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USERS MANUAL FOR OVER-SHIP APPLICATION 
 
 
Abstract: This document depicts Over-Ship application that serves as a support to partners during 
usage of transport services of Overseas Trade Co Ltd. OverShip is intended to all partners who 
send larger amounts of parcels daily. Over-Ship application allows contracted partners to print out 
transport documents and send data files. 
 
 
 
 
Table of contents: 
1. Installation procedure.................................................................................................................. 2 
2. Application registration................................................................................................................ 4 
3. Short application users guide ...................................................................................................... 6 

3.1. Options................................................................................................................................. 7 
3.2. Data import .......................................................................................................................... 9 

3.2.1. New consignee entry ..................................................................................................... 9 
3.2.2. Choosing consignee’s postal code ................................................................................ 9 
3.2.3. Import of the Address book.......................................................................................... 11 
3.2.4. Correcting imported data ............................................................................................. 14 
3.2.5. Shipments import ........................................................................................................ 15 
3.2.6. Creating a shipment .................................................................................................... 19 

3.3. Data export ........................................................................................................................ 24 
3.4. Copy End of day................................................................................................................. 25 
3.5. Adding the new sender (consignor) .................................................................................... 26 

4. Advantages of Over-Ship .......................................................................................................... 28 
 
 



IT & IS  Overseas Trade Co Ltd 
Users Manual for Over-Ship application v. 1.5 

 2 

1. Installation procedure 
 
Over-Ship application could be installed from the CD or by download of the .exe file from OT 
website (www.overseas.hr). Starting the exe file will start installation procedure of Over-Ship 
application.  
 
Start a file fullSKShip.exe, clicking on the next (cro. nastavak) will continue installation of the 
program which will show as in picture 1. 
 

 
Picture 1. 

 
 
If you click on the Next (cro. nastavak) users agreement (Ugovor o korištenju) window will show 
(picture 2.) 
 
 

 
Picture 2. 

 
Clicking I accept (prihva� am ugovor) and Next (nastavak)  you can continue installation process. 
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Next three windows are used to define destination of application directory, which is automatic and 
you can confirm it with Next (nastavak). Click on Install (instaliraj) (picture 3.) and application will 
be installed onto your computer. 
 

 
Picture 3. 
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2. Application registration 
 
Registration of the application is necessary, because your company during the process your 
company will be granted with unique number range which will be used for marking your 
shipments/parcels. 
 

����������
�
User which is log in on PC has to have all right for reading and writing in folder, where Over-Ship is 
installed! Default installation folder is C:\Program Files\Ship. 
 
 
After the installation an icon will be created on your desktop with the name Over-Ship. Starting the 
application will open a window (picture 4.) which should be filled with the details of your company.  

 

 
Picture 4. 

 

�	
�����������
�
All fields in picture 4 are required! 
 
 
 
Clicking activate (aktiviraj) opens a window (picture 5.) which asks for the confirmation to send an 
e-mail for the registration of the application. 
 

 
Picture 5. 
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Confirm with Yes, after which process continues with opening two windows (picture 6. and picture 
7.), one with registration information, which will be created locally on your desktop, and the other 
one for sending the e-mail in default e-mail application installed on your computer.  
 

 
Picture 6. 

 

 
Picture 7. 

 
Send the registration request by e-mail. Sales and Marketing department of Overseas Trade Co 
Ltd will answer in the shortest possible period with the confirmation of registration, and you will 
receive and e-mail with file containing your personal data with which you will register Over-Ship 
application. In this way you will objectify numerous advantages about which youu can read at the 
end of this document (chapter 4. Advantages of Over-Ship application). 
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3. Short application users guide 
 
After you have received the registration file, it is necessary to copy it to the folder where you 
installed Over-Ship (default directory is C:\Program Files\Ship). 
 
In other words, you select the file in the attachment of e-mail you received. Right click the file and 
choose Copy. Using windows explorer find the folder where you installed the application (default 
location C:\Program Files\Ship) and choose Edit and then Paste on the toolbar of Windows 
Explorer (picture 8.) You will copy the file to the folder where you installed Over-Ship application to. 
 

 
Picture 8. 

