Deutsche Post 0

/N

Post & DHL Business Customer Portal

Using the "Verfolgen Brief
Frankiermaschinen" mail tracking
service

Mail item tracking for franking machine customers

Last revised: Mai 2023



Deutsche Post 0

/N

Post & DHL Business Customer Portal

Contents
Contents
1. Welcome to "Verfolgen Brief Frankiermaschinen," the mail tracking service from DPDHL............... 3
2. Getting started — logging in and selecting your franking machine(s).......cccccevveeevciieeeniieee e, 4
3L USEI INEEITACE ..ttt st sttt b e b b s ae e ettt et e b e e nheesane e 7
3.1 DASHDOAI ...ttt et e b e e b e sane e 8
3.1.1. Domestic and international Mail ITeMS ........coociiiiiiiii e 9
3.0.2.S€AICK Il et re e e e e b e neas 9
3.1.3. CUIreNt Mail IEEIMS ettt st sttt esreesaeesane e 9
3114 ADOUL KPIS .ttt st sttt b e b sttt et e b e b s ae e san e e b b eans 10
3.1.5. Details about the KPIS........cooiiiiiiiiee ettt ettt ettt sbe e s bee e sbee e 11
3.2 ML IEEIM STttt sttt e st e e st e st e e s bt e e sabeesbbeesabeesabeeenareenn 13
32,0 AFCRIVE ettt ettt ettt e st e e b et e s bt e e bt e e abe e s beeesabeesabeesbeeesbaeean 13
3.2.2. Mail ITEM LISTFIILEIING weeeeneviiee ettt e e tte e e e et e e e s ebee e e e ebreeeeeanes 14
3.2.3. Information in the Mail itemM list.......c.coiiiiiiiieee e 16
3.2.4. Mail I£EM ISt SOMTING..eeiiiiiiiee et e e st e e s sbte e e s sbeeeeessaraeeesanes 17
3.2.5. Number of mail items displayed per Page ......ccceeiecuieiiieciiee et 17
3.2.6. CSV export of Mail iTeM ISt .......ueiiieeiiee et bre e e ebae e e e eanes 17
3.3, Ml ItEM AETAIIS ..ttt sttt et h e s st b e 18

Last revised: Mai 2023



Deutsche Post 0

/N

Post & DHL Business Customer Portal

1. Welcome to "Verfolgen Brief Frankiermaschinen," the mail tracking

service from DPDHL

The "Verfolgen Brief Frankiermaschinen" mail tracking service provides franking machine
customers detailed information for keeping track of mail items.

This service provides:
e Asimple dashboard displaying the most important KPIs for your mail items.

e Astructured list of mail items that includes detailed mail tracking and recipient data for
each item.

o Adetailed search function and new filter options that take you quickly and directly to the
mail items you want to take a closer look at.

This manual will guide you through the application step by step and explain the functions and
capabilities of the "Verfolgen Brief Frankiermaschinen" mail tracking service.
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2. Getting started — logging in and selecting your franking machine(s)

Once you have access to the Post & DHL Business Customer Portal, you can set up an account at
geschaeftskunden.dhl.de.

After you sign up, please select one or more franking machines:

Once you have created an account, your next step is to enable "Verfolgen Brief
Frankiermaschinen" to track and display the mail item data you want. On the portal, click on
"Benutzer verwalten" (manage users) and select, for your own or other users, the franking
machine(s) to be tracked by the service.

Note:

If no franking machines are selected, the service cannot process or display mail item data for
your franking machines.

