Orders.

Quick Start Guide

SIGNING UP

To get started, please visit

orders.despatchcloud.app/register.php|.

Enter your name, company name, phone

number, and email address to register for an
account. Then, click Register.

This will send an activation code to your email
and the activation window below will pop-up
on your screen.

Your account password has now been updated,
and you can use this new password to log in to
future sessions.

GUIDED TOUR

Once Orders is installed, you will be taken through a guided setup process. You can skip a step by
clicking the Skip button on the pop-up window, or press the button next to it to continue.

Sales Channel Connection

To get you started, we've set you up with a
manual sales channel. You can use this to
take a peak around the system.

If you're ready to set up your own sales
channels, you can install your sales channels

below.

Install Channels

Orders.
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Insert your activation code and click Submit.

Your Orders account will then be installed
and configured, and you will be prompted to
set a password for your account.

Orders.

Reset Password

The menu on the left of your screen shows the various steps the system will take you through to set up
your Orders account. The green tick next to each step shows when it has been completed.

Orders.

Sofia
SOFIA TESTING 2

Account Setup

@B Register Account v/

W™ Connect Your Store v

.{ Your Details

M Connect Courier

£ Setup Courier Service

¥ Setup Complete

Start Using App

You can skip the entire setup process at anytime by
clicking Start Using App at the bottom of this menu.

Once you get through all the steps, the following
message will show on screen. Click on Start Using

Orders to be taken to your main dashboard.

Setup Complete

Congratulations, you've completed the

basic setup.

Click “Start Using Orders” below to be
taken to the main dashboard and start a

basic tutorial.

Start Using Orders

v

When first accessing your Orders dashboard, users will be offered a quick walk-around of the system'’s
essential features. Click Close to skip it, or Take the Tour to start.

A quick walk around...

Pop-up windows like the one below will show up on your dashboard explaining each feature at a time.

Send a Parcel

Ever wanted to just get a shipping label, without having to

book an order on the system? Use "Send a Parcel" and save
yourself some time.

Back

Next

Click Next to move on to the next feature,
or press Back to go over the previous
feature again.

We recommend going over this tour as it will help users identify and locate the different features
within the system. These will also be explained more in-depth throughout this guide.

Once the tour is over, you can click
Back as many times as you need to

go over any features you might

have missed, or click Done to start
using the system.

1. FIRST STEPS

Aaand we're done...

You've completed the tour of the Orders Dashboard! If you have

any questions or experience any issues, please don't hesitate to
log a support ticket and a member of the team will assist you.

o

If you opted not to follow the setup tour, the next few steps will help you
configure your system.
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No shipments generated today.

Today's Orders

Once you fully setup your system, the dashboard will start a populate with insights and statistics on your

operation.

Your dashboard screen will also display an overview of your account’'s main features and functionalities,
such as order management, shipping, and inventory, shown on the left.

' 3 CONFIGURATION

General Settings
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Templates
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Packing Templates

Integrations
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Sales Channels

Advanced
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Users
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Logo Templates

Q

Courier Integrations
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Shipping Rules
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Email Templates

©

Printer

Q

This is where you find your

settings.

Stock Control

©

Printing Templates

(&

General Settings is where you can configure Orders to your requirements. You'll find settings for
users, printing, picking, packing, company details, etc. When setting up your Orders account, it
would be best to visit some of these settings first, especially for company details, as this is required

for label generation with couriers.

Adding Your Company Address

Adding a company address is essential as the system will automatically populate this information
during order despatch. You must register at least one default company address. You can add more
than one company address and select between the saved addresses while despatching orders.

Settings > Advanced > Address Manager
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A list of all your company addresses will show. Click the Create Address tab to add a new address.

ADDRESS LIST

Company Name

Despatch Cloud

1st line of address

Unit 76, Kelleythorpe Industrial Estate

City

Kelleytharpe

Postcode

Create Address

Actions

Y025 90

Set as default
address

B &

Once you finish filling in your address information, scroll down to the bottom of the page and click the

Create Address button to save it.
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ADDRESS LIST

Company Name:

Line One:

City:

County:

Country:

1S0:

International Organization for Standardization &)

Postcode:

VAT Number:

Value-added Tax Identification Number (£}

Company Number:

GB EORI Number:
Economic Operators Regist

X1 EORI Number:
Economic Operators Regist

EU EORI Number:

ration and Identification number

ration and Identification number

United Kingdom

GB

1N

Addresseg

g QO -l

Create Address
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Add a company logo

Upload your company’s logo to use in your email and printing templates.

1 Go to Settings > Templates > Logo Templates

o You will see a list of all default and existing logos.

Logo Templates LOGO TEMPLATES

File Formats: jpg/png
Logo
orders-logo.png

your_company.jpg

=+ Upload Logo Image

Click on each file to see the contents of the image and use the red trash can icon to remove them.

2 Click Upload Image and select your file. We currently support JPG and PNG files for the use
of this feature.

3 Yourlogo is now saved and ready to use.

Defaults
Manage default values to be used when information is missing for a product or package.

Settings > General Settings > Defaults

DEFAULTS

Picklist are automatically

printed if this is turned on.

Label Picklist Default Option: Off w

If an item is going to be shipped internationally

Default HS Code: 0000 and doesn’t have a code in its configuration,
this default value will be used in place.

Default Email Address:

Default Phone Number: The information you enter here will be used as
your default company information on the
packages. It will cover the missing information

on any package.

Default Currency: GBP
Default Package Value: 1.00
Default Package Weight (Kg): 0.10
Default Package Length (cm): 10

These fields will use any information you

enter here if these details are left empty

on the item inventory page.