 
Starting the copied file will register the application and starting screen will show. (picture 9.). before 
using the Over-Ship application it is necessary to synchronize the application with the newest from 
the Internet. Choosing Help (Pomo� ) on the toolbar and then New version (Nova verzija) 
application will be synchronized automatically.  
 

 
Picture 9. 
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�	
�����������
�
In order to synchronize the application you should have active Internet connection! 
 
 
After this step program is set for usage.  
 
Starting the application and synchronizing it with the newest version form the Internet (picture10.), 
starting screen will show meaning that application is ready for use. 
 

 
Picture 10. 

3.1. Options 
 
Choosing the Settings (Postavke) option from the toolbar, and then Options (Opcije) or simply 
clicking F8, screen with options will show (picture 11.) 

 

 
Picture 11. 

 

Registration 
reserved 100 
stickers for your 
parcels to your 
Cargo ID M G E d.o.o. company 

has unique Cargo ID 
001235 to which sticers 
are assigned to 

Cargo ID is number of 
your contract in Overses' 
database 
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Using screen General (Op� enito) (picture 12.) will allow setting general options of Over-Ship 
application. General settings include method/location of saving the file with the data on shipments, 
which you will send daily to Overseas Trade Co Ltd by e-mail.  

 

 
Picture 12. 

 
In Date Export frame choose Save to disk (Snimi na disk), and for Data export path choose path 
where the data on your daily shipment will be stored which have been sent to the Overseas Trade 
Co Ltd. Program will create chosen folder EXPORT, and will store files with shipment data that you 
sent by e-mail. (to the e-mail address over-ship@overseas.hr) to Overseas Trade Co Ltd. 
 
Choosing sheet Printers (Pisa� i) will allow you to set-up printing options for stickers for your 
shipments. (Picture 13.). 
 

 
Picture 13. 

Choose where do you want 
to store your file that you 
send to e-mail of Overseas 
Trade Co. Ltd. d.o.o. 

Choose paper format 

Choose printer for stickers 

Mark this after you have finished the day. 
Daily report on shipments will be printed 
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Clicking the OK button all changes will have been saved and the options screen will be shut.  
 

3.2. Data import 
 
In this chapter importing of data to the Over-Ship application will be explained. Import can be done 
manually and by the automatic import option. Over-Ship application should be filled with the data 
on consignees before it could be used for sending shipments/packages. 
 

3.2.1. New consignee entry  

You can choose  for new consignee (Picture 14.), this will enter consignee to your database in 
Over-Ship application. All consignees once entered could be chosen later on when creating the 
shipments.  
 

 
Picture 14. 

 
 

�	
�����������
�
All fields in picture 14. is mandatory! 
 
 

 

3.2.2. Choosing consignee’s postal code  
 
Consignee’s postal code could be serched by the name of the city and by the postal code itself. 
Croatian postal code list has 930 postal offices with more than 7000 different towns, which means 
that you have different number of postal offices for the same town, and vice versa for the same 
postal office (postal code) different number of towns. 
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If you enter postal code 33520 in the application, Over-Ship application will offer all places in 
Croatia that have that postal code (as in Picture 15.), it is necessary to chose desired place of 
consignee. 
 
If you enter name of the place VIŠNJICA, Over-Ship application will offer all postal codes that have 
the name VIŠNJICA in city name. It is necessary to chose desired postal code of the consignee 
from the left menu (as in Picture 16.). 
 

    
 Picture 15. Picture 16. 
 
 

�	
�����������
�

Pay attention to chose correct city name when searching the postal codes and vice versa, when 
searching the city names to choose correct postal code!�

�
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3.2.3. Import of the Address book 
 
You can import your own address book by exporting it from your information system in Excel, DBF 
or CSV table. Table should contain following fields: 
 
 

�	
�����������
�
Data that are imported MUST NOT contain quote signs! 
 
 
 
    
Unique ID: code of the partner form the database will be created by OverShip if not entered 

Company name  

contact person  

Address  

City  

Postal code  

Country  

Telephone  

E-mail  

Account number Bank giro account number 

Cargo ID Number of the agreement with Overseas Trade 

Table 1. 
 

