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Introducing DMO Shipping System

Reporting

This document will give you a quick start guide for running standard reports and also for

creating and running your own reports..

For the general DMO user guide please email the RMDMO Helpdesk on rmdo®@royalmail.com

for a copy of the DMO Shipper User guide.

Standard Reporting

There are five standard report templates provided with DMO:

Standard Report Template

Description

Statistic Report by Number since opened

This report produces a PDF document
presenting the total number of shipments by
recipient town.

Posting Report by Destination Country & Locat

This report produces a PDF document
presenting the total number of shipments by
destination country and location

Statistic Report by Shipper Activity

This report produces a PDF document
presenting the total number of shipments by
shipper and service reference

Detailed Report by Shipper Date

This report produces a CSV file presenting all
shipment fields sorted by shipping date

Volume Report by Shipping Date

This report produces a PDF document
presenting the total number of shipments by
shipping date

These reports can be run as is, or modified to create your own reports

From the Archive main menu option, highlight and click on Reporting. The user has two options:
Create Report or View Report. Click on Create Reports.

After clicking on Create Report the default screen below shows the standard template reports

available.
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Shipping Services | Shipments | End of Day m m m Log Off |

Archived Shipments

Reporting

Create Reports Croste Roport 13/Mar/2014

Selact = Report tamplate in the list below and click on Run or Schedule ta launch it. View Report

If you want to create your own template, you can either click on New or select an existing re

To wiew an existing or scheduled report result, go to the View Report page. Audit Reporting

. } Create Audit Report
@ standard Reports ) My Reports
View Audit Report

Template: Description:

Volume Report by Recipient

Posting report by Destination Country B Location

Shipper Activity Report

Deatailed report by Shipping Date

Volume report by Shipping Date

O o o o

There are five standard report templates available on the left hand side of the screen above.

Click on a specific template to see the detailed description in the Description box above.

Standard report templates can be modified and then scheduled for a particular date(s), or run
now, to meet your requirements. See next section for more details. Where a report template
has been modified there is an opportunity to give the modified report template a new report

name.

Checking My Reports field in the screen above will list those reports that have been created by
you completely, or as a modification of a standard report. These reports can also be modified

and then scheduled for a particular date(s), or run now, to meet your requirements.
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Schedule/ Run/Delete/Modify Reports

) Modify © 0 Schedule @ &

All reports can be Scheduled, Run and Modified as required.

Scheduling a Report

To Schedule a Report - Highlight the report to be scheduled in the  Available Reports” and click

onthe Sehedule@® ) tion on the screen on the prevous page:

This action triggers the appearance of the pop-up window below:

The report can be scheduled daily,
weekly or monthly. Also, you can
choose from which day of the
week you would like to start this
schedule.

Schedule a Report

Report:

Scheduled:

Note: As the re

Cancel ©

Period of Selection:

port pro

Send the report by email ¥
This feature allovs you sending autom
Enter the address(es) in the text field belov

Here is a list of the next five reports that will be run based on your scheduling selection:

Report Available On:

From:

17/03/2014 01/03/2014 16/03/2014
24/03/2014 01/03/2014 23/03/2014
31/03/2014 01/03/2014 30/03/2014
07/04/2014 01/04/2014 06/04/2014
14/04/2014 01/04/2014 13/04/2014

cess is launched earl

For example, if you were running
a weekly report, you could specify
Wednesday as the day to start
the report. So it would be a

Volume Report by Recipies
Last 1 Calendar Mont

Run |weekly [«|pdn [Monday

[=]

To:

y in the morning, the last shipments available for reporting vill be those manifested on the day before the report is generated.

y this report each time it is lsunched to an =-mail address or a list of &-mail addresses.
«Qu enter several addresses, please separste them vith s semicolon and = space (ex: emaili@company.com; email

emaill@company.com; email2@company.com

Schedule

You can send the reports to
specific email addresses if
needed by checking the box and
entering the address in the
space provided
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NOTE: Once a report has been scheduled, it will be available in the View Reports’ menu
‘Scheduled’ tab as shown below

View Reports / 13/Mar/2014
Scheduled

| Done / Running

Reports for SAPQ1_IPR1

* To view scheduled reports, select the Scheduled tab above.

