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Postage Statements 

Aim 

Reconcile the postage statements at the end of the month for costing purposes. 

 
Process 

• Logon to the e-LMS website Username: Healthy Living NT Password: 
Diabetes01 

• Click on the first red statement number for the month 

 

 

• Click ‘View Pricing Statement’ 

 

 

 

• ‘Print’ the pricing statement 

 

 
  



 

 

 

• Press back button to return to mailing statement and back again to return to the list of 
statements. 

        

 

• Repeat steps until all pricing statements are printed for the previous month just ended 

• The red postage folder (found in the white cupboard) has pricing statement stickers 

• Whilst going through the printed pricing statements, these stickers need to be placed on all 
DRW statements 

• To figure out which statements are DRW match the statement number in the outgoing mail 
register in the red postage folder 

• Divide pricing into the different categories  

NDSS P: Letters sent for NDSS purposes 

NDSS F: Parcels sent with NDSS product (does not include RAAHS orders) 

HLNT P: Letters sent for HLNT 

HLNT F: Parcels sent for HLNT 

 

 

 

 

 

 

 

 

 

 

• If the pricing statement is for Remote DRW, do not place a sticker on the statement, simply 
write RAAHS Order in a visable place 

• Using the outgoing mail register and the remote clinic distribution spreadsheet, the cost of 
the parcels needs to be entered 

 



 

 

 

 

• In the outgoing mail register, Congress clinic had 4x B61 = 4x $8.35 = $33.40 this amount goes 
against Congress clinic in the remote distribution spreadsheet (RDS) 

• Yarralin had 1x B61 = 1x $8.35 = $8.35 this amount goes against Yarralin clinic in the RDS 

• Pika Wiya had 2x B30 = 1x $15.35 + 1x $18.50 = $33.85 this amount goes against Pika Wiya in 
the RDS 

• Joyce Palmer had 2x B61 = 2x $8.35 = $16.70 this amount goes against Joyce Palmer in the RDS 

• The total of each parcel in the outgoing mailing statement should match the total on the 
pricing statement  $33.40 + $8.35 + $33.85 + $16.70 = $92.30 This total matches the total of 
the above pricing statement. 

• The ASP pricing statements need to be highlighted as per the location 

 

 

 

• Remove the mailing statement for the same month from the red postage folder 

• Bulldog clip the mailing statements together and do the same with the pricing statements 



 

 

• These are to be given to Finadmin (Jodie) 


