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ABOUT THIS GUIDE

The instructions and descriptions contained in this document were accurate at the time of publishing;
however, succeeding products and documents are subject to change without notice. Therefore, Window
Book, Inc. assumes no liability for damages incurred directly or indirectly from errors, omissions, or
discrepancies between the product and this document.

PostalWeb® is a registered trademark of Window Book, Inc.

Window Book Automation Scheduler™, eDocs Manager Plus™ and eDM10X™ are trademarks of Window
Book, Inc.

The following are registered trademarks owned by the United States Postal Service: USPS®, Postal
Wizard® and PostalOne!®

Mail.dat® is a registered trademark of the International Digital Enterprise Alliance, Inc. (IDEAlliance).
Windows® and Excel® are registered trademarks of Microsoft Corporation in the United States and/or
other countries.

Apple®, Mac®, OS X®, iPhone®, iTunes®, iPad® and Safari® are registered trademarks of Apple Inc. in the
United States and/or other countries.

Google™, Google Chrome™, Android™ and Google Store™ are trademarks of Google Inc. in the United
States and/or other countries.

Mozilla®, and Firefox® are registered trademarks of the Mozilla Foundation in the United States and/or
other countries.

All other product names are trademarks, registered trademarks, or service marks of their respective
owners.

Copyright ©2016 Window Book, Inc. All rights reserved. All intellectual property rights remain the
property of Window Book, Inc. No part of this publication may be reproduced, distributed, modified,
displayed, transmitted, stored in a retrieval system, or translated into any human or computer language,
in any form or by any means, electronic, mechanical, magnetic, optical, chemical, manual, or otherwise,
without the prior written permission of the copyright owner, Window Book, Inc., 300 Franklin Street,
Cambridge, MA 02139.

CONTACT INFORMATION

WINDOW BOOK, INC.
300 Franklin Street
Cambridge, MA 02139

Corporate: 617-395-4500
Client Services: 800-524-0380
postalspecialist@windowbook.com
Support: 800-477-3602
techsupport@windowbook.com
Fax: 617-395-5900
On the Web: www.windowbook.com
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REVISION HISTORY

This section contains a list of any significant changes that were made from the previously published
version of this Guide, including a brief description of the change, the type of change made (i.e. Revision,
New, or Deletion), a link to the location in the Guide where the change occurred, and any pertinent
details relating to the change.

CHANGE LOCATION IN GUIDE DETAIL
New document intended to
Publication New Document provide PostalWeb user

instructions for mail owners.
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GETTING STARTED

SYMBOLS YOU SHOULD KNOW

The following symbols appear throughout this document:

Where displayed, this Information icon denotes important information regarding the subject
matter at hand. The information is intended to provide helpful hints, references to other
locations in the document to help further understanding about the current subject-matter,
and/or include special requirements pertaining to specific subject-matter. It is important that
the information provided be read and thoroughly understood before proceeding.

Where displayed, this Troubleshooting icon denotes helpful hints and tips for the subject matter
at hand. The information in the troubleshooting tip is intended to provide resolutions for some
of the more common issues that can occur during operation.

! i ) Where displayed, this Attention icon is intended to make the reader take special notice as the

“.* information provided is critical in nature to the subject matter at hand. It is not intended to
lessen the importance of the information provided with the Information icon noted above; but
to bring additional attention in situations of extreme necessity.

PURPOSE

The purpose of this User Guide is to provide information for mail owners on how to use PostalWeb®.
This Guide assumes the following:

e The mail owner's client-specific PostalWeb site has already been created,;

e If the mail owner uses a mail service provider, the mail service provider has registered with
PostalWeb and created their own PostalWeb site;

e The mail owner has PostalOne!® credentials.
o For instructions on how to create and configure a new, client-specific PostalWeb site, please refer

to the “PostalWeb for Mail Owners Setup Guide”, which is available on Window Book’s web site
at: https://www.windowbook.com/Support/UserGuides. Registration is required.
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INTRODUCTION

PostalWeb is a new web-based service from Window Book that gives mail owners a unique view of
PostalOne! submissions and automatic delivery of postage statements.

Using PostalWeb, mail owners can subscribe to or sign up for the automated delivery of finalized
PostalOne! postage statements containing their underlying data in PDF and/or XML file formats. Both
file types may be subscribed to; however, the use of the XML file type allows the mail owner to import
these statement files into accounting applications.

SYSTEM REQUIREMENTS

SCREEN RESOLUTION
e  Minimum 1280 x 800 or higher.

WINDOWS® REQUIREMENTS

e Browser: The latest versions of Internet Explorer®, Firefox®, Google Chrome™, or any modern
browser available for supported operating systems, including the latest mobile browsers.

APPLE® MAC® REQUIREMENTS

e Browser: Latest versions of Chrome®, Firefox® or Safari® (including the mobile browser Safari
i0S 8).

o Users who wish to view PDF documents must have an appropriate PDF viewer installed on their
computer and/or as a browser plug-in.

Page 10 of 168 ©2016 Window Book, Inc. All Rights Reserved
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BECOMING A POSTALWEB USER

The following is a summary of the process of becoming a PostalWeb user. A detailed description of the
process is located in the PostalWeb for Mail Owners Setup Guide, specifically the ‘New User Sign-up’
section.

o The “PostalWeb for Mail Owners Setup Guide” is also available on Window Book’s web site at:
https://www.windowbook.com/Support/UserGuides. Registration is required.

To become a user of their company’s PostalWeb site, the new user must be invited to join by an existing
user with an Administrator role. The invitation is in the form of an email sent to the new user, and
contains a link. When the new user clicks the link, a browser is launched and an Invitation Account Setup
web page is displayed, a partial image of which is shown below:

Invitation Account Setup

Invitation Key Verfication Completed Successfully. Please complete account registration below.

User Name*
(2]

Usermname can contain only Letters, Numbers and underscore'_', and must be at least 7
characters long

First Name*

Mary

Last Name*

Password*

The new user then completes the form, and in the process creates a unique user name and password for
future access to their company’s PostalWeb site. After the new user completes the account setup and
agrees to the terms, the mail owner’s company-specific PostalWeb login page is displayed. Upon logging
in for the first time using the credentials created earlier, the new user is prompted to complete their
‘Member Profile’. Upon completion of the Member Profile, the new user is able to use the PostalWeb
site.
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LOGGING IN AND CREDENTIALS

ACCESSING POSTALWEB

To access their company-specific PostalWeb site, a user must have the login credentials (i.e. user name

and password) that were generated when an employee was invited to participate in PostalWeb and the
‘Invitation Account Setup’ is successfully completed (refer to BECOMING A POSTALWEB USER for more

information).

Although not mandatory, the user should if possible, login using the ‘company-specific URL" assigned at
the time the PostalWeb site was originally registered and configured. The ‘company-specific URL’ refers
to the PostalWeb site with the company name as a sub-domain (a prefix to the ‘postalweb.net’ address).
For example, if the company the user is associated with is named “PW Example”, the company-specific
URL for PostalWeb might be ‘pwexample.postalweb.net’.

If the company-specific URL is not available, then the user should navigate to the generic PostalWeb
login page at www.postalweb.net:

Login  1.800.524.0380

About Us Products Contact

& Postalweb’

Login Information

User name*

Password*

[0 Remember Me?

Log In

Forgot your Password? Forgot your User Name?

1.800.524.0380 | Contact  flin v

Privacy | Terms | Developers

© 2015 Window Book, Inc., All nights reserved

To log in to the PostalWeb site, do the following:

1. Open a web browser and navigate to the company-specific PostalWeb.net website;

©2016 Window Book, Inc. All Rights Reserved. Page 13 of 168
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2. When the Login Information screen is displayed, enter the user name. The user name is not case
sensitive:

Login  1.800.524.0380

About Us Products Contact

& Postalweb’

Login Information

User name*

Password*

Enter your password

[ Remember Me?

Log In

Forgot your Password? Forgot your User Name?

1.800.524.0380 | Contact | flin [l ]

Privacy | Terms | Developers

© 2015 Window Book, Inc., All rights reserved

3. Enter the password. The password is case sensitive;

4. Select (click) the ‘Remember Me?’ checkbox to be able to be logged back in to the PostalWeb
site automatically without having to re-enter the login credentials if the browser is closed after
logging in:

Login  1.800.524.0380

About Us Products Contact

& Postalweb’

Login Information

User name*
Password*
Enter your password
I [] Remember Me? I
Log In
Forgot your Password? Fargot your User Name?
1.800.524.0380 | Contact | fllinflw]

Privacy | Terms | Developers

© 2015 Window Book, Inc., All rights reserved
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After selecting the ‘Remember Me?’ checkbox, a warning will appear:

Security Warning

/A "Remember Me" should not be used
on a shared or public computer.

@ The ‘Remember Me?’ selection will cause the login information to be stored on the computer used
to log in from and should not be selected if on a shared or public computer.

% The ‘Remember Me?’ selection will only function properly if the browser is set to accept cookies.

o Users should defer to their own company’s policies regarding security and browser settings.

o Asterisks indicate required fields throughout the PostalWeb site.

5. After the login information has been entered click the Log In button:

Login  1.800.524.0380

About Us Products Contact

& Postalweb®

Login Information

User name*

Password*

Enter your password

[0 Remember Me?

Log In

Forgot your Password? Forgot your User Name?

1.800.524.0380 | Contact [ £ lin i)

Privacy | Terms | Developers
© 2015 Window Book, Inc., All nghts reserved
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If the credentials used to log in are accepted, the My Dashboard screen is displayed (or the
screen designated as the ‘Start Page’, see Special Features, specifically Setting The Start Page Via
The Star Icon) and the user may start using their company’s PostalWeb site.

e @

Sara Logout  1.800.524.0380

My Dashboard  Postage Statements  Mail Owner

& Postalweb’

YOUR LOGO HERE

== My Dashboard @

1.800.524.0380 | Contact | Support

© 2016 Window Book, Inc_, All rights reserved

After clicking the Log In button, if an error message appears to the effect that ‘The user name or
password provided is incorrect’, carefully re-type the user name and password and click the Log
In button again. If the error message repeats, use the Forgot your Password? and/or the Forgot

your User Name? links:

Login Information

Please check the Errors below.
« The user name or password provided is incorrect.

User name*

abcdefg x

Password*

[ Remember Me?

Log In

Page 16 of 168 ©2016 Window Book, Inc. All Rights Reserved
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h) Seven consecutive failed logins due to an incorrect password (but using a correct user name) will
cause the account associated with the user name to become locked for 30 minutes. After at least
30 minutes have passed, attempt the login again.

Login Information

Please check the Errors below.
= Your account is locked out. Please wait 30 minutes and try again

User hame*

zachdoe3

Password*

| Enter your password

[ Remember Me?

Log In

After clicking the Log In button, if a page displays to the effect that the user’s access has been denied,
the user has likely been de-activated. In this case, the user must contact a site administrator to have the
account activated:

& Postalweb®

Qops! Access to the resource you were looking for has been denied :-(
We're sorry, but an access denied event has occured.

Your organization's Administrator may have disabled your account.
Please check with your Administrator before contacting Support.

Try Going Back to the Previous Page

If this condition continues, please use the support options listed below.

Customer service and support YOUR wayl

‘We understand that customer service can be very personal in how each individual person prefers to engage with us. Accordingly, we offer access to technical
support via various methods:

- Visit our Support portal

= Email us at TechSupport@windowbook.com

- Call us at 800-477-2602 (available Monday to Friday 6:00AM - 6:00PM EDT)

- When submitting your technical support issue, make sure to specify which software product you are having an issue with (PostalWeb®, eDM10X™,
MDSM, etc.), which version number of the sofiware you are using, and a detailed description of the issue you are having. Also include any applicable
Mail dat files, shipping files, PDF's of postage statements, reports impacted, and screen shots of any error messages you are getting. Providing this
information in advance will result in the fastest resolution to your issue.

If other errors persist or the log in process appears to stall, see APPENDIX 2 .
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RESETTING A PASSWORD

o The user must already have an existing account with the PostalWeb site to use this process.

If a user is unable to recall their password, they can reset their existing password by clicking the link
provided on the Login Information page ‘Forgot your Password?’:

Login Information

User name*

Password®

[0 Remember Me?

LogIn

Forgot your Password? §orgot your User Name?

Clicking this link will start a process to reset the existing password. Upon successful completion of the
process, the user’s present password will be deleted and a new password will be assigned to the user by
the website. The newly created password will be sent in an email to the email address listed in the user’s
‘Member Profile’.
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After the user clicks the ‘Forgot your Password’ link, a new page will display, and the process of resetting
the password will begin:

Forgot Password

To Reset your password, please follow the steps below.

When complete a Temporary Password will be sent to the E-Mail address on file.

Step 1

Enter your User Name or E-Mail*

o

€ I'mnotarobot

Next

1. Enter User Name or E-Mail (0). To verify the identity of the person attempting to reset their
password, the user must first enter either their user name, which is not case sensitive, or their
email address. If entering an email address, it must be the same email address listed in the

‘Member Profile’ for the account;

2. Complete the ‘I'm not a robot’ widget by clicking in the white square (9) and selecting the
required pictures or entering the required text. The ‘I’'m not a robot’ widget has been
successfully completed when a green check mark appears in place of the box:

™
\/ m not a robot

% If the ’'m not a robot’ does not appear in the browser, consult APPENDIX 3 .

3. After entering the user information, click the Next button;

o If there is no account on file with the entered User Name or email address, an error will be
displayed and the user will have to restart the process.

©2016 Window Book, Inc. All Rights Reserved. Page 19 of 168
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4. Enter the answer to the security question. The answer entered here must be the same answer
entered to the ‘Security Question” when completing the Invitation Account Setup page when
initially signing up to access the PostalWeb system. The answer is not case sensitive:

Forgot Password

To Reset your password, please follow the steps below.

When complete a Temporary Password will be sent to the Email address on file.

Step 2

Your Security Question Is: What is your city of birth?

Provide the answer to your security question*

Reset Password

5. Click the Reset Password button. The password will be reset to a new password, and an email
containing the new password will be sent to the address listed in the ‘Member Profile’;

o If the answer entered is incorrect an error will be displayed and the user will have to start the
process over.

6. After receiving the email and retrieving the newly created password, it can be used immediately
to access the PostalWeb site. It is recommended to change the temporary password as soon as

possible.
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RETRIEVING A USER NAME

Logging In And Credentials

o The user must already have an existing account with the PostalWeb site to use this process.

If a user is unable to recall their ‘User Name’ they can click the link provided on the login page ‘Forgot

your User Name?’:

Login Information

User name*

Password™

[0 Remember Me?

Log In

Forgot your Dassv\-'crd'IFomot vour User Name? |

Clicking this link will start a process to send an email message containing the user’s existing ‘User Name’'.

The existing ‘User Name’ will not be changed.

©2016 Window Book, Inc. All Rights Reserved.

Page 21 of 168



Logging In And Credentials PostalWeb® for Mail Owners User Guide

Upon clicking the ‘Forgot User name?’ link the Retrieve User Name page is displayed:

Retrieve User Name

To Retrieve your User Name, please follow the steps below.

When complete your User Name will be sent to the E-Mail address on file.

Step 1
Enter your E-Mail*

o

€ rmnotarobot

Next

1. Enter the Email Address (0). Use the same email address listed in the ‘Member Profile’ on the
PostalWeb site account;

2. Complete the ‘I'm not a robot’ widget by clicking in the white square (9) and selecting the
required pictures or entering the required text. The ‘I’'m not a robot’ has been successfully
completed when a green check mark appears in place of the box:

™
\/ m not a robot

% If the ’/m not a robot’ does not appear in the browser, consult APPENDIX 3.

3. Click the Next button;

o If there is no account on file with the entered User Name or email address, an error will be
displayed and the user will have to restart the process.
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4. Enter the answer to the security question. The answer entered must be the same answer
entered to the ‘Security Question’ when completing the Invitation Account Setup page at the
initial PostalWeb signup. The answer is not case sensitive:

Retrieve User Name

To Retrieve your User Name, please follow the steps below.

When complete your User Name will be sent to the Email address on file.

Step 2

Your Security Question Is: What is your city of birth?

Provide the answer to your security question®

Retrieve User Name

5. Click the Retrieve User Name button. An email will be sent to the email address listed in the
‘Member Profile’ for the account. The ‘User Name’ information will be contained within the

email.

o If the answer entered is incorrect an error will be displayed and the user will have to start the
process over.
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POSTALWESB SITE GENERAL OVERVIEW

LAYOUT FUNDAMENTALS

The PostalWeb pages are organized into three main regions:

John Logout 1.800.524.0380 o

My Dashboard Postage Statements  Mail Owner

& PostalWeb®

e == My Dashboard @ 9

1.800.524.0380 | Contact | Support

© 2015 Window Book, Inc_, All rights reserved

© Top Menu: The top menu shows the main categories available. Depending on the role assigned to the
user, not all of the categories shown in the example will be visible;

@ side Menu (shown below in the expanded state): The side menu is typically a sub-menu of the main

category selected. In its collapsed state, the side menu uses a menuicon = to denote its presence.

To expand the side menu, click the menuicon = :

y Dashboard @

My Profile

Notifications

© pata (body): The general information area for the main category and/or selected side menu.
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SPECIAL FEATURES

PostalWeb® for Mail Owners User Guide

Note the ‘Star’ icon @ , the ‘Information’ icon 9, the ‘Getting Started’ help Icon 6, and the basic

help icon @ as shown below:

John Logout 1.800.524.0380

My Dashboard Postage Statements Mail Owner

& Postalweb’

L1 N2 3)

[1[e][e]

Mail Owne o

Postage Statements

Setting the Start Page Via the Star Icon

The star icon is used to set the ‘Start Page’, i.e. the first page displayed immediately upon logging into

the PostalWeb site:

John Logout 1.800.524.0380

My Dashboard Postage Statements

& Postalweb’

Mail Owner

69

o The default ‘Start Page’ is the ‘My Dashboard’ category with the ‘My Dashboard’ screen
displayed. The ‘Star Icon’ is not displayed on this web page.

The star icon will show as solid black ( *) when the currently displayed page is the ‘Start Page’;

otherwise the star icon will be displayed as a blue outline (

To set the ‘Start Page’:

W),

1. Navigate to the web page that is desired to be displayed first when logging in to the PostalWeb

site;

2. |If the staricon is solid black ( *), the page is already set as the ‘Start Page’ and no further

action is necessary;

3. |If the staricon is displayed as a blue outline ( *), then click the Star icon to set the ‘Start Page’;

4. The star will change from a blue outline to solid black;
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5. A confirmation message will appear:

Start Page
v s

Start Page Set

PostalWeb Site General Overview

o The new setting may not become effective immediately depending on the web browser being

used; however, it will be effective the next time the user logs in.

