May 2020

CANADA POST LIBRARY SHIPPING TOOL INSTRUCTIONS

e Logging in to the Shipping Tool: Log onto the Peace Library System website:
http://www.peacelibrarysystem.ab.ca/

e Scroll to the bottom of the home page and click this button:

Shipping 1'col

Find out more...

e The link opens the Canada Post shipping tool for the Canadian Library Materials Service
administered by Canadian Urban Libraries Council / Conseil des Bibliotheques Urbaines du
Canada (CULC/CBUC).

Library Shipping Tool

The Canada Post shipping tool for the Canadian Library Materials Service administered by CULC/CBUC

Search GO

Home Info  Using the Tool  Application Form  Contact Us  Login
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e If you have not used the shipping tool before (or since July 1, 2016), please read through the
information on all the pages before going to the login page (right most heading on the blue bar).

Home Info  Using the Tool  Application Form  Contact Us

e Clicking on the Login heading opens this page: If your workstation has logged in through this
portal before, your browser may remember, and not require the entry of Username and Password.

Library Shipping Tool

The Canada Post shipping tool for the Canadian Library Matenals Service administered by CULC/CBUC

Search GO

Home Info  Using the Tool  Application Form  Contact Us Login

Canada Post Tool
NEWS

| usemame
In the Event of a Labour Disrupfion
Password Post Meter Ch for July 1
ostage Meter Changes for Ju
¥ Remember me =
New Label Issues

Lost your password? The Library Shipping Tool is Moving
Important Update — April 22, 2016

LANGUAGE

Francais

& 2018 Library Shipping Tool. All Rights Reserved. Canadian Urban Libraries Council / Conseil des Bibliothéques Urbaine du Canada
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Library Shipping Tool

The Canada Post shipping tool for the Canadian Library Materials Service administered by CULC/CBUC

Search GD

Home Info  Using the Tool  Application Form  ContactUs  Login

Canada Post Tool
NEWS

| usemname

In the Event of a Labour Disruption
Password
Postage Meter Changes for July 1
¥ Remember me

New | abel Issues

Lost your password? The Library Shipping Tool is Moving

Important Update — April 22 2016

LANGUAGE

Francais

& 2016 Library Shipping Toal. All Rights Reserved. Canadian Urban Libraries Council / Conseil des Bibliothéques Urbsine du Canada

e Your user name is a five digit numerical number you should have on file. If you have forgotten
it, please call Peace Library System.

e Your password is your postal code, without the space between the first three characters and the
last three characters (ie: TOKOLDO).

e |If your password and your user name do not work, click on the “Contact us” heading and send a
message to the help desk at CULC/CBUC.
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Contact Us

The Library Shipping Tool is administered by the Canadian Urban Libraries Council /
Conseil des Bibliothéques Urbaines du Canada.

For questions about the Library Shipping Tool or getting your library signed up for the tool
please contact info@libraryshippingtool.ca.

If you had a library shipping tool account with CLA please fill out the form
at hitps:/fiwww_surveymonkey_com/r/libraryshippingtool

If you are having difficulty using the tool please contact(help@libraryshippingtool ca.
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e This is another error message you may encounter and therefore may need to contact:
help@libraryshippingtool.ca

ERROR: The password you entered for the
username 41016 is incorrect. Lost your

password?

Username or Email

41016

Password

Lost) Vet il

«— Back to Library Shipping Tool

e Click on the bottom message, (Back to Library Shipping Tool) to go back to the Contact Us Page
and find the help link. Be sure to include your library name and acronym and a statement about
your library membership in the Peace Library System when you compose your email.
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e If your user name (five digit number) and your postal code connect you correctly, the login page
changes to look like this:

Library Shipping Tool

The Canada Post shipping tool for the Canadian Library Materials Service administered by CULC/CBUC

Home Infe  Using the Tool Contact Us  Login

Canada Post Tool

NEWS

The Shipping Tool Changes:
Postage Meter Changes for July 1

In the Event of a Labour Disruption
Mew Label Issues

» The "biblio” code is no longer needed to access the address book.
- Dimensions for the parcel need to be entered. “Document” can only be used for flat

letter mail.
- . ibrary Shipping is ing
+ All addresses have been uploaded but the organization was lost. We are working to The Library Shippin Tc_-ol 5 l:.ﬂown
upload the individual books Important Update — April 22, 2016

