Mailsort Online
XML to eManifest handling and data submission facility

This feature is available via our data processing website https://mailsortonline.com

The system supports submission of Mailmark manifest data to the Royal Mail eManifest Handling System
(eMHS) directly to the users own eMHS poster upload account. The manifest data is imported from a
compatible XML file, originating either from Mailmark jobs processed by our own systems or from DSAs, most
of which can provide the manifest data in a compatible format.

Main features:
e Full support for the Royal Mail eManifest Handling System (eMHS).

e Import of manifest data originating from our own systems (free of charge).
e Compatible with manifest data originating from most DSAs.

e Can handle multiple jobs on the same manifest.

e Handles spreading of job data submission across multiple manifests.

[ ]

Our systems are fully accredited by the Royal Mail.

The XML to Mailmark system is separated into two sections. This guide describes the first section, about how
the XML data is imported into the system. The second part is described in a separate guide: “How to manage
eManifest and data submission”.

Get started:

Open your web browser and navigate to the website: https://mailsortonline.com
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Account

Status & download area
Online Mailsort >
Online Mailmark >

Other online services  » About  Newuser Versions

Process your mailing List

Desktop application in three easy steps!

Help / Information >

Ontine Mailsort Online Mailmark

Software Application h Select service and
1" upload mailing list
Contact Welcome to Mailsort Online & Mailmark Cnline

L.z Your mailing list
Here you can process your mailing list to qualify for the substantial mailing is sorted online

discounts offered by the Royal Mail, UK Mail and other DSA suppliers.

High Sert & Low Sert processing for Business, Advertising & Publishing Mail @ Pickup your processed
Reports: Computer Planning, Line Listing and Bag label data
Mailmark & eMHS: DPS, 20 Matrix Barcodes & eManifest handling

Royal Mail Accreditation for all Mailsort and Mailmark services Prices from £20

Easy, cost-effective & superfast » Mo contract or upfront payment required Version info
Process for free to check your discounts and just pay for the files you need

files in minutes!

Royal Mail accreditations

Click “Other online services” on the left menu...
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Then click the button “XML to eManifest”...
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XML to eManifest handling facility

This feature is used to process a manifest data file for submission to
the Royal Mail eManifest Handling System {eMHS).

It rainly functions as a backup eManifest handling facility for jobs that have taken
longer than expected to produce the mail items, and where the data storage
period has lapsed. As a result the data is no longer available on our system and
cannot therefore be included in the normal eManifest handling process

A backup manifest data file for this purpose is automatically included in data
downleads available after the barcode generation process. We advise our
Mailmark customers to keep this file safe, should the above turn out to be the case.

Processing of DSA compatible manifest file

The feature can also be used to facilitate eManifest handling for xmi-based
manifest data provided by some of the major downstream access providers such
as OnePost, GityPost, Secured Mail, UK Mail and others.

Click the button “Click here to start”...
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Royal Mail Technical

Royal Mail accreditation

Processing fees:

Mailsert Online manifest data:
Free of charge

DSA manifest data:

£0.35 per 1000 records
Minimum fee: £18.00

[VAT is added to all prices)




Login:

| you haven’t already logged in, you will be required to do so now.
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NB! Logging in or registering on the mailsortonline.com website is described in a separate guide.



Specify process parameters:

For the data import you need to specify the supply chain and data range within the file, before proceeding to
upload the manifest file.

Supply Chain

Click the “Select Supply Chain” button...
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Select a Supply Chain from your eMHS Production account.
Sl ibak-oit XML to eManifest
Online Mailmark > Stgpply Cheln1D: Import an XML based manifest file
Mail Originator; for Royal Mail eManifest handling
Other online services Mail Preducer and data upload.
- Carrier.
Desktop application This is the initial step of a two step
Bill Payer:

: process, in which your manifest
Help / Information ’ data is imported into our system.

Select Supply Chain Step two is for handling the
Contact

eManifest and eMHS data upload.

If the manifest file originates from

i an external source it must support

i Next the same manifest data format as
provided by many DSAs. The file

should be named with the file
extension "XML".

Q Service running normally




A popup window appears listing the available supply chains.
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Online Mailmark >
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Other online services |
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= 5 8000887 Bechmann Limite_. Bechmann Limite_ Bechmann Limite__ Bechmann Limite.
Desktop application

: 8000889 | Bechmann Limite... Bechmann Limite... Bechmann Limite... SBechmann Limite...
Help / Information

Contact

@ Refresh from eMHS

a Service running normally

Click the “Select” button by the relevant supply chain...

NB!

This list is populated directly from the Royal Mail eMHS system. If the list is empty or is not reflecting all the
supply chains associated with your OBA account, you can click the button “Refresh from eMHS” (red arrow).
This will force the list to be repopulated.