Information Icon

The Information icon & on the upper right side of the screen, when clicked, displays a list of the three
most recent ‘Notifications’ in the upper right corner of the web page. Notifications consist of messages
from Window Book concerning new software releases, system status changes, etc.:

W xloe]e

Title:
Date:
Category:
Level:

Summary:

Notice:

Title:
Date:
Category:
Level:

Summary:

Notice:

Title:

Date:

Category:
Level:

Summary:

Notice:

MNatices
BCG Senice Issues
77242015 12:07:13 PM
System
Warning
The BCG is experiencing intermittent
outtages
View Motice Detail

Sunday July 19th, 2015 Update
7/19/20156 7:37:53 AM

General

Information

PostalWeb.NET has been updated
including new features and fixed. See
details.

View Notice Detail

Update: FIN Statement XML Schema
Change

7/16/2015 7:00:00 PM

General

Information

Update for notification dated 7/13/2015:
Upcoming FIN Statement XML Schema
Change

View Notice Detail

X Close

©2016 Window Book, Inc. All Rights Reserved.
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For a complete list of notifications, see the ‘Notifications’ side menu selection within the ‘My
Dashboard’ category:

= My Dashboard @
Notifications @
Title Level Category Summary Date )
PostalWeb Release 2.18.4.553 Information General PostalWeb Release 2.18.4 553 10/28/15
== My Dashboard @ Improved the First Class mail data
- handling for better accuracy and POF
delivery ...
My Profile
Notifications
Title Level Category Summary Date
BCG Service Issues Warning System The BCG is experiencing intermittent 0712415
outtages
Title Level Category Summary Date
Sunday July 19th, 2015 Update Information General PostalWeb.NET has been updated 0711915 N
Single click a row o see the detail

o Notifications will also be emailed to the ‘Primary Email’ address listed in the user’s ‘Member
Profile’.

Getting Started Help Icon

The ‘Getting Started’ help icon (9) is always located in the upper right-hand corner of all PostalWeb
pages:

John Logout  1.800.524.0380 App Store * O

My Dashboard Postage Statements Mail Owner

& Postalweb’

Clicking this icon will immediately display the Getting Started with PostalWeb page. The page displayed
will depend on the role assigned to the user:

e Administrator Role; or

e User and IT Personnel Roles.
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Administrator Role

PostalWeb Site General Overview

The Getting Started with PostalWeb page contains colored areas that, when clicked on, link to important
PostalWeb features:

My Dashboard @
Getting Started with PostalWeb

PostalOne!® Credentials
Set or Change your USPS®
Business Customer
Gateway Credentials

Get your API Keys

Get API keys for MDSM™
and eDM10X™
Provisioning

PostalWeb® User Guide
Full user guide for
Postal\Web

Additional Services
Add additional services to
your Postal\Web account.

Invite Additional Users
Connect additional team
members with Postal\Web
by sending them an
invitation to join.

PostalWeb Tours
Take a tour of the
Postal\Web application
areas

o The page previously displayed may be returned to by clicking the ‘back’ button on the browser.

e PostalOne!® Credentials: Immediately displays the Locations page, where the PostalOne!
credentials may be entered and edited;

&
' The PostalOne! Credentials tile should be used immediately after the initial login to allow the user

to receive the past 88 days of postage statements and data from PostalOne! for jobs that have
been mailed by a mail service provider that has an active PostalWeb account, or jobs that had
their postage paid using a permit that is linked to the mail owner’s PostalOne! CRID.

e Get your API Keys: Immediately displays the API Credentials page;

o Invite Additional Users: Immediately displays the Invite Users page;

e Additional Services: Immediately displays the Services page;

©2016 Window Book, Inc. All Rights Reserved.
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o PostalWeb Tours: Immediately displays the PostalWeb Application Tours page, which contains
colored areas that, when clicked on, starts a tour of selected areas of the PostalWeb site:

My Dashboard @

PostalWeb Applicaiton Tours

Navigation Tour Dashboard Tour Profile Tour

Learn about page elements Learn about the Dashboard Managing your Profile
and how to get around the

application

o Navigation Tour: Introduces the basic elements of PostalWeb that are available on all
pages;

o Dashboard Tour: Introduces the summary dashboard;

o Profile Tour: Introduces the components of the Member Profile pages.

o PostalWeb® User Guide: Direct link to the online PostalWeb for Mail Owners User Guide .

o The “PostalWeb for Mail Owners User Guide” is also available on Window Book’s web site at:
https://www.windowbook.com/Support/UserGuides. Registration is required.
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User and IT Personnel Roles

The Getting Started with PostalWeb page contains colored areas that, when clicked on, link to important
PostalWeb features:

My Dashboard @

Getting Started with PostalWeb

Get your API Keys PostalWeb Tours PostalWeb® User Guide
Get API keys for MDSM™ Take a tour of the Full user guide for

and eDM10X™ Postal\Web application Postal\Web

Provisioning areas

e Get your API Keys: Immediately displays the APl Credentials page;

e PostalWeb Tours: Immediately displays the PostalWeb Application Tours page, which contains
colored areas that, when clicked on, starts a tour of selected areas of the PostalWeb site:

My Dashboard @

PostalWeb Applicaiton Tours

Navigation Tour Dashboard Tour Profile Tour

Learn about page elements Learn about the Dashboard Managing your Profile
and how to get around the

application

o Navigation Tour: Introduces the basic elements of PostalWeb that are available on all
pages;
o Dashboard Tour: Introduces the summary dashboard;

o Profile Tour: Introduces the components of the Member Profile pages.

e PostalWeb® User Guide: Direct link to the online PostalWeb for Mail Owners User Guide.

o The “PostalWeb for Mail Owners User Guide” is also available on Window Book’s web site at:
https://www.windowbook.com/Support/UserGuides. Registration is required.
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Basic Help Icon

Basic Help Icons (Q) are placed at various locations on the PostalWeb site. When the mouse cursor
hovers over a help icon, a box will be displayed containing a short description of the associated setting
and its purpose:

My Dashboard Postage Statements Mail Owner

& Postalweb’

Using the Side Menu
My Dashboard

Click the Menu Icon to the left to see
options in each area.
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PostalWeb Apps for Mobile Phones

Window Book offers PostalWeb mobile phone apps for the Apple® and Android™ platforms.

Access to the Apps

PostalWeb Site General Overview

The apps for each platform may be accessed by clicking their respective icons near the top of all
PostalWeb site pages:

& Postalweb’

John Logout 1.800.524.0380

My Dashboard Postage Statements Mail Owner

The ‘App Store’ icon (), when clicked, will open a new web page on the iTunes® app store.
PostalWeb apps are available for the iPhone® and iPad®:

iPhone 1 Music Support

iTunes Preview

Window Book, Inc.
Open iTunes to buy and download apps.
iPhone Apps
PostalWeb)
1 4 2
Postal Web Executive Da...  PostalWeb® OPS
View In iTunes b View In iTunes »
iPad Apps
PostalWeb
1 S 2
Postal Web Executive Da... PostalWeb® OPS
View In iTunes b View In iTunes »

Overview Music Video Charts

iTunes is the world's easiest way to organize and add .
- ; LD ‘ iTunes 1
to your digital media collection.

We are unable to find iTunes on your computer. To buy and
download apps by [7], get iTunes now.

Already have iTunes? Click | Have iTunes to open it now. ave iTunes. Free Download ©

©2016 Window Book, Inc. All Rights Reserved.
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The ‘Android’ icon ("'), when clicked, will open a new web page on the Google Play™ store:

b’ Google Play Search
Categories v Home Top Charts New Releases
My apps .
Window Book, Inc.
Shop
Games
< Family ’
Editors’ Choice POS ta’weﬁ
PostalWeb® OPS PostalWeb Exec C
Window Book, Inc. Window Book, Inc.
FREE L& & & & 4 FREE
My account
My Play activity
My wishlist
Redeem
Send gift
Add credit
Parent Guide
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Available Apps
PostalWeb Executive Dashboard

The ‘PostalWeb® Executive Dashboard’ mobile app helps managers view the status of Mail.dat files
submitted to PostalOne!. It also provides statistics on these submissions as well as postage summaries
for date ranges requested by the user:

PostalWeb® Exec Dashboard

Window Book, Inc. Business L2 2 8 & SN}

| Everyone

POS talweb [*] Add to Wishlist m

- » - . - . -
= \9) PostalWeb = @ PostalWeb = &) PostalWeb =
Erecutive Dashboard Cxecutive Dashboard Executive Dashboard
Chart Postage Report Statistics
St Date From To From To Fre
wees ¢+ TN | TNy N/162016 * 12062008 1 "

Forml  Cugory MuteLuvelPisces  Postap s
Sandord, o bess  fom -
Noe Total Ploces Total Postage
Prose ' 5h ooy
3002 3 —_
Standord. wne e A
Nor Flate X R P Total UPD Tetal Frakzed
Profa Statoments Sialomerts
3602-N
'5‘” “‘"“rm-_ DSCF visee s
Profn Totat Cancaled Tetal Reversed
3607-N Statements Statements

8 Subevissans B UPD Docs M FIN Dacs ;J":':"’ Trits  Ione e jmues
Profe
26022 R
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PostalWeb OPS

The ‘PostalWeb® OPS’ mobile app notifies mailers when new postage statements have been retrieved
from PostalOne! and are available on their PostalWeb site.

Window Book, Inc. Business
) Everyone
[*] Add to wishlist Install
= Srostaiweb’ = & rostaweb’ = & rostaiwed’
PostalWeb® OPS Jobs List Job Detail
1 Selecied Jobs io Subscribe | -
- | Job i ‘.I it Na o;.n,;’;_l-F
Job ID; » | o
00000465 m quI. 3 :: i Male ;‘;-:‘ patage
Job 10 00000465 v :
00002372-1F X 00023721 states esp
| N MhNipis >
Masing Dte
. Job ID: 00000467 Sl Maked
Job 1D: e | 3 o
otoossy Q%) 00002374-1F
00002374-1F X
Subserioe 1o Job No Q
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ROLES

All users of a PostalWeb site are assigned a ‘role’. A role can be thought of as a permissions level. When
a person is invited to become a PostalWeb user (see Becoming a PostalWeb User), they are assigned a
role by the site Administrator at the time the invitation is made. Their role can be changed at a later
date by the appropriate personnel.

The following is a list of the available roles and an explanation of each role:

e ‘Administrator’ or ‘ Mail Owner Admin’ has full access to the entire site and should be assigned
with great care. Administrators can assign any role;

e ‘IT Personnel’ has minimal access, similar to a user, but is intended for the purpose of targeting
system messages such as critical updates to client software;

e ‘User’ or ‘Mail Owner User’ typically only receives automated communications such as e-mailed
statements and confirmation pages but does not normally access PostalWeb’s EDocs
dashboards.

o The term ‘user’ is used throughout this document as a general name for any member of a
PostalWeb site, not as the specific role level of ‘User’ or ‘Mail Owner User’.

o Features available for the various roles are shown in APPENDIX 1.
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POSTALWESB SITE MAP

This section is intended as a map of PostalWeb to aid the user in navigation.

o Not all roles have the required permissions to view all categories and sub-categories. These
limitations will be noted in each section.

The PostalWeb site described here is that part of the site that is exposed after an existing user has
properly logged in. For instructions referring to the registration of a new PostalWeb site, sign-up of a
new user, or setup and configuration of a PostalWeb site, please refer to the PostalWeb for Mail Owners
Setup Guide, which is available on the Window Book web site at:
https://www.windowbook.com/Support/UserGuides. Registration is required.
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MY DASHBOARD

Role Access: ALL

This category generally contains information about the individual PostalWeb user, such as contact
information and log in credentials:

My Dashboard

&9 PostalWeb

Clicking the ‘My Dashboard’ side menu icon exposes the side menu:

== WMy Dashboard @

My Profile

Motifications

The options within the ‘My Dashboard’ category are:

e My Profile / Member Profile; and

e Notifications.
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My Profile/Member Profile

Role Access: ALL

PostalWeb Site Map

When ‘My Profile’ is selected, the ‘My Dashboard’ heading at the side menu changes to ‘Member
Profile’ and a new side menu with ‘Member Profile’-specific options becomes available. The ‘Member
Profile’ options all center around the user’s personal profile and security credentials.

o This is the only sub-category where the heading on the side menu changes and does not reflect a

top menu heading.

After selecting the menu option ‘My Profile’, a new screen is displayed with ‘Member Profile’ shown as

the new side menu heading:

== Member Profile @

First Name*®

Sara
== My Dashboard @

Nickname
My Profile

Nickname

Notifications

Contact Info

Mailing Address

Billing Address

Done

Last Name*

Doe

Company

PW Example, Inc

Middle Name

Middle Name

Primary Email®

saradoe@pwexample com

Personal Information

o

©2016 Window Book, Inc. All Rights Reserved.
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Clicking the ‘Member Profile’ side-menu icon expands the side menu and shows the options specific to
‘Member Profile’:

= Member Profile

Personal Info Personal Information
First Name* Last Name*
Change Password
Sara Doe
Security Question
API Credentials Middle Name Nickname
Middle Name Nickname
Manage
Subscriptions
Compan Primary Email*
My Dashboard pany i
PW Example, Inc saradoe@pwexample.com (2]
Contact Info v

Mailing Address

Billing Address

Done

The options within the ‘Member Profile’ side menu are:
e Personal Info;

e Change Password;

e Security Question;

e APl Credentials;

e Manage Subscriptions ; and

e My Dashboard.
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Personal Info

Role Access: ALL

PostalWeb Site Map

Allows the user to enter or edit contact information. The Personal Information screen can be displayed

by either:

e Clicking the ‘My Profile’ side menu option when ‘My Dashboard’ is displayed as the side menu

heading;

e Clicking the ‘Personal Info’ side menu option if the ‘Member Profile’ heading is displayed:

My Dashboard @

My Profile

OR

Member Profile 9

Personal Info

)

Change Password

Security Question

API Credentials

Manage
Subscriptions

My Dashboard

©2016 Window Book, Inc. All Rights Reserved.
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Personal Information

The following are the contents of the Personal Information screen (required fields are denoted with an
asterisk “*’):

== Member Profile @

Personal Information

First Name* Last Name* Middle Name
Sara Doe Middle Name
Nickname Company Primary Email*
Nickname PV Example, Inc. saradoe@pwexample.com (7]
Contact Info v
Mailing Address v
Billing Address v

Done

e First Name*: First name of user;

e Last Name*: Last name of user;

e Middle Name: Middle name or initial of user;

o Nickname: A custom, substitute name the user prefers to be referred to;

e Company: Typically the name of the user’s employer;

e Primary Email*: The user’s primary company email address. This email address is used for

various communications purposes, including system notifications and verification of identity.

P
1
O It is important to enter a valid, functioning email address. If the user forgets their password or
User Name, the information needed to resume using the account will be sent to this email
address.
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Contact Info

PostalWeb Site Map

To select the Contact Info screen, place the mouse cursor on the rectangle that contains the ‘Contact

Info’ text and click it:

== Member Profile @

First Name* Last Name* Middle Name
Sara Doe Middle Name
Nickname Company Primary Email*
Nickname PV Example, Inc. saradoe@pwexample.com
Contact Info

Mailing Address

Billing Address

Done

Personal Information

(2]

After clicking the ‘Contact Info’ text, a new page will open to display the items on the Contact Info

screen:

== Member Profile @

Personal Information

Home Phone Work Phone Other Phone

Home Phone Work Phone Other Phone

Mcbile Phone

Cell Phone OFF Use Mobile Messaging

Mailing Address

Billing Address

Done

Contact Info

e Home Phone: The user’s home phone number;
e Work Phone: The user’s work phone number;
e Other Phone: A secondary phone if available;

o Mobile Phone: The user’s cell phone if available.

o ‘Use Mobile Messaging’ may be used in the future, but is currently inactive (as of September

2016).

©2016 Window Book, Inc. All Rights Reserved.
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Mailing Address

To select the Mailing Address screen, place the mouse cursor on the rectangle that contains the ‘Mailing
Address’ text and click it:

Mailing@dr&ss

Billing Address

Done

After clicking the ‘Mailing Address’ text, a new page will open to display the items on the Mailing
Address screen:

== Member Profile @

Personal Information v

Contact Info T

Mailing Address

Country

United States

Line 1% Line 2 City*

300 Franklin St. Line 2 Cambridge

State* Zip Code*

MA 02139

m Mailing & Billing are the same™ @

Billing Address v

Done

o The address entered here should be the address of the company location where the user is
currently working at. This information is used to send correspondence, statements, etc.

e Country: Select the country the mailer resides in using the pull-down menu; either ‘United
States’ or ‘Canada’. This selection changes the display of some of the other entries noted
below;

e Line 1*: Street Address of the company;
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Line 2: Secondary street address, if necessary;
City*: The city of the company’s location;

Mailing & Billing are the same*: If the mailing and billing address are the same, set to ‘ON’. The
mailing information entered will automatically be copied to the Billing Address screen.

o Click the button graphic to toggle between ‘ON’ (Il) and ‘OFF’ A oF .‘).

If the country selected earlier is ‘United States’, the following fields are displayed:

Member Profile @

Personal Information b

Contact Info v

Mailing Address
Country

United States

Line 1* Line 2 City*
300 Franklin St. Line 2 Cambridge
State* Zip Code*

MA 02139

Billing Address v

Done

Mailing & Billing are the same* @

State*: Select the State from the pull-down menu.

ZIP Code*: The base 5-digit ZIP Code of the company location;
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If the country selected earlier is ‘Canada’, the following fields are displayed:

== Member Profile @

Personal Information ¥

Contact Info v

Mailing Address
Country

Canada

Line 1* Line 2 City*
300 Franklin St. Line 2 Cambridge
Province™ Postal Code*

Postal C
m:| Mailing & Billing are the same* @

Billing Address v

Done

e Province*: Select the Canadian province the Company resides in from the pull-down menu
selection;

e Postal Code*: The Canadian postal code the Company resides in.
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Billing Address

To select the Billing Address screen, place the mouse cursor on the rectangle that contains the ‘Billing
Address’ text and click it;:

Billing Address

After clicking the ‘Billing Address’ text, a new page will open to display the items on the Billing Address
screen:

Member Profile @

Personal Information v

Contact Info v

v

Mailing Address

Billing Address

Country

United States
Line 1 Line 2 City

300 Franklin St. Cambridge
State Zip Code

MA 02138

Done

e Line 1, Line 2, City; State and ZIP Code (for US) or Province and Postal Code (for Canada): The
company address to send billings to.

o The address entered here should be the address of the location that billables, statements, etc.
should be sent to.

o When changing the Billing Address, make sure the ‘Mailing & Billing are the same’ option located
on the ‘Mailing Address’ screen is set to ‘ON’.
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When all items have been entered or edited in the Personal Information screens, the user must click the
Done button for the changes to take effect:

Member Profile @

Personal Information v
Contact Info v
Mailing Address v

Billing Address

Country

United States
Line 1 Line 2 City

300 Franklin St Cambridge
State Zip Code

MA 02139

Done

A confirmation will display:

Success
v

Your profile has been updated

@ Navigating away from the ‘Personal Information’ screens without first clicking the ‘Done’ button
will cancel any changes that have been made.
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Change Password

Role Access: ALL

Allows the user to change the password used for accessing their PostalWeb site:

= Member Profile 9

Personal Info

Change Password

Security Question
APl Credentials

Manage
Subscriptions

My Dashboard

Member Profile @

Change Password

Current Password*

New Password*

New Password
Password must contain one special character Like: %", and must be at least 7 characters long
Confirm Password

Confirm Password

Done

The following are the contents of the Change Password screen:

e Current Password*: Enter the current password assigned to this account;

e New Password*: Create and enter a password of your choosing. The password must be:

o Atleast 7 characters long; and

o Must contain a "special character" (i.e.~ " 1@ #S5S% A& * () _+|-=\[]{};":,.<>/?).

o Asthe new password is entered, a ‘Password Strength’ meter will be displayed and show
the approximate strength of the password:

Current Password®

Member Profile @

Change Password

New Password?

