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User Administration 
User configuration 
 

After receiving your login data please change your password. In the menu “Administration” you have 
the possibility to check and change your personal data if necessary. 

Please note that a correct configuration of your personal data is important for using the function “lost 
password” or for receiving information and news about the Post-Labelcenter. 

 

Create user 
 

After your Post-Labelcenter access has been created, your user credentials are sent to your mail 
address. 

By default, you are set as administrator for your client ID. 

As administrator you are able to create additional user accounts for your client ID. The available user 
roles are administrator (can access all menu items) and shipping user (has no access to the menu item 
“System Configuration”). 

To create a new user, proceed as follows: 

 

1. Open the user management 

Click on “Administration” in the PLC main menu (always accessible by clicking “Home” in the upper 
left corner of the screen). 

 

 

Click “Users” within the administration menu: 
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The user management is displayed: 

 

You can see all users assigned to your client ID. 

 

2. Create new user 

For creating a new user click  in the upper right corner: 

 

 

The form “New User” is opened: 

 

 

Enter the available information. “Username”, “Password”, “Firstname”, “Lastname” and  
“E-Mail” are mandatory fields. 

 

Additional you have the possibility to receive an E-Mail Newsletter about general information or 
maintenance and service work. The mark for “Maintenance / outages” is set by default. 
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Before saving, a role must be assigned to the user. Click on the tab “Role” and enter your client ID:  

 
 

TIP: Your client ID is displayed in the upper right corner: 

 

 

Select the users’ role: 

 

 

Click  to add the client ID and role combination to the user account. It is listed in the user 
overview: 

 

 

By clicking the button “Save” you save the entry. The user account is created and can be used. 
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Important: Please note that you have to specify a role for a user in order to save the new user account. 
In case you forget about it you will receive a message in a pop-up window which reminds you of it. 

 

 

 

Edit user 
 

After your Post-Labelcenter access has been created, your user credentials are sent to your mail 
address. 

By default, you are set as administrator for your client ID. 

As administrator you are able to maintain the users assigned to your client ID (deactivate, activate, 
change master data and roles). 

To edit an user proceed as follows: 

 

1. Open the user management 

Click on “Administration” in the PLC main menu (always accessible by clicking “Home” in the upper 
left corner of the screen). 

 

 

Click “Users” within the administration menu: 
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The user management is displayed: 

 

 

You can see all users assigned to your client ID. 

 

2. Change user information 

Click on a user’s username, first name or last name to maintain a user. The user overview is opened in 
edit mode: 
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3. Reset password 

To change the password for a user click on the button “Reset Password”. The new password has to 
fulfil the required password policies. 
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4. Change assigned roles 

Open the tab “Roles” to change the users’ assigned role: 

 

 

Confirm your change by clicking the button “Save” or “Save and close”. 

 

 

 

 

5. Delete user 

To delete a user, click the button “Delete” in the user editor: 

 

 

Confirm the deletion with the button “Delete”: 

 

 

Locked user 
 

When a user enters a wrong password ten times in a row, the user will be locked due to security 
reasons. 
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The user will be unlocked automatically after 15 minutes or can be unlocked by another user with 
administrator rights within the same client ID. 

 

 

 

The user can be unlocked by clicking the button “Remove lock” in the user’s profile.  
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TIP: If you lost your password you can use the link “Lost Password” (see next chapter). 

 

Lost password 
 

In case you lost your password, you have the possibility to request a new one on the login page. Click 
on the link “lost password” and enter your username and the security code. Please confirm with the 
button “Request Email”. 

 

 

 

 

You will receive an e-mail to your e-mail address which is saved in your user profile to reset your 
password. 
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Click on the link in the e-mail and you will be forwarded to a Post-Labelcenter site where you change 
your password by entering a new one two times. The password has to fulfil the following password 
policies: 

• Minlength 8 Characters 
• Upper and lowercase letters as well as special characters and digits 

 

TIP: The link in the e-mail is valid for 24 hours. 
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Shipper address 
 

The shipper address is assigned to your client ID in Post-Labelcenter. 

Please mind that after changing and saving the shipper address, the new address will be used for all 
future shipments. 

If you want to change the shipper address for single shipments, you find further information in 
“Change shipper address for single shipments”. Otherwise proceed as in “Change shipper address 
permanently”. 

 

Change shipper address permanently 
1. Open the shipping manager 

Click on “Shippingmanager” in the PLC main menu (always accessible by clicking “Home” in the upper 
left corner of the screen). 

The input form for new shipments opens automatically on the left. The shipper field is filled with your 
company’s shipping address by default: 

 

 

2.  Open the address editor 

Click on  in the field “Shipper”: 

 

 

The address editor opens with the shipper address assigned to your client ID: 
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3. Edit and save 

Change the address and click on the button “Save”. 

 

Further notification: By changing the shipper address this way, all future shipments will be created 
with the changed shipper address. This change requires a new log in. 

 



 
 

 Österreichische Post AG 
post.at 

 
 
 

z0 

Firmensitz: Wien | Firmenbuchnummer: 180219d 
Firmenbuchgericht: Handelsgericht Wien 

UID: ATU 46674503 
 

Informationen zum Datenschutz finden  
Sie unter post.at/datenschutz 

 

 

17 

Change shipper address for single shipments 
1. Open the shipping manager 

Click on “Shippingmanager” in the PLC main menu (always accessible by clicking “Home” in the upper 
left corner of the screen). 

The input form for new shipments opens automatically on the left. The shipper field is filled with your 
company’s shipping address by default: 

 

 

2. Change shipper address 
 

a. Add new address 

If no matching address is available in the address database, click on   to add a new address in 
the field “Shipper”: 

 

 

The input form for address creation is displayed.  

The following fields are mandatory for address creation: 

• Name 1 
• Country 
• Postal Code 
• City 
• Street 

The remaining fields are optional. 

 

To save your entry and continue with the shipment creation, click on the button “Save” in the lower 
left corner of the form: 
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b. Use an existing address 

Click in the field “Shipper”. The previous address is hidden and you can search directly in the shipper 
field:  

  

 

Enter the name (or additional terms like street, city, third party system reference) of the new shipper. 
When entering at least three characters, the system automatically searches for matching entries 
within the registered addresses.  Matching results are listed for selection with either a click or the 
arrow keys:  

 

 

The selected address is displayed in the field “Shipper”:  

 

 

When using options a) and b) the original shipper address is  the default shipper address again, once 
the shipment creation is finished. 

