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Introduction
Welcome to TrackMyMail’s online user guide designed to assist you in set-
ting up and running reports using TrackMyMail. Users with varying degrees 
of knowledge and experience will find this guide useful. It is expected 
that you have some knowledge of the operating system on which you are 
running the software.

TrackMyMail services are built on the expertise and insight of Pitney 
Bowes, the world’s leader in mailing solutions since 1920.
 
TrackMyMail is an Intelligent Mail® tracking service technology, which is 
entirely web based and provides easy access to real-time tracking data and 
custom reports for end-users, printers and mailers. It offers a user-friendly, 
online dashboard that provides end users a complete view into the life of 
their mailings.

One of the unique features of TrackMyMail is the ability to schedule 
reports to run one time on a planned date or to run on a recurring basis. 
These reports are delivered to you via email or FTP. 
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What’s New

This section described new features and functionality available in 
TrackMyMail with this release.

Going forward, this section will list the new features and functionality 
being provided with this new release.

What’s Changed

The following changes will be made to existing TrackMyMail tab sections.

Going forward, this section will list changes and enhancements to existing 
features.

System Requirements

Windows XP or higher
Unix Solar, AIX 32 bit, AIX 65 bit, Redhat Linux, Sun SPARC Solaris OS
512 MB RAM (minimum)

Supported Browsers

TrackMyMail supports Chrome, Firefox and Internet Explorer (IE) 9 and 
above.

Port 443 Access

Port 443 is used for secure web browser communications. TrackMyMail uses 
Port 443 because data transferred across this connection is highly resistant 
to interception or eavesdropping. Verification of the identity of the remotely 
connected server can be done with significant confidence. A secured connec-
tion is identified by an icon, for example, an unbroken key or a padlock.

The software program 
needs read/write access to the 
directory where the software 
resides.
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The software program needs read/write access to the directory where the 
software resides. Access to Port 443 is also required for the software to man-
age the unique Intelligent Mail processing through a secure communication 
connection.

Copyright

© Copyright 2015; owned by Pitney Bowes. All rights reserved. No part of the 
contents of this book may be reproduced or transmitted in any form or by 
any means without the written permission of TrackMyMail.

Registrations and Trademarks

The following terms used in this document are registrations and trademarks 
of the U.S. Postal Service®:

ACS™, Business Reply Mail® (BRM), CASS™, Confirm®, Courtesy Reply Mail™ 
(CRM), Delivery Force Knowledge™, DPV®, First-Class™, First-Class Mail®, IM™ 
BC, IMb™, IMb Tracing™, Intelligent Mail®, Intelligent Mail® barcode, One-
Code ACS®, OneCode Confirm®, PLANET Code®, P.O.Box™, Postal Service™, 
PostalOne!®, POSTNET™, Priority Mail®, Standard Mail®, SuiteLink™,  United 
States Postal Service®, USPS®, U.S. Postal Service®, ZIP®, ZIP Code™, ZIP+4™.

The following  terms used in this document are registrations and trademarks 
of Pitney Bowes, Inc.

PrecisionTrack™, TrackMyMail™

The followiing terms used in this document are registrations and trademarks 
of GrayHair Software, Inc.

InHome™

Enhancement/Defect Submission Process

TrackMyMail is diligent about improving and testing its software. New 
versions of the software that include enhancements and address any issues 
identified in prior versions are released on a regular and frequent basis. We 
do realize end users may require or have valuable suggestions for enhancing 
our software to benefit their businesses. TrackMyMail has a well-defined pro-
cess in place to allow you to submit your enhancement requests. The same 
process is used to submit a bug (also known as a defect or a fix). The steps 
below outline the process and identify the steps to take.

While all submissions are 
reviewed and evaluated, not all 
enhancement requests will be 
included in the software.



�hapter ϭ ϱ

Identify the Need or Issue for SoŌware Changes

�hanges fall into tǁo categories͗ enhancements or bugs.

•	 �nhancement͗ �n enhancement is a feature or function not currently 
in the soŌǁare that youͬyour company are reƋuesting TrackMyMail to 
add.

•	 �ug͗ � bug is a problem ǁith the coding or functionality of the 
soŌǁare as it currently eǆists. 

�etermine into ǁhich category your reƋuest falls in order to submit it to 
TrackMyMail for processing.

Submit the ReƋuest for SoŌware Changes

The process for submiƫng an enhancement or a bug is simple.

•	 ^end an email to TMM�ustomer^erviceΛpb.com.

•	 /dentify in the subũect line the product for ǁhich the change is being 
reƋuested and the category of the change͗ enhancement or bug.

•	 �escribe in the body of the email the enhancement features or 
functionality you ǁould like to have added to the soŌǁare. Wlease be 
as clear and speciĮc as possible͖ or 

•	 �escribe in the body of the email the bug issues in as much detail as 
possible͕ for eǆample͗

Ͳ�oes the ũobͬreport run to completion͖ does it abnormally 
terminate?

•	 /nclude your contact information in the email body ʹ your name͕ 
company name͕ your telephone number and your email address.

�ll submissions are logged into our tracking system and a tracking number is 
assigned. 

A c k now led gem ent of  S ub m ission

�n email is generated stating that the submission has been received and 
logged into our tracking system. The email contains the tracking number for 
your records.

W hile all submissions are 
revi ewed and eva luated, not all 
enhancement requests will be 
included in the sof tware.
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Support
If you require assistance, a TrackMyMail representative can be reached 
through any of the contact methods below:

 Support email:  TMMCustomerService@pb.com

 Support phone:  1.888.444.9972, Option 1

 Mailing address: TrackMyMail
    1 Vantage Way
    Ste C240
    Nashville TN 37228

 Web site:  http://www.trackmymail.com

 Hours:   Monday - Friday
    8:30 a.m. - 8:00 p.m., ET
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In this Chapter

TrackMyMail Access

Accessing TrackMyMail

Welcome/Log In

Using TrackMyMail

TrackMyMail Access
TrackMyMail provides you with the ability to create a job, track 
mailpieces from that job using limited information -- a unique id, a name 
or business name. You can also run standard reports or create your own 
ad hoc reports to analysis the success and efficiency of your mailing.

This chapter covers accessing TrackMyMail, from the secure url, acquir-
ing and using the user ids and passwords and some basic information 
about TrackMyMail. 
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A c c essing 
T rac k M y M ail
O pen your I nternet brow ser and 
access the TrackMyMail site͗ hƩps͗ͬͬ
w w w .trackmymail.com. TrackMyMail 
is compatible ǁith most maũor broǁsͲ
ers.

