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About this Book

Use this guide to support admin level activities related to the proper operation and maintenance of the file
based processing software on the Relay 7000/8000 inserter. This information also includes
troubleshooting topics.

Version History

SV663132 RevB August 1,2015 Initial release

Related Documentation

« Relay 7000/8000 with File Based Processing Operator Guide (SV63079)
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Product Overview

Relay 7000/8000 Inserter with File Based Processing

Mail stream integrity is the ability to ensure our clients deliver envelopes to their customers with only the
intended enclosures.

The Relay 7000/8000 Inserter with file based processing software is a solution that processes mail with a
high degree of mail run and mailpiece integrity. The file based software works with the inserter to ensure
that every mailpiece is completed with the correct contents.

This software provides centralized control that allows the file based software PC to control operational
areas on the inserter. The software can detect inserter problems. When material jams or inserter
problems occur, the software pinpoints them swiftly to minimize machine downtime.

The solution uses bar coded documents that enable a dedicated computer to keep track of the piece
during the process and tell the inserter how to build each mailpiece to the specified completion. This is
known as file based processing, which provides mail piece integrity to the mail operation. This solution
uses Planet Press, a software suite with powerful document creation and work flow management
capabilities, to produce the documents that are processed by the inserter and file based software.

Reporting Feature

This solution also provides robust reporting about the inserter, operators, jobs, and mail runs. Reports
can be viewed and printed from the system or data can be exported for external processing.

Additional Features

This software solution provides a number of other useful features, including mailpiece reconciliation and
an Account Pulltool that allows operators to divert pieces by identifying accounts prior to running a job.

The Relay 7000/8000 with file based processing supports many additional features provided by the
tabletop inserter, such as edge marking for auditing or postal sortation; select feeds, which allow
additional pages or inserts to be included based on conditional data; and envelope select, which allows
an alternate envelope to be used.
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Product Overview

How it Works

The file based processing software runs locally on the PC supplied with the system. When Planet Press
produces the printed pieces for the mail run, it also creates a Mail Run Data File (MRDF). The MRDF
includes specific customer information for all of the mailpieces in the run. When the MRDF is created it is
sent to the file based software PC.

When the operator opens the MRDF for the first time, two more files are created to help support
mailpiece integrity during processing - the Interlock and Output files.

« Interlock file- contains one record for each mailpiece and is used to record status (good, bad or
unknown).

« Output file - contains one record for each mailpiece and is used to record everything that happens
to that mailpiece while it is on the inserter

Each page in the job has a bar code that contains instructions for each assembled mailpiece. That bar
code also contains a piece ID that identifies which assembled mailpiece the page belongs to. For
example, a monthly statement with a bar code is fed into the inserter. The system reads and decodes the
bar code, and the decoded information is used to retrieve the instructions from the MRDF for assembling
the mailpiece.

As the inserter feeds the pages it reads the bar codes, and reports to the software the piece ID of the
page being processed.The software then matches the piece ID to a record in the MRDF, and it provides
further instructions to the inserter on how to process that specific page or assembled mailpiece. When
the mailpiece is finished, the inserter reports success to back to the software.

Once all the material in the job is run the Output file creates an additional file called the Select file. The
Select file is used to create reprints for damaged mailpieces that need to be reprinted. This file is sent to
the Planet Press PC and once the reprints are produced, they are run using the Select file.
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Product Overview

System Workflow Diagram
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Product Overview

File Based Processing Terms

To assist in your understanding of file based processing, here is a list of common terms.

Common File Based Terms

Term Definition

Piece ID Each page has a barcode containing the piece ID and this piece ID connects each page to
a data record containing the same piece ID in the MRDF file. The piece IDs in a mail run
are sequential.

Barcode The file based process uses a barcode to identify each page scanned on the inserter. The
barcode is scanned and the decoded data is used to find the control information in the
MRDF file and to determine how to collate the incoming pages.

File Based All of the MRDF files are stored on the file based processing PC. This PC usually

Processing PC

Mailpiece

MRDF

(Mail Run Data File)

Interlock File

Output File

Select File

interfaces with the Planet Press computer so that the MRDF and Select files (used for
reprints) can be transferred between both computers.

This refers to a finished collation comprised of one or multiple assembled pages.