 

Add account information 
 

For using the additional services “COD” and “International COD” you have to add account information 
to Post-Labelcenter. Please make this change before creating a new shipment. 

 

1. Open the shipping manager 

Click on “Shippingmanager” in the PLC main menu (always accessible by clicking “Home” in the upper 
left corner of the screen). 

The input form for new shipments opens automatically on the left. The shipper field is filled with your 
company’s shipping address by default: 
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2. Open the address editor 

Click on in the field “Shipper”: 

 

 

The address editor opens with the shipper address assigned to your client ID: 

 

 

3. Add account information 
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To open the input form for account information, click on the tab “Additional information”: 

 

 

Click on “Add” in the Bank Account List: 

 

 

Add the account information and click on “Save” in the lower left corner. 

 

 

The data is checked for validity and an error message is displayed if IBAN or BIC are invalid. Please 
enter de IBAN without spaces. 

 

Please note: if you only add one bank account this will be set by default for the additional service 
“COD”.If you define more than one bank accounts you can define one account as default by 
highlighting the star symbol in front of the bank account. 

 

 

 

 

Recipient information service: text field  
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In order to activate and use the recipient information service, please contact your account manager.  

In the Post-Labelcenter you have the possibility to enter a text for the recipient e-mail information 
service. The entered text will be inserted in the e-mail notification between the words "Ihre" and 
"Sendung" (for national shipments and shipments to Germany) respectively “your” and “shipment” 
(for international shipments).  

There are no blank spaces needed before and after the text and maximum 25 characters are 
permitted. For example: Mustermann GmbH 

 

 

 

Guten Tag, 

wir haben Ihre Mustermann GmbH Sendung 1025356500001490111800 zum Transport erhalten.  

 

Dear customer, 

we have received your Mustermann GmbH shipment 1025356500001490111800 for further 
transportation. 

Logo upload 
 

The Post-Labelcenter offers the possibility to upload a customized logo.   

To add a logo to your account, click on in the field “Shipper”. 

Click on “Edit logos” . 

 

Click on the grey frame and choose the picture for your logo upload. 
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After the upload is finished a preview with different black/white logo options is shown. Select one 
option by clicking on the logo. 

 

You will afterwards see an overview for a coloured and a black/white logo. 

 

Click on the “Save” button to save the settings.  

 

Please note: Logos can only be printed on the label format 100x200. Customer logo will not be 
printed on all label types! 

 

Recipient addresses 
Create address 
 

All entered addresses are saved automatically by Post-Labelcenter. These addresses are linked to 
your client ID and debitor number. Therefore, they are only visible and maintained by you. 

If you want to add a new address besides the possibility in the shipment creation, proceed as follows: 
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1. Open the address management 

Click on “Administration” in the PLC main menu (always accessible by clicking “Home” in the upper 
left corner of the screen). 

 

 

 

Click “Organizations” within the administration menu: 

 

 

The address management is displayed: 

 

 

By default, all added addresses are listed with their information in the fields “Third party system 
reference”, “Name”, “Postal Code”, “City”, “Country”, “Street”, “Creation Date” and “Active”. 

  

TIP: Use  (“Edit configuration”) in the upper right corner to modify the view and adapt the columns 
according to the import template (further information in “Import addresses”). 
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Inactive addresses are not displayed in the default view. You can edit that with  (“Filter”) 
accordingly: 

 

 

2. Add new address 

Click  in the toolbar to create a new entry.  

 

 

The following entry form is displayed: 

 

 

The following fields are mandatory for address creation: “Name 1”, “Country”, “Postal Code”, “City” 
and “Street”. 
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Four name input fields are available in total (Name 1 to 4) which are printed on the labels (depending 
on product and destination country) and are transferred in the notification data. 

When adding an address always enter all available information to ensure high-quality delivery. 

Use the field “Third party system reference” as a unique identifier for the data set and enter e.g. your 
company’s customer number for the recipient. 

 

 

Confirm the entries by clicking “Save” in the lower left corner of the screen. Post-Labelcenter checks 
the entries and displays a message if mandatory information is missing: 

 

 

TIP: Enter the “Third party system reference” in the recipient input field when creating a shipment to 
add the address directly: 

 

 

EXCURSION: Create international address 

When you add a new international address via user interface, the Post-Labelcenter verifies if the 
postal code is valid for the respective country. In case you enter a wrong postal code format, you will 
receive a message with the correct format for the selected country. 
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In case a country has no postal code the field becomes optional and do not have to enter a postal 
code. 

 

 

 

Edit address 
 

For editing an address proceed as follows: 

1. Open the address management 

Click on “Administration” in the PLC main menu (always accessible by clicking “Home” in the upper 
left corner of the screen). 

 

 

Click “Organizations” within the administration menu: 
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The address management is displayed (“Organizations”): 

 

 

2. Search for an address 

To search for a specific address, use the quick search in the upper right corner or the filter: 

  

 

You can search for entries in the fields “Name 1” and “Third party system reference”. 

Alternatively, you can use the comprehensive filter functionality: 
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Based on your search/the entered filter criteria, the result list is adapted: 

 

 

3. Edit and save address 

To edit an address, click on the entry in the columns “Name” or “Third party system reference”.  

The address form of the selected address is displayed: 
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TIP: If only one search result is found, the address opens automatically in the edit mode. 

 

By clicking the button “Save” the mandatory fields (“Name 1”, “Country”, “Postal Code”, “City” and 
“Street”) are checked automatically and highlighted if information is missing. 

 

 

Import addresses 
 

Post-Labelcenter offers an easy method for importing addresses. 

 

1. Open the address management 

Click on “Administration” in the PLC main menu (always accessible by clicking “Home” in the upper 
left corner of the screen). 

