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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.

This Guide is formatted for 2-sided printing.

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

eDM10X™, MailDrop™, By/For Validate™, and Window Book Automation Scheduler™ are trademarks of
Window Book, Inc.

The following are trademarks (indicated by ™) or registered trademarks (indicated by ®) are 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).
Microsoft®, Windows®, and Internet Explorer® are registered trademarks of Microsoft Corporation in
the United States and/or other countries.

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

Google™, Google Chrome™ and Android™ 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 ©2017 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.
TYPE LOCATION IN GUIDE
‘wbiadmin@windowbook.com’ with ‘do-
not-reply@windowbook.com’. The
Revision | Throughout Guide “wbiadmin...” e-mail address is no
longer used by PostalWeb. Please make
sure to white-list the new ‘do-not-
reply@windowbook.com’ address.

Replaced

Updated information
and screen images
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GETTING STARTED

SYMBOLS YOU SHOULD KNOW

The following symbols appear throughout this document:

=)

e

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 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.

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.

PURPOSE

The purpose of this Guide is to provide information on how to use PostalWeb®. This Guide assumes the
client-specific PostalWeb site has already been created, and communication between it and the
required Window Book software has been already established (if necessary).

For instructions on how to create and configure a new, client-specific PostalWeb site, please refer to the
PostalWeb for Mail Service Providers Setup Guide, which is available on the Window Book web site at:
https://www.windowbook.com/Support/UserGuides. Registration and/or login is required.
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INTRODUCTION

PostalWeb is a web-based service from Window Book that gives Mail Service Providers (MSPs) a unique
view of their successful and failed PostalOne!® submissions for each of their CRID-specific Locations.

In addition, MSPs can subscribe to or sign up for the automated delivery of their PostalOne!-generated
documents in PDF and/or XML file formats via e-mail or a file transfer to a server or computer. A value
added benefit of receiving these documents in XML format is that they are easily imported into
accounting applications.

PostalWeb’s ‘EDOCS Reporting” module allows user-configurable reports to be easily generated in either
PDF or Excel® formats. Reports are based on the postage statements retrieved from PostalOne!. Please
refer to the Reporting section for more information.

o Contact a Window Book Client Service Representative for information on obtaining access to the
PostalWeb 'EDOCS Reporting' module. Click here for contact information.

PostalWeb mobile apps are also available. Please see the PostalWeb Apps for Mobile Phones section for
more information.

DISPLAY/BROWSER 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 reader installed on their
computer and/or as a browser plug-in.
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LOGGING IN TO POSTALWEB

To access their company-specific PostalWeb site, an MSP must have their login credentials (i.e. User
Name and Password). This information is obtained when an employee is invited to participate in
PostalWeb and they successfully complete the ‘Invitation Account Setup’.

To log in to the PostalWeb site, open a web browser and navigate to www.postalweb.net. Click the
‘Login’ link.

/& Postalfisb® Herme x L - sl ®
“« C | O www.postalweb.net b= L +]
1.800.524.0380 Get Started today
AboutUs  Products  Contact
®
\?) PostalWeb

Discover how PostalWeb® can help you

o Asterisks indicate required fields throughout the PostalWeb site.

The Login Information screen will display. Enter the user name and password (the user name is not case
sensitive).

OPTIONAL: 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. Click the Log in button;

Legin 1.800.524.0380

About Us Products Contact

& Postalweb’

Login Information

User name”

FPassword®
password

Remembear Me?

Log In

Forgot your Password? Forgot your User Name?
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If the credentials used to log in are accepted, either the My Dashboard screen will display or the screen
designated as the ‘Start Page’ (refer to Setting The Start Page Via The Star Icon for more information);

o The options that display in the menu bar at the top of the screen are dependent upon the Role
assigned to the user logging in (refer to LAYOUT FUNDAMENTALS for more information).

Laura Logout  1,800.524.0320

My Dashboard EDocs MsP Reporting Admin

& Postalweb’

My Dashboard @

Thits report SHas production counts Tor Submissions, Recened UPD Documents and Receved FIN Statements for the weeks within the date range

On mouse-enatded devices you can navigale within the sekected date range wsing the mouse whesl 1o 200m in and oul and ket mouse bullan 1o drag chart.

Q, show

Production Counts

(=] =

z [
1 | |
E—

- 32 -39 W20 - 326
B Submizsicns m UPD Doc: m FIM Docs

If after clicking the Log In button, 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.
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p
1B , , , , . .
O 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 name*

zachdoe3

Password®

| Enter your password

[ Remember Me?

Log In

If the error message repeats, use the Forgot your Password? and/or the Forgot your User Name? links
provided.

Login Information

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

User name*

abcdefgh ) 4 ‘

Password*

NIET yOUr passworag

[] Remember Me?

Log In

I Forgot your Password? Forgot your User Name? I
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If after clicking the Log In button, 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 PostalWeb user assigned an
‘administrator’ role to have the account activated.

& Postalweb®

Oops! 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 way!

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 800-477-3602 (available Monday to Friday 8:00AM - 6:00PM EDT)

When submitting your technical support issue. make sure to specify which sofiware product you are having an issue with (PostalWeb®, eDM10X™,
MDSM, etc.), which version number of the software 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 pastage statements, reports impacted, and screen shots of any error messages you are getting. Providing this
information in advance will result in the fastest resolution fo your issue

.

.

.

If other errors persist or the log in process appears to stall, see APPENDIX 2 - TROUBLESHOOTING.
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FORGOT YOUR PASSWORD?

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

If a user has forgotten their password, they can click the ‘Forgot your Password?’ link provided on the
Login Information page.

Login Information

User name*

Password™

[] Remember Me?

Log In

Forgot &'OUFEE{SSWOM? orgot your User Name?

Step 1 in the process to reset the user’s password, will display. To verify the identity of the person
attempting to reset their password, the user must first enter 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.

Forgot Password

To Reset your password, please follow the steps below.

When complete a Temporan Password will be sent to the Emall address on Tile

Step 1

Enter your User Name or Email”

I'm not a robot

Mext
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Complete the ‘I’'m not a robot’ widget by clicking in the white square 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 2 - TROUBLESHOOTING.

After entering the necessary information, click the Next button to continue.

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.

Step 2 will display. The user must enter the answer to the ‘Security Question’. The answer entered must
be the same answer entered to the same question that was selected/answered as part of the ‘Invitation
Account Setup’ form required 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. Mothers maiden name?

Provide the answer to your security question®

Reset Password

Click the Reset Password button. An email containing a temporary, system-generated 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 re-start the
process.

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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FORGOT YOUR USER NAME?

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

If a user is unable to remember their user name for logging into their company’s PostalWeb site, they
can click the link ‘Forgot your User Name?’ provided on the login page to retrieve it.

o The existing ‘User Name’ will be retrieved, not changed.

Login Information

User name*

Password”

[] Remember Me?

Log In

Forgot your Password] Forgot VDLI[UUSEI' Name?

Step 1 in the process to retrieve the user’s ‘User Name’, will display. Enter the ‘Email Address’ that is
listed in the ‘Member Profile” within PostalWeb.
Retrieve User Name

To Retnewve your LUser Mame, please follow the sieps below

When complete your User Name will be sent 1o the Email address on file.

Step 1

Enter your Email®

I'm not a robot

Mext

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

V/ i not a robot

% If the ’/m not a robot’ does not appear in the browser, consult APPENDIX 2 - TROUBLESHOOTING.

Click the Next button to continue.

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.

Step 2 of the retrieval process will display. The user must enter the answer to the ‘Security Question’.
The answer entered must be the same answer entered to the same question that was
selected/answered as part of the ‘Invitation Account Setup’ form required when initially signing up to
access the PostalWeb system. 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 1s: Mothers maiden name?

Provide the answer to your security question®

Retrieve User Name

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’ will be included in 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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LOGGING OUT

To securely log out of a PostalWeb site, click the ‘Logout’ link located in the upper left corner of the
page.

Laura | Logout || 1.800.524.0380 [ Appstare | * (2]

My Dashboard EDoes MSP Reporting

& PostalWeb®
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POSTALWESB SITE GENERAL OVERVIEW

LAYOUT FUNDAMENTALS

Laura Logout 1.800.524.0380 o | Aap Stare | * 0
0 My Dashboard EDocs MSP Repaorting Admin 6
\g)PostafWeb

My Dashboard @

lll @

1.800.524.0380 | Contact | Support noQo

£ 2011-2017 Window Book, Inc, All rights reserved

The PostalWeb pages are organized into five main areas:

e PageTop Frameo: The top frame of each page is always visible and contains the following (in
order from left to right):

o First name recorded in the Member Profile of the user currently logged in. In the screen
image above, the first name of the user currently logged in is “Laura”;

o Login/Logout link: Clicking this link begins the process of either logging in to the
PostalWeb site or logging out. When the link is clicked, the process’ corresponding page
will display (i.e. “Login Information” page or “You have successfully logged out.”
confirmation page);

o 1-800-524-0380: Phone number for Window Book Client Services group;
o Links for navigating to the Apple® EEEES and Android™ " sources for obtaining

PostalWeb mobile phone applications (refer to PostalWeb Apps for Mobile Phones for
more information);

o Starlcon W: Used to set the currently displayed page as the default start-up page.
When the star is solid black in color, the page that is currently displayed is the default
start-up page (i.e. it is the page that will display when the user first logs in to the site).
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When the displayed page is not set as the default start-up page, the star will show as a
blue outlineﬁ, only (refer to Setting the Default Start Page; and

o Getting Started Help Icon g: When this icon located in the page’s top frame is clicked,
the Getting Started with PostalWeb page will display. This page provides links to various
site locations, tutorials, and documentation to assist with using PostalWeb (refer to
Getting Started Help for more information).

Laura Logout 1.800.524.0380 o * 9
° My Dashboard EDocs MSP Repaorting Admin 9
@PosmiWeb
(3,
=— My Dashboard @
4
1.800.524.0380 | Contact | Support R n v

o

© 2011-2017 Windaw Book, Inc., All rights reserved

e Site Menu Bar®: The Site Menu Bar contains menu links. The menu links that display are
dependent on what Role is assigned to the user that is currently logged in. In the image above,
a Role of ‘administrator’ has been assigned to the current user (i.e. all possible menu options are
displayed). Clicking any of the links will display that menu’s main home page in the Page Body,
along with its’ corresponding Side Menu;

o Side Menu®: The Side Menu contains additional options for the selected menu. The title of
the selected option displays immediately to the right of the Side Menu.

Clicking the Side Menu icon causes it to expand so that any additional
options (links) display (image right). Clicking any of the link options
will display its’ corresponding page in the Page Body;

My Dashboard @

My Dashboard

My Profile

Notifications
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I

My Dashboard @

1.800.524.0380 | Contact | Support oo  fHinQ Y|

© 20112017 Wincow Book, Inc . All rights reserved

e Page BodyO: The Page Body of the site is where the contents of the selected menu/page
display; and

e Page Bottom Frame®: The bottom frame of each page is always visible and contains the
following (in order from left to right):

o 1-800-524-0380: Phone number for Window Book Client Services group;

o Contact: Clicking this link displays the Contact Us page, where the user can send an e-
mail message to Window Book. In addition, the Page Bottom Frame expands to display
links for ‘Privacy’ information, ‘Terms’ information, and a ‘Developers’ page that provides
information to developers that can be used for creating MSP-specific tools utilizing the
data provided by their PostalWeb site; and

o After using the Contact link or any of the links contained therein, use the browser's BACK button
to return to the main PostalWeb pages.

o Social Media Links: Links to Window Book’s various social media sites are provided (i.e.
Facebook, LinkedIn, and Twitter).

SPECIAL FEATURES

PostalWeb contains a few special features that assist with the overall use of the product.

Setting the Default Start Page

A specific page of the MSP’s PostalWeb site can be set as the default page to display when the user firsts
logs into their site. This setting is user-specific, so each user can have their own default start page.
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The star icon located in the top frame (right corner) of each PostalWeb page is used for setting the
default start page.

John Logout 1.800.524.0380

09

My Dashboard EDocs MsSP

& Postalweb’

= My Dashboard @

EDocs

The star icon will be solid black  in color when the currently displayed page is set as the default start
page. On pages that are not the default start page, the star icon will be displayed as a blue outline I

Click the star icon (blue outline) to set the page currently displayed as the default start page. The star
icon will change to solid black.

To change the current default start page to a different one, navigate to the page that is to become the
default start page and click the star icon (blue outline).

Getting Started Help

The Getting Started Help icon Q located in the top frame (right corner) of each PostalWeb page
displays the Getting Started with PostalWeb page, when clicked.

John Logout 1.800.524.0380

« o [9]

My Dashboard EDocs MsP

& Postalweb®

My Dashboard @

EDocs
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The Getting Started with PostalWeb page provides links to important information required for the setup,
maintenance, and use of PostalWeb, including product documentation. These links are located in each
of the colored areas or ‘tiles’.

My Dashboard @

Getling Started with PostalWeb

FostaiOne!® Credentials Invite Additional Users Additional Services PastalWeb Tours PostalWeb® User Guide
Set or Change your USPS® Connect additional team Add additional services to Take a tour of the Full user guide for
Business Customer membars with PostalWeb your PastalWeb accounl PostalWeb application PostalWeb

Gateway Credantials by =ending them an areas

—
—

invitation to join

PostalOne!® Credentials: Displays a page that allows the entry of the user’s PostalOne!®
credentials to enable or update the Auto Statement Download feature with new PostalOne!®
credentials;

Invite Additional Users: Immediately displays the Invite Users page (Company Admin and
Company Location Manager roles only);

Additional Services: Immediately displays the Services page (Company Admin role only);

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

My Dashboard @

PostalWeb Application Tours

Mavigation Tour Diashboard Tour Profile Tour
Learn about page Learn about the Managing your Profile
elaments and how to gat Dashboard

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; and

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

PostalWeb® User Guide: Direct link to the online “PostalWeb for Mail Service Providers User
Guide”.
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Window Book offers PostalWeb mobile phone apps for the Apple® and Android™ platforms.

The apps for each platform may be accessed by clicking the platform’s corresponding icon located in the

top frame (right corner) of any PostalWeb page.

John Logout 1.800.524.0380

My Dashboard EDocs MSP

& Postalweb’

== My Dashboard @

When the App Store icon is clicked, a new browser window will open to Window Book’s page
in the iTunes® app store. PostalWeb apps are available for the iPhone® and iPad®.

iPhone Support

iTunes Preview iy

iTunes is the world's easiest way to organize and add
to your digital media collection.

‘»»_»‘ We are unable to find iTunes on your computer. To buy and
HauWBER it s [ 9 e s e

Already have iTunes? Click | Have iTunes to open it now. IHave iTunes.

Window Book, Inc.
Open iTunes to buy and download apps.

iPhone Apps

. PosralWel;i . &

Postal Web Executive Da.. PostalWeb® OPS
View In iTunes View In iTunes ¥

iPad Apps

PostalWeb &

Postal Web Executive Da.. PostalWeb® OPS
View In iTunes ¥ View In iTunes ¥

Music Video Charts

@ iTunes 11
A4

Free Download ©
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fan=t
When the Android icon ("') is clicked, a new browser window will open to Window Book’s page in the
Google Play™ store.

Search
Categories v Home Top Charts New Releases
Window Book, Inc.
Games @
< Family ,
Editors’ Choice POS ta!weﬁ
PostalWeb® OPS PostalWeb Exec [
Window Book, Inc Window Book, Inc
FREE L2 2 8 & FREE
My account
My Play activity
My wishlist
Redeem
Send gift
Add credit
Parent Guide
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 Ahhkkk ] 2

€ Everyone

POStG/WCB [#] Add to wishlist m

= & Postalweb’ = & postalweb’ = & Postalweb’ =

Executive Dashboard Executive Dashbowd
Chart Statistics
From To Te Wi

Stant Date From

s N162016 12062018+ Ul
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PostalWeb® Ops: The ‘PostalWeb® OPS’ mobile app notifies mailers using Window Book’s PostalWeb
website when new postage statements have been retrieved from PostalOne!.

PostalWeb® OPS

Window Book, Inc. Business

€ Everyone

= & PostalWeb’ S & Postalweb’ =

Jobs List

PostalWeb® OPS

Job ID: m >
00000465
Job 1D: 00000465
00002372-1F X ooo023721F

Job 1D: s = Job 10: 00000467
00000467 - 00002374-1F

00002374-1F

] Add to wishlist m

& Postaiwes’

Job Detail

44444

Basic Help Icons / Tool Tips

Basic help icons or tool tips @ are used throughout PostalWeb to provide pertinent information —
usually a short description or tip — of the associated menu or subject it is located adjacent to.

Hovering the mouse pointer over the icon displays a text box containing the information. Moving the
mouse away from the icon (i.e. icon loses focus), closes the text box.

Using e Side IMenu

My Dashboard E Click the Menu Icon to the lefl 1o see

oplions ineach area.

Page 28 of 174

©2017 Window Book, Inc. All Rights Reserved.



PostalWeb® for Mail Service Providers
User Guide Using PostalWeb

USING POSTALWEB

This section identifies the various roles that are available for assigning to PostalWeb users. In addition,
it provides descriptions of the menus and menu options found in PostalWeb, including use instructions
for each. The role(s) that can access and use each menu/menu option is also included along with each
description.

o Descriptions and use instructions for the various PostalWeb Reporting options identified in
Reporting Menu are provided in a separate section of this Guide (i.e. POSTALWEB REPORTING).

Menus and their options are provided in the order they appear in the ‘site menu bar’ (refer to LAYOUT
FUNDAMENTALS for more information). For a quick, at-a-glance image of the full PostalWeb menu
structure, refer to PostalWeb Menu Structure At-A-Glance in Appendix 1 of this Guide.

o For instructions on how to register or create a new PostalWeb site, along with information on the
setup and configuration of it, refer to the PostalWeb for Mail Service Providers Setup Guide,
which is available on the Window Book web site at:
https://www.windowbook.com/Support/UserGuides. Registration and/or login is required.

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 a Company Admin or Company Location Manager at the time the invitation is made. Their role
can be changed at a later date by the appropriate personnel (Company Admin: Refer to MSP Menu >
MANAGE USERS OPTION for more information; Company Location Manager: Refer to Location Menu >
MANAGE USERS OPTION for more information).

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

e Company Admin: Has full access to the entire site and should be assigned with great care.
Administrators can assign any role, but cannot change their own role or deactivate themselves;

e IT Personnel: Has minimal access, similar to a user;

e Company Location Manager: Has less access than a Company Admin, but has wide overall rights
and is the only role besides an Company Admin that can invite new users. Generally has control
over all locations and Company Location Users. Can only assign roles of ‘Company Location
Manager’ and ‘Company Location User’;

e Company Location User: Has minimal access and is generally under the control of the Company
Location Manager (and Company Admin). Can access data from multiple locations as assigned
by the Company Location Manager or Company Admin;

e Company CSR: Is a role designed specifically for a Customer Service Representative of the MSP.
It is intended to give the MSP control over releasing statements to mail owners; and
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e Company User: Typically only receives automated communications such as e-mailed statements
and confirmation pages.

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’.

Features available for the various roles are shown in the Menu Accessibility section of Appendix 1 in this
Guide.

POSTALWEB MENUS

The following section describes the available menus and menu options found in PostalWeb, along with
components of each. The description of each menu option will also provide what role or roles have
access to it.

o Not all roles have the required permissions to view all menus.

My Dashboard Menu
Role Access: ALL

The ‘My Dashboard’ area generally contains administrative information, such as the user’s profile and
any system notifications.

Clicking the ‘My Dashboard’ menu option displays the main ‘My Dashboard’ page, and clicking the ‘My
Dashboard’ side menu to expand it displays the additional options within the ‘My Dashboard’ area. The
options within the ‘My Dashboard’ area are:

e My Dashboard;
e My Profile / Member Profile; and

e Notifications.

My Dashboard EDocs MSP Reporting Admin

0
& Postalweb
= |My Dashboard @ VILRLOG RS

My Dashboard EDocs

My Profile This repart shows production counts for Submissions, Received UPD Documents and Received FIN Statements for the weaks
within the dale range.

Naotifications
Cin mause-enabled devices you can navigate within the selected date range using the mouse wheel to Zoom in and out and
left mouse button 1o drag chart
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MY DASHBOARD OPTION

Role Access: ALL

The My Dashboard screen shows the EDocs production history of the MSP’s submissions (blue in color),
received UPD documents (yellow in color) and received FIN statements (green in color) for a 3 week
period.

r-
Lawra Logout  1.800.524.0380 mEm ) -+ (7]

My Dashboard ~ EDocs  MSP  Reporting  Admin

& Postalweb®

My Dashboard @

EDocs

This report shows production counts for Submissions, Recelved UPD Documents and Receved FIN Statements for the weeks within the date range.

On mouse-enabled devices you can navigale within the selected date range wsing the mouse wheel o zoom in and oul and left mouse bullon 1o drag cha.

QL show

Production Counts

- 32 339 W20 - W2
B Submissions m UPD Docs m FIM Docs
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The three week period used to show the submission history can be changed. Click the Show button to
reveal all of the filters and controls.

= My Dashboard @

This report shows production counts for Submissions, Received UPD Documents and Recsved FIN Statements for the weeks within the date range,

On mouse-enabled devices you can navigale within the selected dale range using the mouse wheel to zoom in and oul and left mouse butlon @ drag cha.

Q4 Hide

Start Date End Date Lacatian

OH0BIZ01T B e ON26/2017 W oe Window Book Test Company » @ o0,

Reset Refresh

Production Counts

e Start Date: The first date to be included in the display. The default date value is 14 days earlier
than the current date;

o End Date: The last date to be included in the display. The default value is the current date;
e Location: Used to filter by a single location or all locations if desired;

o Stacked checkbox: When selected (checked, by default), the statement types (submissions,
UPD docs and FIN Docs) are displayed in a vertically stacked format. If unselected (unchecked),
each type of statement is displayed individually, side-by-side;

16 6
14
5
12
4
10
8 3
6
2
4
1
2
0 1 0 T
5/2-5/8 52 -5/8
'Stacked' selected (checked) 'Stacked' unselected (unchecked)
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o Any time the ‘Start Date’, ‘End Date’ or ‘Location’ settings are changed, the ‘Refresh’ button must
be clicked to update the displayed data. The ‘Refresh’ button will turn blue in color when the
displayed data is stale and the ‘Refresh’ button needs to be clicked.

e Reset button: When clicked, the filter settings will be reset to their default settings; and

e Hide button: When clicked, the filter settings will become hidden.