Proceed as follows:

1. Select"Benutzer verwalten" (manage users) from the menu.

Persdnliche Daten

Benutzer verwalten

Vertragsdaten
Produkt hinzubuchen
9 Hilfe & Informationen

<) Abmelden

Figure 1: Manage users
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2. The user dashboard will open: Click on the pen icon to make changes for that user.
Benutzeriibersicht @
-~
lhnen werden 11 Eintrage angezeigt
X Vorname [ E-Mail-Adresse [ Status [
aktiv / @
aktiv / @
aktiv / ﬁ
Figure 2: User dashboard: change user settings
3. Click on the "Verfolgen Brief" tab.
Benutzer bearbeiten @ ©

Perstnliche Daten Verfolgen Brief Verfolgen (alt)

@ Die gespeicherte Benutzerkonfiguration wurde erfolgreich geladen. Diese Benutzerkonfiguration wurde zuletzt am 28.06.2022 um 15:02:30 Uhr automatisch geandert.

Bitte wahlen Sie die Frankiermaschinennummern aus, die in der Funktion Verfolgen Brief angezeigt werden sollen.

Wabhlen Sie nur i i fiir deren Sie igt sind.

Wenn weitere Personen zur Anzeige berechtigt werden sollen, mussen diese ebenfalls von [hnen oder einem anderen Administrator berechtigt
werden.

SUCHBEGRIFF EINGEBEN

~

Ihnen werden 25 Zeilen angezeigt

= : rianmermaschine T Nutzungszeitraum J @

Seriennummer:
Hersteller: TeleFrank
Modell: VARIO IT

Figure 3: Changing user settings: selecting franking machines
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4. Confirm the franking machine(s) for this user by clicking on the checkbox on the left
next to the franking machine entry. Then click on "Ubernehmen" (apply changes).

IVIQUELL VARIU 11 LAN

Seriennummer:
Hersteller: TeleFrank
Modell: VARIO IT LAN

Seriennummer:
Hersteller: TeleFrank
Modell: VARIO IT LAN

Zuriick Weiter
Abbrechen und zur Ubersicht

Figure 4 Changing user settings: selecting franking machines

5. After you have confirmed the selection by clicking on "Ubernehmen" (apply changes), a date
will be displayed indicating the start of the use period.

MIUUSIL VARV 11 LAY

Seriennummer:+
Hersteller: TeleFrank 14.07.2022 -
Modell: VARIO IT LAN

Seriennummer:
Hersteller: TeleFrank
Modell: VARIO IT LAN

(12= 0 v

Abbrechen und zur Ubersicht

Figure 5: Changing user settings: selecting franking machines

6. If you would like to change the settings again, de-select the relevant franking machine(s) by
re-clicking on the checkmark. The checkmark will be removed, and the end date of the period
of use will then be displayed.

Although the period of use may now be over, you can still view any mail item information

that is available until the end of the storage period. | ’

Seriennummer:
Hersteller: TeleFrank 14.07.2022 - 14.07.2022
Modell: VARIO IT LAN

Seriennummer: ¢
Hersteller: TeleFrank
Modell: VARIO IT LAN

Abbrechen und zur Ubersicht

Figure 6: Changing user settings: changing franking machine selection
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3. User interface

To access the service, click the "Verfolgen Brief" (mail tracking) tab.
Under "Verfolgen Brief" you can choose whether to start with the "Sendungsiibersicht”
(dashboard) or the "Sendungsliste" (mail item list).

DeutschePost Q) _E2&#2 _  Geschiftskundenportal

Paket & Waren Brief Verfolgen Rechnungen & Reports

Verfolgen Paket & Waren Verfolgen Brief
Sendungsiibersicht Sendungsiibersicht
Sendungsliste Sendungsliste
Nachforschung

Figure 7: Post & DHL Business Customer Portal
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"Verfolgen Brief Frankiermaschinen" lets you keep track of both domestic and international
mail items. The search function allows you to search for specific mail items according to various

criteria.

The KPIs on the dashboard provide an instant overview of your mail items.

