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||, The Delivery .
| || | Group What is Item AWB Entry?

The Item AWB Entry screen is a portal in which you can create labels manually and individually.

To create individual labels in Docket Hub you have 2 options.

You can either:
» Use the Item Level Upload method with only one line on the CSV populated or;

+ You can use the Item AWB Entry portal.

This guide will explain how to use the Item AWB interface to generate individual labels. Please see the
Item Level Upload User Guide if you would like instructions on how to upload a CSV file to generate
labels.

LOG IN TO DOCKET HUB
Docket Hub is the clever software that creates labels ready to be printed and used to mail items.

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 look like this:

DOCHETHDE

DOoOCHETHUE

Login Screen Home Page
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“"“ |‘|The Delivery | How to Use The Item AWB
il Group Entry Screen

ACCESS THE ITEM AWB SCREEN

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

Mailing Management Admin

Hover your mouse over the JUEILERIERESERENS menu and you will see two options,and Mailings §
Hover your mouse over and you will see a sub menu that looks like this: HERESZEFNEOTY

ltem Level Upload
ltem Search

Click on USUEALE=IGY | ltem AWB Entry

This will take you to the Item AWB Entry Screen where you can start to complete the fields to generate
your label. The screen will look like this:

JOoOCHeEeETHUE= e 2T
Mailing Management Reports Admin
Waling Meragement > lem 5 Hem AWB Enliy
[ Radpient | Sendar | B e
1of1
~ RecplentDetate— | | Tompiate | Select standard templates 2 | | | Th D I' y
[ Rechie Nape ] Weight / Llength  Width  Height h II| ” |I - Geré)\llJeF;.
Recipient Email [we [t mm)( Wi mm)(H mm] 2
+| IntCode Contact Number 2 Item Reference ?

) Automatic Service Selection ?
— Reciplent Adaress ————————————————— ‘ ~ ltam Contente  [#] ————————————————

Delivery Service:

2
Submit Advice / Print Label ?
POSTCODE Manual Entry ?
— Smpmentiet —

Company Name ~ Shipmants [#] ———————————————————————
Address Line 1 L= oty J 2

- ?
Address Line 2 1 o

! |03 {o}mm x fojmm x {ojmm
Address Line 3

TowniCity Town/City

County/Stste | County/State

- ShipmentsSetmngs

O Documents Oniy? ?
[T Send Sms Alens to Recipient ?
[Tl Send Emais Alents to Recipient ?
O Commercial Invoics Required ?

?

Shipment Reference
Delivery Instructions ?

2410412018 )
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Return Address

N
How to Check and Update the \\

Your return address should be populated automatically but if you need to change it for any reason,
click on the Sender tab and update the return address details.

—

Recipient Sender

Sender Detais

Sender Name
Sender Email

+| IntCode || Contact Number

Countyistate | County/State

the Manual Entry
address from the drop down list.

2
Sender Address
United Kingdom

2

cwr 2TT| Manual Entry

1 MEADOW RISE, WINSFORD
2 MEADOW RISE, WINSFORD
3 MEADOW RISE, WINSFORD
4 MEADOW RISE, WINSFORD
5 MEADOW RISE, WINSFORD
6 MEADOW RISE, WINSFORD
7 MEADOW RISE, WINSFORD
8 MEADOW RISE, WINSFORD

~

<

HOW TO GENERATE A ROYAL MAIL LABEL

For Royal Mail items, complete the following steps to generate your label.

Royal Mil

You can either enter the return address manually by clicking on
button or type the postcode and choose the

Step 1 - RECIPIENT NAME
e s Type the recipient name here.
[[Recipient Name L. oo . X . .
P Recipient email is not required. The telephone number field is optional,
T —r— whatever is entered here will be printed on the label.

STEP 2 - RECIPIENT ADDRESS

Recipient Address.

United Kingdom

. == Type in the recipient post code and select the correct

POSTCODE *manual Entry

Company Name
Address Line 1
Address Line 2
Address Line 3

Town/City.

Town/City

County/state | County/State

» address from the drop down list, ==

\

—

If the required recipient address doesn't show up in
the drop down list click on and type in the address
manually.

STEP 3 - SHIPMENT SETTINGS

Shipment Settings.

Sender Address

United Kingdom

cwr 2TT|

?

