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Introduction

Articles 5(1), 5(2) and the Annex of Regulation (EU) 2018/644 of 18 April 2018 on
cross-border parcel delivery senices require the Parcel Delivery Senice Providers
(PDSP) with reporting obligations to provide the European National Regulatory
Authorities (NRAs) with domestic and intra-union single piece tariffs for 15 standard,
registered and track and trace postal items in different weight categories between
500 g and 5 kg.

The PDSPs shall transmit their price data to the NRAs by 31 January every year.
The NRAs shall send the received prices to the Commission by 28 February. The
Commission shall publish all received public tarifs on a dedicated website by 31
March.

Recital (29) of the Regulation urges the NRAs and the Commission to limit the
administrative burden, and requires that PDSPs, NRAs and the Commission transfer
data electronically. In order to make the successive stages of data transmission as
light as possible the Commission has deweloped Parcel, a web-based application
that it recommends the PDSPs and the NRAs to use to collect and transmit the price
data electronically following the 2 steps foreseen by Articles 5(1) and 5(2) of the
Regulation.

This manual is designed to assist the Parcel Delivery Senice Providers in entering
their prices in the Parcel application.
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Guide to Using Parcel

Getting Started

To be able to use Parcel as a PDSP user, you need to:

i) hawe avalid EU Login (European Commission Authentication Senice) account,
ii) have initialised your EU Login account in Parcel

i) have received a PDSP user's role in Parcel.

These steps will be described successively in the following pages.

Creating & Initialising Your EU Login Account

Please use the procedure below ONLY if you do not have an EU Login account yet!

Already have an EU Login account?

If you have an EU Login account but no role in Parcel yet, please skip this section, and:

i) go to https://webgate.ec.europa.eu/parcel/ to perform a mandatory initial login to
Parcel with your EU Login account. This will bring you to a Parcel page confirming
that you have successfully logged in to the application while you are still being
denied access. Thisis because you do not have any role in the application yet:

ii) follow the procedure under 'Requesting a PDSP User's Role in Parcel', p. 6.

¢ To create an EU Login account

1. Type the following URL in the address bar and press Enter:
https://webgate.ec.europa.eu/parcel/

Result: The Parcel login page appears:

A-Z Index | Sitemap | About this site | FAQ | What's New | Legal natice | Cookies | Contact | Search | English (en) v

Carmmesion PARCEL Web Tool

European Commission > Growth > PARCEL Web Tool

= D m Share

Login or register

‘ @ Access denied. You must log in to view this page.

Welcome to the PARCEL Web tool!
Please log to the system by clicking on the here below button "Login or Register”,

(Please note that PARCEL uses the EU login authentication system).

Last update: 10/10/2018 | A-Z Index | Sitemap | About this site | FAQ | What's New | Legal notice | Cookies | Contact | Search | Top

Figure 1 — Parcel login page
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2. Click REEIMLIGEEES

Result: The 'growth requiresyou to authenticate' EU Login page appears:

This website uses cookies Leamn more about the European Commission's cookie poli

Close this message

e =
English (en) v
One account, many EU services e @ glish (s

growth requires you to authenticate

Sign in to continue

Use your e-mail address

Create an account

Or use the elD of your country

About EU Login  Cookies  Privacy Statement  Contact Help

European Union  EU institutions. 502-hus|12ms

Figure 2 — EU Login:'growth requiresyou to authenticate'page

3. Click the Create an account hyperlink.

Result: The Create anaccount page appears:

This website uses cookies. Leamn more about the European Cc ission's cookie policy

Close this message

glish (en) v
One account, many EU services s @
R

Create an account

Help for external users

First name

Last name

E-mail

Confirm e-mail

E-mail language

English (en)

Enter the code

By checking this box, you acknowledge that you
have read and understoed the privacy statement

About EU Login  Cookies  Privacy Statement Contact Help Powered by

European

European Union  EU institutions 502-hus |13 ms Commission

Figure 3 — EU Login:'Create an account' page
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Guide to Using Parcel

4. Complete the Create an account page as follows:

— enter your first name and last name,

— enter your professional email address, and then repeat it for confirmation in
the next input box,

— select your language,

— enter the text displayed in the security image,

— read the privacy statement and accept it by selecting the check box,

— click Create an account.

