
  

UNISA 

Australia Post 
StarTrack Courier 
Decipha 

Australia Post – Training contribution 

UniSA - July 2016 



Page 2 © 2012 Australia Post 

Welcome &  
Introduction 

UniSA - September 2015 



Page 3 © 2012 Australia Post 

 
Services Overview 

StarTrack Courier 
 

SERVICES 

• Standard  

• Express 

• Immediate Priority 

• Set Run for ingoing & 

outgoing mail collection 
 

 

Australia Post 
 

SERVICES 

• Non urgent parcels 

• Tracking 

• Packing guidelines 

• Mail related stationery 

orders 

• Sending Mail options (other 

than standard) 

• Dangerous goods 

enquiries 

• Any other queries 
  

 
 
 
 

Decipha 
 

SERVICES 

• Daily Mail processing 

• Ingoing 

• Outgoing 
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Australia Post  

Decipha 

Your Daily Mail 
 

1. Inbound 
 

• Inbound mail is received by Decipha for 

sorting and delivery 

• Mail delivery varies between campuses; 

please refer to FM Assist for specific delivery 

times 

• Mail is available for collection after allocated 

time at your designated collection point at 

each campus. Each department is 

responsible for collection and delivery to staff 

desks 

• Please advise sender to use Internal Post 

Code (IPC) when sending mail to any 

department of the University 

• Please check the mail room for any mail in 

the first instance before ringing FM Assist 

with enquiries for missing mail 

 

 
 
 

 
Understanding  
the basics of 
Daily Mail 
What services will Decipha 
be  
performing? 
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Australia Post  

Decipha 

Your Daily Mail 
 

 

2. Outbound - Internal 
 

When sending mail Internally to other 

campuses, you must ensure that;  

• You use the correct internal envelopes 

• Addressing of internal mail, should include 

Department, IPC & location 

• The mail must be ready and at allocated 

location by MAIL PICKUP TIME for your 

campus 

 
 

 
 

 
Understanding  
the basics of 
Daily Mail 
What services will 
Decipha be  
performing? 



Page 6 © Australia Post 

Australia Post  

Decipha 

Your Daily Mail 
 

 

3. Outbound - External 
 

• External mail must be sent via coloured mail 

bag provided.  Each bag will have the account 

details on the identifying label and the bag 

may be of different colour, to represent 

various departments 

• Please ensure Tags are correct – these reflect 

your Cost Centre Code (CCC) & IPC for 

accurate charge back 

• The mail must be ready and at allocated 

location by MAIL PICKUP TIME for your 

campus 

 

• If outgoing mail, internal or external, 

cannot be identified by CCC & Australia 

Post Sub Account number – all mail will be 

returned to sender, or sent to FM ASSIST 

for assistance in identifying sender. 
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Australia Post  

Decipha 

4. Bullk Mail Outs 
 

• Should the mail not fit in the bag, please 

bundle together and clearly  identify CCC & 

Australia Post Sub Account Number 

 

• Using a Mailing house 

• If a mailing house is lodging on your 

behalf, please ensure that they also 

supply correct labelling of mail with 

CCC and Australia Post Sub Account 

Number to avoid delays in mail being 

despatched 

• If lodging using Australia Posts 

Electronic Lodgement Mailing 

Statement (ELMS), Mailing House must 

correctly ref: IPC/CCC & Australia Post 

Sub Account No. 
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Australia Post  

Decipha 

5. International 

 
• Decipha can send your mail or parcel 

internationally 

• Please ensure these letters are clearly 

identifiable by the Decipha staff sorting the 

mail 

• Customs Declaration must be completed – 

these are available from Australia Post stores 

or when ordering stationery 

• Item must also state if any extra cover 

required on goods - If so advise of dollar 

value required 

• Item must be clearly marked with CCC & 

Australia Post Sub Account Number to allow 

for correct charge back. 
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the basics of 
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Australia Post  

Decipha 

6. International - urgent 
 

• For urgent Deliveries, Australia Post use 

various carriers to enable the quickest 

delivery for your product 

• Express Courier International – is 

the recommended service for most 

Urgent International Deliveries; this 

service includes Express Service, 

Tracking availability and Signature on 

Delivery 

• Alternatively, please contact Sales Operations 

via email on 

sasalesoperations@auspost.com.au to 

identify the most suitable path 

 

• Please note: in most cases, there is a 2pm 

cut off for lodging international mail 

 
Understanding  
the basics of 
Daily Mail 
What services will 
Decipha be  
performing? 
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Australia Post  