Default Package Width (cm): 10
Default Package Height (cm): 10
Print Batch Limit (max 50): 50

Maximum numbers you can

process at a time in a single batch

Default S19 Courier API Template: default

Save Changes

The measurements

are in kilograms and
centimeters.

Congratulations!

You have finished setting up your company details and default
information, and are now ready to move on to the next section.

‘ Despatch Cloud
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2. ADDITIONAL INTEGRATIONS

You can access your integrations page by scrolling through Settings.

Integrations

O Q ©

Sales Channels Courier Integrations Printer

' II SALES CHANNELS INTEGRATIONS

Install Sales Channels

Settings > Sales Channels

SALES CHANNELS

Name Installed
e
ebay iy This number indicates how many
. Install Channel
installed sales channels you
have for that particular platform.
AllExpress AliExpress LS IEE  _—
sales channel
anE;qnlj . Amazon SP API @
amazon AmazonVendor @
BEWAVE )
il )
=)
bot.com” =

Here you will see a list of sales channel integrations that we offer. New integrations are constantly
added to this list. You will see a brand logo to the left, with a number in the middle of the table.

Shopify Example

Setup Interspire Channel

Active: This is the identifier for what you
) wish for this sales channel to be
known as within Orders.

Name:

Store URL:

When integrating a new channel, you
APIKey: The APl Key is obtain will need to go through an
authentication process.

through the platform.

Auto Hold Orders:

However, each channel will have its
own process. Orders will guide you

Download Products:

Download Product Images: step-by-step so you can successfully
integrate any of the channels from
Download Product Dimensions: our Iist.
Download Product Customs Information: Optional values purely for your
preference. The import runs
every 12 hours.
Use Order Prefix:
Order Prefix:
Close Submit
Click on the number under Installed to manage your channel’s
settings. Then click the icon in the Active column to activate or
disable your sales channel. A loading spinner will show; this is your
orders account communicating with our centralised sales channel
I rISta“.ed server to enable/disable your sales channel.

once the channel is created,
you'll see the Installed number H
next to the sales channel logo AEtIU‘E
increase.

Edit Channel

Delete Channel

This brings you to the sales channel settings

Enable order despatch
Manage API credentials. It will be emails to be sent to your

the same as your set-up page Choose commerical customers and choose an
when you first integrated your Add a company logo invoice template and email template for this
chanel and return address sender address sales channel

QOverview

Setup Guide & Basic Settings

Active: Disabled v

Invoice/Packing Template: 4x6.defaultinve w

Auto Print Invoice at Terminal: Disabled v
Next »

‘ Channels Home Save Changes

EEEEEEEEEEEEEE

Brand

Setup your Company Information for this sales channel below. By default your Company Information as set in General Settings will be used.

orders-logo.png ~

You can add your own company logo under the Logo Templates settings menu.

Company Return Address: Please select an address hd

‘ h ‘ Save Changes.
ALIEXPRESS DEMO Version: 1
Commercial Inv. Details
mmercial Invoice Information for this sales channel below. By default your Commercial Invoice Information as set in General Settings will be used.
Defauls
der Add! in addre v
‘ h ‘ Save Changes.
ALIEXPRESS DEMO Version: 1
Despatch Emails
Send Despatch Emails
nd out an order despatched email with carrier tracking inf (i ) low.
NOT enable this option for an Ama: les ch
\\\\\\\\\\\ bled
| Subje
You can add your own email the Email Tem
k Save Cha
‘ Channels Home ‘ Save Changes

' 2 COURIER INTEGRATIONS

Install Couriers

Settings > Courier integrations

Here you will find a list of all the courier integrations we offer. New couriers are constantly added to this
list. Click on the Install Courier button in front of your desired courier to start.

Add Credentials

altlogic  auesc Number of accounts of you Test Account
have installed with that

courier Ne

amazon

Y arc)

-

(QAPG  rcoional

Company Name

DC Demo

Username (*)

Password (*)

Each courier installation screen will have the Test
Account option. This option is purely for testing, and it
should be turned off for the integration to work

properly.

You must obtain the account details/API

keys for other couriers through their

No v developer platforms to set up
integrations with them.

Test Account

The Name and the Company Name must be different from any other names and company names you
have already set up for this courier.

Once the courier integration is created, you’ll see the Installed number next to the courier logo increase.
If you click on the number, you'll be able to manage the courier integration settings:

Enable/Disable a shipping
service, and setup a
collection time here.

TEST COURIER YOUR TEST ACCOUNTS

Control Panel & Basic Settings

Test
ctive: Enabled v
j e

BACKTO LIST Add New Account

07:00 PM

Select the service from the drop-
down menu and click Add Preset. mrcoms  TEST Genersl  ServiceList

Add Preset Service Add Preset Service

Select Preset Service: DHL Domestic Express Select Preset Service: Test Labal o Add Presat
DHL Domestic Express

DHL Domestic Express 09:00
Add Manual Service DHL Domestic Express 12:00

DHL Express 09:00 (doc) Add Maﬂual SOI’VICO

DHL Express 09:00 (nondoc)
MName: DHL Express 10:30 (doc)
DHL Express 10:30 (nondoc)
DHL Express 12:00 (doc) MName:
DHL Express 12:00 (nondoc)
DHL Express Economy Select (EU)
DHL Express Economy Select (EU) Insuranced
(s
(

DHL Express Economy Select (nondoc)

DHL Express Economy Select (nondoc) Insuranced
DHL Express Worldwide (doc)

DHL Express Worldwide (EU) . . . .
DAL Epress it ) nanced You will need to do this for each service you require.

xpress Worldwide (nondoc)

DHL Express Worldwide (nondoc) DDP
(s
(i

DHLExpressWordeide nondoc) DDP Insuranced If the Service you qre IOOking for isn’t ShOWing, you
: ' will need to add the details manually.