Result: You arethen informedthatan email will be sentto you. The email is normallysent

within the next 10 minutes to the email address thatyou specified atthe previous
step. It will contain a link to seta password foryour EU Login account.

5. Open the Inbox associated to the email account with which you registered
to EU Login. Open the email message from Authentication Service, and click the
this link hyperlink:

Reply Reply All Forward Delete Add = View = Print

Your password
Fri 24/08/2018 11:11 '
From: Authentication Service
To:
Message
Dear
You have been registered in EU Login.
Your email address is »- = -
To create your password, follow the link below:
this link

You have a maximum of 24 hr, starting from the time thatthis message was sent, to create your password, but you are
encouraged to do so immediately if possible. After this time, you can make another request by following the same link: you will
then need to re-enter your username and confirm your request.

If the above link does not work, you can copy the following address (make sure the complete address is copied!) and paste it
into your browsers address bar:

https iwebgate ec europa.eu/casiinitfinitialis ePasswordl ogin.cai?wayf domain=external&wayf remember=checked&
wayf.submit=Select&uid=n002bczd&resetCode=cWiunhTcl0zQwhPWvCBE ckflApnWisXB5Ga1SaviWg 1kmé&service=https
S63A%ZF%IFwebgate acceptance. ec.europa. eu%3A%2F growth %2Ftools-databases%2Fpost2Fecas¥aFdestination
%30 %26destination%30

Instead of replying to this message, if you have a problem, please follow the help or contact information on the site where you
were trying to register.

Mote that it may take up to 5 minutes after reception of this mail before the above-mentioned site will recognize your registration.

Sentto you by EU Login

Figure 4 — EU Login: confirmation link

Result: The New password page appears:
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This website uses cookies. Leam more about the E C ission’s cookie policy Close this message

glish (en) v
One account, many EU services ECAS? o

New password

Please choose your new password.
(External)
New password

Confirm new password

Passwords cannot include your usemame and must contain at least 10
characters chosen from at least three of the following four character groups
(white space permitted).

+ Upper Case: Ato Z
+ Lower Case atoz

« Numeric: Oto 9

« Special Characters:#5%& ()" -/ <=>7@[\}*_{}~

Examples: hvhROaTJo6 mige\Dhzvd cJrgB6kNSH

[Generate other sample passwords]

About EU Login  Cookies  Privacy Statement  Contact  Help

uropean

European Union  EU institutions 5.0.2hus | 15 ms = = Commission

Figure 5 — EU Login:'New password' page

6. On the New password page, enter a password of your choice (please obsere the
format prescriptions at the bottom of the page), repeat the password in the next
box and then click Submit.

Result: You areinformed that your EU Login password has been successfully created. A
'Proceed' button is now available to initialise your EU Login accountin Parcel.

7. Click Proceed:

This website uses cockies. Leam more about the European Commission’s cookie policy Close this message

Sl e
glish (en) v
One account, many EU services ECAS? 0
|——————————————————— = New password

if you quit the procedure
before clicking 'Proceed' New password

here, please performthe
mandatory initial login by
trying to access Parcel
fromits URL at
https://ec.europa.eu/growt

h/tools-databases/parcel/.

Your EU Login password was successfully changed.

Click Proceed below to continue to growth

Proceed

About EU Login  Cookies  Privacy Statement  Contact  Help

European Union  EU institutions 502-hus| 121 ms

Figure 6 — EU Login:'Successful password authentication' page

Result: This brings you to a Parcel page informing thatyou have successfullylogged in
to the application while atthe same time being denied access: this is because you

do not have any role in the application yet. Please read the following paragraph
for instructions on how to requesta PDSP user's role in Parcel.
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Requesting aPDSP User's Role in Parcel

To request a PDSP user's role, please ask your NRA, specifying the name of your

parcel delivery senice company and the EU Login email address that you will be
using.

You will be notified by email when you receive this role. You can then start using
Parcel as described in the following pages.