The MRDF contains one record for each page. The data from this file is used to control the
assembly of each mailpiece, such as number of pages to be accumulated, which feeders
should feed, selective outsorting, etc.

The Interlock tracks the status (good, bad, unknown) of each assembled mailpiece as it
travels through the inserter. An Interlock file is automatically created the first time the
MRDF is opened on the inserter.

The Output file contains the details for each finished mailpiece within a job. For example, it
can include whether the mailpiece reaches the output stacker, was outsorted by the
system, is lost due to a material jam, was removed by the operator and more.

The Select file is automatically created by the Output file. It contains one record for each
mailpiece that may have been damaged or outsorted and needs to be reprinted. This file is
sent to Planet Press for creating the pieces that need to be reprinted..
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User Permissions

User Lists and Permissions

Each system has a list of users with associated user accounts and permissions. This enables you to
manage users and provide security on which user account types can perform certain system tasks.

The file based processing software comes with five preloaded user accounts with specific passwords

and permissions.

User Account Permissions

Password

Admin » load/save modes

e runajob

« create a report

« access to Direct Reports
« edituser list

KeyOp
(Key Operator)

« load a mode
e« runajob
« create a report

« access to Direct Reports

Manager . load/save modes

e runajob
« create a report

« access to Direct Reports

« edituserlist

Operator . load a mode

e runajob

« create a report

admin

key

mana

1234
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User Lists and Permissions

Add and Edit Users

The user list can be modified to add or delete users, change access levels and passwords.Perform these
steps to edit the user list.

# Steps Actions

1 Log in as Admin or higher.

2 Select Login on the main screen and select Edit User
List from the drop-down menu @ Logi

3 When the User Administration dialog opens, select a
user and select Edit or Delete to either modify a user

proﬁle or delete it %E Printrange st e i =415

UserName FullName Groupld

User Administration

Close

i

Edit

(NOTE: If you are adding a user you can also select
[Add] to get to the next screen.) Delete

i
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User Lists and Permissions

# Steps Actions
4 Ifyou are editing or adding a user the Edit/Add dialog "
Lo New User Account Setup
opens. Make your changes to an existing user or add
the new user by entering info into the following fields. UCTEe000000000000000000000000000008 [ |
ROl NBME: Ce e s ettt Cancel
A [ aensonebadsnaonontosnaoaoashon
« Username:
S b 6000666609000060805000 566960
« Full name: Language preference .. .. ................... English v
. Password: Grace loging . . .. ....oooe e 1
Enablaiseraccount et e e e

« Access level:
« Language

« Grace logins:

(NOTE: Be sure to select the Enable user account
check box.)

5 Select OK.
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User Lists and Permissions

Change User Password

Perform these steps to change the user password.

# Steps Actions

1 Log in as Operator or higher.

2 Select Login on the main screen and select
Change Password from the drop-down menu. ) oqi

¥3 PitneyBowes ConnectRight™ Validate User: Admin

2.

Setup

AIL 2015

Help

Log Comment

Login

Logout

Change Password

View User List

3 When the Change Password dialog opens,
edit the password and select OK.

Wasﬂor@“

e TIaNe s e e e e e Admin
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File Based Software Tools

Create a Select File for Reprints

At the end of a job run there may be pieces that were damaged and unprocessed. If this happens these
pieces must be sent for reprint. In this case operators will generate a Select file for running the
mailpieces that need to be reprinted. The Select file is a system generated file that provides a list of alll
failed and unprocessed mailpieces to be used to prepare for running reprints.

Note:

The Select directory is monitored by Planet Press. When a file is created Planet Press reviews the file
and recreates the pieces that are missing and need to be reprinted.

#  Step Action

1 Select the Mailpiece Manager icon on the main

screen and select Tools>Create Select File from the H [,".'_?fo gl
drop-down menu. -l

.
O

- COPY (2)

2 When the dialog opens you will be able to view the ...
<Mailrun_Select>
total Finished, Failed, and Unprocessed mailpieces. Maiiun
Flo e MAIL_20140604_170210 - COPY (2)
. . Mailun . .. ... Finished: 5. s e 1
Select Scan . This creates a Selectfile and places it e _ "
State....... Processing Faled oo 0
in the M:\seIeCt direCtOI'y. o 568 0000000005 6008 6050005560 1029 Unprocessed. . ............. 1028
Setup
Analyze run segment [ R
Scan/Print
Ll fonn 000000000 00800506 800000600600 1
Lastrecord e e 1029
Matches found - foiie s e e 0

3 Select Close.

This automatically unloads your job and you will
have to reload.