Fields will differ for every integration, depending on what the courier requires configured. However, if you
hover over the boxes, it will tell you what it defaults to and what available options you can enter into them.

TEAY CotE TEST General m Add Services

Service ID Enabled Mame/Courier Config Configure

3 Test Label [ & Configure ]

COURIER SETUP

Courier:

Through the Service List tab, you
can enable/disable and customise
the existing services for the courier.

Local Tracking: Disabled

Pieces & Dimensions: Enabled

Save Option

These will be unique for
each courier.

‘ Despatch Cloud
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3. SHIPPING RULES

' l INTRODUCTION

General Settings

(% © o

Defaults Users Shipping Rules

When you create or add
a courier service, a
shipping rule is
automatically generated
but will not have any
configured settings. You
can create new rules or
edit existing ones via the
Shipping Rules tab under
General Settings.

Templates

o o (=) ©

Packing Templates Logo Templates Email Templates Printing Templates

Integrations

(=) Q )

Sales Channels Courier Integrations Printer

Once you are in this section, a list of all your shipping rules will appear for you to configure based on
the courier services you added. You can enable/disable a rule by ticking the checkbox. If the checkbox
is blue, the shipping rule is enabled.

FILTERS

Search:

Apply Filters

SHIPPING RULES (5 / 5)

m New Rule

Enabled Priority Name Service Sales Channel Configure Actions

° 4 DPD Domestic Expresspak DI DPD Domestic Expresspak DPD 10.30 All hd

3 DPD Domestic Freight Sunda DPD Domestic Freight Sunday All -

2 DPD Domestic Pallet Timed DPD Domestic Pallet Timed All A

1 DPD International Express Pz DPD International Express Parcel by Air All hd

Test Label A All A
Assign priority levels to rules

from 0-10, with 0 being the
highest priority, and 10 the

These refer to the shipping service and channel(s) your rule is
lowest. This will help automate being applied to. Change these by clicking on the drop-down
resolution whenever 2 or more

conflicting rules are enabled.

menu and choosing your preferred option. Keep in mind any
changes will be saved automatically as soon as you make your
selection.

You can name your shipping rules whatever you like, however we do recommend that you keep it
descriptive enough so you can easily recognise what rule it refers to.

You can choose to enable a shipping rule for all channels, a particular channel, or for manual orders
only. However, you can only have one rule per shipping service at a time.

' 2 CONFIGURING A SHIPPING RULE

To edit a shipping rule, simply click on the Configure button next to it.
This will open the first configuration page. Here you can set limits on
price, weight, dimensions and item number.

2 Configure

This is helpful, for example, if you have a service that charges significantly more for parcels that weigh
above 5kg. Just set a maximum weight of 5kg for that service, and the service will not be selected for
orders above that weight.

RULE CONFIGURATION - TEST LABEL

m Supported Countries

Notes:

Use price: OFF ~ Min price: 0.00 Max price: 0.00
Use weight: OFF ~ Min weight: 0.000 Max weight: 0.000
Use dimensions: OFF ~ Min height: 0.00 Max height: 0.00
Min width: 0.00 Max width: 0.00
Min length: 0.00 Max length: 0.00
Use inventory items count: OFF w Min items: 0 Max items: 0

Use postcode: OFF “ Excluded postcodes:
(Comma Separated) s
Included postcodes:
(Comma Separated) P
Use address line one OFF w Excluded keywords:
keywords: (Comma Separated) P
Included keywords:
(Comma Separated) 4
Use inventory shipping OFF v Excluded inventory shipping keywords:
keywords: (Comma Separated) %
Included inventory shipping keywords:
(Comma Separated) %
Use channel shipping services: OFF v Excluded channel shipping services:

(Comma Separated) &

Included channel shipping services:
(Comma Separated) %

In order for a feature to work, you will

also need to enable it in the drop-down
menu, otherwise it will remain inactive.

Similarly, if you have a service that offers you a better price for smaller parcels, you can utilise the
dimensions to fit the parameters of the desired service and set minimum dimensions against the
services you want to avoid. This way you can have your preferred service automatically assigned to
those deliveries every time.

Excluded postcodes:
(Comma Separated) P

Included postcodes:
(Comma Separated) o

You can also exclude certain addresses, based on postcode and address line one keywords, as well as
inventory items and sales channel requested shipping service.

You can use the exclude field for any data you do not wish to be involved with your shipping rule. By
doing this, you will be limiting the use of a certain shipping service for specific addresses, products
and channels requested services.

Click on Supported Countries to manage which countries will be covered by the shipping rule you are
configuring.

LLLLLLLLLLLLLLLLLLLLLLLLL

RulesI Supported Countries

Make sure all the countries you
select are supported by the
shipping service you are
configuring to avoid system errors.

eeeeeeeeeee

Burkina Faso Burundi Ccambodia

Royal Mail (Tracked & Signed Countries)

You will notice there is a particular section for Royal Mail.
These are presets to help Royal Mail users, and you
should only select these when they apply.

Royal Mail (Tracked Countries)
Royal Mail (Signed Countries)

Royal Mail (Parcel Returns Countries)

' 3 CREATING A SHIPPING RULE

To create a new shipping rule

click here.

New Rule

FILTERS

Search:

Apply Filters
Ru les m

Add a name to your rule,
Name: and choose an option from

SHIPPING RULES (4 [ 4)

Create a new shipping rule.

your list of pre-configured
shipping services.

Service: DPD Domestic Expresspak DPD 10.30

Create Option

Click here to save. This will bring you back to the
main menu, where you will find the new rule has

been added to your list. The new rule will be enabled
by default, but you must configure it first, so it
works properly.

To do that, just follow the same steps as before to configure a rule, and you are set to go!