 

 

Click “Organizations” within the administration menu: 

 

 

The address management is displayed (“Organizations”): 
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OPTIONAL: Download import template (Excel) 

You can download a template for address import by clicking the according button in the upper right 
corner: 

 

 

Click  (“Import”) and select “Download template”: 

 

 

The template is an Excel file. All fields have the correct format for processing in Post-Labelcenter. 
The template contains the following fields: 

• BusinessPartnerNumber 
• Name1 
• Name2 
• Name3 
• Name4 
• CountryID 
• PostalCode 
• City 
• AddressLine1 
• Housenumber 
• AddressLine2 
• Tel1 
• Mobile 
• Fax 
• Email 
• Homepage 
• VATID 
• PersonalTaxNumber 
• Eorinumber 
• DeliveryInstructions 
• PickupInstructions 
• ProvinceISOCode 
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All bold fields are mandatory. 

 

2. Prepare addresses for the template 

Insert the addresses in the template. Please do not change the format of the template to ensure 
correct processing during the import. 

Once the template is ready, save it and name the file. Please remember the file name because you 
need it in the next step. 

Please mind that you are not allowed to change the header row. The Post-Labelcenter import routine 
will display an error message in this case: 

 

 

3. Import addresses 

For the template import, click on the according menu entry in the toolbar: 

 

 

Select your previously saved file and confirm your selection: 

 

 

The data is checked for validity during the import and if necessary, an error message is displayed: 

 

 

If no error occurred, you receive the following message: 
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All import addresses are available immediately. 

TIP: You can import the same address multiple times without duplicating them. Post-Labelcenter 
checks for existing addresses in the system and updates the existing dataset when the key words 
(Third party system reference or Name 1, Name 2, Country, Postal Code, City, Street, House number) 
are the same. 

 

Export addresses 
 

Post-Labelcenter offers an easy method for importing addresses. 

 

1. Open the address management 

Click on “Administration” in the PLC main menu (always accessible by clicking “Home” in the upper 
left corner of the screen). 

 

 

 

Click “Organizations” within the administration menu: 

 

 

 

The address management is displayed (“Organizations”): 
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Click  (“Edit configuration”) and select “Import template”. 

 

 

 

Click  (“Export”) and select “Excel”. 
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Create shipment 
Create national shipment 
 

To create a new shipment, click on “Shippingmanager” in the PLC main menu: 

 

 

1. Open the shipping manager 

Click on “Shippingmanager” in the PLC main menu (always accessible by clicking “Home” in the upper 
left corner of the screen). 

The input form for new shipments opens automatically on the left. The shipper field is filled with your 
company’s shipping address by default. The cursor is placed in the recipient field:  
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2. Select/add recipient 
 

a. Use an existing recipient 

Enter the recipients’ name into the recipient field. When entering at least three characters, the system 
automatically searches for matching entries within the previously created addresses. The matching 
results are listed and can be selected with a click or the arrow keys. 

 

 

Notification: For further information to similar addresses just use the mouse-over function to see the 
additional name fields (name 2, name 3 and name 4) in a pop-up window next to the list. 

 

Select an address for the recipient field:  

 

 

b. Create new recipient 

If the recipient is not found in the address database, you can create a new address entry by clicking 

on  in the recipient input field: 

  

 

The input form for creating recipients opens. The entered term (in this case “Example Recipient”) is 
inserted in the field “Name 1” automatically: 
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The following fields are mandatory for address creation: 

• Name 1 
• Country 
• Postal Code 
• City 
• Street 

The remaining fields are optional. 

 

To save the entry and continue the shipment creation, click on the button “Save” in the lower left 
corner:  

 

 

TIP: Add an internal reference number (e.g. the customer number of the recipient) in the field “Third 
party system reference”. This is a unique identifier for the recipient and can be used for searching in 
the recipient field for faster shipment creation.  

 

3. Select product 

Based on the entered address matching products are displayed. The matching products are grouped 
by contract and GTC products:  
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TIP: Contact your Austrian Post account manager for setting default products for national and 
international shipments. The default product will be selected as product automatically when creating 
a new shipment. Of course choosing another product is always possible. 

 

OPTIONAL: Additional services 

Based on the selected product, different additional services can be added.  

For the process of adding COD (cash-on-delivery) from the list of additional services proceed as 
follows: 

 

 

Following information is mandatory: 

• Amount 
• Currency (EUR by default) 
• Bank account 

Additionally, you can add a payment reference (e.g. delivery note or invoice number) which is 
transferred to the bank. 
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TIP: You can add a default account for a shipper address in the tab “Additional Information”. This 
default account is used automatically when the additional service COD is selected: 

 

 

Notification: For a shipment with multiple parcels, the amount will be applied for each parcel. 

 

4. Save shipment and print label 

Click on the button “Print labels and save” in the lower left corner of the screen for saving and printing 
the label: 

 

 

Based on your configuration the label is printed automatically or a PDF document is created and 
opened. 

If you want to print the label at a later time, use the button “Save”. The shipment is saved in Post-
Labelcenter and can be printed later. For further information on printing of saved shipments, read the 
chapter “Printing of label(s)”. 

 

EXCURSION: additional services “Wunsch-Postfiliale” and “Wunsch-Abholstation” 

When using polling or webservice, the 17-digit branch key must be added when using preferred postal 
branch or preferred pickup station. A list of all branch keys can be found here. Please do not open the 
.csv file with Excel because the last digit of the branch key will be cut. 

 

Create international shipment 
 

To create a new shipment, click on “Shippingmanager” in the PLC main menu: 

 

 

https://www.post.at/downloads/Depositories.csv
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1. Open the shipping manager 

Click on “Shippingmanager” in the PLC main menu (always accessible by clicking “Home” in the upper 
left corner of the screen). 

The input form for new shipments opens automatically on the left. The shipper field is filled with your 
company’s shipping address by default. The cursor is placed in the recipient field: 

 

 

2. Select/add recipient 
 

a. Use an existing recipient 

Enter the recipients’ name into the recipient field. When entering at least three characters, the system 
automatically searches for matching entries within the previously created addresses. The matching 
results are listed and can be selected with a click or the arrow keys:  
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Notification: For further information to similar addresses just use the mouse-over function to see the 
additional name fields (name 2, name 3 and name 4) in a pop-up window next to the list. 

 

Select an address for the recipient field:  

 

 

b. Create new recipient 

If the recipient is not found in the address database, you can create a new address entry by clicking 

on  in the recipient input field: 

  

 

The input form for recipient creation opens. The entered term (in this case “Example Recipient”) is 
inserted in the field “Name 1” automatically: 

 

 

 

The following fields are mandatory for address creation: 

• Name 1 
• Country 
• Postal Code 
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• City 
• Street 

The remaining fields are optional. 

