METAPACK CUSTOMER AND PARTNER PORTAL

This document has been put together to help MetaPack Customers, Label Providers and the
MetaPack team use the MetaPack Customer Portal.

The portal will enable you to manage both your label ordering and invoices from MetaPack.

Please Note:

1. We will no-longer be sending out paper invoices in the post.
2. This is the only way to replenish your label stock through MetaPack.

Logging In

To log into the MetaPack Customer Portal:

1. Either use the direct URL sent when your username and password was emailed to you

or

via the Metapack website at www.metapack .com as detailed below

2. Select the Resources option and then select Customer Portal .
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3. You will then be asked to enter your User Name and Password. Your username (usually an
email address) and password would have been sent to you via email.*
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Please enter your User Name,
[User Name:
Password:
[ Forgot your password?

If you forget your login details, please use the
‘Forgot your password? option.

Did you forget your password? Please enter your username below.

usemame ||

This asks for your username (usually your email

Done address). When you press submit and this will
SN T R e e e | email you your login details. — if you don’t have

your username either, please contact
invoices@metapack.com

*Note:

i. On your first login, you will be asked to change
your password to one that you can remember.

MetaPack

ii. Your User Name and Password should have

been emailed to you when we set you up on ange Fessward

CUFIty ME330NS, YOuUr password must now be changed

the system.
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If you have not yet got a login or have lost the

Hewe Password
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and this will be re-sent. Include your company

Verily New Passwarid

name, your name, email address and whether

you are looking to order labels or view invoices.




4. Once you entered your username and password, you will be taken to the portal itself.

You will see two tabs:

e Label Orders
e |nvoices
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Managing your Label Procurement

Viewing Label Orders

If you click on the Label Orders tab, and select the All option in the View pull-down menu, a list
of all your label order history will appear.

You can see how many boxes
you have ordered, if they have
[rtorma ] Liveten: been despatched and what date.

alnlc|olelrlaimlilileciminfa|plalnls | Tlulyw|xlv] 2] ode B

o 23/ 0 P01L

"
v
o
Ea
4

alnlclolelFlalulzizieiciminliolpiginis|Tiwlviw|x)v|z]| ok BT




1. To create a new label order, click on the New Label Order option. This will take you through
to a new label order request form.
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New Order Request form
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2.Type in your company name into this box and click

on the Magnifying glass icon. This will bring up your

company name. Select this name and click enter.
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3. Having entered your company name,
then enter the number of boxes of labels

you wish to

4. Then select to either ship to your existing
billing address or enter a new shipping address.

order in the following fields.

5. Hit Save (or cancel if you no longer wish to order labels). This will then:

Create an order
Confirm the shipping address and the price per roll that will be charged.
Send an email to your label provider and to your email address, confirming the reference

number, date and number of boxes.
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6. You can view the details of the order at any point by logging onto the portal, and selecting

the or
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7. You should receive a confirmation email of the labels being despatched within a couple of

days. You can also check on the portal to see if the orders are now marked as being

despatched

Managing your Invoices

Note: We will no-longer be sending out paper invoices in the post.

Selecting t b on the Portal will display your invoice history.
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Select All from the View drop down box. You can see the invoice number, the month
This will bring up all your invoices on the of the invoice, year, the date of the invoice

system.

and when it was due. You can also see the

Gross amount, if it was paid and on what
date. Each of these invoices is viewable and
will allow you to download as a pdf to store
or print off later




Clicking on an invoice number will display the individual details of that invoice:

The top half of the page shows the total number of parcels,
total carrier charge, our charge plus the other invoice
information.
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Click on the View Invoice as PDF’.
This will build a PDF view of your
invoice, and will open in a separate
window. You can then print out on a
network printer or to save on your
hard drive.

At the bottom of the charge, this breaks down, for
each invoice, by warehouse and by carrier the
number of parcels, carrier charge and the MetaPack
charge.
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To return back to your invoice listing, select the Back to list: Invoices option

MetaPack
Hzemim | Labal Cudarn

again

MetaPack

| sazema | Labal Gudarn | invoices

Nirwsis
INYODL 155

Inwadie D bad

Brrwiii o Pwwnlliad  DHWOOE E5S Beanth  Hovembas
B T DAL | B
Tatal Paecels 23 E0% Trwsiin Date  T8/11/3000
HataPack Chage €1 77072 Inwaice Dus Date  20/13/2010
Tatad Weslwwaos Diiadwismd €000 L
[y —— Pasd 0w 0L/0L/3003

YATRate 17,3%

Tolsl Amoant Aftes 1 TTE.72

VAT {31093

Tetal Inc VAT £2.0B7.6%

Craated By Welen Richwrds, TH12/2010 12,39 Lt Madifiad By Halen Richards, SH0N2011 16:29

E010 Hevembar [, Tirrn Dafinite 1318 £8,932.03 L2375 00
2010 Howsmbar HOS 19634 3,30, 4 £1. 29440 00

alnic|oelria s tisle|Liminfo| el glefs | Tiulv | w|xl |z oo ET1

ibe  Cus Bate Tt Avvount At Discount Paid Paid On
2ef02i 1900 f1.77e.72 «  puioLdaons
2 taoLE0lL  womaois £2,7HLE7
2011 ufaFR611 Jnfodla0an £2.001.12
7011 GWOMI0LL  3OA/IOEE £1.230,34

([RLAERCARR RIS DL A6 dUVIEUIC MR AE A 58 Al |

You can logout using the logout button, which will return you to the MetaPack.com website.



Sample Request Email:

MetaPack

Dear Mr. Smith

Thank you for your request on 10/03/2011 for 1 boxes of labels for our MetaPack
solution. These will be despatched to the below address shortly. You will receive
notification by email when they have left our supplier.

If you have not received a despatch email within 5 working days, please forward this
email to labels@MetaPack.com so we can follow up on the order with our supplier.

Please Note: You will be invoiced for your labels at the same time as your monthly
transactional fee at a charge of £4 per roll ordered.

Address for labels to be sent:

FAO Mr A Smith

Unit 1, The Enterprise Park
London

N20 8DP

GB

Yours sincerely

MetaPack Label Ordering
Phone: 020 7843 6720
Mailto: labels@MetaPack.com

MetaPack Limited
12-16 Laystall Street | London | EC1R 4PF

S,



www.metapack.com

Sample Request Email:

MetaPack

Dear Mr Smith,

Further to your request on 28/03/2011 for 1 boxes of labels for our MetaPack solution, these
have now been despatched by our supplier and will be with you with a few days.

Please inform labels@MetaPack.com if they do not arrive within 4 working days.

Please Note: You will be invoiced for your labels at the same time as your monthly
transactional fee at a charge of £5.00 per roll ordered.

Address for labels to be sent:

FAO Mr A Customer

Unit 1, The Enterprise Park
London

N20 8DP

GB

Yours sincerely

MetaPack Label Ordering

Phone: 020 7843 6720

Mailto: labels@MetaPack.com

MetaPack Limited
12-16 Laystall Street | London | EC1R 4PF

Don't just pack it. MetaPack it!
www.metapack.com