‘ Despatch Cloud
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4. CONTACTS

Contacts are where you can keep a database of your customers. You can quickly search customers
through company nhame, customer name, or email address while despatching orders.

' II LIST CONTACTS

Through Filters, you can search or sort customers. You can also select multiple contacts and delete
them at once.

Q  Search Orders A & g O -l

Filters Saved

=

Name Email

CONTACTS LIST (1/1)

[ Last Updated [Recent-Past) v

Invoice Address Shipping Address Email Phone Actions
Despatch Cloud Ltd Despatch Cloud Ltd

Despatch Cloud Despatch Cloud

Unit 76 Unit 76 —_—— —
Kelleythorpe Industrial Estate, Warfield Rd Kelleythorpe Industrial Estate, Warfield Rd hello@despatchcloud.com 44 1377 455180 | = || o || [+] |
Kelleythorpe Kelleythorpe -
Driffield Driffield

Y025 90 Y02580)

INVOICE ADDRESS SHIPPING ADDRESS

Despatch Cloud Ltd Despatch Cloud Ltd

Despatch Cloud Despatch Cloud

Unit 76 Unit 76

Kelleythorpe Industrial Estate, Warfield Rd Kelleythorpe Industrial Estate, Warfield Rd

Lets you amend the
customer information

=] o]

Kelleythorpe Kelleythorpe

Driffield Driffield

United Kingdom United Kingdom

GB GB

Y025 9D1 Y0325 9D

C

COMPANY INFO

Email

hello@despatchcloud.com

441377 455180

Takes you to the manual order
creation page that's located in "Orders
> Create Order” and will automatically

populate the customer information.

To save your customer’s details and go
| Moo | | @iaorr back to your contact list simply press
the Back button at the bottom of the

Takes you to the One-Off
Shipment page with the
customer/address information
already filled out.

page.

' 2 CREATE CONTACT

Click on the Create Contact button on top of your contact list to start.

CONTACTS LIST (1/1)

Last Updated (Recent-Past) w

Invoice Address Shipping Address Email Phone Actions
Despatch Cloud Ltd Despatch Cloud Ltd

Despatch Cloud Despatch Cloud

Unit 76 Unit 76 —_— —— —
Kelleythorpe Industrial Estate, Warfield Rd Kelleythorpe Industrial Estate, Warfield Rd hello@despatchcloud.com 44 1377 455180 | = H ] || (4] |
Kelleythorpe Kelleythorpe B
Driffield Driffield

Y025 3DJ YO2580DJ

This will bring you to this page.

CREATE CONTACT

Create a new contact.

Add the name and email address of
your contact and click Create Contact.

Contact Name:

Email Address:

This will bring you to the configuration page below, where you can add your contact’s shipping address,
invoice address, company info, and any notes you may want to add.

INVOICE ADDRESS SHIPPING ADDRESS
Despatch Cloud Ltd Despatch Cloud Ltd
Despatch Cloud Despatch Cloud
Unit 76 Unit 76

Kelleythorpe Industrial Estate, Warfield Rd Kelleythorpe Industrial Estate, Warfield Rd

Kelleythorpe Kelleythorpe

Driffield Driffield

United Kingdom - United Kingdom ~
GB GB

Y02550J Y0255DJ

COMPANY INFO

Email: hello@despatchcloud.com

Phone: 44 1377 455180

Phone (Alternative):

VAT Number:

NOTES

Click here to save. This

will bring you to the
contacts main page.

M Quick Ship | | © Quick Order

' 3 CONTACTS IMPORT/EXPORT

CONTACTS LIST (1/1)

Click on the Create Contact button on top of your contact list to

This will bring you to the page below, where you can import a list of your customers and save it on the
system, or you can export them to a CSV file.

CONTACTS IMPORT

You can upload any csv file and use our mapping tool to map your column fields to Orders fields.

| Select file ‘ Select a file.

Upload & Process File

CONTACTS EXPORT

To download your current contacts in CSV (comma-separated-values) format click here.

CONTACTS IMPORTS - MAPPING

Contact Id contact_id ~

4

Shipping Name Company

Shipping Name

Shipping Address Line One

Shipping Address Line Two

Shipping Address City

Shipping Address County

Shipping Address Country

Shipping Address Postcode

Shipping Address Iso

Invoice Name Company

Invoice Name

Invoice Address Line One

Invoice Address Line Two

Invoice Address City

Invoice Address County

Invoice Address Country

Invoice Address Postcode

Invoice Address Iso

Email

Phone One

Phone Two

Notes

Submit Mapped Data

shipping_name_company

shipping_name

shipping_address_line_one

shipping_address_line_two

shipping_address_city

shipping_address_county

shipping_address_country

shipping_address_postcode

shipping_address_iso

invoice_name_company

invoice_name

invoice_address_line_one

invoice_address_line_two

invoice_address_city

invoice_address_county

invoice_address_country

invoice_address_postcode

invoice_address_iso

email

phone_one

phone_two

notes

Once you upload a file, the system will ask you
to map the data before submitting it. For
example, you will be asked to select a column
from the CSV file for each one of the fields. If you
do not have the data for a specific row, you can
leave it blank by selecting the first option ---.

Click Submit Mapped Data once you're done to
upload your contacts.

‘ Despatch Cloud
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5. MANIFESTING

If the courier(s) that you book shipments with require manifests, you can generate them via the
Manifesting section in the left-hand panel of your Orders Dashboard.

