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Login page

Use email and password to login

1. Login using your email
and password.
Spring

2. Forgot password?
Click link to request
your new password.You
will receive an email
with instructions.

Good day, please log in to MySpring to
start using our services

‘{ Email
Password

a Forgot your password?
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Dashboard

General view with short cuts and the main menu at the left-side

‘ Thomas 2 ‘ n

Thomas, Customer Admin, Spring Global Delivery Solutions Switch to internal view Exit user

Dashboard

= Create order

=®

@

Upload multiple orders

Hello Thomas, would you like to create a8
Order confirmation new mall Order(?

Schedule a pickup AN

|

R ol )
Order history .._\x\ \ i

= Invoices

b I

K]

&

YOUR DASHBOARD

Customer service

-

[\/] Youhavenoopenmailorders ==, You have 1 unpaid invoice
Click here to start creating mail @ There are 1 overdue invoices with a
orders. ) total amount of CA$10.80
Drop an order file to upload (.xlsx)
View orders View invoices
or browse
Spr-ing b
Please note: the dashboard may look different based on your account. ,:23 Sprlng
®% .
- ° [ ] ™ .
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Create order

Order creation in 4 easy steps, simply answer some questions

Thomas

ﬁ Dashboard

E@ Create order

% Upload multiple orders

E——E) Order confirmation

Schedule a pickup
@ Order history

= Invoices
S5

@ Customer service

New mail order>

© \Whatare your customer details?

‘ Thomas 2

Switch to internal view Exit user

Customer Number *
00000000 - ABC Company

Customer Reference 1 Customer Reference 2
) My order is pre- @ M Voucher code/Quote
' franked ) ref

Do you have multiple orders?
Upload them in a file

0
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Step 1-New mail order

What are your customer details?

New mail order>

© \Whatare your customer details?

Customer Number *

00000000 - ABC Company

o Customer Reference 1 ®9€u5tomer Reference 2

OI | Count & Sort my order ®o_ :':\:lgnokrg;rlspre-

Next

@

Voucher

%IVI code/Qu ote Number

@

Do you have multiple orders?

Upload them in a file

™

Please note () the information icon for your notifications may not apply to your account.

Legend

1.

ltems here will show up on your

invoice.

Special instructions for Spring GDS
Canada Operations.

Select this box for Spring GDS to
count, sort and weigh your material

for you.
Pre-franked box is not applicable.

If applicable, please reference the
quote number given by the Spring
GDS Canada Sales Team.

To be used only when country profile

is available.

;233 Spring
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Step 2

What products would you like to use?

©® What product would you like to use?

Multiple products can be selected.

Product #1 Product #2

Please note: the available products are tailored to your shipping profile with Spring GDS Canada. Please select all applicable

product(s) for this order.
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Step 3

To which destinations are you shipping?

INT'L PREMIUM MAIL

Destination * Weight break *
Rest of World v 1gr-30gr v No. of items * Total weight (kg) *

Add line

Next

Please note:
« |f destination splitis not available use Rest of World (ROW) as the default setting.

« Ifthe weight breakis unknown use the first weight break as the default.

,».Spnng
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Step 4

How did you pack this order?

At least one satchel, bag, box or pallet is mandatory, neither of these were provided

No. of satchels No. of bags No. of boxes No. of pallets No. of trays

..-.. Sprlng
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Pop up window — Example of the reminder

Please don’t forget to confirm your orders. o

Due to a change in the Mail creation process you now receive your consignment

documentation before confirming.
Please don't forget to confirm your orders after creation and printing the consignment.

Without confirmation Spring.is not able to properly process your orders this will cause

Close

I:I Please don't show this warning again.
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Step 5

Your order has been created!

£

IR

o

Wy D

.

Thomas, Customer Admin, Spring Global Delivery Solutions

Dashboard

Your order has been created!