�	
�����������
�
When recipient (consignee) pays for the transport, and Cargo ID of the partner is not entered your 
partner will be charged for transport in cash. Cargo ID is number of the agreement of your partner 
with Overseas. For additional information contact prodaja@overseas.hr.  
 
 
Excel table with the data chould be saved in DBF or CSV format. To do that in Excel, choose DBF 
or CSV file type in the Save as screen. 
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Choose   which you can find in the Address book (Adresar) in the toolbar, in order to 
import DBF or CSV file with the consignee information to OverShip address book (Picture 17.).  
 

 
Picture 17. 

. 
 

By doing that you will allow that your copy of Over-Ship application has the same data as your real 
database.  
 
After you started the process import screen will show (Picture 18.).Choose the option as in Picture 
18. Choosing the Search option you can find the location where you saved your DBF or CSV file 
with the consignees (recipients).  
 

 
Picture 18. 

Choose the location of  
*.dbf file with Search 
After that table will 
show. 
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Clicking on one of the fields in the Sample column pop-up screen will show with the fields specified 
in the DFB or CSV file. Your task is to equalize fields for DBF or CSV file with the fields in the 
internal data column (Picture 19.) 
 

 
Picture 19. 

 
�	
�����������

�
All fields offered should be filled with the data listed at Table 1. 

�
 
After you have matched all fields form the DBF or CSV file with the Over-Ship fields choose option 
Import. Over-Ship application shall fill your address book, that grants you the possibility of sending 
shipments/packages. 
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3.2.4. Correcting imported data 
 

Choosing Show address book   icon, you can see all imported data form DBF or 
CSV file. If some data is not entered as it should be or is incomplete Over-Ship will mark it with red 
color. All fields marked red should be corrected.  
 
Click on the red field and choose Edit option (Picture20.). 
 

 
Picture 20. 

 
Wrong postal code is entered for the city. Enter the postal code again and program will 
automatically assign correct city. When you have made all the changed click OK. (Picture 21.) 
 

 
Picture 21. 
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When there is no red marked fields, data import is successfully completed. (Picture 22.). 
 

 
Picture 22.  

 

3.2.5. Shipments import  
 
You can import shipment into the OverShip, too. Create table (Table 2.) with following mandatory 
fields: 
 

�	
�����������
�
Data that are imported MUST NOT contain quote signs! 
 
 
 

Company name  

Contact person  

Address  

City  

Postal code  

Telephone  

Consignee’s ID Assigned partner code in your information system 

Type of good  

Pack. number 

Number of packages (every package should have its own row in the table, i.e. 
shipment with 3 packages has 3 identical rows in the table but Pack. number field 
is different in every row. In the first row Pack. number =1 u second Pack. 
number=2 ...) 

Number of packages Total amount of packages (i.e. 3) 

COD in HRK Cash-on-delivery in Kuna 

Ref. No. Your reference number to the package 

Weight  

Declared amount of 
insurance Amount of insurance for the package 

Recipient pays 
Recipient pays= 1 , Sender pays= 0 (if you leave out this field value will be 0 by 
default) 

Service 
Cargo = 0,  Express = 1,  delivery till 10:30 = 2, delivery till 8:30 = 3 (if you leave 
out this field value will be 1 by default) 

Saturday delivery Not Saturday= 0, Saturday delivery= 1 (if you leave out this field value will be 0 by 
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default) 

Cash-on-delivery (COD) No COD= 0,  COD = 1 (if you leave out this field value will be 0 by default) 

Name of sender  

Cargo ID 
Number of agreement with Overseas Trade (if not stated partner will be charged 
in cash!)  

Date  

Country  

Table 2. 
 

�	
�����������
�
All yellow fields for the Table 2 are mandatory! 
 
Other fields are not mandatory, but if they are listed, values will be set as stated in Table 2.  
 
 
Some of the services cannot be combined. Possible combinations are listed in the matrix (Table 
3.). 
 

 COD Recipient 
pays 

Sender 
pays Insurance  XP10 XP08 Saturday 

delivery Cargo 

COD  NO       

Recipient 
pays  NO  NO      

Sender 
pays  NO       

Insurance         

XP10      NO  NO 

XP08     NO   NO 

Saturday 
delivery        NO 

Cargo     NO NO NO  

Table 3. 
 
