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HOW TO MANIFEST 
 

All parcels need to be manifested in OmniParcel for the parcel data to be passed on to the final 
mile carrier, if this is not done then carriers will not receive the data and parcels are likely to be 
lost in their network, as they will not be able to update tracking events against that parcel. 

For US domestic parcels the manifest should be handed off to the final mile carrier with the 
freight. 

 
Process 

▪ The below link also gives a high-level overview of how to do this. 

https://helpdesk.omniparcel.com/knowledge-base/reprint-and-manifest/  

 

▪ You will need to ensure you are on the correct carrier site.  You can change this by clicking on the customer 

name in the top right-hand corner of the OmniParcel screen and selecting ‘Switch Site’ from the drop down 

menu.  You will be prompted to type in the customer name 

 

▪ Once you are in the correct customer site, you will want to click on ‘Reprint & Manifests’ along the top 

selection bar. 
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▪ You will then need to select the carrier you are reprinting for, typically you will have the following 

options based on the services that are set up (the number in the brackets next to the carrier setup is 

the number of non-manifested shipments): 

 

 ‘OMNI – Domestic Express’  

 ‘OMNI – Domestic Standard’ 

 ‘OMNI – eCommerce Standard Tracked’ 

 ‘OMNI – eCommerce Express Tracked’ 

 

 

▪ You then want to select all the parcels you want to manifest and click ‘Send Manifest’ – this ensures 

the parcel data is sent to the end mile carrier. 
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▪ To reprint historic manifests, along the right-hand side you will see previously manifested 

shipments.  Clicking on the manifest number will prompt your computer to download the file. 

 

 