Each Library Materials item must meet the size and weight specifications shown in

Table 1. LANGUAGE

Table 1: Library Materials size and weight
Francais

Category  |Length [Width [Height]weight
Parcels|max |Length: 1 m 5kg
Length + Girth: 2 m

min. {100 mm{70 mm{1 mm

TAX ON SHIPPING MATERIALS

Tax charges are not new and all applicable taxes are charged at time of payment.
= When customers paid by meter, the applicable taxes were charged at the time the
postage was purchased on the meter.

- When customers pay with a credit card, the taxes are charged when the postage is
purchased.

e Click on “Francais” to change the default language to French, if preferred.

e Please read the shipping tool changes section. Your filled ILL bags must now be measured for
dimension. You cannot use “document” to send bulky items via Canada Post.
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e Atfirst glance this page does not show the link to the shipping tool. YOU MUST SCROLL DOWN
to find that familiar Canada Post Link. (which will be in English unless you chose French in the
previous step).

The Shipping Tool Changes:
In the Event of a Labour Disruption

Postage Meter Changes for July 1
Hew Label Issues

* The "biblio” code is no longer needed fo access the address book.
« Dimensions for the parcel need to be entered. "Document” can only be used for flat

letter mail.
- ) The Library Shipping Tool is Moving
e All addresses have been uploaded but the organization was lost. We are working fo : ] =
upload the individual books Important Update — April 22, 2016

Each Library Materials item must meet the size and weight specifications shown in

Table 1. LANGUAGE
Table 1: Library Materials size and weight

Francais

Category  [Length [width [Height [weignt
Parcels|max |Length: 100 cm 5kg
Length + Girth: 200 cm

min. ({10 cm |? cm |[]_1u:m -

TAX ON SHIPPING MATERIALS

Tax charges are not new and all applicable taxes are charged at ime of payment.
« When customers paid by meter, the applicable taxes were charged at the time the
postage was purchased on the meter.

* When customers pay with a credit card, the taxes are charged when the postage is
purchased.

CANADA POSTES

>

FOST

SHIF TN =ANE

© 2016 Library Shipping Teol. All Rights Reserved. Canadian Urban Libraries Coundil / Conseil des Biblicthéques Urbaine du Canada
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CANADA FOSTES , - -

@

To P Retriave from Addrass Baok 2 @
(%) *MName

~ [P Retrigve from Address Book

From

Title/Dept {Company
*Address

*City *Prov. | Alberta [=]
*City *Prov. | Alberta [~]

*Postal Code Search
*Postal Code Search

Shipment Information
*Weight

kg *Length *Height

* ] Document (7)

Service / Options
*Service | Library Books [r ]

Request Delivery Updates by email (7 Madify

Reference Number @

Payment Infarmation

*Method of Payment | Credit Card [= | (3)
*Card No. *Card Type | American Express [»| *Name *Expiry [ 01 [=] /[ 13 [=]

Base: Password to Authorize Use

Automation Discount: Calculate @ [ Clear ] @
Fees:
G=T- Print Label 7
HST: [ |®
PST:
Total:

"*" Denotes required fields Click here to view current orders.

e Filling in the Shipping Tool Form: Enter the return and destination addresses.

e On the left, the “From” fields (return address): enter the name and complete address of the
shipping library, including the postal code. You can type this in manually or access it from the
“Address Book”. The name of the shipping library only has to be entered once per session.

e Using the Address Book:

o Double click on “Retrieve from Address Book” in the blue bar at the top of the “FROM’
fields.

o Under “Select Address Book”, choose “CULC/CBUC” from the drop down menu OR
check “Search all Address Books”.

o Type in the name of the library you are searching for. It is probably best to search by
the city name in the City field because the Library name can belong to more than one
library in Canada. Click on search or press ENTER, then click on the correct library.

o NOTE: If you cannot find the library for which you are searching, you will have to
type in the library information manually. Please call PLS headquarters if an address is
not found in the Address Book.

e On the right, the “To” fields (destination address): enter the name and complete address of the
destination library, including the postal code. You can type this in manually or access it from the
“Address Book”, using the above procedure. The name of the shipping library only has to be
entered once when shipping multiple bags to the same destination.

