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Etail Systems Tip Sheet

Objective: To add couriers in the back office which are used to deliver your orders, & to add a
courier tracking number & despatch date to an order.

The following tells you how to achieve this;-
Adding a courier

Before you can add a courier tracking number to an order, you’ll have to set up which couriers you use
in COMS. To do this, you go to Site Admin > List Setup

Orders Products Members Sites Site Admin Hew Site Admin Reports Home Partner Sign out

Articles Banners Forms Pathways Brands Links Shipping Delivery DeliveryFlags Search Terms Image Sizes QRG]

You'll then need the ‘Couriers used for order despatching’ mini tab.

WM
e~ — —
| Please select
APC Live @

DHL Live @
FedEx- UK Live @
Royal Mail Live @

You can then select a courier from the dropdown list. If your specific courier isn’t there, you can select
‘Other’ or if you're delivering parcels yourself or using your company’s own transport, select ‘Own
transport’.

Once you’ve selected a courier form the list, click the ‘Add New Courier’ button.

To remove a courier from the list, click the red ‘remove’ button.

To add a courier that’s been suspended, click the green ‘add’ button.

ratio Couriers used for Order despatching ' e m
——
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APC Live =]
City Link Suspended (5]
DHL Live =]
FedEx- UK Live =]
Royal Mail Live =]

Adding a tracking number against an order

If someone has chosen a delivery option that requires a tracking number, you can add this against the
order, or if you're delivering some items by courier but not others, you can add it against the items
you’re despatching via courier.
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You need to find the order you want to assign the tracking number to. To do this, select Orders > New
Orders, & click the ‘View’ (magnifying glass) icon against the order.

Orders Products Members Sites Site Admin New Site Admin Reports Home Partner Sign out

DM VRO MOTO Drop Ship RepeatOrders Import Delivery Picking Search Orders Enguiries Forms Admin

You are here Clignt: Etail Demo Site: Etail Damo Orders MNew Orders

Order No... From Date.. | 0 . Email Address...
Postcode. .. To Date. .. & Client Ref / Sku.. Markefplace Order No...
[T Delivery Date [T Priarity shipping [T] Show failed marketplace imports [T] Show ONLY abandoned orders during checkout
[T1 Show Weabsite Ordars [7] Show eBay Orders [T Show Amazan Orders
No of results: 5 Results per page: | og E [ Max Results Page: n
T S TS S =
10081 14112112 10:56 £20.24 | Etail Demo Website Mr David Wright LA14 2PN

You then need to scroll to the bottom of the order page & click ‘Despatch Items’.

Order Details

Order Actions

| Cancel Items | ‘ Despatch Items‘ | Return Items |
s T W S T S N
abec Astoria Cricket Trousers 0.00 999 200 11.99 ®
Delivery Zone: UK Method: Weight band Service: 4-5 Days ] 8.25 0.0 8.25
Order total 0.00 18.24 2,00 20.24

Order Actions

‘ Resend Email Notification (Client] | ‘ Resend Email Notification (Customer) ‘ | Print Despatch Note ‘ | Print Invoice |

If there’s only one item in your order, or you want to despatch all items in that order (if they have the
same tracking number), tick the first box (blue).

Astoria Cricket Trousers

;) ttem 1 1

If you’re not despatching everything in the order, select the appropriate boxes:
- The second tick box (black) is to despatch all of that item (as people might have ordered more than
one).

- The third box (red) is there as if someone has ordered multiples of that item but you only have half
in stock, you can despatch as many as you have by ticking the appropriate amount of boxes.

Once you’ve selected everything you want to despatch, this box will appear:

T s

SElEG Courier : Fnﬂay 21 Dec :
Print Despatch Note Hext Order No: | | [ Goto Next Order Return to order

Here you can select from the couriers you’ve set up, adding your tracking number, & select the despatch
date. Once all that is set up, you can click ‘Despatch selected item(s)’.
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Once this is done, you can also print the despatch note, go to the next order by typing in the order
number, or return to the previous order screen.

If you need any help with adding couriers or despatching, please call 0844 482 0908 or email
support@etailsystems.com
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