Manual Entry

1 MEADOW RISE, WINSFORD
2 MEADOW RISE, WINSFORD
3 MEADOW RISE, WINSFORD
4 MEADOW RISE, WINSFORD
5 MEADOW RISE, WINSFORD
& MEADOW RISE, WINSFORD
7 MEADOW RISE, WINSFORD
& MEADOW RISE, WINSFORD

~

O socuments oniy?

’ For Royal Mail items the only part of the Shipment Settings box you need to
? complete is the date that the item will be collected by The Delivery Group. This
; is always defaulted to today's date but you can change this here if the item is

, being labelled for collection on a later date.

Send Sms Alerts to Recipient

[ commercial Invoice Required

www.thedeliverygroup.co.uk
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STEP 4 - CONTENTS AND DIMENSIONS

~ltem

1of1
Template | Select standard templates [v] 2

:

Weight / Length Width Height *
Item Reference M

Enter the item weight, length, width and height here.

\

If you would like an ‘ltem Reference’ (e.g. customer order number) to be

—== printed on the label, enter it here.

‘ltem contents’ only need to be completed for international items. This can be left

blank for Royal Mail items.

STEP 5 - SHIPMENT LIST (NUMBER OF PACKAGES)

m ?
Order 15754
1

1255 1 25mm x 260mm x 353mm

For Royal Mail items this section will just repeat the data you have entered for
Step 4. Multiple orders in the same shipment is not supported by Royal Mail.

STEP 6 - SERVICE SELECTION

Senice

[ saturday Cebvery

Sernice

“"“ || The Dellvery Once you reach Step 6 you can either let Docket Hub [ The Dellvery
il Group choose the best service for a package based upon "1 Group

_ _ the weight, dimensions and any other data you have
pe— T entered or you can select the service manually. ;
Select Proof of Delivery ~ 2 !

[ Fragie

Dalivary Servica:
Defivery Periog: Economy

Submit Advice / Print Label 7

Royal Mail services are shown as ‘Economy Large
Letter Service’ and ‘Economy Parcel Service'
depending on the format of the item.

STEP 7 - GENERATE LABEL

Servis

e

Economy Large Letter Service vl o2
Delivery Tima ~ o2

Dellvery Service:
Delivery Period: Economy

Submit Advice / Print Label

To generate your label click on the Print Label
button.

When asked, check all the details and click ‘Yes’

Subsmit Advice / Print Label ?

ent

if you are happy that the correct service has
been selected.

STEP 8 - DOWNLOAD YOUR LABELS

At the bottom of the screen you should see a box like this if you use Microsoft Internet Explorer:

Do you want to open or save Labels 9677-2018-02-16T13_49_41.pdf (743 KB) from dhuatlmuc.dockethubtest.com? | Open || Save |v|| Caned | x

People | Partnership ' Performance
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Or like this if you are using Google Chrome:

"L Labels_9678-2018-..pdf A

Ex

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.
e |

e
orer TN = e | e s © 2=
f et ek bt &c
@ £
[ =
T r— =
[ G| ——
. Ship to- T
friin - Mrs Ann Example
i *| CALVER ROAD
T WARRINGTON
=
penirery % WA2 8UD 32621
CRR—— - . 100g
[ i
-
e === e ———

HOW TO GENERATE A YODEL LABEL

YODEL

For Yodel items, complete the following steps to generate your label. VOUR DELIVERY

Step 1 - RECIPIENT NAME

Sender

Type the recipient name here.

Recpient

Recipient email is not required. The telephone number
field is optional, whatever is entered here will be
printed on the label.

+ IntCode

Contact Number

STEP 2 - RECIPIENT ADDRESS

Recipient Address. — Sender Address

e =1, - Type in the recipient post code and select the corre ,
B address from the drop down list. = cwr Tt [ i
s o < If the required recipient address doesn't show up | oo wmsroro ©

Address Lina 2
Address Lina 3

TownOty | TowniCity

the drop down list click on and type in the addre:
manually.

3 MEADOW RISE, WINSFORD
4 MEADOW RISE, WINSFORD
5 MEADOW RISE, WINSFORD
6 MEADOW RISE, WINSFORD

7 MEADOW RISE, WINSFORD
| 8 MEADOW RISE, WINSFORD

Courty/State | County/State

STEP 3 - SHIPMENT SETTINGS

Shipment Settings

For Yodel items the only part of the Shipment Settings box you need
to complete is the date that the item will be collected by The Delivery
Group. This is always defaulted to today's date but you can change
this here if the item is being labelled for collection on a later date.