Decipha 

7. Express Mail 
 

• Any mail requiring next day delivery, must be 

via Australia Post Express Post Envelopes  

o available to order via 13 11 18 or 

email 

Postbusinessdirect@aupost.com.au  

 

 

8. Parcels 
 

• Parcels must be packaged correctly  

• Must clearly identify IPC, CCC &  Australia 

Post Sub Account No 

• Parcel is to be left for collection at mail 

collection point clearly marked for outgoing 

mail collection 

 
 

 
Understanding  
the basics of 
Daily Mail 
What services will 
Decipha be  
performing? 

mailto:Postbusinessdirect@aupost.com.au


Page 11 © Australia Post 

Australia Post  

Decipha 

9. Parcels - Urgent 
 

• Contact StarTrack Courier for Urgent Parcel 

deliveries 

• Use individual log on for creating pickup or 

call FM Assist for help 

• Parcel to be left from School office or 

reception for Courier Collection 

 

 

10. Large volumes/parcels (over 20kgs) 
 

• If larger than normal volumes of mail or 

parcels, please call or email StarTrack courier 

to ensure adequate transport collection is 

available 

 

• Greg Jarvis – Operations Manager 

• PH: 8154 2209 

• Greg.Jarvis@auspost.com.au  

 

 
Understanding  
the basics of 
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Delivery &  

Mail collection 

Schedule 

City West & City East Campus 
 

ARRIVAL AT: CITY WEST  1.00 pm 

Deliver Only: Mail Room – Hans Heyson Building 

  

ARRIVAL AT: CITY EAST  1.20 pm 

1st Deliver & Collection: Bonython Building 

2nd Deliver & Collection: Reid Building  

   

ARRIVAL AT: CCB    1.30 pm 

Deliver & Collection:Main Building  

       

ARRIVAL AT:  101 CURRIE ST  1.35 pm 

Deliver & Collection: Level 1 Front Office 

  

ARRIVAL AT: CITY WEST  1.45 pm 

Collection Only Mail Room - Hans Heyson Building 
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Delivery &  

Mail collection 

Schedule 

UniSA - September 2015 

Magill, Parafield &  

Mawson Lakes campus 
 

  

ARRIVAL AT: MAGILL   12.45 pm 

Delivery & Collection: Main Building 

        

ARRIVAL AT: PARAFIELD AIRPORT 1.15 pm 

Delivery & Collection  Main Building 

       

ARRIVAL AT: MAWSON LAKES  1.15 pm 

Delivery & Collection: Mail Room & IPC Delivery 
     
 
 



Page 14 © 2012 Australia Post 

 
StarTrack Courier 
Online User Guide 
 
UNISA 
 
Logon: UNISA 
Password: (CCC) 
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1. Login Screen 

2. Welcome Page 
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3. Book a Job 

4. Query a Job 
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5. Job Detail View 

6. Frequent Addresses 
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Key  
StarTrack 
Courier 
Contacts 

Courier Set 

Runs 
 

• Changes to run details  

 

• To request a new 

service, or changes 

to an existing 

service, please 

contact  

• FM Assist City East 

fmassist.cityeast@ 

unisa.edu.au 

• or Lee-Anne Johns 

lee-anne.johns 

@unisa .edu.au  

 
 

 

 

“Who should I call  

for help with … ”  

Adhoc Courier 
 

• Make a booking & Track your 

Delivery 

www.startrackcourier.com.au  

 

UNISA on Account:  

Logon: UNISA     

Password: (Cost Centre Code) 

 

• Enquires  

PH 13 13 20  

(quote above “Logon” or 

“Account” number) 

 

Any Phone bookings require 

your Australia Post Charge 

Account number 
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Questions? 
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GENERAL QUESTIONS 
 

• Where can if find this information? 

• Contact Guides will be available from FM Assist 

 

• Can I send Biological material or samples? 

• Links to the Dangerous goods guide is available 

on the Contract Guide on the Intranet site 

 

• Mail related stationary orders ** Note change of 

process 

• All orders are to be sent via email to 

postbusinessdirect@aupost.com.au  or via the 

National Contact Centre on 13 11 18 

mailto:PBD@aupost.com.au
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GENERAL QUESTIONS 
 

• How do I get an IPC or Australia Post Account 

Number? 

• All enquires must come via FM Assist –     Lee-

Anne Johns 

• I can’t find my mail/parcel? 

• Double check in the mail room in the first 

instance 

• Contact the National Contact Centre on 13 11 18 

(only if tracking available on item) 

 

• Please check online for up to date information 
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