DeutschePost Q) _E@&#& _  Geschiftskundenportal

Paket & Waren Brief  Verfolgen Rechnungen & Reports

Maxime Mustermensch ~

Sendungsiibersicht
INTERNATIONALE SENDUNGEN
, PLZ, ORT ODER R n
500 aktuelle Sendungen
Aktuelle Sendungen (i) mit 'RO)
Sendungen Sendungen
(s ohne g) © (s mit istung) (D
170
240
60 29
1
oo
Transport  Abgeschlossen Transport  Abgeschlossen  Zustellversuch
Im Zielgebiet Zugestellt nicht erfolgreich
angekommen
Aktuelle Sendungen nach Produkt (i) gen nach ®
Standardbrief 300
Maxibrief 140 Ohne Zusatzleistung 300
GroBbrief 20 Einschreiben 150
Kompaktbrief | 20 Prio 25
Postzustellungsauftrag 18 Nachnahme 25
Deutsche Post DHL Group Sprachauswahl .
~
Informieren Hilfe Impressum Datenschutz Cookie-Einstellungen Auftragsdatenverarbeitung DE EN

2021 @ DHL Paket Deutschland - Alle Rechte vorbehalten

Figure 8: Dashboard user interface
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3.1.1. Domestic and international mail items

When the dashboard opens, the default selection is the "Nationale Sendungen" (domestic items) tab.
The portal displays KPIs for your domestic mail items. If you use the search function, the system will
search only your current domestic mail items.

If you click the "Internationale Sendungen" (international mail items) tab, you can open the view for
international mail items. When this tab is selected, KPIs for your international mail items are
calculated, and the system will now search only your international mail items.

The red background shows which type of mail items has been selected.

NATIONALE SENDUNGEN INTERNATIONALE SENDUNGEN

Figure 9: Dashboard with domestic/international items tabs

3.1.2. Search field

The "Verfolgen Brief Frankiermaschinen" search field allows you to search for a specific mail
item by item number or by the recipient's name or address. After entering the information in
the search field, you can confirm it by clicking the red magnifying glass icon.

NATIONALE SENDUNGEN INTERNATIONALE SENDUNGEN
EMPFANGER, PLZ, ORT ODER SENDUNGSNUMMER n

Figure 10: Search field

3.1.3. Current mail items

The following are considered current: all items with initial item data available at 7:00 a.m. on
the current day and all items that have not yet been archived (items are archived after 10 days
with no change in item status).

Aktuelle Sendungen (i)

500

Sendungen

Figure 11: Current mail items
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3.1.4. About KPIs
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The KPIs give you a quick overview of the most important information about your mail items.
By clicking on one of the KPlIs, you can view a filtered list of the corresponding items.
If you move the mouse pointer to the "Info-i" icon (circled i) next to the heading, you will see

more detailed information about the particular KPI.

Deutsche Post Q) _E®&#2 _  Geschiftskundenportal
Paket & Waren Brief Verfolgen Rechnungen & Reports

Maxime Mustermensch ~ B4

Sendungsiibersicht
NATIONALE SENDUNGEN INTERNATIONALE SENDUNGEN
, PLZ, ORT ODER a
500 aktuelle Sendungen
Aktuelle Sendungen (7) ktuell dungen mit ®
Sendungen Sendungen
(s ohne g9) © d mit istung) (D)
170
240
60 29
L
=
Transport  Abgeschlossen Transport Abgeschlossen  Zustellversuch
Im Zielgebiet Zugestellt nicht erfolgreich
angekommen
Aktuelle Sendungen nach Produkt (i) d nach 'YO)

Standardbrief 300 -

Maxibrief 140 Ohne Zusatzleistung 300

GroBbrief 20 Einschreiben 150
Kompaktbrief 20 Prio 25

Postzustellungsauftrag 18 Nachnahme 25
Deutsche Post DHL Group Sprachauswahl .
~
Informieren Hilfe Impressum Datenschutz Cookie-Einstellungen Auftragsdatenverarbeitung DE EN

2021 © DHL Paket Deutschland - Alle Rechte vorbehalten

Figure 12: KPIs on the dashboard
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3.1.5. Details about the KPlIs
Current mail items with additional service
This KPI provides information on all current mail items with an additional service (e.g.,

registered items or Prio).

fungen mit Zusatzlelstung (D)

200

Sendungen

Figure 13: KPI for current mail items with additional service
Item status (mail items with no additional service)

This KPI provides information on all current mail items with no additional service added to
them.

sendungsstatus (Sendungen ohne Zusatzleistung) (1)

240

&0

Trarsport Abgeschlossen
Im Zistgebiat
ANGEROTHTEN
Figure 14: KPI for item status (mail items with no additional service)
Item status (mail items with additional service)
This KPI provides information on all current mail items with an additional service added to

them, arranged by item status.