Medium

Confirm Password

Done

Password must contain one special character Like: %!#*, and must be at least 7 characters long
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e Confirm Password: The password entered here must match exactly the password entered in the
‘New Password’ field.

When finished, the user must click the Done button to implement the new password. A confirmation
message will display:

Success
v

Your password has been updated

@ Navigating away from the ‘Change Password’ screen without first clicking the ‘Done’ button will
cancel any changes that have been made and the new password will not be implemented.
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Security Question

Role Access: ALL

Allows the user to change the ‘Security Question’ or the answer to a ‘Security Question’. The ‘Security
Question’ is used when the user asks to have their password reset via the ‘Forgot Your Password’ or via
the ‘Forgot Your User Name’ links on the login screen (refer to Resetting a Password and/or Retrieving a
User Name). The user must know the security answer to complete these requests:

Member Profile @

= Member Profile 9 Change Question

Current Password*
Personal Info

Cha nge Password

Security Question®
Security Question

Mothers maiden name? E‘

API Credentials
Security Answer®

Manage
Subscriptions

Confirm Answer*
My Dashboard

Done

The following are the contents of the Change Question screen:

e Current Password*: In order to change the ‘Security Question’ or ‘Security Answer’, the correct
password for the account must be entered;

e Security Question*: Clicking the ‘Security Question’ drop down will expose numerous questions.
One of the questions must be selected;

e Security Answer*: The answer provided by the user for the selected ‘Security Question’.
Answers may be any type text of any length but the user needs to remember the answer for
future use as described above;

e Confirm Answer*: The ‘Confirm Answer’ entry must match the ‘Security Answer’ exactly,
including the upper and lower case used in the ‘Security Answer’.
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When finished configuring the new ‘Security Answer’ click the Done button. A confirmation will display:

Success

& Password Question & Answer
updated

@ Navigating away from the ‘Change Question’ screen without first clicking the ‘Done’ button will
cancel any changes that have been made, and the new ‘Security Question’ and/or ‘Security
Answer’ will not be implemented.

API Credentials

Role Access: ALL

Allows the user to view their assigned API Credentials:

Member Profile 9

= Member Profile @
Personal Info .
Manage API Credentials @

Change Password
APl AccessID @

S MUHRIEE S o 123456 TB9ABCDEF 12345

API Credentials APIKey ©

Manage Show APl Key
Subscriptions

Generate New API Credentials Q

My Dashboard

To access the ‘APl Key’, click the Show API Key button.

@ Do NOT click the ‘Generate New API Credentials’ button!
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Manage Subscriptions

Role Access: ALL

PostalWeb Site Map

The ‘Manage Subscriptions’ section allows the user to manage subscriptions and notifications
authorized for them by a site Administrator:

== Member Profile 0

Personal Info
Change Password
Security Question

API Credentials

Manage
Subscriptions

My Dashboard

= Member Profile @

Manage Subscriptions @

ON PostalWeb System Notices

Update

e PostalWeb System Notices: Allows the user to enable (set to ‘ON’) or disable (set to ‘OFF’)
notices relating to their PostalWeb site’s system status. This includes notifications via the

Notifications screen within the ‘My Dashboards’ category and via email.

o Click the button graphic to toggle between ‘ON’ (ﬂ:l) and ‘OFF’ A_OFFJ)

After making the desired changes, click the Update button. A confirmation will display:

Success
v

Subscription successfully updated!
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My Dashboard

Role Access: ALL

PostalWeb® for Mail Owners User Guide

Navigates back to the original My Dashboard screen (refer to My Dashboard above):

= Member Profile @

Personal Info
Change Password
Security Question
API Credentials

Manage
Subscriptions

My Dashboard

Page 56 of 168

My Dashboard @

1.800.524.0380 | Contact | Support

© 2016 Window Book, Inc., All rights reserved

©2016 Window Book, Inc. All Rights Reserved



PostalWeb® for Mail Owners User Guide

Notifications

Role Access: ALL

PostalWeb Site Map

The Notifications screen shows a list of summaries of all the notifications to date:

= My Dashboard @

Notifications ©

Title Level
PostalWeb Release 2. 18 4.553 Information
== My Dashboard @

My Profile

Notifications
Title Level
BCG Service Issues Warning
Title Level
Sunday July 19th, 2015 Update Information

Category
General

Category
System

Category
General

Summary Date )
PostalWeb Release 2 18 4 553 10/28/15

Improved the First Class mail data

handling for better accuracy and PDF

delivery

Summary Date

The BCG is experiencing intermittent 07/24115

outtages

Summary Date

PostalWeb.NET has been updated 07/19/15 N

Single click a row to see the detail

Clicking any of the summary line item tiles displays a new screen containing the detail for that specific

notification:

= My Dashboard @

Notification Details

Title PostalWeb Release 2.18.4.553
Level Information

Category General

Publish Date 10/29/2015 12:00:00 AM

Notice

- Improved the First Class mail data handling for better accuracy and PDF delivery
« General usability enhancements

When finished viewing, click the cancel icon (X) to go back to the main Notification screen:

= My Dashboard @

Notification Details

Title PostalWeb Release 2.18.4.553
Level Information

Category General

Publish Date 10/29/2015 12:00:00 AM

Notice

- Improved the First Class mail data handling for better accuracy and PDF delivery
« General usability enhancements

[x]

o Notifications will also be emailed to the ‘Primary Email’ address listed in the user’s ‘Member

Profile’.
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Role Access: ALL users with the ‘Mail Owner’ Application enabled (via the Manage Users page).

o For users assigned an administrator role, the side menu of the ‘Postage Statements’ category is
the same as the ‘Mail Owner’ category. Therefore, users assigned an administrator role should

refer to the ‘Mail Owner’ category in this Guide.

o The discussion in this section assumes the user has a non-administrator role.

Clicking the upper Postage Statements button immediately displays the Postage Statements page:

© My Dashboard Postage Statements
@ PostalWeb | { |

.t

Mail Owner @

Postage Statements @

Job ID/Job No Location Pieces/Postage
00000521 Southern Division 216
00000521 112.97

Download: FiN PSID: 212415898 Permit: 55725

Job ID/Job No Location Pieces/Postage
00000517 Southern Division 216
00000517 100.19

Download: Fin PSID: 211123642 Permit: 55725

Paid/Mailed

05/05/1510:45:00 WINDOW BOOK, INC

05/04/15

Paid/Mailed
04/16/15 5:36:00
04/15/15

Q show

Mailer

m

Mailer
WINDOW BOOK, INC
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PostalWeb Site Map

For non-administrator users, the following options are within the Postage Statements side menu:

Mail Owner @

Postage Statements

API Credentials

e Postage Statements; and

e APl Credentials.

Postage Statements

Role Access: ALL

The Postage Statements screen is displayed by selecting the ‘Postage Statements’ category from the
upper menu or from the Mail Owner side menu:

= Mail Owner @

Postage Statements
dhy

API Credentials

= Mail Owner @
Postage Statements @
Q show

Job ID/Job No Location Pieces/Postage  Paid/Mailed Mailer r

00000521 Southern Division 216 05/05/15 10:45:00 WINDOW BOOK, INC.

00000521 112.97 05/04/15 E

Download: FIN PSID: 212415898 Permit: 55725

Job ID/Job No Location Pieces/Postage  Paid/Mailed Mailer

00000517 Southern Division 216 04/16/15 5:36:00 WINDOW BOOK, INC

00000517 100.19 04/15/15

Download: FiN | PSID: 211123642 Permit: 55725
The Postage Statements screen displays the postage statements that have been generated by
PostalOne!. The screen displays postage statements based on the filter settings.
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The postage statements shown in the list are selectively filtered. To display the possible filters, click the
Show button:

= Mail Owner @

Postage Statements @
Q show

Job ID/Job Ne Location Pieces/Postage  Paid/Mailed Mailer B
00000521 Southern Division 216 05/05/15 10:45:00 WINDOW BOOK, INC.

00000521 112.97 05/04/15 3
Download: FIN PSID: 212415898 Permit: 55725 I
Job IDiJob No Location Pieces/Postage Paid/Mailed Mailer

00000517 Southern Division 216 04/16/15 5:36:00 WINDOW BOOK, INC.

00000517 100.19 04/15/15

Download: FiN | PSID: 211123642 Permit: 55725

The following are the possible filters:

= Mail Owner @

Postage Statements
! QHige |

Start Date

11/02/2015 e
Job ID Job No PSID Mailer*

2] (2] o All Reset | Refresh

Job ID/Job No Location Pieces/Postage  Paid/Mailed Mailer

00000521 Southern Division 216 05/05/15 10:45:00 WINDOW BOCOK, INC.

00000521 112.97 05/04/15 3

Download: FIN PSID: 212415898 Permit: 55725

Job ID/Job No Location Pieces/Postage  Paid/Mailed Mailer
00000517 Southern Division 216 04/16/15 5:36:00  WINDOW BOOK, INC.
00000517 100.19 04115115

Download: rin PSID: 211123642 Permit: 55725

e Start Date: The date shown is the LAST date of the statements to be displayed (inclusive). Only
statements with dates previous to the date shown will be displayed. Statements with dates after
the date displayed will NOT be shown. This filter is not used if the Job ID, Job No or PS ID is used
as a filter;
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o The Start Date value is limited to the previous 90 days.

o Job ID: Filters on a Job ID. Entering the entire Job ID string is not necessary; it is only necessary
to enter as many leading characters as needed to filter the list as desired. Multiple statements
may be displayed if the entire Job ID is not entered. The ‘Start Date’ is not used as a filter when
this field is used;

e Job No: Filters on a Job No. Entering the entire Job No. string is not necessary; it is only
necessary to enter as many leading characters as needed to filter the list as desired. Multiple
statements may be displayed if the entire Job No is not entered. The ‘Start Date’ is not used as a
filter when this field is used;

o Any leading zeros must also be entered.

e PSID: Filters on a ‘Postage Statement Identification’ number (PS ID). Entering the entire PS ID
string is not necessary; it is only necessary to enter as many leading characters as needed to
filter the list as desired. Multiple statements may be displayed if the entire PS ID is not entered.
The ‘Start Date’ is not used as a filter when this field is used;

o Mailer*: This filter is always used. It can be used to select either a single mailer or all mailers
within the PostalWeb mailer database associated with the mail owner.

o Any time a filter is changed, the ‘Refresh’ button must be clicked to update the displayed jobs.
The ‘Refresh’ button will turn blue in color when the displayed data is stale and the ‘Refresh’
button needs to be clicked.

The items listed for each individual postage statement are as follows:

Mail Owner @

Postage Statements

| QHide !

Start Date

11/02/2015 2]
Job ID Job No PSID Mailer*
(] (2] (2] All j Resel Refresh
I Job ID/Jobh No Location Pieces/Postage Paid/Mailed Mailer I
00000521 Southern Division 216 05/05/15 10:45.00 WINDOW BOOK, INC
00000521 112.97 05/04115 3

Download: FiN PSID: 212415898 Permit: 55725

e Job ID/Job No.: The Job ID and Job No. associated with this postage statement;
e Location: The location where the submission originated from;
e Pieces/Postage: The number of pieces mailed / the amount of postage paid;

e Paid/Mailed: The date and time payment of postage was made / date the pieces were mailed;
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e Mailer: The name of the mailer.

To view or download a PDF version of a specific postage statement, click the corresponding FIN button
( N ). Clicking the FIN button will download the postage statement as a PDF file or display the
document in the browser, providing the browser has a PDF reader installed as a plug-in. Also displayed

is the associated Postage Statement ID (PS ID) as well as the permit number:

= Mail Qwner @

Postage Statements

i QuHide |
Start Date
11/02/2015 2]
Job 1D Job No PSID Mailer*
e (2] (-] All j Reset Refresh
Job ID/Job No Location Pieces/Postage  Paid/Mailed Mailer
00000521 Southern Division 216 05/05/15 10:45:00 WINDOW BOOK, INC.
00000521 112.97 05/04/15 3

| pownicad: P PsiD: 212415898 Permit: 55725 |

o The postage statement is in the form of a standard USPS Form 3602-R.
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API Credentials
Role Access: ALL

Allows the user to view their API Credentials.

Mail Owner @

Mail Owner @ Manage API Credentials @

API Access ID
Postage Statements @

123456789ABCDEF 12345
API Credentials
ol APIKey ©
Show API Key
Generate New AP| Credentials =

To access the ‘APl Key’, click the Show API Key button.

fi =,
"*" Do NOT click the ‘Generate New API Credentials’ button!
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MAIL OWNER

Role Access: Administrator (see “Info” icon note below)

This category is generally for the management and maintenance of the overall PostalWeb site.

o The ‘Mail Owner’ top menu option will only appear if the user has Administrator rights.

Click the ‘Mail Owner’ item on the top menu:

My Dashboard Postage Statements Mail Owner

& Postalweb’

Clicking the ‘Mail Owner’ side menu icon exposes the side menu contents:

=  Mail Owner @

Mail Owner Info
Locations

Invite Users
Invitations

Manage Users
Services

Postage Statements

API Credentials
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Within the ‘Mail Owner’ side menu are the following options:

e Mail Owner Info;

e |locations;

e Invite Users;

e |nvitations;

e Manage Users;
e Services;

e Postage Statements; and

e APl Credentials.
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Mail Owner Info

Role Access: Administrator

The Mail Owner Info option allows the Administrator to edit the information associated with the

company registered with PostalWeb.

Mail Owner Information

Either clicking on the ‘Mail Owner’ top menu item or selecting the ‘Mail Owner Info’ side menu option

will display the Mail Owner Information screen:

= Mail Owner @

Mail Owner Name™ Email*
Mail Owner Info
ﬁ") PW Example, Inc e melvindoe@pwexample.com (2]

Locations

Invite Users
YOUR LOGO HERE

Invitations

Manage Users Select Logo (2]

Services

Postage Statements Contact Info

. Mailing Address
API Credentials

Billing Address

Done

YOUR LOGO HERE

== Mail Owner @
= Mail Owner Information

e Mail Owner Name*: The company name of the mail owner;

e Email*: Preferably the email address of someone high up in the company that can be contacted

should the main Administrator be unavailable;

e Select Logo button: An image file with a mail owner’s company logo can be uploaded here. If
uploaded, the logo will appear on the mail owner’s PostalWeb site, email notifications, etc. to

brand it as the mail owner’s site.

To upload a company logo image file, perform the following:

1. Click the Select Logo button;

2. Afile manager screen will display;

3. Locate the image file to be uploaded;

4. Select the image file and click the Open button;

5. PostalWeb will upload the file, automatically re-size and display it.

o Supported file types include: .png; .jpg; .jpeg; .gif; and .bmp.
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Contact Info

To display the Contact Info screen, place the mouse cursor on the rectangle that contains the ‘Contact
Info” text and click it:

Contact Info {b

Billing Address

Done

After clicking the ‘Contact Info’ text, a new page will open to display the items on the Contact Info
screen:

= Mail Owner @

Mail Cwner Information

Contact Info
Primary Phone Other Phone Fax
(123) 555-1212 Other Phone (123) 5551222

Mailing Address

Billing Address

Done

The Contact Info page contains the following:
e Primary Phone: The primary company phone;
e Other Phone: Any other pertinent phone number; and

e Fax: The company fax number.
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Mailing Address

To display the Mailing Address page, place the mouse cursor on the rectangle that contains the ‘Mailing
Address’ text and click it:

Mailing Address {b

Done

After clicking the ‘Mailing Address’ text, a new page will open to display the items on the Mailing
Address screen:

= Mail Owner @

Mail Owner Information v

Contact Info

Mailing Address

Country

United States
Line 1* Line 2 City*®

300 Franklin St, Line 2 Cambridge
State” Zip Code” zip+4

MA 02139 3781

m Mailing & Billing are the same* @

Billing Address

Done

o The address to be entered on this page should be the main address of the company's corporate
headquarters if the company has more than one location.

The Mailing Address page contains the following:

e Country: Select the country the mail owner resides in using the pull-down menu; either ‘United

States’ or ‘Canada’. This selection changes the display of some of the other entries noted
below;

e Line 1*: Street address of the mail owner’s corporate headquarters;
e Line 2: Secondary street address, if necessary;

e City*: The city of the mail owner’s corporate headquarters;
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¢ Mailing & Billing are the same*: If the mailing and billing address are the same, set to ‘ON’. The

mailing information entered on this screen will be copied to the Billing Address screen (refer to
Billing Address).

o Click the button graphic to toggle between ‘ON’ (Il) and ‘OFF’ A o7

If the country selected earlier is ‘United States’, the following fields are displayed:

= Mail Owner @

Mail Owner Information
Contact Info

Mailing Address

Country

United States
Line 1* Line 2 City*

300 Franklin St, Line 2 Cambridge
State* Zip Code* zip+4

MA 02139 3781

m Mailing & Billing are the same* @

Billing Address

Done

e State*: Select the State from the pull-down menu.
e ZIP Code*: The base 5-digit ZIP Code of the company location;
e zip+4: The extended ZIP+4 code. Must be 4 digits long.
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If the country selected earlier is ‘Canada’, the following fields are displayed:

= Mail Owner @

IMail Owner Information

Contact Info

Mailing Address
Country

United States

Line 1* Line 2 City*

300 Franklin St, Line 2 Cambridge
State* Zip Code* zip+4

MA 02139 3781

ON Mailing & Billing are the same™ @

Billing Address

Done

e Province*: Select the Canadian province the mail owner resides in from the pull-down menu
selection;

e Postal Code*: The Canadian postal code the mail owner resides in.
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Billing Address

PostalWeb Site Map

To display the Billing Address page, place the mouse cursor on the rectangle that contains the ‘Billing

Address’ text and click it:

Billing Address

Done

o If the option ‘Mailing & Billing are the same’ located within the Mailing Address section of the
screen is set to ‘ON’, the required fields for the Billing Address will already be populated with the

required information.

