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CREATE A CSV FILE

To use the Item Level Upload method to create and print labels you will need a CSV file. A CSV file (or
Comma-Separated Values if you want to be technical) is essentially a spreadsheet that can be created
in Microsoft Excel. The reason that this type of spreadsheet is important is that all data is separated by
a comma (,) which standardises the data format and makes it easier to read by computer software.

Most e-commerce or Warehouse Management Systems (WMS) will allow you to compile and save a
report in CSV format. If you can download a CSV file directly, please move to the next section. If your
current software only allows reporting into a normal Microsoft Excel spreadsheet you can easily
convert this into a CSV file by opening the document and saving it as a CSV file. Files saved as an Excel
Spreadsheet (.XLSX) will not upload to Docket Hub.

HOW TO DO THIS

1. With the spreadsheet open, click FILE on in the top left hand corner of the screen.
/

2. Click on Save As from the left hand menu and choose the location you wish to save the CSV file to.

3. When the below box opens, enter the File Name here, choose CSV as the file type and click Save

Organize v

4 Libraries
1" Documents
J Music
&= Pictures
B videos =

Documents
Library

Music

1™ Computer Library

& osc

¥ Company Sharec Sictures

¥ Library

File name: Bookl

Save astype: [CSV (Comma delimited)

Authors: Leon Duffield Tags: Add a tag

4 Hide Folders Tools ~ [ Save ] [ Cancel ]

That is all it takes to create a CSV file from a normal Excel spreadsheet. The next step is to make sure
your CSV file has all the information or data it needs to be uploaded onto Docket Hub.
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CSV files that are uploaded to generate labels can contain any information you wish but there are
some pieces of information that MUST be included as a minimum. It doesn't matter what extra
information is contained in a CSV file as long as the required fields are present and complete.

Required Fields

©
Required fields on CSV uploads vary depending on the service being used. o §
S
Please see the below table for a list of required fields for each mail type: é g S
S|E|8
Recipient Name v v v
Address Line 1 v v v
Address Line 2 (optional)
Address Line 3 (optional)
Address Line 4/ Town/ City v | v | v
Address Line 5/ County / State (Required for USA and Canada) v v | v
Post Code / Zip Code (for countries that use Post/Zip Codes) v v 4
Weight (in whole grams) v | v | v
Format (F/P) (*Only required for international if dimensions are not given) v | vE
Dimensions (Maximum or Measurement) vr | v
Item Height (in cm) vE | v
Item Length (in cm) v* | v
Item Width (in cm) vE | v
Country Code v'E
Carrier Service Code (SMDPSTD or SMDP48) v
Proof of Delivery (S - Signed, T- Tracked, X - Signed & Tracked, N - Untracked) v | v
Item Description v
Item Quantity v
Item Value (in whole GBP) v
Optional Fields =
In addition to the above mandatory fields, the following optional fields o %
(%]
can also be used within a CSV file for each mail type. £ ,,E, e
8| |2
Client Reference (order number for example) v | v | v
Recipient Company Name (35 characters) v v | v

The Delivery Group have prepared a number of CSV templates that can be used as a starting point.
Please contact your Account Manager, Implementation Manager or Client Services who will arrange for
the templates to be sent to you.
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Docket Hub is the clever software that will turn your CSV data file into labels ready to be printed.
To access Docket Hub open a web browser and navigate to:

www.dockethub.com
Once you have arrived you will see the Docket Hub Login Screen.

You will be asked to enter your username and password. If you haven't been given your login details
yet please speak to your Account Manager, Implementation Manager or Client Services.

Once logged in you will arrive at the main Home Page which will ook like this:

HOCHETHUES

DO CHETHUES T S Y Yep——

—g “

Login Screen Home Page
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ACCESS THE ITEM LEVEL UPLOAD SCREEN

At the top of the page you will see five menus, these are:

Mailing Management Reports Admin

Hover your mouse over the BUELWAVEREEGUERIN menu and you will see two options, and
. Hover you mouse over and you will see a sub menu that looks like this:

Item Level Activity
Item Level Upload

Item Search .
itern AWB Entry Click on BLENEEYEI RG] ol [oFTo|

This will take you to the Item Level Upload Screen where you can start to complete the 6 steps to
upload the

CSV file.
THE 6 STEPS TO UPLOAD A CSV FILE
STEP 1 - JOB REFERENCE

( Step 1: Enter a Job Reference for your upload:

|This should be between 5 and 30 characters long.