 
Excel table with shipment information save in the DBF or CSV format. To do that in Excel, choose 
DBF or CSV file type in the Save as screen. 
 



IT & IS  Overseas Trade Co Ltd 
Users Manual for Over-Ship application v. 1.5 

 17 

Choose  to import DBF or CSV file with the shipments in OverShip application. Import 
of shipments is similar to the import of the address book with one difference; import choice should 
be changed to Shipments (Picture 23.).  
 

 
Picture 23. 

 
After you have chosen the address book procedure is the same as listed at the page 12 of this 
Manual.  
 
Choose a location on the disk where you have saved your DBF or CSV file with shipments. 
Clicking on one of the filed on the data Sample pop-up window will show with the fields specified in 
the DBF or CSV file. Your task is to equalize columns form DBF or CSV file with the internal data 
columns (Picture 24.). 
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Picture 24. 
 
�

�	
�����������
�

All fields with data listed in Table 2 should be filled. 
 

 
 
When the all mandatory fields are filled, click Import.  
 
Screen (Picture 25.) with shipments information will show; After that you can print the stickers 
(Picture 29.), and pick-up lists (Picture 31). 
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Picture 25. 

 
 

3.2.6. Creating a shipment 
 

Choose icon  from the basice screen of Over-Ship application for creation of new shipment. 
After that new shipment screen will show (Picture 26.) 

 

  
Picture 26. 

 
Screen for creating new shipment is consist of: 

- Consignor (Sender) – your company 
- Consignee (Recipient) – company listed in address book to which you are sending the 

shipment (all fields should be filled as in Picture 26.) 
- Shipment 

if you entered recipients 
you can change them here 
or type in new 
 

Nex available 
parcel number 

Your own number (reference), by 
which you can serch the 
shipments in online 
tracking&tracing on 
www.overseas.hr (npr. delivery 
notice number, invoice number...) 
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o Next TRK – stands for the number of sicker that will be used, and how much of the 
unused numbers you have left.  

o Type of good– must be stated in order to save the shipment (latest entry is saved) 
o Number of packages– total number of packages in a shipment (that is how many 

stickers will be printed) 
o Weight – during the weighing of parcels in Overseas’ warehouse this information will 

be overwritten with the weight measured by the Overseas’ scale  
o Declared value for insurance for weight in HRK – amount on which the additional 

insurance will be charged (for additional information contact prodaja@overseas.hr)  
o Ref. Number – reference number by which you can search shipment online at 

www.overseas.hr (i.e. invoice nmber, delivery notice number etc.) 
 

�	
�����������
�

Field Ref. Number will accept only 35 characters. Everything above 35 characters will not  be 
visible outside Over-Ship application. 
 
 

o Sender (consignor) pays – transport will be charged to sender 
o Recipient (consignee) pays – transport will be charged to the recipient (please note 

that recipient has the Cargo ID stated! Otherwise, transport service will be charged 
in cash. For additional information contact prodaja@overseas.hr)  

o Cargo – cargo transport service 
o 1. Express – express transport service 
o 2. - 10-30 – delivery till 10:30 next day 
o 3. - 8-30 – delivery till 8:30 next day 
o Saturday delivery – Saturday delivery (only for postal codes 10000, 21000, 31000, 

42000, 51000 and 52000) 
o COD – Cash-on-delivery (value of shipment that should be charged to the recipient). 

 
After finishing the entry click OK for saving the shipment, that will be followed by the screen with 
the view of prepared stickers for shipment (Picture 27) Numbers shown in bold font are not printed 
yet.  
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Picture 27. 

Bold numbers sand for 
not printed stickers for 
that shipment.  
+ sign means that 
shimpment contains 
more packages (in this 
example 4) 
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Choosing Series of stickers option will print stickers for packages that you intend to send. Over-
Ship application will remind you to load stickers to your printer (Picture 28) and when you do, click 
OK and printer will print the stickers for packages. 
 

 
Picture 28 28. 