After clicking the ‘Billing Address’ text, a new page will open to display the items on the Billing Address

screen:

= Mail Owner @

Mail Owner Information
Contact Info
Mailing Address

Billing Address

Country

United States
Line 1 Line 2

300 Franklin St, Cambridge
State Zip Code Zip+4

MA 02139

Done

e Line 1, Line 2, City; State and ZIP Code (for US) or Province and Postal Code (for Canada): The

company address to send billings to.

o When changing the Billing Address, make sure the ‘Mailing & Billing are the same’ option located

on the ‘Mailing Address’ screen is set to ‘OFF’.
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When all items have been entered or edited in the Mail Owner Information screens, the user must click
the Done button for the changes to take effect:

= Mail Owner @
IMail Owner Information
Contact Info

IMailing Address

Billing Address

Country

United States

Line 1

300 Franklin St

MA

Done

Line 2 city

Cambridge
Zip Code Zip+4

02139 3781

A confirmation will display:

Success
Mail Owner

v

Data Updated

@ Navigating away from the ‘Mail Owner Information’ screens without first clicking the ‘Done’
button will cancel any changes that have been made.
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Locations
Role Access: Administrator
The Locations screen allows the setup and maintenance of different mail owner locations.

To display the Locations screen select the ‘Locations’ option on the side menu:

Mail Owner @
Locations
Add Location
Location Name CRID Active Location G Ed
Window Book, Inc 2442173 [©] 02139-378
Mail Owner @
Mail Owner Info
LDCJ“UI‘!@U
Invite Users
MIDs Permits
Invitations
Manage Users
Services
Postage Statements
API Credentials
< >
Configuration
User ID Password Confirm Password
12
Batch Download Interval (hours)
4
Apply

The Locations screen shows a list of the known locations, known MIDs and permit numbers for the mail
owner, based on a combination of previous postage statements flowing through PostalWeb, and the
mail service provider’s activities on PostalWeb.

The ‘Configuration’ section allows the user to initiate statement and other data collection for the past 88
days to be displayed and delivered (if the associated delivery services are subscribed to via the Services

page).
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Location Name Edit

The ‘Location Name’ may be changed by clicking the Edit button on the colored strip of the location to
be changed:

= Mail Qwner @
Locations

Add Location

Location Name CRID Location G Edit
Northern Division 2442173 02139 3781

The name of the location can then be edited as desired:

= Mail Owner @

Locations

Add Location

ERID Location Update

lorthern Division
N X 02139 3781

442173 Cancel

After editing is complete, the Update button must be clicked to implement the change. Clicking the
Cancel button or navigating away from the Locations screen before the Update button is clicked will

cancel any changes made:

= Mail Owner @

Locations

Add Location

CRID Location Update

Northern Division
2442173 02139 3781 Cancel
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Add a Location

A new location may be added by clicking the Add Location button:

Mail Owner @

Locations

Add Location
Location Name CRID Location G Edit
Northern Division 2442173 02139 3781

A new screen will display:

Mail Owner @

Locations

X

To add a location, it must already exist in the data we collect for postage statements. To find this data, fill in the fields below and then click the Search button. If
found, you will then need to confirm this location belongs to your company

Location CRID* PsID* Mail Owner Name as it appears on a statement®

Country Location Zip Code™ Location Zip+4*

United States j

Search

Carefully enter all required information (required fields are denoted with an asterisk “*’):
e Location CRID*: The CRID assigned by the USPS to this location;
e PSID*: The Postage Statement ID (PS ID) of a recent postage statement;

e Mail Owner Name as it appears on a statement*: For a successful search, the Mail Owner’s
name must be entered exactly as it appears on a postage statement, including all punctuation;

e Country: The country of the location;

If the country selected is ‘United States’:
o Location Zip Code* and Location Zip+4*: The ZIP Code of the location as it appears on
the postage statements that is associated with the Location CRID;

If the country selected is ‘Canada’:
o Postal Code*: The Canadian postal code associated with the location.
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When the entries are complete, click the Search button:

Mail Owner @

Locations

x

To add a location, it must already exist in the data we collect for postage statements. To find this data, fill in the fields below and then click the Search button. If
found, you will then need to confirm this location belongs to your company.

Location CRID* PSID* Mail Owner Name as it appears on a statement™

Country Location Zip Code* Location Zip+4*

United States j

Search

The PostalWeb database will be searched to find a match. If no match is found, an error message will
display:

Mail Owner @

Locations

%

To add a location, it must already exist in the data we collect for postage statements. To find this data, fill in the fields below and then click the Search button. If
found, you will then need to confirm this location belongs to your company

I No matching results found. Please try again after you have created some Postage Statement Data in the PostalWeb system. I

Location CRID* PSID* Mail Owner Name as it appears on a statement*
223423 8495834958 Window Book, Inc.

Country Location Zip Code* Location Zip+4*
United States j 34534 3453

In this case, inspect the entries made and make any corrections needed. If any corrections are made,
click the Search button again to attempt a match. If the information entered is known to be valid and
the ‘No matching results found’ error repeats, then there is no record of this location in PostalWeb's
database, and a new location cannot be generated.
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The known MIDs and permit numbers are displayed, based on statements and data collected by

PostalWeb:

Mail Owner @

Locations

Add Location

12
Batch Download Interval (hours)

4 -

Apply

Location Name CRID Active Location C’J Edit
Window Book, Inc. 2442173 @ 02139-3781
MIDs Permits
£
Configuration
User ID Password Confirm Password
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PostalOne! Data Collection Configuration

The past 88 days of statements, as well as, future statements and associated data may be collected from
PostalOne! by configuring the data collection ‘Configuration’ section:

Mail Owner @

Locations

Add Location
Location Name CRID Active Location & Edit
Window Book, Inc. 2442173 @ 02139-3781
MIDs Permits

< 2

Configuration
User ID Password Confirm Password

12
Batch Download Interval (hours)

4

Apply

e User ID, Password and Confirm Password: The user’s PostalOne! logon credentials must be
entered to initiate data collection from PostalOne!. The collected data will be displayed on the
PostalWeb site and delivered to the user as attachments via emails if the associated delivery
service(s) is/are subscribed to;

e Batch Download Interval (hours): The time interval in hours that data will attempt to be
collected from PostalOne!. The range is 4-24 hours.
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Locations Screen Complete

PostalWeb Site Map

When the modifications to the Locations screen is complete, click the Apply button located near the
bottom of the screen:

= Mail Owner @
Locations
Add Location
Location Name CRID Active Location C" Edit
Window Book, Inc. 2442173 @ 02139-3781
MIDs Permits
<
Configuration
User ID Password Confirm Password
12
Batch Download Interval (hours)
‘ B
Apply

A confirmation will display:

v

Success
P1 Configuration Updated

@ Navigating away from the ‘Locations’ screen without first clicking the ‘Apply’ button will cancel
any changes that have been made.
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Invite Users

Role Access: Administrator

PostalWeb® for Mail Owners User Guide

Inviting users is the first step in bringing new users on-board to use PostalWeb. The invitation is in the
form of an email to the prospective user. The email contains a link which the prospective user must click
on. Doing so will open a new web page that includes an application the new user must complete before
being allowed to log in to their company’s PostalWeb site. At the same time an email will be sent to the
person making the invitation to advise that the invitation has been accepted by the invitee.

The person initiating the invitation must know the new user’s email address.

To display the Invite Users screen select the ‘Invite Users’ option on the side menu:

Mail Owner @

Mail Owner Info

Locations

Invite Users

Invitations

Manage Users

Services

Postage Statements

API| Credentials

To invite a new user, enter the following:

Mail Owner @

Invite Users @

First Name*

Email*

Role®

v 9

Authorize the user for the following applications

Mail Owner OFF

Done

2]

e First Name*: The first name of the individual being invited;

e Email*: The email address of the user being invited. This is where the invitation will be sent;

e Role: Select the desired role from the pull down list. For list of the roles and their descriptions,
please refer to the ROLES section in this Guide;

e Authorize the user for the following applications:

o Mail Owner: Set this option to ‘ON’ to authorize the invited person to receive

subscription services.

o Click the button graphic to toggle between ‘ON’ (m ) and ‘OFF’ (
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When the invitation is complete, click the Done button. A confirmation will display:

Success
v

Invitation has been sent.

The invitation will be displayed on the invitation list located in the Invitations sub-category.

o A detailed description of the invitation process is located in the “PostalWeb for Mail Owners
Setup Guide”, specifically the ‘Inviting Additional Users’ section. The "PostalWeb for Mail Owners
Setup Guide" is available on Window Book’s web site at:
https://www.windowbook.com/Support/UserGuides. Registration is required.
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Invitations

Role Access: Administrator

PostalWeb® for Mail Owners User Guide

Initiating an invitation generates an email to the potential new user. When the email invitation is sent,
the invitation is also added to the list of invitations in PostalWeb that are waiting to be replied to. Any

invitations that have been sent but not responded to are listed here.

To see the list of invitations, select the ‘Invitation” menu option from the Mail Owner side menu:

Mail Owner Info

Locations

Mail Owner @

= Mail Owner @ YOUR LOGO HERE
Invite Users
Invitations
Invitations
Manage Users Invitee Role E-Mail Added Resend Delete
Nancy Mail Owner User nanacydoe@pwexample.com  11/01/15
Services
Postage Statements
API Credentials
Each line item shows:
Invitee Role Email Added Resend Delete
Nancy Mail Owner User nanacydoe@pwexample.com  11/01/15

e Invitee: The first name of the invitee;

o Role: The Role assigned at the time the invitation was made;

e Email: The email address the invitation was sent to;

e Added: The date the invitation was sent.

Each line item has a Resend button and a Delete button.

If the Resend button is clicked, the invitation email is sent again to the same email address, and a
confirmation is shown:

v

Success

Invitation Resent
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If the Delete button is clicked, a confirmation box is displayed to confirm the user wishes to delete the
invitation:

Confirm .

Are you sure you want to delete this invitation?

Yes No

If the No button is clicked the deletion process will be aborted and the invitation will not be affected. If
the Yes button is clicked, the invitation will be deleted and a confirmation message will display:

Success
v

Invitation Deleted

o When the invitation is ‘accepted’ by the email recipient clicking the link provided, the invitation
listing in ‘Invitations’ is removed and an email is sent to the person who made the invitation,
indicating the acceptance.
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Manage Users
Role Access: Administrator

The Manage Users screen allows the assignment or re-assignment of roles, locations, or any services
that have been subscribed to. To see a list of the available Users select the ‘Manage Users’ option from

the Mail Owner side menu:

= Mail Owner @

= Mail Owner @
Mail Owner Info
Manage Users

Locations
Invite Users Name/Email Roles Locations Active
e Melvin Doe Mail Owner, Mail Owner Admin All @
melvindoe@pwexample.com
Manage Users
iy
Services Name/Email Roles Locations Active

Postage Statements Mike Doe Mail Owner, Mail Owner User Northern Division @
mikedoe@pwexample.com

API Credentials

Each user’s line item shows:

Name/Email Roles Locations Active
Melvin Doe Mail Owner, Mail Owner Admin All (@)

melvindoe@pwexample.com

Name/Email: The name and email address as listed in the user’s ‘Member Profile’;

[ ]

e Roles: The current role(s) assigned;

e Locations: The current location(s) assigned;

e Active: Whether the user is currently active ( ® ) or inactive ( ® ).

The details of each user’s settings can be viewed by single-clicking anywhere on the colored background
of that user’s line item:

= Mail Owner ©

Manage User - Mary Doe - marydoe@pwexample.com

= mal owner © .
Manage Users
Fokes and Locatons.
Wams/Emai Roies Locations Activs Roles © Locations
ey Dot Vi s, M e User @
e ————— horizsthe wser for the . .

Losations Astive

Swmer AGTIn Mail Owner User m
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The detail screen shows all settings available for the user that was selected:

= Mail Owner @ YOUR LOGO HERE

Manage User - Mary Doe - marydoe@pwexample.com

x

Roles and Locations

Roles @ Locations

Authorize the user for the Authorize the user for the
following roles following locations

Mail Owner Admin p— Window Book, Inc. =
IT Personnel OFF

Mail Owner User ON

Applications and Service Notification W

Non-Notification Service Subscriptions b

Done

Selections on the detail screen include the following:

e Active*: This can be set to be either active ('ON’) or inactive ('OFF');

@ After a user has been set as inactive, they will no longer have access to PostalWeb.

e Roles and Locations:

Roles and Locations

Roles © Locations

Authorize the user for the Authorize the user for the

following roles following locations

Mail Owner Admin OFF Window Book, Inc. OFF

IT Personnel OFF

Mail Owner User ON

Applications and Service Nofification v
Non-Notification Service Subscriptions v

o Roles: The available ‘Roles’ are described in the ROLES section in this Guide. Selection of
multiple roles is possible. De-selecting all roles will still allow the user to log in, but they
will effectively have the role of ‘Mail Owner User’;

o Locations: The locations listed are those pre-defined locations that were selected in the
Locations’ sub-category. Multiple locations can be selected;
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o A user should have at least one location selected.

o Administrators automatically have access to all locations.

e Applications and Service Notification:

Roles and Locations v

Applications and Service Notification

Applications Service Notification/Use @
Authorize the user for the User notification for the
following applications following services
Mail Owner m Mail Owner EDOCS Auto OFF
Statement PDF EMail
Non-Notification Service Subscriptions v

o Applications: Allows selection of the available application(s);
= Mail Owner: Set to ‘ON’ to authorize the user to receive subscription services.

o Service Notification/Use: Allows selection of any service(s) that are currently subscribed
to. Only those services that have been previously subscribed to will be displayed. If no
services have been subscribed to, the ‘Service Notification” heading will not be displayed.

o For information on what services are available and how to subscribe to services, refer to the
Services section in this Guide.

¢ Non-Notification Service/Use Subscriptions (optionally displayed):

Roles and Locations v

Applications and Service Notification v

Non-Notification Service Subscriptions

Non-Noatification Service/Use @

User subscriptions for the
following services

Mail Owner EDOCS

OFF
Reporting

o Mail Owner EDOCS Reporting: Allows control of an individual user’s ability to access and
use the ‘EDOCS Reporting’ feature. This option will only be displayed if ‘EDOCS Reporting’
is enabled by a Window Book Client Service Representative. Please refer to the Reporting
section for more information on the ‘EDOCS Reporting’ feature.

Q Enabling the ‘EDOCS Reporting’ feature will cause the ‘Reporting’ selection to appear in the user’s
top menu, but only if the user is assigned the Administrator role.

Page 86 of 168 ©2016 Window Book, Inc. All Rights Reserved




PostalWeb® for Mail Owners User Guide

PostalWeb Site Map

o Contact a Window Book Client Service Representative for information on obtaining access to the
PostalWeb 'EDOCS Reporting' module. Contact information can be found in the Contact

Information section of this Guide.

After making all necessary selections, click the Done button:

—
Mail Owner @ ‘ YOUR LOGO HERE
-

Manage User - Mary Doe - marydoe@pwexample.com

Active ON
Roles and Locations
Roles @ Locations
Authorize the user for the Authorize the user for the
following roles following locations
Mail Owner Admin OFF Window Book, Inc. OFF
IT Personnel OFF
Mail Owner User ON

Applications and Service Notification

Non-Notification Service Subscriptions

Done

After clicking the Done button, a confirmation message will display:

Success
v

User Updated
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Clicking the cancel icon (x ) at any time will leave the editing screen and leave the settings unchanged:

= Mail Owner @

Active T

Roles @

Authorize the user for the
following roles

Mail Owner Admin
IT Personnel

Mail Owner User oN

Applications and Service Notification

Non-Notification Service Subscriptions.

Done

Manage User - Mary Doe - marydoe@pwexample.com

Roles and Locations

YOUR LOGO HERE

x

Locations

Authorize the user for the
following locations

Window Book, Inc. G

o New users cannot be added here; they must be invited using the Invite Users process.
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Services

Role Access: Administrator

The Services page is displayed by selecting the ‘Services’ option from the Mail Owner side menu:

Mail Owner @

Mail Owner Info
Locations
Invite Users
Invitations

Manage Users

Services
Flu

Postage Statements

API Credentials

= Mail Owner @

Select our automation service that you are interested in by pressing the Subscribe/Un-Subscribe button to review options

Mail Owner EDOCS Auto Statement PDF EMail m

Get your PostalOnel® postage statements delivered to your inbox after the statement is finalized. Note: Price is per statement
PDF e-mail delivery.

Mail Owner EDOCS Auto Statement XML EMail OFF

Get your PostalOnel® postage statements data delivered to your inbox as soon as the statement is finalized

Mail Owner EDOCS Reporting m

USPS® Postage Statement Reporting

PostalWeb Site Map

The Services screen will display, showing a list of available services along with a corresponding ON/OFF
button for each service:

Services

== Mail Owner @

Select our automation service that you are interested in by pressing the Subscribe/Un-Subscribe button to review options.

Mail Owner EDOCS Auto Statement PDF EMail m

Get your PostalOnel® postage statements delivered to your inbox after the statement is finalized. Note: Price is per statement
PDF e-mail delivery.

Mail Owner EDOCS Auto Statement XML EMail

Get your PostalOnel® postage statements data delivered to your inbox as soon as the statement is finalized.

Mail Owner EDOCS Reporting m
USPS® Postage Statement Reporting

OFF

Services are in the form of automatic delivery of electronic statements via email as an attachment. The
attached statements can be in PDF or XML format.

The subscription services currently available (as of September 2016) are:

e Mail Owner EDOCS Auto Statement PDF Email: When a statement is released by PostalOnel, it
will automatically be sent as a PDF email attachment to the email address of the user, when
enabled in the user’s Manage Users detail page;
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e  Mail Owner EDOCS Auto Statement XML Email: When a statement is released by PostalOne!, it
will automatically be sent as an XML email attachment to the email address of the user, when
enabled in the user’'s Manage Users detail page;

e Mail Owner EDOCS Reporting (optional): Enables the ‘EDOCS Reporting’ feature to be
displayed in each user’s Manage Users detail screen. This option will only be displayed if it is
enabled by a Window Book Client Service Representative. Please refer to the Reporting section
for more information on the ‘EDOCS Reporting’ feature.

o Contact a Window Book Client Service Representative for information on obtaining access to the
PostalWeb 'EDOCS Reporting' module. Contact information can be found in the Contact
information section of this Guide.

Clicking the associated ON/OFF button graphic toggles between subscribed (‘ON’, m:‘ ) and un-

subscribed (‘OFF’, |J|) actions. Clicking the button so that ‘ON’ is displayed will begin the
subscription for that service. Clicking the button so that ‘OFF’ is displayed will un-subscribe from that
service:

Mail Owner @

Select our automation service that you are interested in by pressing the Subscribe/Un-Subscribe button to review options.

Mail Owner EDOCS Auto Statement PDF EMail m

Get your PostalOnel® postage statements delivered to your inbox after the statement is finalized. Note: Price is per statement
PDF e-mail delivery.

Mail Owner EDOCS Auto Statement XML EMail OFF

Get your PostalOnel® postage statements data delivered to your inbox as soon as the statement is finalized.