When initially displayed, the date range (difference between the ‘Start Date’ and ‘End Date’) defaults to
the previous 14 days. The date values may be modified to the desired time span. After modifying the
date(s), the Refresh button must be clicked to update the display. Once refreshed, the display will show
the earliest five weeks of data within the range specified.

The specific weeks of data that is displayed may also be changed by placing the mouse cursor within the
chart area and ‘dragging’ the mouse cursor (i.e. placing the mouse cursor over the chart, clicking and
holding the left mouse button while the mouse is moved) to either the left or right direction. The ‘Start
Date’ and ‘End Date’ specify the limits of the displayed data.

The number of weeks displayed may be modified by placing the mouse cursor within the chart area and
rotating the mouse wheel, if so equipped, to zoom-in (to display one week) or zoom-out (to display up

to twenty weeks maximum). The ‘Start Date’ and ‘End Date’ specify the limits of the displayed data.

Placing (hovering without clicking) the mouse cursor within a colored chart graphic will display the
amount of statements the graphic represents.

In the case of the ‘Stacked’ option being selected (checked).

Production Counts Production Counts Production Counts

g=  H_ .
=

@

3028 - 413 3128 -413 328 -4

W Submissions W UPD Docs M FIN Docs W Submissions W UPD Docs W FIN Docs ™ Submigsions = UPD Docs m FIN Docs
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In the case of the ‘Stacked’ option being unselected (unchecked).

PostalWeb® for Mail Service Providers

Production Counts

3028 - 413
M Submissions ® UPD Docs ® FIN Docs

Production Counts

®

3/28 - 43
M Submissions = UPD Docs ® FIN Docs

Production Counts

3028 - 4i3
M Submissions W UPD Docs W FIN Docs

FIN Docs: 5

User Guide

Located directly below the ‘Production Counts’ graph a legend is displayed. By clicking each statement
type text within the legend, the displayed statement type may be hidden or shown on the graph.

Production Counts

328 - 413

|I SUDmiESiOnS " UPD Docs m FIN Docs

Production Counts

3128 - 413

W Submissions ™ UPD Docs ®m FIN Docs

MY PROFILE / MEMBER PROFILE OPTION

Role Access: ALL

After selecting the menu option ‘My Profile’, a new heading is displayed (i.e. ‘Member Profile’) next to
the side menu. The default screen that displays along with ‘Member Profile’ is the ‘Personal Info’

screen.
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o This is the only sub-category where the heading on the side menu changes and does not reflect a
top menu heading (in this case, ‘My Dashboard’).

Mambar Profile &

= My Dashboard @ Prersonal Inormaton
First Hams" Lasi Mame" Mhdgie Kame
by DasRBoard

Ay Pratas

4 Nickname WEP Primary Emaal
Heaficationd

Contad] nfg
iaiing Adceess

Eiling Adress

Doy

From the Member Profile screen (also known as the ‘Personal Info’ screen), the user can edit some
personal contact information for themselves that is on file in the PostalWeb system. This information
was entered when the user registered the site or was invited to be a user by the site Administrator or

Location Manager. The screen is separated into 4 categories: ‘Personal Information’; ‘Contact Info’;
‘Mailing Address’; and ‘Billing Address’.

The ‘Personal Information’ category is displayed by default when the screen is accessed. To view the
detail for any of the other categories, click on the category’s header to expand it. The ‘Personal
Information’ category will collapse and whatever category was clicked, will expand to show its contents.
In the screen image below, the ‘Contact Info’ category was clicked.

= Member Profile @

Personal Information

Conact Info

Home Fhone Work Phone Other Fhone

Moblle Phone

OFF  Use Mobile Messaging

IMafing Address

Billing Address

Dane

If updates are made to the user’s information on this screen, make sure to click the Done button when

finished to insure that the changes are saved. Navigating away from this screen without clicking the
Done button will result in all updates being lost.
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o For detailed information on the contents of each category, refer to Personal Info section below.

In addition to the ‘Personal Info’ screen, the Member Profile page contains additional options specific to
the user that are accessible via the side menu. Click the side menu to expand it. 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.
= Member Profile @ YOURLOGE HERE
Personal Info Personal Information
First Name” Last Mame*
Change Password
Laura Burish
Security Question
AP Credentials Middle Name Nickname
Middle Mame Mickname
Manage
Subscriptions
M5P Primary Email®
My Dashboard
MSP u1297 @yahoo.com [2]

Personal Info Option
Role Access: ALL

The Personal Info screen allows the user to enter or edit contact information. It can be displayed by
clicking:

= Member Profile @

e ‘My Dashboard’ > ‘My Profile’; or

Personal Info

My Dashboard 9

e ‘My Dashboard’ > ‘My Profile’ > = )
‘Member Profile’ > ‘Personal Info’. OR

Change Password

My Dashbhoard

Security Question

My Profile API Credentials

Notifications Manage
Subscriptions

My Dashboard
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The Personal Info screen is separated into 4 categories: ‘Personal Information’; ‘Contact Info’; ‘Mailing
Address’; and ‘Billing Address’.

PERSONAL INFORMATION CATEGORY
The ‘Personal Information’ category is displayed by default when the Personal Info screen is accessed.

== Member Profile @

Personal Information

First Name* Last Name* Middle Name
John Doe ddle Name
Nickname MSP Primary Email*
kname PV Example, Inc johndoe@pwexample.com Q
Contact Info v
Mailing Address v
Billing Address v

Done

To view the detail for any of the other categories, click on the category’s header to expand it. The
‘Personal Information’ category will collapse and whatever category was clicked, will expand to show its
contents.

The ‘Personal Information’ category contains the following fields (required fields are denoted with an
asterisk “*’):

e  First Name*: First name of user;

e Last Name*: Last name of user;

e Middle Name: Middle name of user;

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

e MSP: Typically the name of the user’s employer; and

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.
S ptis 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 CATEGORY

= Member Profile @

Personal Information v

Contact Info

Home Phone Work Phone Other Phone

Home Phone Work Phone Other Phone
Mobile Phone

Cell Phone OFF | Use Mobile Messaging

Mailing Address v

Billing Address v

Done

The ‘Contact Info’ category contains the following fields (required fields are denoted with an asterisk
l*l)

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

e Mobile Phone: The user’s mobile cell phone if available; and

® Use Mobile Messaging: Select this option if the user desires to receive text messages via their
mobile phone. Click the button graphic to toggle between ‘ON’ (II) and ‘OFF’ (|.J|).
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MAILING ADDRESS CATEOGRY

= Member Profile @

Personal Information
Contact Info

Mailing Address

Country

United States j
Line 1* Line 2 City*

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

MA j 02139

ON Mailing & Billing are the same™ @

Billing Address

Daone

The ‘Mailing Address’ category contains the following fields (required fields are denoted with an asterisk
1*1)

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

e Country: Select the country the MSP resides in using the pull-down menu (i.e. United States or

Canada). This selection changes the display to include certain fields in accordance with each
country’s address requirements:
o United States: Required fields will include:

= State*: Select the State from the pull-down menu; and

Zip Code*: Enter the base 5-digit ZIP Code assigned to the MSP’s location.
o Canada: Required fields will include:

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

Postal Code*: Enter the Canadian postal code assigned to the MSP’s location.
e Line 1*: Street address of the MSP;

e Line 2: Secondary street address, if necessary;

e City*: The city the MSP is located in; and
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Mailing & Billing are the same*: If the mailing and billing address are the same, set this option

to ‘'ON’. When set to ‘ON’, the mailing information entered on this screen will be copied to the
Billing Address category. Click the button graphic to toggle between ‘ON’ and ‘OFF’.

BILLING ADDRESS CATEGORY

= Member Profile @

Personal Information
Contact Info
Mailing Address

Billing Address

Country

United States j

Line 1 Line 2 City

Cambridge

300 Franklin St.

State Zip Code

MAj 02139

Done

The address entered into the Billing Address category should be the address of the location that mailer

billables, statements, PostalOne!-generated documents, etc. should be sent to.

o Refer to the field descriptions provided for the Mailing Address category when selecting/entering

data for the Billing Address.

o When changing the Billing Address, the ‘Mailing & Billing are the same’ option should be set to

‘OFF’ (see ‘MAILING ADDRESS CATEGORY” in this section for more information).
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When all items have been entered or edited in the Personal Information screen categories, click the

Done button for the changes to take effect.

= Member Profile @

Personal Information ¥
Contact Info v

Mailing Address =

Billing Address

Country

United States

Line 1 Line 2 City

300 Franklin St. Cambridge

State Zip Code

MA 02139

Done

A confirmation message will display.

Success
v

Your profile has been updated

@ Navigating away from the ‘Personal Information’ screen before clicking the DONE button will

result in the loss of any changes made.
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Change Password Option

Role Access: ALL

The Change Password screen allows the user to change the password they use for logging in to their
PostalWeb site.

Member Profile @

Member Profile 9
Change Password

Personal Info Current Password*

Change Password

Security Question New Password*

New Password
API Credentials -
Password must contain one special character Like: %, and must be at least 7 characters long
Manage

Subscriptions Confirm Password

Confirm Password
My Dashboard

Done

The Change Password screen contains the following fields (required fields are denoted with an asterisk
l*l)

e Current Password*: Enter the current password assigned to this account;
e New Password*: Enter a new/different password to use. The password must be:
o Atleast 7 characters long; and
o Must contain a "special character" (i.e. " 1 @#S% A& * () _+|-=\[1{};"':,.<>/?);

As the new password is entered, a ‘Password Strength’” meter will be displayed and show the
approximate strength of the new password.

= Member Profile @

Change Password

Current Password"

LEL L L

New Password” Medium

e Confirm Password: Enter the new password a second time. The password entered here must
match exactly the password entered in the ‘New Password’ field.
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When finished, the user must click the Done button to implement the new password. A confirmation

message will display.

Success
V4

Your password has been updated

i\
A4 Navigating away from the ‘Change Password’ screen before clicking the DONE button will result
in any updates or changes made to be lost.

Security Question Option

Role Access: ALL

The Security Question screen allows the user to change the ‘Security Question’ or the answer to the
existing question. The ‘Security Question’ is used when the user asks to have their password reset via
the ‘Forgot Your Password?’ or ‘Forgot Your User Name?’ links on the PostalWeb login screen. The user

must know the correct answer to complete either of these requests.

= Member Proﬁlei@

Personal Info

Change Password

Security Question

API Credentials

Manage
Subscriptions

My Dashboard

== Member Profile @

Change Question

Current Password*

Current Password

Security Question®

Mothers maiden name?

Security Answer*

Security Answer

Confirm Answer®

“onfirm Answer

Done

The Security Question screen contains the following fields (required fields are denoted with an asterisk

I*I)

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*: Select a question from the drop down list provided;
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e Security Answer*: Enter the correct answer to the question selected. The user needs to
remember the answer for future use as described above; and

o Confirm Answer*: Enter the same answer again. The ‘Confirm Answer’ entry must match the
‘Security Answer’ exactly, including the upper and lower case used in the ‘Security Answer’.

When finished configuring the new ‘Security Answer’ click the Done button. A confirmation message will
display.

Success
«” Password Question & Answer

updated

@
A4 Navigating away from the ‘Change Question’ screen before 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 Option
Role Access: ALL

Clicking the ‘APl Credentials’ menu option in the My Dashboard side menu displays the Manage API
Credentials screen. The Manage API Credentials screen allows the user to view their assigned API
Credentials. APl credentials are used for provisioning an MSP's PostalWeb site with other Window Book
applications, such as MailDrop™ Engine and By/For Validate™. Provisioning allows for communication
to occur between PostalWeb, other Window Book software applications, and PostalOne!.

o The ‘API Credentials’ menu option is also available from within the MSP side menu for Company
Admins only. Refer to MSP Menu > API CREDENTIALS OPTION for more information.

Member Profile 0

== Member Profile @

Personal Info

Manage API Credentials @

Change Password
APl AccessID @

123456789ABCDEF 12345

Security Question

API Credentials

APIKey @
Manage Show API Key
Subscriptions
Generate New API Credentials 2]

My Dashboard

To view the ‘APl Key’, click the Show API Key button.
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p
Q PostalWeb’s API credential information is highly sensitive. Care should be taken when copying
and pasting the API credentials from PostalWeb to other Window Book software applications.

p

A8

Q Never click the GENERATE NEW API CREDENTIALS button unless requested to do so by Window
Book’s Professional Services!

Manage Subscriptions Option
Role Access: ALL

The Manage Subscriptions screen allows the user to manage the subscriptions and notifications that
were authorized for them by a site Administrator. Authorized subscriptions or notifications are listed in
this screen. The ability to turn those subscriptions or notifications on and off is also available. Click the

OFF:‘).

button graphic to toggle between ‘ON’ (Il) and ‘OFF’ (li

== Member Proﬁlej@

Personal Info = Member Profile @

Change Password Manage Subscriptions @
Security Question i

ON PostalWeb System Notices
API Credentials

Update

Manage
Subscriptions

My Dashboard

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

Success
v

Subscription successfully updated!
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My Dashboard Option

Role Access: ALL

Clicking the ‘My Dashboard’ menu option, navigates the user back to the original My Dashboard screen
(refer to My Dashboard above).

== My Dashboard @
EDocs
- This report shows production counts for Submissions, Received UPD Documents and Received FIN Statements for a 3 week period.
= Member Profile [} Q snow
Personal Info
Production Counts ~
Change Password 16
Security Question 14 B —
API Credentials 2 | i | | i |
Manage o | I | |
Subscriptions g a ) | a
My Dashboard & £ A 4 b 44 o
4 i | | 1 i | |
2 i | ] il | i | ]
0
413 - 419 446 - 4112 3/30- 415
™ Submissions @ UPD Docs M FIN Docs v
Role Access: ALL
The Notifications screen displays a list of all the notifications to date, in summary form.
= My Dashboard @
Notifications @
e Title Tevel category Summary Date A
= My Dashboard @ PostalWeb Release 2.18.4.553 Information General PostalWeb Release 2.18.4 553 10/28M15
- Improved the First Class mail data
handling for better accuracy and PDF
My Dashboard delivery
M: Profile
Notifications. Title Level Category Summary Date
BCG Service Issues Warning System The BCG is experiencing intermittent 07/24115
outtages
Title Level Category Summary Date
Sunday July 19th, 2015 Update Information General PostalWeb.NET has been updated 07/19/15 .
Single click a row to see the detail
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Clicking on a notification summary displays the Notification Details screen, which contains the detail for
that specific notification.

=— My Dashboard @

Notification Details

%
Title PostalWWeb 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 Notifications screen.

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 (except the ‘Services’ and ‘Manual Statement’ options)

Clicking the EDocs menu displays the EDocs / Dashboard screen, which is the main viewing area for jobs,
statistics, postage statements, etc. (refer to Dashboard Option for more information about the contents
of the Dashboard screen).

Click the EDocs side menu to expand it. The options within EDocs side menu are:

& Postalweb’

Dashboard;
Statistics;

Services;

Postage Statements; and

Manual Statement.

My Dashboarnd EDocs MEP

=

Repaorting Adrmin =

Il

EDocs @

Dashboard

Efatistics

Services

Postage Statements

Manual Staterment
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When the EDocs category is selected, a telephone icon & is displayed in the site’s menu bar near the
top of the web page. Clicking the telephone icon displays a list of available MSP Managers and Location
Managers for easy site-user reference.

My Dashboard EDocs Location = {b

& Postalweb®

Managers

MSP managers

Al ith
EDocs @ Al Smi

il

Dave Jones

& dav

Jim Morris
=

DASHBOARD OPTION

Role Access: ALL

The Dashboard screen is displayed immediately after clicking the EDocs menu or by clicking the
‘Dashboard’ option in the EDocs side menu.

= EDocs @

Last Submission 5/19/2015 5:18:23 PM Job ID: 00002248 Job No: 81380020 0817 Job Name: DOC011P81380020C0817101 Location: Demo Office

Q show
= FEDocs @

Dashboard Job IDNob No CopiesiPct Mailed status Location Job Name

00002248 714 Submitted Cambridge Office DOCO011P81380020C0817101
Statistics 81380020 0817 0.0% E
Services L
Postage Statements Job ID/Job No Copies/Pct Mailed Status Location Job Name

00002247 1,065 Submitted Cambridge Office DOCO011P62100010N0817101
Manual Statement 62100010 0817 0.0%

Job IDMJob No Copies/Pct Mailed Status Location Job Name

00000521 216 Finalized Demo Location 201504 NPF MAILINGO4

00000521 100.0%
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The Dashboard screen displays the list of jobs submitted to, and returned from, PostalOne!. Above the
list of jobs a message displays, either red or green in color, that alternates every 30 seconds between
the latest submission to PostalOne! and the latest receipt from PostalOne!.

EDocs @
I Last Submission 5/19/2015 5:18:23 PM Job ID: 00002248 Job Mo: 81380020 0817 Job Mame: DOCO11PE1380020C0817101 Location: Demo Office I
Q, show
Job ID/Job No Copies/Pct Mailed Status Location Job Name
00002248 714 Submitted Cambridge Office DOCO011P81380020C0817101
81380020 0817 0.0% E

o The jobs are displayed in order of PostalOne! processing time, with the most recently processed
job displayed first in the list.

The jobs displayed in list are based on filter criteria that the user specifies. Click the Show button to
view the available filters.

EDocs @
Last Receipt 5192015 5:26:13 PM Generated Job 1D: 00002248 Job MNo: 81380020 0817 PS ID: 90455824 MailOwner: n/a
| Q Hide |
Start Date Job ID Job Number Location®
03/08/2016 o o o Al j o
Mail Owner Permit Number
v @ (2] Reset Refresh
Job ID/Job No Copies/Pct Mailed Status Location Job Name
00002248 714 Submitted Cambridge Office DOC011P81380020C0817101
81380020 0817 0.0% E

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

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

e Job ID: Filters on alob 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 jobs 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 Number: Filters on a Job Number. Entering the entire Job Number is not necessary; it is only
necessary to enter as many leading characters as needed to filter the list as desired. Multiple
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jobs 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;

o Any leading zeros must also be entered.

Location*: Used to filter by a single location if desired. This filter is required and is always used
in combination with the other filters. The ability to select one or multiple locations is predicated
on the ‘role’ assigned to the user currently logged in;

Mail Owner: Used to filter by a specific mail owner. This is a pull down list that is automatically
populated as the PostalWeb service processes statements; and

Permit Number: Used to filter displayed jobs by the permit number used.

In addition, there are three control or function buttons used with the available filters:

Reset button: When clicked, the filter settings will be reset to their default settings;

Refresh button: Used to update the displayed jobs list any time a filter is changed. The button
will turn blue in color when the displayed data is stale and the Refresh button needs to be
clicked; and

Hide button: When clicked, the filter settings will become hidden, at which time the label on
the button will change to display as “Show”.

The job information displayed for each job in the list is:

EDocs @

Last Receipt 5(19/2015 5:26:13 PM Generated Job ID: 00002248 Job No: 81380020 0817 PS ID: 90455824 MailOwner: n/a

Job ID/Job No Copies/Pct Mailed Status Location Job Name
00002248 714 Submitted Cambridge Ofiice DOCO011P81380020C0817101
81380020 0817 0.0% E

Job ID/Job No: Shows the Job ID and Job No. associated with the Mail.dat file;

Copies/Pct Mailed: ‘Copies’ are the total piece count / the percent mailed. The percent mailed
is based on the number of pieces in ‘ready to pay containers’ that have been successfully
submitted to PostalOne!, but not necessarily finalized;

Status: The summary of the status of the job as a whole. Since a single job may consist of
multiple Mail.dat files, the Mail.dat files may be in different states as processing continues.
Therefore, this is a rough status indicator. The possible status values are:

o Submitted;
o Partially Finalized; and

o Finalized.

©2017 Window Book, Inc. All Rights Reserved. Page 51 of 174



Using PostalWeb

PostalWeb® for Mail Service Providers
User Guide

e Location: One of the locations previously defined in the Manage Locations screen; and

e Job Name: A free-form description of the job.

The details of each job in the list can be viewed by single-clicking anywhere on a job’s colored tile.

o oS D £
®PcstafWeb
, Myommows  Edocs M &
& rostalveb
= EDocs L]
Q Show
Job I0uob He ‘Coples/Pct Malled Status. Lecation Job Mame Q0o
== = e o
B B =
= e v W e =
R — e = . 1o e e
&5 = = e S
62100010 0817 0.0% @ MO File. Paidispld Date. Message
ST T e
e —— — — = = = EN—
= =1 e e == : = e
gnoooat 0% W WBOA2565 ore SMV2015 41420 PM Generaled
e —— — e o - ErEmeET
00002245 1417 Submitied Cambringe Offce. DOCO1PETTEI000BOB1E101T Vaikiated < s0.00 12015 4:14:20 PM
== - @ I = = 5
e —— — p—
o = =2 S
The detail screen shows all Mail.dat files associated with the job and their individual status.
X
Job ID## Copies/ %Mailed Status Location Job Name
00002247 1,065
52100010 0817 0.0% Submitted Cambridge Office DOCO011P62100010N0817101
MD File Paid/Spld Date Message
= \WBQA2564 0/0 5/13/2015 4:14:18 PM Validated
Event Pieces Postage Date
Accepted 0 $0.00 5/13/2015 4:14:18 PM
Validated 0 $0.00 5/13/2015 4:14:18 PM
=™ WBQA2565 o/ 5/13/2015 4:14:20 PM Generated
Event Pieces Postage Date
Accepted 0 $0.00 5/13/2015 4:14:20 PM
Validated 0 $0.00 5/13/2015 4:14:20 PM
Generated 1065 $524.10 5/13/2015 4:14:20 PM
UPD Mot Available Yet b 4
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The upper area is a copy of the summary shown in the main job list.

