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1. Log in to the webstore 

Log in or register as new user at bring.no/english 

 

 

 

 

New to our webstore? 

Please fill in the required fields 

to register as a new user. You 

will receive an e-mail to confirm 

your registration and are ready 

to register your prior notification 

or make an order. 

 

 

Log in with your username and 

password  

http://www.bring.no/english
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2. Register a prior notification. 

    Mail - identical formats  

 

  

Select 

Prior notification 
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Add a new prior notification or change an existing notification  

 
 

Create an 

ordinary prior 

notification 

Part mailings? 

Create a prior 

notification for a 

part mailing  

Already 

registered prior 

notifications 

Please note the 

yellow triangle, 

indicating that 

the postcode file 

is not uploaded 
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Register your prior notification: 

 

 

Tick off for contents and receivers: 

 

Select discount 

category. 

Click on each 

category to get 

more 

information 

 

Fill in details 

about your 

mailing 
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Enter your details about agreement, handing in date and place: 

 

 
 

Tick Yes if your 

production 

partner 

performs the 

handing in 

Here you add 

required 

information on 

your invoice, 

waybill and 

prior 

notification. 

Add also 

number of 

parcels/cargo 

carriers 

Add your 

handing in 

date and place 

When do you 

need your 

prior 

notification 

converted to 

an order and 

receive your 

consignment 

note 
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Check and confirm your prior notification: 

 
 

 

 

 

 

 

 

 

 

 

 

Prices and 

discounts. Any 

discount for 

bundle sorting 

will occur if and 

when the post- 

code file is 

uploaded.  

Confirm your 

prior 

notification or 

press “Back” 

to make your 

changes 
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Your confirmation, including your reference number: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Please note 

your reference 

number  

If you don’t 

upload the 

postcode file, 

click here to 

return to the 

front page 

You may 

upload the 

postcode file 

now, or by 

opening your 

list of 

registered 

prior 

notification at 

a later time 
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3. Copying prior notifications 
 

Click on the prior notification you want to copy: 

 

Make a copy 

of a previous 

entered prior 

notification  

If you have 

uploaded a 

postcode file, 

your file will 

be included in 

all copies. If 

not uploaded, 

you will have 

to upload a 

postcode file 

prior to each 

handing in 
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Make a single copy: 

 

Multiple copies: 

 

Tick off for 

single copy 

Tick off for 

multiple copies 

Fill in your 

mailing pattern 

Enter such as 

title, week 

number or date, 

to make it easier 

to recollect the 

prior notification 
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List of your new prior notifications – Check dates and correct if 

necessary: 

 

You have 

selected all 

Mondays in 

May. You will 

then receive a 

feedback that 

Easter and 

Pentecost day 

are not 

workdays 

Enter here to 

change 

day/date 
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Confirmation: 

 

All dates 

confirmed 

You will receive 

an e-mail with 

a list of the 

new prior 

notifications. 

Evidently, after 

a few 

moments, you 

will also find 

the list in the 

webstore 
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This is how your prior notifications will appear at the webstore: 
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4. Production partners/Third-Party registration of prior notifications 

This example is meant for those who produces and submits mail for others 

(Third-Party).  

 

Log in and select Mail - identical format and prior notification: 
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Enter a new prior notification or change an existing one: 

 

 

Have a part 

mailing? 

Former 

registered prior 

notifications 

Yellow triangle 

indicates that 

postcode file is 

not uploaded 

An ordinary 

prior notification 
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Register your prior notification: 

  

Tick off for contents and receiver: 

 

Tick off 

 

Enter 

information 

about the 

mailing 
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Enter your details about agreement, handing in date and place: 

 

Check and confirm that the information is correct; 

 

Enter paying 

party, handing 

in party and 

who is to 

receive the 

consignment 

note. If Third-

Party and 

paying party is 

the same, 

prices will show 

up in the 

following 

screenshots 

 

Mr Smith 

Attach to any 

agreement 

Handing in date 

and place 

Reference at 

the invoice to 

the paying part 

1010123 PRINT AND PACK 
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Your confirmation, including your reference number: 

 

 

 

 

You may upload 

the postcode file 

now, or by 

opening your list 

of registered 

prior notification 

at a later time 

 

When finished, 

tick here and 

return to the 

webstore  
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5. Prior notification with part mailings 

Log in and find the product list: 

 

 

Prior notification with part mailings: 

 

 

 

 

 

Select prior 

notification 

Select prior 

notification 

with part 

mailing 
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Register your part mailing no. 1: 

 

Sending items with variation in weight? 

When the mailing contains items of varying weight, the weight variations must 

be specified in your order, and the items should be prepared and handed in 

accordingly. (Such preparation does not apply to items sorted by all the 4 or the 

first 2 digits of the postcode). 

Minimum number for part mailings: 

Larger mailings can be handed in as part mailings. Each part mailing must be 

handed in to the same mail terminal within a period of 8 calendar days: 

 Each part mailing must be the same format, discount category and 

delivery speed 

 Minimum number for large items is 20,000 per part mailing. The final 

handing in may have fewer items than 20,000 

 Minimum number for small items is 50,000 per part mailing, even the final 

handing in. 

 

Enter details 

about part 

mailing no.1 

Select discount 

category. 

Click on each 

category to get 

more 

information 
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Tick off for contents and receiver: 

 

  

Enter date of handing in and place for part mailing no. 1: 

 

 

 

Add content in 

the mailings 

and who the 

receivers are 

Handing in 

date and 

number of 

receptacles 

More part 

mailings? 