Sendungsstatus (Sendungen mit Zusatzleistung) L_':-_}

170
29
1
]
Transport Abgeschlossen Zustellversuch
Zugesteltt nicht arfolgreich

Figure 15: KPI for item status (mail items with additional service)
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Current mail items by product

This KPI provides graphical information by product on all current mail items (without an
additional service) as indicated in the franking mark.

Aktuelle Sendungen nach Produkt (i)

Standardbrief 300 o
Maxibrief 140
GroBbrief 20

Kompaktbrief 20

Postzustellungsauftrag 18

Figure 16: KPI for current mail items by product
Current mail items by additional service

This KPI provides graphical information on all current mail items with or without an
additional service (e.g., registered items or Prio) as indicated in the franking mark or by
the additional label indicating an additional service.

nach i @

Ohne Zusatzleistung 300
Einschreiben 150
Prio 25

Nachnahme 25

Figure 17: Current mail items by additional service
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3.2. Mail item list

The mail item list helps you to keep track of all your items.

Just like the dashboard, the list has tabs so you can switch between domestic and international
items.

The mail item list also has a search function which you can use to find mail items by entering
the item number or the name or address of the mail recipient.

Sendungsliste
m INTERNATIOMALE SENDUNGEN
EMFFEMGER, PLZ, ORT ODER SEMDUNGSHUMMER Archiv
Produkt Tusatzleistung Sendungsstatus @ welters Filter -
500 aktuelle Sendungen
Frankier- Sendumngs- Dartum
ey J, Empfinger PLZ & Ot Sendungsnummer Prodult = Saniug
Feg 91154 [ PR S 12.01.2022
1240 2022 Mimchenes S5 15 ot D01 EABO2D000022 6024 Standardbeie rangport i e
Frauke Schmidt 51058 Abgeschio 1201 2022
11.01.2022 S ADILEABDZ000N0226D35 Standardbeiel 2 Rgaci “ ~
Arn Heshweg 11 Corlle irn Zielgeliet angekommen D20 e
Hans Schimmes 3014000001 COO000107 A rolibrief hi n 012022
1 3032 fans 5 £3084 Fraden L _III D? E li QL0 G @ O Abgeschlosse 1201202 -
Somnige Lehne 1 RA542235569DE Einschreiben Zugestelnt 04:15 Lr
S 1055 > 61 3033
11012022 frawonar anoss ADOLEABDZDO00D022603S Standardbeiet <) Ahguschiossen ool zozz -
Celle i Zielgebiet angekommen 04207 Ul
S AO353 ADGLEABOZO00COZ2HECD @ Abgeschlossen 1201 2022
e Manchen RA5422357070€200 Zugestelit 0401 L

Figure 18: Mail item list user interface

The mail item list also gives you the option of filtering the items shown. The filter options are
just below the search field.

The filter only offers filter options that are actually in the mail item list.

To show a filtered list of items, choose the filter option you want. The checkmark icon with a
red background indicates which option has been selected. To apply the filter, click "Auswahl
iibernehmen" (apply selection).

3.2.1. Archive

You can use the "Archiv" (archive) button next to the search field to show older mail items
which are not "current mail items."

Archived mail items are items whose item status has not changed in over 10 days and whose
designated storage period has not yet expired. This means you can view mail items that were
delivered some time ago.