X
Job DA Copies/ %Mailed Status Location Job Name
00002247 1,065 . .
62100010 0817 0.0% Submitted Cambridge Office DOCO011P62100010N0817101
MD File Paid/Spld Date Message
= WBQA2564 /o 5/13/2015 4:14:18 PM Validated
Event Pieces Postage Date
Accepted 0 $0.00 5/13/2015 4:14:18 PM
Validated 0 $0.00 5/13/2015 4:14:18 PM
= WBQA2565 0/0 5/13/2015 4:14:20 PM Generated
Event Pieces Postage Date
Accepted i} $0.00 5/13/2015 4:14:20 PM
Validated 0 $0.00 51372015 4:14:20 PM
Generated 1065 $524.10 5/13/2015 4:14:20 PM
UPD Mot Available Yet b 4
The lower portion shows the details of each Mail.dat file associated with the job.
X
Job DA Copies/ %Mailed Status Location Job Name
00002247 1,065 . .
62100010 0817 0.0% Submitted Cambridge Office DOCO011P62100010N0817101
MD File Paid/Spld Date Message
= WBQA2564 /o 5/13/2015 4:14:18 PM Validated
Event Pieces Postage Date
Accepted 0 $0.00 5/13/2015 4:14:18 PM
Validated 0 $0.00 5/13/2015 4:14:18 PM
= WBQA2565 0/0 5/13/2015 4:14:20 PM Generated
Event Pieces Postage Date
Accepted i} $0.00 5/13/2015 4:14:20 PM
Validated 0 $0.00 51372015 4:14:20 PM
Generated 1065 $524.10 5/13/2015 4:14:20 PM
UPD Mot Available Yet b4

In the example above there are two Mail.dat files associated with the job.

For each Mail.dat file, the following data is shown:

e MD File: The name of the Mail.dat file;

e Paid/Spld: The number of pieces that were paid for / the number of pieces that were spoiled;

e Date: The date of the last event; and

e Message: The activity that happened at the last event.
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For each event as the Mail.dat is processed, the following is shown:

e Event: The name of the event that took place. The possible events are:
o Accepted;
o Validated;
o Generated; and
o Finalized.

e Pieces: The number of pieces involved in the event;

e Postage: The total amount of postage for the event; and

e Date: The date and time of the event.

If the job has been ‘finalized’, there is usually a downloadable postage statement in PDF form along with
the Postage Statement ID (PS ID) shown.

X
00000521 216 — ’
00000521 100 0% Finalized Demo Location 201504 NPF MAILINGO4
MD File Paid/Spld Date Message
& 00000521 216/0 5/12/2015 9:54:39 AM Finalized
Event Pieces Postage Date
il ik $112.97 5/5/2015
Download: FiN PS ID: 212415898 Permit: 55725 »

Clicking the FIN button icon ( AN ) will retrieve the postage statement in PDF format and download it to

the computer.
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STATISTICS OPTION

Role Access: ALL

The Statistics screen is displayed by clicking the ‘Statistics’ option in the EDocs side menu.

Using PostalWeb

Q, show

Total Pieces

= EDocs @
Statistics @
= EDocs @
Dashboard L.
Statistics
Statistics
From Thru
Services 2/24/2015 2/24/2015
Postage Statements
Total Jobs Total Pay Files
Manual Statement 1 0

Total Postage

224

$117.15

Total Reversed
Statements

Total Canceled
Statements

Total Finalized
Statements

Total UPD
Statements

The Statistics page displays totals for a user-defined period of time, for a particular location (or all

locations). The results can be exported to an Excel® spreadsheet.

The jobs that are compiled for the Statistics display are based on filter criteria that the user specifies.

Click the Show button to view the available filters.

= EDocs @
Statistics @
Q Hide
Start Date EndDate Location
02/24/2015 Q 02/24/2015 Q All |Z| Q
Export to Excel =l Reset Refresh

e Start Date: The first date that is to be included in the statistics display;

e End Date: The last date that is to be included in the statistics display; and

e Location: The single location to use to gather the statistics from, or ‘All’ locations.

o The ‘Location’ selection will not be displayed when the user is only assigned a single location.

o Users assigned Administrator roles will always be able to select any or all locations.
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o After the ‘Start Date’, ‘End Date’ or ‘Location’ settings are changed, the Refresh button must be
clicked to update the displayed statistics. The Refresh button will turn blue in color when the
displayed data is stale and the Refresh button needs to be clicked.

The data displayed on the Statistics screen is separated into two sections: Statistics; and Deliveries.

Statistics
From Thru Location
4/17/2015 5/19/2015 All
Total Jobs Total Pay Files
17 2

Total Pieces Total Postage

3,365 $1,660.23
Total UPD Total Finalized Total Canceled Total Reversed
Statements Statements Statements Statements

0 15 0 0

e From: The starting date to gather the statistics from (inclusive);

e Thru: The ending date to gather the statistics to (inclusive);

e Location: The Location to use (a single location or all locations);

e Total Jobs: The total number of jobs that were included in the statistics based on the settings;
e Total Pay Files: The total number of files that included a postage;

e Total Pieces: The total number of pieces included in the statistics;

e Total Postage: The dollar amount of postage for the period and location(s) specified;

e Total UPD Statements: The total number of UPD (USPS Processing Due) statements for the
period and location(s) specified;

e Total Finalized Statements: The total number of Finalized statements for the period and
location(s) specified;

e Total Canceled Statements: The total canceled statements for the period and location(s)
specified; and

e Total Reversed Statements: The total reversed statements for the period and location(s)
specified.
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The ‘Deliveries’ section displays the total number of Emails and File Transfers that were delivered for the
period and location specified, for each statement and file type.

Deliveries
EMAILS TRANSFERS TOTALS
UPD UPD UPD
Documents Documents Documents
0 0 0
Finalized Finalized Finalized
Statements Statements Statements
83 83 166
Finalized Finalized Finalized
XML Files XML Files XML Files
83 31 114
166 114 332

The Export to Excel button can be used to save the statistics in an Excel spreadsheet. The basic contents
of the spreadsheet are the same as the data displayed on the Statistics page. This can be useful to
compile reports with minimal effort.

To export the statistics to an Excel spreadsheet, perform the following:

1. Set the ‘Start Date’, ‘End Date’ and ‘Location’ settings as desired;
2. Click the Refresh button to make sure the data is updated to the current settings;

3. Click the Export to Excel button;

=— EDocs @
Statistics @
Start Date EndDate Location
02/24/2015 (2] 02/24/2015 (2] All |Z| (2]
Export to Excel ] Reset Refresh

4. |If prompted to ‘Open’ or ‘Save’ the file, select the option to ‘Save’ it:

Do you want to open or save PostalWeb-EDocs-Statistics-20150428-113510AM.xds (4.50 KB} from shasta.postalweb.net? Open Save Cancel

The statistics will be saved in an Excel spreadsheet. Shown below is an example of a spreadsheet
generated from the Statistics screen shown above.

A B [ D E F G H | J K L M N o] P Q R S T u v w X
1 StartDate EndDate Location Totaklobs TotalPays TotalPiece TotalPosta TotalUPDs TotalFINs TotalCANs TotalREVs EMailUPD TransferUF TotalUPDC EMailFIND TransferFIl TotalFIND¢ EMailXMLI{ TransferXl TotalXMLD EMailTotal TransferTo TotalDelivered
2 4/17/2015 5/19/2015 All 7 2 3365 $1,660 23 0 15 0 0 0 0 0 83 83 166 83 3 114 166 114 332
3
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SERVICES OPTION

Role Access: Company Admin

The Services page is displayed by selecting the ‘Services’ option from the EDocs side menu.

= EDocs @

Services @

Through our automation services below, you will speed up the delivery of your PostalOnek® statements and statement data. Select the service you are
interested by clicking the "Off" button to enable that service

Finalized Postage Statement PDF via Email m

Get PostalOnel® USPS® Finalized Postage Statements delivered to your inbox after the siatement is finalized in
PostalOnel® in PDF Format. The PDF is the postage statement from the USPS® Gateway Dashboard for Proof of
Mailing.

The PDF is the postage statement from the USPS® Gateway Dashboard for Proof of Mailing.

= EDocs @ o i
— Finalized Postage Statement PDF via Transfer m

Dashboard Get PostalOnel® USPS® Finalized Postage Statements Transferred Direct to your network after the statement is
finalized in PostalOnel® in PDF Format. The PDF is the postage statement from the USPS® Gateway Dashboard for
Proof of Mailing.

The PDF is the postage statement from the USPS® Gateway Dashboard for Proof of Mailing.

Statistics

Services

W

Postage Statements

Finalized Postage Statement PDF via Transfer for CSR Feature m
Get PostalOnel® USPS® Finalized Postage Statements Transferred Direct to your network after the statement is
finalized in PostalOnei® in PDF Format

This statement is transferred directly to the responsible CSR as soon as the statement is finalized. (More setup in
Postal Web is required for this feature)

The PDF is the postage statement from the USPS® Gateway Dashboard for Proof of Mailing.

Manual Statement

Finalized Postal Wizard Statement in PDF via Email m

Get PostalOnel® USPS® Finalized Postal Wizard Statements delivered to your inbox after the statement is finalized in
PostalOnel® in PDF Format

The PDF is the postage statement from the USPS® Gateway Dashboard for Proof of Mailing.

FIN Statement Data XML v
UPD Documents PDF v
EDocs v

Services are generally in the form of automatic delivery of electronic statements, either to a pre-
designated file folder on the MSP’s network, or via email as an attachment to subscribed users. The
statements can be received in PDF and/or XML format.

Each service has its’ own, corresponding ON/OFF button. Clicking the ON/OFF button toggles between
subscribed (‘ON’) and un-subscribed (‘OFF’) actions.

When a subscription is turned ON, a confirmation message will display.

Success
J Subscription Successful.

You are now subscribed to this
senvice.
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When a subscription is turned OFF, a Confirm dialog is displays, asking the user to confirm that they wish
to un-subscribe from the service. Click the Yes button to un-subscribe from the service (clicking the No
button will cancel the un-scribe process, leaving the subscription turned ON).

Confirm *

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

Yes No

After subscribing to a service(s) in the Services screen, each user intended to use the service(s) must
have the ‘EDocs’ feature enabled for that user. This can be accomplished at the time of their invitation,
or by through the Manage Users option in the MSP menu. In addition, each user must then be
selectively chosen to receive the individual service(s) the MSP is subscribed to.

' 1 : If a statement transfer service is subscribed to, additional configuration is necessary in Window
Book’s MailDrop Engine software. A description of the configuration procedure is located in the
“PostalWeb for Mail Service Providers Setup Guide”, specifically the ‘Folder Creation For
Statement Delivery Service’ section. The “PostalWeb for Mail Service Providers Setup Guide” is
available on the Window Book web site at: https://www.windowbook.com/Support/UserGuides.

Registration and/or login is required.

o If a statement email service is subscribed to, the requested file will be delivered as an attachment
to the email address shown in the user's ‘Member Profile’.

Subscription services are separated into five categories in the Services screen: FIN Statement PDF; FIN
Statement Data XML; UPD Documents PDF; 3rd Party; and EDocs. To view the services that make up
each category, click anywhere on the category’s title bar to expand it.
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The subscription services for each category that are currently available (as of May 2017) are:

e ‘FIN Statement PDF’ Category:

FIN Stalemeni PDF

Finalized Postal Wizard Staternent in PDF via Email m
Gt FosiaiQned® | ISFSE Finalized Postal Wizand Statements defivered o vour inbax after the satement is Snakzed
in PostaOnel® in POF Farmat

The 20F is Me poslage staament inam he USPSS Galeway Dashboand far Proal of Maling

C35SR Feature- Finalized Fostage Statement PDF via Transfer OFF
Gt FosaiQnek® ISFSD Finalized Posiage Stabements Transsemed Direct b your network after the siatement is
finalized in PostaiOnelE n POF Format

This sialerment i transierrad dirgclly 10 The responsible C5R 3% 5000 35 e stalement & Bral2ed, More s&lup n
Paoslal Web i reguired Tor this featune)

The FOF & me postage statement from he USPSE Gateway Dashbaard for Proof of Mailing

CSR Feature-Finalized Postage Statement PDF via E-Mail OFF
CER Service Oplion for E-Ianng Salements 10 CSR'S 0 kew of CSR Transler
Finalized Postage Statement PDF via Email OFF

Get Fosainakd LISF3E Finalized Posiage Slatements defiverad 10 your inboax amer the statement s finalized in
Fostadnedl in FOF Farmad, The POF is the postage siatement from the USPSE Galeaay Dashbaard far Proal of
Mating

The FOF i me postage statement fram he USPSE Galesay Dashbaard for Proal of raailng

Finzlized Postage Statement PDF via Transfer m

Get FoslaiQingbD LISFSE Finalized Poastage Slatements Trarsdemed Cwrect bo vour restwark afler the stafement 15
finalirad in PostaiOnell in POF Formal The POF is the postage stalernent fram the USPSE Gateway Dashboard for
Proof of Iaing

The FOF k5 the postage statement from the LISPSE Gateway Dashbaard for Prool of Mailing

FIN Stalemeént Data XML "
UPD Decuments POF v
Jrd Praty b
EDuis "

o Finalized Postal Wizard Statement in PDF via Email: Automatically emails Finalized
Postal Wizard statements in PDF format to subscribed users;

o CSR Feature - Finalized Postage Statement PDF via Transfer: Automatically delivers
Finalized postage statements in PDF format to a pre-designated network folder location.
Statements are then transferred directly to the responsible CSR. This service is only
displayed if previously enabled by Window Book;

o CSR Feature - Finalized Postage Statement PDF via E-Mail: Service for emailing finalized
statements to CSRs. This service is only displayed if previously enabled by Window Book;

o Finalized Postage Statement PDF via Email: Automatically emails Finalized postage
statements in PDF format to subscribed users; and

o Finalized Postage Statement PDF via Transfer: Automatically delivers Finalized postage
statements in PDF format to a pre-designated network folder location.

o For services that require enabling by Window Book, contact a Window Book Client Service
Representative (click here for contact information).
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e ‘FIN Statement Data XML’ Category:

FIN Statement POF -
Finalized Postal Wizard Statement in XML via Email OFF

Gel PosrtarCne @ LISPS Finalized Postal Wizard Statemants delverad to your inbox after the stalement is finalized in
FostalCnet?n XML Fonmal,

The XML Foamal will have information frgm the POF Postage Stalement hal can be usad Tor feeding olher
SySIEMS/pragrams In your Company.

Finalized Postage Statement XML via Email OFE
Gel PosraiCvie s LISPSE Finalized Postage Statements deliverad to your inkox after 1he statement is finalized in
FostalOne & n XML Fommal.

The XML Formal will have infarmation fiom the PDF Postage Salement 1ha1 can b used for feading olher
syslems/pragrams in your company

Finalized Postage Statement XML via Transfer m
el PoaraiCneld LISPSE Finalized Postage Statements Transferred Direct 1o yaur netwark after ihe statement is
finalized in FPosiaOnedE In XML Format

The XKL Format will hisve infarmaltion fram he PDF Postage Satement 1hat can be vsed for feading olher
SYSIEMS/PIagrams in your COMpany

LIFD Documents POF T
Ard Party -
EDwcs ul

o Finalized Postal Wizard Statement in XML via Email: Automatically emails Finalized
Postal Wizard statements in XML format to subscribed users;

o Finalized Postage Statement XML via Email: Automatically emails Finalized postage
statements in XML format to subscribed users; and

o Finalized Postage Statement XML via Transfer: Automatically delivers Finalized postage
statements in XML format to a pre-designated network folder location.
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e ‘UPD Documents PDF’ Category:

FIN Statemen PDF T
FIN Statement Data XML ¥

UPD Dpcuments POF

USPS Processing Due Documents PDF via Email OM

Gaf PosralCneld Postage Processing Due Statements deliverad 1o yaur inbox after the statement i gensrated in
Fosta!Onel® In POF Format

Wi will receive these dacuments when (he sSialement has Deen generated n Postalneds - 1 LIERSD Poslage
Statement befare the USPSE has finalizad it 2. USPSE Confirmation Page 3. USPSE Reqgister Page

USPS Processing Due Documents PDF via Transfer m

Gal Posraldnel® Postage Processing Due Statements Transfarred Direct 1o your natwork alter the stalemenl &
finalized in Posta/Omeb® In FOF Formal.

ou will recefve these documents when the statement has been generabed in PostaiOnedE - 1. USR5S Postage
Statement before the LISPS® has finalized it 2. USPSE Confirmation Page 3. LISPSS Register Page

3rd Party .

Elocs T

o USPS Processing Due Documents PDF via Email: Automatically emails USPS Processing
Due documents in PDF format to subscribed users; and

o USPS Processing Due Documents PDF via Transfer: Automatically delivers USPS
Processing Due documents in XML format to a pre-designated network folder location.

e ‘3 Party’ Category:

FIM Statement PDF L
FIN Statement Data XML v
UPD Documents PDF v
Bell & Howell Forensic Server Service m

Make [t possible for the Bell & Howell Farensic Server 1o more accurately confirm or challenge USPS assessments
for undocumented pleces and potentially other threshold violations

Midnight Finalized Postage Statement Transfer OFF

Send your PostalOnel® postage statements data o Midnight.

EDoCs x

o Bell & Howell Forensic Server Service: Makes it possible for the Bell & Howell Forensic
Server to more accurately confirm or challenge USPS assessments for undocumented
pieces and potentially other threshold violations. This service is only displayed if
previously enabled by Window Book; and

o Midnight Finalized Postage Statement Transfer: Enables the MSP’s postage statement
data to be sent to the Virtual Systems Midnight Mail Management Service. The Midnight
Finalized Postage Statement Transfer service is only displayed if previously enabled by
Window Book.
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e ‘EDocs’ Category:

FIMN Statement PDF
FIN Statement Oata XML .
UPD Documents POF

Ird Pany

o

By/Far Validate!

Gal Your ByiFor and MPA validation Repon

=X
EDOCS Reporting m

Your LISHSE Fostage Stalement Reparbng solution starts here with FostalWeb Met® Reparting

o By/For Validate!: Allows mailers to detect by/for conflicts or errors, including the
identification of non-profit mail and validation of non-profit authorization numbers
before they submit a file to PostalOne!. This reduces the time it takes mailers to get the
Mail.dat files compliant with Full Service and Non-Profit requirements; as well as, the
avoid and correct conflicts that result in assessments being levied when allowed
thresholds are exceeded. This service must be enabled by Window Book and requires the
installation and use of the By/For Validate utility on the MSP’s server;

o For more information on By/For Validate, refer to the “By/For Validate!™ Utility Installation &
User Guide”. The Guide is available on the Window Book web site at:
https://www.windowbook.com/Support/UserGuides. Registration and/or login is required.

o EDOCS Reporting: Enables the ‘EDOCS Reporting’ feature. When enabled, the feature
will be displayed in each user’s Manage Users detail screen (refer to the Reporting
section for more information). This service is only displayed if previously enabled by
Window Book; and

o For services that require enabling by Window Book, contact a Window Book Client Service
Representative (refer to the Contact information section in this Guide for more information).
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POSTAGE STATEMENTS OPTION

Role Access: ALL

The Postage Statements screen is displayed by selecting the ‘Postage Statements’ option from the EDocs
side menu.

= EDocs @

Postage Statements @
Last Statement 5(12/2015 854 40 AM Finalized Job ID- 00000521 Job No- 00000521 PS ID- 212415898 MailOwner- WINDOW BOOK, INC

Q show

Job IDiJeb No Location Pieces/Postage  Paid/Mailed Mail Owner
== EDocs @ 00000521 Demo Office 216 05/05/15 10:45:00 WINDOW BOOK, INC.
- 00000521 112.97 05/04/15 =
Dashboard Download: FIN PSID: 212415898 Permit: 55725
Statistics
i Job ID/Job No Location Pieces/Postage  Paid/Mailed Mail Owner
Seivices 00000517 Demo Office 216 04M16/15 536:00  WINDOW BOOK, INC
e ——— 00000517 100.19 04/15/15
4}") Downleoad: FN PSID: 211123642 Permit: 55725
Manual Statement
Job IDiJeb No Location Pieces/Postage  Paid/Mailed Mail Owner
00000516 Demo Office 205 04/16/15 5:34:00  WINDOW BOOK, INC.
96.56 04/15/15

Download: FIN PSID: 211112543 Permit: 55725

Job ID/Job No Location Pieces/Postage  Paid/Mailed Mail Owner
00000515 Demo Office 200 04/16/15 5:33:00 WINDOW BOOK, INC
94.20 04/15M13

Downlead: FIN PSID: 211111982 Permit: 55725

The Postage Statements screen displays the postage statements that have been generated by
PostalOne!. The screen displays postage statements based on applied filters set by the user.

Just above the list of postage statements, message displays, either red or green in color, that alternates
every 30 seconds between the latest submission to PostalOne! and the latest receipt from PostalOne!.

= EDocs ©

Postage Statements @

Last Statement 5/12/2015 9:54:40 AM Finalized Job ID: 00000521 Job No: 00000521 PS 1D: 212415898 MailOwner: WINDOW BOOK, INC.

Q show

Job ID/Job No Location Pieces/Postage Paid/Mailed Mail Owner
00000521 Demo Office 216 05/05/15 10:45:00 WINDOW BOOK, INC.
00000521 112.97 05/04/15 3

Download: FiN PSID: 212415898 Permit: 55725
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The postage statements listed are based on filters selected or set by the user. To display the available

filters, c

lick the Show button (click the Hide button to hide the displayed filters).

EDocs @

Postage Statements @

Last Statement 5/12/2015 9:54:40 AM Finalized Job ID: 00000521 Job No: 00000521 PS 1D: 212415858 MailOwner: WINDOW BOOK, INC

- QuHide |
Start Date Job ID Job No PSID Location*
11162015 o 2] 0 © Al j ©
Permit Number Mail Owner
Q - Reset | Refresh
Job ID/Job No Location Pieces/Postage Paid/Mailed Mail Owner
00000521 Demo Office 216 05/05/15 10:45:00 WINDOW BOOK, INC
00000521 112.97 05/04/15 3

Download: FIN PSID: 212415898 Permit: 55725

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.

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;

Job No: Filters on a Job Number. Entering the entire Job Number 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 Number 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.

PS ID: 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;

Location*: This filter is always used. All locations or a specific location may be selected,
depending on the locations assigned to the user;

o The ‘Location’ selection will not be displayed when the user is assigned only a single location.
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o Users assigned Administrator roles will always be able to select any or all locations.

e Permit Number: Used to filter displayed jobs by the permit number used; and
e Mail Owner: Used to filter by a specific mail owner. This is a pull down list that is automatically

populated as the PostalWeb system processes statements.

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 information provided for each individual postage statement is as follows:

EDocs @

Postage Statements @
Last Statement 5/12/2015 9:54:40 AM Finalized Job ID: 00000521 Jab No: 00000521 PS ID: 212415898 MailOwner: WINDOW BOOK, INC

Q, Show

I Job ID/Job No Location Pieces/Postage  Paid/Mailed Mail Owner
000o0521 Demo omce 216 05/0515 1024500 WINDOW BOOK, INC
00000521 112.97 05/04/15 [

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;
and

e Mail Owner: The name of the mail owner.
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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.

