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Introduction and Table of Contents 

 
The e-Pelican System is a home delivery service to Japan that provides you the customer the following benefits: 
 
• Quick, reliable and cost-effective 

o Web Application system, Data will generate to send the Branch in second  

• Much better error handling than current Gen1 system 

o Upload error message will give you more pin point error message, this will resolve the upload process faster. 

• Automated, Paperless Shipping Process 

• Designed Specifically for e-Commerce 

• Online Tracking 

o Our on line Tracking system to view the status of cargo 

• Multi-Lingual Shipping System 

• E-mail Shipping Notification to Customers 

o Our system able to send the notification e-mail with tracking trace number. Customers are quick notify the cargo status. 

• Cash on Delivery (COD) 

• Competitive Pricing 

• Flexible Duty & Tax Collection 

•  

 

The following pages will provide you with the information necessary for you to efficiently take advantage of all 
features in the e-Pelican System.  Sections in this operating manual will be divided according to the tasks available in 
e-Pelican, as shown below. 
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Requirements and Security 

 
The Nippon Express e-Pelican System has the following requirements.  Additional software denoted below with an 
asterisk, is freely available via the Internet. 

 

• Microsoft Windows  XP or 7-32bits 

• Microsoft Internet Explorer 7 or above * (Recommended to 7.0 or Higher) 

• Adobe Acrobat Reader 8.0 or higher * 

• We highly recommend that our customers use a broadband connection for accessing the e-Pelican System online 

 

 
Microsoft Internet Explorer 

http://www.microsoft.com/ie 
 

 

Adobe Acrobat Reader 

http://www.adobe.com/acrobat 

 

Our nittsu.com domain is secured with the industry  
standard 128-bit ssl encryption to ensure your information is transmitted securely 
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User Interface Guide 

 
Nippon Express e-Pelican uses a simple menu that will let you get your job done quickly. Please refer to the diagram 
below to become familiar with the user interface before you get started. 

 

 
 
 
 
 
Order create screen 
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Creating Orders 

 
Manual Order Entry 

Fill in all the required information (in Bold) and click on Save Order when done.  
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Creating Orders 

 
Create New Order 

 
Order Information 
1. Order# :  this must be unique information for your order. 
4. Sender Name on Label:  This information will print in shipping label at 送り人： line 
5. Service type: select Global Parcel Economy or Express   Drop down 

             
                  Enter 2 digits country code, it should display port name 
         Please select from the list. Current list is these 
                 JPKWS, JPKIX, CNBJS,HKHKG,KRSEL,SGSIN,TWTPE 
 
6. Message type:  not applicable wit USPS 
 
Recipient Information 
Search address book :  enter few character to look for Recipient name.  It will return list of contain your character 
input. 
 
8. Recipient Information save check box : if you check this box, after save button is click. Recipient Information is 

saving in Address Book. 
Post Code:  7 digits number for Japan Post code    Look UP key to search post code address table to display address. 
Post Code is require for destination to Japan 
USPS Require all English entry. 
Address1: Address2: Phone: have to fill the information. 
Address entry is same way of Japan address entry, such as “ FUKUOKA-KEN FUKUOKA-SHI KAI-CHO 2-3-4” 
 

  
Package INFO, Weight, payment and delivery method 
10. Package Information 
11. Payment & Delivery 
      Not applicable with USPS option 
  
 
ADD, UPDATE, DELETE ITMES 
12. Item Information 
       Click Add New Item to Order 
       Item code, description, qty, unit price, currency, Origin Net weight 
       These fields are require for USPS 
 

 

Select Item Code:   same type of concept for 
Recipient address book. You are type in few letter 
for search item code, if item code contain the letter, 
then it will list the item. 
 
After enter all the information to save the Item 
master list, Please check  box  for saving data to 
Item Master. 
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Upload Order Process 

To upload orders into the web, click on browse and select the file that you want to upload. 

* Please use NEU Order Entry Form Template which is  

Click on Upload File button to start the upload process. 

If you use text file, must be tab delimited format 

 
When you upload the file, file must be close from the windows. 

Error message of order upload process 

If the e-pelican system finds the error field of record, it will give you the detail information. 

Please correct the error fields and upload again. 
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Creating Orders 
The upload process is successful, press Review All Saved Orders. 

 

 

 

Reviewing, Editing and Deleting Orders 
 
On the Review Order Screen, you can edit or delete the order.  