To create a new report, visit the Create Reports page

Report Name Completed Status
check (csv) @ 04/03/2014 Done
check (csv) @ 04/03/2014 Done

You may Delete a
selected report or
Delete All reports.

O Delete All o

Note: Completed reports may be deleted after 1 month,

To view a completed Scheduled Report, select the Done / Running tab above and double click
on the corresponding hyperlink, and then save the report.
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Running Reports

Create Reports
From the Archive main menu option, highlight and click on Reporting. Click on Create Reports.

Highlight your chosen report from the Standard Reports tab or My reports tab and click the

button below:

L]
E=1
dn

Create Reports 13/Marf

Salect a Report termplate in the list below and click on Run or Schedule to launch it
If you want to create your own bemplate, you can either click on New or select an existing report and Maodify it
Tao view an axisting or schaduled report result. go to the Vigw Rgport page.

% standard Raports My Reports

Template: Description:
Volume Report by Recipient
Posting report by Destinabion Counbry B Locabion
Shippar Activity Raport
Datailed rapart by Shipping Date

Valume repart by Shipping Date

If you have not specified an email address in the report template, the report will be saved as a
PDF or CSV file within DMO View Reports’ for accessing later. See next section for Viewing
Reports’
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Viewing Reports

From the Archive main menu option, highlight and click on Reporting. Click on View Reports.

To view a report, click on the Done/ Running tab below, and highlight the selected report. The

report then opens in a new window as shown below.

View Reports

| Done / Running

Reports for chrisv
*+ To view scheduled reparts, select the Scheduled tab above.

To create a new report, visit the Create Reports page

Report Name Completed Status
numbear since.opened [POFLA 21/05/2013 Done

21/May/2013

Report: number since opened
Created on: 21052013
Pariod of selection: From 01052013 to 20052013
Non default Sslection criteria:
Hona:
Carrler Shipmant Date Itsms
ROYAL MAIL D1DS2013
ROYAL MAIL Dims2013
ROYAL MAIL D1DS2013
ROYAL MAIL DaS2013
ROYAL MAIL D9IDS2013
ROYAL MAIL 20052013
ROYAL MAIL 20052013
Delete & Delete All ©
MNote: Completed reports may be deleted after 1 month,

The system presents the option to send the report to one or more email addresses:

O you want to send this report to one or several email addresses?

If the Yes’ option is selected, an opportunity to enter one or more email addresses is presented:

a semicolon and a space (ex: emaill@company.com: email2@company.com)

emaill@company.com; email2@company.com

Enter the address{es) in the text field below. If you enter several addresses, please separate them with

If the ‘No’ option is selected, the user is directed to the View Reports screen/Done Running Tab

to view the report.
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Deleting a Scheduled Report

Select the Scheduled tab and then the report to be deleted and click on the =~ P==t= @

button’. Alternatively you can delete all completed reports by selecting the ~ Pelete All ©

button - DMO will ask for confirmation as shown below.

Applying the button below will permanently delete the report(s) selected.

Message from webpage Iﬂ

View Reports

3 ,
Done / Running (Rt | Do you want to delete all reports?

Reports for David
® Tovimw scheduled reports, select the Scheduled tab above.

To creats = mew reperd, viell e Creste Beporls page 0K l ’ Cancel

Completed Status

> Delete All ©
Note: Completed reparts may be deleted after 1 marth,

Individidual reports may be deleted by the system after one month.
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Modifying Standard Reports

The Modify functionality allows for a user-defined customization of Standard Reports. The
created report can be saved with a unigue name and viewed using the My Reports check box
on the Create Reports screen.

£a

Despatch Manager Online

£ () £ X

Create Reports 25/Aug/2010
Select a Report template in the list below a click on Run or Schedule to launch it.

If you want to create your own template,fou can either click on New or select an existing report and Modify it.

