
How To…
Create a docket for unsorted mail

1. Login into the Customer Portal via gaia.whistl.co.uk.

3. Search for the Client ID you want to create a docket for, under the Client ID field and to create a 

docket, select Create. A box will appear, where you will need to select Create Edocket.

2. The portal will open on the Declarations home page screen. 

http://www.customerportal.whistl.co.uk/


4.  You will then need to complete the following fields:

5. The below example shows the docket for a customer sending 1000 PremierSort Flex letters in 5 trays, 

and 10 AllSort packets in 2 trays.

They would like the reference TEST & TEST 2 to appear on their invoice.

The return address is already pre-printed on their items, however they require Whistl to print the indicia.

6. You can choose to Save or Submit your docket – highlighted by the orange and green boxes to the 

right of the page.

7. If you would like to save a draft copy of your docket, in order to come back to it later to amend it or 

finalise the selections you have input, please click Save.

This docket has been saved as a draft.

8. If you are happy that the docket is correct, please click Submit.

Please note once a docket has been submitted you will be unable to amend or delete it.

9. Click Exit to return to your Docket home page.

Service PremierSort Flex or AllSort 

Format/

Destination

• PremierSort Flex – Letter or Large Letter 

• AllSort - Letter, Large Letter, Packet, Parcel, International Europe, or International 

ROW

Total Items Input the total number of items

Total 

Containers
Input the total number of trays or bags

Customer 

Reference 

Input a reference of the customer’s choosing. This will appear on the invoice, as well 

as being able to be used for reconciliation purposes when searching for a docket.

Indicia 
If the items are pre-printed with an indicia leave the toggle off. If you require Whistl to 

print the indicia switch the toggle on.

Return 

Address

If the items are pre-printed with a return address leave the toggle off. If you require 

Whistl to print the Return Address switch the toggle on.



10. The docket home page now lists any dockets that have been created. See example below.

12. There are Actions tabs at the end of each docket line. In order of reference:

• View/Edit – from here you can return to the docket creation page to view the docket, or to edit 

and submit a draft copy

• Preview Customer Sheet – this will show your tray card, and from here you can print it off

• Preview Docket Receipt – this will show your docket receipt. This can be signed by the 

customer and the driver upon collection.

• Delete – only available if the docket has been saved as a draft

11. The listed dockets show the following details;

• Date the docket was created

• The Declaration No, alternatively known as the E-docket number

• The Client ID the docket has been created against

• Customer Ref and Service – whilst this doesn’t show here, due to their being multiple 

references, they can be viewed once you go back into the docket detail

• Total items shows the total number of items that were listed against all lines on the docket

• Total containers shows the total number of containers that were listed against all lines on 

the docket

• Status of the docket – the first docket created was saved as a draft. The second 

docket has been submitted (and therefore cannot be amended or deleted).

13. After clicking Preview 

Customer Sheet, the below 

tray card preview appears. 

You can print from here.



14. After clicking Preview Docket Receipt, the below preview appears. You can print from here.
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