectivaly referred to as “Contract Documents™ in this Form).
3)We /I have read and understood the terms of the Contract Documents and agree to be bound by the Contract Documents. -
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1.3.4 Check Your Booking

1. To enquire on order status, select “Check Your Booking”. A list of bookings matching the search

Mail360 User Guide

criteria will be displayed.
2. You can select the relevant booking number to view the details.

ADMAIL = @ Hi, Seraphinaseetoh

S0
O

1owe CHECK YOUR BOOKING

o) BOOKING STATUS BOOKING NO.
6 ALL - ALL
MAKE YOUR
BODKING
MAILER TITLE CUSTOMER ACCOUNT NO.
4 CLEAR SEARCH
CONFIRM YOUR
BODKING
f g': SHOW 100 - ENTRIES
CHECK YOUR
S0KNE Cust Booking Job
Booking I ustomer Booking ! Lodgement Distribution Customer to collect
Mailer Title Account Creation Completed .
[‘ﬂ No. A No. Status Date Date Dates Dates Singpost Bag(s)
i e Pending I 16/10/2015 19/10/2015
A1500095 to be entered 00939018 Customer §17-13PM to to N
Approval o 16/10/2015 27110/2015
Y
pel
School 23/10/2015 26/10/2015
DISTRIBUTION Booking 10/8/2015
A1500091 Holidays 00933018 ey to to N
AVAILABILITY
Promotion Creeted FOI0PM 21072015 01172015
[
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1.4 Manage Your Account

As an administrator for each Customer Account, you can create new user access by completing the
section below.

Mail360 User Guide

User will be able to access all areas in the system except "Manage Your Account".

1.4.1 Create New User Access

1. Select “Manage Your Account”
2. Click “Create New User Login”

Enter all required information and select the SingPost Account No. to be added under this new
user. Add Account by clicking on the arrow button.

3. Click “ Submit”
4. New user will receive an email notification with the user name and default password.

MAKE YOUR
BOOKING

B/ @ Create New User Login f Edit User Access @ Authorisation of Agency / Reseller

CONFIRM YOUR 5
BODKING You may create user by completing the section below.

User will be able to access all areas in the system except "Manage Your Account”

USERNAME (ENTER EMAIL ADDRESS) FULL NAME
CHECK YOUR
BOOKING
m DESIGNATION PHONE
i
MANAGE YOUR
ACCOUNT
i}) Please select the required SingPost Account No. to be added under this new user.
P
).
< - Available Account No.s Selected Account No.s
DISTRIBUTION
AVAILABILITY
0033501B:

SUBMIT
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1.4.2 Edit User Access

As an Administrator, you are able to edit user access for the respective Account Number. Editing
include changing of user's access (active or inactive) and editing the Account No. (Add or remove
accounts) of the user.

MAKE YOUR
BOOKING

6—) Create New User Login i Edit User Access E Authorisation of Agency / Reseller

s
™

CONFIRM YOUR
SOOKING sow 10 - ENTRES
No, Username User Role Status Created Date Last Update
CHECK YOUR
BOOKING it
1 seraphinaseetoh@gmail com New SignupUser Active 06-0ct-15 08-Oct-15
Account
Ej
» ; : . Edit
MANAGE YOUR 7 seraphinaseetoh@gmail com Admin Customer role Active 06-Oct-15 08-Oct-15 Adceiit
ACCOUNT
3 seraphinaseetoh@gmail com Admin Customer role Active 06-0ct-15 08-0ct-15 .N:Ecdoltlnt
LAY Ei
4 serphinesestoh@gmail.com Normal user Deactivated 068-0ct-15 08-Oct-15 Amﬂlﬂm
5 seraphineseetoh1@gmail com Normal user Active 068-Oct-15 08-Oct-15 i
REPORTS Account
[ Xiuyunusers@gmail com Normal user Active 08-Oct-15 08-Oct-15 i
s ) Account
Page: 1

@ Create New User Login f Edit User Access @ Authorisation of Agency / Reseller

OOKING You can edit user's access below. Editing include changing of user's access (active or inactive)
and editing the Account No.(add or remove accounts) of the user.

Bﬂ USERNAME USER ROLE

CHECK YOUR

BODKINE seraphinaseetoh@gmail.com New SignupUser
E‘l STATUS
i ®  Active Inactive

MANAGE YOUR

ACCOUNT

Available Account No.s Selected Account No.s
- 00933018

DISTRIBUTION

AVAILABILITY -

REPORTS

©2015 Singapora Pust Limitad. AN Righs Resonved.
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1.4.3 Authorization of Agency
As an Administrator, you are able to authorize our SingPost Alliance Agency to create booking on
behalf of your account.

Input the Alliance No. of your appointed Agency

Click on “Validate Account”

Agency Account information will be populated.

Select the respective account number to be authorized under this Agency.
Click on “Add” and refer to below table on authorization details.

o vk wnN R

Authorization of Agency can also be removed by selecting “Remove Authorisation”.

@ Create New User Login f Edit User Access E} Authorisation of Agency / Reseller

Please input Alliance No or Reseller No.

AALLIANCE NO. RESELLER NO.
A1 VALIDATE ACCOUNT
ACCOUNT HOLDER NAME SINGPOST ACCOUNT NO
3AD 00476926
Available Account No.s Selected Account No.s
y990 18
ALABLITY =

=

REPORTS

SHOW 10 5 ENTRIES
Alliance Reseller Account Created Last
No. No. No. Account Holder Name Status Date Update
o 15-Sep- 15-Sep- Remove
Aoot 00999018 3AD Authorised 5 15 i
ABNOAIE 15-Sey 15-Sey
Aot 00939018 COMMUNICATIONS (S} Unauthorised = e s o
PTE. LTD.
q E 06-Oct- Remave
Az00 00999018 Design Mail Pte Ltd Authorised 06-Oct-15 15 i
Page: 1

© 2075 Singapora Post Limited. All Rights Rasanved.
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