0 I MANIFESTING m Manifest History

Courier Name # Shipments Manifest

Despatch Cloud
DC DEMO oPD
ﬁ dpd DFD 0
4 Dashboard
m Send a Parcel
Test R o
TEST COURIER 2 o6 Run End Of Day |
W Orders Test S
iI=  Inventory Only if the courier
supports a manifest,
&% Contacts you will have an active

button

Manifesting

If you want to generate manifests for

G| W

Batch History Royal Mail Click & Drop orders, you must

do so from within the Click & Drop
platform provided by Royal Mail.

R

Charts

Click the Run End Of Day button to generate your manifest. You will be redirected to the PDF for your
manifest. If you have already generated a manifest and wish to re-print it, click the Manifest
History tab at the top-right of the page.

‘ Despatch Cloud
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6. ORDER MANAGEMENT

' II ORDERS

Via Sales Channels

Once you connect your sales channels, the system automatically retrieves orders through them. The
orders could appear within minutes; however, they could take up to an hour. The system will
periodically check for each connected sales channel for paid and unshipped orders. The statuses of
the imported orders will vary on the sales channel.

Manual Input
 Send a Parcel

0 rd e rs. One (or a handful of) shipments where you want to enter

the details and get a label as quickly as possible then

Despatch Cloud and there.
DC DEMO
uicker.
A Dashboard Q
Where you can
t -off shi t . o ¢
send a Parcel S IOrI;Iylsc:vmg the order if it successfully generated the
abel.

Orders

Where you can
create an order

i= Inventory

e Create Order

s Contacts

Where an order is created and saved, but not necessarily
2 manifesting despatched right there and then.
"D Batch History More thorough and is recommended for international
orders (due to additional information being needed).
I Charts

Saves the order.

' 2 PROCESSING ORDERS / LABEL PRINTING

Send a Parcel

Add Item

Quick Entry

Search:

Manual Entry

Enter your order number or
scan the print reference
number. This will auto-

Product Code: populate the fields based on

General Information

Name:

the order’s information and
Qrder Gy your set preferences.

Search for a product in your
inventory or manually enter
the product details.

PRODUCTS Clear Products Add Product

@ No products have been added to this shipment.

SALES CHANNEL .
Assign orders you added
manually to a specific sales
EES Add Box (Default) Manual channel.

Packaging Type Content  Weight (Kg) Length (cm) Width (cm) Height (ecm)
SHIPPING DETAILS

Couriers are automatically

assigned based on your

- 0 items 0.10 10 10 10

shipping rules. Select a
SHIPPING SERVICE different shipping provider
here.

Select Service

Print a packing Include Pick List I
slip along with
your label.

Create Single Shipment

-

Packaging Type Content  Weight{Kg) Length(cm) Width(cm) Height{cm)

Large Letter 750g  ~ Oitems 0.750 35.0 250 25

Large Letter 100g
Large Letter 250g
Large Letter 500g

Small Packet
Medium Packet Add packages to your order.

BoxA Customise parcel dimensions
Box B or choose a packaging preset

Shoebox from our list.
Small Bag
Medium Bag
Large Bag
XL Bag

Customer

Customer Information Shipping Address

Customer

Go to Settings > Packing Templates and enable
the optional Total Order Weight. Weight
information will now auto-populate the field
whenever you choose that packing preset.

Customer Information Shipping Address

Postcode search is only valid for UK addresses.
For each successful postcode lookup, a credit
will be deducted from your account. Access
your ‘Consumables’ page to buy more.

United Kingdom

Save Changes

]

Batch Process

Batching allows you to book and print multiple labels at once, along with a commercial invoice and
packing slips. You can also process multiple batches at once. Batch process up to 50 orders at once
with your standard Orders account or upgrade to Plus for 150 orders of batching capacity.

To access this feature, head over to your orders panel. Here you'll find all your orders waiting for
despatch. Select the orders you want to process and click the Batch Process button at the bottom of
the screen.

Orders.

Qrder REF Channel AltID DCCode Name Email Postcode Product Code
DC DEMO DREES
Create Order Import/Export Orders ‘
ﬂ Da g h hDa rd Channel Order Details Delivery On Time/Late #Item(s) Shipping Notes Gross/Weight
1677741918-37
No Data 1 15.00 GBP
Manual 02 Mar 2023 07:25 AM Test Label
$V0259FQ 20000 KG
DC-1677741918-453 SGL

m Send a Parcel

! Orders

1677738390-37 15.00 GBP
Test Label )

No Data
Manual 02 Mar 2023 06:26 AM
- 10259FQ ol LO00KG

DC-1677738390-143

(= )[a]®)

View and despatch orders
or print invoice.

Where you can

find Batch Process

Inventory

=r= Contacts

[

Manifesting

Print Orders Batch Process Merge Orders [ Select Bulk Action v] ApplyAction

C]

Batch History

R

Charts

If you put 5 in the weight field and then click
Set Weight, the weight value for every order

below will be set to 5. The same principle
applies to packaging, value and shipping
service.

This button will send all the

orders to be booked with
PROCESSI their shipping serviceS. BULK ASSIGN OPTIONS

Set Shipping Service: Select Shipping Service v | Set Service ‘

If you enable this, it

o~ A~ will print a picking
Create picking lists with labels. N .

I preking list after each label. Set Packaging: Select Packaging v | Set Packaging ‘

Integrated Labels will not be available if you select to create picking lists
with your labels. Weight: 0.00 | Set Weight ‘
Value: 0.00 | Set Value ‘

2 ORDERS IN BATCH I l This is where you set the same
values for every selected order.

Order Number Destination #ltems Weight Value Shipping Service # Packages

1677741918-37 Na Data 1500 —
DC-1677741918-453 2 Y0259FQ 1 5.000 - Test Label 1 +

BAT-1677742872

1677738390-37 e . —
DC-1677738390-143 Y025 9FQ 1 5.000 - Test Label 1 +

BAT-1677742872

Packaging

Once you click the Process Orders button, you will be redirected to a separate page to view all your
batches. If the batch is completed, it will show with a green check mark. If the batch is completed, but
there was at least one error, an amber mark will appear. If the batch fails, a red cross will show.