 
Example of stickers for shipment with 4 packages (Picture 29.): 
 

 
Picture 29. 

Services that you 
chose for the 
shipment:  
POŠ-Shipment (4 
parcels) 
GOT-recipient 
pays 
Delivery till 1030h 
SS – Saturday 
delivery 

First of four 
packages 

 

Reference 
number that 
you entered for 
shipment 
search 

Parcel number 

 

Bar-code of 
postal code of 
the recipient 
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Screen with the view of prepared shipments (Picture 30.) does not contain bold-printed numbers 
meaning that all the stickers have been printed.  
 
 

 
Picture 30. 

 
If you click End of the day (Završetak dana) there will be 2 Pick-up lists printed (Picture 31.) of 
which one should be given to the driver along with the shipments, a the other is kept by you as a 
confirmation of sending (it is possible to print the mini-report for you, if you have previously chosen 
Print mini report (Ispiši mini izvještaj)  in the screen Options- Printers). 

 

 
Picture 31. 

Numbers are not 
printed bold 
meaning that 
stickers for this 
shipment are 
printed. 
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3.3. Data export 
 
In the folder on your local drive that you dedicated for saving the files on sent shipments (Picture 
12. on page 8), a *.csv file will be created (Picture 32.) with the data on sent shipments.  
 
Program automatically marks the date and time of creation, so if you forgot to mark some 
shipments you can do it afterwards, but it is necessary to send as many files as number of End of 
the days you created to Overseas Trade 
 

 
Picture 32. 

 
Description of the file name: 

- first number 050506 is the date 2005-05-06 
- second number 102546 is the time 10 hours 25 minutes 46 seconds 
- third number 001235 is CargoID your number in Overseas Trade Co Ltd database that you 

will receive along with the registration of Over-Ship. 
 
Files should be sent by e-mail (or save on the floppy disk and send by the driver along with the 
shipments) to the e-mail address over-ship@overseas.hr.  
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3.4. Copy End of day 
 

 
Picture 33. 

 
In case that program does not print the pick-up list, you can repeat the printing by clicking Copy 
End of day (Picture34).  
 
Window will then open (Picture 35), into which you should put exact date when you created the 
shipment and click OK. Following that, a copy of pick-up list will be printed out for the chosen date. 

 
 

 
Picture 34. 
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3.5. Adding the new sender (consignor) 
 
If you want to add more than one sender (consignor) to the application, after the registration of the 
first sender you can choose icon sender form the Options, as in picture 36. 
 

 
Picture 35. 

 
After that a screen will show (Picture 37.), where you shold fill the data for new sender and click 
Activate to send a new request for the registration. 
 

 
Picture 36. 

This field should be left 
blank, for every new 
registration 
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After new registration choose Options in Over-Ship application. List of senders will expands for 
every new sender that you registered (Picture 38.). Choosing one of them, chosen one becomes 
active. 
 

 
Picture 37. 

 
Mentioned addition of new senders could be useful if your company has more than one 
organizational units that send shipments, and you want to monitor the expenditure of every sing 
unit. 

Chosen sender 
You can choose the 
sender for which you 
want to be active. 
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4. Advantages of Over-Ship 
 
Advantages for the partners: 

- no manual filling transport documents  
- partners can use own clients’ database  
- archive of all sent shipments 
- usage of own numbering system of shipments (in case of filling the reference number) 

 
Basic functions of OverShip: 

- easy to install 
- little hard disk usage  
- operation under the MS Windows system (Win 89SE, Win 2000, Win ME, Win XP) 
- prints stickers to any MS Windows printer 
- prints stickers to special sticker-printers 

 
Basic operational functions of OverShip: 

- uses number ranges from cargoNET 
- new number ranges assigned by e-email  
- import/export of partners’ data 
- detailed history of sent shipments and export to MS Excel 
- prevention of doubling used number ranges  
- sending the data to OT by e-mail 
- printing 2D-barcodes with all relevant data 

 
Prerequisites for usage of Over-Ship application by partner:  

- partner should know how many shipments is he sending, in the moment of printing sthe 
stickers, and how many packages there is in a shipment 

- files with the data should be delivered to Overseas before the weighing the first package.  
 
 