If the Yellow color is need to Print the shipping label to get Tracking number. 

 

Click Option button for Edit or Delete, Hold check mark will be hold the cargo until you release.  

Also, we add delete all function at bottom of review screen. 

When just update or save with out tracking # use Delete all Save Orders, it will delete all orders has no tracking#. 

After assigned tracking# and you still want to delete all the orders use delete all sendPending Orders, It will delete all 
the order has Tracking #. ** When you have hold check, then it will not delete from these function. You have to delete 
one by one. 
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Creating Orders 

Printing Order 

Display remains counter for print require orders. 

Click Preview Labels for see the PDF format label. (Require Adobe Reader to install) 

 
Print preview like this. To print Nippon Express Label, must select right Printer to print. 

Make sure that the Citizen CLP-521 printer/Sato Printer is selected printer and click OK to start printing the label. 

Once Preview the label, System assigned the tracking Number for each order. 

 

 

 
Review Order Again 
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GPExpress (PMI shipping label) 

 

GPExpress has same process to print shipping label. 

GPExpress is communicating to USPS system with API communication.  

This process will slow to bring PDF shipping image on screen. 

1order has 4 shipping labels to produce. 

1. Shipping label  

2.  Customs Declaration 

3. Customs Declaration 

4. Dispatch Note 

You must put 2 labels in box 1 and 2 
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 2 label in pouch 3 and 4 
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Creating Orders 

Review Order with Tracking number 

 

Now system gives you the Tracking number display in Review screen. 

You could edit, delete, reprint and Hold in this screen. 

If you edit order after assigned tracking number, system will ask you confirmation message box. 

Once edit the order, Order is highlighted to Orange. This indicated that Label must be reprint to complete the order 
process. If you send order to Nippon Express with out reprint. This order will not submit to Nippon Express. 

 

 

 

 Delete All Saved Order --- delete all orders did not have tracking number. 

 Delete All SendPending Orders – delete all orders has tracking number. 

 When you put hold check, both of function did not delete  

 

2 ways to reprint the label. 

  One from Review Orders screen with Reprint button 

  Other way is to go “printing” function to reprint the label. 

 If you have multiple labels to print Printing function will be faster way to print the label all at once. 
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Creating Orders 

Print BOL 

 

Bill of lading print out: 

When Nittsu driver come to pick up the cargo, you have to provide BOL. 

Just print click Print Bill of Lading (USPS) button  
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Creating Orders 

Sending Orders 

 

After the label has been printed out, click on Send Orders. 

On the send order screen, you will have an option to Hold or Delete the order before sending the order information to 
the branch. 

 

 

 

When the order is sent to the branch, a confirmation page will be displayed.  
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Order Inquiry 

 

Review Order inquiry screen and Download to excel file 

Search function by Order No, Tracking No, Recipient Name, Nippon House Air Wail bill No.  

 

Select the Search field option and enter text information into Search text box. Then Find button to search the Order information. 

 

Another option is Order date and Upload/Save order date tracking# to search the order information. 

You have to use Search Range 

Once you have display for your search result, you are able to download to Excel file. 

 
Click  from the TrackingNo to get detail information 
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Maintenance Menu 

 

 
1. Company  

You company information to save  

Not available  
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Maintenance Menu 

 

Your Item Master List 

Items information to add, change and delete 

If you add the item, check box the first line of “New Item?” 

If you update the item, use Search Item Master field to find the item name. 

 
Message Types 

This Option is not available for USPS shipment  
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Maintenance Menu 

 

Recipient & Consignee Address Book 

Recipient & Consignee information to add, change and delete 

If you add the recipient or Consignee, check box the first line of “New Consignee?” 

If you update the Consignee, use Search Consignee Master field to find the Consignee name. 
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Maintenance Menu 

 

Customer Profiles 

       This is the option to set default setting for manual entry screen. 

 If you add the Profile, check box the first line of “New Profile?” 

If you update the Profile, use Search Customer Profile field to find the Profile name. 

        Silent Printing:    If this is Yes, You must have barcode printer with default printer.  Also, Adobe Silent print  

        Function has to be installed 

       USPS Label item description:   If you enter this field, it will be display on label . 

        Set Default:   If this profile is default then set “Yes” 
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Maintenance Menu 

Tracking Numbers 

Not available for USPS shipment 

 

 

 

Support 
 

You could send Technical support request by e-mail 
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