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Getting Started
DAT-MAIL Program Setup

Program Setup for EII

DAT-MAIL Program Setups and Defaults

Program set ups are accessed from the "File" menu. A grouping of Setup Tabs will appear.
("Import Defaults" tab information can be found here)

Mailer Information Tab

| Container Tare Weights | ExportiArchive | Advanced Settings | Pallet Tracking/iteligent Mail | Maintenance |
import Defaults | Mailer Information |Planalyzer ][Postanne! | statement Generation “Start Up Options. |

Mailer Information

Mailer: Mailer Duns: §03945916
Address 1: 300 FRANKLIN MID: 000000000
Address 2: CRID:

City: CAMBRIDGE

State: K Zipcode: W

Phone: m IDEAlliance User License Code: WBI1

CSAID:

| CSACSV File Location |

Origin Post Office
Entry Zip Code: Locale Code: ZIP+4:
(5 digits) — (5 or 9 digits)
(") DMU Verified () BMEU Verified
DMU Verification
[7] Allow USPS access to maintenance functions
D Do not allow USPS to import mail.dat files
[ Display Mail Sortation Reports for USPS

o) [ )



Enter all of your pertinent Mailer information including name, address, IDEAlliance Provider Code
and DUNS here.

DMU Verification Allow USPS Access to Maintenace Functions - This option will allow the
USPS terminal to run Internet Updates and other program maintenance functions. This is only
recommended if they are using a standalone (local) copy of the DAT-MAIL program.

TP 1¢ they are connected to your live network program, leave this unchecked.

Do Not Allow USPS to Import Mail.dat Files - This option removes the import icon and File
Menu options when the program is in DMU Mode. Checkmark this option if your DMU clerk is
using files on your network.

Display Mail Sortation Reports for USPS - This option provides access to the sortation reports
from the "Reports" menu if the USPS is using DAT-MAIL to do verification and mail acceptance.



Planalyzer Tab

| Container Tare Weights ”ExponlArchive | Advanced settings “ Pallet Tracking/Intelligent Mail ”Maintenance
| Import Defauts ”Mailer Information ]Planatyzer [Postanne! HStatementGeneration Hstart Up Options |

Standard/Pkg Periodicals ‘
Minimums

Ent Pieces Pounds Containers Pallets

DDU‘ 0 12 ‘: 0 ii_l‘i

() SCF/NDC/Origin

SCF: ]

(_) DDU/SCF/NDC/Origin
() NDC Only

d] 0 (A
NDC: 7 0 &
ADC: | ' 0

[7] skip MxNDC pallets
(except courtesy pallets)

Protect Origin Pallets

TXH: |

[7] use Planalyzer

[7] Enter loose containers at Origin

[7] send Origin Containers Priority Mail Open & Distribute
Exclude PRAHVAK

Send non-qualifying Mxd trays/sacks Origin

Origin Entry Zip:

Planalyzer (or Quick Plan) - Use this tab to set up default parameters for running drop ship
optimization on your files immediately after import via the "run Freight Table after Import"
checkbox on the "General" tab. If you have our Toolbox registration, you can check the "Use
Planalyzer" box and choose a Freight Table to perform cost-based drop ship optimization.




PostalOne! Tab

|ContainerTare Weights ” Export/Archive '||'Advanced Settings H Pallet Tracking/Intelligent Mail ” Maintenance ‘
'Import Defaults ” Mailer Information H Planalyzer |P03t8|0"e4 lStatement Generation H Start Up Options |

“ Participate in PostalOne! | Generate Statements |  Only Create Release Files

Default PostalOne! Export

@ Prod | PostalOne! Release path |
CAT | PostalOne! Release path |

O TEM | PostalOne! Release path |

Populate ASN/EMD data in MAIL.DAT Mailing Facility:
[7] suppress Export of Original Release Mailing Facility Zip:
Mailer's E-mail Address:

D Non-Automated Release Creation
When PDR & IMR & PBC exist, Full Service requires only one to be exported.

@ Export PDR (©) Export PBC
Default values for export
Permit: @ Weight Source: A-Agent B
City: E] Postage Pay. Option: . C-CPP E]

State: Publication No.:

Zip+a: Machinable MailPiece: | v - Machinable, no surcharg E]

Tray Preparation Type: | P - Package E]

Tray based co-palletization default value for CSM Included In Other Documentation
(") Copalletization is done at the Originator's site (I) @ Copalletization is done at another site (0)

Login Info Permit Info

PostalOne! Web Services has not been activated - Press Login Info button to activate.

Default PostalOne! Release Path - Use this button to browse and select the path you want to
place the Mail.dat release files generated by DAT-MAIL for uploading to PostalOne!. Note: You

can Suppress the export of an Original Release file to the PostalOne! website Fill in your Mailing

information here for the PostalOne! release file.

Business Entity ID - When this six-character numerical field is populated, the information is
then embedded and displayed in the FAST Barcode on your printed Pallet Placards. The USPS
will tell you what your specific Business Entity ID is and any fields not used will be padded with
leading zeros.

Generate Statements or Only Create Release Files - choose one of these radio buttons. If
you do not plan on generating postage statements from your Mail.dat files and will only be
participating in PostalOne!, then you should uncheck Generate Statements. Login Info and Permit
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Info buttons give you a place to access, enter and edit the applicable information necessary for
participation in PostalOne! Web Services. These setup buttons are for a feature that allows you to
upload your Mail.dat qualification reports and postage statements to the USPS website for

verification.

TIPY Review our supplemental guide titled PostalOne!, FAST and Detached Mail Unit Verification
User's Guide for detailed information regarding the setup, activation and use of PostalOne!
through DAT-MAIL.



Startup Options Tab

| Container Tare Weights | ExportiArchive | Advanced Settings | Pallet Trackingfinteligent Mail | Maintenance |

| Import Defauls HMaﬂer Information ".Planaiyzer |] PostalOne! ”'Statement Generation |Star1 Up Options

Job Options Entry Point Display and Print Order

@ by ZIP Code
(") Last Job Viewed

P () by Production Seq.
(") Last Imported ) by Production Seq

Start Up View Options

HEOBNOHEHNEHEE NE

Default to last viewed ") Segment File View (@ Navigator View

Qualification View (") Mail Piece Unit View

Transportation View Mail Postage Account View

Entry View Component View

Mother Pallet View ) Container Summary File View
' Mail Schedule View Container Qty View

Change Wats &Ad Percents Package Qty View

Generate Statements ) Piece Detail View

Floating Batch Manifest ) Seed Name View
) Piece Barcode View

™ ™

E] Restrict Job Selection by Revision No.

Update Destination Data files manually

Job Options - The list of Jobs that are imported into the program can be sorted by one of these
selections.

Entry Point and Display Order - Choose either by ZIP code ro by Production Seq.

Start Up View Options - After a Mail.dat file is imported, you can choose a default View that the
program will display for you. The default is the "Navigator" view.

Restrict Job Selection by Revison No. - If you tend to import the same Job multiple times due
to changes in presort processing, you can choose to activate this option which will allow only the
latest file revision to be selected for editing.




Statement Generation Tab

S 2 2 2 - -

|ContainerTare Weights ” Export/Archive '||'Advanced Settings H Pallet Tracking/Intelligent Mail ” Maintenance ‘

| mport Defauts ” Mailer Information H Planalyzer | PostalOne! |Statement Generation  |Start Up Options

Client:  CLENT

Permit: 1 (..] Boston MA 02114

[] optional Procedure [] update Container Grouping ID to Zip-Ref
[7] Generate 8125/8017 [ | Generate Statements Automatically at Import
Drop Ship [ set Import Date and In-Home Delivery Date to 0
D Export PO! Update Release File Automaticalty
D Run POWS Qualification Report before Stmt Generate

I:] Print Statements Automatically Auto Print Settings

Generate Statements by:  Entry Zip Delivery Zip

Applied Method: | Neither El Balance Paid By: El

Applied Rate: 0.0000 Permit/Trust: E]
Carrier: [3

Automatic Client identification Automatic Job Identification

< Start Pos: Start Pos Length
@ Not Activated ;
o s i End Pos: Jab. 0 0
First Characters of File Name L SubJob:

) First Characters of Original Job ID
") Characters of Header User Option Info

0
Lot: 0

[7] Automatic Mailing Agent Identification

Client/Permit- Enter defaults for Automatic Statement Generation. The default Client will be
used during automatic statement generation in conjunction with our Daemon or single file import
process if the option to 'Generate Statements Automatically at Import' has been activated.

Optional Procedure - Check this checkbox if the bulk of your mailings are verified under an
Optional Procedure agreement. At the time your statements are to be generated, you can choose
to uncheck the Optional Procedure box if the mailing is not part of your OP agreement.

Generate 8125 - Recommended if you will be generating postage statements for destination
drop ship entry points. An 8125 will be created automatically from your statements.

Drop Ship - This controls whether or not a Consolidated statement will be generated for your
drop ship mailings. This setting can be overridden at the time of statement generation from a
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single file import or through automatic statement generation from a single file import. This
setting is ignored by our Daemon which uses a different technique to automatically detect drop
ship from non-drop ship files.

Update Container Grouping-ID to Zip Ref - The update Container Grouping-ID to Zip-Ref will
update your Group 1 Batch Code or Postalsoft Entry Point Number to the Zip Reference field of
the statement. When you print a 3602-RV, the Zip-Reference number can print in each statement
section.

Generate Statements Automatically on Import - This turns on the feature that allows you to
generate statements automatically after the Mail.dat import is complete. This feature can be used
when you do NOT need to make any changes to your Mail.dat file in relation to entry facility.

Set Import Date and In-Home Delivery Date to 0 - If you are generating your statements
automatically upon import and do not want them to have either mail dates or in-home dates,
enable this option. When statements are created, the rate table used will be based on your
computer's system date. When the mailing actually takes place you can change the postage
statement's date. This way it is easy to tell the difference between statements for mailings still in
production vs. statements that have actually mailed. If you are registered for DAT-MAIL
PostalOne! Web Services, you will also see a checkbox.

Run POWS Qualification Report before Statement Generate - Note: This is an obsolete
setting and will be removed from future versions of the program.

Applied Postage Information - These defaults will be used if you are creating a statement with
affixed postage but they can be changed if you are not using the Automatic Statement Generation
feature.

Applied Method: If you select Neither, you can enter the applied rate. This rate should be equal
or lower than the lowest postage rate being mailed. Lowest - This automatically applies the
postage for each entry point at the lowest postage rate used by each entry point. If not all entry
points are being mailed at the same rates and you are applying the postage at the same rate for
all entry points, it is best to select Neither and enter that rate. Correct automatically applies the
correct postage.

Balance Paid By: If you have applied the postage at a "Neither" or "Lowest" Rate, there will be
postage due for the mailing. You must select a payment method for this balance. If you select
"Permit" or "Trust", you must also select the permit/trust account that is being used.

Permit: If the balance is paid by permit, select this option and select a permit. According to DMM
regulations you must also create a 3600-R, 3602-R or 3602-N for this (Jadditional postage. If you
do not do this and are using the Postage Accounting program, this postage usage will not be
allocated to the job. If you do not create these extra statements, then you are really using your
permit as a trust account and should choose "Trust" instead.

Trust: Selecting "Trust" still requires you to select a permit but you do NOT have to create an
additional postage statement for the balance due.

Meter: If you are applying a meter strip on the postage statement to pay for the balance due,
select "Meter".

Stamps: If you are applying stamps on the postage statement to pay for the balance due, select
"Stamps".
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Check: If you have an arrangement where you are directly paying the balance due by check,
select this option. If you are expecting a value added refund however, this will be the selection to
make since the overpayment is not applied to a permit or trust account.

Automatic Client Job and Mailing Agent Identification Options
When activated these options are used with automatic statement generation during the Mail.dat
file import (using the Import Daemon or during a single file import).

Automatic Client Identification Atomatic Job Identification
Start Pos  Lencth

(& Mot Activated Jok: o [ o
" First Characters of File Mame Subdak: l_':' I—D

" First Characters of Original Job 1D

; Lat: 0 0
(" Characters of Header User Option Info
[ Automatic Mailing Agent Identification

Automatic Client Identification Radio Button Choices:

"Not Activated" (Default) turns the option off. When any of the other three radio button options
are selected the feature is considered ON and parses the Client code from the three possible
sources (File Name, original job id, or hdr:UserOption).

"First Characters of File Name" (must enter end position) - this is the name of the Mail.dat file set
itself (i.e. datjob.hdr)

"First Characters of Original Job ID" (Job Number) (must enter end position) - can be used in
conjunction with Job Parsing "Characters of Header User Option Info" (must enter Start and End
Pos.) - most presort programs will allow information to be entered into the header for use with
this option.

Automatic Mailing Agent Information - When ON, during Mail.dat file import the company will
be derived from the Verification Facilty Zip found in the first Segment record. This zip is compared
against all zips in your Mailing Agent file and if a match is found then that company is the one
used during statement generation.

Automatic Job Identification - DAT-MAIL has statement generation options which can create
separate statements for each Job, Version (lot) and payment type (Permit, Meter and Stamps)
and tie them to a single consolidated statement for each payment type that can serve as a
commingled statement.

To setup the parsing, you must define how the MPU Description is parsed under Automatic Job
Identification. Enter the info on the Job and the Lot (usually referred to by mailers as package,
copy or version). If the mailer is not adding a SubJob to the Job, this can be left empty. When
we import this information, the Sublob is added to the end of the Job number and the two are
separated with a dash. For instance: Job 1234 / Sublob 001 / Version 001 will be represented as
Job 1234-001-001.

The parsing information to enter looks like this:

Job: Start 1, Length 4
11



SublJob: Start 5, Length 3
Version: Start 9, Length 3

Container Tare Weights Tab

— p 22

|mport Defautts | Maier Information | Planalyzer | PostalOne! | Statement Generation | Start Up Options |
Container Tare Weights |ExporuArchive | Advanced settings HPalIetTrack'nglhtelﬁgent Mail “Maintenanoe |

Gross Wt Calculation
Sacks 1: 0.1130 Large Container: 0.0000
(0 Manual Sacks 2; 0.1130 Pallet Box: 24.0000
Sacks3:  0.1130 Pallet 1:  19.0000
From Scale 1" Tray: 1.1000 : Pallet 2: 0.0000
2 Tray: 1.7000 Pallet 3: 0.0000
Emm Tray: 2.1000 Other: 0.0000

Fit Tray: 3.0000

Container Tare Weights - Most all of our reports include the Gross Weight of your containers.
We have provied some default values which you may override here.
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Advanced Settings Tab

'Import Defaults ” Mailer Information H Planalyzer ” PostalOne! jStatement Generation H Start Up Options ‘
!ContainerTare Weights ” Export/Archive ]Advanced Settings ‘PalletTrackingllntelIigent Mail H Maintenance !

[j i@_uitd Floating Batch Manifest View: [:’ Print Delivery Point Barcodes instead of Piece ID's
Sort Manifest by Segment

["] change Single Piece Rate For First Class non-Presort
Send Non-Qualifying Containers to Verification Facility (Standard Mail only)

[ Defautt Transp. Update Dir ]

Job Parsing ‘Auto Generate Sibling |

[7] Activate Job ID Parsing

Build Floating Batch Manifest View - If you are a manifest mailer, check this option to build
the floating batch manifest during your file import. The "PDR" file must be populated with piece
ids by your presort program. You also have an option to sort this information ‘by Segment’.

Print Delivery Point Barcodes instead of Piece IDs - (This feature is no longer used and will
be removed).

Change Single Piece Rate for First Class non-Presort — When activated, the program
interrogates the Mail.dat file that is being imported and if it finds that all of the mail is Single
Piece rate, it updates the related MPU and sets the Rate Schedule Type value to "Retail".

Send Non-Qualifying Containers to Verification Facility (Standard Mail only) - During
import, when active, this option will detect 'S’ rate categories in STD Mail files and change their
entry point(s) to that of the related segment record’s verification facility zip.

FULL JOB PARSING SUPPORT!

Here is what you will have access to:

Job Parsing allows mailers to use a convention of combining Job # and Lot/String/panel into a Job
ID. DAT-MAIL will then parse this information when we generate statements so that the job
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number and lot get populated correctly and automatically. For example, you may have 5 Mail.dat
files for the same job, one for each "lot" in the job. If the Job no. was 5 characters and the lot
was 3, you would set the parsing so that the first 5 characters of the Job ID read Job and the next
3 read Lot.

Populate blank container grouping from Segment Description - In conjunction with Job
Parsing, if your presort program does not populate the Container Group ID field in your container
file, you can enable us to do it using a specified start/end position from your Segment Description
information. The maximum character length of the Container Group ID is nine.

Auto Generate Sibling - In conjunction with the setup option box on the Import Defaults tab to
'Create Sibling Records on Import’, you can specify additional default options. Select a default
container type for your trays/pallets. Choose which type of import (manual or daemon or both)
should create sibling records. Also, choose whether or not these sibling records should be deleted
when the file is exported and specify which type of export.

14



Export / Archive Tab

CETES - .

|Impon Defaults ”vMailer Information ” Planalyzer H PostalOne! “.Statement Generation ” Start Up Options |
lContainerTare Weights |Export/Archive |Advanced Settings ” Pallet Tracking/Intelligent Mail ” Maintenance ‘
‘ Drop Export Settings
Export Path Name
Export Format
Drop StartD: 0 @ CSV, tab delimited
@ XML
) Pro-Mail 4

[] Activate Open & Distribute Exports

PIMOD Export Path

Mail.dat Export Settings

[ Default Export Directory ]

[7] Export physical zips as Locale Codes [ | Export mail.dat to compressed file

[7] Auto-calculate CSM gross weight Export to version: | 13-1 (current) | » |
[7] Export using Historical JobD [ create oCI o
D Update Sibling Container Mailing Field (SEG-1117) on Export
[¥] Do Not Export UPA [ use Alpha/Numeric File Naming Convention
Spoilage P1! Export Default: | x _ wasted piece, DM will adjust [~
Archive Settings
[ Default Archive Directory ] C:\WB\mail dat\archive
Archive files older than 45 days.

[7] uspPs Approval Reguired to Archive

o ) [omen |

Drop Export Settings:

If you plan to generate files describing each 'drop' being made in a job, you can enter the starting
drop number here. In the Mail Schedul View you can now identify which dates each entry point or
entry point/segment combination will be mailed. An export button will create CSV tab-delimited
or an XML file which will include all information needed by a work ticket and setup a 'drop' for
each entry point for each mailing date.

Use the "Export DSV" to export a tab-delimited file with columns for:

Job Number, Package, Drop ID, Mail Date, First in Home Date, Last In Home Date, Piece Weight,
Mail Class, Processing Category, Non-Standard Flat, Non-Profit Flg, Permit Number, Container
Type, Payment Method, Facility Type, Entry Point, Facility Name, Rate Code, Rate Description,
Postage Rate, Postage Amount, Pieces, Container Group ID, Destination Entry, and Zone as
applicable

Activate Open and Distribute Exports - This feature is used in conjunction with Window Book's
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Postal Package Partner (PPP) program. Dat-MAIL subscribers can open their Mail.dat files, go to
the Mial Scheudle View, tag the entry facitilies for which they wish to create Priority drop ship
labels and export program can then import the Priority Mail drop ship data in a few mouse clicks,
allowing users to get these records and print their labels in batch mode. This PPP feature enables
the industry-leading postal maling and shipping software systems to work together, creating a
more streamlined overall system for mailers and shippers who are eager to process Priority Mail
drop shipments more quickly and efficiently.

Mail.dat Export Settings:

Export physical zips as Locale Codes - This feature will populate the physical zip fields in the
.CSM file with locale codes upon export for non-PostalOne! exports. PostalOne! exports are now
required (as of 8/14/2006) to export locale code and the export process will do so regardless of
this new option. The locale code is the facility site code of the destination minus the first digit.
For example, the facility site code for SCF HARTFORD CT 060 is EV20284 and the locale code is
V20284.

Auto-calculate CSM gross weight - This option will automatically recalculate the gross weights
in your files upon import using the container tare weights you have defined.

Export using Historical JobID - You can choose to keep your originally supplied Job ID in your
Mail.dat file when they are exported instead of using DAT-MAIL's Job ID that is uniquely assigned
each time a file is imported.

Update Sibling Container Mailing Field (SEG-1117) on Export - This setting should be used
if you encounter PostalOne! validation errors where the Sibling fields are expected to be
populated.