EDocs @

Postage Statements @
Last Statement 512/2015 9 5440 AM Finalized Job ID- 00000521 Job No- 00000521 PS ID- 212415898 MailOwner WINDOW BOOK_ INC

Q show

Job ID/Jeb Ne Location Pieces/Postage  Paid/Mailed Mail Owner
00000521 Demo Office 216 05/05/15 10:45:00 WINDOW BOOK, INC
00000521 112.97 05/04/15 =

I Download: FIN PSID: 212415898 Permit: 55725 I

o The postage statement is in the form of a standard USPS Form 3602-R.

MANUAL STATEMENT OPTION

Role Access: Company Admin

The Manual Statement screen is displayed by selecting the ‘Manual Statement’ option from the EDocs
side menu.

EDocs @
Dashboard EDocs @
Statistics
Manual Statement Request
Services
Job ID* PS ID*
Postage Statements

Search

Manual s{E)tement
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To request a single postage statement manually, perform the following:

1. Enter the complete ‘Job ID’ and the 'PS ID’ numbers (both values must be entered) and click the
Search button;

EDocs @

Manual Statement Request

Job ID* PS ID*

Search

2. The Manual Statement Request Form will display. If a postage statement that contains both the
Job ID and the PS ID is found in the system, most of the fields on the form will be populated
automatically. If the requested statement is not found in the system, the information must be
entered manually (required fields are denoted by an asterisk “*’);

== EDocs @

Manual Statement Request @

Job ID* PSID*
00000510 223210013 Search
Manual Statement Request Form @
Job ID* PsSID” Job Number*
00000510 223210013 MULTIPLETEST-04
Job Name* Submission Date Mail.dat File Name*
201504NEWSLETTER 10/27/2015 PWN03194
Copies* Total Pieces* Total Postage*
9324 81205 8935.58
Location® P1 User ID* P1 Password*
Northern Division j P1 User ID P1 Password
Confirm Password
Confirm Password

Submit Request | Cancel

o Job ID*: The Job ID;
o PSID*: The Postage Statement Identification (‘PS ID’) number;

o Job Number*: The Job Number;
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o Job Name*: The Job description contained in the Mail.dat file;

o Submission Date: The date the Mail.dat file was submitted to PostalOne!;

o Mail.dat File Name*: The Mail.dat file name that was submitted to PostalOne!;
o Copies*: The total pieces mailed in the Mail.dat file;

o Total Pieces*: The total pieces mailed in the Mail.dat file;

o Total Postage*: The total postage charged in the transaction;

o Location*: The location the Mail.dat file was submitted from; and

o P1 User ID*, P1 Password*, and Confirm Password: The user must enter their
PostalOne! credentials.

3. After the form is completed, click the Submit Request button. A confirmation message will
display.

Success
v 4

Request Submitted

MSP Menu

Role Access: Administrator

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

o The ‘MSP’ menu will only be visible if the user logged in is assigned an Administrator role.

Click the "MSP’ item on the top menu.

My Dashboard EDocs MSP

& Postalweb’
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The main MSP screen will display. Click on the ‘MSP’ side menu icon to expand it, exposing further
options.

= MSP @
T

MSP Info

Invite Users

Invitations

Manage Users

Manage CSRs

Manage Locations

Mail Owners

Postage Statements

ard Party Integration

API Credentials

MSP INFO OPTION

Role Access: Company Admin

The MSP Info option allows the Administrator to edit the name, contact information, and addresses
associated with the company the PostalWeb site is registered to.

Clicking the MSP Info option displays its’ corresponding screen. This screen is also accessible simply by
clicking the ‘MSP’ top menu. The screen that displays is the default screen for the MSP top menu.
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The screen is separated into four categories: MSP Information; Contact Info; Mailing Address; and
Billing Address. Click anywhere in a category’s title bar to select it. The category will expand, displaying
its’ contents.

= wre = wre oo
MSP mf?th MSP Information
Invite Users MSP Name* Email*
PW Example, Inc. Q mikedoe@pwexample.com Q
Invitations
Manage CSRs
Select Logo (2]

Manage Locations
Mail Owners
Postage Statements SEIEEIID M

Mailing Address v
ard Party Integration

Billing Address v
API Credentials

Done

e  MSP Information Category:
o MSP Name*: The name of the MSP the PostalWeb site is registered to;

o Email*: Preferably the email address of a main contact at the MSP should the main
Administrator be unavailable; and

o Select Logo button: Allows an image file of the MSP’s company logo to be uploaded and
used on the PostalWeb site. The logo will also be included on any email notifications
generated by the site.

e Contact Info Category:

PSP Infermation v
Primary Phone Other Phone Fax

(B17) 395.4383 Other Phone Fax
Mailing Address v
Billing Address v
Done

o Primary Phone: The primary or main phone number for the company (MSP);
o Other Phone: Any other pertinent, company-related phone number; and

o Fax: The MSP’s company fax number.
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o Mailing Address Category:

MSP Infarmation b
contact Info ¥
| Mailing Address
Country
United States v
Address 1" Address 2 City®
300 Franklin 51 Streel Address 2 Cambridge
State” Zip Code® zip+4
MA ¥ 02139

m Mailing & Biling are the same* @

Billing Address '

Done

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

o Country: Select the country the MSP resides in using the pull-down menu (i.e. ‘United
States’ or ‘Canada’). This selection changes the display of some of the other fields as
noted:

= United States: Required fields will include:

> State*: Select the State from the pull-down menu; and

» Zip Code*: Enter the base 5-digit ZIP Code assigned to the MSP’s location.
= Canada: Required fields will include:

» Province*: Select the Canadian province the MSP resides in from the pull-
down menu selection; and

> Postal Code*: Enter the Canadian postal code assigned to the MSP’s location.
e Address 1*: Street address of the MSP’s corporate headquarters;
e Address 2: Secondary street address, if necessary;
e City*: The city the MSP’s corporate headquarters is located in; and

e Mailing & Billing are the same*: If the mailing and billing address are the same, set this option
to ‘ON’. When set to ‘ON’, the mailing information entered on this screen will be copied to the

Billing Address Category (below). Click the button to toggle between ‘ON’ (m:|) and ‘OFF’ (

|. OFF |)
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o Billing Address Category: If the option ‘Mailing & Billing are the same’ which is located within
the “Mailing Address Category” (above) is set to ‘ON’, the fields in the “Billing Address Category”
will automatically be populated.

o If changing the Billing Address, the ‘Mailing & Billing are the same’ option should be set to ‘OFF’.

MSP Information v
Contact Info r
Mailing Address v

Billing Address

Country

United States ¥

Address 1 Address 2 City

300 Franklin St Cambridge

State Zip Code Zip+d

MA ¥ 02139

Dione

o If the Billing Address information differs from the Mailing Address, enter the Billing
Address information (required fields are denoted with an asterisk *). Refer to the
“Mailing Address Category” for information on each available field, applying the billing
detail pertaining to the MSP.

When all items have been entered or edited in the MSP Info categories, click the Done button at the
bottom of the screen for the changes to take effect. A confirmation message will display:

Success
v

Company Updated

@ Navigating away from the ‘MSP Infor’ screen before clicking the DONE button will result in the
loss of any changes that have been made.

Adding A Company Logo
To add a company logo to be used on the PostalWeb site, perform the following:
1. Click the ‘MSP’ top menu;

2. Inthe MSP Info screen, select (click) the ‘MSP Information’ category (if not already displayed);

3. Click the Select Logo button;
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4. An Open Windows Explorer screen will display. Locate and select the logo’s image file to be
uploaded;

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

5. Click the Open button. PostalWeb will automatically re-size the file and display it on the site;
and

6. Click the Done button to save the changes.

| i ]

= Make sure to click the DONE button when finished. Navigating away from the ‘MSP Info’ screen
without clicking the DONE button will result in the loss of any changes made.

INVITE USERS OPTION

Role Access: Company Admin

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 the PostalWeb site. At the same time an email will be sent to the person
sending the invitation to advise that the invitation was accepted.

o Users assigned a role of Company Location manager can also perform the same functions
described here; however, the functionality is only accessible to them via the Location menu. In
addition, they are limited as to the roles they can assign to invited individuals. Company Location
Managers are only able to assign roles of Company Location Manager or Company Location User.

To display the Invite Users screen select the ‘Invite Users’ option in the MSP side menu.

MSP @
MSP @
MSP Info Invite Users @
Invite Users
First Name*

Invitations |

Manage Users

Email*
Manage CSRs
Manage Locations Role*
Mail Owners v @
Postage Statements Authorize the user for the following applications @
3rd Party Integration ebocs OFF
API Credentials Done
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To invite a new user, enter the required information (required fields are denoted with an asterisk *):

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

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

sent; and

o Role*: Select the role from the pull down list that will be assigned to the invited user. For list of

the roles and their descriptions, please refer to the ROLES section in this Guide;

o Ifaroleis selected such as ‘Location Manager’ or ‘Location User’, all active locations will
display. Assign what location(s) the invited individual will have access to by clicking the
ON/OFF toggle button, changing the displayed value to ON. Multiple locations can be

selected.

MSP @

Invite Users @

First Name*

Jane

Email*

janedoe@pwexample.com

Role*

Location Manager r O

Authorize for the following active location(s)

Eastern Division OFF Northern Division

Southern Division OFF Western Division

OFF

OFF

Authorize the user for the following applications (=]

eDocs OFF

Done

e ‘Authorize the user for the following applications’:

o eDocs: Set this option to ‘ON’ to authorize the invited individual to have access to the
EDocs menu item and all the options associated with it, including being able to

participate in subscription services as well.
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When the necessary information is entered, click the Done button to send the invitation to the email
address entered. A confirmation message will display.

Success
v

Invitation has been sent.

The e-mail sent to the invited user contains a link that is to be used to confirm the invitation (refer

to New User Registration for instructions on how to accept an invitation and become a PostalWeb
user). When the invited individual completes the account setup process and clicks the Register button,
the Administrator or Location Manager that invited the new user receives an e-mail notifying them that
the invitation has been accepted.

Invitee finished setup.

whiadmin@windowbook.com
Today, 951 AM

You ¥

& Postalweb’

The invitation has been accepted.

User Information

First Name: Jane

Laszt Mame: Doe

Email: dichssE6@yahoo.com
User Role: Location User

Sent invitations that have not yet been replied to are displayed in a list (refer to the Invitations Option
section in this Guide for more information). When an invited user completes the registration process,
the invited user’s name is automatically removed from the list.
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New User Registration

Invitations to become a user of a company’s PostalWeb site are issued by a Company Admin, and are
sent via e-mail to the invited user. Within the e-mail invitation is an “Account Setup” link that the
invited user must click to accept the invitation and begin the process of becoming a user of their
company’s PostalWeb site.

@ If the e-mail invitation gets delivered to a spam or junk folder, the “Account Setup” link may not

work. Move the e-mail invitation to the Inbox before attempting to use the “Account Setup” link.
nvitation from MSP Test Company, Inc
whiadmin@windewbeook.com on behalf of M5P Test Company Inc <lburishi@hotmail.com> <whizdmin@windowbock.com=

This message contains blocked IM3gES.  Shaw krages  Changs this setting

PSP Test Company, Inc,

Jame

Hey this is Laura Burnish, | just set you up as a user in MSP Test Company, Ine.
Role: Location User

Click the link below to Get Started.

If you have any questions or problems, you can email me at lburishdrhotmail.com
You will NOT be able to Login before you setup your
account
You must first setup your account by clicking the link
above,

Far Your reference:

Invitation Key: c3e613db-2a33-4e97-2018-b112ef5030d
MEP Test Company, Inc.

1080 W, Addison Strest

Chicageo, IL 60613

Do you have suggestions for new features in PostalWeb #3
Do you have suggestions on how we can improve our process?

If so, please click on the Contact Us link below and leave a comment,
Contact Us

This email is never sent wathout permission,

You are receiving this email because of your afifliation with Postalweb.MET

When the “Account Setup” link is clicked, a web browser is launched on the invited user’s computer or
device and an Invitation Account Setup web page is displayed.
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The invited user must fill in the fields, creating a user name and password for logging on to their
company’s PostalWeb site (required fields are indicated using an asterisk *).

Invitation Account Setup
Invitation Key verification Completed Successfully. Please complete account registration below.
User Name*
Mame . 0

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

First Mamea*

Jane

Last Name*®

Password”

Password musl contain one special characler Like: %1%, and must be at leas! 7 characlers

Confirm password*

m password

Security Question®
Answer”

Confirm Answer

Terms & Conditions
Terms of Use

AGREEMENT BETWEEN USER AND WINDOW BOOK, INC.

The postatweb net Web site is comprised of various Web pages operated by Window
Book. These Terms of Use explain the terms and conditions under which Windaow Baok, -

You must scroll to the bottom of the Terms & Conditions to continue

| Agree to the terms and conditions *

When information for all of the required fields has been entered, the invited user must scroll to the
bottom of the ‘Terms of Use’ window in order to enable the check box associated with the ‘I Agree to
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the terms and conditions’. After selecting (checking) the box, the invited user must click the Register
button to complete the process.

Terms & Conditions

Terms of Use

AGREEMENT BETWEEN USER AND WINDOW BOOK, INC.

The postalwel net Web site is comprised of various Web pages operated by Window
Book. These Terms of Use explain the terms and conditions under which \Window Book, -

You must scroll to the bottom of the Terms & Conditions 1o continue

| Agree to the terms and conditions *

' Register |

When the Register button is clicked, an e-mail is sent from PostalWeb to the new user thanking them
for accepting the invitation. The e-mail also provides the company-URL to their company’s PostalWeb
site.

whiadmini@windowbook.com on behalf of M5P Test Company Inc <lburishithetmail.com > <whizdmin@vwindowbock.com =

P LSS Y Al T LU

MSP Test Company, Inc.

Jane,

Thank you for accepting the imatation. After logging in, you will be prompted to update your personal
infarmation in the Member Dashboard area.

hutps:imsptesteo postalwebday natiembers

If you have any questions please contact Data Senvices at (111) 222-3333 or lburish@hotmail.com.
MSP Test Company, Inc.

1050 W. Addison Strest

Chicags, IL 60613

Do you have suggestions for new features in PostalWeb®?
Do you have suggestions on how we can improve our process?

If so, please click on the Contact Us link below and leave a comment.
Contact Us

This email is never sent wathout permission.

You are receiving this email because of your afflliation with Postalweb.NET

4 Reply G Reply to Al = Forward  +» Mare
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In addition, the new user is returned to the Login Information screen in the web browser.

Login Information

Account Setup is complete. Please login below using the User Name and Password given on the previous page.
User name”

Password”

Remeamber Me?
Lag In

Forgot your Password? Forgot your User Name?

The new user should enter their ‘User name’ and ‘Password’, and then click the Login button.
. 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 has passed, attempt the login in again.

o For information on how to use the ‘Forgot your Password?’ feature, refer to FORGOT YOUR

PASSWORD?. For information on how to use the ‘Forgot your User Name? feature, refer to
FORGOT YOUR USER NAME?.

A Member Profile screen will display. The new user must complete their Member Profile before the rest
of the site will be available to them.
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The Member Profile is comprised of four categories: ‘Personal Information’; ‘Contact Info’; ‘Mailing
Address’; and ‘Billing Address’. The required information for each category must be entered to
complete the Member Profile. To select a category and expand it to be able to view its contents, click
on the category’s title bar. The default view when the Member Profile page is displayed is the Personal
Information category.

= Member Profile @

| Personal Information |

First Name” Last Name* Middle Name
Jane Doa Middle Name
Nickname MSsP Primary Email®
Nickmame MSP Test Company, Inc dichssEG@yahoo.com 2]
| Contact Info A I
| Mailing Address A I
| Billing Address v|
Dane

The new user must enter the necessary information in the required fields for each category before
clicking the Done button. When the Done button is clicked, a Success dialog will display.

‘/ Success

Personal Information Updated

After the Success dialog displays, the new user will be taken directly to the Getting Started with
PostalWeb page. The role that is assigned to the new user dictates what is shown when the Getting
Started with PostalWeb page is displayed. In this particular instance, the new user was assigned a role
of Location User; therefore, only the tiles ‘Get Your API Keys’, ‘PostalWeb Tours’ and ‘PostalWeb® User
Guide’ are displayed/available (refer to Getting Started Help for more information on what each tile has
to offer).

My Dashboard @

Getting Started with PostalWeb

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

and eDM10X™ PostalWeb application PostalWeb

Provisioning areas.
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INVITATIONS OPTION

Role Access: Company Admin

An invitation initiated by a Company Admin generates an email to the invited individual. 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. To see the list of pending invitations (i.e. invitations that have not been replied to),
select the ‘Invitations’ menu option from the MSP side menu.

o Users assigned a role of Company Location Manager also have access to the same functions
described here; however, the functionality is only accessible to them via the Location menu. In
addition, they will only have visibility to those users who have access to the same location(s) that
they do. A Company Location Manager does NOT have accessibility to those invitations that were
to users assigned a role of Company Admin.

MSP @
MSP Info
Invite Users
Invitations MSP @
ManagelUsers Invitations @
Manage CSRs
Invitee Role Email Added
: Resend Delete
Sl Jane CompanyLocationMgr janedoe@pwexample.com 02/25/16
Mail Owners
Postage Statements
ard Party Integration
API Credentials
Each invitation line item contains the following information:
Invitee Role Email Added Resend Delete
Jane CompanyLocationmMgr janedoe@pwexample.com 02/25/16

e Invitee: The first name of the invitee;
e Role: The Role assigned at the time the invitation was made;
e Email: The email address the invitation was sent to; and

e Added: The date the invitation was sent.
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In addition, each invitation includes as 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 message will
display.

Success
v

Invitation Resent

If the Delete button is clicked, a Confirm dialog box is displayed to confirm the user wishes to delete the
invitation.

Confirm s

Are you sure you want to delete this invitation?

Yes No

If the Yes button is clicked, the invitation will be deleted and a confirmation message will display.

Success
v

Invitation Deleted

If the No button is clicked the deletion process will be aborted and the invitation will not be affected.
When an invitation is accepted by the email recipient (i.e. invited individual), the invitation is

automatically removed from the ‘Invitations’ screen by the system, and an email is sent to the person
who initiated the invitation (i.e. the Company Admin), indicating the invitation was accepted.

Invitee finished setup.

@ Today, 9:51 &M

You %

& Postalweb’

The invitation has been accepted.

User Information

First Mame: Jane

Last Name: Doe

Email: dichssG6@Eyahoo.com
User Role: Location U'ser
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The Manage Users screen is displayed by clicking the ‘Manage Users’ option from the MSP side menu.
This screen displays a list of the PostalWeb site’s users. Users assigned a role of Company Admin can
manage role assignment, location assignment, and subscribed services for each user from this screen.

o Users assigned a role of Company Location Manager can also perform the same functions

described here; however, the functionality is only accessible to them via the Location menu. In
addition, they are limited as to the users they can manage with this functionality. Company
Location Managers are NOT able to apply this functionality to users assigned a role of Company
Admin or who do not have access to the location(s) that the Company Location Manager has

access to.

MSP @
MSP @

MSP Info

Manage Users @
Invite Users

Invitations

Manage Users

Manage CSRs ~
Name/Email

John Doe
johndoe@pwexample.com

Manage Locations
Mail Owners

Postage Statements ;
Name/Email

Kathy Doe
kathydoe@pwexample.com

3rd Party Integration

API Credentials

Roles
eDocs, Company Admin

Roles
Company Location User

Locaticns
All

Locations
Northern States, Southern
Slates

Active

@

Active

Q show

Users fall into one of two categories: Active; or Inactive. The default view of the Manage Users screen
displays only active users. The view can be changed; however, to display all users (active and inactive)

or only inactive users. To change which users get displayed:

e C(Click the Show button to view the available fields used for filtering users;

MSP @

Manage Users @

Name/Email Roles

lohn Doe eDocs Combany Admin

Locations

All

Q show

Active

()
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e C(Click on the ‘Status’ drop down menu to display the available user list options (i.e. ‘All’ (active
and inactive); ‘Active’ (default); or ‘Inactive’); and

MSF @ PR LG HERE

Il

Manage Users @

':L 3 el
Hame Email
b 21=4 Refresh
i
Raoles Locations Astive
eDocs, Company Asmin A #

johndorpesecamphe com

e C(Click the Refresh button to update the displayed user list (clicking the Reset button reverts all of
the filters to their original settings).

To search for a specific user, use the ‘Name’ and/or ‘Email’ search fields. Once the value(s) is entered,
click the Refresh button to initiate the search and update the display (clicking the Reset button reverts
all of the filters to their original settings).

% When searching by Name and/or Email, depending what the value the ‘Status’ field is set to, the
user may not be found.

MSP @ TR | O HERE

Manage Users @

Q) Hide
Status Name Email
AL e v Rese] Refren
Hame/Email Rales Locations Active
John Doe eDocs, Comparmy Admin All =
oRnaOETE paECA TPl €O

To update the display so that the filter and search fields do not display, click the Hide button..

Each displayed user’s line item on the screen contains the following information:
e Name/Email: The name and email address as listed in the user’s ‘Member Profile’;
e Roles: The current role(s) assigned to the user;

e Locations: The current location(s) assigned to the user; and
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e Active: Whether the user is currently active ( @ ) or inactive ( ® ).

To view a user’s individual settings, single-click anywhere on that user’s colored tile.

Hame/Email Roles Locations Active
John Doe eDocs, Company Admin Al ]
johndoe@pwexample com

The selected user’s details screen will display. Whether or not the user is Active (i.e. can log into the
PostalWeb site), is managed from this screen. Click the toggle button to make the user Active (i.e. ON)
or Inactive (i.e. OFF). In the image below, the user is set to Active.

In addition, the details screen is separated into three categories: Roles and Locations; Applications and
Service Notification; and Non-Notification Service Subscriptions. To display the contents of a specific
category, click on that category’s title bar on the screen. The default view for the details screen has the
Roles and Locations category selected/displayed (see image below).