 

To save the entry and continue the shipment creation, click on the button “Save” in the lower left 
corner: 

 

 

TIP: Add an internal reference number (e.g. the customer number of the recipient) in the field “Third 
party system reference”. This is a unique identifier for the recipient and can be used for searching in 
the recipient field for faster shipment creation. 

 

3. Select product 

Based on the entered address, matching products are displayed. The matching products are grouped 
by contract and GTC products: 

 

 

 

TIP: Contact your Austrian Post account manager for setting default products for national and 
international shipments. The default product will be selected as product automatically when creating 
a new shipment. Of course choosing another product is always possible. 

 

EXCURSION: Adding a german pickup station in Post-Labelcenter 

 

Version 1 

A customer places an order in a web shop: the billing address equals the recipient’s address and the 
delivery address is a pickup station. For example: 

Billing address: Max Muster, Mohrenstraße 30, 10117 Berlin, Germany, max.muster@gmail.com  

Delivery address: Max Muster, 1234567, pickup station 264, 10117 Berlin, max.muster@gmail.com 

 

mailto:max.muster@gmail.com
mailto:max.muster@gmail.com
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Creation via user interface: 

1. Create address for the customer: enter here the billing address of the customer 

 

2. Select product “Paket Plus International Outbound” 

 

3. Select additional service “Wunsch-Abholstation” and the desired pickup station by entering 
the number of the pickup station. (e.g. pickup station 264) 
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4. Enter the pickup number by entering the DHL number (e.g. 1234567). 

 

 

5. Finished label 

 

Notification: If you use version 1, you have to enter a valid recipient address as the pickup stations 
are found based on the address or by entering a valid pickup station number. 

 

Version 2 

A customer places an order in a web shop: both billing address and recipient address equal a pickup 
station. For example:  

Max Muster, 1234567, pickup station 264, 10117 Berlin, max.muster@gmail.com 

 

Creation via user interface: 

1. Create address for the customer: enter here the address of the pickup station 

 

mailto:max.muster@gmail.com
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2. Select product “Paket Plus International Outbound” 

 

 

3. Finished label 

 

Notification: when using either polling or webservice please use version 2. For further information 
check the polling or webservice description. 

 

 

Add Article 
 

For using articles (e.g. for customs information or EMS shipments) you can create new articles or edit 
existing articles in the Post-Labelcenter. 

 

1. Open the article management 

Click on “Administration” in the PLC main menu. 

 

 

Click “Articles” within the administration menu: 
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The article management is displayed: 

 

You can see all articles assigned to your client ID. 

 

2. Create new article 

For creating a new user click  in the upper right corner: 

The form “New Article” is opened: 

 

 

 

Enter the available information. The following fields are mandatory: 

• Article-No. 
• Article Name 
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• Responsible site (your client ID is already entered) 
• System Unit (Piece is already entered) 

Confirm the entries by clicking “Save” in the lower left corner of the screen. 

 

 

Add Customs Information 
 

It is mandatory to add customs information for shipments in third countries. The checkbox will 
automatically set by the system if the delivery destination is a third country.  

 

 

 

Click the button “Save” or “Print labels and save” according to whether you want to save the shipment 
or print the labels as well: 

 

 

Post-Labelcenter checks if articles are already added for the customs declaration. If no articles are 
added, a new entry form opens automatically: 
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a. Add new article 

If you want to add a new article to the shipment, use the article creation. Enter all available information 
about the article: 

 

 

By clicking on the button “Create” the created article is added to the shipment. 

 

You can repeat this step as often as needed to create additional articles for the shipment. 

To finish the registration of articles and continue with the shipment creation, click the button “Save” 
in the lower left corner: 

 



 
 

 Österreichische Post AG 
post.at 

 
 
 

z0 

Firmensitz: Wien | Firmenbuchnummer: 180219d 
Firmenbuchgericht: Handelsgericht Wien 

UID: ATU 46674503 
 

Informationen zum Datenschutz finden  
Sie unter post.at/datenschutz 

 

 

48 

 

b. Add existing articles 

You can search for existing articles within the database and add them to the shipment: 

 

 

Enter the article name or number in the field “Number”. When entering at least three characters, the 
system automatically searches for matching entries within the registered articles. Matching results 
are listed for selection with either a click or the arrow keys. 

Add the article quantity and “item Category” and click the button “Add”. 

 

 

The article is added to the parcel with the listed quantity: 

 

 

To complete the article registration and continue with the shipment creation, click the button “Save” 
in the lower left corner: 

 

 

4. Save shipment and print label 

Click the button “Print labels and save” in the lower left corner of the shipment editor to save the 
shipment and print the label: 

 

 

Based on your configuration the label is printed automatically or a PDF document is created and 
opened.  
If you want to print the label at a later time, use the button “Save”. The shipment is saved in Post-
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Labelcenter and can be printed later. For further information on printing of saved shipments, read the 
chapter “Printing of label(s)”. 

If you have added customs information and print the label, the customs documents “CN23” and “CP71” 
are printed automatically or opened as PDF document, based on your configuration. 

 

Please note the following important information: If the shipment product is changed after creating 
the article, the article information gets lost and has to be entered once again. 

 

 

Create EMS shipment 
 

EMS Express Mail Service is the perfect choice for time-sensitive items sent to destinations in Austria 
or abroad. In Austria, EMS items are delivered by noon after the day of posting. 

To create a new shipment, click on “Shippingmanager” in the PLC main menu: 

 

 

1. Open the shipping manager 

Click on “Shippingmanager” in the PLC main menu (always accessible by clicking “Home” in the upper 
left corner of the screen). 

The input form for new shipments opens automatically on the left. The shipper field is filled with your 
company’s shipping address by default. The cursor is placed in the recipient field: 
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2. Select/add recipient 
 

a. Use an existing recipient 

Enter the recipients’ name into the recipient field. When entering at least three characters, the system 
automatically searches for matching entries within the previously created addresses. The matching 
results are listed and can be selected with a click or the arrow keys: 

 

 

Notification: For further information to similar addresses just use the mouse-over function to see the 
additional name (name 2, name 3 and name 4) fields in a pop-up window next to the list. 