Pitney Bowes Admin Guide August 2015 Page 14 of 34



File Based Software Tools

#  Step

Action

4 Once the failed and unprocessed pieces are
reprinted, select Job Manager from the main screen.

5 When the dialog opens elect the MRDF for the job
you were running previously and select OK.

The job is reloaded. Once itis manually repaired itis

removed from the Select file.

Jongr

<Mailruns>
Select Mai Run Data Fie:

MAPBNK15_MAIL_20150223_101528
MAPBNK33_MAIL_20150223 103911
MAPBNN22_MAIL_20150223_132233
MAPBNOSS_MAIL_20150223_145852
MAPBNOS3_MAIL_20150223_145520
MAPBNP27_MAIL_20150223_152721
|MAPBNP34_MAIL_20150223_153433
MAPBNO17_MAIL_20150223_161720
MAPBNQ32_MAIL_20150223_163215
MAPBON43_MAIL_20150224_134326
MAPBON46_MAIL_20150224_134608
MAPBONSS5_MAIL_20150224_135458
MAPBONS7_MAIL_20150224_135648
MAPBOPS2_MAIL_20150224_155209
MAPBOPS3_MAIL_20150224_155323
MAPBPIS4_MAIL_20150225_085402

MAPBPL13_ MAIL_20150225_111258
MAPBPL1S_MAIL_20150225_111910
|MAPBPL23_MAIL_20150225_112340

|MAPBPL27_MAIL_20150225_112730

|MAPBPLS3_MAIL_20150225_115307

02/23/151215 77
02/23/151233 77
02/23151522 21
02/23/151653 20
02/23/151653 77
02/23N1517:27 1030
02/23/1517:34 20
02/230151817 22
02/231518:32 1028
02/24/151543 77
02/24151546 77
02/24151555 22
02/24/151557 1023
02/241151752 77
02/24151753 77
02/25/151054 22
02/251151313 77
02/251151318 77
02/25/151323 22
02/25151327 1028
02/25/151353 21

I
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File Based Software Tools

Journal View

Service or administrators may need to review or send a journal of system activity to an engineer for
troubleshooting. The journal is a list of selections users have made within a certain time period. This log
supports troubleshooting activity by enabling reviewers to understand what users were trying to do at the
time the issue occurred.

To use the Journal View option perform the following steps.

# Step Action

1 Log in as Service or higher.

2 Select the Mailpiece Manager icon from the main

screen and select Tools>Journal View option from L ,"..?fo _
= Jml

diatidlc)

the drop-down menu.