Do Not Export UPA - This option will suppress your UPA file (if supplied) from being exported
when you perform a Regular or PostalOne! file export.

Export mail.dat to compressed file - This option will zip your Mail.dat file when you perform a
Regular or PostalOne! file export.

Export to version - There are times when a Mail.dat specification is in transition and you may
prefer to keep exporting the prior version rather than using the newest supported version.

Create OCI - You can choose to have the optional OCI file created and included in your Regular
or PostalOne! file exports.

Use Alpha/Numeric File Naming Convention - This option will ensure that your PostalOne!
file names are unique for a much longer period of time. This is often used by mailers who submit
thousands of files to PostalOne! in a given year.

Spoilage P1! Export Default - The recommended settings for PostalOne! would be to choose
either W or S.

Archive Settings:

Allows you to select and set an Archive Default Directory as well as the parameters for archiving
by date. A checkbox allows you to force USPS approval before Archiving

any Mail.dat files.

Archiving is essential for two reasons...
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1. It keeps your Job List from being overpopulated with mailings that are completed.
2. If you are mailing under an Optional Procedure agreement, you are required to retain your job
information for at least a period of one year.

When you choose to archive, DAT-MAIL automatically puts your file into a zipped format to reduce
the space requirement.

Using a a Command Line to Semi-Automate:

The Mail.dat archiving utility can be run from a command line. MDARC.EXE can be followed by
/A=<No. of days> and /D=<folder to put the archive files>. When it is launched with these
command lines, there the screen displays an archive time. You set it to a specific time (ie. 2:00
am) then start the archive, then minimize. Every day at the allotted time it will archive all
Mail.dat files over the number of days specified with /A= and place the archive files in the folder
specified by /D=.

17



Pallet Tracking / Intelligent Mail Tab

LR )

’ImportDefauns ” Mailer Information H Planalyzer H PostalOne! H Statement Generation H Start Up Options *‘

’ContainerTare Weights H Export/Archive FHAdvanoed Settings JPalletTrackingllntelligent Mail | Maintenance

Generate Unique ID's for Pallets
i Enable Pallet Tracking

Participate in Intelligent Mail Barcodes
[] Overwrite Pallet Label 24 Char barcodes
[7] overwrite Tray/Sack Label 24 Char barcodes

IMB Numbering
@ Assign or Log at Import

(") Assign or Log at Tag Printing

[7] Register M Piece barcodes

o ) swen ]

Enable Pallet Tracking - This feature automatically activates "Generate Unique ID's for Pallets
when selected. All uniquely numbered Pallets will be added to our pallet tracking database.
Note: this is a critical setting if you are using the D.I.M.E. interface for RR Donnelley.

For Mailers participating in Intelligent Mial Container Labeling:

Participate in Intelligent Mail Barcodes - by activating this setting, our program wil either
assign unique IM Codes or log your unique IM codes.

Overwrite Pallet Label 24 char barcodes - choose this option if you would like the program to
generate your unique IMCL codes.

Overwrite Tray/Sack Label 24 char barcodes - Choose this option if you would like the
pogram to generate your unique IMTL codes.

IMB Numbering:

Assign or Log at Import - Choose this option if you would like the program to create or log

18



your unique IMTL/IMCL codes when your files are imported.

Assing or Log at Tag Printing - Choose this option if you would like the program to create or
log your unique IMTL/IMCL codes when you are printing Tags/Pallet Placards.

TP ! IMTL/IMCL codes will only be created if you have the "overwrite' otpions selected.

Register IM Piece Barcodes - Activate this option if you would like the program to write your
unique IM Piece barcode to our MS SQL Database. when the IM Piece barcodes are in the MS SQL
database, we can query that table when you want to apply spoils/shorts.

Maintenance Tab

i
! llmportDefaults “ Mailer Information “.Planalyzer “ PostalOne! "StatementGeneraﬁon "Start Up Options | ‘
| | container Tare weights 'H'ExporuArchive "Advanoed Settings | Pallet Tracking/nteligent Mail ‘Maintenance

IPS options !

[V]: write IPS temp files to disk Auto-delete IPS Temp files older than X0OCK days: '730 1a]

[ L4

Delete older IPS temp files

The settings shown here are helpful to Window Book's Support Technicians and should not be changed.
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Statement Setup for EII

Statement Setups

DAT-MAIL Statements can be generated in two ways:

1. Statements can be generated from a Mail.dat file.
2. Statements can be generated via data entry, without the need for a Mail.dat file.

Access Statements via the 3602 Icon - on the toolbar or via the Utilities => Print Statements
menu. To access your DAT-MAIL Statements Set Up Tabs, open the DAT-MAIL Statements section
of the program by clicking on the 3602 icon or via the Utilities Menu as described above. Click on

File=> Program Set Up.

Ge

e

neral Info

System Setup

enerd

— Statement Defaults
L~ Printing
— Periodicals
— Drop Ship
— 8125
L Printing
— 8017
— Bill of Lading
— User Defaults
— User Prompts
— Export
— Accounting
— FAST

— PostalOne!

["] use Quick Date Entry
[ Auto Number Client Records
[¥] Show main window wallpaper

[] Lookup Clients by Client Code
[] Limit Piece Counts to Master Statement Quantities
[¥] create Postage for 3606 Receipt

D Clear Check Request after Report

|| Do Not Verify User 1
[] Protect Job And Client File
:J Enable Non-ldentical Mailing Verification

[ Do Not Preview Any Reports
Local Destination Data J

External Data:| None El Settings

OK

|[ cancet |[ hew |

If you do not see the OK, Cancel, and Help buttons, try positioning the box as far into the upper
left hand corner of the program window as possible. (You can click on the Window=>Tile
menu to accomplish this). If you still cannot see these buttons, check your screen resolution

which must be at least 800 x 600.

Use Quick Date Entry - when this is checked you can type in an abbreviated date - mmddyy
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would bring in current month/day/year - 051213 would display as May 12, 2013.

Auto Number Client Records - when this is checked, the unique client codes will be assigned
automatically. If not, the user must assign a unique client code for each client entered.

Lookup Clients by Code - normally DAT-MAIL will allow client look-up by the first few letters of
the client's name when creating Statements. If you prefer to use the client code instead, check
this box.

Limit Piece Counts to Master Statement Quantities - if the user is working from a Master
Statement, he/she will be prevented from entering a mailing quantity for any rate greater than
the balance in the Master Statement. If this option is not checked the user will be warned but will
be able to over-mail the rate.

Create Postage for 3606 Receipt - if this box is checked the default setting for the "Create
Postage Entry" checkbox in the 3606 program will be checked. This includes the 3606 postage in
all reports in addition to the service charges.

Clear Check Request After Report - After running your Check Request report, the statements
that have already been included will be dismissed from the next Check Report that you run -
helpful if you need to run the report more than once a day.

Do Not Verify User 1 - When DAT-MAIL creates statements, it updates the last client, permit,
job description back to the job file, the permit gets updated as the default permit to the client file.
This is a great feature for mail owners who don't want their master files altered by creating
statements.

Protect Job and Client File - by checking this option in program setup, the program will not
update your Job File with the client and permit information in your "new postage statement".

Example: If you create a postage statement for Job ABC and select Client 123 with Permit 456 we
are not going to "hard code" this into your Job File for Job ABC - so Job ABC will not be associated
with one particular client and permit number. Also client 123 will NOT be associated with only
Permit 456.

Entry or editing of this data:

Enable Non-identical Mailing Verification - Our program has two weight verification systems.
One (the default) requires identical piece weight and the other works with Non-Identical
weights. With the non-identical option turned on, the program adjusts pound postage on pound
rate mailings based on actual mail weights. You enter the weight of each pallet in the mailing,
then our system subtracts the tares and compares the mail weight for the physical pallets with
the weight in the statement. If it is different, the pound postage is adjusted in the STD mailing.

Do Not Preview Any Reports - if this is checked, all reports print directly to the printer. If it is

not checked, the user is prompted to preview the report first, after which the report can be sent
to the printer.
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Statement Defaults

System Setup
| General - \
Rates Lookup Statement Date: = Default Statement Form
— Printing - . - :
| periodicals Default Mailing Agent: ¥ @ None ) 3600-FCM ) 3602-R () 3602-N
— Drop Ship Default Statement Listing Order
—8125 g - -
L Printing |" | Mail Under Optional Procedure @ ControlNo () ClientNo () Receipt No
8017 " Include Meter and Stamps In OP Report ") PermtNe () Job No
— Bill of Lading L__| Lot Required Default 1st Class Weight Type
— User Defaults || Add Segquence Number To CAPS ID @ Pounds ) Ounces
— User Prompts = ) . z
L Export || Do Not Populate Default Mailer and Permit Defautt Std(A) Weight Type
— Accounting - @ Pounds ) Ounces
— FAST || Do Not Include Piece Weight on Package Lookup ey S
— PostalOne! ("] Allow entry of Meter Date ? BN HER0 15 00 SCabmen A"f’
Default Move/Update Method (! Normal © Expand All () ContractAll
("] Ancillary Service Endorsement [ | ACS Seguence Auto Numbering
FASTforward [T] Att. Method N 8 Gt SN
= : e _ None ) ControlNo () Job No
IETNCOA LI £1 OneCode ") Permit No
|""| n/a Atternative Address Format || Multiple

S Receipt Auto Numbering
|| Limit Piece Counts to Job File

e SEREA . ~) None (") Control No (7) Year/Month
|| Do not auto-populate Form Type on Misc. { =
Statements Q@ Permit No ") Job No
l OK ] l Cancel ] l Help ]

Rates Lookup Statement Date - if the mailing date is left blank, this date is used to pick the
correct rate table. It should be changed whenever a new rate table takes effect.

Default Mailing Agent - enter the mailer code that will be the default applied on your
statements.

Mail Under Optional Procedure - If your company participates in the USPS Optional Procedure
Program, check this checkbox. You will be able to indicate whether each Statement is mailed
under Optional Procedure and all "OP" Statements will appear on the OPTIONAL PROCEDURE
REPORTS available in the Daily Reports menu. Currently, this is an ALL or NOTHING setting box.

If you have certain statements that you do NOT want mailed under Optional Procedure you will
have the option at the time you create your statements to uncheck' the box.

TIPY \Wwhen 'Mail Under Optional Procedure' is activated, the program automatically sets the
Sequencing Auto Numbering scheme to Permit No. and Receipt Auto-Numbering to Control No.

Include Meter and Stamps in the Op Report - If you would like your Meter and Stamp mailing
statements to also be included in the Optional Procedure reporting, check this box.

Lot Required - If you want to force the Lot to be added when statements are entered.

Add Sequence Number to CAPS ID - Will help aid in tracking CAPS accounts.
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Do Not Populate Default Mailer and Permit - Allowing for blank, last minute hand entry.

Default Move Update Method - Choose from available options. This value will be used if there
is not a Default Move Update Method identified in the Client record being used for the postage
statement.

Limit Piece Counts to Job File - If you enter a number of pieces in a Job record that should be
mailed and you check this box, you will not be able to create a statement for over that amount.

Do not auto-populate Form Type on Misc. Statements - By checking this box, you will
prevent the system from assigning the Form Type value from an existing Job record into a
Miscellaneous Statement.

Default Statement Form - This default allows you to select the statement that you use most
often as a default.

Default Statement Listing Order - This default lets you choose the default sequence in which
you will see your Statements. Press the radio button for the desired choice: Control Number,
Permit Number, Client, Job or Receipt.

Default First Class Weight Type (Pounds or Ounces) - default unit of measure of piece
weight when creating First Class Statements

Default Std(A) Weight Type (Pounds or Ounces) - default unit of measure of piece weight
when creating Standard (A) Statements

Default Rate Tree on Statement Add (Normal, Expand All, Contract All)

Normal - shows all available parts and entry discounts with no rates. You would expand only the
tree sections that contain the rates at which you are mailing. This way all the rates you are
mailing may be visible on the screen without any scrolling.

Expand All - Shows all parts, entry discounts and rates. You would scroll down to each rate you
are mailing and enter your piece counts. For Standard mail, you would most likely have to scroll
down the screen to get to all of your rates.

Contract All - Shows only the available parts for each Statement. You would expand both the
parts and the entry discounts to get to the rates. This will display the smallest amount of
information needed to enter the piece counts.

Sequence Auto-Numbering - Choose the method you wish to use to automatically assign the
Mailing Sequence Number of each Statement. You may elect not to auto-number your Mailing
Sequence number but DAT-MAIL Statements can auto-number this number three different ways.

1. It can assign the Mailing Statement's Control Number
2. It can use the "Permit Control" number

or

3. It can use the job number.

Each time a mailing is made with a permit, the permit control number is incremented. For
example, if you are doing three Mailing Statements on permit number 100, the permit sequence
numbers could be 100-341, 100-342 and 100-343. If you are Mailing under Optional Procedure,
two separate Permit Sequence numbers are supported, one for mailings made under Optional
Procedure and one for mailings not done under Optional Procedure.
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This is why the Permit Control number is the preferred Sequence Numbering method if the mailer
is mailing under Optional Procedure. The Job Control number takes up to eight characters of the
job number and adds a dash followed by a number. If you do five Statements for job 1542, the
Job Control numbers will be 1542-1, 1542-2, 1543-3, 1542-4 and 1542-5.

Receipt Auto-Numbering - You can assign no humber the Receipt Number field or assign the
control number, permit sequence number or a Year/Week code. The Year/Week code prints the
year followed by your fiscal week number based on the fiscal year begin date that you can enter if
this numbering method is used. The Job Control number can also be used as described above.

TPY we highly recommend that either the Receipt Number or Mailing Sequence
Number be assigned to the Control Number! This makes it easier to locate your Mailing
Statements in the program.
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Print Settings
m System Setup ‘

General
— Statement Defaults Default Statement Copies: | 3 =

v

|| Print Employee Name

— Periodicals =
- Drop Ship \J Print Employee Initials
— 8125 || #Print Client Code on Statement
= Printing || Suppress Spoilage Detail on Statements
L A || Print Nonldentical Details in First Class Statements
— Bill of Lading

(] Suppress Misc. Postage Detail
Enhanced Statement Printing 'PDF Printing
|| Create PDF version of Statement when printing

— User Defaults
— User Prompts

— Export 3541
B 3600-FCM PDF File Defaults
— FAST =
— PostalOne! {_| 3600-PM
(7] 3602-R/N
(] 3605-R [] create XML of Statement Data
(7] 3606
(7] 8017
] 8125

Miscellaneous

o ) [owen J[50

Default Statement Copies - The number of Statement Copies you normally print

Print Employee Name - If an employee code is entered, the employee's name is printed in the
Statement in the signature block.

Print Employee Initials - If checked, the employee initials print on the bottom of the
Statement.

Print Client Code On Statement - If checked, the code used for each Client will print on the
statement. The printed code will appear in the Client Information box at the upper right-hand
corner of the statement in a small font.

Printing Adjustments - Use these settings to customize your printing of statements as needed.

Enhanced Statement Printing - We are transitioning our printed statements to use a .NET
technology for enhanced printing methods. Soon, these boxes will be removed and will become
the default.

Create PDF version of Statement when Printing - During statement printing, a copy of the
statement will be printed to a .PDF and stored in user-defined directories.
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8125 Settings

— User Defaults
— User Prompts

Appointment Number:
Default values used when not defined in Mailing Agent record

— Export USPS Employee:
— Accounting

— FAST USPS Phone:

— PostalOne! USPS Employee 2:

m System Setup
General 20
_ Statement Defaults ] Aways Create 8125 Default Format Default Origin
L printi — p
P f':jn"ltmg ] Eill In 8125 Section 2 @ 1-8125 @ Mailing Plant
B D:;'O Slﬁ? [~] Contains Mailing Pieces for Outside Delivery Area ' 2-8125-C Post Office
-] D Always Create Bill of Lading
Printing
— 8017 Mailing Agent Code: &
— Bill of Lading

Default Comments

USPS Phone 2:

Mailer Contact:
Mailer Contact Phone:

["] use Employee from Statement *disabled from 8125 printing options

Default Carrier: E]

| carrier Makes Drop Ship Appointments

[ oK J[ Cancel H Help ]

Always Create 8125 - Toggle checkmark on and off as desired. This controls whether or not you
want our system to automatically create a corresponding 8125 when you have manually entered
a drop ship postage statement.

Fill in 8125 Section 2 - Section 2 is supposed to be filled in by the USPS but many Bulk Mail
Acceptance personnel prefer the mailer to fill in this section. Check this box if you want the
statement information pulled into this section.

Contains Mailing Pieces for Outside Delivery Area - Checks the appropriate box in Box 14,
"Mailer Information".

Default Format - DAT-MAIL supports two different 8125 formats - (1) Regular 8125's and (2)
consolidated 8125's. Consolidated 8125's prints out all the mailings in a list format.

Default Origin - Indicate what the usual origin of your mail is - Mailing Plant or Post Office.

Mailing Agent Code - Enter the default Mailer ID that you want to print on your 8125's. This
value will be used unless the statement has a different Mailing Agent assigned to it

Appointment Number - Leave this blank unless you have a standing appointment number with
your Detached Mail Unit or Post Office.

Default values used when not defined in Mailing Agent Record USPS Employee
Information - To print as a default in Origin Post Office Section 2 PRINTS BOX 26a (Std A)

USPS Phone - PRINTS BOX 26b (Std A)
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Mailer Contact Information - PRINTS IN BOX 5 and 6 (Std A)

Use Employee from Statement - When this box is checked, the default Mailer
Contact information will not be used. We will use the Employee value that is entered on the
postage statement.

Default Carrier Information - PRINTS IN BOX 16a and 16b (Std A) if Carrier Makes Drop Ship
Appointments box is checked.

Default Comments - PRINTS in Comments Section of 8125 - if you cannot access default
comments here, go to the 8125 Printing set up and select Pint 8125 Comments as entered.

8125 Print Settings

P System Setup B
General S
— Statement Defaults ["] Do Not Print 8125 Ship Add e e
= Printing [~] Do Not Print Gross Weight [¥] word Wrap Job and Product Name columns
JEcan -] Do Not Print Container Count
— Drop Ship = e R g . Detail Font Size (points): | 8 |7
8125 Merge 8125 PDFs when Printing PV
Print 8125 Comments
— 8017 "1 As Entered
— Bill of Lading Add Jobs

— User Defaults

@ Statement Comments
— User Prompts

— Export () List Pallets
— Accounting () Pallet Barcode Numbers
— FAST

3

Copies:
" PostalOne! 8125 Printer | Coflate: Mo
Resolution:

[] Disable Printing of Tray/Sack Counts

Print USPS Postage Statement ID

l OK H Cancel H Help ]

Do Not Print 8125 Ship Add - Check this box if you do not want the address of the
BMC/SCF/DDU facility to print on the 8125.

Do Not Print Gross Weight - Check this off if you do NOT want DAT-MAIL to print a gross
weight figure on the 8125 form.

Do Not Print Container Count - Check this off it you do NOT want DAT-MAIL to print container
counts on the 8125.

Print 8125 Comments - The 8125 contains several comment lines which can be automatically
filled out. The way this is done is controlled by your selection.

As Entered - All comment information must be added by editing the 8125. If you want a

constant comment to print on every 8125 that you generate, you can select this option and then
enter the Default Comments on the right side of this screen.
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Add Jobs - When this option is checked, the Job numbers from the statements that are
associated with your 8125 will be listed in the comments section.

Statement Comments - we will use the comments you entered from the Statement that
generated the 8125.

List Pallet Numbers - This option will print individual or a range of pallet numbers pulled from
the Container information on the Mail.dat file used.

Pallet Barcode Numbers - This option will print the Unique Pallet Barcode nhumber assigned
from the Mail.dat file.

8125 Printer Button - Access to set a unique default printer for 8125s.
8125 Copies - default number of copies printed

Disable Printing of Tray/Sack Counts - When checked, we will not display the number of
trays/sacks that are included on a Pallet.