Tick off 
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Register your part mailing no. 2: 

 

  

Enter date of handing in for part mailing no. 2: 

  

Enter details 

about part 

mailing no.2 

Handing in 

date and 

number of 

receptacles 

 

More part 

mailings? 
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Enter handing in place: 

 

 

 

Will the 

mailings be 

handed in 

by a 

production 

partner? 

 Enter 

handing in 

place here 

 

Reference 

on invoice 

and 

consign-

ment note 
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6. Changing an existing prior notification 

Log in to the webstore

  

 

You prior notifications list will show up: 

 

  

Enter prior 

notifications 

Find the prior 

notifications 

you want to 

change 
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Confirm that you want to make changes: 

   

Change quantity, speed of delivery, format machine sorting or weight: 

 

 

Press YES 

when you are 

sure that this 

is the prior 

notification you 

want to 

change. 

Make your 

changes 
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Need to change date of handing in date or place? 

 

 

 

Make your 

changes  
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Check and confirm that all is correct: 

 

 

 

 

 

 

 

 

 

 

 

 

Number of 

items, 

handing in 

place? 

Tick to 

confirm the 

changes 
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7. Upload a postcode file to a prior notification 

Log in and select Prior notification 

  

Select Create new prior notification or one that is already registered: 

 

 

Click Prior 

notification to 

get and 

overview of 

your 

previously 

registered 

notifications 

Create new 

prior 

notification 

New prior 

notification 

with part 

mailings 

Open an 

already 

registered prior 

notification 

without post-

code files 

(yellow 

triangle).  If a 

new prior 

notification is 

registered, you 

may upload a 

postcode at the 

end of the 

process. 
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Uploading process for postcode files: 

 

 

Click here to 

enter the page 

for uploading 
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Upload your postcode file: 

 
 

Check that you got the right file uploaded: 

 

Upload your 

postcode files 

If more than one 

file attached to 

this prior 

notification, 

select “Line”. 

If all post codes 

in one file, select 

“Product” 

Your postcode 

file 
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8. Newspaper mailing plan registration 
Log in to My Post 

 

 

Select Newspapers to subscribers: 

  

 

New to the Webstore? 

Please fill in the required fields 

to register as a new user. You 

will receive an e-mail to confirm 

your registration and are ready 

to register your Newspaper 

mailing plans. 

Log in with username and 

password 

Click on  

Newspaper 

mailing plan 

https://eordre.posten.no/OA_HTML/ibeCZzpHome.jsp?language=US&sitex=10020:22372:N
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Click “Create a 

new mailing 

plan” 

Enter details 

about your 

newspaper: 

 Title 

 Average 

weight 

 Main 

handing-in 

point 

 Format 

 Release 

days 

 Summer 

vacation 

 Price options 

 Tick Save 
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Now it’s time to upload your postcode files: 

 

 

 

 

 

 

Find your 

postcode file to 

be uploaded 

Upload 



 

01.03.2016 V01 Side 34 av 37 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Here the 

postcode file for 

Local and 

National are 

uploaded. Only 

the file for 

Regional 

remains 

Click here to 

delete postcode 

file    

When all files 

are uploaded, 

click Save and 

then Return to 

mailing plans 

Your 

“Newspaper 

One” mailing 

plan is now 

created 



 

01.03.2016 V01 Side 35 av 37 

9. How to create access to a Third-party/production 

partner 
 

Log in the as usual.  You have to be an “administrator” to create access. 

 

 

I 

 

 

Make your choices: 

 

 

 

 

 

 

Select “MY 

PROFILE”. 

Then “Partners 

access 

management” 

Select if the 

reference field 

should be 

mandatory or not 

Here you can give 

your partners 

opportunity to 

register orders on 

behalf of your 

company 

Tick here to add a 

partner 
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Add your partners: 

 

 

 

 

 

  

Select access to agreement: 

 

 

 

 
 

You need your 

partner’s 

customer 

number 

registered 

with Posten 

You may time 

limit the 

access 

You may give 

a general 

access or limit 

it to an 

agreement 

Select which 

agreement 

the partner 

may register 

an order on 

and confirm 

If you select “No restrictions” at the access level, 

the partner will be able to register orders on all 

services  
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10. Uploading postcode files 

 
Newspaper mailing plan: The mailing plan must be uploaded as CSV-files only, 

meaning postcodes and number of items per postcode separated by comma: 0345,45 

 

Prior notifications: You can choose between EXCEL-files or CSV files. 

 

EXCEL files must contain only one column and one postcode (4 digits) per line. 

Copy the entire postcode column in your address file to a separate Excel sheet and 

upload. The file should contain the same postcode on multiple lines when you have 

multiple receivers with the same postcode. 

 

CSV files must contain only one column with one postcode (4 digits) and the number of 

items per line.  Postcodes and number of items must be separated by comma:  1410,45 

 

Converting Excel sheets with postcodes and number of items to a comma 

separated CSV file:  

 

Excel template  

 

1. Paste postcodes and number per postcode into the sheet tab "Number per 

    postcode" 
2. Enter the sheet tab called “CSV” 

a: Select “file” 
b: Select "save as" 
c: Name and save the file on your selected location 
d: File type “CSV MS DOS” 
e: Save 
f:  Click “OK” 
g: Click “Yes” 

3. Your file is now ready for uploading at the webstore 
 

Note: If your postcode file consists of more than 5,000 lines you have multiple lines with 

the same postcode. Each postcode can only be entered once to avoid that the upload fail. 
Only postcodes in Norway must be included in the postcode file 
 

For newspapers having a sheet tab for local, regional and national, the process has to be 

repeated for each category  

 

 

http://www.bring.com/all-of-bring/products-and-services/mail/business-mail-services/web-store-user-guides