3 When the Journal dialog opens you can view system
activity.
4 If you need to export the Journal View data into a file
2] Journal ID: MAIL_20140604_170210 - COPY (2).1.1403138964 -- 100 entries match filter =)
1 Filter Criteria
for reVIeW’ seleCt Export - Start time 06/19/2014 13:13:26 MP fiktes (slow). . .. ............[ Edit
MKk TOWRL 11 e s 2 500000 Eniy ypes fiter. ..............[] -.E_
Machine Numbers
o Al
Go ToJnl
e E Recod
Record#  Entry Time Type Desciiption Machine  RT-Time Position  Eror [ =
1 08/19/201413:23:26 Devicelnfo <Maikuns> a CMailRunw arehouse 1 0 1 FALSE =
2 06/19/201413:29.26 Thread Thiead Begin, Machine=DC1 1 107826 80 FALSE
3 06/19/201413:29:26 Devicelnfo <Mailluns> a CMailRun\Warehouse 1 0 250 FALSE
4 06/19/201413:29.26 MaiRunAdmin... New Run State = Ready 1 107826 329 FALSE
5 08/19/201413:239.26 Thread Thiead End, Machine=DC1 1 107826 353 FALSE
6 06/19/201413:29:26 Devicelnfo <Mailpiece Manager> a CLinkMailPieceM... 1 0 390 FALSE
& 06/19/201413:29:26  Systeminfo oc1 1 0 482 FALSE
8 06/19/201413:29.26 Thread Thiead Begin, Machine=DC1 1 107889 754 FALSE
9 08/19/201413:23:26 Devicelnfo <Job Manager> a ClobManager 1 0 940 FALSE
10 06/19/201413:29:26 Command <Job Manager>: Collect Data 1 107306 1016 FALSE
n 06/19/201413:29:26 Thread Intermediate 1 107913 1053 FALSE
12 06/19/201413:29:26 Feederinfo <Envelope_Feeder_G> a CSebringEnvel. 1 0 1090 FALSE
13 08/19/201413:2926 MaterialUsage  <Envelope_Feeder_G> Loaded 1 107913 1240 FALSE
14 06/19/201413:29.26 Thread Intermediate 1 107917 1271 FALSE
15 06/19/201413:29:26 Feederlnfo <Insert_Feeder_A&> a CSebringlnseitFeeder 1 0 1308 FALSE
16 06/19/201413:29.26 MaterialUsage  <Insert_Feeder_A> Loaded 1 107917 1447 FALSE
17 NRAGINMAI12299R  Fesdednfn  ¢Insert Feader Ry aMGehinalncenFesder 1 n IAZT Fal GF 2
5 When the Save As dialog opens, navigate to the

folder where you would like to save the Journal file
and select Save.
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File Based Software Tools

Archive a Job

In some instances Service may need to go back to review job information for troubleshooting purposes.
You can archive particular mail runs using the Archive Job option for this purpose. To use the Archive
Job option perform the following steps.

# Step Action
1 Log in as Key Operator or higher.
2 Select the Mailpiece Manager icon from the main
screen and select Tools>Archive_Mailrun option H :"'_?fo ng]
from the drop-down menu. ===
- COPY (2)
3 When the Zip Run File Set dialog opens select [Yes] T
p Run File
to zip and store the files.
Mailun. .. ... MAIL_20140604_170210 - COPY (2)
e Thaaashnes CADCADRIVES\M\ARCHIVE\MAIL_20140604_170210 - COPY (2).zip
QOriginal files will be deleted after archiving.
Yes Yesto Al
4 The files are zipped and archived in the
M:\ARCHIVE directory which can be accessed by
Planet Press.
Note:

Once archived, the original files will be deleted.
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File Based Software Tools

Automatic Backup and Archive of the Output File

Every 14 days the file based processing software automatically creates a backup of the Output file for
customer records. The backup of the Output file is stored as .txt file.

Archiving Output Files - Proof of Compliance

All Output files should be archived (not deleted) on a regular basis for permanent proof of correct
mailpiece assembly.
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Direct Reports

Direct Reports

The file based processing software comes with a reporting module called Direct Reports. Direct
Reports provides details on both system and operator productivity. It is a Microsoft Access database that
is set up to retrieve data from the software and display it using the Access reporting engine.

Direct Reports allows users to query and display data in nine different reports:

o Complete Alarms Report

« Top Ten Alarms Report

« Job Report

o Operator Report

« Application Report

« Production Inserter Report
« Single Inserter Chart

o Customer Report Classic

o Customer Report Graphical

Note:

Direct Reports does not support custom reports.

Users can select one or more reports to view or print, configure a date range, and filter the data based on
the mode, job, inserter, or operator. In addition to viewing and printing reports, data can be exported from
Direct Reports in Microsoft Excel format. These reports are configured when the software is installed.

Direct Reports is configured with the correct data paths and they should not need to be changed. If for
some reason the paths are incorrect or need to be modified, refer to the topic Modify Data Paths in Direct
Reports.

In addition to English, Direct Reports can be configured to display in all languages supported by the file
based software.
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Direct Reports

Modify Direct Reports Data Path

Direct Reports comes configured with the correct data paths all ready installed and they should not need
to be changed. When Direct Reports loads, it automatically loads file based processing software data
from the C:\DC\Drives\S\proddata folder.

Perform these steps if you need to modify the Direct Reports data path.