Enter a name or reference for the upload. The name or reference can be anything you like, it will only
be used for reference if you need to access the labels or tracking codes in the future. Most
organisations use the date if they only upload once per day or the client name if they are sending
items on behalf of third party clients.

The reference or name must be at least 5 characters and no more than 30 characters long and can
include letters, numbers, symbols or spaces.

If you enter less than 5 or more than 30 characters the box will glow red to identify that there is a
problem.

Step 1- Enter a Job Reference for your upload:

| | X | This should be between S and 30 characters long.

STEP 1 - JOB REFERENCE

Click on Choose File, locate the CSV file that you want to upload and click on

Step 2: Select an Address File to upload:

Choose file Nofile chosen ‘

Click on Choose File, locate the CSV file that you want to upload and click on
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STEP 3 - SELECT TEMPLATE TO USE

Step 3: Select =n Import Templste to spply 10 the Address Fie:

 Setect an mport Tempieta ~[ ]

The template tells Docket Hub where to look in the CSV file for all the information it needs. For
example, which column it will find the postcode, whether it is in the column titled ‘postcode’ or ‘addré’
Docket Hub will be able to find the information as the template will have been mapped to the format
of your CSV file. Just click on the template that has been set up for you.

STEP 4 - COLUMN MAPPINGS

If everything is set up correctly you should see the below result in Step 4. If there are no errors move
on to Step 5.

$tap 4 Roaview the sesull of 230G e imgor Tempiatn 10 [he Acdeets Fie, and cich "ot Colens LIpHInge™ 15 Changs Des mapings.

Tile Upload Summary

You havw uploaded 4 i with 18 colamas and 7 buma E4it Colummn Mapgings
- Golumn Magpngs
Reciplent mem Service Senter
Recipient Nowe: Recigierome Devcription: Carrier Service Code: Sonvice Code Centact Name:
Phone: «Nat Setr» Cuany: Curreacy Code: tion Set
Email: «Not Setx» Value: Service Options:
Asdrass Line 1: Adar Lang=se Bamlasgh  DOP:
Addrass Line 2 asary Width: BamWh  Delvery Tisa: itk Sats>
Address Line X ) Hesght: Famideght  Proof Of Delverys  Froof of Delivary
Torwm: Town Weight: Weight Detvery Instrects
Ceunty: Courty Format: Faemat Samrday Desivery:
Posteode: Pesteode Dimansion Type: Dimensices  Insuranze Valoe:
Cauntry Code: Cocerems Onéy: Country Code:  <Hat Se>
Toeciplent Comparny: Fragite:
Chent llem Heferance:
Carrier Hem Reference:
500

If there are errors with column mappings you will see an error like this:

A You must map all required columns to continue.

If this happens, call Client Services, your Account Manager or an Implementation Manager for
assistance.

STEP 5 - ENTER POSTING DETAILS

Step 5: Enter posting details:

Posting Date: | =

Carrier Name: [Secured Mail-Nat-Mixed Weight ~1

Client Name: [Leon Demo Account &

Sub Client Name: [Leon Demo Aczount ~)

Click on the ‘Posting Date’ box and select the date the mail will be collected.

The ‘Carrier Name’ field will always be prepopulated with The Delivery Group and doesn't need to be
changed.

The ‘Client Name’ field will always be prepopulated with your organisation’s details and doesn't need
to be changed.
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STEP 5 - ENTER POSTING DETAILS ...(continued)

The ‘Sub Client Name’ will always be prepopulated with your organisation’s details. If you have a sub-
account set up on your profile use the drop down menu to select this otherwise it can be left as your
organisation’s details.