 

Select an address for the recipient field:  
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b. Create new recipient 

If the recipient is not found in the address database, you can create a new address entry by clicking 

on  in the recipient input field: 

  

 

The input form for creating recipients opens. The entered term (in this case “Example Recipient”) is 
inserted in the field “Name 1” automatically: 

 

 

 

The following fields are mandatory for address creation: 

• Name 1 
• Country 
• Postal code 
• City 
• Street 

The remaining fields are optional. 
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To save the entry and continue the shipment creation, click on the button “Save” in the lower left 
corner: 

 

 

TIP: Add an internal reference number (e.g. the customer number of the recipient) in the field “Third 
party system reference”. This is a unique identifier for the recipient and can be used for searching in 
the recipient field for faster shipment creation. 

 

3. Select product 

Based on the entered address matching products are displayed. The matching products are grouped 
by contract and GTC products. For an EMS shipment, select “EMS International Outbound”: 

 

  

 

4. Add description of contents for the shipment 

It is mandatory to add information about the shipments’ contents for international EMS shipments. 
When selecting “EMS International Outbound” the checkbox “EMS-Productdescription” is set 
automatically: 

 

 

Click on the button “Save” or “Print labels and save” in the lower left corner of the screen whether you 
want to save the shipment or print the labels as well:  
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Post-Labelcenter checks for a description of contents and opens a registration form automatically if 
it is missing: 

 

a. Add new article 

If you want to add a new article to the shipment, use the article creation. Enter all available information 
about the article: 

 

 

By clicking on the button “Create” the created article is added to the shipment. 

 

 

You can repeat this step as often as needed to create additional articles for the shipment. 

To finish the registration of articles and continue with the shipment creation, click the button “Save” 
in the lower left corner: 

 

 

b. Add existing articles 

You can search for existing articles within the database and add them to the shipment: 



 
 

 Österreichische Post AG 
post.at 

 
 
 

z0 

Firmensitz: Wien | Firmenbuchnummer: 180219d 
Firmenbuchgericht: Handelsgericht Wien 

UID: ATU 46674503 
 

Informationen zum Datenschutz finden  
Sie unter post.at/datenschutz 

 

 

54 

 

 

Enter the article name or number in the field “Number”. When entering at least three characters, the 
system automatically searches for matching entries within the registered articles. Matching results 
are listed for selection with either a click or the arrow keys. 

Add the article quantity and click the button “Add”: 

 

The article is added to the parcel with the listed quantity: 

 

 

To complete the article registration and continue with the shipment creation, click the button “Save” 
in the lower left corner: 

 

 

5. Save shipment and print label 

Click on the button “Print labels and save” in the lower left corner of the screen for saving and printing 
the label: 

 

 

Based on your configuration the label is printed automatically or a PDF document is created and 
opened. 

If you want to print the label at a later time, use the button “Save”. The shipment is saved in Post-
Labelcenter and can be printed later. For further information on printing of saved shipments, read the 
chapter “Printing of label(s)”. 

The articles added to the description of contents are printed on the EMS label in the row “DESC”: 
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Create return shipment 
 
You can only create return labels if a return contract is assigned to your client ID. If you don’t have a 
contract but need to create return labels, please contact your account manager. 
Basically you have three options for return label creation. All three are explained in this document. 

1. Open the shipping manager 

Click on “Shippingmanager” in the PLC main menu (always accessible by clicking “Home” in the upper 
left corner of the screen). 

 
 

a. Create return label and shipment label at the same time 

If you have a contract for returns, you can set the checkbox “Return Shipment” when creating a 
shipment. 
This option is visible after selecting a recipient and product in the shipment creation. 
For detailed instructions on shipment creation, see the respective chapters in this document. 
 

 
 
When setting the checkbox “Return Shipment” a return shipment and label is created automatically 
with the shipment.  

b. Create a return shipment for a shipment afterwards 
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To create a return label for an already existing shipment, open the shipment details by selecting it in 
the shipments overview: 

 
 
Click “Actions” in the lower toolbar and select “Return shipment with collo”. 
A new shipment editor with the respective information (interchanged shipper and recipient address, 
product: “Retourpaket”) is displayed: 
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To create or print the return shipment, click the button “Save” or “Print labels and save”. 
 
 

c. Create return shipment without previous shipment 

To create a return shipment without previous shipment (e.g. because you don’t want to search for the 
shipment), enter the original recipients’ address in the field “Shipper” and your address in the field 
“Recipient”.  
Select the product “Retourpaket” and click either “Save” or “Print labels and save”. 
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Alternatively you can enter the recipient address in the field “Recipient” and switch afterwards the 
addresses with the arrow symbol “Swap Shipper and Recipient”. Select the product “Retourpaket” and 
click either “Save” or “Print labels and save”. 

 
 
 

Create shipment documents 
 

To create additional shipment documents for a specific shipment, proceed as follows: 

 

1. Open the shipping manager 

Click on “Shippingmanager” in the PLC main menu (always accessible by clicking “Home” in the upper 
left corner of the screen). 

 

 

2. Search for shipment 

Enter a search term in the upper right search field: 

 

 

 

TIP: This quick search searches automatically in the following fields: 

• Shipment – Shipper Reference 1 
• Shipment - Number 
• Shipment – Parcel number 
• Recipient - Name 1 
• Recipient – Postal Code 
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• Recipient – City 
• Recipient – Reference number 

You can search for shipments alternatively with the filter functionality. There you have additional 
options and can combine several attributes. 

 

3. Open shipment details 

Open the shipment details by clicking on the shipment number in the column “Number”: 

 

 

The shipment details are displayed: 
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4. Print shipment documents 

Click on “Create shipment documents” in the lower toolbar: 

 

 

The following pop-up is displayed: 
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Select the shipment documents and click “Create” or “Print”. 

 
EXPLANATION: In the browser a PDF is created and displayed for both options (“Create” and “Print”). 
This is the same for the PLC client when clicking “Create”. By clicking “Print” in the PLC client, the 
document is printed automatically with the entered document printer. 
 
 
OPTIONAL: Print shipment documents in the shipments overview 

You can print shipment documents directly in the shipments overview. Select all shipments for which 
shipment documents should be printed.   

Click  (“Create shipment documents”) in the upper right corner: 

 

 

The following steps are the same as in 3. 