To view an existing or scheduled rep rasult, go to the View Report page.

) Standard Reports @ My Reports

To modify any of the five existing Standard Reports, highlight the report of choice and click on

the Modify © button as shown below.

£ Despatch Manager Online

(T e (TP (D () 0 (X

Create Reports

21/May/2013

Select & Report template in the list below and click on Run or Schedule to launch it.
If you want to create your own template, you can either click on New or select an existing report and Madify i
To view an existing or scheduled report result, go to the View Report page.

The Modify button
will allow the

@5tandard Reports OM',- Reports

Template:

number since opened

Posting report by Destination Country & Location
Shipper Activity Report

Volume report by Shipping Date

weekend - choosze dates

0 Modify © )

Description:
Description:
Type:
Shipments Type:
Beginning Da

Designed By:

Schedule @

creation of a
personalized version

- - A

gular Shipments

¢ 01/05/2013

20/05/2013

: Carrier, Shipment Date, Items

Default

: PDF

System

o -
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Clicking the ‘Modify’ button will start the ‘Creating a Report wizard.

The only difference between the ‘Create report’ via the ‘New’ button and ‘Modify’
button’ is that the modify button will hold the existing report information to be

customized.

See the ‘Creating Report’ screen below for details of the reporting wizard.

\

(== L

Creating a Report - Step 1

Namz [Tam s Barcods nscetion Aanar

Descripthon 4 gecall report showing the number of Shipmeants producsd by the shipper during & spacifad date rangs A
using the allocyt=d barcods rangs far the d=partmental sarclo=s combinathan

-
Tyme 0 Dataliad B zymmarizad
1zt |E1 pper Lacatian m
2nd |E-=-|.':~= Aaf=rencs I:I
3rd |Ee-r:u= m
&th |.ﬁ.-:-:n:u1: Numib=r I:I
Sth |Cq:|1:'a\: Humber m
gen | =l
| =
Im aa=r=ary mede, P repeet wll afew e geleslel ao—r=ary felos 2leye, 2ma oo fellewmg maledan=e feloa,
Raport Columns mTu:a lzams
(5] ot e ight
[#] sromants rumser
D Posting Locatlan Mumbsr
[ 2oze ng Locathan kame
DT-:r.a b=k primed
[ riumner Aangs Alocatian Size
[#] riumner o Laneis Aeprimeen
[ setrve 522 Aang= Mo
[ aotrm znn Aang= Mo
2 ves
[ zeatus
SEample Report
Drag aind drap the repart columine ta changs their ardar.
Shipper service [ oo Account | Contract | Shipments '::""" Taotal Tatal "‘L__Imll =
Lo-cation Reference Number Mumbar Number - I|mE5| Items Wiaight Reprinted
[Shipp=r [S=rvio= [S=rvios] | [Aocoount [Cantract [Shipm=nts [Mumber Rang= [Tk [Total [Mumber of
Lacatian] Aaf=rancs) Numiber] Numiber] Numiber] Allacatian Size] | Items) Wialght] Labeis
Amprinmed)
Total Account Sum Sum{Mumber |Sum Sum Sumi Numbar
MNumibar [Shipments Ranga [Total [Total of Labeis
Numib-ar]) Allccation Itams) Walght] Raprinted]
Slza)
4 F
Sorting 15t | <ohooss anar I_I{?;g—ﬂ -

ocancs [ cortineso]
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Creating or Modifying a Report - Step 2 Select desired date |

melmet Br maim pararmizes for pmue repeely Optlons and ranges
Shipping Dates 2% mclative Datca ¥ Eaclsc Sakca

a—— - EOEO=sD @)

Format i oo Lag ¥ W ey o Ezparafor: |:| Selimiter: |:|
e f i 2 = J
Trou cam ales aclicef pard o o= dErenila Wil o acicclon cplicna: .
; : ’ Select options such
Eervies Boforores .
Service Reterence 2 as Service
Service Rckrence § Reference, Shipper
Seryice Aate 5
E / € ; ’ PP ”
- S— Locatlon(§), Service
and Service Format
Servies { Serwics: format 15T AND ZND CLASS ACCOUNT MALL 7 Inland Largs Letoar 1