Print USPS Postage Statement ID - If you are using our Window Book Automation Scheduler
to run the USPS MDR Client in batch mode for uploading your eDocs to PostalOne!, we can
retrieve the USPS Postage Statement ID through the XML Receipts that are returned to us and
have it print on your related postage statement.
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8017 Settings

m System Setup
[General
— Statement Defaults ["] Allow Creation of 8017
- Printing . ST n
SN Always Create 8017
— Periodicals _ R .
— Drop Ship Do Not Print Gros t
— 8125 Do Not Print Tray/Sack Coun
Printing Print 8017 Comments
‘ As Entered
— Bill of Lading Add Jobs
— User Defaults RS e
— User Prompts Statement Comments
— Export List Pallets
— Accounting Pallet Barcode Numbers
— FAST
L PostalOne! DMU Destination Office
City
State
Zip
T Copies: 0
8017 Printer | Resclution: 0
l oK J ‘ Cancel ] [ Help

Allow Creation of 8017 - Toggle checkmark on and off as desired. This controls whether or not
you want our system to automatically create a corresponding 8125 when you have manually
entered a drop ship postage statement.

Always Create 8017 - Toggle checkmark on and off as desired. This controls whether or not you
want our system to automatically create a corresponding 8017 form when you have manually
entered an Origin destination entry postage statement.

Do Not Print Gross Weight - Check this box if you do NOT want DAT-MAIL to print a gross
weight figure on the 8017 form.

Do Not Print Tray/Sack Counts - Check this box if you do not want us to print the number of
trays/sacks that are included on a Pallet.

Print 8017 Comments - The 8125 contains several comment lines which can be automatically
filled out. The way this is done is controlled by your selection.

As Entered - All comment information must be added by editing the 8017. If you want a
constant comment to print on every 8017 that you generate, you can select this option and then
enter the Default Comments on the right side of this screen.

Add Jobs - When this option is checked, the Job numbers from the statements that are
associated with your 8017 will be listed in the comments section.
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Statement Comments - we will use the comments you entered from the Statement that
generated the 8017.

List Pallet Numbers - This option will print individual or a range of pallet numbers pulled from
the Container information on the Mail.dat file used.

Pallet Barcode Numbers - This option will print the Unique Pallet Barcode number assigned
from the Mail.dat file.

DMU Destination Office - Enter your local DMU Post Office information so it will print on the
8017 form.

8017 Printer Button - Access to set a unique default printer for 8125s.

8017 Copies - default number of copies printed

User Defaults

Pf System Setup =]

General
— Statement Defaults
L Printing
— Periodicals
— Drop Ship
— 8125
- Printing
— 8017
— Bill of Lading
— User Prompts
— Export
— Accounting
— FAST
— PostalOne!

Il Print User Fields 3 & 4 on Statement
User Prompts Default Information
[ | Add to Comments
| Add to Comments
[7] Add to Comments
["] Add to Comments
| Add to Comments

19 I e 1w Ny =

|"| Add to Comments

I OK Jl Cancel J' Help ]

DAT-MAIL Statements has six user-defined fields which you can name yourself. Data entered in
these fields can be included in reports created with a third party Report Writer or the optional
report writer that is available for DAT-MAIL Staements.

In the "User Default" screen, you can name the fields and create a "Hot Key" by placing an
ampersand (&) in front of the letter you wish to make "hot". Please avoid using the letters O, H
and C since they are already assigned to the OK, Help and Cancel buttons. You do not have to
either assign hot keys or use the first letter of a title.
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PostalOne!

P system Setup =

General
— Sﬁatement Defaults USPS PostalOne! Web Services
Printing - =
 Periodicals [ Login Info ] [ Beastnfo

.~ Drop Ship Print eRound Stamp™

— 8125 O e
L Printing [] Connect to USPS Production Site

— 8017 )

L Bil of Lading [7] Interface with MDSM™

i— User Defaults

— User Prompts

— Export

— Accounting

— FAST

PostalOne!

o ) (Camen ) [0 ]

Note: The PostalOne! option requires a DAT-MAIL Registration that includes PostalOne!. This
gives you access to your PostalOne! Login and Permit Info.
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Entering Clients and Permits

Clients and Permits can be added to DAT-MAIL manually. If you need to associate a particular
client with a particular permit this can also be accomplished in the system - the process is as
follows:

Adding a Client

1. Open the "Client" list from the File menu in DAT-MAIL and type in the information for the new
Client:

New Mail.Dat Import
Open Mail.Dat File Ctrl-Enter
Delete Mail.Dat File Ctrl-Delete
Delete Multiple Mail.Dat Files

Export Mail.Dat File

Ctrl-Insert

\/\/ll 1LIU\/\f QOU,.

s
O %ﬁo =
\WineowiReok

SIEEE EaStEl S e ns

Q==

Mailing Agents (Mail Preparers)
Client List (Mail Owners)

Job List

Permit List

Publication List

Lot/String/Panel Info
Client Communication List
Carrier List

CAPS List

DMU List

Transportation Schemes
Distribution Center List

Program Settings
Printer Setup

Exit

From this screen click the Insert Button and begin entering the Company and Contact
information by filling out all the relevant fields. (Required fields are marked with an asterisk):

\

\/\/ naowRook

D.‘.’?J."z l QS:‘JJ aon.u:! 185
i
i %;D e
Wikl S ook

Sz EesiEl Saliinhs

e

| |© 2013 Window Book, Inc.
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House Account METER Profit

Data Xfer:

Permit:

Mailer:

ZIP:

Country:

Dun and Bradstreet#:

USPS CRID:

USPS MID:

If you have an existing permit (see below "Adding a Permit") that you want to be associated with
the client, you can add that information by clicking the "Permit" drop-down menu and choosing
the appropriate permit number.

33



Iz —— = = [P T—
[ Changing a Client (Mail Owner) Record —

General | statements | Local Permits |
Code:* XYZ Data Xfer: *
Profit
Non Profit Auth Number:i Poami: .
Name:*  XYZ Corporation Mailer: .
Address: 300 Main St
Contact1:  Joe Smith
City: Boston Contact2:  Barbara Kelly
State: MA  ZIP: 02114 3 Phone 1: (617) 446-3281 Ext: 99
Country: Phone 2: Ext:
Dun and Bradstreet#: ) Phone 3: Ext:
USPS CRID: : Fax:
USPS MID: ¥ Email:
Comments:
[
* denotes required field [ ok | [ Ccancel ] [ Help ] ‘

Once you have finished entering the client information press OK to save it, then repeat the
process for the next client.

Note: In order for the record to be saved, all required fields must be filled out.
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Adding a Permit

1. Open the "Permit" file from the File menu in DAT-MAIL and type in the information for the new
Permit:

Repmtslltlﬁtles oo sk
' New Mail.Dat Import

Ctrl-Insert
Open Mail.Dat File Ctrl-Enter 7 \ 5 \
Delete Mail.Dat File Ctrl-Delete VAT LL LNV ) EXUYN
St Eosial Saltiio:
Delete Multiple Mail.Dat Files natiRestal Solltons
Export Mail.Dat File \ /\__
Mailing Agents (Mail Preparers) \/\/K'm ﬁl 2 j]
Client List (Mail Owners) CARN
o ﬂ—,':!: L (] Oblﬂ} bJ,L.L.DJa
Job List
Permit List W %{
Publication List K e
Lot/String/Panel Info \/\ ﬂ L] O\ \, ) O O]
Client Communication List SatiAesialSaliiiehs
Carrier List \
/\_-
CAPS List \' \
DMU List \’\/ ﬂdO\,\/L\OO]
Tﬁﬂsportatioﬂ schems o ﬂ—,':!: (] Dbl 1} \:’\jyul D s
Distribution Center List W :&‘L
i i ——
S \WineeWR ok
Printer Setup / J][ CPATAT TR AR D NS
SaatiResial Salliiiahs
Exit Ctrl-X
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On this screen click the Insert button to add a Permit record:

\AY

oW Renlk

253 alidiiialac

PO of Mailing City:*

METER PO of Mailing State:*

Expire Date (1st):
Expire Date (Std):
Dun and Bradstreet#:
CAPS ID:

A s A At il Y Vs sl s i\ USPS CRID:

Ldows Nidloww du

Payment Acct. No.:
Permit Type:

* denotes required field

)

[~] House Permit
[] Do Not Track Postage
[] company Indicia

I+

Inactive

I

[ oc ][ cancer ||

Hep |

At this point you can enter your permit information including the Permit number, City, State, Zip

Code (required) and other pertinent information.

If the permit is a House Permit (used for all

mailings) check the "House Permit" box, then add any other information you want to record about
the permit such as phone number, expiration date, etc. as appropriate.
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Profit:

PO of Mailing City:*  Cambridge

PO of Mailing State:* A PO of Mailing ZIP+4:* 92139 : |

Holder: | ciientinfo |

Address:

Add| Address:

)

City: ~ State: ZIP:

Phone:

Expire Date (1st): | $| [7] House Permit

Expire Date (Std): | & [7] Do Not Track Postage

Dun and Bradstreet®: Company Indicia
CAPS ID:

I4

4=

USPS CRID:

Payment Acct. No.:

Permit Type: L— :l
["] nactive

* denotes required field [ OK ] [ Cancel ] [ Help ]

If the permit is associated with a particular Client, click the Client info button, which allows you
to choose an existing client record from the Client Listing. The Permit will then become
associated with that client as their default permit.
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Once the Permit information has been entered press OK to save the information, then repeat the
process for the next permit. The new Permit will appear as follows in the Permit Browse menu:

Permit Number |PO of Maiing | PO ZIPCode | Pay Account No |

PO of Mailing Permit Holder Profit Status City
Cambridge MA 02139 Profit

Profit
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Setting up the Import Daemon

General Setup

Import Daemon

The Daemon is a means of automatically importing your Mail.dat files from a hot folder of your
choice. You can choose different program setup options for the Daemon import behavior or you
can choose to Sync Settings with the manual/single file import options.

To access the Daemon setup menus start from the DAT-MAIL "File" Menu and choose the Program
Settings => Program Setup menu, then click the "Daemon" Tab under "Import Defaults":

| Container Tare Weights | ExportiArchive | Advanced Settings | Pallet Tracking/iteligent Mail | Maintenance |
Import Defaults IMailer Information "Planalyzer "PostalOne! HStatementGeneration “Start Up Options I

[ Default Import Directory ] C:WB\mail.datlincoming

Single File | Daemon

Conformance Testing

[] Fast Network Option ik .
No Auto Validation (@ Conformance Category:

[] Do Not Import Piece Detail File : :
| | Park Piece Detail File | IDEAliance Conformance Testing 3

Mark Container Status

i @'3 No Change Preliminary Blank
|_| Do Not Import Piece Barcode File
| | Park Piece Barcode File

[] setIn Home Date To Zero

[] set Ship Date Te Zero uto Initialize Statement Generate Setup

[ Run Batch reports after import | Print Delivery Point Barcodes instead of Piece ID's

[] Run Freight Table After Import [] Auto Export after Import

[] import CVF Files [] Auto Export P1 Original File After Import

[] Delete Mother Pallets [ ] Export PO! Update Release File Automatically
[JAar [] noc [] mxnDC [] SCF [ ] Recalc Container Weights After Import

[7] Run Entry Point - Entry and Local Postage CSV Export | | Create Sibling Records on Import

Build Floating Batch Manifest View
Generate Statements Automatically at Import
A

P
1

| Auto CSV Export Path
Import SEL Files

} Default SEL Path

i Daemon Move To Path

Delay (in minutes) for Daemon to process ZIP files: { 0 [ ,:_‘

Ij Daemon Skip Segments for Invalid Mail
Max Number of Segments to iImport: [ 2 7‘

o] ((Grea ]
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There are a few separate settings that are specifically for the Daemon:

Run Entry Point - Entry and Local Postage CSV Export - Select a directory where this CSV
Export Report will automatically be exported to.

Import SEL Files - This option is for automatically importing spoilage files from intelligent
inserters.

Delay for Daemon - Set a time delay default for automatic import with the Daemon.

TP ! By default, this option should be set to zero, but for those customers who get the "please
insert next disk" error when transferring zip files to the Daemon's inbox directory, the delay
should be increased to 5 or 10 minutes.

Daemon Skip Segments for Invalid Mail - Use the checkbox to enable this feature in order to
set the number of segments to import. All other segments will be ignored. This can be a helpful
feature if your files always have the same number segments. For example, if you always mail two
out of three segments, you would set this to "2" and the third segment would be ignored. The
third segment could always be produced by your presort program for undeliverable or foreign
mail pieces.
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Import Files - settings
Import Defaults Tab - Program Setup

This is the program setup for Importing Mail.dat files, found under File => Program Settings
=> Program Setup from the DAT-MAIL main menu. Click on the "Import Defaults" tab.

aser e S BZ$Z 0O O==

| Container Tare Weights | Exportiarchive ][Advanced Settings ]| Pallet Tracking/inteligent Mail | Maintenance |
import Defaults | Mailer Information "Planalyzer I[ PostalOne! | Statement Generation "Start Up Options |

E Default Import Directory ; C:\WB\mail.dat\incoming

Single File  |Daemon | Sync Settings

[ Fast Network Option Eenfomance Tgstpg .
Do Not Import Piece Detail File (") No Auto Validation @ Conformance Category:
[ ] Park Piece _Detan File [ IDEAlliance Conformance Testing B
Mark Container Status

@ No Change () Preliminary (") Blank

["] Do Not Import Piece Barcode File

[] Park Piece Barcode File
Allow changes to data during import
Set In Home Date To Zero
Set Ship Date To Zero
["] Delete Mother Pallets

[Jan []noc [] mxnoc [] scF
Run Batch reports after import

‘ Batch Report Setup |

Recalc Container Weights After Import
Run Freight Table After Import

[] Run PMOD Export

[7] Auto Export P1 Original File After Import
[] create Sibling Records on Import

Mark CSM's Included In Other Docs Update only non-MLOCR files E’

What these options are for:

Default Import Directory - Press the Default Import Directory button and then select
the path where you will be keeping your Mail.dat files. After selecting the path, it is displayed
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next to the button. Note that Mail.dat files can be imported from any directory, this is simply an
option to go directly to the most commonly used path.

Fast Network Option - If you are using DAT-MAIL on a network and your default import
directory (where new Mail.dat files are placed) is also on a network, you should check this option.
When it is checked, the Mail.dat files you have chosen to import are AUTOMATICALLY copied to
the temp directory of your local hard drive, then our indexed work file is created during the
import process. When the import is done, the work file is copied back to the network and listed in
DAT-MAIL's Mail.dat file list so anyone on the network can access it. By performing the disk-
intensive import process on your local drive the import will be faster and will not slow down your
network. No temp files will be stored on your local computer.

Do Not Import Piece Detail File - You can choose to not import the PDR file. This will save you
time during the import process and will not diminish the value of the data if you are not
manifesting or tracking spoilage/shortage for 100% mailings.

Park Piece Detail File - In addition to 'Do Not Import Piece Detail File' there is an option to
'Park' that file. When the file is Parked, it is retrieved when you perform a PostalOne! release
upload.

Do Not Import Piece Barcode File - You can choose to not import the PBC for much the same
reason as stated with PDR. This file can be large and by not importing it, you can reduce the time
it takes for the import.

Park Piece Barcode File - In addition to 'Do Not Import Piece Barcode File' there is an option to
'Park' that file. When the file is Parked, it is retrieved when you perform a PostalOne! release
upload.

Allow Changes to Data During Import - Checking this box allows DAT-MAIL to make
corrections to Mail.dat files as they are imported, which means you can correct some common
errors and make the Mail.dat file usable for production. If you are using DAT-MAIL specifically to
test and troubleshoot Mail.dat files, un-checking this box will give you a complete report of all
errors found without making any automatic repairs. Unless you are specifically troubleshooting
files, we recommend that this option remains turned on.

Set In-Home Date to Zero - Your single file imports will automatically be stripped of the In-
Home date that was preset in the Container Summary file (CSM) so that you may set this date at
a later time. We suggest using our Mail Schedule View to set your mailing, shipping and in-home
dates.

Set Ship Date to Zero - Your single file imports will automatically be stripped of the Mail Date
that was preset in the Container Summary file (CSM) so that you may set this date at a later
time. We suggest using our Mail Schedule View to set your mailing, shipping and in-home dates.

Delete Mother Pallets - This option will strip Mother Pallets that were created from the presort

so you may perform your own Palletization in DAT-MAIL. Once you select this option, you can
choose to delete which Mother Pallet levels you would like removed.
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Run Batch Reports After Import - Another great automation feature giving you access to
batch reporting right after Mail.dat import. Review the Batch Report information in the section
called DAT-MAIL Reports under Reporting and Accounting. Set up your Batch Report profile then
activate this feature.

Recalc Container Weights After Import - This is a handy option if you find that you are
getting inaccurate tare weights from your presort which are skewing report information. There is
an option at our Container Summary File View to run this process should you choose not to make
this a default import option.

Run Freight Table After Import - Our Toolbox clients have the option to automatically run a
freight plan using a predetermined freight table upon import.

Run PMOD Export - This option will automatically export container information from your
imported Mail.dat file that will be mailed via Open and Distribute.

Auto Export P1 Original File After Import - When chosen, we will automatically create a
PostalOne! release file immediately after the import is completed that you can submit to
PostalOne! as your Original file submission. You will need to specify the export directory at our
PostalOne! tab.

Create Sibling Records on Import - If we find container types marked as Logical, we will
automatically create physical siblings for each of those Logical containers. You can specify which
default sibling container type should be used at our Advanced Settings tab.

Mark CSM's Included in Other Docs - When chosen, we will update your Container records
with a value of I (copalletization is done at the Originator's site) or O (copalletization is done at
another site). Choose I or O at the PostalOne! tab.

Conformance Testing: Conformance Testing examines and analyzes your Mail.dat files in great
depth to look for errors upon import - without a performance penalty. Also present is a new error
log format that is much easier to read and print. Use this valuable data to pinpoint and ultimately
correct errors in your Mail.dat files.

We offer conformance testing at five levels:

Level 1: Referential Integrity testing only: no field level validation

Level 2: Field Checking: Required fields, proper data types in populated fields and referential
integrity testing

Level 3: IDEAlliance Conformance testing: Adds checks for valid values in populated fields
according to the specifications outlined by IDEAlliance.

Level 4: PostalOne!: Adds checks to the fields required by PostalOne! This is not recommended
for files you receive. Rather, this option is available for when you have imported a file and
modified it to your needs. You can then export the file and re-import it using this validation level,
so that you can determine if it will pass PostalOne! scrutiny.

Level 5: Special Circumstances: For future applications.

Mark Container Status - This setting is defaulted to "No Change" but you have the option to
change this to "Preliminary" or "Blank". "Preliminary" is useful if you are required by PostalOne!
to provide them with files that will create Preliminary postage statements when the file is
uploaded. "Blank" is useful if your presort program consistently marks your Containers Statuses
as "Ready To Pay" and you would prefer to have it blank.
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Automated Statement Generation

If you tend to import jobs that mail intact without much modification, you can create statements
automatically during the initial file import. Be sure to check the box "Generate Statements
Automatically at Import" then click the Statement Setup button when it appears.

S L =

| SelectMailDatFile |
Mail.Dat File: C:\wB\mail. dathincomingmaildats. hdr
Job ID: 00000006
Job Number. POSTCARD Mail. Dat Version: 13-1
Description: POSTCARD_CAMPAIGN '
Estimated Mail D ate: 7/01/2013 3 @ [7] Set Ship Date to Zero
In Home Delivery Date: 7/05/2013 e @
Delivery Window: B ‘~:{
Class of Mail Standard
Piece Type: Letter

Conformance Testing
(7) No Auto Validation @ Conformance Category:

[IDEAKiance Conformenics Testing =
[ Do Not Import PDR File Park PDR File

["] Do Not Import PBC File Park PBC File

Run Freight T able After Import
[7] Run Batch Reports

Select Rpt Profile
[7] Generate Statements Automatically at Import
Statement Setup |

IMB Numbering - &ssian or Log at Import
["] Run PMOD Export

o IR &) (ol ) [t ]

| File is: 13-1 ASCI-CR/LF

Several pieces of data are required on statements that may not be populated or available in the
Mail.dat file you are importing. Information like Client, Permit, the correct Job number and
Description may or may not be present.

When doing Automatic statement generation, DAT-MAIL first checks if the Job has been
previously set up in the Job File and whether this information is present.
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If the necessary Job information is present, DAT-MAIL uses the Client, Permit and Job data to
create the statements. If the data is not present it will check Ostatement information that may
have been set up prior to import in some cases - including importing a single file at a time, doing
a master import of a list of individual files, or running the Import Daemon.