 
 
 
 
 
 
 

Shipment mass creation 

Create template 
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In Post-Labelcenter, templates are used for bulk mail creation. You can use any existing shipment for 
template creation. 

 

EXPLANATION: Shipments which are saved as template are cancelled automatically. 

 

1. Open the shipping manager 

Click on “Shippingmanager” in the PLC main menu (always accessible by clicking “Home” in the upper 
left corner of the screen). 

The shipments overview is displayed on the right screen: 

 

 

2. Select shipment 

Click on the shipment number in the column “Number” to open the shipment details in the left area. 

3. Save shipment as template 

Click the button  (“Templates”) in the upper right corner of the shipment details screen. Next, 
select “Save as template”. 

  

 

The following pop-up is displayed: 
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Enter a name for the template and click the button “Save” to save the template. 

 

Because the shipment is cancelled automatically when saving as template, the following message is 
displayed: 

 

 

TIP: You can see and edit templates in the “Administration”. 

 

Create a recipient list 
 

Recipient lists are used for bulk mail creation. To create a recipient list, proceed as follows: 

 

1. Open the organisational groups administration 

Click on “Administration” in the PLC main menu (always accessible by clicking “Home” in the upper 
left corner of the screen). 

 

 

 

Click “Organisationgroups” within the administration menu: 
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The organisational groups are displayed: 

 

 

2. Create new organisational group 

Create a new recipient list by clicking  in the upper right corner: 

 

 

The form for organisationgroup creation is displayed: 

 

 

Enter a name for the recipient list: 

 

 

Select the recipients in the field “Name” and click “Add” for adding them to the list: 

 

 

When entering at least three characters, the system automatically searches for matching entries 
within the previously created addresses and displays matching results. 

Already added addresses are listed in the overview: 
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OPTIONAL: Import address list (Excel): 

Of course it is possible to upload an Excel files with addresses. 

If you haven’t already downloaded a template for address import, click on  (“Import”) in the upper 
right corner and select “Download template”: 

 

 

The template is an Excel file. All fields have the correct format for processing in Post-Labelcenter. 
The template contains the following fields: 

• BusinessPartnerNumber 
• Name1 
• Name2 
• Name3 
• Name4 
• CountryID 
• PostalCode 
• City 
• AddressLine1 
• Housenumber 
• AddressLine2 
• Tel1 
• Mobile 
• Fax 
• Email 
• Homepage 
• VATID 
• PersonalTaxNumber 
• Eorinumber 
• DeliveryInstructions 
• PickupInstructions 
• ProvinceISOCode 

All bold fields are mandatory. 

Enter the recipient addresses in the template. Please do not change the format of the template to 
ensure correct processing during the import. 

Once the template is ready, save it and name the file. Please remember the file name because you 
need it in the next step. 
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Please mind that you are not allowed to change the header row. The Post-Labelcenter import routine 
will display an error message in this case: 

 

Upload the file by clicking  (“Import”) in the upper right corner and select “Import Excel file”: 

 
 

Select your previously saved file and confirm your selection: 

 
 

The data is checked for validity during the import and if necessary, an error message is displayed: 

 
 

If no error occurs, the addresses are added to the recipient list: 

 

 

3. Save organisational group 

Once your list is complete, click the button “Save”. The list can then be seen in the overview. By clicking 
on its name, it is opened in edit mode. 
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Open shipment mass creation 
 

For shipping multiple shipments with the same attributes (product, number of parcels, weight, etc.) 
you can use bulk mail. 

For bulk mail creation you need a shipment template. Find a detailed instruction on the creation in the 
chapter “Create template”. 

 

EXPLANATION: It is differentiated between national and international shipments in the product 
selection. Therefore, template and recipient list must fit together in order to avoid an error message. 
For example, you cannot combine a template for a national shipment with an international recipient 
list. 

 

Once you have created a template proceed for the creation of bulk mail as follows: 

 

1. Open the shipping manager 

Click on “Shippingmanager” in the PLC main menu (always accessible by clicking “Home” in the upper 
left corner of the screen). 

The toolbar is displayed on the right screen: 

 

 

2. Open shipment mass creation 

Click  (“Open shipment mass creation”): 

 

 

The following pop-up is displayed: 

 

3. Select template and recipient list 

Select a template and the recipient list for the shipment. The characteristics of the template are 
displayed: 
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4. Create shipments 

Create the shipments by clicking on the button “Create shipments” in the lower left corner of the pop-
up. After processing (based on the number of recipients this can take some time) you receive the 
following message: 

 

 

 

Track & Trace  
 

By clicking on the “Track & Trace” icon you will be forwarded to a new browser window and can see 
the current delivery status of the respective shipment.  

You can find the icon either in the shipments overview or by clicking the number of the respective 
shipment in the shipment details which open afterwards. 
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Depending on the current delivery status you will see different icons. 

 

 

 

  

 

The sender has provided electronic shipment 
information 

 

Item accepted 

 

Item distributed 

 

Item out for delivery 

 

e-notification 

 

Item could not be delivered 

 

Item delivered 
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Printing labels 
Printing of label(s) 
 

To print the label of a saved but not yet printed shipment, proceed as follows: 

 

1. Open the shipping manager 

Click on “Shippingmanager” in the PLC main menu (always accessible by clicking “Home” in the upper 
left corner of the screen). 

 

 

 

2. Search for shipment 

Enter the search term in the search field in the upper right corner: 

 

 

 

 

TIP: This quick search searches automatically in the following fields: 

• Shipment – Shipper Reference 1 
• Shipment - Number 
• Shipment – Parcel number 
• Recipient - Name 1 
• Recipient – Postal Code 
• Recipient – City 
• Recipient – Reference number 

You can search for shipments alternatively with the filter functionality. There you have additional 
options and can combine several attributes. 

 

 

 

3. Print shipment label 
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a. Print label from shipment details 

Search for a shipment and click on the “Number” in the first column to display the shipment details: 

 

 

The shipment details for the selected shipment are displayed: 

 

 

Click the button “Print labels and save” in the lower toolbar. The label is created and based on your 
configuration either printed directly or opened as PDF. 
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b. Print label from shipment overview 

You can print labels (for one or more shipments) out of the shipment overview. 

Select all shipments for which you want to print labels: 

 

 

Click on  (“Print labels”) in the upper right toolbar: 

 

 

The labels of all selected shipments are created and based on your configuration, either printed 
directly or opened as PDF. 