15T AND 2WD CLAZS ACCOUNT HALL / Iniand Large Lattar o
15T AND 2D CLAES ACCOUNT MALL [/ Inland Lettar You may limit report to
1ET AND ZHD CLAES ACCOUNT MALL / Iniand Lattar

15T AND ZND CLASE ACOOUMNT HAIL speciﬁc:

Soatz—ae Sxllesios Szomisl io—See | | .
Yeou can define: orc: or acversl Cunliceer Collesicn Rercipt MarmBer By wriling Beir mosBer acparaticd with 2 acriceily CUStomer CO“eCtlon
Receipts, Reference

Scadicr'a Aeerene: = [ Numbers, Shipment
et Namber [= [ | Numbers, Recipient

NOTE: Scandh crifcria will Bc aawcd im uppcroaac o cafamos poriformancc.

e CEE——— Weight
Fmalm=de |kr | II

|
|
scctpent Dot [= [ | | Information, Items and
|
|
|

ey Ty = Menu options to Save,

BLAND ISLAKNDE
Save and Run or Save

BLBARLE
BLEERLA
and Schedule
S = = | | personalized report

1 »

4

AMNDIRAL
E— | . '

Sand the report by amall D
Thia feaberc allows pow scrding awicma Boally B repoet. cadh e i i laundfed o an c-ail addfrexs o 4 sl off c-mail adifire
=riicr B adifrcae{ca) i B ioxt fcld Bclow. 11 you crficr acvweral affircxeca, ploasc scparalic Bom wilfrs scmicclon ardl o spay
| A vy e

=N
fex: ceailll Pooepany.d

G Back Save & Schedule & g

Seve B Run 0
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For example, if a custom report is created, saved and scheduled, it will appear in the My
Reports list for the Admin user as well as the list of scheduled reports as shown below:

ICreate Reports
select a Repart tamplate in the list below and click on Run or Schedule to launch it.
Jif you want to create your own template, you can either dick on New or select an exis!
[Ta view an existing or scheduled report result, go to the View Report page
Standard Reports @ My Reports
[Template: Description:
Olas Barcode Allocation Report
‘ m »
New © v © te © e# 0

Sport and Modify it.

25/Augf2010

Personalized ‘Olas
Barcode Allocation
Report” in ‘My Reports’
and in View Reports’ as
scheduled weekly

|

View Reports

=

Delete All ©
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Creating a Custom Report

When creating a customized standard report, a user has the option to create either a
summarized or detailed report.

The selection of the detailed check button will allow the user to define precise column headings
and options. Selection of the summarized button will display total column headings.

Using both options, a user can:

e Define a report name

¢ Define report description

Select desired report columns

Arrange column headings in desired order using the simple drag and drop action

Define multiple sorting options based on specific fields name in ascending or descending
order

Detailed Report

Archived Shipments

Reporting
Creating a Report - Step 1 Create Report O8/Feb/2013
Name | View Report
Audit Reporting
Description Create Audit Repart| =
View Audit Report

Type ® Detailed © summarized
Report Columns ] Shipper Location Name [7] customer Collection Receipt [Tl sender's Reference 3

[ service Reference Name Number [ sender's Reference 4

[ carrier |7 customer Collection Receipt Date [Fl sender's Reference 5

[T service D oelivery Date DSh\pper Mailbox

[} Original Shipment Number [E] Emnail Notification

[T Labels printed

O contract Number

D Department Reference
D Unigue Item ID D Recipient Complementary Name D Customer Reference

[ 20 Ttem ID (Hex Value) SRECfoE”t Address Line 1 [T vour Reference
Recipient Address Line 2 Flyour Description