X\SHARED\Shipping Tool\Canada Post Library Shipping Tool Instructions - revised May 2020.docx



May 2020

e The postage for the library book rate is calculated based on a per kilogram basis. Weigh the parcel
and record the number of kilograms in the “weight” field, rounding up to the nearest whole number
(ie:for 4.6 Kg, use 5 Kg). Length, width and height measurements are now required. DO NOT
identify a large bag of heavy items as a “document”.

**Only parcels five kilograms or less qualify for the “Library Book Rate”.**

From ~ PE Retrieve from Address Book ~ P Retrieve from Address Book @
7) *Name
(@ *Mame O
“Address Title/Dept./Company
*Address
*City *Prov Alberta -
*City *Prov. Alberta A
*Postal Code Search
*Postal Code Search

Shipment Information
*Weight kg * Document@ *Length *Width *Height cm
Service / Options

*Senice Library Materials -
Request Delivery Updates by email (‘DM‘L

Reference Mumber (ﬂ
SerE UL

*Method of Payment Credit Card ~ (%)

®lype American Express  +  *Mame *Expiry 01 -« [/ 16 «

Preview Order

Base Promo Code
Automation Discount ®

cor Calculate |

HST. [
PST.
Total

[ Clear ](‘D

Print Label |®

"*" Denotes required fields Click here to view current orders.

Declared weight is subject to verification based on the application of the cubing {measurements and weight calculations) mechanism. In all
cases the greater of the actual weight or the cubed weight shall determine the actual price, including, where appropriate, any applicable
surcharges in respect of excess size andlor weight. Such surcharges will be calculated and applied in accordance with your Distribution
services agreement.

al oy
(;mad'a Electronic Shipping Tools Solutions
Legsl | Copyright | Privecy | Terms & Conditions | Contsct Us @ Copyright 2012. Canada Post Corporation

e Select a method of payment from the drop down menu: Choose either credit card or stamps.
o To pay by credit card, choose “Credit Card” and enter the card number, card type, the name
on the card, and the expiry date. The postage will appear as paid on the shipping label
o To pay with postage stamps, choose stamps. You will be reminded to affix stamps to the label

e Click on the CALCULATE button (bottom left) to calculate the amount of postage required. The
total amount of postage will be shown at the bottom left of the screen.
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e Check the label for accuracy, and then click on PRINT LABEL, on the right side of the lower
screen.

e A box will pop up asking you to verify your information. Click on OK

Print Label x

(1685) Press OK to indicate that stamps in the
amount of $1.02 will be affixed to the item. Please note
that your order is subject to verification, which may
result in an adjustment to the value of your order. All
adjustments will be made to your Canada Post
account.

OK ‘ ‘ Cancel

e The completed shipping label will now appear on your screen. The right half of the label is the
shipping portion. The left half is the tracking portion. Once you have printed the label, affix
stamps, and insert the right half it into the window of the orange shipping bag.

