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CitySprint Same Day
Online booking...

Get your deliveries on the road faster and book using our SameDay Online portal. Booking using our

portal is pain-free but we have outlined some key steps of the booking journey to help you along the
way.

Sign in to your dashboard

You can do this via the citysprint.co.uk website. Simply login using your email address and password, you'll then
land on the dashboard screen.

Add your default settings via
My Profile and book Faster.

You can set your:
© Sender details

E © Collection address

© Delivery address
© Service

Your single login will give you access to all accounts that are aligned to your profile and you also have access to
book Next day and International deliveries.

Quick tip: You can manage your profile and address book for both platforms via the dashboard.
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Select your account and booking references

Choose the account you want to book against. If you have access to multiple accounts, they will be listed in
the dropdown (highlighted in red below).

Your booking reference fields can be altered to suit your needs, for example cost codes, PO numbers, user
IDs. You can have up to four reference fields set and each field will accept up to 30 characters.

Select your booking type

Please note: If you need help with routing your deliveries, please call your local service centre team.
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Add your collection details

If you have saved addresses, click on the Address Book button to search for and select your preferred one.
Alternatively, you can select your default address. You can set your default and upload saved addresses via your
address book which can be found on the dashboard.

Search and
select a saved
address

If you're not using a saved address, start by entering your house number and postcode in the respective fields.
Click the Find address button and select the correct address. If you do not have the postcode you can click on the
Postcode unknown box and use the postcode checker to locate your collection address. Don't forget to select if
your package is ready for collection now or pre-book for a future date and time.
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Complete your collection details by adding the contact name and number for the collection, as well as the date
and time for when you want the collection to take place.

Quick tip: We want to make sure your delivery gets to its final destination safely. Ensure your consignment is well
packaged; if you need help our guide can be found here.

Please add details for each parcel the courier is to collect. This will give your courier a clearer indication of what
they are collecting for you, and will also ensure that the correct vehicle is chosen.


https://cs-prod-media-01.azureedge.net/mediacontainer/medialibraries/citysprint/citysprint/downloads/packaging-guide.pdf
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Add your delivery details

Follow this section as you did when you entered your collection details- you can also use your saved and default
addresses here. Please note, if you have booked a multiple delivery job you'll need to add the delivery address details
for each delivery stop (you can add up to five). If you have more than 5 addresses that need to be added, please
email salessupport@citysprint.co.uk with your account number and full address details. We can enable up to 30
addresses on your profile so you will be able to self-serve after we've enabled this functionality for you.

Pick the service that’s right for you

For items that need to get there on the Same Day but aren’t time sensitive, choose our standard Same Day
option. If you have an important deadline that require your items to arrive at a specific time, choose our Timed
service. For extra security and peace of mind, our Dedicated service ensures your parcel goes on a direct route
from point A to B in a dedicated vehicle.

Depending on your service option, you will also have a wide range of vehicles you can choose from. If you need
help choosing the right vehicle, check out our guide here. Don't forget, you can also set your default service via
My Profile.

Estimated delivery time

We want to be as transparent as possible. Our estimated delivery time is an approximate indication of when
your courier will complete the delivery. You can edit this to suit your requirements as well (but you won't be able
tomake this any earlier than the default time).

Please note: Changing the delivery time to one later than that quoted doesn’t mean the courier will not
attempt to deliver prior to this time.


mailto:salessupport%40citysprint.co.uk%20?subject=
https://cs-prod-media-01.azureedge.net/mediacontainer/medialibraries/citysprint/citysprint/downloads/vehicle-size-guide-v2.pdf
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Confirm your booking

Click on the Next button at the bottom of the page and review your booking summary. Check your details
carefully - if you are happy to proceed click the Confirm button; if you want to make any changes click on the
Amend button. If you're not quite ready to book yet, click Save quote (you can also print this summary page).
Don't forget to add your promo code if you have one!

Your booking will only be confirmed if you have a booking number.

Amend or cancel a booking

You can amend or cancel your booking up until the point where your job has been allocated to a courier. Do this by
clicking on the View online bookings button to the right of your screen.