NATIONALE SENDUNGEN INTERNATIONALE SENDUNGEN
EMPFANGER, PLZ, ORT ODER SENDUNGSNUMMER ﬂ D Archiv Ci)

Produkt -~ i g~ Sendt ~ @ weitere Filter

Figure 19: Archive activated
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3.2.2. Mail item list filtering
Below the search field there are various filters which you can use to specify which mail items
you want to look at more closely.

Sendungsliste

m INTERNATIONALE SENDUNGEN

EMPFANGER, PLL, ORT GDER SENDUNGSMUMMER Archiv

Produkct Zuganzlelstung Sendungsstatus @ walters Filtar -~

Figure 20: Mail item list: filters

Produkt -~ ZTusatzleistung ~ Sendungsstatus -~ Frankierdatum - Maschinennummer - Leitregion -~

Figure 21: Mail item list: filter with additional filtering

"Produkt” (product) filter
You can use this filter to select your mail items according to the product type. For example, you
can specify whether the mail items shown are standard letters or Maxibrief (extra large letters).

Sendungsliste
m INTERNATIOMALE SENDUNGEN

EMFFANGER, PLZ, ORT DDER SENDUNGSHUMMER Archiv

Zusatziaistung Sendungsstans @ weiters Filter -

Grodbeied
Pasitrief 500 aktuelle Sendungen
Starsdardbriet
Sendungs- # Darbum
m Fs bet B e status e Status
12,01 2022 Fred Miller FUL54 KOO EABG2O000022 5026 dardbeiet ; 12012023
o1 DL EA DG OO0 Srandard brie ransport e
- Monchener Str. 15 Roth - MRS - e 2210 Uhr

Figure 22: Mail item list: product filter

"Zusatzleistung" (additional service) filter
You can use this filter to select your mail items according to additional service such as
registered items or Prio.

14
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"Sendungsstatus” (item status) filter
You can use this filter to select your mail items according to item status.

"Zielland" (destination country) filter — international mail item list only
In the international mail item list, you also have the option of filtering by destination country.

"Frankierdatum” (franking date) filter

You can use this filter to select your mail items according to the franking date.

The franking date filter automatically activates the archive and includes mail items from the
archive in the filter results.

The date range that you can select begins with the current date counting backwards to the
earliest possible date that can be selected.

The earliest possible date that can be selected is determined by the longest possible storage
period.

For example, if the storage period is 90 days, you can select up to 90 days counting backwards
from the current date.

{ | November ~ | | 2021~ { | Dezember ~ | | 2021~

4 “ 2 3 4 n 6 7 a8 1 2 3 4 s
45 8 9 10 11 12 13 14 49
46 15 16 17 18 19 20 21 50

47 22 23 24 25 26 27 28 51

48 29 30 52

Figure 23: Mail item list: franking date filter

"Maschinennummer" (machine number) filter
You can use this filter to select your mail items by machine number.

"Leitregion" (routing region) filter - domestic mail items only
You can use this filter to select your mail items by routing region (indicated by the first two
digits of the postal code).
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3.2.3. Information in the mail item list

The mail item list contains various information about your mail items:

500 aktuelle Sendungen

Frankier- \L'

dskiam PLI & Ort

Empfinger

Figure 24: Column headers for domestic mail item list

Sendungsnummer

sendumngs-
status

Duvtums

Produlct Szt

5 aktuelle Sendungen

Frankier- -
4

P Zielland

Empfinger

Figure 25: Column headers for international mail item list

Sendungsnummer

Sendungs-
status

Datum

Produkt Status

The following types of information are available:

Type of information

Meaning/definition

"Frankierdatum” (franking date)

Shows the franking date indicated in the
franking mark.

"Empfanger" (recipient)

Shows the name and street/street number
and/or P.O. box of the mail recipient.

For mail items that are sorted fully
automatically, the recipient address is
machine read and the results displayed in
the relevant column: "Empfanger”
(recipient), "PLZ & Ort" (postal code &
town/city) and/or "Zielland" (destination
country). This information may not be
available for display in certain cases such as
handwritten addresses where the address is
difficult for the scanner to read.