= = = 1h)
e W e

Statement Information lElplions " Statement Comments and more l

Job: (2]  Job Description:

Client: Bob Smith (2] CustRefID: 3]
Permit 1 (2] Boston MA 02114

Bill To Client: Bob Smith (¥ Prepared By: 3

Mailing Agent: WEBI 3 Carrier: E3

Lat: [] Generate POWS Qualification Report

Mail Date: 7/01/2013 |2 Automation Coding Date: nm2m3 g R

In-Home Delivery Date: | Carrier Route Coding Date:

7/05/2013 2]
Publication No: 3]

Carrier Route Sequencing Date:

Generation Type

@ New Statement (Req. or Consolidated}
(") New Statement Entry for Each Segment

Statement Generation Options

[7] Add to Existing Statement
[7] Use Scheduled Datefs) in Mail.Dat File

[7] Use Permit in Mail.Dat File
[ &llows Merging of Like Entry Points

(©) New Statement Entry for Each Container Group 1D

(") New Consolidated Statement for Each Seagment

() New Consolidated Statement for Each Container Group 1D
() New Statement for Each Mail Piece Unit ID

(7 New Commingle Statement for Each Mail Piece Unit ID

(©) New Consolidated Statement for Each Mail Piece Unit ID
) New Consolidated Statement for Each Truck Number

Print Statements Automatically | Auto Print Settings

[7] Export PO! Update Release Automatically

Generate Statements by: m Delivery Zip |

[ Generate Statements ] Cancel ][ Help
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Print Statements Automatically - check this box to have your statements print directly after
they are generated. Leaving this box unchecked simply means that you will print them later from
the list in the DAT-MAIL Statements screen. Click on the "3602" icon from any screen in DAT-
MAIL to open Statements for DAT-MAIL and access all your postage statements.

7

Update Automatic Statement Printing Settings...

Print Statements Automatically

Printer Name: | ‘

Number Of Copies: 1 = Collated ‘

|¥| Print Breakout Report
V] Print 8125

V| Print 3152-A ] Create PDF version of Statement “
Print only PDF

PDF File Defaults

[ OK I ICancel]

8 — S — ———— —

Printer Name - set your default printer for automatic printing and set the number of copies.
Print Breakout Report - will print a breakout report along with the statement if the statement
contains multiple jobs.

Print 8125 - will print the 8125 form if you are generating drop ship statement(s).

Print 3152-A - will print the barcoded 3152-A form if you have an origin mailing and are
participating in the USPS' Confirm ASN or Entry Info program and you have purchased this
optional module for DAT-MAIL.

Create PDF version of Statement - check this box to create a PDF in addition to your printed
statements and other forms.

Print only PDF - check this box if you only want a PDF of the statement and other forms.

PDF File Defaults - you must set your directories here to tell us where and how to save your
PDF files.
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r 2
PDF Statement Root Folder == P
atement Root Folder -
C'\WB\PMW\DMSI A Root Folder must be specified. This is a Tl
[ %) Select Folder ] starting point where PDF files will be stored. A
Root Folder may be a drive letter, or a drive |
Name Elements letter followed by a path, or it may be a |=
R — network share name (optionally followed by a
Sub Folder Naming |File Naming il (op ty e Y
‘ path). (3
Mail Owner Client Client .
| Code Code Name Sub Folder Naming
You may choose to organize the PDF Report
\ Files into subdirectories based upon the mail
Job Lot subfolder owner, the client, or the job name from the
statement data.
N 3 Subdirectories can be separated by clicking
= 2 the \ (subfolder) button.
h I
gas yndececoe tide To have all the PDF files generated into one
folder, leave this field blank.
[ Erase Last ] [ Clear ] Example: In order to have the files organized ‘
Statement Destination Folder and Filename Pattern ‘

S gees

FileName: [JOB]_[RPT-NAME]

o [ omea ]

PDF Statement Root Folder - press the Select Folder button to select a folder for your PDF's.
The screen that will be displayed will allow you to not only select a folder but also create a new
one.

Subfolder Naming - You must choose one data element for a subfolder name that will appear
under the root folder. If you are not assigning mail owners to your client records, you can select
"Mail Owner Code" if you want all files in the same folder. In that case, all files will appear in a
subfolder under the PDF Root Folder called BlankOwner. If you wish to put the PDF's into folders
that will accommodate your purpose, you can do so. You can create folders or a folder hierarchy
using elements that include Mail Owner, Client Code and Job Numbers.

As you define your subfolder, you can see your definition displayed on the Subfolder line below
the buttons used to make your selection. Use the Clear button to wipe out your selections and
start over or the Erase Last button to remove your last entry.

Subfolder name elements:

You can choose up to three naming elements for your subfolders or create a subfolder hierarchy
with these three elements: Mail Owner, Client and Job Number. If you want to include two or
more of these elements in a single folder name, you should (but do not have to) separate these
elements with a dash (-), underscore (_) or tilde (~).

To create a subfolder hierarchy, press the \ subfolder button in between data

elements. MailOwner Code creates a subfolder for each mail owner. A mail owner code can be
associated with one or more clients. Press the Mail Owner button to set. You will see [OWNER]
appear in the SubFolder line below the buttons.
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Client Code - a subfolder is created for each client if you press the Client Code button. If you
also pressed the MailOwner button, a subfolder will be created for each MailOwner and below
each MailOwner folder, a subfolder will be created for each client. You will see [CLIENT] appear on
the Subfolder line.

Job - the job number associated with the statement.

File Naming Options:

You can also use the Mail Owner, Client Code, Job Number or Lot as data elements in the PDF file
name. We do not recommend using the same data element in both the sub-folder name and the
file name though you can do so if you wish. At a minimum, you must select 'Report Name' as
part of the file name. The report name consists of the following data elements:

e Statement Form or supporting document name printed: (such as 3602-R including dash,
ConfirmASN for the form 3152-A, Breakout for a multi version breakout report, etc.)

e Dash

e Statement Control No (8 digits, zero padded) either the consolidated statement control
number or the statement control number. If the form is an 8125, the 8125 control
number is used.

e Dash

e Date and Time Stamp of when it was created (MMDDYYYYHHMMSS format).

If you plan to create a folder for each client, you should include the job name as part of the file
name, probably putting it first so that the client can easily see which statements are associated
with each job.
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Options Tab
a Newstatementinormation |0 |

Statement Information' Options IStatement Comments and more |

Spoilage Adjustment Method

~) None Spoilage Adjustment Pieces: 0 Calculate Spoilage On Lowest Rates
) Percentage Adjustment Type
@ Pieces @ Spoilage ) Shortage
Options Applied Method *
Generate 8125 @ Neither  Applied Rate: 00000

® None @ § D) 8125/807-C 8125/8017-C Commingle ) Lowest
| [¥] Optional Procedure © Correct
[7] Check Reguest Bal PaidB
) . Balance Paid By *
@ Drop Ship @ PERMIT  Pemit/Trust 3]
|| Update Container Group 1D to Zip-Ref ©) TRUST
() METER
) STAMPS
() CHECK

[7] Create Separate 8125/8017 for Each Statement

*|f applicable.

L Generate Statements J [ Cancel H Help ]

Spoilage Adjustment Percent - removes pieces from the statements to reflect estimated
spoilage across all rate categories.

Calculate Spoilage On Lowest Rates - removes the indicated amount of spoilage from the
lowest rates in the mailing statement.

Options Checkboxes - toggle to turn on or off

Generate 8125 - Choose an 8125 radio button option in order to have the system automatically
create an 8125 for your destination entry point postage statements.

Optional Procedure - If you participate in the USPS Optional Procedure program, check this box
and you will be able to run our Optional Procedure report from the Reports menu of Statements
for DAT-MAIL.

Check Request - Check this box if you would like the postage amount added to your Check
Request report for your Accounting department.

Drop Ship - Creates consolidated statements in addition to individual statements.
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Update Container Group ID to Zip-Ref - Check this box if you'd like this ID to print in the Zip
Reference box of the postage statement.

Applied Method/Balance Paid By - If your Mail.dat file has postage affixed, this section of the
screen will become accessible and you must enter the amount applied and how the balance of
funds will be paid if postage is not affixed at the correct rates. This button will appear if you have
purchased the optional module for Confirm ASN/Entry Information. Inside, you can check a box
"Planet Code All Pieces" and then enter the Planet Code number. The planet code can also be
entered at the Segment View.

Prepared By - Choose from your employee list or add new. Their name and initials will appear
on the postage statement if you have selected this option in Program Setup of Statements for
DAT-MAIL (under the File menu).

Carrier - Choose from your carrier list or add new. Their name will print on the 8125 form in box

12a if you have selected this option in "Program Setup" of Statements for DAT-MAIL (under the
File menu).
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Statement Comments and more Tab

e T =

[ Statement Information " Dptionsl Statement Comments and more ‘

Comment 1:
Comment 2:

Comment 3:

[7] Save these settings for Import Daemon's Auta Initialize option

[ Generate Statements ] [ Cancel ][ Help ]

Comments 1, 2 and 3: Enter applicable statement comments if needed.

You can also access six User-defined fields for customizable data entry.

Once all info has been entered/adjusted on the tabs, press the Generate Statements button to
return to the "Importing New File" screen and then hit OK to begin the Import process.

If you have not chosen to Print Statements Automatically, you can click on the "3602" Icon in the
upper right hand section of this screen or any other screen in DAT-MAIL to enter Statements for
DAT-MAIL at any time.
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This screen will appear:

ts) Edit Reports Utilities Weight Verification Accounting Window Help
1st Class/Standard Mail 3600/3602
Periodicals Statements 3541 \/ \/ l ( \ LI L\ \}l\/ l‘:y k\ L\ :\
USPS Consolidated Statements 0

Merge Statements
Package Services 4\ %_;

International /\/ [T L] O\/-V Y0 O!\

Master Mailing Statements Szt Festal Salinens
Miscellaneous Postage Entries

Receipts O ”%’

Drop Ship Clearance /\/ [W L_] —\\j\/ =) O O ] \
Bills of Lading

Combined Statements of Mailing
Generic Consolidated Statements \/

‘ e \/\/ ndowEoak
SIS oS Satite s
\/\ A L]O\NL\OO,\ N\ =
SR EaSal SeNtiiens &_ ———

St resial Snliihns

St esial Snliiitns

Click on the Statements menu to see the menu of statement lists to choose from:

First Class/Standard Mail 3600/3602 - A complete list of every First Class or Standard (A)
postage statement you have generated.

Periodicals Statements 3541 - A complete list of every Periodical postage statement you have
generated.

USPS Consolidated Statements - A complete list of the Consolidated Drop Ship postage
statements you have generated. You also have access to printing and editing options of the
corresponding 8125 form for each of the entry points on your Consolidated postage statement.

Note: The Consolidated postage statement is made up of all of the individual entry points of one
mailing. You can choose to print the Consolidated form from this menu OR print the individual
statement from the First Class / Standard Mail, Periodicals Statements or 3605 Parcel Services
and Priority menu lists depending upon the class of mail.

3605 Parcel Services and Priority - A complete list of 3605 and 3600 postage statements
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DAT-MAIL Manual Functions

How to Import a Mail.dat File

From the main menu press the second icon from the left, @ ‘ If you point to the icon with your
mouse pointer, a tip box will say "Import New Mail.dat file". You can also go to the "File" Menu
and select "New Mail.dat Import" from the menu.

| Select MailDatFile | |
Mail.D at File: C:\\WwB\mail.dathincomingyFANT.HDR \
Job ID: 00000006
Job Number: FANT99 Mail.D at Version: 12-2
Description: OCT 2012 64 pg
Estmated Mail Date: | 7/18/2013 1+ [”] Set Ship Date to Zero
In Home Delivery D ate: 7/23/2013 »:— @ [ SetIn-home Date to Zero
Delivery Window: E] :
Class of Mail: Periodicals
Piece Type: Flat

Conformance Testing
() No Auto Validation @) Conformanpe Catggqu:

[IDEAKancs Confomence Tesing =
[7] Do Not Import PDR File Park PDR File
[7] Do Naot Import PEC File Park PBC File

Run Freight T able After Import
[7] Run Batch Reports

Select Rpt Profile
[7] Generate Statements &utomatically at Import
Statement Setup |

IMB Numbering - Assign or Log at Import
[] RunPMOD Export

pae 7D 8 ) [ ] [

| File is: 12-2 ASCI-CR/LF

.

Press the Select Mail.dat File button and select the Mail.dat file you wish to import. It can have
either a "ZIP" or "HDR" extension. If it is a zipped file, after you select the file, it will be
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automatically unzipped and you will see the "HDR" extension appear in the File Select dialog.

The Job ID and Description will automatically appear on the screen. You may overwrite them with
different information.

If no estimated mail date, in-home delivery date or delivery window is present in the file, you
may assign this information during import. If another Mail.dat program has already populated
these fields, the original information will be used.

If there are no estimated mailing dates, in-home delivery dates or delivery windows present, you
may assign them. The delivery window will default to "3" when a Mail.dat file is selected.

Conformance Testing - the level of validation for this particular import can be selected here,
ranging from "No Validation" to "PostalOne Testing". Testing level will default to your setup values
but can be edited prior to import.

The "Do not Import Piece Detail File", "Do Not Import Package Quantity File" checkboxes will
default to your setup values in the Program Setup tabs, but you can override them for this
specific import on this screen.

If you check "Generate Statements Automatically at Import", a button will come up giving you
access to enter your Statement Information.

Press OK to begin the import. The time it takes to import will vary with the density of the mailing,
its entry plan and whether you are reading the data from a network or local drive. You can
transfer these imported files to other users in the DAT-MAIL "TPS" format to eliminate the need to
import the same files elsewhere. You can also share imported data over the network. There is no
limit to how many users can view the same Mail.dat file. These functions can replace hard copy
reports on the production floor if you have workstations in the proper locations.

Automatic Unzip Troubleshooting

Importing a file whose unzipped file name is already present in your default Mail.dat directory.

We know the file name inside the zip file by saving a list of all the "HDR" files in the directory before the
unzipping is done and then checking this list after the unzipping is completed. The 'new’ file is the

one automatically selected so if there is no new file, the program doesn't know which file to select.

There is more than one set of Mail.dat files in the zip file.

The program will only select the first new file.
The default Mail.dat path selected in the Program Setup is invalid.

The program will unzip the files to that path (unless fast network import is enabled) so if it is invalid, the
unzip will not work.
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Editing the MPA File

In order to make changes to the MPA file you can open the file in the Navigator (Mailer Postage
Acct file view):

(Note: The Navigator should appear automatically when you choose your mail.dat file from the
DAT-MAIL main menu)

24 MD Navigator
File Relzted Reports Utilities Help

j’ el e

Component File (cpt)

To c  Charartenstic e o) JOB 1D: OO0
Pid omponen aracteristic File (ccr e — Auto_C-NE1
_Pie Container Quantity File (cqt) Job Description: DOCO11T64000270N1122101
He Container Summary File (csm) Historical Job ID: 00000294
Original Container Identification File (oci)
Pi¢ . L ange Piece Weight ] Mailing Date:
Mail Piece Unit File (mpu) 1200212013
US Mailer Postage Acct File (mpa) — ] Move Update Method:
I Package Quantity File (pgt) o HCOA
| . -
. Piece Detail File (pdr)
Un-coded P | Address File {
i n-coded Parcel Address File (upa) Address Hygiene Dates
I Piece Barcode File (phc) prge: Payment Info ] Auto Coding Date: | |
Special Fees File (sfr) CRRT Coding Date: [/
Postage Adjustment File (par) CRRT 3eq. Date: I
Postage Staternent File (psr)
L Trays, Sacks & Pallets
S5eed Mame File (snr)
Ve ge Verification Infcr] Trays
1 Segrment File (seg)
[ Change Weights

Entry Wiew
Mail Schedule View
Maother Pallet View

Transportation Yiew

Siblings View

jew Destinations ]

n Pallet Count: 0

Mizsc Info

Customer RefID: 30121

Fed Agency Cost Cd:

Hon-Profit Auth No.:
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Click the "Mailer Postage Account File" menu item which brings you to this screen:

Eile View Related Reports Utilities Help

Ao = | e

Job No..  Auto_C-ME1 Job Mame: DOCO11TE4000270N1122101

Version: 131

. s - - Permit
Unigue 1D Description Mail Owner MID  Mail Owner CRID Non Profit Auth No USPS Pub No

Number City

0000000001 801264001 2442173 55725 Cambridge

[_nsert | [change | [ Dekete
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From here you can make changes to the file as necessary by clicking the Change button:

E Changing Mailer Postage Information @
File Edit Help
+ =
Job Mumber:  Auto_C-NE1 MPa - Unigue Sequence/Grouping D 0000000001
General
P& Description: Failing Facility DUMNS Number: 123456783
USPS Publication Mumber: (| Permit Holder |dentifier:
Perrnit Murnber: R431 () FALCC:
Permit City: Carnbridge Man-Prafit Authonization Mo:
Permit State:  Ma& Zipe 022053651 Publication Tithe:
Local Permit Murnber: ([ Fail Qwrer 10 301264008
Local Permit Tppe; Mare E‘ b ail Dwner CRID: 542176
Postage Payment Option: T-CapPs E| td ail Preparer MID: 901264008
Postage Payment Method: F - Permit E‘ b ail Preparer CRID: 2542176
Custarner reference 1D am2 CS54 Applies For Peniodicals: es Ko Mone I
Payment Account Mumber; [
[ 0K ] | LCancel

From this screen can add (or edit) a Description, or change any information such as Permit
Number, MID or CRID, Mailing Facility DUNS number, as appropriate...
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Generating the Postal One! Release

How to generate the PostalOne! release from DAT-MAIL

Step 1 - From the Navigator screen click the Statement Generate button:

. - P

=0

Muoed Fall Servce PSS

Pieces Mades ° JobMember:  DEMOFCFS First Class Letter
_Pleces Spoded: ¢ Job Description: Wi TEST Status: Open
| Remaimng: T50TE 100 Mistorical Job Ix 07002112 [m..p..‘..u-...j‘
Prece Wesght(ibs ) 0.0800 EO: | Change Pece Wesght Madng Dato-
252013 =
USPS Promotion / Fee: Wove Update Mothod
Fee: Hore
Content:  None
Postage Payment Aadress Wypene Dates
Permt: 55725 Cambeudge MA 02199 & Chunge Payrment info Asto Coding Date: 97252013 [ Change Hygiene Date(s)
1 CRRT Coding Date: 07250913 |[BH =~ —
| CRRT Seq Date: 07250013 i
: - Trays, Sacks & Pallets
Verificaton (Origin) Facity: prerrr———— Teays pen Sige. ]
1 Window Book Inc 021393781 = ° : Mother Pallets Scan Shngs
A T T  ——— Export To Tagger
Type Peces View Destmations
Origin 15078 Misc info ~ - —
Customer Ref Ix 12345 L Change Misc into
1 Fod Agency Cost &
| Non -Profit Auth o
By /! for
Local Permit —
Madl Preparer Milx Madl Owner MIO: cn ByFor Wnto
Vindow Book inc Cambnidge MA 021383781 Mouse Account Cambridge MA 02139 Type: None
MV n m, ol = b,“ o : ——_—-—mm Quick 3125 Report

Step 2 - Check the box next to the entry point fro which statements are to be created and click
"Generate Statements" on the top tool bar. When Statement Generate is complete you will
receive a "Successful Generation" message.
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Step 3 - Click on the PostalOne! button on the top toolbar

(o T -~

’ P fo by Fange Serwws  postt R g m
Job No- DEMO FC FS Job Mame: WBI TEST Vomon 131

| Erty Latng | Daiery 2| Pabe L | Cortaine Lising | Segmart Listing

Eny Tecode  Fisom Wegv

=

Usposied spols 1] Tetal Prece: Tagged 1] Totall Pounct: Tagges: 00000
| Expodesh | Colpsesd | Expodeliode | ColapseNode | [ T rom Msi Scheduds View | Cpe | | bee |

Step 4 - Click the Create a Release button to create your PostalOne! release for upload to the
USPS:
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USPS Sk ) Productes @ [TEM O caT

ML o Totad Reziease  Release

lm; P e Frst Lant ShpDele e Type o Fiie bame 1 Relesss Stats

USPS  linldet
Site  Versen

Unposiedspcls 0 Total Pieces Tagoed 0 TotdPounds Tagged 00000
[ Eviodeas [ Coloses | | Exploceode || Colapse Noce | | Tagiom Mai Schedds View |
Ay AT ST e

Vindow Book Inc Cambndge MA 02175-3181  House Account Cambradge MA 61179

Type: None
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Step 5 - The release is now ready for upload to the Production environment (or TEM for testing).