Mail Owner EDOCS Reporting m

USPS® Postage Statement Reporting

When a service is set to ‘ON’, a confirmation message will display:

Success
v

Subscription Successful
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When a service is set to ‘OFF’, a Confirm dialog will display asking the user to confirm that they wish to
un-subscribe from that service:

Confirm .

Are you sure you really want to Un-Subscribe from
this service?

Yes No

Click the Yes button to continue the un-subscribe process, or click the No button to cancel the un-
subscribe process. If the Yes button is clicked, a message will display confirming the un-subscribe was
successful:

\/ Success
Un-Subscribe Successiul

After subscribing to a service or services here, each user intended to use the service(s) must be assigned
the Mail Owner application. This can be accomplished at the time of their invitation, or at the Manage
Users settings in the ‘Mail Owner’ category.
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Postage Statements
Role Access: Administrators when accessing via the Mail Owner category.

The Postage Statements screen is displayed by selecting the ‘Postage Statements’ option from the Mail
Owner side menu:

= Mail Owner @

= MailOwner @ Postage Statements ©

Mail Owner Info

Locations Q show
Invite Users p

Job ID/Jeb No Location Pieces/Postage  Paid/Mailed Mailer B
Invitations 00000521 216 05/05/15 10:45:00 WINDOW BOOK, INC.

00000521 112.97 05/04/15 =
Manage Users
Services Download: FIN PSID: 212415898 Permit: 55725 B
Postageﬁ]tatemems

Job ID/Jeb No Location Pieces/Postage  Paid/Mailed Mailer
API Credentials

00000517 216 04/16/155:36:00  WINDOW BOOK, INC

00000517 100.19 04/15/15

Download: FiN PSID: 211123642 Permit: 55725

The Postage Statements screen displays the postage statements that have been generated by
PostalOne!. The screen displays postage statements based on the filter settings.

The postage statements shown in the list are selectively filtered. To display the possible filters, click the
Show button:

= Mail Owner @

Postage Statements @

Q. show

Job ID/Job No Location Pieces/Postage  Paid/Mailed Mailer B
00000521 Southern Division 216 05/05/15 10:45:00 WINDOW BOOK, INC.
00000521 112.97 05/04/15 3

Download: FIN PSID: 212415898 Permit: 55725

Job IDiJob No Location Pieces/Postage Paid/Mailed Mailer
00000517 Southern Division 216 04/16/15 5:36:00  WINDOW BOOK, INC.
00000517 100.19 04/15/15

Download: Fn | PSID: 211123642 Permit: 55725
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The following are the possible filters:

Mail Owner @

Postage Statements

i QuHide |

Start Date

11/02/2015 (2]
Job ID Job No PSID Mailer*
(2] (2] Q All j Reset Refresh
Job ID/Job No Location Pieces/Postage Paid/Mailed Mailer
00000521 Southern Division 216 05/05/15 10:45:.00 WINDOW BOOK, INC
00000521 11297 05/04/15 3

Download: FIN PSID: 212415898 Permit: 55725

Job ID/Job No Location Pieces/Postage  Paid/Mailed Mailer
00000517 Southern Division 216 04/16/15 536:00  WINDOW BOOK, INC
00000517 100.19 04/15/15

Download: rinN PSID: 211123642 Permit: 55725

e Start Date: The date shown is the LAST date of the statements to be displayed (inclusive). Only
statements with dates previous to the date shown will be displayed. Statements with dates after
the date displayed will NOT be shown. This filter is not used if the Job ID, Job No or PS ID is used
as a filter;

o The Start Date value is limited to the previous 90 days.

o Job ID: Filters on a Job ID. Entering the entire Job ID string is not necessary; it is only necessary
to enter as many leading characters as needed to filter the list as desired. Multiple statements
may be displayed if the entire Job ID is not entered. The ‘Start Date’ is not used as a filter when
this field is used;

e Job No: Filters on a Job No. Entering the entire Job No. string is not necessary; it is only
necessary to enter as many leading characters as needed to filter the list as desired. Multiple
statements may be displayed if the entire Job No is not entered. The ‘Start Date’ is not used as a
filter when this field is used;

o Any leading zeros must also be entered.

e PSID: Filters on a ‘Postage Statement Identification’ number (PS ID). Entering the entire PS ID
string is not necessary; it is only necessary to enter as many leading characters as needed to
filter the list as desired. Multiple statements may be displayed if the entire PS ID is not entered.
The ‘Start Date’ is not used as a filter when this field is used;

e Mailer*: This filter is always used. It can be used to select either a single mailer or all mailers
within the PostalWeb mailer database associated with the mail owner.
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o Any time a filter is changed, the ‘Refresh’ button must be clicked to update the displayed jobs.
The ‘Refresh’ button will turn blue in color when the displayed data is stale and the ‘Refresh’
button needs to be clicked.

The items listed for each individual postage statement are as follows:

Mail Owner @

Postage Statements

| QHide |
Start Date
11/02/2015 (2]
Job ID Job No PSID Mailer*
(2] (2] (] All j Reset Refresh
I Job ID/Job No Location Pieces/Postage Paid/Mailed Mailer I
00000521 Southern Division 216 05/05/1510:45:00 WINDOW BOOK, INC
00000521 11297 05/04/15 3

Download: FIN PSID: 212415898 Permit: 55725

e Job ID/Job No.: The Job ID and Job No. associated with this postage statement;

e Location: The location where the submission originated from;

e Pieces/Postage: The number of pieces mailed / the amount of postage paid;

e Paid/Mailed: The date and time payment of postage was made / date the pieces were mailed;

e Mailer: The name of the mailer.
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To view or download a PDF version of a specific postage statement, click the corresponding FIN button

( FIN

). Clicking the FIN button will download the postage statement as a PDF file or display the

document in the browser, providing the browser has a PDF reader installed as a plug-in. Also displayed

is the associated Postage Statement ID (PS ID) as well as the permit number:

= Mail Qwner @

Postage Statements

Start Date
11/02/2015 (2]
Job ID Job No PSID Mailer*
(2] 2] Q All j
Job ID/Job No Location Pieces/Postage  Paid/Mailed Mailer
00000521 Southern Division 216 05/05/15 10:45:00 WINDOW BOOK, INC.
00000521

11297 05/04/15

| pownicad: P PsiD: 212415898 Permit: 55725 |

Reset

Refresh

o The postage statement is in the form of a standard USPS Form 3602-R.
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API Credentials
Role Access: ALL

Allows the user to view their company API Credentials:

Mail Owner @

Mail Owner Info Mail Owner @
Locations Manage API Credentials @
Invite Users
APl AccessID @
Invitations 123456789ABCDEF 12345
Manage Users AFPlKey @
Services Show AP| Key
Postage Statements Generate New API Credentials 7]

API Credentials

To access the ‘APl Key’, click the Show API Key button.

"= Do NOT click the ‘Generate New API Credentials’ button!
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REPORTING

Role Access: Administrator

@
= The ‘Reporting’ top menu item will only appear if the ‘Reporting’ feature has been enabled by a

Window Book Representative. Contact a Window Book Client Service Representative for
information on obtaining access to the PostalWeb 'Reporting' module. Contact information can
be found in the Contact Information section of this Guide.

The optional PostalWeb ‘Reporting’ module allows user-configurable reports to be easily generated and
displayed, then saved in either PDF or Excel® formats if desired. Reports are based on the past 13
months of data (at a minimum) from the client’s past postage statements retrieved from PostalOne!.

To view the Reporting screen, click the ‘Reporting’ top menu item:

My Dashboard Postage Statements Mail Owner Reporting

& Postalweb’

A new page will display. Click the ‘Management Reports’ tile:

My Dashboard Postage Statements Mail Owner Reporting

& Postalweb®

= Reporting @

Mail Owner Reports

Management Reports
Postage Management

Reporting
&
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A new Management Reports screen will display:

Reporting @

Management Reports

Postage Report Report Definitions User-Defined Reports
MailOwner Postage Report Manage and Save Report Run optional user-defined
Definitions for User defined reports
reports

The following items are available for selection:

e Postage Report: A summary report of all mailings for a user-defined period that are itemized by
class, mailing category (flats, letters, etc.) and rates. The resulting report may be exported into
various file formats and/or printed. This report is a pre-defined, fixed layout;

e Report Definitions: A utility to configure a ‘User-Defined Report’ template to be used by the
‘User-Defined Reports’ report generation module. Templates may be configured as either a
summary or detailed listing using virtually any data field contained in a postage statement, in
any order desired. Multiple templates may be configured and saved;

o User-Defined Reports: A report generator module that uses the report templates previously
defined in the ‘Report Definitions’ utility module in combination with basic filtering to generate
a report. The user-defined report may be displayed and then saved as a PDF or Excel format file.
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Postage Report

The Postage Report is a summary report of all mailings that PostalWeb has collected for a user-defined
period that are itemized by class, mailing category (flats, letters, etc.) and rates. The resulting report

may be exported to Excel or PDF file formats.

The Postage Report screen is displayed by clicking the ‘Postage Report’ tile on the Management Reports

screen:
Reporting @
Management Reports

Postage Report Report Definitions User-Defined Reports

MailOwner Postage Report Manage and Save Report Run optional user-defined
Definitions for User defined reports
reports

Reporting @

Mail Owner Postage Report

Start Date End Date

06/14/2016 071412016

Reset

Run Report

After selecting the ‘Postage Report’, ‘Start Date’ and ‘End Date’ values will display. The ‘Start Date’ value
defaults to a date approximately 30 days earlier than the current date, while the ‘End Date’ value

defaults to the current date. If desired, the date values may be changed to new values.
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The Run Report button must then be clicked to display the ‘Company Postage Report Result”:

Reporting @

Mail Owner Postage Report

Start Date End Date
06/14/2016 07/14/2016
Reset Run Report
Reporting @

Mail Owner Postage Report

Start Date End Date

06/14/2016 07/14/2016

Reset | Run Report |
1] Export to Excel &= Export to PDF
Mail Owner Postage Report Result

Form/Mail Class Category Rate Level Pieces Postage
Standard Flats 0 169
Standard Flats 3-Digit 562 262 45
Standard Flats ADC 689 359.66
Standard Flats Mixed ADC 440 237.16

1,691 860.96

I 1"- > 20

Largest Job Smallest Job Total Jobs Average Job

860 586 5 676
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The ‘Company Postage Report Result’ table is comprised of the following items:

PostalWeb Site Map

Export to Excel

o

Form/Mail Class
Standard
Standard
Standard

Standard

I« <n > L]

i) Export to PDF

Mail Owner Postage Report Result

(2]

Category
Flats
Flats
Flats

Flats

© ©

Rate Level Pieces
0

3-Digit 562
ADC 689
Mixed ADC 440
1,691

Postage
1.69
262.45
359.66

237.16

860.96

1. Form/Mail Class: The class or form of mail;

2. Category: The type of mail (letters, flats, etc.);

3. Rate Level: The rate level or type applied to the mail class and category;

4. Pieces: The total number of pieces for the combination of Form/Mail Class, Category and Rate

Level;

5. Postage: The total postage cost for the number of pieces mailed, using the combination of
Form/Mail Class, Category and Rate Level.

Below the report table, a basic statistics chart is displayed that provides a summary of the job data the

report was derived

from:

Largest Job

880

Smallest Job Total Jobs Average Job

566

5
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Report Definitions

The ‘Report Definitions’ module allows for the configuration of user-defined report templates. These
templates can then be used to generate a report in the User-Defined Reports module. Report definition
templates may be configured to generate either a summary or detailed report listing using virtually any
data field contained in a postage statement, and in any order desired. Multiple report definitions may be
configured and saved.

o A ‘report definition’ must be created before a ‘user-defined report’ can be generated.

To view, create or modify report definition templates, click the ‘Report Definitions’ tile:

= Reporting @

Management Reports

Postage Report Report Definitions User-Defined Reports
MailOwner Postage Report Manage and Save Report Run optional user-defined
Definitions for User defined reports
reports

A Manage Report Definitions screen will display. On initial navigation to this screen, there will be no
templates defined. In this case the Add New Report Definition button must be clicked to create a new
report definition:

Reporting @

Manage Report Definitions

Report Definition

All v

=+ Add New Report Definition

No Report Definition(s) Found.
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Add New Report Definition

To add a new definition (template), click the Add New Report Definition button:

Reporting @

Manage Report Definitions

Report Definition

All v

=+ Add New Report Definition

No Report Definition(s) Found.

A new Manage Report Definition screen will display (with the default ‘Summary’ report type selected).
This screen allows the user to name and configure a new definition (or edit an existing definition):

= Reporting @

Manage Report Definition -

Report Definition Name*® Report Type

Summary

Shared

OFF

Fields

Job

Mailing Attributes Job Number OFF JobID @
Postage Pieces Job Description T Mail.Dat File Name
USPS Transaction | Customer Ref1D OFF

Preparer

Mallowner

Permit Holders

Publications

PW Internal

Summary By

When grouping is used, only numeric fields that can be totaled will be available for selection
Job
Mailing Attributes Job Number OFF Job 1D OFF
Postage Pieces Job Description OFF Mail. Dat File Name OFF
USPS Transaction |~ Customer RefID OFF
Preparer
MailOwner
Permit Holders
Publications

PW Intemnal
Report Sort Order

Available fields Order by fields

Done
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To configure a new report definition, perform the following:

1. Enter a name for the definition in the ‘Report Definition Name’ text box. The name may contain
special characters and has no minimum length;

2. Select a ‘Report Type’. The possible types are: ‘Summary’ (default) and ‘Detail’ (for a detailed
description of report types, refer to Construction of Report Definitions);

3. If the report definition is to be shared with other PostalWeb users, select the ‘Shared’ feature
(click the button to display ‘ON’ (m:| ));

4. Select the desired fields to be shown on the report;
5. Select the order in which the fields are to appear on the report;
6. Click the Done button to save the report definition.
@
= Click the ‘Done’ button to save any updates made in the ‘Manage Report Definitions’ screen!
Navigating away from the ‘Manage Report Definition’ screen at any time without first clicking
the ‘Done’ button will cancel any work done, whether creating a new definition or editing an
existing report definition.
Edit an Existing Report Definition

To edit an existing report definition, perform the following:

1. Navigate to the main Manage Report Definitions screen by clicking on the ‘Report Definitions’
tile located on the Management Reports screen:

Reporting @

Management Reports

Postage Report Report Definitions User-Defined Reports
MailOwner Postage Report Manage and Save Report Run optional user-defined
Definitions for User defined reports
reports
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2. The Manage Report Definitions screen will display, with all of the existing report definitions
listed by default. To filter the report definitions list, click the ‘Report Definition’ pull down to
display the available report category filters. Select the desired filter by clicking on it:

== Reporting @

Manage Report Definitions

Report Definition

All h

My Reports

Available Shared Reports
Available System Reports

3. Find the name of the desired report definition and click on the associated colored tile:

= Reporting @

Manage Report Definitions

Report Definition

All v

Report Definition Report Type Updated
Example Report 01 Detail @06#29!15
Report Definition Report Type Updated
Example Report 03 Detail 06/29/16
(Detail)

Report Fields
Mailers Mailing Date, Job Number, Job 1D, Job
Description

Report Fields
Net Postage Due, Mailers Mailing Date

4+ Add New Report Definition

Delete

Delete
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The existing configuration of the selected report definition will display. Any part of the report
definition may be edited:

= Reporting @
Manage Report Definition - Example Report 01
Report Definition Name* Report Type
Example Report 01 Detail j
Shared
OFF
Fields
Job
Job Numb: Job ID
Mailng Attributes | 200 oo E © E
Postage Pieces Job Description m Iail. Dat File Name OFF
USPS Transaction | Customer RefID OFF
Preparer
Mailowner
Permit Holders
Publications
PW Internal
Report Sort Order
Check order field to show subtotals
Available fields Order by fields
nd Job Number n
- Job ID n
Job Description n
Mailers Mailing Date ~
Done

4. When editing is complete, click the Done button to save the changes.

3
"= Cclick the ‘Done’ button to save any updates made to the report definition! Navigating away from
the screen at any time without first clicking the ‘Done’ button will cancel any changes made to
the report definition.

Construction of Report Definitions

There are two report types available:

e A Summary report (default) will aggregate statements that share a common identifier specified
by the user and show subtotals;

o A Detail report will list each postage statement that meets the user’s filter criteria.
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‘If ‘Summary’ is selected as the report type (default), the screen will consist of three separate sections:
‘Fields’; ‘Summary By’; and ‘Report Sort Order’:

Reporting @

Manage Report Definition -

Example Report 02

Shared

OFF

Job

Job Number
Mailing Attributes

Postage Pieces Job Description
USPS Transaction =~ Customer RefID
Preparer

MailOwner

Permit Holders

Publications

PW Internal
Summary By

Job

Mailing Attrbutes | 0P NUmDer

Postage Pieces Job Description
USPS Transaction ~ CustomerRefID
Preparer

MailOwner

Permit Holders

Publications

PW Internal

|Report Sort Orderl

Available fields

Done

Report Definition Name* Report Type

OFF
OFF

OFF

OFF
OFF

OFF

Order by fields

Job ID

Mail.Dat File Name

When grouping is used, only numeric fields that can be totaled will be available for selection

Job ID

IMail.Dat File Name

OFF

OFF

OFF

OFF
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e Fields section: Contains virtually all fields that make up a postage statement, organized into
various categories. Any field may be selected to be displayed in the report (as a column). For a
complete list of the fields available, refer to APPENDIX 4;

e Summary By section: Contains all the fields that the report may be ‘summarized’ or ‘grouped’
by;

e Report Sort Order section: Used to define the order and grouping of the selected fields within
the report.

To construct a ‘Summary’ report definition, perform the following:

o The fields located in the ‘Summary By’ section are usually chosen before the fields located in the
‘Fields’ section.

1. Enter the ‘Report Definition Name’ in the text box provided:

Reporting @

Manage Report Definition -

Report Definition Name* Report Type

Summary ﬂ

Shared

OFF

2. If the report definition is to be made available to other users, click the Shared ON/OFF toggle
button so that it displays ‘ON’ (m:|):

Reporting @

Manage Report Definition -

Report Definition Name* Report Type

Summary ﬂ

Shared

OFF
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3. Inthe ‘Summary By’ section, select the desired field(s) the report is to be summarized by. To
select a field, the field name or its associated button must be clicked. The associated ON/OFF

toggle button will change to ‘ON’ (Il) and a new tile with the field’s name will be placed in
the ‘Available fields’ stack located in the ‘Report Sort Order’ section of the screen:

== Reporting @

Job Number
Mailing Attributes

Postage Pieces Job Description

USPS Transaction =~ Customer RefID
Preparer
MailOwner

Permit Holders

Publications

PW Internal

Summary By

Job
Mailing Attributes

Postage Pieces Transaction Number

USPS Transaction ~ CAPS Account
Preparer Mailers Mailing Date
MailOwner Closing Date

Permit Holders

Publications

PW Internal

Report Sort Order

Available fields

Mailers Mailing Date

Done

Manage Report Definition - Example Summary 1

Repert Definition Name™ Repert Type
Example Summary 1 Summary w
Shared
OFF
Fields
Job

OFF Job 1D
- Mail.Dat File Name
OFF

When grouping is used, only numeric fields that can be totaled will be available for selection

CAPS Transaction Number OFF Clerk Initials
aE Mailing Group ID
OFF Payment Date Time
@ Mail Arrival Date Time
— PSID

Order by fields

OFF

OFF

OFF

OFF

OFF

OFF

OFF
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4. As additional fields are selected, they are added to the ‘Available fields’ stack in the order they

are chosen:

== Reporting @

Mailing Attributes

Postage Pieces Job Description
USPS Transaction | Customer RefID
Preparer

Mailowner

Permit Holders

Publications

PW Internal

Summary By

Job

Mailing Atrbutes - Oica!