Manage User - John Doe - johndoe@pwexample.com

Active m
Roles and Locations

Roles @ Locations
Authorize the user for the Authorize the user for the
following roles following locations
Company Admin m Eastem Division m
IT Personnel
QFF Morthern Division m
Company Location Manager OFF
Company Location User = Southern Division n
Company CSR OFF Western Division m
Company User OFF
Applications and Service Nolification i
MNon-Motification Service Subscriptions v
Daone

e Roles and Locations:

o Roles: The assigned role(s) of the user can be changed by clicking the roles’
corresponding toggle button (i.e. ON/OFF). Selection of multiple roles is possible.
Setting all roles to ‘OFF’ will still allow the user to log in, but they will essentially have the
role of ‘Company User’; and
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o For more information about each role and their accessibility to PostalWeb features, refer to the
ROLES section in this Guide.

o

Locations: The locations listed are those pre-defined MSP sites (i.e. locations) that were
set up by a Company Admin in the “Manage Locations' option. Multiple locations may
be selected (set to ‘ON’). When a location is set to ON for a user (i.e. that user has access
to that location), the location’s job and statement information will be accessible to that
user.

o A user should have at least one location selected.

o Company Admins automatically have access to all locations.

e Applications and Service Notification:

Roles and Locations v
Applications Service Notification @
Authorize the user for the User notification for the
following applications following services
eDocs ON EDOCS Auto Statement PDF ON
EMail
FIN Statement PDF Email OFF
UPD Documents PDF Email CFF
o Applications: The eDocs application can be activated or deactivated here (i.e.
ON/OFF). When set to ON, the EDocs top menu and corresponding options will be
accessible to the user, along with the ability to receive PostalWeb subscription services;
and
o Service Notification: Notifications for any service(s) that are currently subscribed to can

be turned ON or OFF by using the corresponding toggle button. Only those services that
have been previously subscribed to in the EDocs menu > Services option will be
displayed. If no services have been subscribed to, the ‘Service Notification’ heading will
not display on this screen.
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¢ Non-Notification Service Subscriptions (optionally displayed):

Roles and Locations hd

Applications and Service Notification hd

Non-Notification Service Subscriptions

Non-Notification Service/Use @

User subscriptions for the
following services

FIN CSR Statement Release OFF EDOCS Reporting

OFF

o FIN CSR Statement Release: A service to allow CSR's to manage the release of FIN
(finalized) statements to mail owners. This service can be enabled or disabled here (i.e.
ON/OFF) by clicking the toggle button; and

o EDOCS Reporting: Allows control of a user’s access to the ‘Reporting’ top menu and its’
corresponding options. Click the toggle button to turn the access ON or OFF. Refer to
the Reporting section in this Guide for more information.

After making any changes, click the Done button.

Manage User - John Doe - johndoe@pwexample.com

Active m
Roles and Locations

Roles @ Locations
Authorize the user for the Authorize the user for the
following roles following locations
Company Admin m Eastem Division
IT Personnel
QFF Morthern Division m
Company Location Manager OFF
Company Location User = Southern Division m
Company C5R OFF Western Division m
Company User OFF
Applications and Service Notification v
Mon-Motification Service Subscriptions A

Dane

A confirmation message will display.

Success
v

User Updated
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Clicking the cancel icon (x ) at any time will exit the details screen and any changes made to the
existing settings will be lost.

Manage User - John Doe - johndoe@pwexample.com

Active m
Roles and Locations

o New users cannot be added here. For instructions on adding new users, refer to the INVITE USERS
OPTION section in this Guide.

MANAGE CSRS OPTION

Role Access: Company Admin

The Manage CSRs screen allows the assignment of specific mail owners to a Company CSR (Customer
Service Representative). Subscription services pertaining to CSRs and their assigned mail owners can
then be utilized.

To see a list of an MSPs user(s) assigned a Company CSR role, select the ‘Manage CSRs’ option from the
MSP side menu.

= MSP @
MSP Info
Invite Users = MSP @
Invitations

Manage CSRs
Manage Users
Manage CSRs Name Email Mail Owners
Jm John Doe johndoe@pwexample com None Assigned
Manage Locations
Mail Gwners Name Email Mail Owners
e Doe anedoe@pwexample.com i

Postage Statements e J @p 2 None Assigned
3rd Party Integration
API Credentials

Each CSR’s line item displays the following information:
e Name: The name of the CSR at the MSP;
e Email: The email address of the CSR at the MSP; and

e Mail Owners: The names of the mail owners currently assigned to the CSR.
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A manageable list of the mail owners that are currently assigned to a specific CSR can be viewed by
single-clicking anywhere on the colored tile of that CSR’s line item.

MSF @

Manage CSRs

Name Email Mail Owners
Tory Doe to nmoe@pwmmme.c@ BEST MAILERS CORE. FANTASTIC MAILERS CORP.

GREAT MAILERS CORP

Name Email Mail Owners
Jane Doe janedos@pwexample.com None Assigned

The screen will update and display the list of mail owners. Within this screen, mail owners can be
assigned to or unassigned from, the selected CSR either individually or all at once.

Mail Owners assigned to CSR - Tony Doe
+ Add mall owners + Add all mall owners X Remove all mail owners

m Mail Owner
BEST MAILERS CORF

i Mail Owner

FANTASTIC MAILERS CORP

m’ﬂ Mail Owner
GREAT MALERS CORP
" To add or assign a mail owner(s) to a CSR, the mail owner must already be known to PostalWeb

for the MSP. Refer to the MSP Menu > Mail Owners Option section in this Guide for more
information.
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Assigning Mail Owners One At A time

To assign mail owners to a CSR one at a time, perform the following:

1. Click the Add mail owners button;

= MSP @
Mail Owners assigned to CSR - Tony Doe
+ Add mail owners + Add all mail owners ¥ Remove all mail owners x
M Mail Owner
BEST MAILERS CORP
M Mail Owner
FANTASTIC MAILERS CORP
2. Anew screen is displayed with an empty return results list;
= MSP @
Add Mail Owner to CSR - Tony Doe
X

Mail Owner Name

ame ~
ame L)

No Mail Owner(s) Found.
Type the name of the mail owner in the input box above.

To find the desired mail owner, click in the ‘Mail Owner Name’ search field and start to enter the

3.
name of the mail owner. As the name is being entered, the mail owners that are already known
to PostalWeb for the MSP are automatically searched, and all matches are displayed;
MSP @

Add Mail Owner to CSR - Tony Doe

Mail Owner Name

Q

win|

+  Mail Owner
WINDOWY BOOK, INC.

In the example above, as the text ‘win’ was entered, the search found a single mail owner that
matched the entered text (i.e. ‘WINDOW BOOK, INC.);

. can be used to refresh the search/returned results, if necessary.
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4. When the desired mail owner is identified, click the corresponding plus sign (+) next to the mail
owner’s name to assign it the CSR;

= MsSF @

Add Mail Owner to CSR - Tony Doe

Mail Owner Name

| win| |

]

= | Mail Owner
WINDOW BOOK, INC.

The screen will revert to the original display for adding a mail owner;

MSP @

Add Mail Owner to CSR - Tony Doe

Mail Owner Name E

win

]

No Mail Owner(s) Found. -
Type the name of the mail owner in the input box above.

5. Either begin the search for another mail owner to add or, to return to the CSR’s list of mail

owners, click the cancel icon x The newly assigned mail owner will be included in the list;

= MSP @

Mail Owners assigned to CSR - Tony Doe

4+ Add mail owners =+ Add all mail owners ® Remove all mail owners

i Mail Owner
BEST MAILERS CORP

Mail Owner
FANTASTIC MAILERS CORP

=0

Mail Owner
GREAT MAILERS CORP

=l

Mail Owner di
WINDOW BOOK, INC.

=0
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Assigning All Mail Owners
To assign all known mail owners to a CSR collectively, perform the following:

1. Click the Add all mail owners button;

MSP @

Mail Owners assigned to CSR - John Doe

+ Add mail owners + Add all mail owners % Remove all mail owners

No Assigned Mail Owner(s) Found.

2. Adialog box will display asking to confirm the request. Click the Yes button to close the dialog
and proceed with assigning all of the mail owners to the selected CSR (clicking the No button
will close the dialog and abort the process);

Confirm *

Are you sure you want to assign all mail owners?

Yes No

When the Yes button is clicked, either a success dialog will display; or...

Success

«” Al Mail Owners have been assigned
to CSR successfully

...if all of the existing mail owners have already been assigned and no additional mail owners
were assigned as a result of the request, the following Information dialog will display.

Information

Q All Mail Owners have already been
assigned to CSR

o The ‘Information’ dialog is not an error, but is simply a notification that no additional mail
owners are available to be assigned.
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Un-assigning Mail Owners One At A Time

To un-assign mail owners from a CSR one at a time, perform the following:

=

e C(Click the corresponding trash can icon [ |ocated to the left of the mail owner’s name;

= MSF @

—

Mail Owners assigned to CSR - Tony Doe

+ Add mail owners <+ Add all mail owners X Remaove all mail owners

T | Mail owner
BEST MAILERS CORP

Mail Owner

FANTASTIC MAILERS CORP

Bk

e Theicon is immediately replaced with an undo icon G , the mail owner’s name is crossed out,
and a 3 second countdown timer starts (the timer is displayed in the mail owner line-item);

= MSF @

Mail Owners assigned to CSR - Tony Doe

+ Add mail owners =+ Add all mail owners X Remaove all mail owners
Mail Owner
BESHAAMLERS-EORP

Mail OQwner

FANTASTIC MALERS CORP

Bk

While the countdown timer is in progress, the undo icon may be clicked at any time to stop the
process from completing. After the timer reaches zero, the mail owner’s name is removed from
the list of mail owners associated with the CSR (i.e. the mail owner is un-assigned).

o The mail owner is only un-assigned from the selected CSR. Un-assigning a mail owner here will
not delete it from the MSP’s list of mail owners in PostalWeb. The mail owner can be added
(assigned) again to the CSR at any time dfter being removed.

L4 Clicking the cancel icon X while the timer is counting down will not stop the process of un-

assigning the mail owner. The undo icon G must be clicked to stop the process of un-assigning
the mail owner.
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Un-assigning All Mail Owners

To un-assign all of the mail owners assigned to a CSR collectively, perform the following:

e C(Click the Remove all mail owners button:

MSP @

Mail Owners assigned to CSR - Tony Doe

=+ Add mail owners <+ Add all mail owners ® Remove all mail owners

M  Mail owner
BEST MAILERS CORP

M  Mail Owner
FANTASTIC MAILERS CORP

e A Confirm dialog box will display. Click the Yes button to close the dialog and continue with un-
assigning all of the mail owners (clicking the No button will close the dialog and abort the
process).

Confirm *

Are you sure you want to unassign all mail owners?

Yes No

After the Yes button is clicked, a Success dialog will display.

Success

& Al Mail Owners have been
unassigned from CSR successfully
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Select the ‘Manage Locations’ option from the MSP side menu to display the Manage Locations screen.
The Manage Locations screen displays the list of available MSP locations. The management of these
locations and the addition of new locations is performed from this screen by a Company Admin. Users
with access to these locations (refer to MANAGE USERS OPTION) will have access to the job and

statement information that pertains to each.

o Each location must have a USPS-assigned CRID (Customer Registration Identification) number.

MSP @

MSP Info
Invite Users
Invitations
Manage Users

Manage CSRs

Manage Locations

Mail Owners

Postage Statements

3rd Party Integration

API Credentials

Each location’s line item contains the following information:

MSP @

Manage Locations @

New Location

Name
Eastem Division

Name
Northern Division

Name
Southern Division

Name
Western Division

CRID
143684938

CRID
125376453

CRID
12345678

CRID
121212184

Active

@

Active

@

Active

@

Active

@

Provisioned

Provisioned

@

Provisioned

Provisioned

Location
MA 02139 -3781

Location
Wl 53027 -1010

Location
FL 32113 7491

Location
CA 90091 -3944

Delete

Delete

Name
Eastern Division

CRID
143684938

Active

Provisioned

Location

MA 02139 -3781

Delete

e Name: The name of the MSP location;

e CRID: The USPS-assigned CRID number for this MSP location;

e Active: Whether this location is active ( ®) or inactive ( ® );

e Provisioned: Whether this location has been provisioned ( ®) or not provisioned ( ®) within

Window Book’s MailDrop Engine software; and

e Location: The state and ZIP Code this MSP location.
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In addition, the line item for any additional locations added after the initial registration/creation of the
MSP’s PostalWeb site will contain a Delete button for removing or deleting the location in its entirety.
The location created during the initial registration/creation of the MSP’s PostalWeb site will not contain
a Delete button.

=" Once a location is deleted, no information for that location will be displayed. An alternative is to
‘de-activate’ the location via the location editing screen (refer to Editing a Location below).

When the Delete button is clicked, a Confirm dialog displays.

Confim b

Are you sure you want to delete this Location?

Yes No

Click the Yes button to continue with the deletion process. When the deletion is complete, a
confirmation message will display (clicking the No button will abort the deletion process and leave the
location unchanged), and the Manage Locations screen will update accordingly.

J Success
Location Deleted

Adding a New Location

To add a new location from the Manage Locations screen, click the New Location button.

MSPF @

Manage Locations @

New Location
Name CRID Active Provisioned Location Delete
Eastern Division 143684938 = (®) A 02139 -3781
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A New Location screen will display. At a minimum, complete the required fields (required fields are
denoted with an asterisk ‘*’).

New Location

Location Name® o CRID* Country

| ; United States v
State* Zip Code* Zip+4
c i ® Provisioned ©

New Location

@ Please Provide Your PostalOne! ® USPS® Business Customer Gateway credentials to enable statement retrieval

(4]

OFF Active

User ID Password Confirm Password

New Location

Auto Download Interval (hours) e

4

Done

The top half of the screen 0 deals with the name, CRID, and address information of the selected
location.

The newly added location automatically defaults to a status of ‘Active’ (i.e. ON) and should remain so if
the MSP wishes to view submissions and statement information for the location. Click the ON (Active) /

OFF (Deactive) toggle button 2 I change the location’s status, if necessary.

Whether or not a location has been provisioned with Window Book’s MailDrop Engine software is

shown €& (i.e. provisioned ®; not provisioned ® ). This field is not changeable; it is only a status
indicator. When adding a new location, the status of this field will be ‘not provisioned’ until which time
the user provisions the location in their MailDrop Engine software.
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o Location provisioning is required for retrieving PostalOne!-generated documents other than
finalized postage statements, along with the ability to use PostalWeb’s File Transfer service.
Without provisioning, only finalized postage statements will be retrieved and only in four hour
increments. Those finalized postage statements can only be emailed to specific users and not
transferred to a computer or server automatically. Location provisioning allows for the almost
immediately download of all PostalOne!-generated document information (not just finalized
postage statements), which can be emailed to users and/or transferred to a computer or file on
the MSP’s network in both PDF and XML file formats.

o For instructions on how to provision a location in MailDrop Engine, refer to the “PostalWeb for
Mail Service Providers - Setup Guide”. The Guide is available on Window Book’s web site at:
https://www.windowbook.com/Support/UserGuides. Registration and/or login is required.

o For those MSP utilizing MailDrop Engine: Multiple Locations can be added to a mailer’s
PostalWeb site at any time; however, only one location may be provisioned in each instance of
MailDrop Engine. This means that communication between PostalOne! and the MSP’s PostalWeb
site will only occur for that location, and data pertaining to that location only will be available on
PostalWeb. Therefore, each location must be provisioned in its own unique installation of
MailDrop Engine to have data pertaining to that location available on the mailer’s PostalWeb
site.

The PostalOne! credentials’ section of the screen & is used to enable and facilitate the Auto Statement
Download feature of PostalWeb. This feature collects statements and other MSP-specific documents
generated by PostalOne! pertaining to that specific location. This includes activity from the past 88
days; as well as, future statements/documents. This statement information is then posted on the MSP’s
PostalWeb site for users to view, and e-mails containing the attached documents are generated and
sent to subscribed users.

Click the ON (Active) / OFF (Deactive) toggle button to activate or deactivate the feature. The default
value of this feature when adding a new location is OFF (Deactive). When the feature is active, a set of
valid PostalOne! credentials must be entered to allow the collection of statement information.

% It is important that a set of PostalOne! (i.e. BCG) login credentials specific for use with Window
Book software are entered. Using credentials that are also used interactively by a user can cause
problems for lights out automation features, and may prevent interactive BCG login while that
login is actively being used by any Window Book automation.

The ‘Auto Download Interval (hours)’ setting S controls the time interval between automatic
downloads of the statement or document information from PostalOne!. The time interval can be set to
a value between 4 and 24 hours.

o The ‘Auto Download Interval (hours)’ setting may affect the amount of emails generated per
interval, depending on the type(s) of Services subscribed to (refer to SERVICES OPTION for more
information).
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When satisfied with the information displayed, click the Done button on the screen to save the
information and create the location. The screen will update and display the Manage Locations screen
with the newly added location listed.

@ Clicking the cancel icon x at any time will exit the New Location screen without saving any of
the entered information, and the new location will not be created/added.

In addition, a confirmation message will display.

J Success
Location Updated

Editing A Location

To edit the properties of an existing location, click anywhere on the location’s colored tile.

MName CRID Active Frovisiened Location
Southerm Division 12345678 = (3] FL 32113 -7491

The location’s details screen will display, from which, the properties that make up or identify the
location in PostalWeb can be edited. The required fields are denoted with an asterisk *.

Make any necessary updates/changes (refer to the Adding a New Location section for information about
each field found in the details screen). When satisfied with the information displayed, click the Done
button on the screen to save the updated location information.

o Clicking the cancel icon x at any time will exit the editing screen without saving any changes
that were made.

The screen will update and display the Manage Locations screen, and a confirmation dialog will display.

“ Success
Location Updated
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MAIL OWNERS OPTION

Role Access: Company Admin

The Mail Owners screen displays a list of the MSP’s clients. It is displayed by selecting the ‘Mail Owners’
menu option from the MSP’s side menu. This list of the MSP’s clients (i.e. mail owners) auto-populates
based on activity from PostalOne!.

MSP @
MSP @
MSP Info
Invite Users Mail Owners
Invitations QShow H
Manage Users
Manage CSRs
Mail Owner CRIDs/Locations Exempt From CSR ~
Manage Locations Best Mailers Corp 158367489 / CAMBRIDGE, MA 02133-3781 Release
OFF
Mail Owners
Postage Statements
Mail Owner CRIDs/Locations Exempt From CSR
ord Party Integration Fantastic Mailers Com. 183485706 / MIAMI, FL 33145-2003 Release
OFF
API Credentials

The line item for each mail owner contains the following information:

Mail Owner CRIDs/Locations Exempt From CSR
Fantastic Mailers Carp. 183485706 / MIAMI, FL 33145-2003 Release

OFF

e Mail Owner: The name of the mail owner as it appears on postage statements; and

e CRIDs/Locations: The CRIDs and locations associated with the mail owner from past postage
statements.

In addition, the line item for each mail owner contains an ‘Exempt From CSR Release’ function,
controlled by an ON/OFF toggle button. The MSP can exempt a mail owner from the default CSR
postage statement release process, so that the mail owner may receive postage statements directly
from PostalWeb without the MSP’s intervention.

If set to ‘OFF’, the mail owner is not exempt from the CSR process. In this case, the only method by
which the mail owner is able to receive postage statements via PostalWeb is through the MSP’s CSR
release process. ‘OFF’ (i.e. not exempt) is the default setting.

If set to ‘ON’, the mail owner is exempt from the MSP’s CSR release process. In this case the mail owner

is able to receive postage statements via PostalWeb without any intervention by the MSP, bypassing the
MSP’s CSR release process.
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A Company Admin can also perform a search for a specific mail owner by doing the following:

1. Click the Show button to display the search fields;

MSP @

Mail Owners

Q show

Mail Owner CRIDs/Locations Exempt From CSR
Best Mailers Comp. 158367489 / CAMBRIDGE, MA 02132-3781 Release
OFF

1,

2. The screen will update to display two search fields:

e Mail Owner Name: The name of the mail owner. This entry does not have to be the
complete name; only the first letter or letters need be entered;

e CRID: The CRID of the mail owner. This entry does not have to be the complete CRID
number; only the first digits need be entered.

o Only one field may be used at a time to search for a mail owner.

MSP @

Mail Owners

Mail Owner Name CRID
Q Reset Refresh
Mail Owner CRIDs/Locations Exempt From CSR
Best Mailers Corp. 158367483 / CAMBRIDGE, MA 02138-3781 Release

m

OFF

3. After the search criteria is entered for either field, click the Refresh button. The matching mail
owners, if any, are displayed as a result. If there are no matches, the screen will be blank (i.e.

there will not be any line items displayed).

o The REFRESH button will turn blue in color when the displayed data is stale and needs to be
refreshed to show any updates.

4. Click the Reset button to clear the search fields.
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POSTAGE STATEMENTS OPTION

Role Access: Company Admin

The functionality that this Postage Statements option provides is also accessible from the EDocs Menu;
however, the Postage Statements option located from within the MSP side menu is only accessible to
Company Admins. All roles have access to the Postage Statements option from the EDocs side menu as
long as the ‘eDocs Application’ is enabled or turned ON in their user profile (refer to MANAGE USERS
OPTION for more information).

A full explanation of the Postage Statements option is provided under EDocs Menu; specifically, the
POSTAGE STATEMENTS OPTION section.

3RD PARTY INTEGRATION OPTION

Role Access: Company Admin

MSP @
MSP Info
Invite Users
MSP @
Invitations
Manage Users Manage API Partner Methods
Manage CSRs
Manage Locations Partner Name Method Name API End Point Override
Bell & Howell Forensic Server  BandHForensicServer http://123.456.789. 123/sample/
Mail Owners
API
Postage Statements
3rd Party Integration
Jm
AP Credentials

Clicking the ‘3 Party Integration’ option displays the Manage API Partner Methods screen. If a third
party or partner application has been integrated with an MSP’s PostalWeb site, the Partner Name and
Method Name will be displayed in its’ own line item on the screen. The details/settings for each partner
application can be displayed by clicking its’ corresponding line item.

3" Party Integrations must be activated and setup by a Window Book Professional Services

representative. For information about the available 3™ Party Integration options refer to the SERVICES
OPTION section in this Guide; specifically, the bullet item titled “3 Party Category”.
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3RD PARTY STATS OPTION

Role Access: Company Admin

Clicking the 3™ Party Stats’ option from the MSP side menu displays the 3 party stats screen.

= MSPl@
MSP Info Jrd party stats
Invite Users
Q, Hide

Invitations

Start Date End Date Job ID PSID
e 0207 B 04172017 B @ ) )
Manage CSRs

drd party service
Manage Locations Bell & Howell Fore L Reset Run Report

Mail Owners

Fostage Statements

3rd Party Integration

Jrd Party Stats

AP| Credentials

If a 3" Party Service or Integration has been activated and set up for use in an MSP’s PostalWeb site, the
MSP can run a performance report for the service/integration by selecting it from the list provided (i.e.
‘3" party service’ field), entering further search criteria (if necessary), and clicking the Run Report
button.