USPSSte: [ Producten @ TEM U CAT

Fie Nome  P1 Release Status Ste \aision

L -
oo || s | (Gt (Gumrisme | o [ venis )

The next sequence (uploading the PostalOne! release to the dashboard) is shown in the
“Uploading to PostalOne! Release” section of this manual...
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Postal One! Functions

Uploading the DAT-MAIL PostalOne! Release

After you have made the PostalOne! release in DAT-MAIL it can then
be uploaded to PostalOne! for processing. Once uploaded, validated by PostalOne! and accepted,
the job will appear on the Business Customer Gateway Dashboard.

The process for doing this is outlined below.

Step 1 - Log in using your PostalOne! username and password:

5 P i G s 00 T . S

E UNITED STATES
POSTAL SERVICE.

e

PostalOne! SITE | HELP | SETTINGS

Sign In

Existing Users New Users

Fill in the foilowing information: Register now for USPS PostalOne! services
through the Business Customer Gateway.

Username |Steve_Dowdy When the registration is complete, 8 usermams
and password will be provided to access this

Password sesnenee application.

Forgot Password
=TT R  SEm e RE et
| Signin> [ Sign Up >
Restricted Information

WARNING! FOR OFFICIAL USE ONLY

This @ a U.S. Government computer system and is istended for official and other suthorizad usa oaly. Unsuthocized access or use of this system may subjact violstors to admimistrative
action, civil, andior criminal prosecution under the United States Criminal Code (Totle 18 U.S C. § 1030). All information on this computer system may be moaitored, interoepted, recorded,
read, copied, or captured and by and to for official purposes. nokxding cnminal Any or use of this puter system
signifies consent 10 and complance with postal service policks and these terms

LEGAL ON USPS.COM ON ABOUT.USPS.COM OTHER USPS SITES
Privacy Policy » Government Services » About USPS Home Business Customer Gateway »
Terms of Use s Buy Stamps & Shop » Newsroom Postzl Inspectors »
FOW 5 Print a Label wih Postage » Mail Service Updates » Inspector General »
No FEAR Act EEQ Data » Customer Service » Forms & Publications » Postal Explorer »
Site Index » Careers >

Copyright® 2011 USPS. Al Rights Reserved

64



Step 2 - Select the "Job Validation/Upload' red menu option:

Valdanon/Upkoad History - Mal.dat
Filter Criteria Erint | Expert
Submission  Client Validati.. Server Proce... File Submission Submission G Po

From: JobID File ID CRID Date Completion D.. Compietion D... file Size  Status Type Status Sti
08/282013 (=] 2
To:

111152013

By Job 1D:
By Job Status:

All Jobs v
By CRID:

Select: A | Nops
OrderBy: () CRID () Company Name

7] 2442473 VINDOW BOOK, INC. 02139-]

« n »

-
Submit ||« ]

LEGAL ONUSPS.COM ON AROUT.USP S COM OTHER USPS SITES

Privacy Poicy » Governmenl Servicss » About USPS Home > Business Customer Galeway »

Terms of Use » Buy Stomps & Shop » Newsroom » Poslal hspectors »

FOA » Print o Label with Postage s Mad Service Updates » Inspector General

to FEAR Act E£0 Data > Customer Service > Forms & Publcations » Postal Explorer »

Ste index » Csreers

Copyright® 2011 USPS, All Rights Reserved
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Step 3 - Click on the "Add Jobs" link as shown here:

£3 PostalOne! Maildat Client Applicat

EUNITEDSTATES
POSTAL SERVICE»
Home JopVandatnon/upioad

Job Validation/Upload

Jobs for

No jobs selected
Add Jobs
LEGAL ON USPS.COM
Privacy Policy » Government Services »
Terms of Use » Buy Stamps & Shop »
FOIA » Print a Label with Postage »
No FEAR Act EEO Data » Customer Service »

Ste index »

Copyright® 2011 USPS. Al Rights Reserved.

PostalOne! SITE

Upload " Metrics

ON ABOUT.USPS.COM
About USPS Home »
Newsroom

Mai Service Updates »
Forms & Publications »
Caresrs >

OTHER USPS SITES

Business Customer Gateway >
Postal Inspectors »

Inspector General»

Postal Explorer »

| PERSONAL PROFILE

| EELP

| Locout

SETTINGS
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Step 4 - Highlight the Job to be added (in this example "TEST1985.zip") and click 'Open'

= PostalOne! Maildat Client Application 36.0.0_TEM A lo@] R |
E ",‘IA’S';-EE SSE-%V%. PostaiOne! SITE | PERSONAL PROFILE | HELP | LOGOUT | SETTINGS
Home JopValigation/Upioad Upload mMetrics

Job Validation/Upload

Jobs selected for validation/upload:

No jobs selected
Add Jobs E Open
Lookiin: | | PostaiOne-TEM O = =)
o D44.zip “2) TEST1960.zip ) TEST1978.zip
&% 246 zip =0 TEST1961.zip ) TEST1979.zip
Recentitems  P472ip =D TEST1962.zip D TEST1980.zip
248.2ip =3 TEST1963.zip 3 TEST1981.zip
249.zip 2 TEST1964.zip ) TEST1982.zip
- 950.zip 2 TEST1965.zip ) TEST1983.zip
Desktop 951.zip =) TEST1966.zip ) TEST1984 zip
952.7ip =) TEST1967.zip
= 953.2ip =3 TEST1968.zip
El 954.zip 2 TEST1970.zip
My Documents ~ B55.zip =2 TEST1971.7ip
956 zip =D TEST1972.2ip
& 957.zip 2D TEST1973.2ip
- D58.2ip 22 TEST1974.zip
Computer  959.zip =3 TEST1977.zip
< I *
@ Filename:  TEST1985.7p |
Network  Files of type: | waiDat File (=hcr, .25) =) Cancel
LEGAL ON USPS.COM ON ABOUT.USPS.COM OTHER USPS SITES
Privacy Policy » Government Services » About USPS Home » Business Customer Gateway »
Terms of Use » Buy Stamps & Shop » Newsroom Postal Inspectors »
FOLA Print a Labe! with Postage 3 Mail Service Updates » inspector General »
No FEAR Act EEO Data » Customer Service » Forms & Publications » Posial Explorer;

Sie Index > Careers

Copyright® 2011 USPS. All Rights Reserved
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Step 5 - Check the "Upload after Validation" radio button, then click "Validate and Upload"

B2 PostalOne! m-@aemugm tion 36.0.0

UNITED STATES F
POSTAL SERVICE PostalOne! SITE | PERSONAL PROFILE | LP | LOGOUT | SETTINGS
Home JobValidation/Upioad

Job Validation/Upload

Jobs selected for validation/upload:

Remove File Name: TEST1985 Job ID: 07002508

Add More Jobs

Upload Selected Jobs?
) Just Validate Job(s)

[ Validate and Upload )

Files will be uploaded. €8

LEGAL ON USPS.COM ON ABOUT.USPS.COM OTHER USPS SITES
Privacy Policy » Government Services » About USPS Home » Business Customer Gateway »
Terms of Use > Buy Stamps & Shop » Newsroom > Postal Inspeciors »
FOLA Print a Label with Postage » Mall Service Updates » Inspector General »
No FEAR Act EEQ Data > Customer Service » Forms & Publications » Postal Explorer >
Site Index » Careers >

Copyright® 2011 USPS, All Rights Reserved
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Step 6 - After being chosen the job is validated by PostalOne!. PostalOne! Validation includes
things like checking and confirming MIDS and CRIDS and validating the permit numbers used in
the Job. Click the "Accept Agreement" button.

£5 PostalOne! Maildat Client Application 36.0.0.

E UNITED STATES
POSTAL SERVICE

PostalOne! SITE | PERSONALPROFILE | HELP | LOGOUT | SETTINGS

Home JopVatidation/opload Upload ™ Metrics

Job Validation/Upload

The seading of this fie oertifies that:

If an agent sends this file, the agent centifies that he or she is authorized to send on behalf of
the mailer, and that the mailer is bound by the centification and agrees to pay any
deficiencies, In additon, agents may be lisble for any deficiencies resulting from matters
within their responsiblity, knowledge, o control.

For nonpeofit organizations; (1) the mailing described by the fiie complies with DMM E&70; (2)
the imcome derived from the sale of any products or services advertised in the mading s not
subjRct to the Unrelated Business Income Tax (UBIT) and any products and services
advertised are substantialy related to the nonprofit organization’s suthorized purpose within the
meaning of 35 U.S.C. § 3828()(1)(D)a)1) and 28 U.S.C.§ 512(A); (3) the mailing, If made by a
voting registration official, is required or authoreed by the National Voter Registration Act of
1993; and (4) ¢ will 3gree 10 pay, subject to 3ppeal. any revenue deficiencies sssessed on this
maiing.

The mailer hereby cestifies that ail & 2 i in this file is te, truthful, and
complete: that the mail and the supporting documentation comply with 3ll postal standards and
that the maling qualifies for the rates and fees claimad; and that the mailng does not contain
any matter prohibited by law or postal regulation

| understand that anyone who i faise or mi in this file oc who
mntmmmmmf&myumpﬂwmaw«avlm
including fines and impnsonment.

( Accept Agreement )

Ldo not gecept

LEGAL ON USPS.COM ON ABOUT.USPS.COM OTHER USPS SITES
Privacy Policy > Gevernment Services » Abcut USPS Home » Business Customer Gateway >
Tzrms of Jse» Buy Stamps & Shop » Newsroom : Postal Inspectors »
FOIA » Print a Labs! with Pastage » Mail Service Updates » Inspector General s
No FEAR Act EEO Data » Customer Service > Forms & Publications » Postal Explorer »
Ste Index ; Carzers

Copyright® 2011 USPS. Al Rights Reserved
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A box will appear on the screen, showing the progress of the upload:

= PostalOne! Mail.dat Client Application 36.0.0_TEM = @ R |
E UNITED STATES
POSTAL SERVICE « PostalOnel SITE | PERSONAL PROFILE | HELP | LOGOUT | SETTINGS
Home JopVatidation/Upload Upload"Metrics

Job Validation/Upload

Jobs sel d for

. " 83 Upload Status [
Remove File Name: TEST1986  Job 1D: 07002510
Validate and Upload
Uploading Job Files:

File Name: TEST1986  Job ID: 07002510 UPLOAD COMPLETED  View Detais

Add More Jobs

Upload Selected Jobs?
() Just Validate Job(s)
(@ Upload after validation

(_ Validate a)j

Files will I
Elapsed Time: About: 42 Seconds
Time Remaining: 0 Seconds
|
|
| View Validation/Upload History ]
~
LEGAL ON USPS.COM ON ABOUT.USPS.COM OTHER USPS SITES
Privacy Policy » Government Services About USPS Home » Busness Customer Gateway »
Terms of Use » Buy Stamps & Shop » Newsroom > Postal nspectors
FOuA » Print a Label with Postage » Mail Service Updates » Inspecior General »
No FEAR Act EEO Data » Customer Service » Forms & Publicatons » Postal Explorer >
Ste index Careers >

Copyright® 2011 USPS. All Rights Reserved.

After the Job has been uploaded and validated it will appear in the Dashboard - to get there Click

"view Validation History" and check for a 'Complete' message in the Submission Status column on
the far right.

The Job is now complete and will appear on the Business Customer Gateway dashboard

along with other jobs from your company that have been processed or are being processed (see
example below).

70



PostalOne! Maildat Client Application

E UNITED STATES 3

Heme

Jobalidatonripload

Upload Metrics

PosraiOnel SITE

| PERSONAL BROFLE |

HELP

| LCGOoUT

| SETTHGS

lidation Upload History - Mail.dat | validatian/Upload Histary - Mall ML | Common Errars Summary - Malldat | Commen Ermors Summary - MailjoaL|
Filter Criteria Bt | Expott
Submission  Client Validati... Server Proce... File Submission Suhmission‘
From: Job 1D File ID CRID Date Completion D... Complation D... File Size  Stalus Type Stalus
[11012013 |o70nzs10 TESTIGE? 2442173 WINDOW BODK, NC. 02... | 112TM31TA8| MRTAZATAS| 112731721 5415 | Update |VaidationUpload |Comglete -
07002510 TEST1085 2442173 WINDOW BOOK, NC.02... | 112TM217:12| 112TM21742| 1127131713 5.4MB | Orignal | Valdation/Upioad | Comglete
Tor 00000240 NFOR0401 2442173 WINDOW BOOK, NC.02.. | 1128112 17:58| 1126M317:56) 1126131800 14.5MB Change |VaidationiUpload | Complete
|12:unzn13 00000340 NFDR0399 2442173 WINDOW BOOK, NC. 02... | 11/26M317:18| 11/26M317:18| 11/26M317:20|  15.7MB| Original | Vaidation/Upload | Complete =
3 TEST1985 2442173 WINDOW BOOK, NC. 02.. | 11/28M318:48| 11/26M13 16143 1126M318:50)  16ME| Original |VakdationUpload | Complete
TEST1963 2442173 WINDOW BOOK, NC. 02... | 11/26/13 16:43|  11/26/13 16:43 WA 16118 | Original | Valdation/Upload | Cliznt Valatior
By Job D TESTI8T6 2442173 WINDOW BOOK, NC_0Z... 112613 08:00| 112613 0900 11/26M13 0203 S.4MB Orignal | Valdation/Upload | Comgplete
[ NFORO393 2442173 WINDOW BOOK, NC.02.. | 112843 16:44 | 112842 16:44| 1128431646  14.6MB Change |Vaidationipload |Complete
NFORO392 2442173 WINDOW BOOK, NC. 02... | 11/28M1318:38|  11/2513 16:38|  11/2613 16:40 1.3M8 | Update | Vaidation/Upload | Complete
By Job Status: 00000334 NFOR03H 2442173 WINDOW BOOK, NC. 02... | 11/251318:18|  11/2513 16:19| 1172813 16:19 1.3M8 | Original | Valdation/Upload | Complete
- 00000535 NFOR0390 2442173 WINDOW BOOK, NC. 02... | 112513 16:08| 112513 16:08 112513 16:11)  157ME Orignal | Vaidation/Upload | Complete
[a130bs - 07002425 TESTI07S 2442173 WINDOW BODK, NC.02.. | 1125131424 1125131424 11251314325 1498 Update | ValdationfUpioad |Complete
00000311 WINDOU3S 2442173 WINDOW BOOK, NC. 02... | 11/251313:27| 11/251313:28| 11/2501313:20)  10.2M8 | Orignal | Valdation/Upload | Comglete
By CRID: 000000 WINDOU3E 2442173 WINDOW BOOK, NC.02... | 112513 12:08| 112513 13:10| 11/28M21211|  10.1MB | Orignal | Valdation/pload | Complete
Q000030 WINDOD3T 2442173 WINDOW BOOK, NC. 02... | 11/25M312:36| 112513 12:35| 11/28M312:40)  10.1MB | Original |Valdation/Upload | Complete
Select: 2 | bene 000ITS | MBS0026 2442173 WINDOW BOOK, NC. 02.. | 192513 12:36| 112513 12.36 WA| 11418 |Update |VaidationUpload | Server Vaidati
Order By: & CRD @ Corpany Name 00001325 IMB50025 2442173 WINDOW BOOK, NC. 02, | 1125131234 1125131234 WA|  1643kE |Update |Valdation/Upload |Server Vaidati
' b 00001325 IMBS0024 2442173 WINDOW BOOK, MC.02.. | 1125131228 1125131230 1125131231 11.4MB Orgnal |ValdatonUpioad | Complete
2442173 WINDOW BOOK, INC., 02139- 00000008 WEKADOOZ 2442173 WINDOW BOOK, NC. 02... | 112313 00:36|  11/23M3 09:35 WA 7393k |Update |ValdationiUpioad | Client Valiatior
00000008 WBKAD002 2442173 WINDOW BOOK, NC.02... | 11/231308:30| 11/23113 0830 NiA| 342548 |Update |ValdationiUpload | Client Vialdatior
00000008 WEKAD001 2442173 WINDOW BOOK, NC. 02... | 112313 08:26 112313 09:26| 1123013 09:26 1.6ME | Original | Vaidation/Upload | Complete
07002438 TESTIST1 2442173 WINDOW BOOK, NC. 02... | 11/22M315:25| 11/22M315:25| 1122131527  4.0MB|Update |VaidationUpload |Complele
4 fl | K 07002433 TEST1970 2442173 WINDOW BOOK, NC. 02... NMR22N315:23| NM221M31523] 1122131524 S£4ME Original |Valdation/Upload |Comglete —
[m] - P ey T Ty e e N e
LEGAL Ol USPS.COM Ol ABOUT.USPS.COM OTHER USPS SITES
Privacy Policy » Government Services » About USPS Home » Business Customer Galeway »
Terms of Use » Buy Stamps & Shop » Newsroom s Postal Inspectors »
FOs Print a Label with Postage » Wail Service Updaies » Inspecior General »

Mo FEAR Act EEO Data »
Site Indiex »

Copyright® 2011 USPS. A1 Rights Reserved

Customer Sarvice »

Forms & Publcations »
Careers s

Postal Explorar »
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If validation fails:

If for any reason the validation fails you will see something like the following on the Dashboard -

a "Validation Failed" message will be received.

Click ‘View Validation Upload History’ and see ‘Client Validation Failed’ in the Submission Status

Column:

£3 PostalOne! Maildat Client Application 3m_rm1

UNITED STATES
POSTAL SERVICE« FPostalOnel SITE | PERSOMAL PROFLE | HEL® | LOGOUT | SETTINGS
Home JobWalidationnl pload Upload Metrics
ValidationfUpload History - Mail dat | validationL ary - Mall3ML | © Errors Summary - Mal.dat | Cammon Errors Sumemary - Mal.xiL|
Prit | Experd
Filter Criteria
Submission  Client Validati... Server Proce... File Submission Submissic
From: Job 1D File IV CRID Diate Completion D... Completion D... File Size  Status Type Sratus
||WIJ2N$ Q0001327 MBS0027 2442173 WHDOW BOOK, INC. 02... | 12002113 17:54 | 1200213 17:55 Nia|  11.5MB|Original | ValdationfUpicad | Cient Valid:
00001327 MBS0027 2442173 WIHDOW BOOK, INC. 02... | 1200213 17:50| 1200213 17:51 Nia|  11.5MB|Original | Validation Clent Valid:
Tar
[12112013
By Job ID:
E |
By Job Status:
[ 1 30bs =]
By CRID:
Select: A1 | Mane
Order By: (0) CRID () Company Name
[7] 2442173 WINDOW BOOK, INC. 021383
L m | ]
m

LEGAL ON USPS.COM ON ABOUT.USPS.COM OTHER USPS SITES

Privacy Policy 3 Government Services s About USPS Home » Business Customer Gateway »
Terms of Use Buy Stamps & Shop HEwsroom » Poslal Inspeciors »

FOM » Frint a Labal with Postage » Wai Service Updates :

Inspector General ;

Mo FEAR Act EEQ Data » Postal Explorer »

Customer Service »
Site Indax »

Forms & Publicatons »
Careers »

Copyright® 2011 USPS. Al Righls Reserved

Click on the Job-ID to display the validation error
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)
POSTAL SERVICE» PostaiOse) STE | PERSOMALPROFLE | HEL® | LOGOUT | SETTRMGS

Uploaametrices

Job Validation / Upload Details

Job 10: 00001327

Submission Date: 12/02/13 1750

Submission Type: Vaidation

Version: 13-1

Validation/Upload Duration: 00:01:03.000

Status: Client Validation Faled bl | Gl

o e | »
LEGAL On usPs.com O ABOUT,USPS,COM OTHER USPS SITES
Privacy Policy » Government Services » About USPS Home » Business Customer Gateway »
Terms of Use » Buy Stamps & Shop > Newsroom > Postal Inspectors »
FOW Print & Label with Postage » Mal Service Updates » nspector General
No FEAR ActEEO Data » Customer Service » Forms & Publications » Postal Exploref »
Site Index ) Carcors »

Copyright® 2011 USPS. Al Rights Reserved

Correct the validation error in DAT-MAIL and resubmit the job for validation until the
‘Complete’ message is received.
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"Original Release" vs. "Updated Release”

For each Mail.dat file there is the initial "original" release and a second "updated" release
generated by the DAT-MAIL software. These are both uploaded to the PostalOne! interface.