Postage Pieces Post Office: City

USPS Transaction | PoSt Office Zip

Preparer Form
Mailowner Profit Indicator
Permit Holders Round Trip Only
Publications ‘Combined Mixed Single ¢
PW Internal Price Category
Issue Date
Report Sort Order

Available fields

Mailers Mailing Dat -+

Post Office City «

Done

Report Definition Name* Report Type
Example Summary 1 Summary
Shared
OFF
Fields
Job
Job Number

Manage Report Definition - Example Summary 1

OFF

OFF

OFF

OFF

.

OFF
OFF
OFF
OFF
OFF
OFF

OFF

Order by fields

Job ID

Mail Dat File Name

When grouping is used, only numeric fields that can be totaled will be available for selection

Election

Post Office State

Post Office Zip+4
Processing Category
DVD CD Other Disk
Hold For Pickup Pieces
Mail Class

Edition Code

Issue Freq

OFF

OFF

OFF

OFF

OFF

OFF

OFF

OFF

OFF

OFF

OFF
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5. After the ‘Summary By’ fields have been selected, the fields in the ‘Fields’ section should be
selected. The same method that was used to select fields in the ‘Summary By’ section is also
used in the ‘Fields’ section:

Reporting @

Manage Report Definition - Example Summary 1

Report Definition Name* Report Type
Example Summary 1 Summary ~
Shared
OFF
Fields
Job
Net Postage Due Total USPS Adj. Postage
Mailing Attributes g OFF J g OFF
Postage Pieces Postage Affixed Tofal OFF Rate Postage Affixed -
USPS Transaction  Liscount Amount OFF Rate Postage Affixed Desc o

Preparer Total Pieces m Total Weight OFF

MailOwner

Permit Holders

Publications
PW Internal
Summary By
When grouping is used, only numeric fields that can b : available for selection
Job
Mailing Attributes Political OFF Election OFF
Postage Pieces Post Office City m Post Office State oFF
USPS Transaction |~ Post Office Zip OFF Post Office Zip+4 -
Preparer Form OFF Processing Category OFF
MailOwner Profit Indicator OFF DVD CD Other Disk OFF
Permit Holders Round Trip Or OFF Hold For Pickup Pieces OFF
Publications Combined M 85 OFF Mail Class OFF
PW Internal
niema Pric: OFF Edition Code @
Issu OFF Issue Freq OFF
Report Sort Order
Available fields Order by fields
Mailers Mailing D4 ‘ -+

Post Office City +

Total Pieces

Done

o After a field in the ‘Summary By’ section has been selected, certain fields in the ‘Fields’ section
may become disabled (ghosted) and not selectable. Once a field in the ‘Summary By’ section is
selected, only those fields in the ‘Fields’ section that contain numeric data that can be used in a
calculation are available for selection. For example, the ‘Mail.Dat File Name’ field in the ‘Fields’
section is disabled (ghosted) because the mail.dat file name field is text and the data within that
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field cannot be used in calculations. However, fields such as ‘Transaction Amount’, ‘Total Weight’
and, ‘Total Pieces’ are available for selection since the data in these fields are numeric and
calculations may be performed on that data.

6. After the fields are selected and their tiles have accumulated in the ‘Available fields’ stack, the
tiles can be placed in the ‘Order by fields’ stack by either of the following methods:

a. Select a field by clicking on the tile (turning the tile dark blue), then click the right arrow:

Report Sort Order

Available fields Order by fields

4—1-' Job Number

Job Description
Customer Ref ID
Job ID

Mail.Dat File Name

Report Sort Order

Available fields Order by fields

Job Number

B Ead

Job Description
Customer RefID

Job ID

Mail Dat File Name

P

Available fields Order by fields

Report Sort Order

Job Description 'sb Job Number
Customer Ref ID «

Job ID

Mail Dat File Name
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b. Using the ‘drag and drop’ method, select a field by moving the mouse cursor over the
desired tile in the ‘Available fields’ stack, press and hold the left mouse button, and,
keeping the left mouse button pressed, drag the tile into the ‘Order by fields’ stack and
release the mouse button:

Report Sort Order

Available fields Order by fields

Job Number '—I—>

Job Description
Customer Ref ID
Job ID

Mail. Dat File Name

Report Sort Order

Available fields Job Numbts* der by fields

Drop Herel -

Job Description l « E
Customer Ref ID

Job ID

Mail.Dat File Name

N

Available fields Order by fields

Customer Ref ID i € E

Report Sort Order

Job 1D

Mail.Dat File Name

N

Available fields QOrder by fields

Job Description Job Number

Customer Ref ID

Report Sort Order

Job ID

Mail Dat File Name
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o To remove a field tile from either stack, the field must be turned ‘OFF’ in the ‘Summary By’ and/or
the ‘Fields’ section. The associated field tile will automatically be removed from the stack.

The field tiles that appear in both the ‘Order by fields’ and the ‘Available fields’ will be included
in the report. The fields shown in the ‘Order by fields’ stack will appear first in the report, in the
order they appear in the stack. The top-most field tile on the ‘Order by fields’ stack will be
displayed as the left-most column on the report.

Any fields listed in the ‘Available fields’ stack appear in the report in a pre-determined order, but
they will appear in the report after the fields listed in the ‘Order by fields’ stack. For this reason,
it is recommended to move all the fields listed in the ‘Available fields’ stack to the ‘Order by
fields’ stack to ensure the correct order of appearance in the report. After a tile is placed in the
‘Order by fields’ stack, it may be moved to a different position vertically within the same ‘Order
by fields’ stack using the ‘drag and drop’ method described earlier.

7. After the field tiles are set to their desired location within the ‘Order by fields’ stack, the Done
button, located near the bottom of the web page, must be clicked to save the report definition:

Report Sort Order

Available fields Order by fields

b Job Number
« Total Pieces

Net Postage Due

Total Weight
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Example: A user wishes to generate a list of ‘Total Pieces’ and ‘Total Weight’ summarized (i.e. grouped)
by the ‘Mailers Mailing Date’. The user performs the following:

8. A ‘summary’ report definition is configured that consists of the ‘Mailers Mailing Date’ field,
selected (set to ‘ON’) in the ‘Summary By’ section, and the ‘Total Pieces’ and ‘Total Weight’
fields, selected in the ‘Fields’ section:

Report Definition Name* Report Type
Example Summary 1 Summary

Shared

OFF

Fields
Job
Malling Atiributes Net Postage Due OFF Total USPS Adj. Postage OFF
Postage Pieces Postage Affixed Total OFF Rate Postage Affixed OFF
USPS Transaction Discount Amount OFF Rate Postage Affixed Desc OFF
Preparer Total Pieces m Total Weight m
Mailowner
Permit Holders
Publications
PW Internal

Summary By

When grouping is used, only numeric fields that can be totaled will be available for selection
Job
Mailing Attributes CAPS Transaction Number OFF Clerk Initials OFF
Postage Pieces Transaction Mumber OFF Mailing Group 1D o
USPS Transaction ~ CAPS Account OFF Payment Date Time o
Preparer Mailers Mailing Date m Mail Arrival Date Time e
Mailowner Closing Date OFF PSID OFF

Permit Holders
Publications

PW Internal
Report Sort Order

Available fields Order by fields

Mailers Mailing Date -+

Done

o The ‘Mailer’s Mailing Date’ field in the ‘Fields’ section automatically changes to ‘ON’ when the
‘Mailer’s Mailing Date’ field is set to ‘ON’ in the ‘Summary By’ section. This is normal.
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9. The field tiles are moved from the ‘Available fields’ stack to the ‘Order by fields’ stack, arranging
the tiles in the desired order in the stack:

Report Sort Order

Available fields Order by fields

-» Mailers Mailing Date

- Total Pieces

Total Weight

10. The Done button is clicked to save the report definition.

The resulting report would display as follows:

= Reporting @
User-Defined Reports
Q show

£3] Export to Excel =) Export to PDF

Example Summary 1

Mailers Mailing Date  Total Pieces | Total Weight

05/01/2016 1,687 179
06/06/2016 1,696 180
06/29/2016 1,691 180

5,074 539

[P n [ 50 ~ |items per page 1-3 of 3 items
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If ‘detail’ is selected as the report type, the screen will update and display two sections: ‘Fields’; and

‘Report Sort Order’:

Reporting @

Manage Report Definition -

Report Definition Name™ Report Type

Example Report 07 Detail

Shared

OFF

Job

Job Number
Mailing Attributes

Postage Picces Job Description
USPS Transaction Customer Ref ID
Preparer

MailOwner

Permit Holders

Publications

PW Internal

I Report Sort Order |

Check order field to show subtotals

Available fields

Done

OFF Job ID

- Mail Dat File Name

OFF

Order by fields

OFF

OFF

e Fields section: Contains virtually all fields that make up a postage statement, organized into
various categories. Any field may be selected to be displayed in the report (as a column). For a

complete list of the fields available, refer to APPENDIX 4;

e Report Sort Order section: Used to define the order and grouping of the selected fields within

the report.
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To construct a ‘Detail’ report definition, perform the following:

1. Enter the ‘Report Definition Name’ in the text box provided:

== Reporting @

Manage Report Definition -

Report Definition Name* Report Type

Detail

Shared

OFF

2. If the report definition is to be made available to other users, click the Shared ON/OFF toggle
button so that it displays ‘ON’ (II):

Reporting @

Manage Report Definition -

Report Definition Name* Report Type

Detail

Shared

OFF
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3. Select the desired fields to be included in the report by clicking on the field name or its

associated button. The ON/OFF toggle button will change to ‘ON’ (“:J) and a new tile with
the field’s name will be placed in the ‘Available fields’ stack located in the ‘Report Sort Order’
section of the screen:

Example Report 01

Shared

OFF

Fields

Job

Job Numb
Mailing Attributes b Humber

Postage Pieces Job Description
USPS Transaction | Customer RefID
Preparer

Mailowner

Permit Holders

Publications

PW Internal

Report Sort Order

Check order field to show subtotals

Available fields

Job Number

Done

Report Definition Name™ Report Type

Detail

> S

OFF

OFF

Order by fields

Job ID T

Mail.Dat File Name o
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4. As additional fields are selected, they are added to the ‘Available fields’ stack in the order they

are chosen:

Report Definition Name*

Example Report 01

Shared

OFF

Fields

Job

Mailing Attributes Job Number
Posiage Pieces
USPS Transaction
Preparer
MailOwner

Permit Holders

Publications

PW Internal

Report Sort Order

Check order field to show subtotals

Available fields

Job Number

Job Description
Customer Ref ID

Mail Dat File Name

Job Description

Customer Ref ID

Report Type

Detail

<]

N Job ID

N Mail. Dat File Name

N

Order by fields

-

«
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5. After the fields are selected and their tiles have accumulated in the ‘Available fields’ stack, the
tiles can be placed in the ‘Order by fields’ stack using either of the following methods:

a. Select a field by clicking on the tile (turning the tile dark blue), then click the right arrow:

Report Sort Order

Check order field to show subtotals

Available fields Order by fields

«b  Job Number hd

Job Description «

Customer Ref ID

Job ID

Mail Dat File Name

J

Report Sort Order

Check order field to show subtotals

Available fields Order by fields

Job NMumber

M Ead

Job Description
Customer Ref ID
Job 1D

Mail.Dat File Name

N

Check order field to show subtotals

Report Sort Order

Available fields Order by fields
Job Description '%b Job Number ]
Customer Ref ID «

Job 1D

Mail Dat File Name
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b. Using the ‘drag and drop’ method, select a field by moving the mouse cursor over the
desired tile in the ‘Available fields’ stack, press and hold the left mouse button, and drag
the tile into the ‘Order by fields’ stack, then release the mouse button:

Report Sort Order

Check order field to show subtotals

Available fields Order by fields

Job Number ¢-I-b 4

Job Description «

Customer Ref ID
Job ID

Mail Dat File Name

Report Sort Order

Check order field to show zle
Available field: Er by fields

Drop Herel -
Job Description 3 - E
Customer Ref ID

Report Sort Order

Check order field to show subtotals

Available fields Order by fields

Job Description -

Customer Ref ID i « E

Job ID

Mail Dat File Name

~

Check order field to show subtotals

Report Sort Order

Available fields Order by fields

Job Number ]

Job Description -»

Customer Ref ID 1 - [

Mail Dat File Name
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o To remove a field tile from the ‘Report Sort Order’ section completely, the field must be turned
‘OFF’ in the ‘Fields’ section. The associated field tile will automatically be removed from the stack.

The field tiles that appear in both the ‘Order by fields’ and the ‘Available fields’ will be included
in the report. The fields shown in the ‘Order by fields’ stack will appear first in the report, in the
order they appear in the stack. The top-most field tile on the ‘Order by fields’ stack will be
displayed as the left-most column on the report.

Any fields listed in the ‘Available fields’ stack appear in the report in a pre-determined order, but
they will appear in the report after the fields listed in the ‘Order by fields’ stack. For this reason,
it is recommended to move all the fields listed in the ‘Available fields’ stack to the ‘Order by
fields’ stack to ensure the correct order of appearance in the report. After a tile is placed in the
‘Order by fields’ stack, it may be moved to a different position vertically within the same ‘Order
by fields’ stack using the ‘drag and drop’ method described earlier.

After a field tile is placed in the ‘Order by fields’ stack, a small square box may display within the
tile, which is a selectable checkbox known as the ‘group by’ selection. If the checkbox is selected
(checked), the listing will be grouped by the associated field in the report and will display on the
report as a major heading, with all listed statements sorted by that field.

6. After the field tiles are set to their desired location within the ‘Order by fields’ stack, the Done
button, located near the bottom of the web page, must be clicked to save the report definition:

Report Sort Order

Available fields Order by fields

-+ Job Number

+ Total Pieces

MNet Postage Due

Total Weight

‘ Done \
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Example: A user wishes to generate a list of postage statements that shows the ‘Job Number’, ‘Job ID’
and ‘Job Description’ that is grouped by the ‘Mailer’s Mailing Dates’. The user performs the following:

7. A ‘Detail’ report definition is configured that consists of the following:

a. Inthe ‘Job’ category of the ‘Fields’ section, the ‘Job Number’, ‘Job ID’ and ‘Job
Description’ fields are selected (set to ‘ON’):

= Reporting @

Manage Report Definition -

Report Definition Name* Report Type
Example Detail 1 Detail

Shared

OFF

Fields

Job
Job Number

Job ID
Postage Pieces Job Description m:J Mail.Dat File Name oFF

USPS Transaction | Customer RefID OFF
Preparer

MailOwner

Permit Holders

Publications

PW Internal

Report Sort Order

Check order field to show subtotals

Available fields QOrder by fields

Job Number

Job ID

Job Description

Done
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b.
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In the ‘USPS Transaction’ category of the ‘Fields’ section, the ‘Mailer’s Mailing Dates’

field is selected (set to ‘ON’):

= Reporting @

Example Detail 1

Job ID

(=}
=)
=2
1]

Job Number

Manage Report Definition -

Report Definition Name* Report Type

Detail

Shared
OFF

Fields

Job
CAPS Transaction Number

Mailing Attributes OFF
Postage Pieces Transaction Number OFF
USPS Transaction ~ Dalance Before OFF
Preparer CAPS Account OFF
MailoOwner Mailers Mailing Date
Permit Holders Closing Date . OFF
Publications
PW Internal

Report Sort Order

Check order field to show subtotals

Available fields Order by fields

]

Job Description

Mailers Mailing Date

Clerk Initials

Mailing Group ID
Transaction Amount
Payment Date Time
Mail Arrival Date Time

PSID

OFF

OFF

OFF

OFF

OFF

OFF
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8. After the fields are selected (set to ‘ON’) in the ‘Fields’ section, the field tiles are moved from
the ‘Available fields’ stack to the ‘Order by fields’ stack, arranging the tiles in the desired order

in the stack:
Report Sort Order
Check order field to show subtotals
Available fields Order by fields
-+ Job Number

« Job ID

Job Description

Mailers Mailing Date

9. Since the user wishes to group the statements by the ‘Mailers Mailing Date’, the corresponding
field tile’s ‘group by’ checkbox is selected (checked):

Report Sort Order

Check order field to show subtotals

Available fields Order by fields

- Job Number

Job ID

*

Job Description

Mailers Mailing Date I @

o Some fields will not be available for selection. In this case, there will be a {®- symbol in place of
a checkbox.
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The resulting report with the statements grouped by ‘Mailers Mailing Date’ would display as
follows:

" ‘n’

Example Report 01

Job Number

2016_03NLOO1
2016_03NL0O02
2016_03NLOO3
2016_03NLOO4

2016_03NLO0S

NPF2016PRE

¥ 50

4 Mailers Mailing Date: /Date(1457899200000)/

4 Mailers Mailing Date: /Date(1459108800000)/

4 Mailers Mailing Date: /Date(1456858800000)/

Job ID

00000631

00000630

00000629

00000628

00000627

00000632

Job Description

2016_03NLOO1
2016_03NL0OO2
2016_03NLOO3
2016_03NL0O04

2016_03NLO0S

NPF2016PRE

Mailers Mailing Date

03/01/2016
03/01/2016
03/01/2016
03/01/2016
03/01/2016

Count: 5

03132016

Count: 1

Total count: 21

If the ‘group by’ checkbox on the ‘Mailers Mailing Date’ was not selected, the data returned in
the report would be displayed in columns, i.e. the four fields arranged in the order they appear
in the ‘Order by fields’ stack (i.e. ‘Job Number’, ‘Job ID’, ‘Job Description’, and ‘Mailers Mailing
Date’, respectively):

Job Number

2016_03NLOO1
2016_03NL002
2016_03NL003
2016_03NL004
2016_03NL00S
2016_D4NLOO1
2016_04NL002
2016_04NL003
2016_04NL0OD4
2016_04NL00S

2016_03NLOO1

Example Report 01

Job ID

00000631

00000630

00000629

00000628

00000627

00000637

00000636

00000635

00000634

00000633

00000653

4 1" > L]

Job Description
2016_03NLOO1
2016_03NLO02
2016_03NLO03
2016_03NLO0D4
2016_03NLO0S
2016_04NLOD1
2016_04NL0O0O2
2016_04NLO0O3
2016_04NLOO4
2016_04NLO05

2016_03NLOO1

Mailers Mailing Date

03/01/2016

03/01/2016

03/01/2016

03/01/2016

03/01/2016

031272016

03/27/2016

03/27/2016

03/27/2016

03/27/2016

03/01/2016

©2016 Window Book, Inc. All Rights Reserved.