Starting Parcel

¢ To start Parcel

1. Start your web browser.

2. Type the following in the address bar:
https://webgate.ec.europa.eu/parcel/

3. Click Login or Register.

Result: You are prompted to enteryour EU Login email address:

This website uses cookies. Leam more about the European C ission’'s cookie policy

Close this message

= L CAS’
Qo glish (en) -
One account, many EU services ECAS?

growth requires you to authenticate

Sign in to continue

Use your e-mail address

Create an account

Or use the elD of yeur country

About EU Login  Cookies  Privacy Statement  Contact Help

European Union  EU institutions 5.0.2-hus | 12 ms

= Commission

Figure 7 — EU Login: Sign in page (part 1: email address)

4. Enter your EU Login email address and click Next.

Result: The second partofthe EU Login — Sign in page prompts you to enter your EU
Login password:
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CHANGE EU LOGIN
PASSWORD?

If youw ish to change the
password associated to
your EU Login accountfor
Parcel, justgoto:
https://w ebgate.ec.europa.
eu/cas/change/changePas
sword.cqi.

Guide to Using Parcel

EU Logln et (' Ennv
ECAS? glish (en)
One account, many EU services

growth requires you to authenticate

Sign in to continue

Welcome

Sign in with a different e-mail address?

Password

Lost your password?

Choose your veri ion method

Password

oxm
A

About EU Login ~ Cookies  Privacy Statement  Contact  Help

European Union  EU institutions 502+hus|29ms

Figure 8 — EU Login: Sign in page (part 2: password)

Enter your EU Login password on the EU Login — Sign in page and click Sign in.
(Should you hawe forgotten your EU Login password, you can click the 'Lost your
password?' hyperlink under the 'Password' box to set a new one).

Result: The following page gives you an overview of all data collection forms thatyou
have ever (partially or fully) completed, with an indication oftheir current
processing status:

#  FDSP Functionslities

Data Collection Forms

Home » Administration » PDSP Functionalities » Data Collection Forms

0 Logged in via ECAS as

Year Country | - Any - Status | - Any - Apply Reset
Title - Year Country Status Last Update Edit View
Parcel | Belgium | 2019 2019 Belgium Submitted to NRA Wednesday, December 5, 2018 - 14:41

Figure 9 — A PDSP's data collection form list
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Changingthelinterface Language

Parcel offers a multilingual interface in all official languages of the European Union.

While the default language is always English, you can easily switch to your preferred
interface language.

¢ To change the interface language
1. Click on your user ID at the top right of any Parcel page:

m

Data Collection Forms

2 Country | - Any - Status |- Any - Apply Reset
i Year Country Status Last Update Edit View
i 2me Belgium Submitted to NRA Tuesday, December 18, 2018 - 08:26 ew

{'\W\MWVMVMMUWHMWWWWWMWWN

2. Select the Edit tab:

#  PDSP Functicnalities

o Vieg m

Username:
Lastname:
Firstname:
Operator: DHL Parcel
NRA: EIPT

Result: Your user profile page appears.

3. Select the desired language in the Language settings section:

#  POSP Functionalities

Home B nmollay View Edit

This account is managed by ECAS. Its password can be changed using the ECAS change passwor!
Username *

E-mail address ©

Firstname

Lastname

Operator

DHL Parcel (111)

Language settings
Language

English

~Email settings

Plaintext email only

Save Cancel account

4. Click Save at the bottom of the page.
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Completing and Submitting a
Data Collection Form

Parcel allows NRAs to create the data collection forms annually for the PDSPs

established in their Member State which are bound by Article 5 of Requlation (EU)
2018/644.

Your NRA will invite you to complete in Parcel the data collection form prepared for

your company. When you are finished, you are expected to submit in Parcel the
completed form to your NRA.

NRA administrators will then review the supplied information. They may request
clarifications before accepting your form. Once accepted, your NRA administrators will
pass the accepted data to the European Commission for publication.

m

@

EUROPEAN
COMMISSION

Submit data
collection form
once completed

Wi

The actions expected from PDSPs are described in the following pages.

(w30

If you do not hawe all information on hand to fill in the form, you may decide to sawe it
as Draft first, and then return to it later to provide the missing information.
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Guide to Using Parcel

¢ To complete atariff data collection form

The upper part of the form
is pre-populated w ith your
user information.