O n the w ebsite,  click LO G IN  T O  
 T R A CK M Y M A IL to access the product. 
zour �lient ^ervices Zepresentative 
conĮrms the email address to use for 
log g ing  in along  w ith access instrucͲ
tions.

W elc om e/ Log In
1 . User I D  and P assw ord are 

reƋuired to access the secure 
site.

2 . Kptions are available to retrieve 
your hser /� Ͳ F orgot U ser Id ?  
and your Wassǁord Ͳ F orgot 
P assw ord ?

3 . /f you are a ĮrstͲtime 
user,  you w ill receive 
a randomly g enerated 
passw ord delivered to the 
email address provided to 
TrackMyMail.

TrackMyMail access varies 
based on the permissions asͲ
sig ned to the user log g ing  in. 

TrackMyMail is the reporting soŌǁare used in conũunction ǁith 
P recisionTrack. I t is important at this point to understand the levels w ithin 
this process to determine at w hich level you w ant to g rant access to 
TrackMyMail reports. 

L o g  i n  s c r e e n :

Passwords are a minimum of  eight characters and must include at 
least one upper- case letter, one lower- case letter and one numeric charac-
ter.

Click “ F org et Y our P assw ord? ”  to have a temporary passw ord emailed to 
you.

L evels at w hich a user can log  in to TrackMyMail include:

 � R eseller Master
 � V endor Master
 � R eseller
 � R esellerClient
 � V endor
 � Client
 � Admin
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U sing T rac k M y M ail

The initial TrackMyMail screen 
oīers access to the folloǁing 
areas via tabs. Tabs are availͲ
able based on the permissionͬ
access level at w hich your 
account w as created.

• D ashb oard  Ͳ displays the :ob 
^ummary͕  information for all 
j obs processed w ithin the last 
3 0  days.

• R un J ob s Ͳ provides access to 
tw o areas:

 � P recisionTrack f or j ob creͲ
ation. 

 � /Mb Zeservation to reserve 
a series of  I Mbs to be used.

• R eports Ͳ provides access to 
standard and ad hoc reports 
f or j obs processed throug h 
P recisionTrack.

• Look up T ools Ͳ  uses miniͲ
mal data to retrieve available 
information about a speciĮc 
mailpiece.

• A d m in Ͳ access to the A d m in 
tab is based on the user proĮle. 
Some user may not have access 
to this tab. Users w ith approͲ
priate permissions in the user 
proĮle may see the E d it P ro-
file andͬor M anage A c c ounts 
options.

• Help Ͳ provides access to the 
TrackMyMail Quick Start and 
User Guide.

• Logout Ͳ closes and disconnects 
you from the application. 

dŚis screen sŚows all ƉotentiallǇ aǀailaďle taďs͘

Based on your permission/ access leve l, you may not see all of  the 
tabs displayed on the screen above .
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In this Chapter

Dashboard

Content Breakdown

A Job with Multiple Versions

Job Summary

Three Report Terms

Dashboard
The Dashboard tab provides access to a vast amount of information for processed 
jobs.  All jobs processed within the last 30 days are displayed. If permissions allow, 
use the View Details drop-down list to run one of the standard reports available 
for each job. 
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Content B reak d ow n

/nformation presented on the 
D ashb oard  includes:

J ob  ID  -  the uniq ue alphanumeric 
identiĮer associated ǁith a ũob. This 
is also a link to the additional ũob 
summary screens͖ if multiple ver-
sions of  a j ob ex ist,  a “ + ”  is displayed 
nex t to the J ob I D .

J ob  T itle -  the uniq ue name you created 
to help you easily identify the ũob͖ for 
ex ample,  Spring  Mailer,  Colleg e Students 
Kīer. 

M ail D ate -  the date on w hich your mail 
ǁas submiƩed to the h^W^.

T otal P iec es -  indicates the total number 
of  mailpieces in your mailing .

T otal T rac k ed  -  indicates the total num-
ber of  mailpieces in the mailing  that are 
being   tracked.

T otal S c anned  -   indicates the total 
number of  tracked mailpieces that w ere 
scanned.

S c an %  -  of  the mailpieces being  tracked,  
this indicates the percentag e of  pieces 
that have been scanned.

T otal R eplies -  the total number of  
return mailpieces received f rom your 
mailing .

R eply  %  -  the percentag e of  replies in 
relation to the number of mailpieces put 
into the mail system. This is calculated 
based on O rig in I Mb tracking  on remit 
mailpieces.

View Details -  is permission based. The 
drop- dow n box  provides q uick access 
to all standard TrackMyMail reports. 
These reports are also accessible f rom 
the  R eports tab,  w here more detailed 
information is available.

dŚe �asŚďoard Ɖroǀides access to information on all Ɖrocessed ũoďs associat-
ed witŚ tŚe log in information used͘

View Details is permission based. I f  available,  click the drop- dow n list nex t to any 
j ob processed and access the f ollow ing  reports. R eports run f rom the D ashboard are 
ũob speciĮc. Zeports for any ũob processed are available also from the R eports tab.

• D aily Scans
• �elivered Krigin Wcs
• D etails by Map
• �oǁnload h^W^ �ata
• /nbound Werformance by 

�ate
• Mailpiece H istory
• Wroũ /n,ome by ϯ��/W
• Wroũ /n,ome by ϱ��/W
• Wroũ /n,ome by E��
• Wroũ /n,ome by ^�&
• Wroũ /n,ome by ^tate
• Wroũ /n,ome by hser ϭ
• R edirected Mail
• Zesults by h^W^ �rea
• hpdate Wro
• V iew  R esults by D ate
• sieǁ Zesults by E��
• sieǁ Zesults by ^�&
• V iew  R esults by State
• sieǁ Zesults by hser ϭ
• sieǁ Zesults by hserϮ
• sieǁ results by �/W 

^ee �ppendiǆ � for a detailed description of each report.

 Based on your login, you may see an additional column at the be-
ginning of  the Jo b S ummary. T his column identif ies the ve ndor, reseller or 
reseller client.



�hapter ϯ ϭϮ

A Job with Multiple 
Versions
then multiple versions of the same 
j ob ex ist,  a plus sig n ( “ + ” )  icon is 
displayed nex t to the J ob I D .  Click the 
“ + ”  icon to ex pand the list and view  
all versions of  the j ob. 

The same standard reports available us-
ing  the View Details drop- dow n list are 
available for the additional versions.

J obs can be edited f rom the J ob  S um -
m ary ,  M ailing D etails screen.

