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OST: Collection Request - instruction 

 

About Collection Request-service 

PostNord Collection Request is a parcel service that allows you to create a 

collection order from the Nordic and different Europe countries and from 

Finland to your own address or another address of your choice. 

 

How to create a Collection Request-order in the Online Shipping Tool 

1. Log in to the customer portal at portal.postnord.com. 

2. On the customer portal homepage, click on "Online Shipping Tool." 

3. On the Online Shipping Tool homepage, click either the drop-down menu 

"Create" and then "Select service" or the "Select service" box below. 

 
4. First, select the shipment type "Regular shipment.” 

 

 

https://portal.postnord.com/
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5. First, specify the sender, which in Collection Request pick-up orders 

means the freight payer (your company's details). You can search for the 

address in the address book by name or address, or add a new sender. 

The actual pick-up address for the parcel will be specified at a later 

stage. 

 
6. Next, select the delivery address for the package, i.e., the recipient. You 

can manually add a new recipient address or add an existing address 

from your address book. If you want the package to be delivered to your 

company's own address, enter the address of your company's office or 

warehouse, for example. 
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7. Next, select the package service from the drop-down menu, which in this 

case is 'Collection Request', and select it by clicking ’Choose’. 

 
 

8. You will then see the selected service and will be asked to enter the 

actual pickup address for the parcel. Click on ‘Add pickup address’. 

 
9. You can either select a pre-saved address from your address book or 

enter the address manually. You can choose the pick up address either 

from Finland or from other European countries. 
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10. NOTE! Enter the name (company or private), address, and phone 

number required for pickup in the pickup address information. It is 

particularly important to provide a phone number to ensure successful 

pickup. 

Confirm the pickup address by clicking "Add." 

 
11. Next, enter the dimensions and weight of the parcel to be picked up. 
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12. If you wish, you can also fill in the shipment reference and description. 

 
13. Next, enter the number of parcels to be picked up. 

14. Once you have entered all the necessary information, click on ’Add 

shipping label’. 

15. On the summary page, you can see your order and edit your address 

details at this stage. 

 
You can edit the information by clicking on the order details in the drop-

down menu. 

16. By clicking "Create labels’, the order is saved in the system and the 

pickup order is automatically forwarded. Pickup usually takes place on 

the next business day. 

 

PLEASE NOTE! With a Collection Request order, you can’t print out a 

address label; instead, the address label will be printed by the local 

pickup terminal. 
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17. The tracking number of the parcel will appear on the Track&Trace page 

and in the 'Shipments' section of the Online Shipping Tool, usually the 

day after the order is created. 

18. If you would like to inquire about the status of your Collection request 

order from customer service, you can request information by providing 

the collection number "CB..." 

 

19. NOTE! If you frequently order pickups for parcels of the same size and 

from the same address, it is a good idea to create your own template for 

the order, which will speed up the ordering process.  

Instructions for creating a template can be found at: 

https://www.postnord.fi/en/our-tools/customer-portal/instructions-for-

customer-portal/ 

The instructions are titled "Creating a template in the Online Shipping 

Tool." 

https://www.postnord.fi/en/our-tools/customer-portal/instructions-for-customer-portal/
https://www.postnord.fi/en/our-tools/customer-portal/instructions-for-customer-portal/