You may also need to ensure that you are using the correct eMHS account. See our separate “eMHS Setup”
guide how to do this. If you have switched to another account, you will also need to refresh this list.
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Account £ eMHS Account Setup
XML to eManifest - Select supply chain
Status & download area + Process a Mailsort file

Select a Supply Chain from your eMHS Production account.

Online Mailsort XML to eManifest

Online Mailmark > Import an XML based manifest file
Mail Originator; | Bechmann Limited_testclient10100510 for Royal Mail eManifest handling

Other online services Mail Preducer. | Bechmann Limited_test and data upload.

: Carrier: | Bechmann Limited_testclient10100509
Desktop application o . This is the initial step of a two step
Bill Payer: | Bechmann Limited_testclient10100507 e A

Help / Information > data is imported into our system.

Select Supply Chain Step two is for handling the

eManifest and eMHS data upload.

Supply Chain 1D: | 8000881

Contact

If the manifest file originates from
an external source it must suppaort
the same manifest data format as
provided by many DSAs. The file
should be named with the file

extension " XML"

” Service running normally

Check visually that the correct supply chain is chosen and click “Next” to continue...
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e XML to eManifest  Pagel = Page? * Royal Mail - Mailmark
Account £ eMHS Account Setup

XML to eManifest - Set import data range
Status & download area + Process a Mailsort file

Import records from: | 1
Online Mailsort ’ XML to eManifest

Oniline Mailtark > Import records to: | 9999999998 Import an XML based manifest file
for Royal Mail eManifest handling

Other online services You may split the eManifest upload into multiple eManifest uploads and spread ind staip lad:

them over several days. Do sc by specifying the range of records to include in the
upload. Both record numbers (from and to} are included in the upload. This is the initial step of a two step
process, in which your manifest

Desktop application

Help / Information »  Please be aware that the system does not keep track of which records have been data is imported into our system.
uploaded and which have not. You must keep track of this yourself. Step two is for handling the
Contact .
If you want te upload all the records, just leave the numbers as they are. eManifest and eMHS data upload.

If the manifest file originates from
an external source it must support
the same manifast data format as
provided by many DSAs. The file
should be named with the file
extension "XML".

a Service running normally

On this page it is possible to split the job into multiple manifests. This is useful if your mail production and hand
over to the Royal Mail needs to take place over several days.

Specify the record numbers from and to (both included) if you want to do this. Otherwise just leave the
numbers as they are and the whole job will be imported for upload in one go.

Click “Next” to continue...
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Home ! ] Upload mailing List
Upload your eMariifest XML file Please observe the file standards

Account tted

Choose File | emanifest_MSO xml Start Upload

o start the upload (ance only) =

Status & download area

Online Mailsort >

Ginling Mailmark » NB!T must conform to the f} ing standards:

Other online services 2. Files pr:

3. Al other W8

Desktop application by the major downstream access providers such as OnePost, CityPost, Secured
Mail, UK Mail and others.

by this system can be upioad. out any modifications.

S must be compatible with the xm"tWsed manifest data format used

Help / Information >

. Files with other extension namess such as ".txt", ".dat", ".gma", ".gemma" etc,
Contact sheule be renamed to ".xml" before upload.
2. If the file is large it may be “zipped” to make uploading faster (one file only).

3. The xml or zip file must be no larger than 15 MB,

If you have already run a file that didn't werk, please ensure that it mests the
standards above. Contact us if you need advice advice on how to fix the issue.
Please DO NOT just try the same file multiple times.

Failure to observe the standards above may cause delays in the
processing queue or stop it altogether.

& Senvice running normally

uploading your XML Manifest file.

NB! The file must conform to the following standards:

The file extension must be ".xml".
Files produced by this system can be uploaded without any modifications.

All other files must be compatible with the xml-based manifest data format used by the major

downstream access providers such as OnePost, CityPost, Secured Mail, UK Mail and others.
Files with other extension names such as ".txt", ".dat", ".gma", ".gemma" etc. must be
renamed to ".xml" before upload.

If the file is large it may be "zipped" to make uploading faster (one file only).

The xml or zip file must be no larger than 15 MB. If your file is larger than that please download

and install our windows application. It does not have any size restrictions.

Click “Choose File” (red arrow) and select your XML Manifest file.

NB! This

Click “Start Upl

button may have a different name depending on the browser you use.

oad” to continue...
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Your file has now been uploaded and placed in our processing queue .
Account 3 3 i e

B e e e ‘Within the next few minutes your file will be processed and ready for collection.

|f you have been looking at this page for more than 10 seconds, please Click here to proceed
Online Mailsort *  directly to the processing queue.
Online Mailmark >
QOther online services
Desktop application
Help / Information

Contact

0 Service running normally

Once the file upload is complete a confirmation screen appears (as above) for a few seconds, after which the
“Status and download area” page is displayed.
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Home Processing status and download area

Account This page lists all your processing jobs currently held on our system.