The original release is the original Mail.dat file with modifications from the DAT-MAIL software,

and the "updated" release (also known as the "ready to pay" version of the file) should accurately
represent the contents of the actual physical mailing that is being sent to the US Postal Service.
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PostalOne! Help Desk Contact Info

Postal Once Customer Care:

https://www.usps.com/postalone/contact.htm

Screen shot (as of 11/18/2013):

5 6 @ https://www.usps.com/postalone/contact. htm LP~aC USPS - Contact PostalOne! .. % [

UNITED STATES
POSTAL SERVICE»

National & Premier
Accounts

Manage Account

Plan & Design

Address Management

Verify & Transport

« Guide you through the application process and explain the Technical Guide
PostalOne! user agreements, request for computer access process,
and site administrator’s role.
4Contact PostalOne! = Answer technical questions about the Posta/One/® system, |
Customer Care help with passwords, system logon, and clarify the file Need Transportation
testing and transmission processes. information?
Track .
e-mail us: Find the number on our Contact
News & Information talone@email. usps.qov Transportation page.
Locate & Calculate &%‘(l))u 352-9085
Site Feedback Or write to us:
PostalOne! Customer Care Center
USPS-NCSC

National & Premier Accounts > Verify & Transport > PostalOne! > Contact PostalOne! Customer Care

Contact PastaIOné! Customer Care

We are here to help you.

Our trained and friendly Customer Care Center staff is eager
to assist you. They will:

« Explain current features and benefits that are available to
you.

225 N. Humphreys Blvd Ste 501
Memphis, TN 38188-1001

We encourage your questions, comments and feedback, and

Have a question?

You may find the answer in the
PostalOne! User Guide or

look forward to hearing from you.

LEGAL ON USPS.COM ON ABOUT.USPS.COM OTHER USPS SITES
Privacy Policy » Government Services » About USPS Home » Business Customer Gateway »
Terms of Use » Buy Stamps & Shop » Newsroom » Postal inspectors »
FOIA » Print a Label with Postage » USPS Service Alerts » Inspector General »
No FEAR Act EEO Data » Customer Service » Forms & Publications » Postal Explorer »

Delivering Solutions fo the Last Mile > e

Site Index »
<
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Updating the USPS MDR Client Software

How to Install and Configure the Posta/One!® Mail.dat Client Software

The PostalOne!® Mail.dat Client software must be loaded onto the same computer where you will
be running our MD Service Manager software, because Windows operating systems such as Vista,
Win7, and Server 2008 do not allow a service to launch an application that is on a network share.

Do not load the USPS software into Program Files, because the USPS programs will update the
Debug.log (and others) in its own folder. Some security models require administrator
permissions to update files in Program Files.

There are three separate PostalOne! sites for uploading your Mail.dat files and each site has a
specific PostalOne!® Mail.dat Client software package — one for PROD (production), Test
Environment for Mailers (TEM) and Customer Acceptance Testing (CAT).

Mail.dat Service Manager can be configured to monitor any one, two or all of three of those sites
when you are working with PostalOne!.

Download the USPS MDR Client software by logging into the Business Customer Gateway
https://gateway.usps.com/bcg/login.htm and clicking on the Electronic Data Exchange link. You
will then be directed to the Production or Test Environment for Mailers (TEM) area to download
the respective software.

76


https://gateway.usps.com/bcg/login.htm

Home = Electronic Data Exchange

Electronic Data Exchange

08-2 Mail.dat Legacy

Download Client Application (Windows) Metrics Search

R ppiCato olars Metrics - File Transfer

Mail.xml
Download Mailxml WSDL Files

Data exchange testing with PostalOne! Customer Support is required prior to adctivation for all elecronic data exchange methods other than Postal Wizard. The
PostalOne! systemn provides customers with a Test Environment for Mailers {TEM) to allow submission of jobs for validation processing in a non-production
environment. This will provide mailers a way to test their file layouts and comesponding file submission/creation software prior to submitting jobs to the production
application. The TEM environment will process the submitted files for the same validations that will be found in the production environment. It will also capture, log
and display the emor information in the same manner as the production environment for the mailers use in updating file layout and software processing.

Onee you have downloaded the appropriate software (if applicable), you will initiate the test process by sending the Help Desk an email notifying them they are ready
to begin testing. This email should include:
a. Company Mame
b. Contact Mame
c. Phone Number
d. Data Exchange Method (Mail . dat, Mail XML, etc) and versig
’ Test Environment for Mailers (TEM)
11-1 1 11-2 Mail.dat PostalOne! Postal Wizard
ailda PostalOne! Guide
Start Testing - Notify Help Desk

DuwnluadCIientA lication (Windows

Lo R T T T = T T Go to TEM

Start Testing - Notify Help Desk

Go to TEM

Mail.xml Parcel Return Service (PRS)
Mail.xml Guide PRS Guide

Start Testing - Hotify Help Desk PRS Process

Download Mail.xml WSDL Fies Start Testing - Notify Help Desk
Verify Web Service in TEM Go to TEM

Go to TEM

Electronic Verification System (EVS)
EVS Guide

EVS Process

Start Testing - Hotify Help Desk

Go to TEM

Each PostalOne!® Mail.dat Client software package gets extracted into its own directory and each
of those have their own Login and Settings information. After downloading the Posta/lOne!®
Mail.dat Client software, make a folder and unzip the contents. A good example for naming your
directory would be C:\USPS TEM\<install date> or C:\USPS PROD\<install date> or C:\USPS
CAT\<install date>.

Inside that folder you’ll want to launch the run-mdclient.bat batch file and instead of logging in,
go to the top/right of the screen and click on the Settings button to fill in the Batch Mode
information. Follow the instructions below to set the necessary information we require in order to
monitor your Mail.dat file statuses. Then click OK:
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. —— _— - T W = -
PostalOne! Mail.dat Client Application 27.0.1_TEM C=nr=s
 c— s
| |
E#OAISI}-EESS%Q PostaiOne! SITE | HELP | SETTINGS
Sign In
Existing Users New Users
Fill in the following information: Register now for USPS PostalOne! services
through the Business Customer Gateway.
Username | When the registration is complete, a username
and password will be provided to access this
Passwiord application.
Forgot Password
( Signin> ) ( SignUp>

On the General tab, select a “Log” folder and set your "Time Zone”. Highly suggest that the Log
folder be created as such: C:\USPS TEM\Logs.

Settings e S|
Settings “Requir.

 General!| Batch Configuration | Receipt Files

Proxy Server

Address [Enter address here] Port Humber  |[Enter ] (7]

Log File

Log File Location ~ |C:/USPS TEM/Logs " Browse... (7}
| Time Zone

Zone EST - 23

( Cancel )[ OK |

On the Batch Configuration tab, enter the following information:

e Your PostalOne!® username and password
e Set upload run time (30) and sleep time (3)
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e Define the Batch File locations. We strongly suggest creating these directories at the root
of C:\USPS TEM used in this example:

Settings ﬁ
Settings Requres,
| General | Batch Conﬁguraﬁon§| Receipt Filesl

Username/Password

Password is case sensitive.

Username - |Kshelow Password " sssssssss

Upload

. . . . |73
Run Time 30 minutes Sleep Time 3 minutes

| Batch File Locations

Jobs Repository *|C:/USPS TEM/Jobs [ Browse... 7]
Rejected Files  |C:/USPS TEM/Jobs/Rejected [ Browse... : [
Failed Jobs " |C:JUSPS TEM{Jobs/Failed [ Browse... 7]
Successful Jobs - C:USPS TEM/Jobs/Successful [ Browse... \ [

( Cancel ][ OK

On the "Receipt Files" tab, enter the following information:

e Receipts Repository - folder where PostalOne!® Mail.dat Client Software saves receipts to.
We strongly suggest creating this directory at the root of C:\USPS TEM\Jobs as shown in
this example

e Receipt Format - choose Enhanced XML
Postage Statement Filter — choose Billable
Receipt File Name - use the following value: status_receipt {0}_{1}.{5}

The {0} will be replaced by JobID, {1} will be replaced by date and time, and {5} will be
replaced with TXT or XML. It is important to allow PostalOne!® Mail.dat Client Software to

name the status receipts this way because “Receipts will stop downloading if a file with the
same name already exists in that download folder” - (USPS technical spec).

e Set the receipt poll run time (30) and sleep time (5)
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Settings LX)

Settings “Required
| General I Batch Configuration |§F'-ECEiI:'t Files |
Receipt Files
Receipt Event Generation (@ Enable () Disable
Receipts Repository * | C:/USPS TEMJobs Receipts [ Browse... ) [
Receipt Format i@ Enhanced-¥ML (7) XML ) ASCII Delimiter Space Tab i@ Other: [
Postage Statement Filter () Submission @) Billable [
Receipt File Hame status_receipt_{0%_{1}.{5} [P
Receipt Poll Run Time 30 minutes Sleep Time |5 minutes E
Additional Usernames for Receipt Download
Username Password
Add
| Cancel || OK

Turn Off Security Warnings on USPS MDR Batch Files

Some environments will warn you about running batch files and demand your input. Since the

USPS MDR Client processes are started with batch files, it is important to log into the computer
with the account that the Scheduler will be running under, then manually starting the two batch
files.

Double click on runBatchUpload.bat. If you get a Security Warning box, be sure to uncheck
the “Always ask before opening this file” and then click Run. After it starts, close the CMD.exe
process it started. Repeat the above step for runReceiptPoller.bat. If you do not disable these
Security Warnings, it is likely that when executed as a service they will fail to start. Repeat this
step for each folder where USPS MDR Client software is installed (PROD, TEM, CAT).

If you launch either one of the .bat files and notice that the DOS window automatically appears
then the Security Warning will not be an issue.
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Stopping MD Service Manager and USPS MDR Client Sessions

There are times you may want to shut down MD Service Manager and the USPS MDR Client
software (such as when the USPS MDR Client needs to be updated).

MD Service Manager runs as a service and, as such, the two USPS MDR Client processes are
called from the service (there are two for each site being monitored - one for Mail.dat upload,
and another for status receipt polling).

Services do not have a user interface and their processes do not display windows. You will not
see the command processor (DOS window) running the USPS MDR Client software. This can pose
challenges when you want to shut down the USPS MDR Client.

In order to stop MDSM, you will first need to either stop the WBI Automation Scheduler, or stop
the MD Service Manager Plug-in.

e To stop the Window Book Scheduler, open the Control Center and press the Stop Service
button.

e To stop the MD Service Manager Plug-in, highlight the service in the Window Book
Scheduler Control Center and click the Edit button. Select ‘End Date’ and choose
yesterday’s date then click OK.

In order to stop the USPS MDR Client processes is to go to Task Manager and look for cmd.exe
processes for all users. You can then End Process to close the runReceiptPoller.bat and
runBatchUpload.bat sessions. If the Task Manager version can display the "Command Line”
column (View menu, Select Columns) then you can look at the path to confirm that the process
being stopped is the intended one.
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T ——8
158 Windows Task Manager -

-

File

Options  VWiew Help

Applications | Processes |Service5 I Performance | Metworking IUsers |

-

m

L

Image Name User Name CPU  Memory (Priv... Command Line
ACDaemon.exe *32 kshelow an 3,748 K "C:\Program Files (x86)\Commaon Files\ArcSoft\Connection Service. ..
acrotray.exe *32 kshelow oo 2,296 K "C:\Program Files {(x86)\Adobe\Acrobat 9.0\acrobat\acrotray . exe”™
ACService,exe *32 SYSTEM 00 1,564 K "C:\Program Files {(x86)\Common Files\ArcSoft\Connection Service...
agent.exe *32 hyoo 00 816 K "C:\Program Files (x86)\Common Files\Acronis\Agentiagent.exe”™
atiedix.exe SYSTEM 1] 3,092K atiedkx
atiesrix.exe SYSTEM 1] 2,160 K C:\windows\system32\atiesrix. exe
audiodg.exe LOCAL ... 1] 11,780 K
BackupMowEZSvr.exe *32 SYSTEM oo 4,012K  "C:\Program Files (x86)\MewTech Infosystems\Backup Mow EZ\Ba...
BackupMowEZtray.exe *32 kshelow an 4,668 K "C:\Program Files (x86)\MewTech Infosystems\Backup Mow EZ\Ba...
ccApp.exe *32 kshelow an 520K "C:\Program Files (x86)\Common Files\Symantec Shared\ccApp.ex...
CCC.exe kshelow oo 19,720 K "C:\Program Files (x86)ATI Technologies \ATI. ACE\Core-Static\C...
i ————. S
: and, exe kshelow oo and fc ™C:\USPS TEM| 20120109 yunBatchUpload bat™ ™
cmd. exe kshelow 1] cmd Jfc "C:WSPS TEM\20120109vunReceiptPoller bat™ ™
PR, e
conhost.exe kshelow 1] 1,488 K W\C\Windows\system32\conhost.exe "693052934937395754-1...
CBrss.exXe SYSTEM an 2,564 K YSystemRoot¥\system32'csrss. exe ObjectDirectory=\Windows ...
CBrss.exXe SYSTEM an 2,732K  YSystemRoot¥\system32'csrss. exe ObjectDirectory=\Windows ...
datamngrUl exe *32 kshelow an 3,356 K "C:\Program Files (x86)\Windows jZip Toolbar\Datamngr\datamng. ..
dwm.exe kshelow a0 20,580 K "Ci\Windows\system32'\Dwm.exe”
EasyShare.exe *32 kshelow 00 4,043 K "C:\Program Files (x86) Wodak\Kodak EasyShare software\bin'Eas. ..
explorer. exe kshelow ii] 45,972K  C:\Windows\Explorer EXE
firefox.exe *32 kshelow 1] 193,944K "C:\Program Files (x86)WMozilla Firefox\firefox.exe™
g2mcomm.exe *32 kshelow 1] 12,188 K "C:\Program Files (x86)\Citrix\GoToMeeting\723\g2mcomm. exe”™ ...
a2mlauncher.exe *32 kshelow o] 9,952 K "C:\Program Files (x86)\Citrix\GoToMeeting\723\a 2mlauncher.exe... ™

»

Show processes from all users

Processes: 115

CPU Usage: 5%

Physical Memory: 40%

The preferred recommendation is to:

C:\USPS TEM\<old install date>

Updating the USPS MDR Client:

82

Follow the previous step outlined in Stopping MD Service Manager and USPS MDR Client
Sessions.

We do not recommend installing (or unzipping) a new USPS MDR Client over an existing
installation. We have seen numerous times where the configuration data is wiped out which halts
the monitoring process. The USPS also does not recommend installing over existing files.

Make a new folder each time there is new USPS MDR Client update and unzip the files there. If
you followed our initial installation suggestion that your directory names would be patterned as
such:

C:\USPS TEM or C:\USPS PROD or C:\USPS CAT, then your new directory name for a USPS MDR
Client update might look this...



C:\USPS TEM\<new install date>
Or

C:\USPS PROD\<old install date>
C:\USPS PROD\<new install date>
Or

C:\USPS CAT\<old install date>
C:\USPS CAT\<new install date>

Reconfigure the new version of the USPS MDR Client software by following the steps outlined in
Configuring your PostalOne!® Mail.dat Client Software. The existing General, Batch and
Receipt directories can be re-used.

From the Window Book Scheduler Control Center, edit the MD Service Manager Plug-in for the
expired USPS MDR Client by choosing ‘Disable’. Create a new Configuration for the updated USPS
MDR Client.
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MDR Client Software updates

The USPS periodically makes updates in the PostalOne!® system to incorporate enhancements
and bug fixes to the software. Major changes are performed when there are significant changes to
postal rates or regulations (for instance when the USPS does a January price increase). Usually
there are at least four PostalOne!® software updates during the year: January, April, July, and
October. There can also be interim updates to PostalOne!® for immediate fixes or other system
issues.

It is important to download and install the USPS Mail.dat Client software (also called MDR Client)
as soon as it is available. This software can be downloaded from the Business Customer Gateway
web site. You may also need to make any associated updates or configuration changes to
software that interfaces with PostalOne! once the Mail.dat® Client software is updated.

MDR client update notification is by e-mail from the USPS. In order to receive notification of
PostalOne! updates send an e-mail to dmmadyvisory@usps.gov and ask to be added to the
distribution list. You can also review previous DMM Advisory notices at
http://pe.usps.com/dmmadvisory.asp. The software will also warn you if the MDR Client on your
desktop is out of date and prompt you to download and install the latest version.
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Recording and Saving DAT-MAIL Settings

Making Screen shots of your settings

Making and saving screen shots:

To create and save a screen shot press the <Alt> <Print-Scrn> buttons together on your
keyboard. Then paste the result (<Ctrl>-V) into a graphics file for instance a .jpg, .pgn or .bmp
file. You can use MS Paint to save screen shots into individual files. You can paste more

than one screen shot into an MS Word document (.doc or .docx) using the same procedure, if you
want to save the information to a single document.

Examples:

From this menu:

M DAT-MAIL Editer with Toolbox 8.13.21.02 EIL
[ File | Reports  Wtilities  TeoolBox  Other Prograrms  Security  Help

Mew Mail.Dat Import Ctrl-Insert p F'Ds.tage T“" a0z j’

Open Mail.Dat File Ctrl-Enter 7 L o S

Delete Mail.Dat File Ctrl-Delete \' \' [ ‘]'l\-—"[\—' \-\‘- L IL‘— l\‘-—’ [\-

SinsnHEasEl Salliiians

Delete Multiple Mail.D'at Files \,-'r

Export Mail.Dat File A w % &

Mailing Agents (Mail Preparers) \ \_ (\-\ll l\? \- I'lL L O I,\:’I {

Client List (Mail Owners)

Job List ‘“' =0T | L"'S .:.'I bk_-l'l_ RS \:.'f
/

Permit List X ﬂ :“Q:__x:

Publication List / ‘"‘\,,__

Lot/5tring/Panel Info \ \_ O [\j \_ i‘\_ L O Q {

Client Communication List Sl RS e SEUTaS :
/

Carrier List N\ w _"'_H—.:\“::_,_‘_“‘:P \

CAPS List K e L

e 1 2
[ indow Book, Inc.,

DMU List © 2013 Window Book, 1

Transportation Schemes

Distribution Center List

Program Settings Program Setup
Printer Setup Save
Exit Ctrl-X Load
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Click "Program Setup" and Choose the "PostalOne!" tab. You can then make a screen shot (see
instructions above) and paste it into a graphics file (or a Microsoft Word Document).

Screen shot of PostalOne! settings (Program Setup screen):

4 setup (5]

[CuntainerTareWeights "Expurt.l'Archi'.re ”Ad'.rancad Settings "Palle‘tTrau:king.ﬂntelligentI'.'Iail "I‘.‘Iaintenance l

[Impurtl)efaurts- ”I‘u‘lailerlnfurrnatiu-n "F‘Ianah.rzer |P95tﬂ|0ﬂ35 |StaternentGeneratiu-n Hstart Up Options l

[#] Participate in PostalOnes | Generate Statements |  Only Create Release Files
Default PostalOne! Export

@ prod’ PostalOne! Release path ]

CAT [ PostalOne! Release path ]

TEM | PostalOne! Release path |

Populate ASM/EMD data in MAIL.DAT Mailing Facility:
|:| Suppress Export of Original Releaze Mailing Facility Zip:
Validate on Export
|:| Suppresz PDR and PBC on ReadyToPay
|:| Non-Automated Release Creation
When PDR & PBC exist, Full Service requires only one to be exported.

Mailer's E-mail Address.

@ Export PDR i©) Export PBC
Default values for export
Permit E] Weight Source: A - Agent EI
City: = Postage Pay. Option: C-CPP E‘
State: Publication No.:
Zip+4: Machinable MailPiece: | _ Machinable, no surcharg EI

Tray Preparation Type: | P - Package E‘

Tray based co-pallietization default value for C3M Included In Other Documentation
) Copalletization is done at the Qriginator's site (1) @ Copalletization is done at another site (0)

Login Info Permit Info

PostalOne! Web Services has not been activated - Press Login Info button to activate.