 

Reprint label(s) 
 

Out of safety reasons Post-Labelcenter doesn’t offer a way to print labels several times. 

But if you need to reprint a shipment label e.g. because of damage or loss, there is an easy metho. 

Proceed as follows:  

 

1. Open the shipping manager 

Click on “Shippingmanager” in the PLC main menu (always accessible by clicking “Home” in the upper 
left corner of the screen). 

The shipments overview is displayed on the right screen: 
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TIP: By default, only current (< 30 days), not shipped or cancelled shipments are displayed. You can 

edit this filter by clicking  (“Filter2) next to the search field in the upper right corner: 

 

 

 

You can remove filter criteria by clicking  and add filter criteria by clicking : 
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Click on the button “Filter” to apply the filter. Only shipments with the selected criteria are listed in 
the shipments overview. 

 

2. Search for a shipment 

Enter the search term in the search field of the upper right corner: 

 

 

 

 

TIP: This quick search searches automatically in the following fields: 

• Shipment – Shipper Reference 1 
• Shipment - Number 
• Shipment – Parcel number 
• Recipient - Name 1 
• Recipient – Postal Code 
• Recipient – City 
• Recipient – Reference number 
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You can search for shipments alternatively with the filter functionality. There you have additional 
options and can combine several attributes. 

 

3. Open shipment details 

Search for a shipment and click on the “Number” in the first column to display the shipment details: 

 

 

The shipment details for the selected shipment are displayed: 
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TIP: If only one search result is found, the shipment opens automatically. 

 

4. Shipment cancellation and new creation 

Click on the button “Print labels and save”.  

 

 

 

The following pop-up is displayed: 

 

Confirm by clicking the button “Ok”. The original shipment was cancelled and a new shipment with the 
same data but a new shipment number was created. You can now print a new label for the new 
shipment by clicking once again on the button “Print labels and save”. 
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Shipment quick print 
 

Labels can be printed for single shipments or several shipments as described in “Printing of label(s)”. 
You can also create labels with the quick print. 

Proceed as follows: 

 

1. Open the shipping manager 

Click on “Shippingmanager” in the PLC main menu (always accessible by clicking “Home” in the upper 
left corner of the screen). 

The shipments overview is displayed on the right side of the screen: 
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2. Open quick print 

Click  (“Open quickprint”) in the toolbar to open the quick print for shipments: 

 

 

The following pop-up is displayed: 

 

 

3. Print shipments 

Enter the shipment or reference number (field “Number” in the shipment creation) and press the enter 
key to start the label print. 

The shipment will be listed as printed in the overview: 
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When trying to print a previously printed label, you receive the following error message: 

 

 

TIP: Shipment quick print has been designed for efficient working in logistics centers. The workflow is 
simplified especially when used with a scanner. Many customers transfer a reference to their 
shipment in the field “Number” to the Austrian Post which is also added as barcode on the shipment. 
As soon as the barcode is scanned, Post-Labelcenter prints the label automatically and the shipment 
processing is supported essentially. 
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Cancel shipment 
 

There are two options for cancelling a shipment which has been created in Post-Labelcenter: 

 

Cancel shipment in the shipments overview 
With this option you can cancel multiple shipments. 

1. Open the shipping manager 

Click on “Shippingmanager” in the PLC main menu (always accessible by clicking “Home” in the upper 
left corner of the screen). 

The shipments overview is displayed on the right screen: 

 

 

2. Select shipment(s) 

Search for the shipment(s) for cancellation with the quick search or the filter. Select the shipment(s) 
by clicking the combo box in the first column: 

 

 

3. Storno shipment/s 

Click  (“Storno shipment/s”) in the upper right corner: 
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The following pop-up is displayed: 

 

 

Confirm by clicking the button “Yes”. The status is set to “Cancelled” and the pop-up is closed 
automatically. 

 

Cancel shipment in the shipment details 
For single shipments, cancellation can be done in the shipment details. 

1. Open the shipping manager 

Click on “Shippingmanager” in the PLC main menu (always accessible by clicking “Home” in the upper 
left corner of the screen). 

The shipments overview is displayed on the right: 

 

 

2. Select shipment 

Click on the shipment number in the column “Number” to open the shipment details in the left area.  

 

3. Cancel shipment 

Click the button “Action” in the lower toolbar and select the option “Cancel shipment”. 
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A message is displayed in the upper screen area in case of a successful cancellation: 

  



 
 

 Österreichische Post AG 
post.at 

 
 
 

z0 

Firmensitz: Wien | Firmenbuchnummer: 180219d 
Firmenbuchgericht: Handelsgericht Wien 

UID: ATU 46674503 
 

Informationen zum Datenschutz finden  
Sie unter post.at/datenschutz 

 

 

83 

Daily closing 
Printing configuration 
 

You have the possibility to configure the general preferences for printing the daily closing. These will 
be default-settings and are valid every time you create a daily closing. 

For the printing settings proceed as follows: 

Click on  (“settings”) in the right corner of the menu. 

 

 

 

The general settings are displayed. 

 

 

Click on the button “Change” next to Daily closing. 
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You can choose between printing the daily closing list detailed or summarized and the amount of the 
copies. Click the button “OK” to confirm your changes. 

 

Create daily closing 
 

The daily closing is used for generating a freight list for drop off or collection of shipments. It is a 
confirmation for you that the shipments have been collected/dropped off. 

All not yet registered, active (that is not cancelled) and printed shipments are registered in the daily 
closing and are bundled in a freight list. 

 

ATTENTION: You do not need a daily closing for the notification data transfer to Austrian Post. The 
data is transferred automatically from Post-Labelcenter after the labels are printed. 

 

For creating the daily closing proceed as follows: 

 

1. Open the shipping manager 

Click on “Shippingmanager” in the PLC main menu (always accessible by clicking “Home” in the upper 
left corner of the screen). 

The shipments overview is displayed on the right screen: 

 

2. Perform daily closing 
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Click  (“Daily closing”) in the toolbar. 

 

 

The processing of the shipment data is started and based on your configuration, the document is 
either sent to the default printer or a PDF is created and opened. 

 

Daily closing list detailed: 
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Daily closing list summarized: 

 

 

The document contains all products and lists the total number of registered shipments. 