Status & download area Today Earlier @ Help

Online Mailsort

B B Batch Date / Time Description Order description Processing status
Online Mailmark |

67101 15/12/202215:25 eManifest Handling TEST MANIFEST @ View Details
Other online services Manifest File Import

Desktop application
Help / Information

Contact

0 Service running normally

Click “View Details” to continue...

NB! You can always return to this page by clicking the “Status & download area” button on the left menu (red
arrow).



Order acceptance:

On this screen you can evaluate the success of the data import before proceeding to the eManifest handling
process.
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Home Processing Details & Order Acceptance. ¥ Royal Mail Rate Cards

Account eManifest Handling Manifest Fj port Wirarmk condlitions
Batch: 67101 -
Status & download area
Supply Chain ID (SCID) L - Bl How to pay with PayPal
Online Mailsort ¥ oBAProduct Code EEE @ .
Snline Mailimatk > Number of mail items: {all items) 1000 @
Item Format LARGE LETTER @
Other online services  »
Container Type BAG @
Desktop application Our processing fee £000 @

Help./ Information >

The upleaded file was made by our system and y ut charge.

© More information & FAQ

Prepayment discount scheme:
Current balance: 5.00
Prepayment discount: 20%

Please click the "Accept” button to proceed. The
from there click "Collect Files” to proceed.
© More information

il Delete job and all data files
w Service running normally

Please perform a visual check of the parameters listed.

Check that the number of mail items correspond to the expected numbers. If you have performed a partial
import, please check that the start and end numbers are correct (indicated by the green arrow on the images
above and below). If the numbers are not correct, you can simply start again and specify the appropriate range.

If the XML data file was produced by one of our own systems, the following part of the process is provided for
free. Click “Accept” to proceed...



Alternatively, if the XML data has come from a third party, the eManifest handling and upload is subject to a
processing charge which must be settled before you are able to proceed beyond this point. See image below:
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Home Processing Details & Order Acceptance. B Royal Mail Rate Cards

Account eManifest Handling Manifest File Import Woois koot
Batch: 67104 -
Status & download area
Supply Chain ID (SCID) LD - B How to pay with PayPal
Online Maitsort > OBA Product Code EE @
GnlineMaimark » MNumber of mail items: {201 to 500, both inclusive) 300 @ -
item Format LARGELETTER @ W
Other online services ¥ =
Container Type BAG @
Desktop application Our processing fee £1800 @
Help / Information >

@ More information & FAQ

Contact Pay using balance (£14.40) Pay with PayPal (£18.00)

You have not incurred any, up to this peint. You may proceed the Prepayment discount scheme:
eManifest handling an d upon payment of the fee indicat: Current bal: 35.00
Prepayment discount: 20%
Pay using balance (£14.40)

1 Delete job and all data files

9 Seryice running normally

Ways to pay:
1. Pay via PayPal with a PayPal account or normal Credit or Debit card
2. Pay with available pre-paid balance.
3. If you have an annual account for Mailmark, this feature is included in the account.



Once the job has been accepted, or indeed paid for, the system returns to the processing status and download
area. Please wait here until the button turns blue.
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RO This page lists all your processing jobs currently held on our system.

Status & download area Today @ Help
Online Mailsort
Batch  Date/Time Description Order description Processing status
Online Mailmark
67516 | 01/03/202317:35 eManifest Handling TEST MANIFEST
Other online services Manifest Fils Impert

Desktop application ‘
Help / Information >

Contact 2

a Service running normally

Click the “Collect files” button...
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Home Collection of Processed files
Account eManifest Handling Manifest File Import 3 s
Batch: 67516 - TEST MANIFEST
W Royal Mail Rate Cards
Thank you very much for your Mailsort Online Desktop order.
Online Mailsort > W Royal M; Guides
Supply Chain 1D (5CID) 8000881
Online Mailmark >
OBA Product Code EBE Please note:

Other online services

Nurnber of mail items: (all iterns) 1000 Please download all the files you

need and store them on your own

Desktop application Item Format LARGE LETTER tem

The files will be available for
download on this page until

Help / Information »  Container Type BAG

Contact This is an eManifest upload order only and there is no data to collect. DH Ay f"’“ SEE
You need to perform the "Manage eManifest” option in the Mailmark section to automatically on 22/
complete the job. G torage policy

te them manually
prior to that

£ Back Continue to Mailmark Section ¥ = .
Edit GDPR Storage Policy

View GDPR statement

il Delete job and all data files

q Service running normally

Followed by the “Continue to the Mailmark Section” button.

The remainder of the process is described in a separate guide: “How to manage eManifest and data
submission”.