The low er part offers
clickable headings for all
single-piece postalitems
for w hich PDSP tariffs
need to be reported
according to Regulation

(EU) 2018/644.

1. From your Data Collection Form List, click edit next to the Draft form that needs to
be completed:

& PDSP Functionalities Hello amelljay  Log out

Data Collection Forms

Home » Administration ® PDSP Functionalities » Data Collection Forms

Year Country | - Any - Status |- Any - Apply Reset
Title - Year Country Status Last Update Edit View
DHL Parcel | Belgium | 2019 2013 Belgium Drafc Wednesday. December 12, 2018 - 15:32

ok

Result: The online form appears:

#  PDSP Funcionalitie:

Edit Data Collection Form DHL Parcel | Belgium | 2019

Home » DHL Parcel | Belgium | 2013 iews draft Edit draft

~ Data Collection Form Information

User Account

PDSP
DHL Parcel

Country of origin »a 500 g (domestic and intra Union) track and trace letter
Belgium

Currency *a 1 kg (demestic and intra Union) track and trace letter
Euro

Year of the Data Cq *a 2 kg (demestic and intra Union) track and trace letter

2019
»a 1 kg (demestic and intra Union) standard parcel
» & 500 g (domestic
»a 2 kg (demestic and intra Union) standard parcel
» a1 kg (demestic g

» a5 kg (domestic and intra Union) standard parcel

»a 2 kg (domestic a
*a 1 kg (domestic and intra Union) track and trace parcel

» & 500 g (domestic
»a 2 kg (demestic and intra Union) track and trace parcel

va1kg(d T
a1 kg (domesrica a5 kg (domestic and intra Union) track and trace parcel

»a 2 kg (domestic a
Revision infermation Revision log message

o

Edited by nmolljay

Moderation state
Diraft {Current)

Figure 10 — Sample parcel tariff data collection form

2. To complete the lower part of the form, click the hyperlink of the desired postal item

to expand it, and then enter the requested information in the related boxes:
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PDSP Functicnalities

Guid

Hello nmellijay

eto Using Parcel

Log out

*+a 500 g (domestic and intra Union) track and trace letter

»a 1 kg (domestic and intra Union) track and trace letter

Va2 kg (do

L,

ra Mg (dom
ra 2 kg (o
NOT APPLICABLE
Check this box if your
company does not »a 5 kg (dom
provide the specified
postal item.
ra 1 kg (dom

PDSP Functionalities

ra 500 g (domestic and intra Union) track and trace letter

~a 1 kg (domestic and intra Union) track and trace letter

Mot Applicable

Product Name

Product Characteristics

= Minimum dimensions

Flease complete the minimum dimensions (length, width, depth) for this postal item.
ength: mm width: mm depth: mm

~Maximum dimensions
Flease complete the maximum dimensions {length, width, depth) for this postal item.
ength: mm  width: mm depth: mm

» Tariffs

*a 2 kg (domestic and intra Union) track and trace letter

ey

Figure 11 — Completing a data collection form

3. Repeat this step for all other items to be completed.

Hello nmelljay  Leg out

e |

4. If you wish to temporarily save your work as Draft before sending it to your NRA as
final, proceed as follows. The Draft form will remain editable in your list, while your
NRA can already consult it in read mode only.

— go down to the bottom of the form,
— select Draft (Current) in the Moderation state box,

— click Save:

ra 5 kg (domestic and intra Union) track and trace parcel

Revision information
Mew revision

Revision log message
Edited by

Moderation state

Draft {Current)
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Or,

When you consider the suney as complete and final, proceed as follows to submit
it to your NRA:

— Go down to the bottom of the form,
— Select Submitted to NRA in the Moderation state box,

— Click on Save:

ra 5 kg (domestic and intra Union) track and trace parcel

Revision information

Mew revision Revision log message

Edited by

Moderation state
Submitted to NRAM]

What next?

y theycan senditback to you (‘Draft' status)for your correction/commenting.
You will be notified of this by e-mail. If all is fine, the NRA administrator will

Your NRAwill now review your form. Should they need further information,
% accept the form, and you will be notified by e-mail as well.
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Support

For general queries or if you have any doubt about how to complete some sections of
the form or if you wish to give us feedback, please send an email to your NRA contact
point.
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