# Step Action
1 Log in as Service or higher.
2 Select the Direct Reports icon from the main screen -
and select Setup. The Direct Reports dialog opens. ”
3 Verify that the Data logging directory field shows P e
S:\PRODDATA as the target folder. (The S:\drive is Enable productivity data logging . ...+ @ “ﬁ
located in C:\DC\drives\S). Enabke oo lUeun/ S loogtg
Enable alamy detal loGOING =i e e e e e b e e
Enabla mater o I000Ng i e T e e e e il
Parse dity moge NACAON == v+ s e e [
Data 100ging dECIONY: wer. riu s o sttt et T s S:APRODDATAY
(ThIS infOrmatiOn has to matCh the I‘nformaﬁon that Machine delay (to user fault) rollover period (sec) . ... .......oovuiiiiii i 5
. ) User:stop rollover peniod (8e0) ot o o S s e e e 30
appears n DlreCt Reports’ So they bOth report tO Log user stop (up to user stop rollover) as machine faulttime . ................................ B
S\PR ODDA TA) Transaction Data Map
4 Select Advanced.
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Direct Reports

# Step Action
5 In the Reports Program section of the Advanced .
<Direct Reports> - Advanced Setup
dialog verify:
Timi
-
L Blockipool $i28 i s e e e e e s [100]

» Useraccess level - the customer will instruct g,y 1
you as to which user level Direct Reports will Ulniats flush tana ot I 1000 msec
be accessed Pl poiic FEARURERISRREEUURENERS 60000 msec

. . Y S E TR T 180 600606000660060006066600500650590060060 o

« Report program path - actual file location
(C:\DC\S\proddata\DirectReports_X_X_ Reports Program
X. mdb) Minimum user access level required to runreports . . . . . . . KeyOper =

s bttt Fa laft Rlaml 11mleea | Repotprogram. ...l : ata\Di |

. Command line - should be left blank unless Report program C:ADC\DRIVES\S\Proddata\DirectReports_4_|

3 ComMmmMAnd INe S s e e e
otherwise noted
Workingdirectory . . .............. ... C:ADCADRIVES\S\PRODDATAN

« Working directory - is where the Direct
Reports database is stored, which is
currently:C:\DC\drives\S\Proddata\

6 Select OK and OK.

7 Select the Direct Reports icon and select Direct
Reports from the drop-down menu.

8 To change the Direct Reports path to point to the
data being produced, hold [Ctrl] + [Shift] + [E] to
access the paths.

9 When the Tweak dialog opens, double-click the third
little square over the Exit button.

- Complete Alarms Report  Start Date - Start Hour Start Miﬂute
- Top Ten Alarms Report _H _i _H

End Date End Hour End Minute

. Job Report ﬁ

Bl Operator Report

. Application Report onlsyare E8d Reports
. Production Inserter Rep) DAERKERRZEED

B Ssingle Inserter Chart Inserter

Operator

[

5/22/2014 6:17:37 PM__|EERULE T

Bt PitneyBowes

Engineering the flow of communication

Copyright © 1997-2013 Pitney Bowes Inc. Al rights Reserved
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Direct Reports

# Step Action

10 When this screen opens, verify or modify the
. . Utilities Options & | Close

following paths: Customes ame

m Data Path - Archive Flag Set

. Enable Update . Run Time Flag Set

. Shift Query

- Enable Archive Functions

. Data path:“C:\dc\drives\s\proddata

- Enable Extended Operator Selection

« Excel Default path: C:\dc\drives\s\proddata\

Language

1 English
« Export Default path: 2 German
Default Paths 3\ Erench
C:\dc\drives\s\proddata\archive c:\dc\drivesis\proddatal Excel Defaut Path 4 Spanis
i p P Export Default Path 5 halian
6 Japanese
c:\dc\drives\s\proddata\ R 7 Chinese
« Import Default path: C:\dc\drives\s\proddata\ [fc:deidrivesisiappendi (oSG

Bl PitneyBowes

Engineering the flow of communication

« Append Default path: C:\dc\drives\s\append\

IMPORTANT: Verify there is not a "\" at the end of the
data path, the software will not work if there is.

11 Once the paths are verified and corrected if
necessary, select Close and exit out of Direct
Reports.
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Additional Features

Stand Alone Mode

Stand alone mode is running the inserter without the file based processing software.

Perform these steps to run the inserter in stand alone mode.

