
ePosting sheet
Import XLS and XML file



▪ Using the ePH posting can bring you a discount 
from the postage price of domestic items: 
Parcels, Express items, Registered letters, 
Insured Letters, and Official Postal Items. 
Another discount goes with the COD service. 

▪ Saving your time you eliminate time consuming 
completing of paper documents.

▪ Saving the environment by using e-documents.

▪ Complex overview of your parcels and their 
statuses.

▪ Placing an order for our courier directly in the 
application.

▪ Data editing after its import into the 
application.

▪ Every addressee will be automatically saved 
into your contacts. No repeated typing once 
you have used the contact.

▪ Completing of the address data made easier. 
Typed street name comes with automatic city 
name and ZIP code completion.

▪ Confirmation of the posting in PDF available for 
download signed by e-signature.

▪ E-mail notification when there is end of the 
retention period for parcels approaching.

The benefits of the electronic posting



1 Finding the ePH application

Click on „ePodací hárok“ 
on www.posta.sk



2 Registration and login

New unregistered users:
You need to be registered if you 
want to use ePosting sheet. You 
can register with your e-mail. Just 
click on „Vytvoriť účet“.

Registered users:
Login data remain unchanged 
for the registered users. Click on 
„Prihlásiť“ button and then, 
continue from the point 5.



3 Registration

Registration process is very
simple.  Enter your email and 
login. You need to put the login 
one more time, in order to 

confirm it.

Once completed, hit the button 
„Registrovať“.



4 Confirmation of the registration

Once the registration is 
confirmed, click on 
„Prihlásenie“

Your email address is used to send 
you instruction on how to activate 
your account. Just click on the link 
in the email to confirm the 
registration.



5 Login

…then hit the button „Prihlásiť“.

Enter your e-mail that you used in 
registration and the password…

Note.: Always type your email address the same way you entered it in the registration. If you used capital 
letters in the e-mail, you need to type it that way, e.g.: John@mail.com

You can log in using your 
Facebook, or Google account 
as well



6 Creating a new posting sheet

New posting sheet by the data 
import is generated when you 
click on „Import hárku“.



7 Creating a new posting sheet

If you don’t have an XLS file 
ready for posting, just click on 
„Šablóny XLS pre podaj“ and 

save the ZIP file onto your PC. 
You will find all necessary form 
in the ZIP file.

Click on „Vybrať súbor“ and 
choose your XLS, or XML file for 
the import.

Complete the selected form 
with your data.



8
Creating a posting sheet with post office and 

BalíkoBOX delivery parcels (domestic transport )

Click on „Vybrať súbor“ and 
choose your XLS or XML file to 
import.

• To address parcels to post office and to BalíkoBOX, you need:
▪ Check Na poštu service in xls file for that parcel

▪ Put element <Sluzba> with the code PR into xml file for 
that parcel

▪ Enter recipient’s cell phone (for BalikoBOX mandatory) or 
e-mail

• Validation of the service availability is based on ZIP code. Only 
valid ZIP codes can be used for the type of delivery

• Up to date list of postal offices and BalíkoBOX can be 
downloaded from
http://www.posta.sk/public/forms/zoznam_post.xml

http://www.posta.sk/public/forms/zoznam_post.xml


9 Uploading the file

The file is being uploaded. The 
process can be canceled by 
clicking on X button. Once 
uploaded, the data processing 
starts automatically.

Note.: Graphical interpretation of the upload process can differ according to the type of the browser you 
are using.

The application will process your 
file and validate  data. All 
incorrect data will be 
highlighted.



10 Data editing

Note.: You can add even more parcels to the imported ones at this point, or additional services can be 
modified.

Please check parcels in 
yellow, as there might be 
some additional services 
removed during the 

upload due to incorrect 
services combination.

To edit or add new 
sender, click on 
„Odosielateľ “.

Parcels in red need to be 
revised. Click on the parcel 
and edit highlighted data.



11
Data about the addressee

(Customs declaration)

Click on „Hotovo“ if 
completed

Select the category of 
the item content.

Describe in details 
contents, quantity, 
weight and value.

Note.: All descriptions in the Customs declaration need to be written in English, French, or in the language of the country of 
destination. 

If intended for sale, the 
invoice number needs to 
be completed, and the 
invoice itself needs to be 
added to the item.
If a certificate, or a 
license is the content, 
please state its number.

Please complete in case of posting Parcel, EPG, or a letter with address abroad 
with goods intended for sale



12 Submitting the sheet

Click on „Odoslať„ to 
submit the XLS or XML 
file after the upload.