J ob  S um m ary
Click on J ob  ID  to access the f ollow ing  
screens. ^ome Įelds can be edited on 
this screen if  user permissions allow . 

E dits made on this screen are on the 
j ob level only. N ote:  I f  a J ob has mul-
tiple versions͕ those versions can also 
be edited. Chang es to a version are 
applied only to that speciĮc version 
being  edited and not to the orig inal 
j ob or any other versions of  the j ob.

•	 M ailing D etails -  displays 
information about that speciĮc 
mailing  including  Mailing  D etails,  
R eports D etails and B arcode 
salues͖ some Įelds are editable.

•	 Billing Information -  allow s you to 
chang e the billing  contact’ s mailing  
information along ǁith the phone 
number and email address f or this 
j ob.

•	 R ev iew  Changes  -  presents a 
vieǁ of the updated information͖ 
you have the option to accept the 
changes and continue or go to the 
previous screens and make any 
needed chang es.

Icon indicating multiƉle ǀersions of a ũoď eǆist͗

EǆƉanded ǀiew of multiƉle ǀersions͘
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M ailing D etails

M ailing D etails is comprised of  three 
sections. �ach is covered beloǁ. �ll Įelds 
highlighted in yelloǁ are reƋuired Įelds. 
&ields can be edited if permissions alloǁ.

M ailing D etails
&rom the M ailing D etails section of the 
screen,  you have the ability to edit:

•  J ob  ID  -  req uired
•  J ob  T itle -  req uired
•  Additional email address to send 

ũob confirmation
•  T otal piec es m ailed  -  req uired
•  D ate m ailed  -  req uired
•  InHom e d ate start
•  InHom e d ate end

Eote͗ if either the /n,ome date start or 
/n,ome date end Įeld is leŌ blank͕ both 
Įelds ǁill be autoͲcalculated based on the 
mail class assig ned in the Class &  S iz e of  
m ail Įeld.

R eport D etails

&rom the R eport D etails section of the 
screen,  indicate that you w ould like to 
receive daily email notiĮcations regarding 
your mailing. EotiĮcations are sent daily 
by 1 1 : 0 0  a.m. E T.

Check the box  nex t to the report( s)  you 
ǁould like to receive. �lick the help buƩon 
;͍͟͞Ϳ to vieǁ additional information.

•  R ec eiv e D aily  S c ans R eports
•  Receive Critical Job Report
•  R ec eiv e Late M ail R eport

I f  you’ ve checked the box  R ec eiv e Late 
M ail R eport,  you must enter a value in the 
Late M ail R eport T hreshold  Įeld.

•  Late M ail R eport T hreshold  -   the 
value entered ,  as a percent,  trig g ers 
the Late M ail R eport. The R eport 
is emailed daily beg inning  w ith the 
Įrst targeted /n,ome ǁindoǁ ǁhen 
the percentag e of  tracked pieces 
delivered is less than the threshold. 

•  E m ail f or D aily  S c ans  -  enter the 
email address( es)  to w hich the D aily  
S c ans R eport should be sent.

 H ighlighted f ields are required f ields in this section.

Mailing �etails 

 T he total number of  pieces mailed must be greater than or equal to the 
tracke d pieces. I f  the total pieces mailed is entered as less than the tracke d 
pieces, an error message is displayed.

 T he date mailed must be earlier than the I nH ome date start and end 
dates. T he I nH ome date start must be earlier than or equal to the I nH ome 
date end. 

ZeƉort �etails

•  R ec eiv e D aily  S c ans reports Ͳ a daily email notiĮcation to let you knoǁ ǁhich 
of your ũobs are receiving Įnal scans͕ the number of scans received today and 
cumulative toͲdate total. �ll ũobs ǁith this report checked ǁill be added to the 
report on the day f ollow ing  the mail date provided.

•  Receive Critical Job Report - a daily email notiĮcation͕ ǁhich begins arriving 
on the day before the Įrst targeted /n,ome date start and continues to be 
sent throughout the duration of the targeted /n,ome date end͕ indicates 
w hich of  your j obs are receiving  scans and how  the scan compare to your 
targ eted I nH ome dates. This report is distributed only  f or j obs w ith R ec eiv e 
Critical Job Report selected.

•  R ec eiv e Late M ail R eport Ͳ a daily email notiĮcation indicating ǁhich of your 
ũobs have cumulative scans beloǁ the Late P erc ent T hreshold  ( identiĮed in 
your proĮle and entered ǁhen Creating Jobs)  by the start of  your targ eted 
I nH ome date. This report is distributed only  f or j obs w ith R ec eiv e Late M ail 
R eport selected.
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Job Versions

/n this section͕ you can edit each version 
by clicking  the pencil icon or delete a ver-
sion by clicking the ͞ǆ .͟ � conĮrmation boǆ 
is presented bef ore the version is deleted.

�ditable Įelds include͗
•  Version ID -  req uired
•  D ate M ailed  -  req uired
•  InHom e F rom
•  InHom e T o
•  T otal P iec es M ailed  -  req uired

� veriĮcation of changes is displayed ǁhen 
a version has been edited/ updated.

A j ob can be deleted by clicking  D elete 
J ob  at the bottom of  the screen. A conf ir-
mation box  is presented bef ore the j ob is 
deleted. Click O K  to continue the deletion 
process.

Eeǆt͕ a message boǆ reƋuires you to enter 
your name and email address prior to de-
leting  the j ob. E nter your name and email 
address,  click O K  and an email containing  
relevant j ob inf ormation and your name/
email address as the user deleting  the j ob 
is sent to TMM Customer Service and to 
the email address provided in the conf ir-
mation box .

J o b  V e r s i o n s

D elete J ob  confirmation ďoǆ

 W hen the deletion process is complete ( you enter your name, email 
and click O K ) , the j ob/ associated ve rsions, tracki ng I D  range, scan data and 
reporting data is NO T  recove rable
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Barcode Values

The Barcode Values section lists the /ntel-
lig ent Mail barcode values that have been 
assig ned to the j ob selected. Available 
information includes͗

•  Version ID -  show s the j ob version,  
if  various versions ex ist. 

•  I ntelligent Mail barcode Values͗
•	 B arc od e ID  -  alw ays has a 

value of  “ 0 0 ”  ex cept w hen 
mailing &lats.

•	 S erv ic e T y pe -  also ref erred 
to as a STI D  ( Service Type 
I D )  is a three- dig it numeric 
code that identiĮes the 
address correction or other 
electronic services desired 
and is used w ithin the I Mb on 
a mailpiece.

•	 M ailer ID  ( M ID )  -  is a Įeld 
w ithin the I Mb that is used 
to identify mailers. M/�s are 
h^W^ assigned.