DRecipientAddress Line 3 [Tl service Enhancement
= Recipient Postcode

&} Recipient Town

] Recipient Country Code
D Special Instructions

[ items

] weight

[Tl sender's Reference 1
[ sender's reference 2

Dsh\pping Date
[ Account Number ] Recipient Summary

DSh\pment number DRecipient Address Code
[ 20 ttem 1D [T Recipient Name

[ service Enhancement 2
O service Enhancement 3
[ service Enhancement 4
[ service Enhancement 5
O channel

Show fewer options
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Summarized Report

Creating a Report - Step 1 0&/Feb/2015
Name [
Description 7
Type @ Detailed @ summarized
ist [Shipper Location [=]
2nd Shipper Location
Service Reference
3rd |Carrier
Service
4th | Shipping Date
Sth | Customer Collection Receipt Number
eth |Recipient Summary
Recipient Address Code
7th |Recipient Name
Recipient Address Line 1
Recipient Town
Recipient Postcode
In summary mode, the report will show the selected summa Recipient Country Code d fields.
Report Columns [ Total Tte]Account Number
Contract Mumber
[ rotal we Shipment Number
[7] Shipmen| Sender's Reference
o K Shipment Creation Date
Posting Yechannel
[T Posting

[ rotal labels printed

[l number Range Allocation Size
[l number of Labels Reprinted
[ Active Start Range No

[T Active End Range No

[ used

[ status

Sample Report
Drag and drop the report columns to change their order.

Shipper Location

[Shipper Location]

Grand Total

The order in which the report columns are selected in will determine the order they appear
in the final report.
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Creating or Modifying a Report - Step 2 SRR
Allows user
st B main mewmatar o o rezorts
Shipping Dot 1 Raiathe Cuta W gzt Datm / to select
i oo [l [l [ (D) | desired cate
options an
Salzmdar Wk I; T*:ED m ranges
Pt PO HTHL & orerong s | owwse |
—
Zalwction Dptrom
Tt o e oeieck et of B ehiomarir sl Baee melectier oot
o = Terwios Referemes 1 DEf|n|ng Report
erwios Bcferomes 2 Format
erwios Recforones £
=erwios Reforores &
Serwios Roforomes 5
Zya
Smvpal Wil

rcioe [ edos Formad

Clarkorrar Collachion Racsipt Frmoer

ooy o dafire ora o merversl Clerkorrare Chllacton Racalnt Rhrriser by ariting Bl rormiber ressrsbed st 5 memicolon o by o deah ko daff

IST AMD IMD CLASS RCOCUNT MEIL [/ 1elamd Large Lefler §
1T AMD ITMD: CLATS AOCCIUNT MAL [ Inlard Large Lefler ™ ™
15T AMD IMD CLASS SOCTIUNT MAIL [ Trlard Leler
15T AND NS CLASS HO00UNT MAIL / Tnlamed Loler
15T AMD IMD CLASS SO0DUNT MAIL S Inland Parec] il

RN

B0 T Sanee oribaris ool 56 woecld I s B e saefoemaese

F - B T T ]

Shiprraert Rlurmisar

P Coda

R

Fofooce

Tiram

Tama Romoer

Wi

ol [ |

[ [ I

| |

L] | |

L] | |

Allow user to
define: Service
References,
Products,
Customer
Collection
Receipts or word
specific criteria,
Country or by
[tem and Weight.

= |

AMGHAMISTAN
ASMIS 1SAMNSS
AUSENM] A
AASTELA
AMITTEER

- = I

Menu options to
Save, Save and Run
or Save and Schedule
personalized report

[E— -/

L\

il oy ST

Thin: faskors sllcrar o amding sebomadicslly Bir oot enc Bma B onchad B om a-mall sddoer o ek of a-mall Wl
[ B e T B baodt el Delces. T o et oweel Bddtenner . SEEDE DETIEE S o ek sl m e el Jeo i =-arH

G Back
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Royal Mail

Royal Mail, the cruciform, the colour red and all ® are registered trademarks and all ™ are
trademarks of Royal Mail Group Ltd. Despatch Manager Online Shipper Reporting Guide Feb
2015 © Royal Mail Group Ltd 2015. All rights reserved.
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