13 Confirming and processing of the submitted sheet

Click on Potvrdiť if you 
wish to submit the 
sheet.



14 The sheet is ready for posting at a post office

Click on „Hotovo“ to 
continue.

Once submitted, the 
information about the 
successful process is 
displayed.

Information is always sent 
to the sender’s email  as 
well.



15 Posting of items and label printing

Click on „Zoznam 
zásielok“
to view the list of all
submitted items.

Posting sheet has been processed and is ready for posting at any post office.
Please inform the staff about the sheet ID when posting.
Items need to be posted within 7 days from the date of submitting the sheet.

Printing and using of the 
address labels makes the 
posting easier and faster. Click 
on „Adresné štítky“ to print 
labels. Staff can identify your 
sheet by scanning the 
barcode on the label.



16 Address labels printing

Address can be printed right 
on the DL, C5 and C6 
envelopes.
For Registered and Official 
items, you can print on 
envelopes intended for  
Proof of delivery service.

Choose your address labels format.
When using an A4 size, you 
can select the position of the 
first label to be printed on the 
page.



16.1 Useful advice on address labels printing

Layout of address labels and accompanying documents in PDF is as following:

• Address label format A6 – needs to be printed on an adhesive paper.

• Accompanying documents – need to be printed on usual office paper. Number of copies can vary according 
to requirements of the country of destination (documents are numbered in left bottom corner with the number 
of total pieces of documents). It is mandatory for the customer to sign all customs documents.

• All documents are put into an adhesive see-through envelope C5 available at the post office free of charge.

Printing on envelopes for Proof of delivery service: 

• If you you wish to post Registered letters with Proof of delivery service, please select the type of envelope for 
„Doručenka C5“ and replace adhesive address labels with bianco envelopes for this type of letters made by 
Harmanec-Kuvert or KRPA.

• We would recommend you to place items with Proof of delivery service at the start or the end of the sheet. This 
way, you can better control the moment when you need to replace the labels with suitable type of envelopes.

Note.: Tracking number, as well as barcode, are always printed on envelopes with Proof of delivery service. 



16.2 Useful advice on address labels printing

Generated for Registered and Insured letters :

Customs documentation CN22 and CN23

CN22
Generated when one type of goods is the 
content and the value is less than 300 DTS / 
371,55€.

CN23
Generated when a variety of goods is the 
content, or the value is more than 300 DTS / 
371,55€.

Note: The customer/sender must sign the Customs documentation.



17 Placing an order for a courier

Complete the address, phone and date of posting.

Click on „Objednať kuriéra“ in order to place an order for a courier.
Note: An order for a courier can be placed only for Express parcels with selected 
type of posting „Podaj u kuriéra“ (posting via courier). This selection is made in the 
Sender area.



18 Confirmation of parcels acceptance at the post office

Click on „Potvrdenka“ to 
download the confirmation in 
PDF with e-signature.

As soon as parcels are processed at the post office, a confirmation email is 
generated and sent to your email address.



19 Track and Trace service for your parcels

For quick search of your 
parcels, type recipient’s name, 
company name, or tracking 
number into „Hľadať„ box.

You can filter and browse your 
sheets or parcels according to 
selected criteria, e.g., All, 
Posted, Not posted, Delivered, 
and many more, and all that 
within the selected date.



20
Track and Trace

Click on „Odoslané“ and pick you parcel to see 
Track & Trace data.



21 eComplaints

Click on „Problém so zásielkou“ and 
a form will open to place an 
eComplaint.

Note: Please state just one reason for placing a complaint.

Complete all the boxes with data 
and start eComplaint.

Additional documents can be 
attached.

Please contact our Customer Service in order to get help with your enquiry. Just 
call 0850 122 413. If they are unable to help you, make an eComplaint.



22 Guide and News area

News area keeps you informed about new 
functionalities that are about to be launched, or 
has been launched recently.

Guide and News are located in the upper right 
area.

If you choose to switch on the EPH Guide, you 
can have an easy manual on posting on hand. 
The Guide is interactive, meaning that you can 
see information just about the step you are 
taking at the moment.

Note: To cancel News and Guide section please click on X.



23 Slovenská pošta in your smartphone

Web page www.posta.sk has been optimised for mobile devices. 
You can use your smartphone to check on your parcels, look up the price, ZIP codes or nearest post office.



Everything we do is for you and your 

parcels