•	 T rac k ing ID s -  are the 
tracking  I D s assig ned to the 
mailpieces in this j ob.

Click D elete J ob  to delete the j ob and all 
versions associated w ith that j ob.

Billing Information

�illing /nformation provides the current 
information for the billing contact based 
on the loggedͲin user. &rom this screen͕ 
you can edit this information for this ũob or 
version:

•  F irst N am e -  req uired
•  Middle Initial
•  Last N am e -  req uired
•  Com pany  N am e -  req uired
•  S uite/ A partm ent num b er
•  S treet A d d ress -  req uired
•  City / S tate -  req uired
•  Z IP  Cod e -  req uired
•  P hone num b er -  req uired
•  F ax  num b er
•  E m ail -  req uired

�arcode salues

 T he Barcode I D  always has a va lue of  “ 0 0 ”  ex cept  when mailing F lats. 
Please ref er to the U S P S  R IB B S  w eb  site ( http:/ / ribbs.usps.gov)  f or the appro-
priate Barcode I D  va lues.

 I f  changes are made to the Mailing  Details screen, you must continue 
to Rev iew  C h ang es and click Sav e C h ang es to f inalize  the changes. 

T he exce ption is changes made to the J ob V ersions are save d at the leve l 
the changes are made by clicki ng the Sav e V ersion or C ancel C h ang es 
icon.

�illing Information

http://ribbs.usps.gov/ 
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R ev iew  Changes

This screen show s all the chang es that w ere 
made on the M ailing D etails and B illing 
Information screens. I f  no chang es w ere 
made͕ the current information is displayed. 

Click P rev ious to g o back to the Mailing  
�etails andͬor �illing /nformation screens to 
make additional edits or click S av e Changes 
to save the chang es as displayed.

T hree report term s

There are three terms used throug hout 
various reports. I t is important that you 
knoǁ and understand the diīerence in 
these three terms to best utiliǌe the report 
results.

  T he highlighted f ields are required.

Zeǀiew CŚanges

•	 Scan Quantity -  this term ref ers to the number of  pieces in one mailing  
that have received a scan.

•	 Tracked Quantity -  this term ref ers to the number of  mailed pieces in one 
mailing  that are being  tracked.

•	 Delivery Scan Quantity -  this term ref ers to the number of  pieces scanned 
and in the process of  being  delivered. This is the last scan bef ore delivery.
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In this Chapter

A c c essing P rec isionT rac k

T he P rec isionT rac k  sc reen 
b reak d ow n:

Create a J ob

J ob  Inf o

S ourc e F ile F orm at

&ield Positions

D etailed  M ailing Inf o

F ile F orm at

P roc ess F iles

R u n  J o b s  
There are tǁo options available from the dropͲdoǁn R un J ob s tab͗

P rec isionT rac k  Ͳ from this option͕ set up ũobs using WrecisionTrack. &olloǁing 
ũob processing͕ use TrackMyMail to report on those ũobs.

IMb Reservation Ͳ this functionality is not available at this time.
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A c c essing 
P rec isionT rac k
&rom the R un J ob s tab͕ click 
P rec isionT rac k .

� message boǆ appears asking if you 
ǁant to doǁnload and open WrecisionͲ
Track.

•  �lick K eep to doǁnload and 
open͖

•  Then click WrecisionTrack�lient to 
launch the product.

/f presented ǁith a ^ecurity tarning screen͕ 
check the acceptance͕ Η/ accept the risk and 
ǁant to run this applicationΗ  checkboǆ͕ 
then click R un

The WrecisionTrack screen is noǁ accessible.
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P rec isionT rac k

�ccess to some screens and functionͲ

ality is based on permissions.

thile seƫng up your ũob͕ overlay screens provide additional details about the inforͲ
mation needed in each section. �lick on the Ƌuestion mark ;Η͍ΗͿ icons neǆt to each 
section to access the information detailing that section.

 Access to PrecisionT rack va ries based on permissions. 

The folloǁing table indicates ǁhat each login level can access in the Custom er N am e  
dropͲdoǁn list under S elec t a N ew  Custom er. /t also indicates that login levelΖs abiliͲ
ty to create neǁ customers͕ divisions and ũobs.

Log g ed In
As

C ustomer
Drop- dow n
Av ailability

Div ision Drop-
dow n 

Av ailability

C reate  
New  J obs

R eseller 
M aster

All its clients All its R esellers’  
clients

Y es

V endor
M aster

All its clients All its clients Y es

R eseller O nly itself All its clients Y es

V endor O nly itself O nly itself Y es

Client O nly itself O nly itself Y es
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The R un J ob s tab provides a direct link to 
WrecisionTrack. WrecisionTrack͕ a easyͲtoͲ
use interface͕ provides the ability to set up 
and process a ũob. The results of that ũob 
are then available through TrackMyMail 
ǁhere you can retrieve data associated 
ǁith the ũobs through various report forͲ
mats͕ if permissions alloǁ.

The Run Jobs screen is divided into siǆ 
sections:

ϭ. :ob /nfo
Ϯ. ^ource &ile &ormat
ϯ. &ield Wositions
ϰ. �etailed Mailing /nfo
ϱ. &ile &ormat
ϲ. Wrocess &iles

�t any time͕ click S tart O v er to clear the 
screen and begin again.

Create a J ob
 Initial PrecisiondracŬ Screen͗

ϭ͘ :oď Info Ϯ͘ Source &ile &ormat

ϯ͘ &ield Positions

ϰ͘ �etailed Mailing Info

ϱ͘ &ile &ormat

ϲ͘ Process &iles
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Job Info

In the Job Info section, information 
relative to the customer whose job you 
are submitting is collected. Details about 
the job itself are also collected. Based on 
the options chosen, additional fields are 
presented.

Select Customer

The Customer Name and Code are
user-generated identifiers. The Code 
entered is unique. .

•	 From the drop-down list, select an 
existing customer name

Select Division

The Division Name and Division Code 
are unique, user-generated  identifiers. 
The Division Name and Division Code 
provide another level of information that 
can be used for reporting after a job is 
processed.

•	 From the drop-down list, select an 
existing division name

Section 1 - Job Info
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Select Job

•	 From the drop-down list, select an 
existing Job Title; if that job title is 
not available, select [Add/Edit] to 
add a new job title.

•	 If a previous job title is selected, 
the JobID must be change to avoid 
overwriting the previously run job. 
The same job title can be used in 
combination with a new JobID to 
create unique job.

•	When adding a new Job,  the Job 
Title and Customer Job ID fields 
are required.