+ Your batch is now processing as BAT-1677742929.

BATCH HISTORY

Batch Batch Date/Time Batch Status Label Count Integrated Label Count Downloaded Actions

V]

Batch completed successfully

BAT-1677742929 02 Mar 2023 07:42 AM 2/2 0/2

&

Here you can reset a batch or

download your batch labels in
a PDF.

How long a batch takes to process will depend on how many labels
there are in the batch, and how fast those can be retrieved from the
courier.

Cancelling & Resetting

Here you will learn how to reset an individual order from a batch, or reset the whole batch altogether.
The system will also attempt to cancel the label with the courier, provided that the courier allows
label cancellations via its API. Cancelling the labels with the courier also applies if you reset the whole
batch.

1 Go to Batch History.

Orders.

BATCH HISTORY
Despatch Cloud
DCDEMO

A Dashboard Batch Batch Date/Time Batch Status Label Count Integrated Label Count Downloaded Actions

W sendaparcel (]
BAT-1677742929 02 Mar 2023 07:42 AM 2/2 0/2 x ‘
Batch completed successfully
W orders

= Inventory

as
@ wanifesting
D

Batch History I

Last Login: 01 Mar 2023 13:31 PM
VB DO - 000.000.000.000

2 Click on the batch you want to manage. A list like the one below will appear.

BATCH BAT-1663051879 Batch History

Where you reset

the whole batch.
Print Ref Status Response
DC-1662991396-
. V)
Here toreset an Download Batch Labels (PDF)
individual order. R ——
EJE—J.SSEBS‘}-SOE— o View Batch Labels (PDF)

-
JL3

Total Labels: 2 | Errors: 0

View A4 Integrated Labels (S17)

View A4 Integrated Labels (S19) ]
Reset Batch ]

‘ View Shipments View Order: 2RK-6155

Shipment - DC-1665746082-228

Reference: DC-1665746082-228 :
View Label

Shipping Service: Test Label

Shipping Value: £96.98

Label Created: 14 Oct 2022 12:15 PM
Tracking Link: https://despatchcloud.com/
Tracking Number: 000000000

Customer Comments:

Order #1677741918-37 |

Products Customer

Image Name Unit Price Discount Price Contact Details

E Demo Product - [001] 15.00 0.00 15.00 Billing Address

Despatch Cloud Ltd

Unit 76, Kelleythorpe Industrial Estate
Warfield Road, Kelleythorpe
DRIFFIELD

United Kingdom

Y025 9FQ

Customer Order Comments GB

Shipping Cost 0.00
Tax Paid 0.00
Total Paid 15.00

Shipping Address

The customer did not leave order comments for this order.
Despatch Cloud Ltd

Unit 76, Kelleythorpe Industrial Estate
Warfield Road, Kelleythorpe
Add Note DRIFFIELD
United Kingdem
Y025 9FQ
GB

Payment Status

There are no notes.
Payment Currency:

There are no staff notes.

Shipping Status

Requested: Test Label
Calculated:
Shipping Weight: 5.000

Despatch Details ] Despatched w

Order #1677741918-37 |

GEMERAL TRACKING UPDATES - #000000000

Date Label Processed: 02 Mar 2023 0T:42 AM There are currently no tracking updates for this tracking number.
Date Order Despatched: 02 Mar 2023 0T:42 AM

Packed By: System

Total Parcels: 1

Shipping Service: Test Label

Shipping Tracking Code(s): 000000000

Tracking Site Links: https://despatchcloud.com/

Total Pick Count: 1

SHIPMENT HISTORY

REF (ID) Created Service Weight Postcode IS0 Tracking Code Cancelled

DC-167774 02 Mar 2023 07:42 AM Test Label 5.000 YO259FQ GB 000000000 m

This will reset the individual order from the batch
and will also attempt to cancel the label with the
courier that the label was booked with.

View All Orders [ Cancel Label & Reset Order ] Cancel Label & Reprocess Order ]

If a shipment has failed within your batch, you can ship that order individually.

BATCH BAT-1663051879 Batch History

Print Ref Status Response

DC-1662991396- o

746

DC-1662989602-

.
]

Click here to go to the
LSRR orders page directly.

Go to Send a Parcel.
Details of the order
auto-populate.

Print your order’s

invoice.

At the bottom of the page your menu will look like this.

‘ Despatch Cloud
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' 3 ALL ORDERS

Orders.

Despatch Cloud

DC DEMO

ﬁ Dashboard

= The volume of orders you can process per month depends on
Send a Parcel

! Orders

your package. Upgrade to Orders Plus for unlimited orders.

Use filters to navigate your orders more easily. Just tick the
checkbox to select a filter category, write down your
information in the search bar and click “Search”.

Click here to reveal the
additional filters below

Order REF Channel Alt 1D DC Code Name Email Postcode Product Code
Order Date Range: 02 January 2023 to 02 March 2023 Despatched Date Range: to
Order Status: Sales Channel:
Shipping Method Requested: Shipping Method Calculated:
Tracking Status: On Time/Late Status:
Shipping Destination: Type:
Order Tag: Item Qty:
Apply Filters Save Active Filters
Filters Saved
[:FI lte' :
Order REF Channel Alt ID DC Code Name Email Postcode Product Code
ORDERS /1 records
Create Order Import/Export Orders. Date Received (Recent-Past) VJ s I
Channel Order Details Delivery On Time/Late # Item(s) Shipping Notes Gross/Weight Actions
1677738390-37 No Dat 15.00 GBP
o Data .
Manual 02 Mar 2023 06:26 AM N/A Test Label =z l =) l s l
*Y025 9FQ 1.000 KG
DC-1677738390-143 sGL

You can select more than one order and
process them jointly with the bulk action.
once you choose the action you want to take
through the drop-down menu and click on

"Apply Action", it will take that action for all
the orders you've selected.