[0 Documents oniy?
Sena Sms Alers 1o Recipient
Send Emais Aleris fo Recipent
[ commercial invaice Required

Shipment Reference

Defivery Instruetions

IR

‘_7

18052018

www.thedeliverygroup.co.uk
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STEP 4 - CONTENTS AND DIMENSIONS
Enter the item weight, length, width and height here.

1of1
Template = Select standard templates ?

Weight / Length Width Height .
[we J[L )W mn)(H ) 2 If you would like an ‘item Reference’ (e.g. customer order number) to
be printed on the label, enter it here.
Item Reference 4—— ?

— Item Contents —|

‘ltem contents’ only need to be completed for international items. This
? can be left blank for Yodel items.

STEP 5 - SHIPMENT LIST (NUMBER OF PACKAGES)

S For Yodel items this section will show you the list of items being
included within this shipment. To send multiple packages to the
same addressee click on [0 and repeat Step 4 or clickon i

Item Detail

Order 15754

4125g / 25mm x 250mm x 353mm

You will then get multiple labels.

STEP 6 - SERVICE SELECTION

e Once you reach Step 6 you can either let Docket
. Hub choose the best service for a package The Deli
L The Delivery based upon the weight, dimensions and any i The Delivery
Wil Group uil Group
other data you have entered or you can select
Automatic Service Selection ? the service manua”y. = I ?
Delivery Time 2 EMBT“VP'.:E‘W%H'HB ?
Saect Prostof Defvery ? Yodel services are shown as ‘SM Domestic SM Domeste Parsie g Homa 24| 2
) s ’ Parcels @ Home' for the Yodel Mini service and o e ;
b ‘SM Domestic Parcels @ Home 48 for the Dolen SO o ey
Yodel Premium/POD service. e e
Submit Advice / Print Label

- senice

| i, The Delivery Once you have chosen the desired service,
Ml select the preferred proof of delivery option

Group
from the drop down list.

/

SM Domestic Parcels @ Home

Delivery Time v

Delivery Service:
Delivery Period: Up to 3 days
Tracked: YES

Submit Advice / Print Label ?

People | Partnership ' Performance
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. . . § Are you sure you want to submit this item?
|||, The Delivery To generate your label click on the Print Label AN i check your et rash e
||I ” | GFO bUtton * ) information, to ensure that receipt of shipment

u p . on your preferred delivery date is achievable.
Automalic Service Selection 27 / ves o
Delvery Time ? When asked, check all the details and click yes ==
? if you are happy that the correct service has
K/

[ saturcay Delivery
O Fragile

been selected.
Delivery Service:

Delivery Period: Up to 2 days

Tracked: YES

Signed For: YES

‘Submit Advice / Print Label

STEP 8 - DOWNLOAD YOUR LABELS
At the bottom of the screen you should see a box like this if you use Microsoft Internet Explorer:

Do you want to open o save Labels 9677-2018-02-16T13_49_41 pdf (743 KB) from dhuat1mve.dockethubtest.com? | Open || Save ||| Concel | x

Or like this if you are using Google Chrome:

ED

= Labels_9678-2018-...pdf ~ ‘

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.

== MON TO SAT YODEL

METER: 58062

LU T | Zebra Printer (GK4204) Properties Advanced Help @
From: Seeured Mad, Sedgwick Road Luton,LU4 0DT
Copiesi L 3] [C1Print in grayscale (black and white) I The Delivery Group Ter 1
[lSave inkltoner © Mrs Ann Example
CALVER ROAD
TON
ent page

@ Pages [L-7
> More Options = Handling:

Page Sizing & Handling (1)
[ s H Poster H Muttiple ” Booket ] Consignes Ret - JID0002256862005858
Consignor Ref. - Test Yodel

03_WARRINGTON G150 07B

ctual size
B ]

rink oversized pages P
ir S
©) Custom Seale: [100 % Yeoman Way
Veoman Gate
Choose paper source by PDF page size
Wortning
e West Sussex
BT BN1330Z 383t
BEEIRDAIEE]S o v 2LGBWA28UD+01000075

& 0 &

Paged of 7

J)JD00 022 589 6200 5958

- L
LT ”ll
)
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Group International Mail Label

. N
‘||||‘||||‘|The De“\lery How to Generate an \\

v

. . : 1 k
For International items, complete the following steps to generate your label. ;’.{;ﬂg}a’
Step 1 - RECIPIENT NAME o
— Type the recipient name here.
(e tame Recipient email is not required. The telephone number field is optional,

cepen whatever is entered here will be printed on the label.

