VM3COP29.04 — Goods Out - Franking Machine
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To Begin

Turn the machine on by pressing the red power
button located at the top right of the franking
machine. Wait for the screen to turn on.

1. Place the parcel or letter on the scale
located at the top of the franking machine.
Press the stamp button, press number 8 —
‘Wizard'.

Use the up, down arrows and ‘OK’ button to
navigate through the lists.

Franking Packages — UK Recorded Delivery

2. Select number 4 — ‘RM Signed For’ and
press ‘OK’.

3. Select ‘Inland’ and press the ‘OK’ button.
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4. Use the down arrow to select number 5 ‘1%
Sm Par.’ and press ‘OK’.

5. Press the large, green button to start the printer.

6. If the value is high, you may be presented
with a warning asking if you would like to
proceed, press the ‘OK’ button.

7. Insert a franking label in to the left of the
machine.

8. The franking machine will print the correct
postage on it. The label can then be
attached to the package as per
VM3COP20.58.




Note: Franking labels are located in a small
yellow ducket to the left of the franking machine.

Franking Packages — Overseas

Note: All AirMail must have the AirMail logo on the franking label.

2. Press the settings button at the bottom left
of the keypad.

3. Select option 1, ‘Slogan’ and press the OK’
button.

4. Select option 1, ‘AIRMAIL’ and press the
OK’ button.

5. Press the back button to return to the main |
screen.




6. Select number 19 — ‘Small Parcel'.

7. Dependant on the delivery address, select
‘Europe EU’, Europe non-EU’, ‘RoW Z1’ or
‘RoW Z2’ and press ‘OK’.

If uncertain of which to select, see the list pinned
to the notice board to the left of the franking
machine.

8. Use the arrows to navigate to the correct service as per the order
paperwork and press ‘OK’.
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9. If the value is high, you may be presented
with a warning asking if you would like to
proceed, press the ‘OK’ button.




10.Insert a franking label in to the left of the
machine.

11.The franking machine will print the correct
postage on it. The label can then be
attached to the package as per
VM3COP20.58.

12.The AirMail logo MUST be removed when
overseas franking has been completed. To
do this, press the settings button at the
bottom left of the keypad.

13. Select option 1, ‘Slogan’ and press the OK’
button.

14.Select option 0, ‘None’ and press the OK’
button.

15.Press the back button to return to the main
screen.
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If for any reason, the ‘AIRMAIL’ slogan has been
missed or forgotten, affix an airmail sticker to the top BYarAAB:'omAIL
of the envelope. These are located next to the back P

orders trays on the main Goods Out bench.

Royal Mail®y

Franking Letters

Duckets are provided on the Goods Out shelf for
post, they are designated ‘1% Class Post’, ‘2™
Class Post’, ‘Airmail Post’ and ‘Humanmed Post
Out’. For Humanmed franking, see
VM3COP20.62.

UK Post

2. Select number 1 for, 1% Class or 3 for, 2™
Class’ and press the ‘OK’ button.

3. Select ‘Inland’ and press the ‘OK’ button. -

4. Select number 1 or 2 depending on the
size of the letter.

- ROYAL MAIL
B SIZE GUIDE

Use the plastic, blue, size guide
located next to the franking machine
if unsure.




5. The price will be displayed, press ‘OK’ to
continue.

6. Insert the envelope(s) one at a time and
the machine will print the correct postage
on it.

Overseas Post

Note: All AirMail must have the AirMail logo on the envelope.
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2. Press the settings button at the bottom left
of the keypad.

3. Select option 1, ‘Slogan’ and press the OK’
button.




4. Select option 1, ‘AIRMAIL" and press the
OK’ button.

5. Press the back button to return to the main
screen.
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6. Place letter on the scale located at the top
of the franking machine. Press the stamp
button, press number 8 — ‘Wizard'.

7. Select number 17 or 18 depending on the
size of the letter.

Use the plastic, blue, size guide e = '7 %
located next to the franking machine - B ROYAL MAIL

if unsure.

8. Dependant on the delivery address, select,
‘Europe EU’, Europe non-EU’, ‘RoW Z1’ or
‘RoW Z2’ and press the ‘OK’ button.



If uncertain of which to select, see the list pinned
to the notice board to the left of the franking
machine.

9. If the value is high, you may be presented
with a warning asking if you would like to
proceed, press the ‘OK’ button.

10.Insert the envelope(s) one at a time and the franking machine will print
the correct postage on it.

11.The AirMail logo MUST be removed when
overseas franking has been completed. To
do this, press the settings button at the
bottom left of the keypad.
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12.Select option 1, ‘Slogan’ and press the OK’
button.

13. Select option 0, ‘None’ and press the OK’
button.

14.Press the back button to return to the main
screen.

o e
If for any reason, the ‘AIRMAIL’ slogan has been

missed or forgotten, affix an airmail sticker to the top BY(”_AAEI.OE‘:'A"-
of the envelope. These are located next to the back P
orders trays on the main Goods Out bench.

Royal Mail®,

Low Funds

When the franking machine shows this message advising that the funds are
low, additional credit needs to be added. See VM3COP29.05 to complete this.

To Finish

When franking is complete, press the large red button
to stop the printer, then press the power button to turn
off the franking machine.
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Royal Mail Delivery Books

Red book - For packages shipping to the UK via
the Recorded Delivery service.

Use a new page per day.

If using more than one page per day, write at the
top, ‘1/2’, ‘2/2’ etc

The hospital/company name, address and
postcode should be filled in and one small
tracking number label should be affixed on the
right for each package being shipped.

Date the bottom of every page, the Royal Mail
driver should sign this when he collects.

Silver book — For International Services and Special Recorded packages.

Use a new page per day; fill in Viamed address at
the top of each page.

Fill in the address and affix a tracking number label; if a label is unavailable,
hand write the tracking number. Mark in the book which service is being used.
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Sign, date and state the number of packages k!.' i
shipped at the bottom of the page once per day, if . sl
the book has been used.

Note: These should not be placed in the collection bag. Place these packages
with the book on the shelf above the collection point. Inform the Royal Malil
driver that there are specials when they collect the post. The driver must sign
the book and take a copy of the paperwork.

Royal Mail Franking Bags

Franked post should be placed in the correct
franking bag as follows:

Red bag: 1*' Class UK post
Green bag: 2" Class UK post
White bag: Overseas post

The franking bags are located beneath the
franking machine.
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Royal Mail Collection Bag

All standard packages and filled franking bags
need to be placed in a Royal Mail collection bag.

Collection bags are located beneath the franking
machine.
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The collection bag needs to be placed close to the Rogma'-l
| —

Royal Mail Collection Point card by 4pm.
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