Job Title cannot exceed 50 characters. Job Title must be alpha 
numeric; special characters are not allowed.

Customer Job ID cannot exceed 50 characters. 

Required

 The Job Title AND Customer Job ID fields combination creates 
a unique job 
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The tracking options deĮned͗

•	 Create Destination IMb Ͳ is checked as the default͖ indicates that the 
mailpiece destination ǁill be included in the /Mb.

•  Track Destination Ͳ indicates mailpieces are tracked to the destination 
using an /Mb͖ by default͕ this is checked ǁhen �reate �estination /Mb 
is used.

•	 U se A CS  Ͳ indicates �ddress �hange ^ervice ;��^Ϳ is used͖ the options 
available are͗

•  CS R  Ͳ �hange ^ervice ZeƋuested
•  A S R  Ͳ �ddress ^ervice ZeƋuested
•  R S R  Ͳ Zeturn ^ervice ZeƋuested
•  T R S R  Ͳ Temporary Zeturn ^ervice ZeƋuested

•	 Create O rigin IM b  Ͳ each mailpiece ǁill have an Krigin /Mb͕ ǁhich includes the 
Zouting �/W for the remit piece.

•  T rac k  O rigin Ͳ indicates that you ǁant the mailpiece tracked. /f Track 
Krigin is checked͕ the folloǁing options appear͗

•   If  T rac k ing,  show  M ID  in IM b  Ͳ indicates the actual Mailer /� ;M/�Ϳ 
shoǁs in the Krigin /Mb.

•  T rac k  w / T M M  Ͳ indicates TrackMyMail is tracking your mailpieces. 

D estination and/ or O rigin tracki ng must be used.

•	Mouseover the J ob  N am e and 
the J ob ID  to see the entire 
J ob  N am e or J ob ID  if it is not 
visible in the display ǁindoǁ.

•	 The Custom er J ob  ID ͕ a uniƋue 
identiĮer that represents a mailing͕ 
is displayed on the main S elec t 
J ob  screen in the J ob  ID  Įeld aŌer 
saving. To vieǁ the entire J ob  ID ͕ 
hover over the J ob  ID  Įeld. This is 
the initiating customerΖs /� of the 
mailing and should remain uniƋue 
for at least siǆ months.

Mail Tracking Kptions

•	 �hoose from the various 
methods available for 
tracking your mailpieces. 

•	 �lick S av e if neǁ information has 
been added or if any Įelds have 
been updated. � popͲup message 
conĮrming that your ũob has been 
saved is a presented͖ click Close.

•	 �lick Close to return to the previous 
screen ǁithout saving any changes 
to the information originally 
presented.

I f  you want T rackM yM ail to track your O rigin data, please make  sure 
you have  registered your O rigin R outing Z I P with T rackM yM ail.
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M ailer ID

/f TrackMyMail is providing your ��^ 
coverage͕ the Mailer /� ;M/�Ϳ is autoͲ
matically generated and the M ailerID  
Įeld is populated ǁith T rac k M y M ail 
M ailerID .  Knly one M/� ǁill be used 
in a ũob. 

/f you are using your oǁn Mailer /�͕ 
it must be registered ǁith TrackMyͲ
Mail. /f youΖve registered your Mailer 
/� and it doesnΖt appear as a dropͲ
doǁn option͕ contact TrackMyMail for 
assistance. 

To delete a Mailer /� entered 
incorrectly or one that is no longer 
available for use͕ contact your 
TrackMyMail �dministrator.

then you are Įnished inpuƫng all 
information͕ click S av e and then 
Close. 

The  Mailer /� is a Įeld in the /ntelligent Mail barcodes used to identify Mail Kǁners 
andͬor Mailing �gents. The Z/��^ teb site deĮnes the Mailer /� as a ϲͲdigit numeric 
or a ϵͲdigit numeric assigned based on annual mail volume criteria. The /�s are h^W^ 
assigned. &or additional information on Mailer /�s and links to the applications͕ go 
to hƩp͗ͬͬribbs.usps.govͬindeǆ.cfm͍pageсintellmailmailidapp. 

http://ribbs.usps.gov/index.cfm?page=intellmailmailidapp
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The USPS's core belief is that the adoption of the Intelligent Mail barcode, more 
specifically the adoption of the Full Service IMb, will provide the most benefit to 
both mailers and the USPS. By using the Full Service IMb, the USPS can fully track a 
mailpiece through the entire postal network, providing valuable data to mailers and 
better manage and optimize production. The changes that affect mailers were made 
to incentivize and increase rates to go to Full Service IMbs. Mailer using Full Service 
IMbs get an increased discount, can request free Full Service ACS data and can get 
free IMb Tracing..

The "# of Chars" column is displayed 
when your input File Type is Fixed 
Width.

Full Service

•	U.S. Postal Service approval is 
needed prior to using Full Service 
coverage through USPS . 

•	 If you will be utilizing Full Service 
coverage, check Yes under Full 
Service and PrecisionTrack will 
assign the corresponding service 
codes. Otherwise, check No. 

Store Address

•	 Check the Store Address box 
to have PrecisionTrack retain 
the address data submitted 
in your job. This information 
is used in TrackMyMail 
reporting.  If you do not 
supply Name and Address 
information, you are limited 
on the fields you can use in 
TrackMyMail for single-piece 
lookup. 

•	 If you opt to save names and 
addresses, enter positions 
for the  following fields. The 
Store Address information 
is collected below the Field 
Positions (Section 3 on the 
Main Screen). To ensure the 
best search results, provide 
as complete information as 
possible in all fields.
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If you are using a previously saved File Format or one of the six 
standard formats provided, these fields are automatically populated based on 
the selected format.

First/Full Name, Middle Name and Last Name/Suffix combined cannot 
exceed 60 characters. Spaces between names are considered characters. 
Example: Ann K Smith is an 11-character entry.

Examples of input entries

Information one entry in input file:
First/Full Name: John David Smith Jr.
Middle Name (if applicable):
Last Name/Suffix (if applicable):

Information three separate entries in input file:
First/Full Name: John
Middle Name: David
Last Name/Suffix: Smith Jr.

Comma quote delimited entry in input file:
“Ann”,”K”,”Smith” is a 15-character entry.

These are the fields presented for storing 
names and addresses from the input file: 
PrecisionTrack retains your data for use in 
TrackMyMail reporting.

First/Full Name

•	 This is a required field indicating the 
starting position in your input file of 
the First/Full Name. 

•	 If your input file is delimited/dBase/
Excel, no additional information is 
needed. 