+| Int Code Contact Number ?

STEP 2 - RECIPIENT ADDRESS

Recipient Address

France | == Se|@Ct the destination country.

[ PostiZip Code ]

Company Name

Type in the recipient post or zip code and the address details. The Red
boxes indicate mandatory information.

[(Address Line 1

Address Line 2

Address Line 3

Town(City

County/State County/State

TowniCity

STEP 3 - SHIPMENT SETTINGS

Shipment Settings

If a commercial invoice is required please click here.

[J' Documents only>

For International items the only part of the Shipment Settings box you
need to complete is the date that the item will be collected by The

Delivery Group. This is always defaulted to today’s date but you can
/ change this here if the item is being labelled for collection on a later
date.

Send Sms Alerts to Recipis

2

2
Shipment Reference ?
Delivery Instructions 7

1810512018

STEP 4 - CONTENTS AND DIMENSIONS

tem
1of1
Template = Select standard templates 2

Wea 1 teran  wian ion < Enter the item weight, length, width and height here.
(e ()W o) () 2
item Contents
R If you would like an ‘Item Reference’ (e.g. customer order number) to
? . .
e be printed on the label, enter it here.

—== Enter a description of the item being sent, the value in GBP and the
number of items being sent. This information will be used by customs
? in some destination countries.

www.thedeliverygroup.co.uk People | Partnership ' Performance
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STEP 5 - SHIPMENT LIST (NUMBER OF PACKAGES)

For International items this section will show you the list of items being
— : included within this shipment. To send multiple packages to the same
e addressee click on or and repeat Step 4. You will

then get multiple labels.

STEP 6 - SERVICE SELECTION

~ Seniice

L The Dellvery
Ml Group

You can either let Docket Hub choose
the best service for a package based
H H . International Miniscan
upon the weight, dimensions and any Ry Sty
other data you have entered or you
. _4> [ Delivered Duty Paid
can select the service manually. oo Ve .

i st

Gl

[«
R )

Automatic Service Selection

i
o e

[

Delivery Time
Delivery Service:
Delivery Period: Economy

Submit Advice / Print Label ?

Select Proof of Delivery

[ saturday Deiivery

O Fragie

Delivery Service:

Once you have chosen the desired service, select the preferred proof

EE—
| || The Delivery of delivery option from the drop down list.
I . . . .
||'|||‘| Group Enter the insurance value if required. Please check with your Account
/ Manager regarding transit insurances.
Intemational Parcels MEE]

— Senvice
Delivery Time. M
Select Proof of Deliver
Tracked and Signed
Tracked
Signed For

Insurance Value , £ 9

Delivery Service:
Delivery Period: Economy
Tracked: YES
Signed For: YES
Insurance Value: None

- e ekl

~ Seniice

To generate your label click on the Print Label button.

h|"||"| | The Dellvery
Grou . . .
P When asked, check all the details and click yes if you are happy that the
correct service has been selected.
| ovmiriome ]
Delivery Time
Tracked and Signed Are you sure you want to submit trtis item?
O baersapuy Pai [nformation 1 shsure tt recalpt of hipment
P . our preferred delivery date is achievable.

o:
Delivery Period: Economy
Tracked: YES L Ll
Signed For: YES
Insurance Value: 10

Submit Advice / Print Label ?

[Eajgiraipics)
o e
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STEP 8 - DOWNLOAD YOUR LABELS

At the bottom of the screen you should see a box like this if you use Microsoft Internet Explorer:

Do hon mauf o obeu ol 23ne [3PER 3@1N-50T8-05-TRLT3 10 41"t (13 KB) oW qUASETIACOCKEEPNpFE2coy | obew || ame [a] | cowes | x

Or like this if you are using Google Chrome:

o [spsRTaes-soTs-bay

[===u

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.

[ISaveink/toner ©

Current page

Printer 0d) Help @

tin grayscale (black and white)

Comments & Forms

Document and Markups -

©) Actual size

© Shrink oversized pages
© Custom Scales 100 %

Choose paper source by PDF page size

Orientation:
©® Auto portrait/landscape

© Portrait
© Landscape

Page Setup...