The default time parameter (i.e. Start Date and End Date) is the prior two weeks from the current date;
however, this can be changed if preferred. In addition, a specific job ID and/or PS ID (postage statement
ID) can also be entered to further narrow the report results.

All search criteria fields can be cleared or set back to their default values by clicking the Reset button.

Once the Run Report button is clicked, the results (if any), will display below the search criteria fields.
The search criteria fields can be hidden (not displayed) by clicking the Hide button.

API CREDENTIALS OPTION

Role Access: Company Admin

Clicking the ‘API Credentials’ option from within the MSP side menu displays the Manage API Credentials
screen (Company Admins only). The Manage API Credentials screen allows the user to view their
assigned API Credentials. API credentials are used for provisioning an MSP's PostalWeb site with other
Window Book applications, such as MailDrop™ Engine and By/For Validate™. Provisioning allows for
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communication to occur between PostalWeb, the other Window Book software application(s), and
PostalOne!.

o The ‘API credentials’ menu option is also available from within the My Dashboard Menu > MY
PROFILE / MEMBER PROFILE OPTION > API Credentials Option for users assigned a role other than
Company Admin

MSP

MSP Info Manage API Credentials @
Invite Users APl Access ID @
L 958599999939958959995995503
Invitations
APl He

Manage Users y ©

Show APl Key
Manage CSRs

Generate New APl Credentlals Q

Manage Locations
Mail Owners
Postage Statements
3rd Party Integration

3rd Party Stats

I AF| Credentials

Display the API Key by clicking the Show API Key button.

"= postalWeb’s API credential information is highly sensitive. Care should be taken when copying
and pasting the API credentials from PostalWeb to other Window Book software applications.

:/' i =
S

! Never click the GENERATE NEW API CREDENTIALS button unless requested to do so by Window
Book’s Professional Services!
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Reporting Menu

Role Access: All

o The ‘EDocs Reporting’ feature must be turned ON in a user’s profile in order for the ‘Reporting’
top menu to display. Turning this feature ON or OFF is controlled by a Company Admin (refer to
MSP Menu > MANAGE USERS OPTION for more information).

The Reporting module in PostalWeb 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!.

Click the Reporting menu item. The Reporting / Management Reports screen will display.

My Dashboard EDocs MSP
& Postalweb’ b

Click the Reporting side menu to expand it and view the available menu option (i.e. ‘EDocs Reports’'.

= |Reporting @
EDocs Reports Management Reports
Postage Repor Repart Definitions User-Defined Reporls
MSP Postage Report Manage and Save Report RFun optional user-defined
Definitions for User defined reports
repans
EDOCS REPORTS OPTION

Role Access: All

Selecting the ‘EDocs Reports’ option displays the corresponding Management Reports screen. This
screen is also the default screen that displays when the ‘Reporting’ top menu is selected (clicked) (see

above).
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The following items are available for selection from within the EDocs Reports, Management Reports
screen:

Reporting @

Management Reports

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

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 predefined with a fixed layout;

e Report Definitions (requires ‘EDOCS Reporting’ service be turned ON in user’s profile): A utility
for configuring a report definition or template to be used by the ‘User-Defined Reports’ report
generator (see next bullet item below). 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; and

o User-Defined Reports (requires ‘EDOCS Reporting’ service be turned ON in user’s profile): A
report generator that uses the report definitions or templates previously defined in the ‘Report
Definitions’ utility in combination with basic filtering. The user-defined report may be displayed
and then saved as a PDF or Excel format file.

o For more detailed information about the three EDocs Reports options, refer to POSTALWEB
REPORTING in this Guide.

Location Menu

Role Access: Company Location Manager

o The ‘Location’ top menu item will only appear if the user has been assigned a role of Company
Location Manager. For a Company Admin, the same functions provided in the Location menu and
its” corresponding options are accessible from within the MISP menu.

This category is intended for the maintenance and management of Locations assigned to a Company
Location Manager; as well as, the management of users assigned the role of ‘Company Location User’. A
Company Location Manager only has access to the locations assigned by a Company Admin. And while a
Company Location Manager can invite new users, a Company Location Manager can only assign the role
of Company Location Manager or Company Location User to new users.
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Click the ‘Location’ top menu to display the Location Menu / Location Info screen. Click the ‘Location’
menu icon to expand the Location side menu.

My Dashboard EDocs Location Reporting

& Postalweb’

Location Menu @

Locatien Infe Location Info @

Invite Users

Name CRID Active Provisiened
Invitations Window Book Test Company 2442173 = )
Manage Users

Location
AP| Credentials MA 0:2139-0000

The ‘Location” menu contains the following options:
e Location Info;
e |nvite Users;
e Invitations;

e Manage Users; and
e APl Credentials.

LOCATION INFO OPTION

Role Access: Company Location Manager

Clicking on either the ‘Location’ top menu item or selecting the ‘Location Info’ side menu option will
display the Location Info screen.

Location Menu @

= Location Menu @

Location Info

Location Info @
Invite Users

Invitations Name CRID Active Provisioned Location

Northern Division 125376453 @ ) WI 53027-1010
Manage Users

API Credentials
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The Location Info screen displays the MSP’s company location(s) in list format, along with the following
information:

Name CRID Active Provisioned Location
Naorthern Division 125376493 ® ® Wi 53027-1010

Each line item shows:
e Name: The name of the location;

e CRID: The USPS-assigned Customer Registration Identification number for this location;
o Active: Whether this location is active ( ® ) or inactive ( ®);

e Provisioned: Whether this location has been provisioned ( ® ) or not provisioned ( ®) within
Window Book’s MailDrop Engine software; and

e Location: The state and ZIP Code of the location.

o A Location Manager does not have permission to create or delete a location. Creating or deleting
locations is available to the site’s Company Admin(s) only.

Clicking anywhere on a location’s colored tile to display the details of that location in an editable format.

Name CRID Active Provisioned Location
Morthemn Division 125376453 = ) Wil 53027-1010

A location’s details screen contains the following information:

Location Menu @

Manage Location - Northern Division

Location Name* CRID* Country
Northern Division x 125376453 United States j
State* Zip Code™ Zipt+a

Wi j 53027 1010

m Active (® Provisioned

Done
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Location Name*: The name of the location (choose a name for a location that easily identifies it
to all users). Length must be between 3-64 characters;

CRID*: The USPS-assigned Customer Registration Identification number for this location;
Country: Specifies the country where the location exists (i.e. ‘United States’ or ‘Canada’):
o United States*: Required fields will include:
= State*: Select the appropriate state from the pull-down menu; and
= Zip Code*: Enter the 5-digit ZIP Code assigned to the MSP's location.
o Canada*: Required fields will include:

= Province*: Select the Canadian province the MSP is located in from the pull-down
menu; and

= Postal Code*: Enter the Canadian postal code assigned to the MSP's location.
Active: This can be set to be either active (‘ON’) or inactive (‘OFF’) by clicking the button; and

Provisioned: This is not changeable; it is only a status indication of whether this location has

been provisioned ( ® ) or not provisioned ( ® ) within Window Book’s MailDrop Engine
software.

When satisfied with the information displayed, click the Done button to save the location information.

The user will be returned to the Location Info screen and a confirmation message will display.

v

Success
Location Updated

Clicking the cancel icon (x ) at any time will exit the editing screen and display the Location Info screen
and any changes made to the existing settings will be lost.

Manage Location - Northern Division

Location Name* CRID* Country
Northern Division 125376453, Canada
Province* Postal Code*

Done

Location Menu @

Postal Code

Active (®) Provisioned
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INVITE USERS OPTION

Role Access: Company Location Manager

o This ‘Invite Users’ option is only accessible to users assigned a role of Company Location
Manager. The same functionality is also available to the site’s Company Admin(s); however, from
within the MISP menu.

Inviting users is the first step in bringing new users on-board to use PostalWeb. The invitation is sent
from PostalWeb via e-mail to the invitee. The email contains a link which the invited individual must
click on. Doing so will open a new web page that includes an application the invitee must complete
before being allowed to log into the MSP’s PostalWeb site. At the same time a second email will be sent
to the person sending the invitation to advise him or her that the invitation has been accepted by the
invitee.

To display the Invite Users screen select the ‘Invite Users’ option in the Location side menu.

Location Menu @
............................................... Invite Users @
= Location Menu @ Eirst Mama®

Location Info

Emall*
Invite Usars

5

Invitations

Role*
Manage Users RPN
APl Cradentials

Done

To invite a new user, enter the following:
o 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;
and

e Role*: Combination of function and permissions level. Select the desired role from the pull
down list. The only roles available for selection are ‘Location Manager’ and ‘Location User’
(refer to the ROLES section in this Guide for a description of each).
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After the role is selected, the location(s) the Company Location Manager has access to will display. The
Company Location Manager can assign only those same locations to the invitee.

Activate (i.e. turn ON) the location(s) the invitee is to have access to. Inthe example being used here,
the Company Location Manager who is creating/sending the invitation has access to only one location
(see image below).

When the invitation is complete, click the Done button.

— Location Menu @

Invite Users @

First Name"®

Jane

Email”

janedos@pwexample.com

Rale”

Location User r 9

Authorize for the following active location(s)

Morhern Division

Done

A confirmation message will display.

Success
V4

Invitation has been sent.

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

@ Navigating away from the ‘Invite Users’ screen before clicking the DONE’ button will result in the
invitation not being created and/or sent.
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INVITATIONS OPTION

Role Access: Company Location Manager

o This ‘Invitations’ option is only accessible to users assigned a role of Company Location Manager.
The same functionality is also available to the site’s Company Admin(s); however, from within the
MSP menu.

An invitation initiated by a Company Location Manager generates an email to the invited individual.
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. To see the list of pending invitations (i.e. invitations that have not been
replied to), select the ‘Invitations’ menu option from the Location side menu.

= Location Menu @
Location Menu @

Location Info

Invitations @

Invite Users

Invitations i
Invitee Role Email Added Resend Delete
Jane CompanyLocationUser, AppEDo  janedoe@pwexample.com 03/04116

Manage Users

AP| Credentials

o The Location Menu > Invitations Option functions the same as the MSP Menu > Invitations
Option. For a full description of how it works, refer to INVITATIONS OPTION documented in the
MSP Menu section of this Guide.

MANAGE USERS OPTION

Role Access: Company Location Manager

o This ‘Manage Users’ option is only accessible to users assigned a role of Company Location
Manager. The menu option is also available to the site’s Company Admin(s); however, from
within the MISP menu.

The Manage Users screen for Company Locations Managers allows the assignment or re-assignment of
roles and locations for all users other than a Company Admin, but their control is limited. To see a list of
the available Users select the ‘Manage Users’ option from the Location side menu.

Location Menu @

...................................... Manage Users @

Location Info

. Name/Email Reles Locations Active

Invite Users _
Kathy Doe AppEDocs, CompanyLocationiMgr, Requestor Northern Division @

Invitations kathydoe@pwexample.com

Manage Users

(e

Name/Email Reles Locations Active

API Credentials _
Jane Doe AppEDocs, CompanylLocationUser, Requestor Northern Division @

janedoe@pwexample.com
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o All users other than those assigned a role of Company Amin will be displayed in the Location
Menu > Manage Users screen.

The line item for each user contains the following information (see image below):
¢ 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, active location(s) assigned;

e Active: Whether the user is currently active ( ® ) or inactive ( ® ).
To view a user’s details, single-click anywhere on the colored tile of that user’s line item.

Location Menu @

Manage Users @

Name/Email Roles Locations Active

Kathy Doe AppEDocs, CompanyLocationhgr, Requestor Morthern Division )
kathydoe@pwexample.com

The Manage User details screen will display. Whether or not the PostalWeb user is active or inactive can
be controlled by the Company Location Manager in this screen. In addition, both Roles and Locations
can also be assigned or made inactive, but this control is limited.

The Company Location Manager only has rights to turn ON or OFF the role of Company Location
Manager and Company Location User, so those are the only two roles that will display on the screen.

In addition, the Company Location Manager can only turn ON or OFF the locations for that user that he
or she has access to; therefore, only those locations will display on the screen.

In other words, depending on the role the user is assigned, what displays in the Manage User list screen
for that user can differ from what is displayed in their details screen.

Example:
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Manage Users Screen: Roles = ‘Company User’; Locations = ‘All’ (there are 2 active locations present for
this PostalWeb site).
=— Location Menu @

Manage Users o

Name/Email Roles Locations Active
Jane Doe AppEDocs, CompanyLocationMgr, Requestor Window Book Test Company @
dichss66@yanoo_com

Name/Email Roles Locations Active
Laura Burish AppEDocs] CompanyUser, [Requestor All ]
burish@hotmail.com

Here is the same user’s details screen as accessed by a Company Location Manager. The user’s assigned
role of Company User is not displayed, as the Company Location Manager only has rights to assign
Company Location Manager and Company Location User roles (note in the image below, both of these
roles are turned OFF). In addition, according to the Manage Users screen, this user has access to all of
the active locations (i.e. Locations = “All”); however, because the Company Location Manager that
accessed this user’s details screen only has access to one of the active locations, only that particular
location is displayed and can be turned ON or OFF.

= Location Menu @

Manage User - Laura Burish - |burish@hotmail.com

o [
Roles @ Locations
Authorize the user for the following roles Authorize the user for the following locations
Company Location Manager OFF winoow Book Test Company m
Company Location User OFF
Done
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Below is a description of what is contained in a user’s details screen:

Location Menu @

Manage User - Kathy Doe - kathydoe@pwexample.com

Active™ IS
Roles @ Locations
Authorize the user for the following roles Authorize the user for the following locations
Company Location Manager m Morhern Division m
Company Location User OFF
Dione

e Active*: This can be set to be either ON (active) or OFF (inactive) by clicking the toggle button.
If a user’s profile is set to OFF, the user will not be able to log in to the PostalWeb site;

e Roles: The roles available to Company Location Managers are listed in this section (i.e.
Company Location Manager and Company Location User). Company Location Managers can
activate or deactivate all users (other than Company Admins). They can also turn locations ON
and OFF for all users (other than Company Admins). Only the roles of Company Location
Manager and Company Location User will be displayed. Turning a role OFF will still allow the
user to log in to the PostalWeb site, but their accessibility will be limited; and

e Locations: The locations displayed are those pre-defined locations that were set up in the MSP
Menu > MANAGE LOCATIONS OPTION by a Company Admin. Locations must be active to display
in this screen. In addition, only the location(s) that the Company Location Manager who is
currently logged into the PostalWeb site and the user has in common will display. Multiple
locations can be displayed and selected.

o A user must have at least one location set to ON.

If updates are made to a user’s details, it is important to click the Done button in the bottom left corner
of the screen.

% Navigating away from the Manage Users details screen or clicking the cancel icon x at any time
will exit the editing screen and any changes made to the existing settings will be lost.

A confirmation message will display.

Success

v User Updated
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API Credentials

Role Access: Company Location Manager

Clicking the ‘APl Credentials’ option from within the Location side menu displays the Manage API
Credentials screen (Company Location Managers only). The Manage API Credentials screen allows the
user to view their assigned API Credentials. API credentials are used for provisioning an MSP's
PostalWeb site location with other Window Book applications, such as MailDrop™ Engine and By/For
Validate™. Provisioning allows for communication to occur between PostalWeb, the other Window
Book software application(s), and PostalOne!.

o The ‘API credentials’ menu option is also available from within the My Dashboard Menu > MY
PROFILE / MEMBER PROFILE OPTION > API Credentials Option for users assigned a role other than
Company Location Manager or Company Admin (Company Admins can access this same
information from the MSP Menu > APl CREDENTIALS OPTION).

= Location Menu 9 Location Menu @

Manage API Credentials @

Location Info

APl AccessID @

Invite Users
123456789ABCDEF 12345
Invitations
APIKey @
Manage Users
Show API Key
API Credentials
JF, Generate New API Credentials =

o=

Display the API Key by clicking the Show API Key button.

[ i ]
= PostalWeb’s API credential information is highly sensitive. Care should be taken when copying

and pasting the API credentials from PostalWeb to other Window Book software applications.

" 1 ' Never click the GENERATE NEW API CREDENTIALS button unless requested to do so by Window

Book’s Professional Services!
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POSTALWEB REPORTING

Role Access: All

The Reporting module in PostalWeb 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!.

With the exception of those users assigned a role of ‘Company User’, the 'Reporting' top menu always
displays when a user logs in to their PostalWeb site whether or not the 'EDOCS Reporting' service was
enabled for them by their site's Company Admin (refer to Manage Users Option under MSP Menu in this
Guide for more information).

When the 'EDOCS Reporting' service is NOT enabled, all roles (other than the Company User) will have
access to the ‘Postage Report’ option.

When the 'EDOCS Reporting' service IS enabled, all roles (including the Company User) will have access
to all three of the available options in PostalWeb’s Reporting function.

An introduction to PostalWeb's Reporting menu is documented under Reporting Menu in this Guide.

This section of the Guide is intended to provide full user instructions for PostalWeb's Reporting service;
specifically, the three options that exist from within the Reporting menu for MSPs: Postage Report;
Report Definitions; and User-Defined Reports Option.

Reporting @

Management Reports

Postage Report Report Definitions User-Defined Reporns
MSP Postage Report Manage and Save Report Run optional user-defined
Drefinitions for User defined reponts
reparis
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POSTAGE REPORT

Role Access: All

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 in Excel or PDF file formats.

== Reporting @

Management Reports

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

reports

The MSP Postage Report screen will display. Filters used for streamlining the report results are shown.

MSP Postage Report

Q, Hide
Start Date End Date Job 1D
10/01/2016 E @ 10/31/2018 2] o
Job Number Permit Number Mail Owner
o Q r 9
Reset Run Report

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.

The ‘Job ID’, ‘Job Number’, ‘Permit Number’ and ‘Mail Owner’ filters are mutually exclusive, i.e. only a
single filter may be used at one time.

The Reset button can be used to clear any previously set filters.

After the desired filters are set, click the Run Report button. The resulting report will display on the
screen below the report filters (i.e. “MSP Postage Report Result”).

o Once the “MSP Postage Report Result” displays, the HIDE button can be used to hide the filter
fields so that they no longer display on the screen (see image above for the HIDE button).
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The ‘MSP Postage Report Result’ table is comprised of the following data elements:

5| Expor s Exoel 4 Expon 1o PDF

MSP Postage Report Result

Fommfdail Clarss Calegony Rale Descriphion Eniry FEes Poslage
« First Class o

LS (may mci 152 STE.48

Lefers (may inchu 3-Digit 65 245 18.1M0.58

Lefers (may inch S-Digit 114,473 28618 35

Lemers (nay inch AADC 13,50 421103

Liefers (may inclu Mg AADT 13,528 A 16T 22
W

HONESCNB I Singhe-
|| B fmmane inaecin 134T RRIM 5
340,348 BE,TT4.37

LargesiJob  SmallesiJob  Total Jobs Average Job

33 2B 2 2 H1.1/0

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

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

e Rate Description: The rate level or type applied to the mail class and category;

e Entry: The entry point at which the mail entered the USPS delivery system, if available;

e Pieces: The total number of pieces for the combination of Form/Mail Class, Category and Rate
Level; and

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

Below the ‘MSP Postage Report Result’ table, a basic statistics chart is displayed that provides a
summary of the job data the report was derived from.

] 4"» L] 20 -

Largest Job  Smallest Job Total Jobs

Average Job
880 586 5 676

@) Export o Excel | g Expon to POF
To export the report results to an Excel or PDF file, click the

corresponding button located above the report.

MSP Postage Report Result

o The EXPORT TO EXCEL and EXPORT TO PDF buttons only display if a report containing data is
returned after the RUN REPORT button is clicked.
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REPORT DEFINITIONS

The ‘Report Definitions’ utility allows for the configuration of user-defined report definitions or
templates. These templates can then be used to generate a report in the User-Defined Reports
generator.

Report definition templates may be configured to generate several types of reports using virtually any
data field contained in a Mail.dat file (or postage statement), and be displayed 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 on the
Management Reports screen.

=— Reporting @

Management Reports

Postage Report Report Definitions User-Defined Reports
MSP Postage Report Manage and Save Repon Run aptional user-defined
Deefinitions for User defined reports

reparts

The Manage Report Definitions screen will display.

Manage Report Definitions
Run Lser-Defined Reports

Report Definition 9

All v

= Add Mew Report Definition
Report Definition Report Type Updated Report Fields Felete
Total Pieces & Weights Summary 020316 Total Pieces, Total Weight, Mailers Mailing Date

by Mailing Date

If any report definitions or templates already exist, they will be listed on the screen 0 . The following
information is provided in each definition’s line item:

e Report Definition: The name of the report definition or template. The name is provided by the
user when the definition or template is created;
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o Report Type: The report definition or template type (i.e. ‘Summary’, ‘Detail’, or ‘Detail Postage’
— refer to Report Definition Types for more information);

e Updated: The date the report definition or template was updated/modified; and

e Report Fields: The fields used (i.e. turned ‘ON’) in the report definition or template.

In addition, individual report definitions can be deleted entirely by clicking the definition’s
corresponding Delete button.

Existing report definitions can also be edited or modified. Refer to Editing A Report Definition for
instructions.

Manage Report Definitions
Run Lser-Defined Reports

Report Definition 9

All v

+ Add New Report Definition
Report Definition Report Type Updated Report Fields Relete
Total Pieces & Weights SUmmMary QaM3Me Total Pleces, Total Weight, Mailers Mailing Date

by Mailing Date

If report definitions or templates already exist, the definitions that display on the screen can be

controlled or limited by selecting a filter from the ‘Report Definition drop down list provided . The
available filter are:

e All (default): Displays any/all existing report definitions;

e My Reports: Displays only those reports created by the user currently logged in to the
PostalWeb site;

e Available Shared Reports: Displays only those definitions that have been ‘shared” among users
(refer to Create A Report Definition for more information); and

e Available System Reports: Displays only those report definitions that were created for the
Client by Window Book.

The process of creating a new report definition is begun by clicking the +Add New Report Definition
button € (refer to Create A Report Definition for instructions).

To create and run a user-defined report requires the use of an existing report definition. Users can
easily navigate to the User-Defined Reports generator by clicking the Run User-Defined Reports button
©. Once in the User-Defined Report generator, users can easily navigate back to the Manage Reports
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Definition screen by clicking the corresponding Manage Report Definitions button (refer to User-
Defined Reports for more information).

Report Definition Types

There are three different types of report definitions that can be created: Summary (default); Detail; and
Detail Postage.

