
 
 
 
 
 
 
 
 
 

Collection Request instructions 
 

 
 
You must first create a Collection Request template. 
 
 

 
 

 
 
When the blue “next” button appears under Collection Requests, click it and then a sender 
is selected from the drop-down menu or a new sender is created. 
 



 
 
The recipeint field is not required. 
 
Then the “next” button will reappear. You do not need to fill in the dimensions and you can 
go directly to select the customer number from the drop-down menu and enter a name on 
the template. Then "save template" 
 

 
 
You can then access the template by clicking “use” on the right side of the template.



 
 
The sender is automatically selected, but the pick-up address must be specified below it 
(this may be abroad) and the recipient must be specified. 
 

 
The pick-up address can be selected either from the recipients in the address book or by 
entering a new address. 



 
 
Once the pickup address has been added, there is an “add” button at the bottom. 
 
Next, you can enter the dimensions and weights for the transmission. Once these are 
completed “save shipment”. 



 
 
The arrow in the upper right corner (marked in green) opens the shipment information 
more widely and shows the sender, recipient and pick-up address, marked with blue. 



 
 
By clicking the ”Create labels” button the Collection Request order is made. 
 

 
 
The tracking number will appear on the Track and Track in the portal and the Online 
Shipping Tool for shipments the day after the shipment has been created. 