Select Buik Acuon

Set as New (Draft)

Set as Hold

Set as Despatch Ready

Set as Cancelled

Copy (With Products)

Copy (Without Products)

Despatch Order & Update Channel/Customer

—y

Select Bulk Action

Print Orders Batch Process Merge Orders

Tick the checkbox next to the
orders you want to select, and

]

click 'Print Orders’ to generate all
their labels at once.

Select which columns you want
to see on your screen here.

Date Received (Recent-Past)

Show/Hide Columns

Item Details

Notes

Despatch

View order

Delivery Shipping

Print Label

Tracking Gross/Weight

on # Item(s)

Time/Late

You'll notice that the bottom menu becomes visible upon selecting one or more orders. This menu
allows you to print labels, export orders, and create invoices for the selected orders.

' 4 IMPORTING/EXPORTING ORDERS

Orders > Import/Export Orders

Orders.

ORDERS

Despatch Cloud Create Order Import/Export Orders
DC DEMO
Channel Order Details Delivery On Time/Late
4 Dashboard
1677738390-37
Manual 02 Mar 2023 06:26 AM o bata N/A
h Send a Parcel anua ar : & Y025 9FQ o
DC-1677738350-143

-

Orders

ORDER IMPORTS

o

Please select a file format from above.

Today's Imports] | Mappings

d_ ebay

h

Load orders directly into batch process on import.

Upload & Process File

To download an example import template in CSV (comma-separated-values) format click here.

You can import orders into Orders using a CSV file. A CSV file template can be found
under the Upload & Process File button when you go to import orders page. It can give
you an idea about how to organize your data before importing them to Orders. There is
also the option to import a CSV file from Amazon or eBay, and use their respective CSV
column mapping.

ORDER IMPORTS - MAPPING View or delete your mapping templates.

Right column represents
the data pulled from the
CSV file you just uploaded.

The left column is the

sections in Orders.

ORDER IMPORTS

Import  Teday's Imports Mappings

Channel Alt 1d - v

Mapping

Id Mapping Name
Shipping Name Company Shipping Name Company v

default mapping

Shipping Name Shipping Name hd
Shipping First Name - v
Shipping Last Name - v

View or revert your imports, and modify your settings to ensure future imports are accurate and complete.

Shipping Address Line One

Shipping Address Line Two

Shipping Address City

Shipping Address County

Shipping Address Country

Shipping Address Postcode

Shipping Address Iso

Shipping Address Line One

Shipping Address Line Two

Shipping Address City

Shipping Address County

Shipping Address Country

Shipping Address Postcode

Shipping Address IS0

Import Name
Give this import a name if you
want to save this mapping

configuration.

Submit Mapped Data

If you need to import orders
again, the system will

automatically fill out the fields
using the saved mapping.

ORDER IMPORTS

Rollback Selected Imports

Tag Import Date/Time

1666270683 20 0ct 2022 13:58 PM

Success: Your upload has been successfully rolledback.

If you don’t have data for a given field, you can

leave it blank by selecting the first “---" option
in the corresponding drop-down menu.

‘ Despatch Cloud
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7. INVENTORY

' .I ACCESSING YOUR INVENTORY

Your inventory is where can store your item data. This is useful for generating shipments as your orders
can inherit the item weights and dimensions, automating the order despatch process. Storing
inventory data is also crucial for international shipments, as you can store commodity (HS) codes and
item customs descriptions. You can store up to 1,000 inventory items with your standard Orders
account or upgrade to Orders Plus for unlimited products.

Find a list of your inventory here.

Orders.

DC DEMO

Orders does not support
complex product relationships

such as groups/kits/bundles
and components.

ﬁ' Dashboard

MR  sendaParcel Any special characters used in

your inventory may appear

. . .
™ Orders disconfigured in your text box.
«= Inventory
m= Contacts
Filters Saved
=
° Product Code Name Location Barcode
INVENTORY LIST (1/ 1)
Product Code Image Name Location Weight (Kg) Actions
001 N Dema Product 5.000 | = ‘

There are 2 main options for adding and updating your inventory with Orders— manually, or via CSV
Import. Alternatively, subscribe to Orders Plus and access our stock control feature, which will
automatically download inventory from your integrated sales channels and update it as orders are
despatched. It will also give you access to stock warnings and logs, as well as inventory linking, for an
enhanced stock control experience.

Note that the HS codes must be manually entered into the inventory, as the system won't pull this data from

sdles channels.

' 2 CREATING AND EDITING INVENTORY

To edit an existing product, access your inventory list and click the item’s View Inventory button. This
will bring you to the configuration page below. Head over to our Orders documentation for a list of all the
relevant glossary terms.

Inventory> View Inventory

! View Inventory

=
Add your inventory deatils according to the fields below.

ITEM: TEST-5KU

Summary Information

TEST-SKU 16 Jun 2022 21:40 PM

Adi ust Stock

Stock Information
26 5
Yes A Yes ad

General Information

Product Name

0.000

Advanced Information

535657 DPD Domestic Freight Next Day ¥

This is the default, go-to shipping

Takes in a text input
and converts itinto a
product’s barcode

service for the product

Information

=+ Upload Image

Product Image

Linked Sales Channels

THERE ARE CURRENTLY NO SALES CHANNELS LINKED TO THIS ITEM.

Click here to save

and return to the
main page.

To manually add a new product, simply click the button on your Inventory
dashboard.