[ oK H gance|]
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Likewise for other Tabs on the 'Setup' screen, for instance the "Import Defaults" tab:

T setup =X

| Container Tare Weights "Expurmrchi-.re "Ad'.rant:adsm'tings "Palle‘tTrackingﬂntelligent Mail ”Haint&nanc& ]
import Defaults |Hlailer Information "Ptanalyzer "F‘ustalﬂne! HStaternentGeneratiun HStart Up Options ]

-

: Default Import Directory |  C:\MDImport

Single File | Daemon Sync Settings

I:l Fast Network Option Conformance Testing

& E' Mot Import Fiece Detai Fil ) MoAuto Validation @ Conformance Category:
o Mot Import Piece Detail File
Park Piece Detail File IDEAlIance Conformance Testing |E|

Mark Container Status
@ MNoChange () Preliminary () Blank

O

Do Not Import Piece Barcode File
Park Piece Barcode File
Allow changes to data during import
Set In Home Date To Zero
Set Ship Date To Zero
Delete Mother Pallets
All NDC MxNDC SCF
Run Batch reports after import

Batch Report Setup

O OO0

Recalc Container Weights After Import

Run Freight Table After Import

Run PMOD Export

Auto Export P1 Original File After Import

Create Sibling Records on Import

|:| Wark CSW's Included In Other Docs Update only non-MLOCR files

OoOO

(o [ oo |

You can make and save screenshots of your Setup screens (or any other screens) in this way to
keep the settings for future reference. For instance it could possibly be necessary at some point
to re-install and re-configure the DAT-MAIL program after a computer hard drive failure.
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How to Document Installation Settings

PURPOSE

The 'EII_Client_Information' file was created in order to have as a reference, a Client's system
settings in the form of screen shots as they appeared at the time of installation. This becomes a
valuable reference tool should a re-installation or re-configuration of DAT-MAIL be required due to
an event such as a hard drive failure. The file contains Client-specific worksheets that also house
pertinent installation details like original installation date, name of the installer, installation type
(single or multiple), file path information, etc. Each Client-specific worksheet is created by the
person performing the install for the Client and is based on a worksheet Template that is also
included in the file.

LOCATION AND ACCESSIBILITY

The 'EII_Client_Information file was created in MS Excel and then imported into Google Docs for
ease of use by both Window Book and EII employees. To gain access to the file, it must be
shared by the file's owner using a GMail address. To obtain a GMail address if you don't already
have one, click the following link:

https://accounts.google.com/SignUp?service=mail&continue=http%3A%2F%2Fmail.google.com
%2Fmail%2F%3Fpc%3Dtopnav-about-en

To request access to the file, contact Window Book's Laura Burish at Iburish@windowbook.com.
Make sure to include your GMail address with your request!

When the file has been shared with you, an invitation email will be automatically sent to your
GMail Inbox along with a link to the file.

CREATING A NEW CLIENT WORKSHEET

A worksheet does not display in it's entirety in the viewing area of the screen; therefore
up>down, and left>right scroll bars are available for navigating the worksheet.

To create a new Client worksheet, perform the following:

1. With the 'EII_Client_Information' file open, select the 'TEMPLATE' worksheet from the
horizontal list of names found at the bottom of the file;
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2. Click on the down-arrow that appears next to the name of the worksheet (i.e. TEMPLATE)
and select 'Duplicate’;
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3. The worksheet 'Copy of TEMPLATE' will be created and displayed. Click the down-arrow
located to the right of the worksheet name (i.e. 'Copy of TEMPLATE'") and select
'Rename...";

Window Book ing
Installed By (Company )

W

Eagineering mnavafian ke JET) DAT-MAIL Configuratis

Impori Defasits Tak:

Installed By {Ind -

Cpdcais
Client In=k

FIE-QL Profed st

OE BN NN EER

Hida shasl

DATMAIL Regl

Mrea righl

SR EEH

Nirea b
L4

# ®m | TEMPLATE - | Capy sl r|_-.r-_=.1LD AN Campany = DI inc-Wd5 - D200nc- Sale st - LESe Saop of Hermoe = Sams Ca =

4. Rename the worksheet using the Client's name and Client ID (e.g. Rocky Mtn (2011)). If
more than one installation has occurred for this Client (same Client, different location),
include a reference to the location where the installation took place, such as the street
name. Press the Enter key on the computer key board after entering the name
information for the newly created spreadsheet;

Import Dedaults Tabo

Installed By (Individual Name)
Client Install Assistant

PSOL License Code

FlW % e EHEHENRER

8

DATMAIL Registration Code

HE AR

+ = TEMPLATE Fachoy Min 2011) | « BB Co = B2B Inc - 3rd St = | B2B Inc - Stain 51 = | Lie Shop of Homwes: = | Sams Co =
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5. Client worksheets should be kept in alphabetical order; however, the TEMPLATE worksheet
should always remain at the head of the list (far left) for ease of use.

Single click, hold, and drag the newly created Client worksheet (i.e. 'Rocky Mtn (2011)") to
its correct alphabetical position within the workbook;

Windew Beak e

Engivesning innavatian fae (0]

DAT-MAIL Configuration Serean Shots

Impert Detauls Tak: Mailei

Plasta cursesr T’
Kristing Andersen Frate

Clak Hulchinsan

MEZI115IZFOEG+3I81PREG+MOZCHTOHWAODRGMESZ

= Ltk Shop of Homers (2007 = Rocky Min (MEZDT11) Spms Ca [2030) -

Once the Client worksheet has been created, renamed, and moved to its correct position in the
file, the installer can begin to fill in the necessary installation detail.

NOTE: Google Docs automatically saves any changes to a file as they occur; therefore, you are
unable to perform any type of manual save of it. If you want to see what changes had been
made since the last save or even prior to the last save, click the 'All changes saved in Drive' link
located to the immediate right of the file's top-line menu.
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COMPLETING A CLIENT WORKSHEET

Once the Client worksheet has been created, the Installer can begin filling in the necessary fields.
The Client worksheet should always be open on the Installer's PC, not the Client's PC/server. The
following are the list of fields found on the Client worksheet and descriptions or instructions for
each:

Client Name / Client ID

Address

Phone

Subscriber Name

E-mail Address

Installed by Company: Enter an 'X' in the appropriate field to signify whether the install
was done by Window Book or EII.

Installed By (Individual Name): Enter the first and last name.

Client Install Assistant: Enter the full name of the person located on-site for the Client
that assisted the installer.

PSQL License Code

DATMAIL Registration Code

IDEAIlliance ULC

Install Date: Enter the full date in any format. Once the Enter key on the keyboard is
pressed or if you tab out of the field, the field will automatically display the date in the
following format: 'YYYY-Mmm-DD', e.g. Entering '2/9/14"' will display as '2014-Feb-09'
(there is a slight delay before the automatic format change takes place, so be patient).

e Installation Type: Enter an 'X' in the appropriate field to signify whether the installation
type is a single install or a network (multiple user) install. Signifying a single install
(installation occurred on either the C or D drive) will cause the various InstallAware path
fields and DAT-MAIL Path Names to auto-populate. Signifying a network install will require
manual entry of the various InstallAware path fields and (see Step 10 for more information
on entering the network install/multiple user DAT-MAIL Path Name fields)

Installation Type InstallAware
- o - DATMAIL Version Info & Installation Folders
Single ‘ Network
[+5) X | Program Path: |C\WB\MDY
oA | Data Path: |C:\WB\MDVIDATA\ DAT-MAIL Editor with Toalbox 8.14.01.06 Compiled 1111114
Statements Data Path: [C\WB\PMW\DATA
Net Bookshelf Path: |C\WB PATH NAMES (copy Program Path to Daemon Inbox Path directly below this line)

DAT-MAIL Program Path: C\WBMDV
“NOTE™ DAT-MAIL Data Path: CWBIMDVIDATA!
InstallAware path defaults should Statements Data Path: CAWBPMWIDATA

always be used for Single User z P ; g
Installations. Default paths should NOT Control Settings: C:\WB'MDV\DATA\mdbmdc.ini

be changed! PM Control Settings. C\WB\PMW\DATA\pmws ini
Entering an X" next to the drive letter Weight Sheet Settings: CAWBPMWI\DATA\pmwwts.ini
(C:\ or D7) the installation took place on |Tag Printing Settings: C:\WBMDVitagcontrol.ini

for a Single Installation Type will auto-
populate the InstaliAware Path
information, as well as the DAT-MAIL  [Defaull imgort Path: C:WB\mail dat

Path Name Information. Default Archive Path: C:\WB'mail. dat\archive

Daemon lnbox Path: C:\WB'mail datincoming

SQL Connection Info
Copy SQL Connaction info “"HERE""

e DATMAIL Version Info & Installation: The required information for this field should be
downloaded directly from the Client's DAT-MAIL software, saved to their PC/Server's
Desktop and emailed by the Client, to the Installer. To do so, perform the following:
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1. Launch the Client's DAT-MAIL software after the installation has taken place. From
the top-line menu bar, click on 'Help' and then select 'About DAT-MAIL';

Update Program
Get Support for DAT-MAIL

300 Frankiin Streat
Cambridge, MA 02139
USA,

Tel. (617) 441-3500
Fax. (617) 395-5001
Srmert Postal Solulions e

Version: 8.14.01.06 Compied 1/11/14
© Copyright 2000-2014 by Window Book, Inc. All Rights Reserved.
Operating Platform 15 MS Windows NT/2000/%XP

Additional Information About... | General License/TrademarkiCopyright Statement |

What's New -- Functionality

What's New — Data Base

3. The DAT-MAIL's More About... dialog will display. Click the 'Environment' tab to
display the 'Environment Information' and then click the Export button;
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[ I DAT-MAIL Editee with Toolbex 214.01.06 Compiled 1/11/14 Mare About..

Environment Information

N p-unuwmmmrq!_mr-mnggm:mnpm. Ernvironment l:nnrrwﬁnnhl'u|

OPERATING SYSTEM =
G Service Pack 1 Build: 764 I

PATH MARMIES
i DAT-MAIL Frogram Pathe CHOSEIMDY
DAT-MAIL Dt Pach: CoWERDVDATAI |
|1 Hatemants Dats Path: COVBPMWIDATA

Cantral Setlings: CAVEMIADATAImdbmde.ini
P Control Satlings: VB PRBDATA proves.ind
Weight Shest Settings: CANERRMVIDATA prrnerests.ini
Tag Erinting Settngs: CrWB MV iagoontrol.ini

Default Import Path: CoWYBUmail dat
De:fault Archive Pathe COTERmaildatanchive
Dasgmicen Imbo Path: CONBail datineaming &

= =

————

An Export dialog will display. Make note of the export path where the environment
information file will be saved to. If you'd like to change the path to something like
the Client's PC's Desktop (recommended), click the Browse icon to the right of the
Export File Path field and select the specific location you'd like the file to be
exported to. Click the OK button;

Expoat

[ [ EITHTRAE SEEET ey | D
Kot Pl Ml [l it B puint

Lok [ o |

Once the export is complete, the Export Confirmation dialog will display. Click the

OK button;
Have the Client or Subscriber email the 'DatMailAboutExport.txt' text file to the

Installer;
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7. Open the 'DatMailAboutExport.txt' file on the Installer's PC. Highlight the first line
of text (i.e. "DAT-MAIL Editor with Toolbox...") (see image). With the line
highlighted click the 'Edit' menu from the top-line menu bar and select the 'Copy'
menu option (or using the PC's keyboard, while holding down the 'Ctrl' key, press
the letter 'C');

File Edt Fornat Miew Help

patabase wersion Information:

usPs prop Ship Dpatabase files as of: 12/27/2003

Destination File - Expires: 2/28/2014

Zip File - Expires; 2,/28/2014, version: O71.05.00

Labeling List File - Expires: 4,/30/2014, version: 075, 01.00

registered options:
Maximum simultaneocus users allowed: 2

Securit

spailage Tracking
Pustaﬁe Reparts
orapshipIiT

Postage Accounting
rFalletization
Fostalone! web Services
FAST

Environment Information:

COPERATING SYSTEM
6.1 service Fack 1 euild: 7601

PATH NAMES

DAT-MAIL Program Path: C:WWB'MDV

DAT-MAIL DATa Path: ©:hWB\MDV'DATAY

Statements Data Path: C:YwE'\PMe'\DATA

control Sertings: C:iwB'\wovibata\mdbmdc. 1nd

P Control Settings: CWWE\PRW\DATApmws., ini
weight Sheet S.ettgngs.' 2 WE PV, DAT A" perT 5. 10
Tag Printing Settings: Co\WB'\MDV\tagcontrol.ind

pefault Impart Path: C:Wwe'\mail,dat
pefault archive Path: CivwE'mail.dat'archive
paemon Inbox Path: c:hywehmail.dathincoming

windows Tesp folder: C:wusers'lburish\apppoara'\Local’Temp',
PsaL engines: client 11.30, workgroup 11.30

Is citrix active: False

Is Terminal Server Active: False

Is virtual Machine active: False

]
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8. With the appropriate Client's worksheet displayed on the Installer's PC, place the
cursor on the first, yellow highlighted field of the 'DATMAIL Version Info &
Installation Folders' section;

DATMAIL Version Info & Installation Folders

Copy DAT-MAIL Version Infa & Compilation Date "HERE™ |

PATH NAMES (copy Program Path to Daemon Inbox Path directly belaw this line)

S0L Connection Info
Copy 0L Connectlon info =*"HERE™

9. Using the PC's keyboard, hold down the 'Ctrl' key and simultaneously press the 'V'
key to paste the copied information from the .txt file into the Client's worksheet.
The copied information will display. Confirm that it is the same information that is
located in the .txt file;

[ I e

DATMAIL Verzion Info & Installation Folders | Ein Edt Fomut m Hule

Aar-MaIl Edicer wich Toeolbex &.i4 01 06 cosplled 174114

Gatabaze version Inforracion;
DVAT-MAIL Ediar with Toodbes: §.14.80 06 Campled 1111114

FATH MAMES (eepy Frogram Path 1 Daareon [itas Fath diactl kv s e

usPs Grop ship batabase files as of: 1272772012

pescinacion File = Expires: 2/28/2014

Zip File - Expires: 2/28/201¢, version: 071.05.00

Labeling Lisc File = Expires: £/30/2004, version: O75.01.00

reisterad apgiong:
Maxireuw sieuleansous vsers allowad: 2

security

spoilage Tracking o
Pu;wge Reports
vrapshiprr

Posbage Accounting
ralletizacion
Postalane! web Services

FasT
S0 Conrmction Inf Environgenc Inforsacion:
Copy B0L Conraciin infa “HERE™ APERATING SYSTEN, A
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10. This next step (Step 10) is only required if the installation is for multiple users
(network installation). If the install is a single instance type, proceed to Step 13.
If the installation is for a single install, the data required for these Path Name fields
(InstallAware and DAT-MAIL) will auto-populate in the Client worksheet when an 'X'
is placed in the appropriate Single Install field:

Installation Type InstallAware
T DATMAIL Version Info & Installation Folders
Single ‘ Network
! C\ X | | I Program Path: [C.\WB\MDY
| 0oa Data Path: |C\WBIMDVIDATAL DAT-MAIL Editor with Toolbex 8.14.01.06 Compiled 1111714
Statements Data Path: [C\WB\PMW\DATA
Net Bookshelf Path: |C\WB PATH NAMES (copy Program Path to Daemon Inbox Path directly below this line)
DAT-MAIL Program Path: C\WBWDV
“NOTE™ DAT-MAIL Data Path: CWBMOVIDATA\
InstallAware path defaults should Statements Data Path: CWBIPMWIDATA

always be used for Single User 8 Faay t Re
Installations. Default paths should NOT |Control Settings: C:\WBMDVIDATAImdomdc.ini

be changed! PM Control Settings: C\WB\PMVWADATA\pmws ini
Entering an X" next to the drive letter Weight Sheet Settings: CAWEBPMWIDATA\pmvwwts ini
(C:\ or D7) the installation took place on |Tag Printing Settings: CWEMDVtagcontrol.ini

for a Single Installation Type will auto-
populate the InstaliAware Path
information, as well as the DAT-MAIL  |Default import Path: C:\WB\mall dat

Path Name Information. Default Archive Path: C:\WB'mail.datiarchive
Daemon Inbox Path: C:WB'mail datincoming

SQL Connection Info:
Copy SQL Connaction info *"HERE"*

For multiple user or network installations, from the .txt file, highlight the required
path name information to be copied into the Client's worksheet. With the path
names highlighted click the 'Edit' menu from the top-line menu bar and select the
'Copy' menu option (or using the PC's keyboard, while holding down the 'Ctrl' key,
press the letter 'C");

97



File Edt Format Miew Help

DAT-MAIL Editor with TW1bO‘3'i E 14 l:ll 'I}E cnmp'l'led 1,-‘11.-"1-*

Database version Information:

usPs Drop Ship Database files as of: 12/27/2013

Destination File - Expires; 2/28/2014
ps files are not 1n sync with current version

2ip File - Expires: 2/28/2014, version: 000.00.00
Labeling List File - Expires: 4,/30/2014, version: O75.01.00
weLL files are not in sync with current wrsirm

Registered Options: I

Maximum simultaneous users allowed: 2

Securit

spailage Tracking
Pn&tiﬁﬂ Reparts
oropshipIT

POSL A0S .n::nunnng
Palletization
rpostalone! web services
FAST

Environment Information:

OPERATING SYSTEM
6.1 Service Pack 1 Build: 7&OL

DAT-MAIL Program Fath:
DAT-MAIL Data Path; C:°
STACements Dara Farl
Control Settings: C:
F CONTr Cll JETE'Ir‘.g"
woight sheet 'il:"rt1nq'

ag Primcin

PrwWES. 101
tagcontrol. imi

Default Inport F'
ault archive
Daemon Inbox F-.-.th

wWindows Temp folder: C;%Users'Thurish'\AppData’Local’ Temp’,

rr|a1 1. rl.at 1 comd mg

11. Display the Client worksheet. Place the cursor in the first or left-most field of the
second highlighted line containing the text, "PATH NAMES (EXAMPLE TO BE...)";
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12.

13.

DATMAIL Version Info & Installation Folders

CAT-MAIL Editor with Toolbox 8.14.01.06 Gompiled 1/11/14

[FATH NAMES ([EXAMPLE TO BE COPIED OVER)

DAT-MAIL Data Path: CWWBMDVDATAL

Statements Data Pathc COWEB'PMWIDATA

Cantral Settings: CWVBMDVIDATAmdbmdE ini

P Contred Seftings: COWBPMWDATApmws.ini
Weight Sheet Settings: COWWBIPMWIDATA\prwewts ini
Tag Printing Settings: COWWBWMDYtagcantrolini

Cefault Import Path: C0WEBYWnail dat
Default Archive Path: C:WVYB\mail dat\archive
Caermon Inbox Path: COWWEmail datWhoopDeDoo

Using the PC's keyboard, hold down the 'Ctrl' key and simultaneously press the 'V'
key to paste the copied information from the .txt file into the Client's worksheet.
The copied information will display. Confirm that it is the same information that is
located in the .txt file;

! || DatMailAboutExpart - Notepad
DATMAIL Version Info & Installation Folders Fle Edt Fomnst Miew Help

prapshipIT

Postage Accounting
Palletizarion
Postalone! web Services
FAST

DAT-MAIL Editor with Toolbox 8. 14.01.06 Compaled 1/11/14

|Enwironment Information: |

PATH NAKES OPERATING SYSTEM
DAT-MAIL Program Path: C:WBMDY 6.1 service Pack 1 Build: 7601
DAT-MAIL Data Path: C:WVEBMDWVIDATAL PATH NAMES |
Statements Data Path: CIWEBPMWIDATA DAT-MAIL Eﬂf?.rgztﬁag \Em~;mg§TM
Contral Settings: C:WB MDAV DATAmdbmde. ini sraten;m:s pata Path: € wE' M DATA
P Control Settings: CWWEBPMWI\DATA\pimws ini cantrol Settings: C: 'h‘E MoV DaTAmdbmdc. i
. y . . - P Control Settings: :i\WB'PHw'DATA \pmws, ini
Weight Sheet Settings: CWWBPRWDATA prmwawts ini weight sheet seu?ngs €&\ WB MW", mrﬂ e s . v
Tag Frinting Setiings: CWWEMDViagcentrol ini Tag Printing Settings: C:iWe\MIV\Tagcontrol.ini
De;auqt Impﬁqt F*athI Lot} \'\a‘B mail]dd \ i
- pefault archive path: C:!YwB'ma arharchive
Default Import Path: C:WYB\mail dat Daamon Inbox Path: C:hwe'mail.datincoming

Diefault Archive Path: C-YWEBmail dat'arc hive

Daemon Inbox Path: G WYBimai datineoning Windows Temp folder: <:\Users'lburish'\AppDatatLocalTenp',

1 PSOL engines: Client 11.30, workgroup 11, 30

Note: The screen shots used above are for demonstration purposes only. They
depict an install directory of 'C:\', which would not be the case for a multiple user
or network installation.

