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How to create shipping labels and 
ordering pickups in Online Shipping Tool  

 

Online Shipping Tool  

With the Online Shipping Tool in the PostNord customer portal, you can easily 

print shipping  labels and place pickup orders. Below are more detailed 

instructions for creating label s. 

 

How to create shippin g label in  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, select ‘Create shipping labels ’ or 

select it from the drop -down menu.  

 

4. First, select the sender's address (your company or other) from which the 

shipment will be sent. You can select a pre -saved address from your 

address book or manually enter a new address under " New sender." If 

you do not have any sender addresses saved in your address book, you 

will need to create a new address the first time you use this feature.  

https://portal.postnord.com/
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5. Next, select the delivery address and country, i.e. the recipient.  

When adding recipient information, you can add a new recipient, who 

can be either a private individual or a company. You can also select 

recipient information which is saved in your address book.  

If the delivery is to a private individual, the shipment can be delivered to 

the recipient's home address, service point, or parcel locker . For 

deliveries to companies, the shipment will be delivered to the address 

you provided when placing the order.  

The "Company" option does not allow you to send a shipment to a 

pickup point.  

When selecting the "Private" option, it is mandatory to enter the 

recipient's phone number and email address for delivery purposes.  

  

6. When you  have filled in the necessary information, click 'Add recipient'.  
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7. Next, select the 'Shipment' type. At this stage, you can choose either 

parcel or pallet shipment.  

 

8. When selecting the 'Parcel' option, first fill in the weight and dimensions 

of the shipment . 

 

If you select the 'Pallet' option, you can choose a specific pallet typ e for 

the shipment.   
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9. With the ‘Parcel ’ option, after entering the weight and dimensions, you 

can choose to have the parcel delivered either to home or to a service 

point, if the recipient is marked as a private individual. If the recipient's 

details include the "Company" option, the parcel ser vice will 

automatically be a business parcel.  

 

When selecting the 'Service Point' option, you can choose from the drop -

down menu , whether you want the parcel to be delivered to a parcel 

locker or a manned  pickup point.  
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10. If necessary, add a reference and description of the shipment.  

 

11. If you are sending multiple shipments  to the same recipient, you can 

select the number of labels  next.  

 

12. Next, select any additional services required for the shipment. Additional 

services are determined based on the service selected for the shipment.  

 

Examples of additional services that can be selected for the business 

package:  

 

Additional services may vary depending on the selected destination 

country.  
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You can find the terms and conditions of service on our website and the 

terms and conditions of each service below:  

https://www.postnord.fi/en/sending/parcels/  

https://www.postnord.fi/en/sending/large -heavy -and -bulky/postnord -

pallet/  

13. Once you have selected the additional services you need , click on ‘ Add 

shipping label’ . 

14. On the 'Summary' page, you can see the shipment you have created,  and 

at this stage, you can still edit the shipment details or delete the 

shipment.  

 

If you would like to receive an order confirmation for your shipment to 

your email address, click on 'Yes, please send me a  confirmation via 

email ’. 

15. By clicking on 'C reate labels’ , you can print out the address card.  

 

How to print out the shipping label  

 

1. When you are in the order confirmation window, you can print the 

shipment label  you have created for the shipment. If necessary, you can 

also download and save th e label  in PDF format. Click on 'Print all' or the 

https://www.postnord.fi/en/sending/parcels/
https://www.postnord.fi/en/sending/large-heavy-and-bulky/postnord-pallet/
https://www.postnord.fi/en/sending/large-heavy-and-bulky/postnord-pallet/
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printer icon to print the label . 

 

2. These buttons open the 'Print ing  options' window, where you can select 

the shipping label size or printer format. If you do not have a label 

printer, PDF format and A5 or A4 paper size are the most common 

choices.   
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3. The 'Print' button displays a preview of the shipment label  to be printed.  

 

4. If you have a label printer, you must first install it in the Online Shipping 

Tool settings and then in 'Print settings'.  

 

 

How to create a pick up order 

 

1. The " Book pickup’  button in the order confirmation window will take you 

to the Pickup tab.  
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You can also get there by clicking the "Pick  up" button in the top menu of 

the Online Shipping Tool.  

 

2. Click on the 'Book pickup' button.  

 

In this window, you can also see your previous and upcoming pickup 

requests , which you have created.  

3. Select the address from which the shipments will be picked up in the 

pickup request. Also in this case, you can enter a new address manually 
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or select a presaved  address from the address book.  

 

4. After selecting the correct address, click ‘Next’ . 

5. Next, enter the number of shipments and their total weight.  

 

You can select multiple parcels  or pallets for the same pickup request , if 

you want them to be picked up at the same time.  
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NOTE! Please ensure that you have created shipment  labels for each 

parcel  or pallet to be picked up.   

6. Click ‘Next, o nce you have entered the correct quantities and weight 

information.  

7. Then enter the contact details (name and phone number) of the person 

in the pickup address.  

 

8. Select the pickup date. The pickup date is determined based on the 

pickup address, and as a rule, you can select the cu rrent day for pickup if 

you make the pickup request before 2 p.m.  

If pickup is not possible on the same day, the next possible pickup date 

can be selected from the drop -down menu.  

9. You can also add a message/instructions for the driver for pickup.  

10. Click 'Book pickup' to save your pickup order.  

11. After this, you will see your ordered pickup request on the 'Pickup' tab 

under 'Upcoming pickups'.  