Inventory> Create Inventory

1 92 Give your product a name and a code. Then, click the
Create Inventory button.

Product Code Name Location

Create a new inventory item.

INVENTORY LIST (1/1)

Create Inventory Import/Export Inventory

Product Code Ir

Product Mame:

Product Code:

Create Inventory

oo1 |

3 This will bring you to the same configuration page where you edit your product details.

4 Tap at the bottom of the page to save your the changes, and you're done!

' 3 IMPORTING INVENTORY

One of the best ways to download inventory data in bulk is via a CSV file. To do this, first access
your Inventory page.

Inventory> Import/Export Inventory.

2 Click Select file, then Upload & Process.

Product Code Name Location
_ INVENTORY IMPORT
INVENTORY LIST (1/1)

You can upload any csv file and use our mapping tool to map your column

Product Code Ir

oo1 |

‘ Select a file.

Upload & Process File

3 This wil bring you to the mapping page, where you can link the data fields in Orders
(left column) to the corresponding ones on your CSV file (right column).

INVENTORY IMPORT - MAPPING

Product Code Product Code hd
Mame Name b
Description Description ~
ltem Barcode Item Barcode hd
Product Weight - hd
Choose your preferred
option for each section
Product Height ~ w from the dropdown menu.
Product Width - hd
If you do not have the data
for a specific row, you can
leave it blank by selecting
Product Length - hd the first option, ---.
Location Location e
Country Of Origin Country of Origin e
Hscode - e
Cost Price Cost Price e
Retail Price Retail Price e
Shipping Service Shipping Service e
Stock Level Stock Level e
Stock Warn Lewvel stock Warn Level e

4 Click on Submit Data when you're done to upload your items.

' 4 EXPORTING INVENTORY

You can also easily export your current inventory into a CSV file through

the same export/import page.

Product Code Name Location
Inventory> Import/Export
INVENTORY LIST (1/ 1)
To download your current inventory in CSV (comma-separated-values) format click here.
Cleate Inventory

Product Code

oo1 W

as a preset.

Even if your inventory is empty, you can still dowload our CSV file to use

‘ Despatch Cloud
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.
General Settnes With Orders Plus, you will get
() (i2:) (o) (12 access our stock control feature,
_— meaning inventory will start to
= populate from your sales
N Templates channels and via items from the
D s 0o ) o o immediate in!oound orders. You
o can enable this feature under the
General Settings tab.
@, Sespoichciowd Integrations

£™ M A

Stock Control will automatically update stock levels on the sales channel(s) as orders come
in. Inventory will also populate from your sales channels and via items in the immediate
inbound orders.

Alert Log will have the system keep track of all stock warnings for each of the products in your
inventory.

| STockconTRoL Send Low Stock Email will enable the system
' to send notification emails henever a certain

Stock Control Active: eg v . o

| ' product falls below their pre-configured
. minimum stock level.

| Alert Log: Yes v

P Once these are enabled, 2 new buttons will
| Send Low Stock Email: Yes v

appear in your inventory page for stock
| adjustments and logs, as well as a new
:

| column for stock levels.

Stock Actions
It can take up to 6 hours for the -14 =
inventory to be fully pulled in ‘ = H = H 4
Sync: Yes : o o .

from your sales channels.

HS codes must be entered ‘ = H - H [«
c Sync: Yes : o o

manually through the inventory

as the system won't pull this

data from the sales channels.

5

P

Sync: Yes

“y

P N 7
—— »
=8| =
—

% PN AN

P

' 1 ADJUSTING STOCK QUANTITY
] Go to Inventory.
2 Click the @ button next to the product you want to edit.

3 You will be brought to the "Stock Action” screen where you can increase, decrease or set the
quantity of the items directly. You also need to fill in the "Action Note" section, where you can
briefly explain your reasoning.

Stock Action

Set stock action for gty value on product code TEST-SKU

Amount

Increase Quantity O
Decrease Quantity o
Set Quantity ®
Action Note

Cancel

Keep in mind any stock
increases done in the system

won't register in your sales
channels.

' 2 INVENTORY LINKING

Inventory linking allows you to match the current inventory you have on Orders with the
inventory you have on a sales channel.

If the SKU of your products is the same in the sales channels and the Orders, they'll be linked
together automatically. But if not, you'll have to do it manually through here.

1 Gotolnventory.

INVENTORY LIST (10/ 10)

Create Inventory Import/Export Inventory Inventory Linking Stock Warnings Stock Alert Logs [ Last Updated (Recent-Past) v]‘ ‘

Product Code Image Name Location Weight (Kg) Stock Actions
. Recep123 -14 S [ (e
Recep123 | P 0.000 ‘ = H =] H @ ‘
Sync: Yes —_—
: Test204802a e
Test204802... 1K 0.000 ‘ = H a H # ‘
Sync: Yes e )
. basakl E =)
e (=)(a)(=]
Sync: Yes N

2 Click the button to manage your linking.

You can use the ‘Refine Inventory’
REFINE INVENTORY

feature to filter inventory by link status
(either linked or unlinked) and sales
channel SKU.

Search:

Linked Status All ~ Search

ETSY INVENTORY

Title Channel SKU Orders SKU

SKU 1 demo product 1 | SKU 1 (demo product 1) - |
SKU2 demo product 2 | SKU 2 (demo product 2) e |
SKU 3 demo product 3 | SKU 3 (demo product 3) h |
SKU 4 demo product 4 | SKU 4 (demo product 4) - |
SKU 5 demo product 5 | SKU 5 (demo product 5) - |

3 Use the dropdown menus on the Orders SKU column to link your Orders inventory to the their
respective product matches on your sales channel. ‘Title’ refers the to the name of your
product 