•	 If your input file is fixed width, 
indicate the number of characters 
contained in this field.

•	 If your input file has the full name in 
one field, enter the starting position 
under First/Full Name. If your input 
file has separate entries for first, 
middle and last names, use the 
Middle Name and Last Name/Suffix 
fields in addition to the First/Full 
Name field.

•	 Comma quote delimited files are 
accepted. All quotation marks with 
the exception of the first and last 
count as characters. 

Middle Name

•	 Indicate the starting position in your 
input file of the Middle Name. 

•	 If your input file is delimited/dBase/
Excel, no additional information is 
needed.

•	 If your input file is fixed width, 
indicate the number of characters 
contained in this field.

Last Name/Suffix

•	 Indicate the starting position in your 
input file of the Last Name/Suffix. 

•	 If your input file is delimited/dBase/
Excel, no additional information is 
needed. 

•	 If your input file is fixed width, 
indicate the number of characters 
contained in this field. In the name 
fields, identifiers, such as Sr., Jr. or 
III, should be included in the Last 
Name/Suffix field. 



Chapter 4 28

Business/Spouse Name cannot exceed 60 characters..

Business/Spouse Name

•	 Indicate the starting position in 
your input file of the Business/
Spouse Name. 

•	 If your input file is delimited/
dBase/Excel, no additional 
information is needed. 

•	 If your input file is fixed width, 
indicate the number of characters 
contained in this field. 

Address 1

•	 This is a required field indicating 
the starting position in your input 
file of Address 1. 

•	 If your input file is delimited/
dBase/Excel, no additional 
information is needed. 

•	 If your input file is fixed width, 
indicate the number of characters 
contained in this field.

Address 1 is required while Address 2 and 
Address 3  are optional. It is important to 
capture the most accurate information 
possible in the Address 1 field.

Address 2

•	 Indicate the starting position in 
your input file of Address 2. 

•	 If your input file is delimited/
dBase/Excel, no additional 
information is needed. 

•	 If your input file is fixed width, 
indicate the number of characters 
contained in this field.

Address 3
•	 Indicate the starting position in 

your input file of Address 3. 

•	 If your input file is delimited/
dBase/Excel, no additional 
information is needed. 

•	 If your input file is fixed width, 
indicate the number of characters 
contained in this field.

Address 1 cannot exceed 50 characters.

Address 2 cannot exceed 50 characters.

Address 3 cannot exceed 50 characters.



Chapter 4 29

City

•	 This is a required field indicating the 
starting position in your input file of 
the City. 

•	 If your input file is delimited/dBase/
Excel, no additional information is 
needed. 

•	 If your input file is fixed width, 
indicate the number of characters 
contained in this field.

State

•	 This is a required field indicating the 
starting position in your input file of 
the State. 

•	 If your input file is delimited/
dBase/Excel, no additional 
information is needed. 

•	 If your input file is fixed width, the 
number of characters in this field 
defaults to two (2).

Origin IMb

•	 Select the type of reply mail to be 
used. Options are:

 � QBRM/BRM - Qualified Business 
Reply Mail/Business Reply Mail

 � CRM - Courtesy Reply Mail

Mail Class 

•	 Select the mail class to be used. 
Options are:

1st Class
Standard
Periodicals
Packages

Type

•	 Select the mail type being used. 
Options are:

Letters
Flats
Postcards
Bound Printed Matter

City cannot exceed 30 characters.

State cannot exceed two characters.

All classes of mail must be processed separately.
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ACS dǇƉes witŚ O pt i o n s  1  a n d  2  serǀices

A d d ress Change S erv ic e ( A CS )

•	 /f A CS  is being used͕ from the dropͲ
doǁn list͕ select the type of ��^ to 
be used. Kptions are͗

�hange ^ervice ZeƋuested ;�^ZͿ
�ddress ^ervice ZeƋuested ;�^ZͿ
Zeturn ^ervice ZeƋuested ;Z^ZͿ
Temporary Zeturn ^ervice 
ZeƋuested ;TZ^ZͿ

•	 �lick the radio buƩon indicating 
Kption ϭ or Kption Ϯ is to be used. 
Kptions are presented based on 
M/� set up ǁith the h^W^ or the 
TrackMyMail M/� being used.

This table provides a breakdoǁn of Kptions 
ϭ and Ϯ for the �ddress �hange ^ervice 
available services.

S erv ic e b eing used : Kptions available͗

�^Z Kption ϭ͗ �ll hndeliverable as �ddressed ;h��Ϳ 
mail is disposed͖ electronic notice is provided͖

Kption Ϯ͗ Wieces forǁarded as possible͖ all other 
disposed͖ electronic notice is provided for all͖ 
S tand ard  M ail has f ee f or f orw ard ed  m ail. 

N ote:  Kption Ϯ is not currently available.

�^Z Kption ϭ͗ &orǁards if possible͖ returns mail if 
not able to forǁard͖ manual or electronic notice 
on f orw ard ed  piec es only ͖ S tand ard  M ail has 
w eighted  f ee f or returned  S tand ard  M ail͖

Kption Ϯ͗ &orǁards if possible͖ returns mail if 
not able to forǁard͖ electronic notice for either͖ 
S tand ard  M ail has w eighted  f ee f or returned  
S tand ard  M ail.

Z^Z Kption ϭ͗ Eot available͖

Kption Ϯ͗ �ll h�� mail returned to sender͖ &irstͲ
�lass pieces returned at no charge͖ ^tandard Mail 
returned at single piece rate͖ electronic notice 
provided for all.

TZ^Z TRSR is only available for &irst-Class Mail.

Kption ϭ͗ Eot available͖

Kption Ϯ͗ Wermanent �hange of �ddress ;�K�Ϳ 
mail returned to sender at no charge͖ electronic 
notice provided͖ temporary �K� is forǁarded.
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Use the drop-down calendar to choose a first and last Mail Dates and In-
Home Dates

The 1st Mail Date cannot be more than 14 days earlier than the current 
date. The Last Mail Date cannot be more than 60 days after the current date.

Mail Dates

•	 These are required fields indicating 
the first mail date, earliest date your 
mailing could occur, and the last mail 
date of your mailing. 

•	 If your last mail date spans multiple 
days, enter the last possible mail 
date; otherwise, the program will 
default to first mail date. 

•	 Both dates must be entered in the 
MM/DD/YYYY format.

InHome Date

•	 These are optional fields indicating 
the earliest date InHome delivery 
could occur, and the latest date 
InHome delivery could occur. 

•	 Both dates must be entered in the 
MM/DD/YYYY format.