At the end of the document is a field for the signature of the Austrian Posts’ employee who takes 
delivery of the shipments. 

 

Maintain freight list 
 

Freight lists created by the daily closing can be maintained in the menu item “My Parcels”. 

To open and maintain the freight lists, proceed as follows: 

 

1. Open the freight list management 

Click on “My Parcels” in the PLC main menu (always accessible by clicking “Home” in the upper left 
corner of the screen): 
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The following view is displayed: 

 

 

You see an overview of the created freight lists. By default, today’s date ± 1 is displayed. 

You can change the time frame with the arrow keys or the calendar: 

 

 

2. Display a specific freight list 

Click on a specific freight list to display all registered shipments it contains: 

 

The shipment data is displayed on the right screen: 

 

3. Move shipments into another freight list 

You can move single shipments with drag and drop between different freight lists: 
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Click on the  of a specific shipment in the shipment overview and drag the shipment in the new 
freight list. This this example the shipment with the reference number “Test1234” (highlighted yellow 
in the right area) is moved from the freight list “2017/02/06/0001” (highlighted yellow in the left area) 
to the freight list “2017/02/06/00002” (highlighted green in the left area). 

By selecting multiple shipments (click on the checkbox, selected shipments are highlighted yellow) you 
can move them at once: 

 
 

TIP: In this overview you also see not yet printed shipments. They are summarized in the daily overview 
and are highlighted red: 

 

 

Reprint freight list 
 

For reprinting a freight list proceed as follows: 

 

1. Open the freight list management 

Click on “My Parcels” in the PLC main menu (always accessible by clicking “Home” in the upper left 
corner of the screen): 
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The following view is displayed: 

 

 

You see an overview of the created freight lists. By default, today’s date ± 1 is displayed. 

You can change the time frame with the arrow keys or the calendar: 

 

 

2. Display a specific freight list 

Click on a specific freight list to display all registered shipments it contains: 

 

 

The shipment data is displayed on the right screen: 
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3. Reprint freight list 

Click  (“Create transport documents”) in the “Transport” toolbar. 

 

 

The following pop-up is displayed: 

 

 

Select either a detailed freight list or a summarized freight list for creation/print (see the images in 
the chapter “Create daily closing”). 
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GDPR 
 

Processing agreement 
 

With Post-Labelcenter version 8.2.1 on May 6th 2018 there will be a possibility to accept the GDPR 
processing agreement within the PLC. Therefor you have to log in onto PLC (both browser and client) 
and accept the agreement in order to be able to use the Post-Labelcenter. We would like to point out 
that without the conclusion of an order processing contract until May 25th 2018 the service (GUI, 
webservice and windows service) can no longer be made available for the customerIDs which have not 
accepted the agreement. 

The following pop-up is shown: 

 

 



 
 

 Österreichische Post AG 
post.at 

 
 
 

z0 

Firmensitz: Wien | Firmenbuchnummer: 180219d 
Firmenbuchgericht: Handelsgericht Wien 

UID: ATU 46674503 
 

Informationen zum Datenschutz finden  
Sie unter post.at/datenschutz 

 

 

92 

To accept the agreement, scroll to the bottom in order to set the checkbox “I have read and accept 
the order processing contract”. Confirm with the button “Accept”. 

The following pop-up window is shown. Confirm once again by clicking the Button “Accept”. 

 

 

 

Please note: if you accept the agreement this is valid for all customerIDs that are assigned to your 
user. The agreement can be accepted by every PLC user. 

 

Between May 6th until May 25th 2018 you have the possibility to skip the GDPR agreement with using 
the button “Skip”. The message will be displayed the next time you log in onto PLC. 
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Deleting personal data 
 

In order to meet the GDPR regulation which is valid from May 25th 2018, we implemented the possibility 
to delete address data/personal data within the Post-Labelcenter. This data can no longer be found 
in the system. 

For it you can either use the new added menu item GDPR-Information or directly use the menu item 
Organizations for deleting. Both can be found in the menu Administration. 

The two possibilities are explained below. 

 

GDPR-Information 
 

1. Open the GDPR-Information 

Click on “Administration” in the PLC main menu (always accessible by clicking “Home” in the upper 
left corner of the screen). 

 

 

 

Click “GDPR-Information” within the administration menu: 

 

 

 

 

 

 

The “GDPR-Information” is displayed: 



 
 

 Österreichische Post AG 
post.at 

 
 
 

z0 

Firmensitz: Wien | Firmenbuchnummer: 180219d 
Firmenbuchgericht: Handelsgericht Wien 

UID: ATU 46674503 
 

Informationen zum Datenschutz finden  
Sie unter post.at/datenschutz 

 

 

94 

 

 

2. Search for an address 

To search for a specific address, you can use one of the following fields to search for entries: 

• Third party system reference 
• Customer (you can search for the name or the address data) 

 

Afterwards use the button “Search”. By setting the checkbox you can highlight the respective line with 
the address data and either delete it or print a protocol (for information reasons). 

 

 

 

 

3. Delete address 

To delete an address, highlight the respective line and click the button “Delete”.  

 

 

You have to confirm one time: 
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Please note that the deleting of an address cannot be undone. 

 

 

Address management 
 

1. Open the address management 

Click on “Administration” in the PLC main menu (always accessible by clicking “Home” in the upper 
left corner of the screen). 

 

 

Click “Organizations” within the administration menu: 

 

 

 

 

The address management is displayed (“Organizations”): 
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2. Search for an address 

To search for a specific address, use the quick search in the upper right corner or the filter: 

You can search for entries in the fields “Name 1” and “Third party system reference”. 

Alternatively, you can use the comprehensive filter functionality. Detailed information on how to 
search for an address can be found in chapter Edit address. 

 

3. Delete address 

To delete an address, click on the entry in the columns “Name” or “Third party system reference”. The 
address form of the selected address is displayed. You can delete the address by clicking the button 
“Delete”. You have to confirm one time  

 

 

 

Please note that the deleting of an address cannot be undone. 

 

Support 
 

For questions regarding the Post-Labelcenter you can contact the technical support. 

Click on the icon .   

A popup window will open which displays the contact options and availability by telephone.  
By clicking on the button "contact form" you can send your inquiries directly from the Post-
Labelcenter.  
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