= Reporling @

Manage Report Definition -

Report Definition Name™ Report Type

Summary v
Detail
Detail Postage

Shared

OFF

SUMMARY REPORT DEFINITION TYPE

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

When ‘Summary’ is selected as the report type, the displayed screen will consist of the following
sections: Fields; Summary By; and Report Sort Order. Clicking on a section’s title bar will expand it and
display its’ corresponding fields.

= Reporting @

Manage Report Definition - Test 1

Report Definition Name* Report Type

Example Report 01 Summary j

Shared

OFF

Fields
Summary By

Report Sort Order

Done
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e Fields:

Job

Mailing Attributes
Postage Pieces
USPS Transaction
Preparer
MailOwner

Permit Holders
Publications

PW Internal

Job Number
Job Description

Customer Ref ID

Fields

Job ID

OFF OFF

= Mail.Dat File Name e

OFF

Summary By

Report Sort Order

Using PostalWeb

The ‘Fields’ section contains virtually all fields that exist in a Mail.dat file, organized into various
categories, which are listed in a vertical menu on the left side of the screen. Clicking on any of
these categories will display the fields contained within that category.

Any field may be selected to be displayed in the report (as a column). To select a field, click on
the field name or its associated toggle button. When a field is selected to appear on the report,
its toggle button will display a value of ON.

o For a complete list of the available fields, refer to APPENDIX 4 in this Guide.

o If fields in the ‘Summary By’ section have already been selected, some fields in the ‘Fields’ section

may be disabled (ghosted).

e Summary By:

Job
Mailing Attributes

Postage Pieces

Preparer
MailOwner
Permit Holders
Publications

PW Internal

USPS Transaction

Job Number

Job Description

Customer Ref ID

Fields

Summary By

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

OFF Job ID OFF

OFF Mail. Dat File Name OFF

OFF

Report Sort Order
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The ‘Summary By’ section contains fields for which the returned data will be summarized or
grouped by on a report. The available fields are grouped into categories that are listed in a
vertical menu on the left side of the screen. When a category is selected (clicked), its
corresponding fields will display.

Click the corresponding toggle button to select or deselect a field. When a field is selected, its’
toggle button will display a value of ON.

o Selecting a field in the ‘Summary By’ section may disable selections previously made in the ‘Fields’
section.

e Report Sort Order:

Fields
Summary By

Report Sort Order

Available fields Order by fields

The ‘Report Sort Order’ section is used to define the display order of the selected fields within
the report.

As fields are selected in the ‘Fields’ and ‘Summary By’ sections, they are automatically added to
the ‘Available fields’ stack located in the Report Sort Order section. Users can then move any or
all of the available fields to the ‘Order by fields’ stack as desired.

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.

Any fields listed in the ‘Available fields’ stack will also 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.

For additional information on using the ‘Report Sort Order’ section, please refer to Using the
‘Report Sort Order’ Section.

DETAIL REPORT DEFINITION TYPE

A Detail report definition type will return each postage statement that meets the user’s filter criteria.
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When ‘Detail’ is selected as the report type, the displayed screen will consist of the following sections:
Fields; and Report Sort Order. Clicking on a section’s title bar will expand it and display its’
corresponding fields.

== Reporting @
Manage Report Definition - Test 1
Report Definition Name* Report Type
Example Report 01 Detail j
Shared
OFF
Fields
Report Sort Order
Done
o Fields:
Fields
Job
Job Numb: Job ID
Mailing Attributes 0D Humber OFF 0 OFF
Postage Pleces Job Description OFF Mail. Dat File Name OFF
USPS Transaction Customer Ref ID OFF
Preparer
MailOwner

Permit Holders
Publications

PW Internal

Report Sort Order

The ‘Fields’ section contains all available fields for use, organized into various categories, that
are listed in a vertical menu on the left side of the screen. Clicking on any of these categories
will display the fields contained within that category.

Any field may be selected to be displayed in the report (as a column). To select a field, click on
the field name or its associated toggle button. When a field is selected to appear on the report,
its toggle button will display a value of ON.

o For a complete list of the available fields, refer to APPENDIX 4 in this Guide.
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e Report Sort Order:

Fields
Report Sort Order
Available fields Order by fields
-
-

The ‘Report Sort Order’ section is used to define the display order of the selected fields within
the report.

As fields are selected in the ‘Fields’ section, they are automatically added to the ‘Available fields’
stack located in the Report Sort Order section. Users can then move any or all of the available
fields to the ‘Order by fields’ stack as desired.

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.

Any fields listed in the ‘Available fields’ stack will also 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.

For additional information on using the ‘Report Sort Order’ section, please refer to Using the
‘Report Sort Order’ Section.

DETAIL POSTAGE REPORT DEFINITION TYPE

A Detail Postage report definition type is similar to the Detail Report, except that it contains additional
detail fields that can be used.
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When ‘Detail Postage’ is selected as the report type, the displayed screen will consist of the following
sections: Fields; Summary By; Detail Fields; and Report Sort Order. Clicking on a section’s title bar will
expand it and display its’ corresponding fields.

= Reporting @

Manage Report Definition - Test 1

Report Definition Name* Report Type
Example Report 01 Detail Postage j
Shared
OFF
Fields
Summary By
Detail Fields
Report Sort Order
Done
o Fields:
Fields
Job
Job Number Job ID
Mailing Attributes OFF OFF
Postage Pieces Job Description OFF Mail. Dat File Name e
USPS Transaction | CustomerRefID OFF
Preparer
Mailowner
Permit Holders
Publications
PW Internal
Summary By
Detail Fields

Report Sort Order

The ‘Fields’ section contains virtually all fields that exist in a Mail.dat file, organized into various
categories, which are listed in a vertical menu on the left side of the screen. Clicking on any of
these categories will display the fields contained within that category.

©2017 Window Book, Inc. All Rights Reserved.

Page 129 of 174



PostalWeb® for Mail Service Providers
Using PostalWeb User Guide

Any field may be selected to be displayed in the report (as a column). To select a field, click on
the field name or its associated toggle button. When a field is selected to appear on the report,
its toggle button will display a value of ON.

o For a complete list of the available fields, refer to APPENDIX 4 in this Guide.

o If fields in the ‘Summary By’ section have already been selected, some fields in the ‘Fields’ section
may be disabled (ghosted).

e Summary By:

Fields

Summary By

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

Job
Job Number Job ID

Mailing Attributes OFF OFF
Postage Pieces Job Description OFF Mail Dat File Name oFF
USPS Transaction Customer Ref ID T
Preparer
MailOwner
Permit Holders
Publications
PV Internal
Detail Fields

Report Sort Order

The ‘Summary By’ section contains fields for which the returned data will be summarized or
grouped by on a report. The available fields are grouped into categories that are listed in a
vertical menu on the left side of the screen. When a category is selected (clicked), its
corresponding fields will display.

Click the corresponding toggle button to select or deselect a field. When a field is selected, its’
toggle button will display a value of ON.

o Selecting a field in the ‘Summary By’ section may disable selections previously made in the ‘Fields’
section.

Page 130 of 174 ©2017 Window Book, Inc. All Rights Reserved.



PostalWeb® for Mail Service Providers
User Guide

Detail Fields:
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Fields

Proc Category
Total Pieces

Line Price

Line Disc Total
Line Total Postage
Item Weight

Ad]. Amt

LBS

Container Count
Address Pieces
Entry Point
Surcharge Indicator
Subscriber Copies

NSBSCBRGT10

OFF

OFF

OFF

OFF

OFF

OFF

OFF

OFF

OFF

OFF

OFF

OFF

OFF

OFF

Fields

Summary By

Detail Fields

Line Type

Date Time Created
Line Subtotal Postage
Line Fee Total
Weight

Original Amt
Advertising Percent
Line Copy

Bundle Count

Sign

Category

Stmt. Line Number

NSBSCBR

Report Sort Order

OFF

OFF

OFF

OFF

OFF

OFF

OFF

OFF

OFF

OFF

OFF

OFF

OFF

The ‘Detail Fields’ section contains additional fields that are intended to provide further detail in
a report. Click the corresponding toggle button to select or deselect a field. When a field is

selected, its’ toggle button will display a value of ON; and

e Report Sort Order:

Available fields

Available detail fields

Fields
Summary By
Detail Fields

Report Sort Order

Order by fields

Order by detail fields
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The ‘Report Sort Order’ section is used to define the display order of the selected fields within
the report.

As fields are selected in the ‘Fields’ and ‘Summary By’ sections, they are automatically added to
the first ‘Available fields’ stack located in the Report Sort Order section. Users can then move
any or all of the available fields to the corresponding ‘Order by fields’ stack as desired.

As fields are selected in the ‘Detail Fields’ section, they are automatically added to the second
‘Available fields’ stack located in the Report Sort Order section. Users can then move any or all
of the available fields to the corresponding ‘Order by fields’ stack as desired.

The field tiles that appear in both the ‘Order by fields’ and the ‘Available fields’ stacks will be
included in the report. The fields shown in the ‘Order by fields’ stacks will appear first in the
report, in the order they appear in each stack.

Any fields listed in the ‘Available fields’ stacks will also 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’ stacks. For
this reason, it is recommended to move all the fields listed in each ‘Available fields’ stack to their
corresponding ‘Order by fields’ stack to ensure the correct order of appearance in the report.

For additional information on using the ‘Report Sort Order’ section, please refer to Using the
‘Report Sort Order’ Section.
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USING THE ‘REPORT SORT ORDER’ SECTION

As fields are selected during the creation of a report definition, they are added to the ‘Available fields’
stack in the ‘Report Order’ section of the definition in the order they are chosen.

The selected/accumulated fields (referred to here as ‘tiles’), can be placed in the ‘Order by fields’ stack
using either of the following methods:

e Select a field by clicking on the tile (turning the tile dark blue in color), then click the right arrow;
or
Report Sort Order
Available fields Order by fields

+b  Job Number

Job Description
Customer RefID
Job ID

Mail Dat File Name

Report Sort Order

Available fields Order by fields

Job Number

bl Ead

Job Description
Customer Ref ID
Job ID

Mail Dat File Name

N

Available fields Order by fields

Report Sort Order

Job Description -%j Job Number
Customer Ref ID «

Job ID

Mail Dat File Name
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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 then release the mouse
button.

Report Sort Order

Available fields Order by fields

Job Number  +}»

Job Description
Customer Ref ID
Job ID

Mail.Dat File Name

Report Sort Order
Drop Herel -+

Job Description
Customer Ref ID
Job ID

Mail.Dat File Name

Report Sort Order

Available fields Order by fields

Job Description 4

Customer Ref ID ! * !
Job ID

Mail. Dat File Name

-

Available fields Order by fields

Job Number

Report Sort Order

Job Description -

Customer Ref ID 1 « I

Job ID

Mail.Dat File Name
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@ To remove a field tile from either stack, the field must be turned ‘OFF’ in the whichever section
the field is located in the report definition (i.e. ‘Field’, ‘Summary By’ or the ‘Detail Fields’). The
associated field tile will automatically be removed from the stack.

The field tiles that appear in both the ‘Available fields’ and the ‘Order by fields’ stacks 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 in 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.

Tiles in either stack may be moved to a different position vertically within the same stack using the ‘drag
and drop’ method described earlier.

Using Report Sort Order for the Detail Postage Report Type

When the ‘Detail Postage’ report type is selected, additional sorting of the ‘Detail Fields’ is available.

Fields

Summary By

Detail Fields

Report Sort Order

Available fields Order by fields

Available detail fields Order by detail fields

The fields selected in the ‘Detail Fields’ section are added to the second ‘Available detail fields’ stack in
the same way other fields are added to the first ‘Available fields’ stack. Any fields (i.e. tiles) placed in
the ‘Available detail fields’ stack can be manipulated in the same way as previously discussed (refer to
Using the Report Order Section for more information).

o Field tiles cannot be moved between ‘Available detail fields’ stacks or available ‘Order by detail
fields’ stacks.
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Create A Report Definition
To create or add a new report definition, perform the following:

1. Inthe Manage Report Definitions screen, click the Add New Report Definition button;

= Reporting @

Manage Report Definitions

Report Definition

All v

=+ Add New Report Definition

No Report Definition(s) Found.

2. A blank Manage Report Definition screen will display;

= Reporiing @

Manage Report Definition -

Report Definition Name* Report Type
Summary j

Shared

OFF

Fields
Summary By

Report Sort Order

Done

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

4. Select a ‘Report Type’ from the pull down list provided;

5. If the report definition is to be shared with other PostalWeb users, turn the ‘Shared’ option ON
(i.e. click the corresponding toggle button);

6. Select the desired fields to be used in the report from each of the available sections. Which
sections are available (i.e. ‘Fields’, ‘Summary By’ and/or ‘Detail Fields’) is predicated on which
Report Type was selected (refer to step 4 above);
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7. Specify the order in which the fields are to appear on the report via the ‘Report Sort Order’
section (refer to USING THE ‘REPORT SORT ORDER’ SECTION for instructions);

8. Click the Done button to save the report definition.

p

Q Click the DONE button to save any updates made in the “Manage Report Definitions” screen!
Navigating away from the screen at any time without first clicking the DONE button will cancel
any work performed, whether creating a new definition or editing an existing report definition.

The screen will update and return to the Manage Report Definitions screen. The newly created
report definition will be included in the list and a confirmation dialog will display.

EXAMPLE — CREATING A REPORT DEFINITION

An MSP wants a report that lists the total mailing pieces and total weight summarized by the mailing
date.

To create this report, perform the following:

1. In PostalWeb, click the ‘Reporting’ top menu;

, MyDashboard  EDocs  MSP IRepar‘tlng
@PosfafWeb

2. The Management Reports screen will display. Click the ‘Report Definitions’ tile;

=— Reporting @

Management Reports

Poslage Report Report Definitions User-Defined Reporis
MSP Postage Report Manage and Save Report Run aptional user-definad
Definitions for User defined reports
repars
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3. The Manage Report Definitions screen will display. Click the Add New Report Definition button;
Manage Report Definitions
Bun User-Defined Reports

Report Definition

Al v
+ Add New Repart Definition
Report Definition Report Type Updated Report Fields velete
Summary Test 1 Summary 041917 Job Number, Job 1D, Job Description, Mail. Dat Flie
Mame, Customer Ref ID, Preparer Mame, Preparer
CRID, Mail Owner CRID, Mail Owner Name

4. A blank report definition screen will display. Name the report (e.g. “Example Summary 1”).

Determine what type of report definition is needed for this particular report (i.e. total mailing
pieces and total weight summarized by the mailing date). In this example, a Summary report
definition is needed. Select ‘Summary’ for the Report Type (if not already done so).

Also, decide whether or not this particular report should be shared/accessible by other users (in
this particular example the report definition is not being shared);

Manage Report Definition -

Report Definition Name* Report Type
Example Summary 1 Summary d
Shared

OFF
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5. Select (click) the ‘Fields’ section headero to expand it and display the available fields to add to
the report definition;

Report Definition Name™

Example Summary 1

Shared

OFF

Job

Mailing Attributes
Postage Pieces
USPS Transaction
Preparer
MailOwner

Permit Holders
Publications

PW Internal

Report Type
Summary
Fields @ o
Job Number OFF Job ID
Job Description OFF Mail Dat File Name
Customer Ref ID OFF
Summary By

Report Sort Order

OFF

OFF

6. Select (click) the ‘Postage Pieces’ category e to display the included fields. Select (i.e. turn

ON) the ‘Total Pieces’

Job

Mailing Atiributes
9 Postage Pieces
USPS Transaction
Preparer
MailOwner

Permit Holders
Publications

PW Internal

and the ‘Total Weight’ fields;
Fields
Net Postage Due OFF Total USPS Adj. Postage
Postage Affixed Total OFF Rate Postage Affixed
Discount Amount OFF Rate Postage Affixed Desc
Total Pieces 9 m Total Weight
Summary By
Report Sort Order

OFF
OFF

OFF

o
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7. With all of the desired fields selected, select (click) the ‘Summary By’ section header@ to
display the available field options;

Job

Mailing Attributes
Postage Pieces
USPS Transaction
Preparer
MailOwner

Permit Holders
Publications

PW Internal

Net Postage Due
Postage Affixed Total
Discount Amount

Total Pieces

Fields

OFF
OFF

OFF

Total USPS Adj Postage
Rate Postage Affixed
Rate Postage Affixed Desc

Total Weight

Summary By 6

Report Sort Order

OFF

OFF

OFF

8. Select (click) the ‘USPS Transaction’ category 6 to display the included fields

ON) the ‘Mailers Mailing Date’ field 6;

. Select (i.e. turn

Job

Mailing Attributes

Postage Pieces
6 USPS Transaction

Preparer

MailOwner

Permit Holders

Publications

PW Internal

CAPS Transaction Number
Transaction Number
CAPS Account

Mailers Mailing Date

Closing Date

Fields

Summary By

OFF

OFF

OFF
OFF

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

Clerk Initials

Mailing Group ID
Payment Date Time
Mail Arrival Date Time

PSID

Report Sort Order

OFF

OFF

OFF

OFF

OFF
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9. With all of the necessary data fields and summary by fields selected, select (click) the ‘Report

Sort Order’ section headere to determine the order of appearance for each field in the report
definition (and ultimately the resulting report);

Fields

Summary By

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

Job

CAPS Transaction Number Clerk Initials

Mailing Attributes OFF OFF
Postage Pieces Transaction Number OFF Mailing Group ID .
USPS Transaction ~ CAPS Account OFF Payment Date Time oFF
Preparer Malilers Mailing Dale m:‘ Mail Arrival Date Time e
Mallowner Closing Date I | PSID =

Permit Holders
Publications

PW Internal

Report Sort Drderm 9

10. Move the selected fields from the ‘Available fields’ stack to the ‘Order by fields’ stack in the
order they should display on the report;

Report Sort Order

Available fields Order by fields

-» Mailers Mailing Date

+ Total Pieces

Total Weight

11. When finished, click the Done button to save the report definition.
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Using the newly created report definition (i.e. “Example Summary 1”) within the User-Defined Reports
feature , the resulting report would display as follows:

== Reporting @

User-Defined Reports

Q, show

Export to Excel =) Export to PDF

Example Summary 1

Mailers Mailing Date = Total Pieces | Total Weight

05/01/20186 1,687 179
06/06/2016 1,696 180
06/29/2016 1,691 180

5,074 539

After a report definition has been created, if the user wishes to generate a user-defined report using the
newly created report definition (or any other report definition), they can access the User-Defined
Reports screen to do so by clicking the Run User-Defined Reports button. This button is located at the
top of the Manage Reports Definition screen.

Manage Report Definitions

Run User-Defined Reports

Report Definition

All v

&= Add Mew Report Definition
Report Definition Report Type Updated Report Fields Delete
Summary Test 1 Summary 0419017 Job Mumber, Job ID, Job Description, Mail,Dat Flie

Name, Customer Ref ID, Preparer Name, Preparer
CRID, Mail Owner CRID, Mail Owner Mame
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Edit A Report Definition

To edit an existing report definition, perform the following:

1. From the Management Reports screen, select (click) the ‘Report Definitions’ tile;

Reporting @

Management Reports

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

2. The Manage Report Definitions screen will display, with all of the existing report definitions
listed. Locate the name of the desired report definition and click on the associated colored tile;

== Reporting @
Manage Report Definitions
Run User-Defined Reports

Report Definition

Al v 4 Add Mew Report Definition
Report Definition Report Type Updated Report Fields Delete
Example Repor 01 Delail DE/2916 Mailers Mailing Date, Job Number, Job 1D, Job
@ Description
Report Definition Report Type Updated Report Fields. Delete
Example Report 03 Detail D6/29M16 Net Postage Due, Mailers Mailling Date
(Detaily

3. The Manage Report Definition screen for the selected report definition (e.g. “Example Report
01”) will display. Any component of the displayed report definition may be edited. After the
displayed report definition has been edited, click the Done button to save the changes.

L

=’ Navigating away from the screen at any time without first clicking the DONE button will result in
the loss of any changes made to the report definition.
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USER-DEFINED REPORTS

The User-Defined Reports option allows users to create reports using the previously created report
definitions. User-defined reports cannot be generated without a report definition selected.

With the report definition selected, the user-defined report can be generated using data from a
particular time frame (i.e. start and end dates). Other search criteria and/or filters may also be applied
to further narrow the report results.

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

== 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

.. Click the Run User-Defined Reports button located in the Manage Report Definitions screen.

Manage Report Definitions

Fun User-Defined Reports

Report Definition

All v

=+ A0d New Report Definition
Report Definition Report Type Updated Report Fields Delete
Sumrary Test 1 Summary 041817 Job Number, Job 1D, Job Description, Mail.Dat Flie

Name, Customer Ref ID, Preparer Mame, Preparer
CRID, Mail Owner CRID, Mail Owner Mame
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The User-Defined Reports screen will display. This screen contains a number of filters; as well as, a drop
down list of the existing report definitions to choose from.

. Reporting @

User-Defined Reports

Manage Report Definitions

Q Hige
Start Date End Date Customer Ref ID
11/02/2018 @ @ 1170202016 @ @
Job ID Job Number Permit Number
L @ Q@
Report Definition Mail Owner
w ' Reset Run Report

Start Date and End Date: Specifying one or both of these dates defines the period used to
identify the data to be used in the report;

Customer Ref ID: The CAPS Customer Reference ID (not to be confused with a ‘CRID’);

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

Report Definition (REQUIRED): A drop down list of previously created report definitions. Select
the report definition to be used with the user-defined report being created/generated.

o If at any time the user wishes to review or edit a particular report definition before selecting it for
a user-defined report, they can easily return to the “Manage Report Definitions” screen (where all
of the existing report definitions are listed), by clicking the MANAGE REORT DEFINTIONS button
located near the top of the “User-Defined Reports” screen (see image above).

In addition, the screen contains the following function buttons:

Reset button: Clicking this button clears previously set filters and resets the start and end dates
to the current date;

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

Show/Hide button: Shows or hides the filters on the screen.
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When the Run Report button is clicked, the screen will update. The filters will become hidden on the
screen and the report results will display below the filters area. If the generated report contains data,
Export to Excel and Export to PDF buttons will also displayed.

= Reporting @

User-Defined Reports

Manage Report Definitions

Q4 Show
@] Expart to Excel e Export to PDF
Example Report 03 (Detail)
Mailers Mailing Date | Met Postage Due
0310112016 150.09 A
030142016 15013
0310112016 153.55
020172016 137.29
02/01/2018 269.54
03132016 544.77
0312712016 151.05
03272016 151.14
0312712016 160.50
032712016 165.85
0312712016 253.90 v
4,022.61

| o n - ™ a0 v

o After reviewing the report results, if the user wishes to edit the report definition used (or create a
new one), they can easily return to the "Manage Report Definitions" screen (where all of the
existing report definitions are listed), by clicking the MANAGE REPORT DEFINITIONS button
located near the top of the "User-Defined Reports" screen (see image above).