•	 If no date is entered, the default 
InHome range for that mail class is 
applied to the job: 

 � First-Class - 1-3 days

 � Standard - 7-10 days
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Section 2 - Source File Format

If a file is run with the same Version Number as a previously run file 
within the same job, the previous data will be overwritten.

Source File Format
The Source File Format section of 
PrecisionTrack requires you to provide 
information regarding the input data.

File Format

•	 Indicate the type of file format 
being used: stacked file or single 
file. 

Stacked File contains multiple/
cells/versions in one file while a 
Single File contains one cell/ver-
sion in the file.

Is Version # in File?

•	 Click Yes if the Version Number is 
included in your input file. 

•	 If the Version Number is not 
included in the input file, click No 
and manually enter the Version 
Number where requested.

•	 The Version Number enables you to 
identify your version/cell. You must 
have a Version Number captured 
for the job to run. Version numbers 
must be unique within a job. 

•	 A Version Number identifies 
specific categories of clients/
customers for reporting purposes. 
Example:  On your input list, 
you have made the following 
identifications:

A = customers who purchase 
from you regularly

B = customers who you think may 
purchase based on data collected

C = customers who have not 
purchased from you in the past 
five years

These codes allow you to track 
activity on all three types of 
accounts.
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File Type

•	 Indicate if your File Type is fixed 
width, delimited, dBase or Excel 
by checking the appropriate radio 
button. 

•	 If delimited, choose a delimiter 
from the drop-down box or enter a 
character in the delimiter box. 

•	 If Excel, choose either .xls (Excel 
2003 or earlier) or .xlsx (Excel 2007) 
from the drop-down box

•	 If using Excel as your file type, the 
following specifications apply:

Files must be .xls or .xlsx; no other 
versions are supported.

Check that special fields do not 
have leading zeros suppressed; this 
applies to fields such as ZIP Codes 
beginning with “0”; example 01234 
becomes 1234 when the “0” is 
suppressed by Excel.

Refrain from embedding macros/
formulas into your input file; results 
may be unpredictable if your Excel 
files contain macros/formulas.

Cells should be formatted as “text.”

•	 If delimited or Excel is chosen as 
the File Type , the line “Header 
Row” appears under the Select 
File Format (Section 5) box. 

•	 Check the Input box if your 
file contains a header row and 
PrecisionTrack will not read the first 
record of your input file. 

•	 Check the Output box if you want 
the same header row that is on your 
input file to appear on your output 
file. 

•	 There must be a header row on your 
input file in order to have a header 
row appear on your output file.

Are Records Delimited by 
CR/LF?

Indicate whether your records in the input 
file are delimited by carriage return line 
feed (CR/LF). Indicate the record length if 
your file is fixed width and not delimited by 
CR/LF.

Delimited indicates delimited by field not record.

dBase files need to have the PrecisionTrack input field identified as 
character string fields.

Delimited indicates delimited by field not record.

 If Output is selected, the header row on your output file is the same as 
the header row that appears on your input file.
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Section 3 - Field Positions

If you are using a previously saved File Format or one of the six 
standard formats provided, these fields are automatically populated based on 
the selected format.

For delimited/dBase/Excel files, if any or all of the following, 5-Digit ZIP, 
ZIP+4 and Delivery Point are in the same field, then enter the same field 
number in the text boxes.

Field Positions
5-Digit ZIP

•	 Indicates the starting position in 
your input file of the 5-Digit ZIP. 

•	 If your input file is delimited/dBase/
Excel, no additional information is 
needed. 

•	 If your input file is fixed width, the 
number of characters contained in 
this field defaults to five (5).

ZIP+4
•	 Indicates the starting position in 

your input file of the ZIP+4. 

•	 If your input file is delimited/dBase/
Excel, no additional information is 
needed. 

•	 If your input file is delimited/
dBase/Excel and your ZIP+4 is in the 
same field as your 5-Digit ZIP, enter 
that same field position here. 

•	 This field can contain only numeric 
values; alpha characters and 
symbols are not allowed.

•	 If your input file is fixed width, the 
number of characters contained in 
this field defaults to four (4).

Delivery Point
•	 Indicates the starting position in 

your input file of the Delivery Point. 

•	 If your input file is delimited/dBase/
Excel, no additional information is 
needed.

•	 If your input file is delimited/
dBase/Excel and your Delivery Point 
is in the same field as your ZIP+4, 
enter that same field position here. 

•	 This field can contain only numeric 
values; alpha characters and 
symbols are not allowed.

•	 If your input file is fixed width, the 
number of characters contained in 
this field defaults to two (2).
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U niq ue R ec ord  ID
•	 /ndicates the starting position in your 

input Įle of the U niq ue R ec ord  ID . 

•	 &or some clients͕ the U niq ue R ec ord  
ID  is referred to as a �ustomer 
hniƋue /� ;�h/�Ϳ. 

•	 /f your input Įle is delimitedͬd�aseͬ
�ǆcel͕ no additional information is 
needed. 

•	 /f your input Įle is Įǆed ǁidth͕ you 
need to indicate the number of 
characters contained in this Įeld.

IM b  S tart
•	 /ndicates ǁhere you ǁant the 

starting position of the /Mb to be in 
your output file. 

•	 /f your input Įle is delimitedͬd�aseͬ
�ǆcel͕ the /Mb starting position must 
be placed at the end of the record. 

•	 /f your input Įle is Įǆed ǁidth and 
the /Mb starting position is not at 
the end of the record͕ you must have 
the appropriate positions available 
ǁithin the record for this Įeld for 
the ϯϭͲdigit numeric string and the 
ϲϱͲdigit alpha string.

•	 /f your input Įle is Įǆed ǁidth͕ the 
number of characters contained in 
this Įeld d ef aults to 9 6 .

•	 /f your ũob is set up as Krigin Knly͕  
the IM b  S tart position is grayed out 
and is not considered a reƋuired 
Įeld.

Unique Record ID cannot exce ed 25 characters.

The U niq ue R ec ord  ID  identiĮes the mailpiece to ǁhich it is assigned. /t can be used 
in the ^ingle Wiece >ookup reporting feature in TrackMyMail. The U niq ue R ec ord  ID  
must be available if you are using TrackMyMail to track ��^ data.

The IMb Start position may not overlap with any other field when 
supplying field positions.
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Version #
•	 Indicates the starting position in 

your input file of the Version #. 

•	 If your input file is delimited/
dBase/Excel, no additional 
information is needed. 

•	 If your input file is fixed width, 
indicate the number of characters 
contained in this field.