Page 127 of 168




PostalWeb Site Map PostalWeb® for Mail Owners User Guide

User-Defined Reports
Once a report definition is created, a report may be generated.

To generate a user-defined report, navigate to the Management Reports screen and select the ‘User-
Defined Reports’ tile:

== Reporting @

Management Reports

Postage Report Report Definitions User-Defined Reports
Company Postage Report Manage and Save Report Run optional user-defined
Definitions for User defined reports
reports

b

The User-Defined Reports screen will display:

== Reporting @

User-Defined Reports

Q Hide
Company Start Date End Date
All j 09/06/2016 =] 09/06/2016 =]
Job ID Job Number Permit Number
Job ID (2] Job Number (2] Permit Number [~ ]

Report Definition

Tgdigdr j

Reset Run Report

The User-Defined Reports screen contains a number of filters in addition to the ability to select a
previously-created report definition:

e Company: A drop down list containing the company names associated with the mail owner. The
default selection is ‘All’;

e Start Date and End Date: The first date and last date that is to be included in the report;

e Job ID, Job Number and Permit Number: As many of these filters may be used to include or
exclude the desired data in a report;

e Report Definition: A drop down list of previously created report definitions. Select the ‘User-
Defined Reports’ module to generate the report;
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e Reset button: Clicking this button clears the filters and resets the start and end dates to the
current date;

e Run Report button: Clicking this button causes a report to be generated using the currently
configured filters and the selected ‘Report Definition’;

e Show/Hide button: Shows or hides the filters. When the Refresh button is clicked, as the report
is displayed, the filters are automatically hidden.

Once the filter settings are configured and the ‘Report Definition’ is selected, the Run Report button
must be clicked to generate a report on the display. If any data is generated, the filters are automatically
hidden, the report is displayed, and the Export to Excel and Export to PDF buttons are displayed:

Reporting @

User-Defined Reports

Q Hide
Start Date End Date
02/01/2016 Q 06/30/2016 2]
Job ID Job Number Permit Number
aQ 2] 2]
Report Definition Mail Owner
Example Report 03 (Detail) j r @ Reset Run Report
Reporting @
User-Defined Reports
Q show
] Export to Excel g Export to PDF
Example Report 03 (Detail)
Mailers Mailing Date | Net Postage Due
03/01/2016 150.09 A
03/01/2016 150.13
03/01/2016 153.55
03/01/2016 157.29
03/01/2016 269.54
03/13/2016 544.77
03/27/2016 151.05
03/27/2016 151.14
03/27/2016 160.50
03/27/2016 165.85
v
03/27/2016 25390

4,022,861

8 DOBCE
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After a report has been generated, the Export to Excel button may be used to generate an Excel format
file of the displayed report:

Reporting @

User-Defined Reports

Q show
&) Exporqt”'t:]:) Excel | Export to PDF
Example Report 03 (Detail)
Mailers Mailing Date | Net Postage Due
D3/01/2016 15009 A
03/01/2016 150.13
Al - f Example Report 03 (Detail)
A B C
1 |Examp1‘e Report 03 (Detail) | 06/30/2016 04:06 AM
2
3 |From 02/01/2016 - Thru 06/30/2016
4 |Company Name: Window Book, Inc
5
[} Mailers Mailing Date B Net Postage DUEd
7 103/01/2016 150.09
8 |03/01/2016 150.13
9 103/01/2016 15355
10 |03/01/2016 157.29
11/03/01/2016 269.54
12 |03/13/2016 54477
13 |03/27/2016 151.05
14 |03/27/2016 151.14
15 |03/27/2016 160.50
16 |03/27/2016 16585
17 |03/27/2016 25390
18 |05/02/2016 129.73
19 |05/02/2016 153.78
20 05/02/2016 158 46
21 05/02/2016 165.16
22 05/02/2016 248.02
23 06/07/2016 150.98
24 | 06/07/2016 15317
25 08/07/2016 153.71
26 08/07/2016 167.76
27 06/07/2016 23403
2
29 | Totals 4022 61

30 | Total Count: 21
K|
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PostalWeb Site Map

After a report has been generated, the Export to PDF button may be used to generate an PDF format file
of the displayed report:

Reporting @

User-Defined Reports

&) Export to Excel P Expoo PDF

Example Report 03 (Detail)

Mailers Mailing Date = Net Postage Due

03/01/2016 15009

@ PostalWeb’

From 02/01/2016 - Thru 06/30/2016

Company Name: Window Book, Inc

03/01/2016
03/01/2016
03/01/2016
03/01/2016
03/01/2016
03/13/2016
03/27/2016
03/27/2016
03/27/2016
03/27/2016
03/27/2016
05/02/2016
05/02/2016
05/02/2016
05/02/2016
05/02/2016
06/07/2016
06/07/2016
06/07/2016
06/07/2016
06/07/2016

Totals

Mailers Mailing Date

P

Example Report 03 (Detail)

4,022.61

©2016 Window Book, Inc. All Rights Reserved.
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Q show

06/30/2016 04:19 AM
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APPENDIX 1

ROLES AND THEIR AVAILABLE OPTIONS

Appendix 1

The following tables show the categories and their options that are available for the various roles. For a

detailed description of the roles, refer to the ROLES section in this guide.

For User and IT Personnel roles who do not have the Mail Owner application selected:

& PostalWeb’

My Dashboard

My Dashboard

My Profile
Member Profile
Personal Info
Change
Password
Security
Question
API Credentials
Manage
Subscriptions
My Dashboard
Notifications

For User and IT Personnel roles who do have the Mail Owner application selected:

° My Dashboard Postage Statements
@ PostalWeb
My Dashboard Postage
My Profile Statements
Member Profile Postage
Personal Info Statements

Change

API Credentials

Password
Security
Question
API Credentials
Manage
Subscriptions
My Dashboard

Notifications

©2016 Window Book, Inc. All Rights Reserved.
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For an Administrator role that does not have the Mail Owner application selected:

& Postalweb®

My Dashboard

Mail Owner

My Dashboard

Mail Owner

My Profile
Member Profile
Personal Info

Change
Password

Security
Question

API Credentials

Manage
Subscriptions

My Dashboard

My Profile
Member Profile
Personal Info

Change
Password

Security
Question

API| Credentials

Manage
Subscriptions

My Dashboard

Notifications

Notifications

For an Administrator role that does have the Mail Owner application selected:

My Dashboard

. My Dashboard Postage Statements Mail Owner
\5 PostalWeb
My Dashboard Postage Mail Owner
My Profile Statements Mail Owner Info
Member Profile Mail Owner Info Locations
Personal Info Locations Invite Users
Cf;ange ; Invite Users Invitations
asswor Invitations Manage Users
Security -
Question Manage Users Services
API Credentials Services Postage
Manage Postage Statements
Subscriptions Statements API Credentials

Notifications

API Credentials

’ Shaded cells indicate additional options for Administrators only.
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Appendix 1

For an Administrator role in which the EDocs application is selected and the EDOCS Reporting option is

enabled:
My Dashboard Postage Statements Mail Owner Reporting
®
@ PostalWeb
My Dashboard Postage Mail Owner Reporting
My Profile Statements Mail Owner Info Mail Owner
Member Profile Mail Owner Info Locations Reports
Personal Info Locations Invite Users Management
C:ange g Invite Users Invitations et
asswor g a
N Invitations Manage Users Postage Report
Security : Report
Question Man.age Users Services Definitions
API Credentials Services Postage User-Defined
Manage Postage Statements Reports
Subscriptions Statements API Credentials

My Dashboard

API Credentials

Notifications

‘ Shaded cells indicate additional options for Administrators only.
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APPENDIX 2

TROUBLESHOOTING LOGIN PROBLEMS

This troubleshooting section assumes the user has verified that the login credentials being used are
correct and valid.

A common reason for a failed login is that the browser’s security and/or privacy settings are set too

high. If the device being used is controlled through a company that has an IT department, contact the IT
department for assistance.

o Users should defer to their own company’s policies regarding security and browser settings.

If an IT department is not available, refer to the following troubleshooting tips for assistance.

There are two general types of problems that may be encountered after clicking the Log In button
(especially if logging in for the first time):

e Ageneral error is displayed; or

e The website appears to freeze or stall without completing the login.

ERROR DISPLAYS AFTER THE LOGIN BUTTON IS CLICKED

If an error is shown similar to the following screen; the following are possible solutions:

About Us Products Contact

& Postalweb’

Sorry, an error occurred while processing your request.

1.800.524.0380 | Contact

Privacy | Terms | Developers

© 2015 Window Book, Inc., All nghts reserved
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Internet Explorer Users

One solution may be to reduce the security settings of the browser, if possible.

o The following instructions are for Internet Explorer 11.
1. Open Internet Explorer.

2. Click the gear icon 8 in the upper right corner of the browser window:

E=E IR
ok

Print

File 3
Zoom

Safety 3

Add site to Start menu

View downloads Ctrl+]
Manage add-ons

F12 Developer Tools

5o to pinned sites

Compatibility View settings

Report website problems
Internet cptions

About Internet Explorer
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3. A menu will display. Select ‘Internet options’:

E=zjEn ==
nixL -]

Print

File 2
Zoom

Safety 3

Add site to Start menu

View downloads Ctrl+)
Manage add-ons

F12 Developer Tools

Geo to pinned sites

Compatibility View settings

Report website problems

Internet cptions

About Internet Explorer

% Other versions of Internet Explorer have different methods to display the ‘Internet Options’.

4. The Internet Options dialog box will open. Click the ‘Security’ tab:

Internet Options @

P—
Generg | Security | rivacy | Content | Connections | Programs I Advanced|

Select a zone to view or change security settings.

@ & v O

Internet  Localintranet Trusted sites  Restricted
sites

Internet =
0 Thig zone iz for Internet websites, S

except those listed in trusted and

restricted zones,

Security level for this zone

Allowed levels for this zone: Medium to High
[ High
- Approprigte for websites that might have harmful
content
- Maximum safeguards
- Less secure features are disabled

Enable Protected Mode (requires restarting Internet Explorer)

[ Custom level... ][ Default level ]

’ Reset all zones to default level ]

[ CK J[ Cancel H Apply ]
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5. Check the Security level setting. If the security level setting is at ‘High’, attempt to slide the
control down to ‘Medium’ (the default setting):

Internet Options

>
~
Generi Security Iri\racy I Content I Connections | Programs | Ad\rancedl

Select a zone to view or change security settings.

@ @ / ©

Internet  Localintranet Trusted sites  Restricted
sites

Internet

@ This zone is for Internet websites,
except those listed in trusted and
restricted zones.

W
i
[

Security level for this zone

Allowed levels for this zone: Medium to High
Medium-high
- Appropriate for most websites

- Prompts before downloading potentially unsafe
content

- Unsigned ActiveX controls will not be downloaded

Enable Protected Mode (requires restarting Internet Explorer)
Custom level... Default level

Reset all zones to default lavel

[4]4 H Cancel ” Apply ]

o Users should defer to their own company’s policies regarding security and browser settings.

% Windows permissions for the credentials used to log on to the computer that the browser resides

on may be set so that this control is ghosted and/or cannot be changed. In this case someone
with the appropriate permissions must be contacted to change the setting.
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Chrome Users

An error may be displayed if JavaScript has been disabled. To check the JavaScript setting, do the
following:

1. Open the Chrome browser.

2. Click on the @ icon in the upper right corner of the browser window.

3. Select ‘Settings’ on the dialog box that opens:

Mew tab Ctrl+T
Mew window Ctrl+M
Mew incognito window  Ctrl+5Shift+M
Bookmarks L4
Recent Tabs L4
Edit Cut Copy Paste
Save page as.. Ctrl+5
Find... Ctrl+F
Print... Ctrl+P
Zoom - 100 o+ : :
Histony Ctrl+H
Downloads Ctrl+]
Settings

Help »
Mare tools L4
Euit Ctrl+Shift+0)
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4. Atthe bottom of the web page, click the ‘Show advanced settings’ link:

People

L ]
- Person 1 (current)

|| Enable Guest browsing

[] Let anyone add a person to Chrome

| Add person... | Edit... | Remaove... || Import bockmarks and settings...

Default browser

| Make Google Chrome the default browser |

Google Chrome is not currently your default browser.

Show advanced settings...

| AT | i ——

5. Find the ‘Privacy’ section and click the Content settings... button:

=

= € | [§ chrome://settings

Chrome Settings

Google ¥ || Manage search engines... |

History
S ["] Enable "Ok Google” to start a voice search  Learn more 4k

Say "Ok Google” in a new tab and google.com
I Settings

People

About ; Person 1 (current)

I:I Enable Guest browsing

[_] Let anyone add a person to Chrome

| Add person.. | Edit... | Remove... || Import bockmarks and settings...

Default browser

| Make Google Chrome the default browser |

Google Chrome is not currently your default browser,

Privacy

| Contentieﬂings... || Clar browsing data...

Google Chrome may use Wb services to improve your browsing experience, You m

SEMVICES. EEEI’I"I mare
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6. On the screen that opens, check the ‘JavaScript’ setting.

Make sure the ‘Do not allow any site to run JavaScript’ is not selected. If you must keep the
setting at ‘Do not allow any site to run JavaScript’, then use the Manage Exceptions button to
add the PostalWeb site:

Content settings

Cookies
® Allow local data to be set (recommended)
Keep local data only until you quit your browser
Block sites from setting any data
of| Block third-party cookies and site data

Manage exceptions... All cookies and site data...

Images
®) Show all images (recommended)
Do not show any images

Manage exceptions..

JavaScript

/o Allow all sites to run JavaScript (recommended)

x Do not allow any site to run JavaScript

Manage exceptions...

Handlers

B Allrsar citar 44 acl 44 harama Aafaolt handlare far aratacale frarammandadl

o Users should defer to their own company’s policies regarding security and browser settings.
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FREEZING OR STALLING AFTER THE LOGIN BUTTON IS CLICKED

If the PostalWeb site appears to ‘stall’ or ‘freeze’ after clicking the Log In button and the ‘Please Wait’
text is displayed for more than 30 seconds, check the following (based on the browser being used):

Login 1.800.524.0380

About Us Products Contact

& Postalweb®

Login Information

User name*
johndoe678

Password*

[ Remember Me?

Please Wait ...

Forgot your Password? Forgot your User Name?
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Internet Explorer Users

The Internet Explorer ‘Privacy’ settings may be set too high.

o The following instructions are for Internet Explorer 11.

1. Open Internet Explorer;

2. Click on the gearicon #in the upper right corner of the browser window:

E=E IR
ok

Print

File 3
Zoom

Safety 3

Add site to Start menu

View downloads Ctrl+]
Manage add-ons

F12 Developer Tools

5o to pinned sites

Compatibility View settings

Report website problems
Internet cptions

About Internet Explorer

©2016 Window Book, Inc. All Rights Reserved.
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3. A menu will display. Select ‘Internet options’:

E=zjEn ==
nixL -]

Print

File 2
Zoom

Safety 3

Add site to Start menu

View downloads Ctrl+)
Manage add-ons

F12 Developer Tools

Geo to pinned sites

Compatibility View settings

Report website problems

Internet cptions

About Internet Explorer

% Other versions of Internet Explorer have different methods to get to the ‘Internet options’.

4. The Internet Options dialog box will open. Click the ‘Privacy’ tab:

Internet Options IE'

—
| General | Securit] | Privacy | ontent | Connections | Programs | Ad\ranoedl

Settings
Select a setting for the Internet zone.,
Medium High

- Blocks third-party cookies that do not have a compact
privacy policy

= - Blocks third-party cookies that save information that can
be used to contact you without your explict consent
- Blocks first-party cookies that save information that can
be used to contact you without your implicit consent

’ Sites ] ’ Import ] ’ Advanced ] ’ Default ]
Location

Mever allow websites to request your Clear Site
physical location Sar Sites
Pop-up Blocker
Turn on Pop-up Blocker
InPrivate

[V pisable toolbars and extensions when InPrivate Browsing starts

[ ok ][ concel Apply
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5. If the setting is higher than ‘Medium High’, the PostalWeb site will not be able to use cookies

and will stall or freeze upon login. If possible, select a setting no higher than ‘Medium High’:

Internet Options

>
Generi Security iri\racy I Content | Connections | Programs | Ad\rancedl

Select a zone to view or change security settings.

@ & / O

Internet  Localintranet Trusted sites  Restricted
sites

Internet

@ This zone is for Internet websites,
except those listed in trusted and
restricted zones,

w
m
&

Security level for this zone

Allowed levels for this zone: Medium to High
Medium- high
- Appropriate for most websites

— - Prompts before downloading potentially unsafe
content

- Unsigned ActiveX controlz will not be downloaded

Enable Protected Mode (requires restarting Internet Explorer)

Custom level... Default level

Reset all zones to default

T
Jid

QK ” Cancel H Apply ]

o Users should defer to their own company’s policies regarding security and browser settings.

% Windows permissions for the credentials used to log on to the computer that the browser resides

on may be set so that this control is ghosted and/or cannot be changed. In this case someone
with the appropriate permissions must be contacted to change the setting.
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Chrome Users

To check the cookie settings in Chrome, do the following:

1. Open the Chrome browser.

2. Click on the @ icon in the upper right corner of the browser window.

3. Select ‘Settings’ on the dialog box that opens:

Mew tab Ctrl+T
Mew window Ctrl+MN
MNew incognito window  Ctrl+Shift= ]
Bookmarks r
Recent Tahs r
Edit Cut Copy Paste
Save page as. Ctrl+5
Find... Ctrl+F
Print... Ctrl+P
Zaom - 100% = : :
History Ctrl+H
Downloads Ctrl+)
Settings

Help ¢
Mare toals 4
Ewit Ctrl+5Shift+Q
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4. Atthe bottom of the web page, click the ‘Show advanced settings’ link:

People

; Person 1 (current)

|| Enable Guest browsing

[] Let anyone add a person to Chrome

| Add person... | Edit... | Remaove... || Import bockmarks and settings...

Default browser

| Make Google Chrome the default browser |

Google Chrome is not currently your default browser.

Show advanced settings...

N ______ IS P_—_—

5. Find the ‘Privacy’ section and click the Content settings... button:

€ -

C' | [i chrome://settings

Chrome Settings
Google ¥ | Manage search engines... |
History
Extensi [_] Enable "Ok Google" to start a voice search  Learn more 4k
Xrensions
Say "Ok Google” in a new tab and google.com
I Settings
People
About ®

- Person 1 (current)

[] Enable Guest browsing

[] Let anyone add a person to Chrome

| Add person... | Edit... | Remove.., || Impaort bockmarks and settings...

Default browser

| Make Google Chrome the default browser |

Google Chrome is not currently your default browser.