And lastly, from the .txt file, highlight the SQL connection confirmation located at
the bottom of the .txt file to be copied into the Client's worksheet. With the SQL
connection confirmation line highlighted, click the 'Edit' menu from the top-line
menu bar and select the 'Copy' menu option (or using the PC's keyboard, while
holding down the 'Ctrl' key, press the letter 'C');
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7] CathailsboutEsport - Notepad . ol 2

File Eda Fornat Miew Help

FOSTage REeports -
oropshipIT

FOSTage ACCOUnTing

Falletization )

Postalone! web Services

FAST

environment Information:

OPERATING SWSTEM
I 6.1 Service Pack 1 Build: 7&01

FATH NAMES
DaT-MAIL Program Path: Ci'\wa'\mow =
DAT-MAIL DAtTa Path: C:hWe\MDV'DATAY

Statemants Data Path: C%eE PHw" DATA

control Sertings: ©:\wewovioaTaymdbmdo. i

P Control Settings: € H'ﬂBtPM'.-"-.N.Tﬁ"-.prrms imi
welght Sheet Sertings: C:'wB'\ P\ DATA'peewLS. 1m0
|Tag Printing Settings: C:WWB\MIW\tagoontral.ind

pefault Import Path: C:WwWE'mail,dat

pefault archive path: C:'wB'mail.dat'archive

paemon Inbox Path: C:hweimail.dat'incoming

(windows Tesp folder: c:iusers' lburish'appoata’Local’ Tesp',
PsaL engines: client 11.30, workgroup 11.30

Is citrix active: False

Is Terminal Server Active: False
Is wvirtual machine active: False

ETl

FM Data Layer

prdararo7. dll wver. E.0.17.1
| prdatap0?.d11 ver, & 0.17.1 !
prdara r'mt.'l'lb?l:l? dll ver. 8.0.17.1

peintard7.d1] ver, 8.0.17.1
|:|rrlrr|:a|:|?ﬂ? d11 wer. B.0.17.1

Computer ID: REMLEURLSHWT G4
usar ID: Thurish

S SOLEXFRESES

14. Display the Client worksheet. Place the cursor in the first or left-most field of the
last, highlighted line containing the text, "Copy SQL Connection Info HERE";

DATMAIL Version Info & Installation Folders

Copy DAT-MAIL Varsion Infa & Compilation Date HERE

PATH NAMES (EXAMPLE TO BE COPIED OVER)
DAT-AAIL Program Path: COmEMDW

DAT-MAIL Data Path: C:OWBIMOWVIDATAL

Statements Data Path: COWWEIPMWDATA

Contral Settings: CAWBRMDNVDATA\mdmde ini

P4 Contral Settings: COWEBPMWDATA\prws.in
Weight Sheat Sattings: COMWEPMWDATAproents ind
Tag Printing Seltings: COWNBMDVLageantrol ini

Default Import Path: CWEmail dat
Diefault Archive Path: CWEenail datlarchive
Dasman Inbox Path: CUWEmail dafWheopDeloo

=01 Copnackion Infy
Copy SOL Cannection infa HERE |
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15. Using the PC's keyboard, hold down the 'Ctrl' key and simultaneously press the 'V'
key to paste the copied information from the .txt file into the Client's worksheet.

The copied information will display. Confirm that it is the same information that is
located in the .txt file.

statements Data Path: C:\wE\PMi'OHTA

control sertings: c: v paTamdbmdc. Tri

i 3 P4 Control Settings: © P DATA" piws., Tni
DATMAIL Version Info & Installation Folders welght Sheer Setrings: FHIW,DAT A prwwT S . 111
Tag Printing Setting MMtagcontrolJm

c

Default Import Path: C:WE'mail,dat
pefault archive path: WwBhmail. dat'.archive
pDagmon Inbox Path: C:hwa'mail_ dat’incoming

b&T.M.ﬁJL Editor with Toolbox 8.14.01.06 Compdled 1/11/14 (windows Tesp folder: c:iusers' lburish\appoaca’Local’Temsp’,

| PsgL engines: client 11,30, workgroup 11,30

PATH HAMES Is citrix »_:I.ctive.' False .
- Is Terminal Server Active: False

DAT-MAIL Program Path: C:IWEMDY Is virtual Machine Active: False
DAT-MAIL Data Path: C:WWBMODWIDATAL _—
Statements Data Path: GUWBPMWDATA prdaracas U1 ver. £.0.17.1

inas: O \ ini mdatap707.d11 ver. 8.0.17.1
Conirol Setfings: G L'u‘-"EﬂND\I'D.f\TALde:!rnd: |n|_ . 'Emaal:agrootﬂb?n?. A ver Eo171
Pl Control Settings: CWEBIPMWIDATA \prmws ini printaso7.d1] ver, &,0,17.1
Weight Sheet Settings: CWEPMWDATA\pmwwts ini preincapror.dil ver. &.0.17.1
Tag Printing Setings: CWVBMDVtagoontrol i CompuTer ID: REMLEURISHWTG4

User ID: Thurish

Default Import Pathe C:WWBmail dat semsmssssssssssssssssssssssssssssssssssssssss=ssssssses
Default Archive Path: C-WVEmail dat'arc hive
Daermon Inbax Path: C:WWBmad datiine oming

saL conmection Info:

I uecesstul connection To Server REMLBURISHW. 64 0LEXPRESS)

Lofp: E
|Sumessl‘u| cannection o server REMLBURISHWTENSOLEXPRESS I i '

e« Installation Notes: Located to the right of the 'DATMAIL Version Info & Installation
Folders' field, this is a free-text field that can be used by the installer to record any
pertinent information about the install, client, environment, etc. If updates to the Client
worksheet should occur after it has been created (i.e. the Client requires a re-installation
and decides to change one of their installation settings, the Client worksheet should be
updated accordingly, and the 'Installation Notes' field should be updated to include what
changes were made, who made them, and when.

The remaining portion of the Client worksheet involves the importing of DAT-MAIL's and
PostalOne! system setup screen shots after the installation has taken place.

¢ DAT-MAIL Configuration Screen Shots:

o Imports Default Tab: To display the tab, obtain a screen shot, and import that
screen shot into the Client's worksheet, perform the following:

1. Using GoToMeeting, launch the newly installed DAT-MAIL on the Client's
PC/Server;

2. From the top-line menu bar, select 'File', 'Program Settings', and 'Program
Setup';
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Job List
Permit List

Publication List
Lot/String/Panel Info
Client Communication List

Camier List
CAPS List
DMU List

Transpestation Schemes
Distibution Center List

New Mail.Dat Import
Open Mail.Dat File
Delete Mail. Dat File
Delete Muhiple MaiLDat Files
Export Mail. Dat File

Masing Agents (Mail Preparers)
Client List (Mail Owners)

Curl-Enter
Crl-Delete

\ ﬂt]O’WL\OO

TR OSSN

Program Settings

Printer Setup
Exn

{o oweoolgh: ]

DAT-MAIL's Setup dialog will display. The Setup dialog is comprised of
various tabs. When the Setup dialog is launched, the default tab to display
is the Import Defaults tab, which is the first screen shot required for the

Client worksheet;

Cantainer Tare Weights | Exportiarchive | Advanced Setings. | Palet Trackngintebgect lai | laict ]
Sl W [ [ EE TR
Delaul ingort Direclary CAWBmail dut
W—Fllm [#] 5ync Settings.
Confomance Testing
Eaat Hetwork O
g;nﬂﬂ-putg::nm-m © Wosstovaasston @ Conformencs Calegory:
[ Park Pece Detal File | DEakance tonformance Testng @

Mark Containar Stalus
@ KoChangs 7 Freimnery ) Blank
[E] Do Bt import Piaca Barcode Fil
[ Park Pucs Barcods Fie
[¥] Afvw changes to dala during import
[£] Sat n Home Cate To Zero
[ et Snip Date To Zero
] cwta wather Passts
O s Owoc O uskoc [ scF
[T] Run Babch regorts afer impaort
| Baich Reporf Selup |

7] Recal: Container Waights After impari

[T Run Freigat Tanie & fier ingort

|71 Bun PUOD Expart

[7] Autn Export B Ongnal Fie Aser mport

[ Creste Sibng Ancords on impart

[F] Mark €545 nchded in Other Does | Update ooy non-ULOGA fies [~]

[ox ] s )
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4. From the Installer's PC, launch the MS Snipping Tool by clicking 'Start' and
then typing "Snipping" in the Search field. Select the Snipping Tool from the
search results;

3 Sripping Ted
Control Pana {1)

[ Bacord tegs to repecdice a prcblem

Micrasoft Office Qutiaoi (2)
i EEDecument
4 FE: 1 Document

5. Using the Snipping Tool from the Installer's PC, click and drag the cursor
around the image of the Client's DAT-MAIL Setup screen (Import Defaults
tab) viewable in GoToMeeting;
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Fie epomr  AaiDAcToclas - Dtk Pegoyes  Serurmy v

;.(mamlfqvan {Easeniichne ‘Mmp Matrm‘uu munu‘
[ ween Detas —Iumnm | Mashzer | Frstne | Siweoest Dererston | 2400 69 Osmon ‘

W'ﬂﬂm S T

¥} gz Setngs

| "F"' jFv——
| [Daaan |
177 Eowt tvetwons Qe Cacibrmance Thatny
% N9 A Veleatsy b Caatas [+
17 e st wpent Prece Cetol bim v “rasis m,__‘
Dunt Pecd Dutal M OELSarcs Conlomvesce Testing 4
Mo Sertane Sty
® nelracge © hawnay ) Baw

E Eommun«eu««&
Fast Porad

[ Al e 1 fata urwg oot

177 Zet b moen Cole % 2eve

171 5ot Sovo De To Jere

T Dowts Vot Paleny

At wUs o
Ll A B3k reparts 4l et

Hope” Setat

1 RRcak Caranna WgRis A ey oo
171 Ran Pracyt Tabie Aer kper)

I Rae 100 ot
"Am:-mnowrumrmn [
a0 Siy) Fmocde be

L] Mak C50n cbded n O Docs
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6. When you let go of the cursor, the Snipping Tool will display the image of
what you highlighted. Click the Save icon in the top left corner;

9l

fie Edt Jook Hel

|%wd]s @ -|[7H7 @

[ semp " — - el

| weertDatuits |Uascntmake | Pacabzar | PoatsOse | Stacect Gecaratos | Stan b Opteen. |
et | ot

[SugkFie [pasmon|  [2) 2z Seaom

Ceettemarce Testng
1) past Natwork Opties. o~
|1 CoNet irgert Plece Cetai i © Makam Vekstor G Coatarvance Caegiry:
1 Puih Pece Delat Fre DCAZasce Caalarrasce Testng
Ma Cortans: Suatan

& NocCrarge ) Fewimaary O Dasc

1] CeNet ngert Pace Darcace Fia

Pt Pece Sarcede S
V] Ao changes 13 cats Serieg mpat
1] Set e Morw Cote  Zao
1) Set Svp Date Te 2eve
[ Ceete Wetner Pakets

M NS NDC 14 3
I7] Rue Batcn repents s rgon

Baxch Report Sevp

7] Recak Costane Weights & fer oot
1] Rwe Fragre Tatde At Ingon
171 Rne OO Bxport "
[T Asto Lapert P Ongngt Fie Afer rgert

Creale Sting Reoords o Fpat
I7) Mok CEAPs chdes n Ofar Docs  Ldye o3y ron MLOGS fies -]
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7. A Save As dialog will display. Create a folder on the Installer's Desktop and

name it something meaningful (e.g. "ClientScreenShots"). Click the Open
button when finished;

Rswers § S
@O'F-Duktop.. m

v] "] | Search Desktop

. : ' =
i T Loreries Laura Burish
|| System Folder System Folder
4. Recent Places - | Computer | Network
| Systern Folder | System Folder
w4 Libaares —_
2 b 3 Bunsh ClientScreenShots
_* Documents Fée folder File folder
o Music
X [
&= Pictures ClientScreenShots | i
H videos y Foefokier
™ Computer
& Acer(C) -
File name:  Capture
Save as type: |Poctable Network Geaphic file (PNG)
Date taken: Specify date taken
. Hide Folders [ Open ] l Cancel ]

8. Name the image (e.g. "ImportDefaultsTab") and save the image as a .png
file. Click the Save button when finished;

R swets — ’Fo
Gt Cliemscreenshots v |49 || Search Ciientscreenshots

Organize » New folder =

>

No items match your sesrch

%, Recent Places

2 Libraries
| ¥ Documents
o Music
b Pictures
B videcs

& Computer
‘ Acer (C) -

File pame:} ImportDefauitsTabl

Save 23 type:| Portable Netwark Graphic file (PNG)

Date taken: Specify date taken

a/ Hide Folders [swe J|[ comce |
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9. Display the Client worksheet. Place the cursor where you would like to
import the ImpotDefaultsTab.png image - directly below the label "Import
Defaults Tab";

=) Ell_Chani_|nstal_Informatian
Fia FEce Saw irast Fzrmsl Dwim Tools Fam  Hele 1 cibaa via
& e T 5wkl - ®m - mr A RM.H-- E-F-5 BETI

#x Place curnae haw™

& B € & E ¥ M L. 3 L ]

1 % Installation Type Installiwane
ndowBoolk Ell Client Installation Informatien Install Date

B St el Sodaton m Matwaork | Hem Path

e e T | e

Statements Data Path; CUNEELMWDATA,

(= W
Address G722 E 4T Averue Drive, Demver, 0O 50216 el BeshuRr Pain;
=NOTE-
otk e ﬂllhmllﬁﬂ m.l'ﬂ
Plsone (33 2370700 siways ba oued for Sirgla
I taNedviniz. B-reula_muusﬁmdn‘dr

bt chasged!

Subscriber Name Clark Mukchinson Eni am X naxt fo tha drive hifer
[ oo Ed) fhe Msralatien fook place on

frra Singis nxtsilatian Tpps wil avi-
popuets e ins teildwars Palb

12 sl it a5 wil as s DAT-MAL
E-mail Address Pt Marees bnfarmestion,

4 m e

O E N - B - AL

Installed By ({Company)

Enpisenng iaevilien e (24

Mailer Inhzreabion Tab:

PR SO0 "Tera”
Installed By (Individual Nama) KIt1G Adgersen "

Cliant Install Assistant

PSGL Licenze Code

B2 Ed Rl R 2a

10. From the top-line menu bar, select 'Insert' > 'Image’'.
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Ell_Client_InfTa hrmation
Fils Edi W omat Outs Toch Fom  Hafp

& T e atsvu - omor s A R E - E-+-3 HHE I =
Placs corer *hare* Perwr Bl
v c
Courrn lafi

ﬁa_ow e il Client Installation Information

St POl Y s ahael

@ ke W

it T comment R Rtk Mouriain (MEZ011) 200LTeb4 L Fragram £
bt SHEAF] Dats P2
fems Fa P
T £ Fertin - F:u.::u?m::
3 722 E 47th Avenus Dews, Cerwer, 0O 80216
p Tiwi] Chari
" EEzE p—
" @ Cvarwing e e
13 ) Buipn

UbsCrDer Name Chrk Huichinzan

E-mail Address

Wingew Book ing

: Installed By [Company)
o Engpineering mnavaian ke (E0) DAT-MAIL Configuration Screen Shots
ol
: Installed By {Individual Nama) B ARSRIEGR
e
= PSQL License Code
a
11. An Insert Image dialog will display. Click the Choose image to upload
button located in the center of the dialog;
Inserl image
o]
Tsks & wapshal
By 5L

Sench

12. A Choose File to Upload dialog will display. Locate the 'ClientScreenShots'
folder created on the computer's Desktop and select the file located in that
folder to import (i.e. 'ImportDefaultsTab.png'). Click the Open button;
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13. The image (ImportDefaultsTab.png) will display in the Client worksheet in
the area reserved for the screen shot of the Import Defaults Tab;

EII_Client_lnstall_Infomatian

Fla Edt View Irsot Femsal Dot Tools Fam Hog
S T o8 o ome A ] BF&A. %.Brov- H-3+-5 WET I
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e Installation Type Inat
dowBaok EIl Client Installation Information Install Date
FERT . A Single Metwork em
[ X Fregent Pam: ©
S — . 5
Cliert Mamne | Client ID Rociy kisuatain (E2D11) | A ERtd | | B | | | fes Pam:
Sratements D Pam: C
et Bookshe Pam:
Address G2 E 4TI St Dt Ciiver, G0 BIEVG r m
fix
(303) 2270700 ah
in
B
Sub=criber Mame CHan FulChison .f:'
fa
pe
E-mail Address kg iy daragd com R
Wiridae Dok bas
Instalied By {Comparny)
Enginganing Inncvation ing (EU) DAT-MAIL Configuration Scresn Shots
impom Dedautis Tab: 3
|Frce cursar necet Fi
l-ms'_-"p T = g )|

|Gombiin Tase veghis | Bmtitatien | Shvesind Solvgs
el Detouly el sl | aasho | ey
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AL i | B 2E Oaloes

| Galstigen escory | CoMEBeaicn
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TeErmnce Thirg
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DATMAIL Registration Code gEESHGRERReEIcREE I Heb e T el Fart Fwoa Setl N [DE2Rg i Com krwarae Tealeg E‘
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14. Perform the same procedure for the remaining four DAT-MAIL configuration
screen shots, saving all of the .png files in the same 'ClientScreenShots'
folder located on the Installer's Desktop:
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O O O O

Setup W -

T 1 I 1

Contaner Tare ¥eighls Grchie | Advanced Sstings IPaletTr.tdan‘lﬂulmntH’alI Hant=nance |

import Defauks | Mader information | Flanalyzer [Pmum |5uh=ntﬂtﬂen=rm |51=rtur.|npl.hn:
Dafaull imgan Direclony CeBUmail dat

ShgleFic | Dggmen| (4] Symc Settinga

Conformance Tasting
) Hodutzvakdalion @ Conformance Categany

DEamance Conformance Tesing |E|

[T Fast Hetwork Optian
[7] Do Wok import Frece Desall Fie
[] Park Fiece Detal Fil:

Wark Conlanar Shalug
@ Ko Changs 7 Prefmnary ) Blank
[ Do Het ispat Piaca Bascode Fia
Park Pieca Barcods File
[¥] Abow changes to daia during impoet
|| %l n Home Dale To Zern
|71 %ai Snip Dale To Faro
[T camta wathar Pabets
Al HDE MxKDG SCF
|_ Run Batch repors after impor?
Balch Regort Setup

[7] Recal: Contalner Weights Afer Impart

[ Run Freigat Tasle & fier impart

] Aun PUOD Exper

|7 Autn Export F1 Ongnal Fie Aster mpart

! || Crests Skbng Aacards on impor

] Mark C3As. included In Other Docs | Update ocky men-MLOCH fies -

Mailer Information Tab

Statement Generation Tab
Export/Archive Tab

Pallet Tracking/Intelligent Mail Tab

PostalOne! Release Path: Perform the same procedure for importing the
PostalOne! Release Path screen shot into the Client worksheet that was performed
for the DAT-MAIL Configuration Screen Shots.
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import Detauks | Mader information | Flanalyzer

T Participate n FosteOne!

[ PostalOne: Reease patn

[T Pogutste ASEMD dats s MAL DAT Waing Facity

[} Suppress Export of Orgnal Retesss Mating Facaty Zp:

(] vaicate on Expon Haier's E-mai Address;

[ Suppress POR and PEC on AeadyToPay

[C] Non-Automated Rekase Creston

When POR & PBC exist. Full Sarvice requires ony one 1o be exportad.
@) fxpod FOR Export PBC
Detault values for &xport

Permt: |
Cty. |
Ste |
Ziprs: 1

Weight Source (A~ Agent

Postage Pay Optico C.CPP

T Fubication No. |
Machinable MaiPece. |y . pachinable, no surcharp
Tray Prepacation Type: | 2. Package

Tray based co-palietzation defauk vakee for CEM in Other D
Copalistizotion B done st he Originator's ste (1) @ Copalietzotion & done a2 another site (0)

Lognhio | Permt hio

PostaOne! Web Sernces has not bean activated - Press Logn Info bution % actvate

The creation and completion of the Client worksheet is complete! Log out of Google Docs.
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