Create order

Please find below the final steps to finalize your order

Upload multiple orders

‘ Thomas 2, ‘

Al

Switch to internal view Exit user

Order confirmation

e

Step 1

Schedule a pickup

Order hist
raerstory Print the below order

documentation
Invoices

Customer service

Customer Number w

/

Step 2

Sign the documentation at the
signature space

Customer name v

- Hy
m —_—

Step 3 Step 4

Firmly attach the documents to Create a new order or confirm

your box or pallet or insert them

Create new order Confirm orders

Date w Time w

your orders
into your mailbag

000000000

Spring Global Delivery Solutions

07-08-2024 11:55

Spring

Please note: for multiple orders you have the option to confirm all the orders after they have been created.

‘2522 Spring



Consignment Note - Sample

Download your Consignment
- o
et *CA10132503 _ _
5 SHIPMENT DATE: 31/07/24 08:11 {UTC -7) Please print out two copies
Spnng of the
e ——— consignment note.
SEMDER DETAILS
(CusTomer Number DD ConTact Name Thomas
ICUSTOMmET Name ARC Company Miobile
CofporE
oumy Canada E-mall ABCCompany@test.com
ORDER DETAILS
[Quae Reference Customer Ref_ 1 EREI]
(Count frems* 11 Customer Ref. 2
Pre-franked
Destination Wielpht Break # hems Toual Weight
LUSA PREMILIF HAIL Fel |
(LUMITED STATES OF AMERICA 1gr-#8gr 168 .68 K&
TOTAL 168 .68 R
(OUTER PACKAGING DETAILS
Types# ems o5 o
-233 Spring
Sarchels O Bags 0 Bexes 3 Palles 0 Tays O "O@® " sichal delery solvtions




Mail order history - Sample

View created mail orders by selecting a period

Mail order history

Orders Shipments

Created 19-09-2023

Search for e.g.order number from the last Week v L.Export orders Orders: total 10
Customer no. Product name Order no. Customer ref
TyPe  pate x No. of items, weight (kg) Voucher code/Quote ref 2nd Customer ref ~ SHEiE
& 000000000 631 it 14 ki CA10001825 MAILORDER2 Confi d :
' Created 20-09-2023 ~eR e :
000000000
= : :
Creatisd 19:09.909% 500 items, 3.2 kg CA10001823 TEST ORDER #7 Confirmed s
&M 000000000 40 it 10.3 k CA10001822 MAILORDER3 Confi d i
' Created 19-09-2023 patas b oniirme '
™M 000000000 631 it 14 K CA10001821 MAILORDER2 Confi d i
Created 19-09-2023 Gl onfirme :
000000000 y
| 232 items, 0.641 kg CA10001820 MAILORDER1 Confirmed =

Spring
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Invoices - Sample

Live overview of your paid and open invoices. Download as a PDF or Excel file

toggle textmode

40

Received 12-10-2022

Overdue
£100,000
Total due
[ 11902157
£0
Oct Nov Dec Jan Feb Mar Apr May Jun Jul Aug Sep
Search for e.g. customer number from the last Year Invoices: total 46
gggomer no. Due date w» Invoice no. w ex VAT w» VAT w Total w Status w
y 000000000 .
EF@ ) 21-10-2022 414086 44915.78 44915.78 Overdue H
Received 21-09-2022
5 000000000 .
=) : 27-10-2022 414142 48673.74 48673.74 Overdue :
Received 27-09-2022
5 000000000 .
== 04-11-2022 414193 48553.97 48553.97 Overdue :
Received 05-10-2022
5 000000000 .
kb 11-11-2022 414264 21313.4 21313.4 Overdue H
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How can Spring GDS Canada help you?

Have questions or need help? Visit the Customer Service page

Customer service Customer Service Contact Information.

Email: customer.service.ca@spring-gds.com
Phone: 1-888-624-5327 (within Canada)
905-405-8900 (outside Canada)

How can | help you?

Search for a topic * W . .
Website: www.spring-gds.com/en-ca
NEWS & SERVICE ALERTS ORDER SUPPLIES
We aim to listen to our customers to improve our We'll send you the supplies needed to fulfill your
service. Stay up to date with our service updates P orders. We have bags, boxes and pallets that you
o and any service alerts. T can order.
= 1l
Portal status P——

News Order supplies

International Service Alerts

,u.Spnng

global delivery solutions



http://www.spring-gds.com/en-ca
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