"PLZ & Ort" (postal code & town/city) — for
domestic items only

Indicates the postal code & town/city of the
mail recipient.

"Zielland" (destination country) - for
international items only

Indicates the destination country of the mail
recipient.

"Sendungsnummer"” (item number)

Indicates the item number from the franking
mark.

In addition, it also shows the item number
for mail items with an additional service
such as registered items.

"Produkt"” (product)

Indicates the product booked for the
particular mail item as per the franking
mark.

"Sendungsstatus” (item status)

Contains the current status (in short text) of
the mail item.

The final status of mail items without an
additional service is indicated with a green
checkmark and the word "Abgeschlossen”
(completed). "Abgeschlossen” means either
that the item has arrived in the destination
region; or for international mail items, that
the item has been handed over to the

Last revised: Mai 2023
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destination country.

The final status for mail with registered
items as an additional service is also
indicated with the word "Abgeschlossen." In
this case, "Abgeschlossen” means
"delivered" or "picked up by recipient."
Note:

In "Verfolgen Brief Frankiermaschinen" mail
tracking, the item status is temporarily
unavailable for items with Prio or cash on
delivery (COD) as an additional service.
Information on the status of these items can
be accessed by clicking on the link shown.

"Datum"” (date) status Indicates the date and time of the mail item's
current status.

3.2.4. Mail item list sorting
Each column can be sorted in ascending or descending order.
By default, items are sorted in descending order by franking date.

500 aktuelle Sendungen

Frankier- -J..

FIe= Empfinger PLIEOrt Sendungsnummer Produkt S o

status Status

Figure 26: Mail item list sorting

3.2.5. Number of mail items displayed per page

At the bottom right of the mail item list you can change the number of items displayed.

The default setting is 20 mail items per page. You can choose between 20, 50 and 100 mail
items per page.

“ 3 L] a - LT } Anzedge Sendungen 10 ot

Figure 27: Show mail items
3.2.6. CSV export of mail item list

“2 L 4 -~ 50 ) Anzedge Sendungen 10 [

Figure 28: CSV export

The mail item list can be exported as a CSV file.

You will be offered the following selection before export:
* Allitems (humber x)
*  Only mail items displayed after filtering (number x) > Only if a filter was used
* Only items on the current page (number x)

17
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The following data is provided in the CSV file:

Domestic items:

Franking date, name, street, street number, P.0O. box, postal code, town/city, item number,
product, item status, date status, machine number, routing region, postage, storage period
International items:

Franking date, recipient, destination country, item number, product, item status, date status,
machine number, postage, storage period

3.3. Mail item details

You can view details about your mail item by selecting the red pointer at the right of the screen.
The details view contains a detailed tracking history as well as additional information about the
item such as the person to whom the item was delivered.

In the "Aktionen" (actions) section at the bottom right of the screen you have the option of
downloading all mail item information in a PDF. All information about the item except the
postage will be provided. The PDF also contains a note about the climate friendly transport of
your mail items.

The action "Auslieferungsbeleg anzeigen" (view delivery receipt) will also be shown for items
with the registered items additional service.

Note:

The tracking history and the PDF download is available temporarily only for mail items with
basic mail tracking and no additional service or for registered items.

Frauke Schmidt 31055 () Abgeschlossen 12.01.2022
11.01.2022 ADO1EABO200000226D35 Standardbrief -
Am Hochweg 11 Celle A Im Zielgebiet angekommen 04:20 Uhr -~
Sendungsverlauf Sendungsdetails
Maschinennummer
Ihre Sendung wurde am 12.01.2022 in unserem Logistikzentrum Hannover bearbeitet und geht am 12.01.2022
©@ ' 7 4 4 AO O1EA BO20
in die Zustellung
Leitregion (i)
Ihre Sendung wurde am 11.01.2022 in unserem Logistikzentrum Miinchen bearbeitet 30
Porto

0BS5€

Speicherfrist (i)
noch 20 Tage

Aktionen

E Sendungsdetails als PDF

Figure 29: Mail item details
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