# Step Action

1 Power on the inserter.

2 If the file based software PC is on, exit out of the T
software by selecting Control>Shut down in the Control ] About!
main software menu. Switchlanguages >y Validate

Power Down

User:

3 Program the job through the inserter interface.

Pitney Bowes  Admin Guide August2015 Page 26 of 34



Additional Features

Account Pull Tool

The Account Pull tool lets you divert a group of mailpieces from a job based on a particular set of criteria.

Access level to this is configurable, although it is usually used by Admin and higher.

Note:

The software model must be edited to include the Account Pull tool for it to work.

To use this tool perform these steps.

# Step

Action

1 Log in as Admin or higher.

2 Select the MailPiece icon on the main screen
and select Tools>Locate Mailpiece from the
drop-down menu.

Control  About!

¥4 PitneyBowes ConnectRight™ Validate User: Operator

Status

Damaged Mailpieces
Help

Run Info

Position File

Close File

Mode: CRV 2D TST

View/Reject/Repair Mailpiece
View Select File

Create Select File

Locate Mailpiege
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Additional Features

5

(In this example we used "Recipient Name") and
select Add.

In the Selections to find field type an entry, with
a wild card ™" at the beginning and end of the
entry, to search for a particular file(s).

(In this example we used *Sample™)

Select Perform Search. The Search results
area populates with results.

ProcessingCategory
ProcessTime
Qualtybudt
RateBreak
RatingWeight
RalingWeightType
Recipientaddresst
Recipientaddress2
RecipientAddress3
RecipientAddressd

Reg ientiddressS E
RecNum

Reconcied
RegenCreated
Regenlnserled

RemoteDivert
RemoteSelect
Reprintindex

Result

ResultText —!
RunlD

u
SelectedFeeChaiges

# Step Action
3 In the Mailpiece field drop-down select the filter T
criteria. m%swm_: e S::::s 5 SourcelD RecNum ~ Status At

Matchesfound............

Seaedres e e — ;
SelectRecordNumber
SelectSourcelD A
<Mailrun_Pull>
Maiiuns Maipiece Selection Seaich Resulls
MAPC3054 MAIL_  Maipiece Field Selection SourcelD Rechum ~ Status At
Ignote case ... ]
Selections to find
*Sample”
Dokte
Iport From File Matches found sl View
Peifom Search | Action. ... Outsortfrom inseter > Modiied. ......... 0
[<Mailrun_Puil>
Maiuns
MAPC3054_MAIL_]

Pitney Bowes
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Additional Features

# Step Action
6 Highlight a record and select Apply Action. A Wi s
"D" displays in the Action column. e [ T
e () (8 -
Import From Fie Matches found............. 20 View Remove. Select All Piint
Peifom Search | Acton.. [Outsotominserter ~] | ApplyActin Modiied. ... .0
7 Select Close to exit the tool.
Pitney Bowes  Admin Guide August 2015
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6 - Hand Scanner Setup
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Hand Scanner Setup

Set the Hand Scanner Volume

You can configure the volume on the hand scanner that comes with the system. The scanner comes with
instructions that include setup bar codes. If you don't have access to those bar codes, they are included
here as a backup.

Perform these steps to adjust the volume of the "beep" on the scanner.

# Step Barcodes

1 Scan the bar code for the desired volume.
Low Beeper Volume

Medium Beeper Volume
5 2 0 5 0 8 0 1

High Beeper Volume

3

2  The scanner adjusts itself to the desired sound level.

Pitney Bowes Admin Guide August 2015 Page 32 of 34



Hand Scanner Setup

Set the Hand Scanner Carriage Return

You can configure the carriage return settings on the hand scanner that comes with the system. The
scanner comes with instructions that include setup bar codes. If you don't have access to those bar
codes, they are included here as a backup.

To set the scanner so the [Enter] key is automatically pressed after scanning each mailpiece (as
opposed to pressing [Enter] manually each time a mailpiece is scanned), perform these steps.

# Step Barcodes

1 Scan the barcode to set the carriage return.
1age rel <DATA> <SUFFIX 1>

= 2 0 C 1 0 0 1

2  The scanner adjusts the carraige return setting to be
automatic after each mailpiecve is scanned.
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