S
© Pages [1-7
» More Options Scale: 50%

2x3Inches
Page Sizing & Handling (D
[ Size H Poster “ Multiple H Booklet ]

et

Mr Smith

Yeoman Gate

&

Pagelof7

www.thedeliverygroup.co.uk

LANDMARK GENERIC LABEL

FROM: SM-CMS DATE: 06-09-2018

A1 PARKWAY HESTON SHIPMENT ID: 70406241
cRan PIECE WT (Ibs): 0.0022
"?(AITEL MIDDX.GTM TWS 534 PIECE#: 1 of 4

LGINTBPIP - FR

SHIP TO:
ANN EXAMPLE
ANM EXAMPLE

RUE DU FAUBOURG SAINT-HONORE
G REF: International Test

PARIS, 75008
TN 241N1

FRANCE
L 70406

LANDMARK

2=IP REF: International Test

People | Partnership ' Performance
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There are two ways to reprint a label. The first method is within the Item AWB Entry screen. Expand
the ‘Shipments' box by clicking here. Then click here to reprint the desired label.

hipments E]
Shipments Shipment c-4ails Reprint
Test - Mrs Ann Example @
Test RM Large Letter - Mr Smith -]
Test Yodel Mini Signed - Mr Peck @

The second method to reprint labels is via the Item Level Activity Screen. Hover your mouse over the
menu. Then hover your mouse over and click on [PEYIFE and this screen

A user@LeonDemaAccount
DOCHETHURS o
16 February 2018
Mailing Management Reports Admin
Mailing Management ), :» Itemn Level Activity
Fitters: [=]
Upload Date (1310212015 =8
Status [any [~]| 400 Reference |
File Upload Id | |
Showing 110 2 of 2 items
Go to page: || \
Records per page: |m \
Activity last refreshed 16/02/2018 14:15:06 PM
File Upload Total Not
Upload Id Job Reference Date File Name Items  Advised Advised Status
9649 Long Address 13/02/2015  Test SV (Long Aderesses) esv 3 3 0 Advised - Label fil ready ol 3
Push Mailing (Corrected with
9647 testtestr 13/02/2018 277 0| 277 Failed - tems not valid £ a8
Data).csv

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: [=]

Upload Date 131021201 lf x|
status [any [~ Job Reference |

File Upload Id | ‘

Once the desired upload is showing click on the download icon # and the labels will be downloaded.

www.thedeliverygroup.co.uk
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Choose 4" x 6” (101.6mm x 152.4mm) and then click on Pownload Label File

Download label file for *12345" Download Iz vel file for "12345"

a Label Template to use to create the labels for each item.

Please select a Label Template to Se to create the labels for each item.

- Select a Label Template

4" x 6" (101.6mm x 152.4mm)
Avery L7166 (99.1mm x 93.1mm)
Zebra 420d (84mm x 96mm)
97mm x 156mm

Download Label File

6" x 4" (152.4mm x 101.6mm) o receive your Label File after clicking A:Feaﬁs note that it mfy take more than 30 secn(?df to /s.cetve your Lfbe“ Fr./e after clicking
“Download Label File". Your browser should notify you with a popup / natification when ‘Download Label File". Your browser should notify you with a popup / notification when
the file has been downloaded. the file has been downloaded.

Close Close

At the bottom of the screen you should see a box like this if you use Microsoft Internet Explorer:

Do you want to open or save Labels_9677-2018-02-16T13_49_41.pdf (743 KB) from dhuatlmvc.dockethubtest.com? | Open | | Save |v | | Cancel | x

Or like this if you are using Google Chrome:

" Labels_9678-2018-...pdf ~ X

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.

print =
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Group Reference Number

To access the tracking reference codes for each item open the Item Level Activity Page (follow the
steps on Page | 13).

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.
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To track an item open a web browser and navigate to The Delivery Group website.

www.thedeliverygroup.co.uk

Then click 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

Iem Status
Item has arrived at Royal Mail depot

-
SACUNEd N NYS JOViEES

ihe item 1o Royal Ma
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TRACK YOUR DELIVERY
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The Delivery Group
6 Bishops Court
Warrington
WA2 8QY

0330 05 35900
www.thedeliverygroup.co.uk
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