Page 146 of 174 ©2017 Window Book, Inc. All Rights Reserved.



PostalWeb® for Mail
User Guide

Service Providers

Using PostalWeb

Clicking the Export to Excel button generates an Excel file of the displayed report that can be saved
outside of the MSP’s PostalWeb site.

Reporting @

User-Defined Reports

Example Report 03 (

&) Exporj}'l:) Excel =l Export to PDF

Detail)

Mailers Mailing Date = Net Postage Due

03/01/2016 150.09

03/01/2016 150.13
Al - fe Example Report 03 (Detail)

A B

1 |Example Report 03 (Detail) |
2
3 |From 02/01/2016 - Thru 06/30/2016
4 |Company Name: Window Book, Inc
5
6
7 /03/01/2016 150.09
8 |03/01/2016 150.13
9 |03/01/2016 153.55
10|03/01/2016 137.29
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 165.85
17 | 03/27/2016 253.90
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 153.17
25 |06/07/2016 133.71
26 |06/07/2016 167.76
27 |06/07/2016 23403
28
29 | Totals 4,022.61

30
il

Total Count: 21
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Clicking the Export to PDF button generates a PDF file of the displayed report that can be saved outside
of the MSP’s PostalWeb site.

Reporting @

User-Defined Reports

) Export to Excel i 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
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Example Report 03 (Detail)

4,022.61

Q show

06/30/2016 04:19 AM

Net Postage Dus
150.09
150.13
153.55
157.29
269.54
544.77
151.05
151.14
160.50
165.85
253.90
129.73
153.78
158.46
165.16
248.02
150.98
153.17
153.71
167.76
234.03
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APPENDIX 1 - MENUS & ACCESSIBILITY

The current PostalWeb menu structure (menus and menu options) is provided in this appendix for easy
reference. In addition, this Appendix also provides which of those menus/menu options are accessible
from the various PostalWeb roles that can be assigned to users. For a detailed description of each role,
refer to the ROLES section in this Guide.
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PostalWeb Menu Structure At-A-Glance

Below is a diagram that displays all of the available menus and their respective menu options (accessible by clicking the side menu icon

May 2017.

Appendix 1 — Menus & Accessibility

) in PostalWeb as of

o Not all users have access to the menus shown below. Whether or not a user has access to a particular menu is predicated on the role assigned to
them by a Company Admin, along with which features are enabled in their member profile (refer to Menu Accessibility for more information).

® PostalWeb’

Change Password

Menu Options

Security Question
API Credentials

Manage Subscriptions

My Dashboard
Notifications

Postage Statements

Manage Users

Manual Statement

©2017 Window Book, Inc. All Rights Reserved.

Manager CSRs
Manage Locations

Mail Owners

Postage Statements

API Credentials

User-Defined Reports

Manage Users
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API Credentials

My Dashboard EDocs MSP Reporting Location
= My Dashboard / = EDocs e Sp = Reporting / = Location Menu /
EDocs e — Management Reports Location Info
ED Report .
My Dashboard Dashboard MSP Info ocs Reports / Location Info
- - Management Reports -

My Profile / Memb . . .

Y .ro ile / Member Statistics Invite Users Postage Reports Invite Users
Profile S ——— —

Personal Info Services Invitations Report Definitions Invitations



PostalWeb® for Mail Service Providers
Appendix 1 — Menus & Accessibility User Guide

This page left blank intentionally.

Page 152 of 174 ©2017 Window Book, Inc. All Rights Reserved.



PostalWeb® for Mail Service Providers
User Guide Appendix 1 — Menus & Accessibility

Menu Accessibility
Menu and feature accessibility in PostalWeb is predicated on the roles assigned to the user and whether
the ‘eDocs Application’ and ‘EDOCS Reporting’ service have been turned ON (i.e. enabled) in their

member profiles by a Company Admin.

This section provides the possible menu and feature sets available to users based on their role and
individual application and service settings.

o A description of each available role is provided in the ROLES section of this Guide.
ROLE(S): Company User
(‘EDocs Application’ and the ‘EDOCS Reporting’ service NOT enabled (i.e. OFF)

My Dashboard

& Postalweb®

Member Profile

Personal Info

Change Password

Security Question

API Credentials

Manage
Subscriptions
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ROLE(S): Company User
(‘EDocs Application’ enabled (i.e. ON), ‘EDOCS Reporting’ service NOT enabled (i.e. OFF)

_ My Dashboard EDocs
@ PostalWeb
My Dashboard EDocs
My Dashboard / EDOCS Dashboard
My Profile / -
Member Profile Statistics
Personal Info Postage Statements

Change Password

Security Question

API Credentials

Manage Subscriptions

My Dashboard

Notifications

ROLE(S): Company Location Manager, Company Location User, Company CSR, and IT Personnel
(‘EDocs Application’ and ‘EDOCS Reporting’ service NOT enabled (i.e. OFF)

My Dashboard Reporting

& PostalWeb®

Member Profile Reporting

EDocs Reports /

Personal Info
Management Reports

Change Password Postage Reports

Security Question

API Credentials

Manage
Subscriptions
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ROLE(S): Company Location User, Company CSR, and IT Personnel

(‘EDocs Application’ enabled (i.e. ON), ‘EDOCS Reporting’ service NOT enabled (i.e. OFF)

& postalweb’

My Dashboard EDocs

Reporting

Member Profile

My Dashboard EDocs Reporting
My Dashboard / EDOCS Dashboard EDocs Reports /
Management Reports
My Profile / Statistics Postage Reports

Personal Info

Postage Statements

Change Password

Security Question

API Credentials

Manage Subscriptions

My Dashboard

Notifications

ROLE(S): Company Location Manager, Company User, Company Location User, Company CSR, and IT

Personnel

(‘EDocs Application” NOT enabled (i.e. OFF), ‘EDOCS Reporting’ service enabled (i.e. ON)

& PostalWeb®

My Dashboard Reporting

Member Profile

Reporting

Personal Info

EDocs Reports /
Management Reports

Change Password

Postage Reports

Security Question

Report Definitions

API Credentials

User-Defined Reports

Manage
Subscriptions
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ROLE(S): Company User, Company Location User, Company CSR, and IT Personnel
(‘EDocs Application’ and ‘EDOCS Reporting’ service enabled (i.e. ON)

My Dashboard EDocs Reporting

& postalweb’

My Dashboard EDocs Reporting

EDocs Reports /

My Dashboard / EDOCS Dashboard
Management Reports

My Profile / .

Member Profile Statistics Postage Reports
Personal Info Postage Statements Report Definitions
Change Password User-Defined Reports

Security Question

API Credentials

Manage Subscriptions

My Dashboard

Notifications
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ROLE(S): Company Location Manager
(‘EDocs Application’ enabled (i.e. ON) and ‘EDOCS Reporting’ service NOT enabled (i.e. OFF)

Appendix 1 — Menus & Accessibility

My Dashboard EDocs Lacation Reporting

@Posm!Web
My Dashboard EDocs Location Reporting
. EDocs Reports
My Dashboard / EDOCS Dashboard Location Info P /
Management Reports
My Profile / - .
Member Profile Statistics Invite Users Postage Reports
Personal Info Postage Statements Invitations

Change Password

Manage Users

Security Question

API Credentials

API Credentials

Manage Subscriptions

My Dashboard

Notifications
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ROLE(S): Company Location Manager
(‘EDocs Application’ and ‘EDOCS Reporting’ service enabled (i.e. ON)

My Dashboard EDocs Lacation Reporting
@Posm!Web
My Dashboard EDocs Location Reporting
. EDocs Reports
My Dashboard / EDOCS Dashboard Location Info P /
Management Reports

My Profile / - .

Member Profile Statistics Invite Users Postage Reports
Personal Info Postage Statements Invitations Report Definitions
Change Password Manage Users User-Defined Reports
Security Question API Credentials

API Credentials

Manage Subscriptions

My Dashboard

Notifications
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ROLE(S): Company Admin
(‘EDOCS Reporting’ service is NOT enabled (i.e. OFF)

- My Dashboard EDocs MSP Reporting
@ PostalWeb
My Dashboard EDocs MSP Reporting
My Dashboard / EDocs Reports /
Dash MSP Inf
EDOCS ashboard SP Info Management Reports
My Profile / - .
Member Profile Statistics Invite Users Postage Reports
Personal Info Services Invitations
R
Change Password CSR Statement Manage Users
Release

Security Question

Postage Statements

Manage CSRs

API Credentials

Manual Statement

Manage Locations

Manage
Subscriptions

Mail Owners

My Dashboard

API Credentials

Notifications

o The ‘EDocs Application’ feature cannot be turned OFF (i.e. disabled) for the Company Admin role.
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ROLE(S): Company Admin

(‘EDOCS Reporting’ service enabled (i.e. ON)
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- My Dashboard EDocs MSP Reporting
@ PostalWeb
My Dashboard EDocs MSP Reporting
My Dashboard / EDocs Reports /
Dash MSP Inf
EDOCS ashboard SP Info Management Reports
My Profile / - .
Member Profile Statistics Invite Users Postage Reports
Personal Info Services Invitations Report Definitions
R
Change Password Ezlez';aetement Manage Users User-Defined Reports

Security Question

Postage Statements

Manage CSRs

API Credentials

Manual Statement

Manage Locations

Manage
Subscriptions

Mail Owners

My Dashboard

API Credentials

Notifications
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APPENDIX 2 - TROUBLESHOOTING

This Appendix deals with troubleshooting some of the more common issues that can occur while using
PostalWeb.

% If an issue is being experienced that is not listed here, contact Window Book’s Technical Support
Team. Click here for contact information.

LOGIN PROBLEMS

o This 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 an MSP that has an IT department, contact the IT
department for assistance; otherwise, refer to the information provided for assistance.

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

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 A general 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 returned similar to what is displayed in the screen image below, there are possible
solutions based on the browser being used.

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 rights reserved
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INTERNET EXPLORER

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

o The following instructions are for Internet Explorer 11.

E=x==<|
] Print
1. Open Internet Explorer; File »
foom
2. Click the gearicon (ﬂ ) in the upper right corner of the Safety v
browser window; o
Add site to Start menu
View downloads Ctrl+)

Manage add-ons
F12 Developer Tools
Go to pinned sites

Compatibility View settings

Report website problems

Internet options

About Internet Explorer

=
ok
] Print

File 3
3. A menu will display. Select ‘Internet options’; Ty

Safety 3

Add site to Start menu

View downloads Ctrl+)

Manage add-ons
F12 Developer Tools
Go to pinned sites

Compatibility View settings

Report website problems

Internet options

About Internet Explorer

% Other versions of Internet Explorer use different methods to display the ‘Internet Options’.
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Internet Options @I
P—
Generi Security |Irivacy | Content | Connections | Programs | Advanced|
4. The Internet Options dialog box will open. Click Selecta zone to view ?;‘C““'”QE SEC””W;E“"”QS- i
the ‘Security’ tab; and 0 @ v ®
Internet  Localintranet Trusted sites  Restricted
sites
Internet -
“ This zone is 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
- Appropriate 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 ]
[ OK ] [ Cancel ] [ Apply ]
Internet Options @
ﬁ
Gener1 Security Irivacy | Content | Connections | Programs | Advanced|
Select a zone to view or change security settings.
| | | @ v
5. Check the Security level setting. If the security ¥ v,
level Setting is at 'High" attem pt to slide the Internet  Localintranet Trusted sites  Restricted
sites
control down to ‘Medium’ (the default setting). Internet
@ 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
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)
Reset all zones to default leve
OK. ] [ 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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User Guide

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 onthe l_l icon in the upper right corner of the browser
window and select ‘Settings’ on the dialog box that opens;

3. At the bottom of the web page, click the
‘Show advanced settings’ link;

4. Find the ‘Privacy’ section and click the
Content settings... button; and
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New tab

New window

New incognito window  Ctrl+5Shift+N
Bookmarks 4
Recent Tabs 4
Edit Cut Copy Paste

Save page as..

Find...
Print... Ctrl+P
Zoom - 100% o+ oo
History Ctrl+H
Downloads Ctrl+)
I~ s
Help 4
More tools 4
Exit Ctrl+5hift+Q
People
; Person 1 {current)

(| Enable Guest browsing

| Let anyone add a person to Chrome

| Add person... | | Remove.. || Import bookmarks and settings... |

Default browser

| Make Google Chrome the default browser |

Google Chrome is not currently your default browser,

Show advanced settings...

‘_

C' | [1 chrome://settings

Chrome Settings

Google ¥ || Manage search engines.. |

(] Enable "Ok Google" to start a voice search  Lean more 4k

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

People
& Person1 (current)

[] Enable Guest browsing

[] Let anyene add a persen to Chrome

| Add person... | | Remove... || Import bookmarks and settings... |

Default browser

| Make Google Chrome the default browser |

Google Chrome is not currently your default browser.

Privacy

| Content settings... || charbrowsing data... |

Google Chrome may use Wb services to imprave your browsing experience. You m
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5. Onthe 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

Wl 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 Al citac 4m acl 4m harmme Asfaolt hansdlare far memtasals Drssmm e ded)

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

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, there are possible solutions based on the browser being used.

Login  1.800.524.0380

About Us Products Contact

& Postalweb®

Login Information

User name*
johndoeB78

Password®

[] Remember Me?

Please Walit ...

Forgot your Password? Forgot your User Name?
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INTERNET EXPLORER USERS

The Internet Explorer ‘Privacy’ settings may be set too high. To lower the settings, perform the
following:

o The following instructions are for Internet Explorer 11.

=R
{lf'U\ ?i';ln
] Print
1. Open Internet Explorer; File ,
Zoom
2. Click on the gearicon (I:l) in the upper right corner of Safety 5
the browser window; _
Add site to Start menu
View downloads Ctrl+)

Manage add-ons
F12 Developer Tools
Go to pinned sites

Compatibility View settings

Report website problems
Internet options

About Internet Explorer

=
AN -
] Print
File 3
Zoom
3. A menu will display. Select ‘Internet options’; Safety 3
Add site to Start menu
View downloads Ctrl+J

Manage add-ons
F12 Developer Tools
Go to pinned sites

Compatibility View settings

Report website problems

Internet options

About Internet Explorer

% Other versions of Internet Explorer use different methods to get to the ‘Internet options’.
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Internet Options @
P—

| General | Securitll Privacy |lonbent | Connections I Programs I Advancedl
E—

Settings
4. The Internet Options dialog box will open. Click Select a setting for the Internet zone.
the ‘Privacy’ tab; and Medium High

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

(I - Blocks third-party cockies that save information that can
be used to contact you without your explicit consent
- Blocks first-party cookies that save information that can
be used to contact you without your implicit consent

5. If the setting is higher than ‘Medium High’, the

PostalWeb site will not be able to use cookies [ stes | [ ot | [ aAdvanced | [ Defauk |

and will stall or freeze upon login. If possible, Location

select a setting no higher than ‘Medium High’. e s ebstes o recuest your
Pop-up Blocker
Turn on Pop-up Blocker
InPrivate

Disable toolbars and extensions when InPrivate Browsing starts

[ OK J [ 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.

CHROME USERS

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

(&)=l & |
1. Open the Chrome browser; | =

MNew tab
New window

icon in the upper right corner of the browser New incognito vindow

Bookmarks 4

2. Click onthe
window and select ‘Settings’ on the dialog box that opens;

Recent Tabs »
Edit Cut Copy Paste

Save page as.
Find...
Print..

Zoom - 100% =+ .

History

Downloads

AP o

Help 4
More tools 3

Exit
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3. Atthe bottom of the web page, click the ‘Show advanced settings’ link;

People

; Person 1 (current)

|_| Enable Guest browsing

|| Let anyone add a persen to Chreme

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

Default browser

| Make Google Chrome the default browser |

Google Chrome is not currently your default browser,

| Show advanﬁed settings... |

L N o ] e

4. Find the ‘Privacy’ section and click the Content settings... button; and

£

= € [ chrome://settings

Chrome Settings
Google ¥ | Manage search engines... |
History S
Extensi [C] Enable "Ok Google" to start a voice search Learn more £k
«tensions
Say "Ok Google” in a new tab and google.com
I Settings

People

About 4
«» Person 1 (current)

[C] 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

| Comentieltings... || Clar browsing data...

Google Chrome may use Wb services to improve your browsing experience. You m
TeTvices, Learnmore
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5. The Content settings screen will open. In the ‘Cookies’ sections, verify the ‘Block sites from
setting any data’ is NOT selected. If selected, the ‘Block sites from setting any data’ selection
will prevent PostalWeb from completing the login process.

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

Manage exceptions...

JavaScript
8 Allow all sites to run JavaScript (recommended)

Do not allow any site to run JavaScript

Manage exceptions..

Handlers

-

B Allasr cikae taacl 40 harmma Adafzold handlare far meataeale rarmmmandadl

‘M NOT A ROBOT’ WIDGET DOES NOT APPEAR IN
BROWSER

I'm not a robot

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. When it appears, the ‘I’'m not a robot’ widget must be completed in order to
continue with the process at hand.

Under certain circumstances, 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.
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A common reason for this 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 an MSP that has an IT department,
contact the IT department for assistance; otherwise, refer to the information provided here.

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

Internet Explorer

To lower the security settings in the browser, follow the instructions pertaining to Internet Explorer
provided under ERROR DISPLAYS AFTER THE LOGIN BUTTON IS CLICKED. Window Book recommends a
Security setting of ‘Medium-high’ (see image below).

Internet Options @

H
| Generall Security |Irivacy I Content I Connections I Programs I Advancedl

Select a zone to view or change security settings.

@ & / O

Internet  Localintranet Trusted sites  Restricted
sites

Internet

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

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 lew

B + = 7o I e
RESET all ZONEes 10 JeTault level

m

OK l ’ Cancel ] [ Apply ]

% 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 website’s URL to the ‘Trusted sites’ list.

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

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.

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 5% and left-clicking the mouse. A
box will open giving the user a choice of selectively enabling JavaScript only on www.postalweb.net

pages.

‘ JavaScript was blocked on this page. -

Always allow JavaScript on www.postalweb.net

®) Continue blocking JavaScript

Manage JavaScript blocking... Done

To allow the ‘I’'m not a robot’ widget to appear, the ‘Always allow JavaScript on www.postalweb.net’
selection must be selected (clicked).

Rve| =

JavaScript was blocked on this page. =

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

ontinue blocking Javascnpt

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 €' . The ‘’m not a robot’ widget should now be displayed and
can be completed.
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To inspect and manage the JavaScript setting for both general browsing and also for individual sites,

refer to the instructions pertaining to Chrome documented under FREEZING OR STALLING AFTER THE
LOGIN BUTTON IS CLICKED.

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.

. 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

| 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 All~sar citar +n aclk +m harama Aafault handlare far nratacale frararmmandadl

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.

. . x
JavaScript exceptions
Hostname pattern Behavior
https://[* Jwww.postalwebdev.net:443 Allow
Allow -

Learn maore Done
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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.

DATA STOPS DISPLAYING FOR PROVISIONED LOCATION

o This section assumes a location has already been provisioned in MailDrop Engine and that data
has already been made available for that location in an MSP’s PostalWeb site.

If new data suddenly stops being displayed in PostalWeb for a location that’s been provisioned in
MailDrop Engine, check to make sure the location’s status is ‘Active’ in PostalWeb.

o Only users assigned a role of ‘Company Admin’ can check/modify any Location’s status. User’s
assigned a role of ‘Company Location Manager’ can only check/modify the status of a Location
that he or she already has access to.

User’s assigned a role of ‘Company Admin’ should refer to the Editing A Location section in this Guide
for instructions on how to check if a location is Active.

User’s assigned a role of ‘Company Location Manager’ should refer to the LOCATION INFO OPTION
section in this Guide for instructions on how to check if a location is Active.

If it is determined that a location’s Active status is set to OFF, click the toggle button to turn it ON (i.e.
activate it).

If the status will not change to, or remain set to ‘Active’ for the location, this suggests that access has
been denied to PostalOne! for one of two reasons: 1) PostalOne! is experiencing issues with their site;
or 2) The BCG or PostalOne! login credentials entered for uploading files and/or provisioning the
location in MailDrop Engine are no longer valid.

There are 3 steps required to correct these issues: 1) Determine if the login credentials being used are
valid; 2) Re-enter the login credentials (if necessary); and 3) Re-active the provisioned location in
PostalWeb.

Step 1: Determine if the PostalOne! login credentials being used are valid

e Launch MailDrop Engine and click the Edit button of the configuration that is reporting that the
login failed (i.e. PROD, PREPROD, CAT, or TEM).

o Near the bottom right corner of the configuration’s details screen, click the Verify PostalOne!
Credentials button.

o If the issue is with PostalOne!, the “login failed” message displayed will be replaced with an
“authentication succeeded” message. Skip Step 2 below and proceed to Step 3.
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Step 2: Enter valid PostalOne! login credentials (if necessary)

If the issue is not with PostalOne!, the “login failed” message will continue to display. This most
likely means that the login credentials being used are no longer valid and need to be updated.
Click the Edit PostalOne! Credentials button located near the bottom left corner of the screen.

A command window will display. Enter the requested information taking care to avoid making
any type-o’s. Click the Enter button on the computer’s keyboard after each entry. After the last
entry, he window will automatically close.

If the “login failed” message will continue to display, contact Window Book Tech Support at 1-
800-477-3602.

If a connection is re-stablished with PostalOne!, the “login failed” message will be replaced with
an “authentication succeeded” message.

Next, click on the ‘PostalWeb’ icon button located on the left of the MailDrop Engine screen.
Click the EDIT button and enter a set of valid PostalOne! login credentials.

Click the SAVE button to save the changes and proceed to Step 3 below.

Step 3: Re-activate the provisioned location in PostalWeb (the instructions provided here require a user
assigned a role of Company Admin)

Log in to your PostalWeb site.

Select (click) the ‘MSP’ top menu. Then, expand the MSP side menu and select (click) the
‘Manage Locations’ option.

Click anywhere on the colored tile of the location that is provisioned in MailDrop Engine to open
the location’s details screen.

The ‘Activate’ field will be OFF. Re-activate the provisioned location by clicking the ON/OFF
toggle button so the button reads “ON”.

Click the DONE button on the screen to save your changes.
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