Step 6: Once ready, submit these details and receive your Label File:
( Submit

STEP 6 - GET YOUR LABELS
Step 6 is fairly straightforward, just click ' submit

Once you click submit you will see a File Submission box appear while your labels are being generated.

SN Subissien Submitted Items

S e This is how many lines of the CSV have been processed
a0 ok ik lotaru your sabieten, Failed Items

Clicking ‘Cancal’ will 3bort tha file submission. This is how many lines of the CSV have failed.

Current Progress: 0%
Successful Items

This is how many lines of the CSV were successful.

Submitted items: 0 outof 14

Failed Itemas: O outof 0
Successful Items: O outof O
Time Remaining: Calkulating... Time Remaining

This tells you how long the upload process has left to run.
Cancel

If your upload is successful the File Submission box will turn green, if only some of the CSV entries
have successfully generated labels the box will turn yellow and if none of the entries in the CSV have
successfully generated labels the box will turn red:

& could not submit file.
¥ Successfully submitted file. Click here to A\ Partially submitted file.

download your Label file. None of the items could be advised.
Some items could not be advised.
You can also do this at a later stage b CHcic hars to dowmionr a G5V f1ie of
pepd oo Click here to download a CSV file of items which could not be advised.
> items which could not be advised. Please correct the errors with these
Activity' page. On this page, Identify = ite d jin th load o
your file upload and dlick the . icon. Please correct the errors with these ems, and begin the upload process
items, and begin the upload process again with the corrected file.
Alternatively, Click here to view these these items.
Submitted Items: 14 out of 14 items.
Failed Items: 0 outof 14
Successul liems: 19 out of 14 [ CommPrgmeniioon
Time Ramlongs  socands | seosassam |

Submitted Items: 2 out of 2
2outof2

Submitted Items: 15 out of 15
Failed Ttems: 1 outof 15
Successful Items: 14 out of 15
Time Remaining: 0 seconds

Close
Close

Once the CSV file has been successfully uploaded click on the link at the top of the green box to get
your labels. If the file submission box turns yellow or red please contact your Account Manager,
Implementation Manager or Client Services who will be able to diagnose the problem for you.
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DOWNLOAD YOUR LABEL FILE

There are two ways to download your label file, either immediately after uploading your CSV file or at a
later time.

DOWNLOAD YOUR LABEL FILE IMMEDIATELY AFTER UPLOAD

Once the CSV file has been uploaded, the File Submission box has turned green and you've clicked on
the link to get your labels another box will appear.

Download lobel file for "12345 Download label filo for "12345°
Please selact 3 Label Template to use 10 creste the labels for each item. Please select 3 Label Template to use 1o create the labels for each item.

[~ Shiect 3 Lavel Tumptate ——— 1 :
47 x 6" (101.6mm x 152,4mm)
Avery L7166 (99.1mm x $3.1mm)
Zebra 420d (04Amm x 96mm)
97mm x 156mm

& x 4" (152.4mm x 101.6mm)

mnad Laber F YOUr Drawser SHoURE robly you With 2 popup / notaation when

Close Close
Choose 4" x 6" (101.6mm x 152.4mm) and then click on “=#=% ==+ == At the bottom of the screen you
should see a box like this if you use Microsoft Internet Explorer:
Or like this if you are using Google Chrome:

™ lahes sove-2me-.pdl ~ | Showall | ¥

Once you've opened your label file you can either choose to save it on your PC, laptop or network or
send it directly to the printer to print the labels.
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DOWNLOAD YOUR LABEL FILE LATER

Labels that have been created previously can be accessed at any time. Hover your mouse over the

Mailing Management EUaliH
Then hover your mouse over and click on PUCEINESVEIRVIRIER and this screed will appear:

A\ user@LeonDemoAccount
Leon Demo Account
DHUAT1
16 February 2018
Management Reports
Mailing Management ltem : Item Level Activity
Fiters: (=]
Upload Date |13/02/2013 el x |
Status ‘AﬂY 1 Job Reference ‘
File Upload Id \ \
Showing 1 to 2 of 2 items
Go to page: [1[~]]
Records per page: ‘WE”
Activity last refreshed: 16/02/2018 14:15:06 PM
File Upload Total Not
Upload Iid Job Reference Date File Name Items Advised Advised Status
9649 Long Address 13/02/2013 Test CSV (Long Addresses).csv 3 3 0 Advised - Label file ready H | & | &
Push Mailing (Corrected with
9647 testtestr 13/02/2018 277 0 277 |Failed - Items not valid yol u
Data).csv

Once the desired upload is showing click on the download icon,!,and the labels will be downloaded.
Follow the steps on page 9 to complete the download and print your labels.

The Item Level Activity screen will automatically be set to show today's uploads only. To find uploads
completed on other days or to search using the Job Reference use the filter section at the top of the
page.

Filters: 9

Upload Date (13022018 |1=] )

Status ‘Any

[<]

Job Reference ‘

File Upload Id ‘ \
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DOWNLOAD YOUR TRACKING REFERENCE NUMBERS

To access the tracking reference codes for each item open the Item Level Activity Page (follow the
steps on page 10).

Find the upload that you want the tracking codes for and click on the spreadsheet icon

This will download a CSV file containing the Carrier Item Reference and the Post Code which is all that
is required to track an item.

gE S ¢ k- 2008-02-16,9649_Outpos Fde - bxcet N

HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVEW  VIOW  DEVELOPER  PODF Axhiedt S Crestor teon Dutfd ~ Y
- 3 o e o @ wm .
ronl i R MRS I — R R R
6 Copy - 5 g > - T
Puste BT WU-[ DL SEET 50 ElMwocticeons + U0« % ¢ %4 3 Condiund Fomatas Cel  Insen Deete Format Seak Find&
N v- 0 L =8 I Mege & Corae B M g Tihe Sae| + v e | €T e Susie
pre— “ tort " fre— - Mumber . saves 2 totm
[ v Je v
A @ < e f I3 H ' LM N 0
Address ine & | Address Line S ceon” | a
South
THE OAXS
ZoAmsonsasyaesoor | w0 | ¥ unreas | mictands | 20 |208| N

LUTTERWORTH LEICSTERSHIRE

SYCAMORE UGHTING UNIT 6 ASTLEY LANE
zo3sonseseontar | e | F peesiseiamibian LEEDS. WEST voRkSHRE | 1S 8xT | Leeds e | X7 [33848] N

32 RAILWAY TERRACE BLAENCLYDACH

RHONDOA
® il
zzonarsonszrisaroone | %0 ONYPANDY | age | P08 carsitemc | sy fsener|

CmNon = oW

SEREE

SR

20180216 9649 Output File @ < .
To track an item open a web browser and navigate to The Delivery Group website.

www.thedeliverygroup.co.uk

Then click TRACK YOUR DELIVERY on which is located on the right hand side of the page. Enter the
Item

Reference number and the Post Code to see the tracking events.

Enler your trackang detals beldow

-
SHCUred NI RIS JOViEE

ihe item 1o Royal Mad
Sscured Uad

em Status
Item has arrived at Royal Mail depot

TRACK YOUR DELIVERY
TRACK YOUR DELIVERY
TRACK YOUR DELIVERY

Locaton
West Bromwich

Royal Mk has bied
Sacurod Mau

Hem has arrived & Royal
Mat cepot
Wt Sroatwich

Estmansa Darvery
Thurscay 15th February

A Search
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GI’OUp Useful Contacts

Client Services
03330111999
clientservicesWGTN@thedeliverygroup.co.uk

Additional Collections from Warrington
collectionsnorth@thedeliverygroup.co.uk

Additional Consumables from Warrington
consumablesnorth@thedeliverygroup.co.uk

Where to send your dockets
dockets@thedeliverygroup.co.uk

Additional Collections from Luton
collections-south@thedeliverygroup.co.uk

Additional Consumables from Luton
consumablessouth@thedeliverygroup.co.uk
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