Privacy

| Content settings.. || Clar browsing data...

Google Chrome may use wb services to improve your browsing experience. You m

SEMVICES, Eearn more
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The Content settings screen will open showing the ‘Cookies’ settings. Verify the ‘Block sites from
setting any data’ is NOT selected. The ‘Block sites from setting any data’ selection will prevent
PostalWeb from completing the login process.:

. x
Content settings

Cookies
®) Allow local data to be set [recommended)
Keep local data only until you quit your browser

x Block sites from setting any data

of| Block third-party cookies and site data

Manage exceptions... All cookies and site data...

Images

®) Show all images (recommended)
Do not show any images

Manage exceptions...

JavaScript

®) Allow all sites to run JavaScript (recommended)

Do not allow any site to run JavaScript

Manage exceptions...

Handlers

-
& Allrar citac taack 4m haramma Aafaolt handlare far neataenle rarammmnandadl
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APPENDIX 3

‘I’'m not a robot’ WIDGET DOES NOT APPEAR IN
BROWSER

I'm not a robot

In some instances, the ‘I’'m not a robot’ widget does not display in the web browser. A common reason
for this problem is the browser’s security and/or privacy settings are set too high. If the device being
used to access the PostalWeb site is controlled through a company that has an IT department, contact
the IT department for assistance.

o Users should defer to their own company’s policies regarding security and browser settings.

If an IT department is not available, refer to the following troubleshooting tips for assistance.

The ‘I'm not a robot’ widget often appears at the beginning of a process such as resetting a password or
retrieving a user name. The ‘I’'m not a robot’ widget must be completed before continuing with the
process at hand.

Under certain circumstances typically involving security settings, the widget may be prevented from
being displayed in the browser without any indication that it has been prevented from doing so. In this
case, when the Next or Done button is clicked, an error will likely occur due to the fact that the ‘I’'m not
a robot’ widget has not been successfully completed, even though it is not displayed. It must therefore
be displayed so that it can be completed.
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Internet Explorer Users

One solution may be to reduce the security settings of the browser, if possible.

o The following instructions are for Internet Explorer 11.
1. Open Internet Explorer.

2. Click the gear icon 8 in the upper right corner of the browser window:

E=E IR
ok

Print

File 3
Zoom

Safety 3

Add site to Start menu

View downloads Ctrl+]
Manage add-ons

F12 Developer Tools

5o to pinned sites

Compatibility View settings

Report website problems
Internet cptions

About Internet Explorer
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3. A menu will display. Select ‘Internet options’:

E=zjEn ==
nixL -]

Print

File 2
Zoom

Safety 3

Add site to Start menu

View downloads Ctrl+)
Manage add-ons

F12 Developer Tools

Geo to pinned sites

Compatibility View settings

Report website problems

Internet cptions

About Internet Explorer

% Other versions of Internet Explorer have different methods to display the ‘Internet Options’.

4. The Internet Options dialog box will open. Click the ‘Security’ tab:

Internet Options @

P—
Generg | Security | rivacy I Content I Connections | Programs | Ad\tanoedl

Select a zone to view or change security settings.

@ & v O

Internet  Localintranet Trusted sites  Restricted
sites

Internet
Sites
g This zone is for Internet websites,
except those listed in trusted and
restricted zones,

Security level for this zone

Allowed levels for this zone: Medium to High
[ High
- Appropriate for websites that might have harmful
content
- Maximum safequards
-Less secure features are disabled

Enable Protected Mode (requires restarting Internet Explorer)

[ Custom level... H Default level ]

’ Reset all zones to default level ]

[ ok [ cencel |[ appy |
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5. Check the Security level setting.

If the security level setting is at ‘High’, attempt to slide the control down to ‘Medium’ (the
default setting):

Internet Options @
~
Generi Security Iri\racy I Content | Connections | Programs | Ad\rancedl

Select a zone to view or change security settings.

@ @ v O

Internet  Localintranet Trusted sites  Restricted
sites

Internet

@ This zone is for Internet websites,
except those listed in trusted and
restricted zones.

w
m
[

Security level for this zone

Allowed levels for this zone: Medium to High

Medium-high
- Appropriate for most websites

— - Prompts before downloading potentially unsafe
content

- Unsigned ActiveX controls will not be downloaded

Enable Protected Mode (requires restarting Internet Explorer)
Custom level... Default level

Reset all zones to default

QK ” Cancel H Apply ]

o Users should defer to their own company’s policies regarding security and browser settings.

% Windows permissions for the credentials used to log on to the computer that the browser resides
on may be set so that this control is ghosted and/or cannot be changed. In this case someone
with the appropriate permissions must be contacted to change the setting.

If the control cannot be changed, then attempt to add the postalweb.net website to the
‘Trusted sites’ list.
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Chrome Users

The ‘I’'m not a robot’ widget may be prevented from displaying if JavaScript has been disabled. An

indication of this condition is the display of the icon ( & ) located in the upper right corner of the
browser window when a page is navigated to that would normally display the ‘I’'m not a robot’ widget:

F27 =g [ >

& w3

The blocking of JavaScript can be selectively turned off for the postalweb.net site (thus allowing the ‘I'm

not a robot’ to be displayed) by placing the mouse cursor over the icon ( & ) and left-clicking the
mouse. A box will open giving the user a choice of selectively enabling JavaScript only on
www.postalweb.net pages:

R =
JavaScript was blocked on this page. -
Always allow JavaScript on www.postalweb.net
e, Continue blocking JavaScript
Manage JavaScript blocking... Done
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To allow the ‘I’'m not a robot’ widget to appear, the ‘Always allow JavaScript on www.postalweb.net’
selection must be selected (clicked):

w =

&

- JavaScript was blocked on this page. =

(®) {Always allow JavaScript on www.postalweb.net!

ontinue blocking Javascript

Manage lavaScript blocking... Done

After the selection is made to allow JavaScript on www.postalweb.net, the currently displayed page
must be reloaded via the reload button ( C ). The ‘I’'m not a robot’ widget should now be displayed and
can be completed.

To inspect and manage the JavaScript setting for both general browsing and also for individual sites, do
the following:

1. Open the Chrome browser.

2. Click on theicon ( lil ) in the upper right corner of the browser window.

3. Select ‘Settings’ on the dialog box that opens:

&= 22

MNew tab Ctrl+
New window Ctrl+N

New incognito window  Ctrl+5Shift+M

Bookmarks L4
Recent Tabs L4
Edit Cut Copy Paste

Save page as.. Ctrl+S
Find... Ctrl+F
Print.. Ctrl+P

Zoom - l00% o+ e

History Ctrl+H

Downloads Ctrl+]

Help L4
Mare toals L4

Exit Ctrl+Shift+Q
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4. Atthe bottom of the web page, click the ‘Show advanced settings’ link:

People

L ]
- Person 1 (current)

|| Enable Guest browsing

[] Let anyone add a person to Chrome

| Add person... | Edit... | Remaove... || Import bockmarks and settings...

Default browser

| Make Google Chrome the default browser |

Google Chrome is not currently your default browser.

Show advanced settings...

| AT | i ——

5. Find the ‘Privacy’ section and click the Content settings... button:

=

= € | [§ chrome://settings

Chrome Settings

Google ¥ || Manage search engines... |

History
S ["] Enable "Ok Google” to start a voice search  Learn more 4k

Say "Ok Google” in a new tab and google.com
I Settings

People

About ; Person 1 (current)

I:I Enable Guest browsing

[_] Let anyone add a person to Chrome

| Add person.. | Edit... | Remove... || Import bockmarks and settings...

Default browser

| Make Google Chrome the default browser |

Google Chrome is not currently your default browser,

Privacy

| Contentieﬂings... || Clar browsing data...

Google Chrome may use Wb services to improve your browsing experience, You m

SEMVICES. EEEI’I"I mare
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6. On the screen that opens, check the ‘JavaScript’ setting.
Make sure the ‘Do not allow any site to run JavaScript’ is not selected. If you must keep the setting

at ‘Do not allow any site to run JavaScript’, then use the Manage Exceptions button to add the
PostalWeb site:

. x
Content settings

Cookies

® Allow local data to be set (recommended)
Keep local data only until you quit your browser
Block sites from setting any data

of| Block third-party cookies and site data

Manage exceptions... All cookies and site data...

Images
®) Show all images (recommended)

Do not show any images

Manage exceptions..

JavaScript

/. Allow all sites to run JavaScript (recommended)

x Do not allow any site to run JavaScript

Manage exceptions...

Handlers

B Allrsar citar 44 acl 44 harama Aafaolt handlare far aratacale frarammandadl
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7. If exceptions for specific, individual sites is desired, leave the option ‘Do not allow any site to run

JavaScript’ selected and click the Manage Exceptions... button:

Content settings

Cookies
8 Allow local data to be set (recommended)
Keep local data only until you quit your browser
Block sites from setting any data

of| Block third-party cookies and site data

Manage exceptions... All cookies and site data..

Images
®) Show all images (recommended]
Do not show any images

Manage exceptions...

JavaScript

Allow all sites to run JavaScript (recommended)

®) Do not allow any site to run JavaScript

Manage exceptions... |

Handlers

B Allrser citae 40 acl 40 harama Aafaolt handlare far nratacale fracrmmrmmandadl

The JavaScript exceptions window will open displaying any exceptions already specified.
Additional exceptions can also be added which will over-ride the general behaviors selected in

the previous screen:

JavaScript exceptions

Hostname pattern

hittps//[*.Jwww.postalwebdev.net:d43

Learn maore

Behavior

Allow

Allow

©2016 Window Book, Inc. All Rights Reserved.

Page 159 of 168



Appendix 3 PostalWeb® for Mail Owners User Guide

Enter the ‘Hostname pattern’ (i.e. web page URL) and select ‘Allow’ from the corresponding drop down
list provided.

Click the Done button when configuration is complete.

o Users should defer to their own company’s policies regarding security and browser settings.

Page 160 of 168 ©2016 Window Book, Inc. All Rights Reserved



PostalWeb® for Mail Owners User Guide Appendix 4

APPENDIX 4

User-Defined Report Fields

The following shows the fields of a postage statement that are available for selection when configuring a
‘user-defined’ report.

Summary Report Type
When the ‘summary’ report type is selected, an additional section named ‘Summary By’ displays. The
categories and selectable fields found in the ‘Summary By’ section largely mirror those found in the

‘Fields’ section. A Summary report will aggregate statements that share a common identifier (field)
selected in the ‘Summary By’ section.

o When a field is selected in the ‘Summary By’ section, certain items in the ‘Fields’ section will
become disabled (set to ‘OFF’ and ghosted).

The following are the available fields in the ‘Summary By’ section:

Job Category

Summary By

When grouping is used, only numeric fields that can be totaled will be available for selection

Job

Mailing Atiributes | 0P Numper

Postage Pieces Job Description
USPS Transaction | CustomerRefID
Preparer

MailOwner

Permit Holders

Publications

PW Internal

OFF Job ID

OFF Mail. Dat File Name

OFF

OFF

OFF
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Mailing Attributes Category

Summary By

When grouping is used, only numeric fields that can be totaled will be available for selection
Job
Mailing Attributes Palitical OFF Election OFF
Postage Pieces Post Office City = Post Office State oFF
USPS Transaction |~ Post Office Zip OFE Post Office Zip+4 oFF
Preparer Form OFF Processing Category =
Mailowner Profit Indicator OFF DVD CD Other Disk OFF
Permit Holders Round Trip Only OFF Hold For Pickup Pieces OFF
Publications Combined Mixed Single Class OFF Mail Class OFF
PW Internal Price Category J— Edition Code J—

Issue Date OFF Issue Freg OFF
Postage Pieces Category

Summary By

When grouping is used, only numeric fields that can be totaled will be available for selection
Job
Mailing Attributes Rate Postage Affixed OFF Rate Postage Affixed Desc OFF
Postage Pieces
USPS Transaction
Preparer
MailOwner
Permit Holders
Publications
PW Internal

USPS Transaction Category

Summary By

When grouping is used, only numeric fields that can be totaled will be available for selection
Job
Mailing Attributes CAPS Transaction Number OFF Clerk Initials OFF
Postage Pieces Transaction Number OFF Mailing Group 1D OFF
USPS Transaction CAPS Account OFF Payment Date Time OFF
Preparer Mailers Mailing Date o= Mail Arrival Date Time =
MailOwner Closing Date OFF PSID OFF
Permit Holders
Publications
PW Internal
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Preparer Category
Summary By
When grouping is used, only numeric fields that can be totaled will be available for selection
Job
Mailing Atiributes | reparer Name OFF Preparer CRID OFF
Postage Pieces Preparer Address 1 OFF Preparer Address 2 p—
USPS Transaction | Freparer City OFF Preparer Zip .
Preparer Preparer Zip+4 OFF Preparer Contact Name OFF
MailOwner Preparer Phone Preparer Location
P OFF P OFF
Permit Holders
Publications
PW Internal
Mail Owner Category
Summary By
When grouping is used, only numeric fields that can be totaled will be available for selection
Job
Mailing Attributes | M1l Owner CRID OFF Iail Owner Name oFF
Postage Pieces Mail Owner Email OFF Mail Owner Address 1 OFF
USPS Transaction Mail Owner Address 2 OFF Mail Owner City OFF
Preparer Mail Owner State OFF Mail Owner Zip OFF
Maillowner Mail Owner Zip+4 OFF Iail Owner Location OFF
Permit Holders
Publications
PW Internal
Permit Holders Category
Summary By
When grouping is used, only numeric fields that can be totaled will be available for selection
Job
Mailing Attributes permit Number OFF Permit Holder CRID OFF
Postage Pieces Permit Holder Name OFF Permit Holder Address 1 OFF
USPS Transaction | Permit Holder Address 2 = Permit Holder City OFF
Preparer Permit Holder State OFF Permit Holder Zip OFF
MailOwner Permit Holder Zip+4 OFF Permit Holder Contact OFF
Permit Holders Permit Holder Contact Phone OFF Permit Type OFF
Publications Postage Affixed Permit Number OFF Postage Affixed Permit Type OFF
PW Intemal Postage Affixed Permit CRID —
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Publications Category
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Summary By

Job

When grouping is used, only numeric fields that can be totaled will be available for selection

Mailing Attributes | Uplication Number OFF Title ofe
Postage Pieces News Owner Address 1 OFF News Owner Address 2 OFF
USPS Transaction | News Owner City OFF News Owner State oFF
Preparer News Owner Zip OFE News Owner Zip+4 p—
MailOwner News Owner Name OFF News Owner Phone .
Permit Holders
Publications
PW Internal
PW Internal Category

Summary By

When grouping is used, only numeric fields that can be totaled will be available for selection
Job
Mailing Attributes | -0¢2ton OFF Stage o
Postage Pieces Data Complete OFF Message -
USPS Transaction Date Time Created OFF Job Name J—

Preparer
Mailowner
Permit Holders
Publications

PW Internal
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Detail Report Type
Job Category
Fields
Job
Job Number Job ID
Mailing Attributes OFF OFF
Postage Pieces Job Description OFF Mail. Dat File Name OFF
USPS Transaction Customer Ref ID OFF
Preparer
MallOwner
Permit Holders
Publications
PW Internal
Mailing Attributes Category
Fields
Job
Palitical Election
Mailing Attributes OFF OFF
Postage Pieces Post Office City OFF Post Office State OFF
USPS Transaction Post Office Zip OFF Post Office Zip+4 OFF
Preparer Form OFF Processing Category OFF
MailOwner Profit Indicator OFF Actual Number Containers OFF
Permit Holders DVD CD Other Disk OFF Round Trip Only OFF
Publications Hold For Pickup Pieces OFF Combined Mixed Single Class OFF
PW Internal Mail Class o Price Category o
Edition Code OFF Issue Date OFF
Issue Freq OFF Advertising PCT OFF
In County Supp OFF QOut County Supp OFF
Ridealong Piece Weight OFF Piece Weight OFF

©2016 Window Book, Inc. All Rights Reserved.

Page 165 of 168




Appendix 4
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Fields

Job

Net Postage Due

Total USPS Adj. Postage

Mailing Attributes OFF OFF
Postage Pieces Postage Affixed Tofal OFF Rate Postage Affixed o
USPS Transaction Discount Amount OFF Rate Postage Affixed Desc o
Preparer Total Pieces OFF Total Weight o
MailOwner
Permit Holders
Publications
PW Internal

USPS Transaction Category

Fields

Job
Mallg AtTIDUIES CAPS Transaction Number o Clerk Initials orr
Postage Pieces Transaction Number OFE Mailing Group ID —
USPS Transaction Balance Before OFE Transaction Amount o
Preparer CAPS Account OFE Payment Date Time s
MailOwner Mailers Mailing Date OFF Mail Arrival Date Time OFEF
Permit Holders Closing Date s PSID orr
Publications
PW Intemnal

Preparer Category

Fields

Job
Mailing Attributes Preparer Name OFF Preparer CRID OFF
Postage Pieces Preparer Address 1 OFF Preparer Address 2 e
USPS Transaction | FPreparer City OFF Preparer State T
Preparer Preparer Zip OFF Preparer Zip+4 OFF
MailOwner Preparer Contact Name OFF Preparer Phone OFE
Permit Holders Preparer Location OFF

Publications

PW Internal
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Mail Owner Category
Fields
Job
Mail Owner CRID Mail Owner Name
Mailing Attributes OFF OFF
Postage Pieces Mail Owner Email OFF Mail Owner Address 1 OFF
USPS Transaction Mail Owner Address 2 OFF Mail Owner City o
Preparer Mall Owner State OFF Iail Owner Zip o
Mailowner Mail Owner Zip+4 OFF Mail Owner Location o
Permit Holders
Publications
PW Internal
Permit Holders Category
Fields
Job
Mailing Attrbutes | it Numoer OFF permit Holder CRID OFF
Postage Pieces Permit Holder Name OFEF Permit Holder Address 1 e
USPS Transaction | PErMit Holder Address 2 o Permit Holder City -
Preparer Permit Holder State OFF Permit Holder Zip OFF
Mailowner Permit Holder Zip+4 OFF Permit Holder Contact oFF
Permit Holders Permit Holder Contact Phone OFF Permit Type OFF
Publications Postage Affixed Permit Number OFF Postage Affixed Permit Type OFF
PW Internal Postage Affixed Permit CRID o
Publications Category
Fields
Job
Publication Number Title
Mailing Attributes OFF OFF
Postage Pieces News Owner Address 1 OFF MNews Owner Address 2 OFF
USPS Transaction | News Owner City OFF News Owner State OFF
Preparer News Owner Zip OFF News Owner Zip+4 OFF
MailOwner News Owner Name OFF News Owner Phone aF

Permit Holders

Publications

PW Intemnal
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PW Internal Category
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Fields

Job

Location
Mailing Attributes

Postage Pieces Data Complete

Preparer
MailOwner
Permit Holders
Publications

PW Intermnal

USPS Transaction =~ Dale Time Created

OFF

OFF

OFF

Stage OFF
Message OFEF
Job Name o
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