CANADA /™

Library Materials | Documents de bibliothéque

Tracking humoer —_——— 4007 7320 8927 0647 ——""msoe=reag| « Library Materials | Documents de bibliothéque
Instructions ' R
I3 w—'m-'-"f FUBLIC Lsmamy . CALLING LAKE PUBLIC LIBRARY
T R 3 B desgrea i SERTS. N Gcommane D171 : gﬁ_ﬁg LAKE AB TOG OKD
2. VUFED YOUr BSTE 0 Mat Moy 3RS BRSNS IN M2 bax '
and 523l the box Usng praper Ehipping t5pe. N
3. Cut 2 130 an the domid ling 3 r=iEin his O
half for iracking purpoeee. o
]
4. Tape the i3bel 52 It appesre squarly on the o
Iargzet ke of the box (do not band it around 8
widech OF and of bax). Da ot 13ps over any par O
o ihe bancods on the i=oel % I S A S A A A _— -
5. Take M2 panel 1 3 Canada Post rtEl mulist for -
ENIppIng. Al lems 2xcapt Pory ™ may 3ka e
cepoeiiad In 3 Strest Latier Box '&”
w
1. Cholslesaz une bafle conguE paur Fexpadition. =
2. Empaguatez colldemant vos amciss ans B bolie 8 TRACKING NUMBER 4007 7320 8927 0647 N° DE REFERAGE
£ seallez |2 toul aves du nuban Texpaation i A A T A -
"E.Z E‘{"‘rm“;" i'“mi?ni‘;‘r’u“:.é‘p':"&‘f'ﬂ:“r-’;ig.
3. Découpaz Tefquats ke long du poindle &
CONSErVEZ Catte partis pour sLl. ' lﬁ:ﬂf A2a32xilcm mtgg“
& AponceZ 2iuese pour Qusle parsiee : = MANIFESTE 10N REQ
enfraTEnt SUr |2 012 12 piLS gEnd 023 Dol .
{ne pas 12 repller sur les cites) . M rmoourez ! e EEEEw  er o | ST
BUCUNE AN du £o0% 3 DaEE 0= [Egusts. . BAN/NIP. 4007 7220 8927 0647
5. Apporiez l2 colls 3 un compiolr postal de Posias :
Canada pour expadiion. Tous les anvole . Owdar Mo/ N™ dicommande: Dri48T47351
EaLf ceux ulllisant Prioriids peuvant . Tramsaction Amount / Mortant iotsk $1.02
aussl Sre diposés dane une bafie aux ' gy s 2 a3t ouner ies.
Isttras publiqua. . En =s de morH I smanitz

A barcode should e primied on fe label Dacauee Conlinmaion ks ssieciad. I no bar code ls

be uEe Dellvary
\Elue,p-easen:xﬁc%ehd desk 3t #-500-277-4758 for sssEEnoe
.35

mm%%mam;nﬂ -«.iS“:

PLACE STAMPS HERE
APPOSER TIMBRES ICI 1.02
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e Click on the printer icon. DO NOT use File->Print and DO NOT generate a return label until
you have completed printing the shipping label.

e When the Printer pop up opens, ensure you are set on landscape orientation. Click on properties

to begin. If you require help call PLS headquarters. This is an example of the properties pop up
box for a Xerox 3320 printer..
Print - | 52 [pn-ee2 e || Q Search
Printer - WebDewey B Library of Congress Au... 4 Canadian Library Asso... ||! 96.3 Reach FM €3 NOVALY

Name: APRPLS Xerox 3320

Status: Ready
Type: Herox Global Print Driver PCLE
Where:  IP_10.100.3.75

Comment: [ Prirt to file
Prirt range Copies
@ Al Number of copies: 1 3
(C) Pages  from: 1 to: 1 I I
Selection Jﬁ 41);}3 el

/
\v] [ Properties... ]
\/

screen, Print Label by clicking on the printer icon below this message.
B continuing, ensure a copy of the Label is printed.
can be reprinted within 24 hours from Current Orders.

n Label ] [ Request Pickup ] [ Return to Shipping Page

Automatic Zoom =

Printing Options | Documert Options | Advanced |

Library Materials | Documents de bibliotheque

Orertaton

CALLING LAKE PUBLIC LIBRARY
Eoxt

D () Portrait

CALLING LAKE AE TOG OKD

EI @ Landscape
- s

TOG 0KO

4007 7324 4958 1529 N DE REPERAGE

TRACKING NUMEER

FE2exiem 1000
L=

MANIFE ST NOT REQ
MLNIFESTE NON REQ

pe sorm | SIT

PIN/ NIP- 4007 7324 89581509

E Saved Settings: Status
| Driver Defauts *

EEEE E]

PLACE STAMPS HERE
APPOSERTIMBRES ICI 5102
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e Click on the “Generate a Return Label Button™ at the top of the screen to create a return label.

When the Label 1s displayed on screen, Print Label by clicking on the printer icon below this message.
Before continuing, ensure a copy of the Label 1s printed.

Daewssentswcap be reprinted within 24 hours from Current Orders.
[ Generate a Return Label ] I Request Pickup I I Return to Shipping Page

e Click on the printer icon to print the return label, as you did for the shipping label. Enclose the
return label with the items you are sending, so that they can be returned to you at no extra cost.

e Once you have printed both the shipping label and the return label, click on the Return to Shipping
Page button. This will take you back to the shipping form where you can create your next label.
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