OEL Barcode ID
•	When processing Flats, the 

Optional Endorsement Line (OEL) 
Barcode ID field is presented. 

•	 If your input file is fixed width, the 
number of characters contained in 
this field defaults to two (2).

•	 For Standard Class Flats utilizing 
ACS Full Service and a presort 
endorsement line, Full Service 
will not fulfill ACS records on the 
Carrier route pieces. 

•	 The Service Type ID (STID) must be 
changed on these records to reflect 
Basic Service. 

•	 If using ACS on STD Flat mail with 
Full Service, the mail file needs 
to be presorted prior to running 
PrecisionTrack in order to capture 
the OEL barcode and assign the 
correct STID. 

•	 In PrecisionTrack the Barcode 
ID field is captured. When the 
Barcode ID is “10”, indicating Car-
rte (Carrier route), PrecisionTrack 
appends a Basic STID to those 
pieces. This results in the ACS 
records being fulfilled out of 
OneCode ACS. 

Origin ZIP Code Not in File?
•	Use the checkbox to indicate if the 

Origin ZIP Code is included in the 
input file. 

•	Unchecked indicates the Origin 
ZIP Code is included in the input 
file. Provide the Origin 5-Digit ZIP, 
Origin ZIP+4 and Origin IMb Start.

•	 Checked indicates the Origin ZIP 
Code is NOT included in the input 
file. Provide the 9-Digit ZIP and 
Origin IMb Start position.

Version # cannot exceed 20 characters and must be unique within a job

The Version # must be in your input file if running a stacked file or a 
single file where the Version # was not manually entered.
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Detailed Mailing Info 
(Optional)
DPV Code

•	 Indicates the starting position in your 
input file of the DPV (Delivery Point 
Validation) Code. 

•	 If your input file is delimited/dBase/
Excel, no additional information is 
needed. 

•	 If your input file is fixed width, the 
number of characters contained in 
this field defaults to one (1). 

•	 This one-digit code comes from 
CASS processing and is one of the 
following: 

 � Y - when standardized and DPV 
confirmed all components;

 � N - when standardized but NOT 
DPV confirmed;

 � S - when standardized and DPV 
confirmed for primary number 
only (secondary number not con-
firmed);

 � D - when standardized as a default 
ZIP+4 record; 

 � Blank - when the address is not 
ZIP+4 coded. 

While this is optional information, 
the DPV Code provides access to pos-
sible future reports in TrackMyMail.

Branch or Store #

•	 Indicates the starting position in 
your input file of the Branch or Store 
Number. 

•	 If your input file is delimited/dBase/
Excel, no additional information is 
needed. 

•	 If your input file is fixed width, 
indicate the number of characters 
contained in this field. 

While this is optional information, by 
providing an optional code in these 
fields, some reports may be created 
to perform groupings or break out 
sub-totals on custom reports in 
TrackMyMail.

Section 4 - Detailed Mailing Info

The Detailed Mailing Info section of PrecisionTrack captures optional fields within the 
input file. While providing this information is optional, the information allows access 
to possible future reports.

Following is a breakdown of the optional information needed in this section.

DPV Code cannot exceed one character. This applies to all file formats.

Branch or Store # cannot exceed 20 character



Chapter 4 38

Ver. Name
•	 Indicates the starting position 

in your input file of the Version 
Name. 

•	 If your input file is delimited/
dBase/Excel, no additional 
information is needed. 

•	 If your input file is fixed width, 
indicate the number of characters 
contained in this field. 

•	 The Version Name is a more 
detailed description that correlates 
to your Version #.

User Field 1
•	Optional user-defined field. Use 

this field to provide additional 
information about your job such as 
territory or region data.

User Field 2
•	Optional user-defined field. See 

User Field 1 above for additional 
information.

User Field 3
•	Optional user-defined field. See 

User Field 1 above for additional 
information.

Version Name cannot exceed 50 characters.

If you are using a previously saved File Format, these fields may be  
automatically populated based on the selected format.

User Field 1 cannot exceed 80 characters. 

User Field 2 cannot exceed 80 characters. 

User Field 3 cannot exceed 80 characters.
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File Format

•	 Select an existing File Format  form 
from the drop-down list.

•	 To create a new format, select New  
from the drop down list and enter 
your new File Format name in the 
text box, then click Save.

•	 To delete an existing File 
Format, select the file format 
from the drop-down list and 
click Delete

Please note that no confirmation message 
is presented prior to deleting a File Format. 
Once delete is clicked, a message appears 
confirming the format has been delete.

The six standard file formats available 
cannot be changed and saved as the 
same names. These formats can be 
edited and saved under new names.

Section 5 - File Format
The File Format section of PrecisionTrack provides the ability for you to name and 
save the file information entered for future use. A repetitive file format can be set 
up and saved then simply recalled when needed using the drop-down list. Standard 
in-house formats can be set up one time and saved for each recall and use.

A File Format is only available to the user who created it.

From the File Format drop-down list, you have the option to choose one of six 
standard formats. These formats can be changed and saved using a new name 
if needed; the standard format cannot be changed using the existing name. The 
standard formats are:

• PrecisionTrack (CSV)
• PrecisionTrack (Tab)
• TIB Inbound Only (CSV)
• TIB Inbound Only (Tab)
• TIB Round Trip (CSV)
• TIB Round Trip (Tab)
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P roc ess F iles

•	 �lick the B row se buƩon and 
select the appropriate Įles to be 
processed. 

•	then you have Įnished selecting 
Įles͕ highlight the Įle;sͿ to add to 
the F ile Q ueue and click A d d  to 
B atc h. 

•	 �lick the D elete buƩon to remove 
a Įle from the F ile( s)  to b e 
proc essed  list. 

•	 �Ōer a Įle has been added to the 
F ile Q ueue͕ it can be removed 
by highlighting the Įle name and 
clicking R em ov e F ile f rom  B atc h. 

•	hse the B row se buƩon in the S av e 
P roc essed  F ile( s)  Into section to 
indicate ǁhere you ǁant your 
results to be stored. 

•	 zou must click F inish and  P roc ess 
F iles for your ũob to be submiƩed 
for processing.

•	 �lick S tart O v er to clear all 
information from the screen and 
start seƫng up a neǁ ũob.

•	 �lick E x it to eǆit the application.

Section ϲ - Process &iles
/n the Wrocess &iles section of WrecisionTrack͕ specify the Įle;sͿ to add to the 
Ƌueue. &iles chosen ǁill be shoǁn in the F ile( s)  to b e proc essed  boǆ. WrecisionTrack  
can run multiple Įles in diīerent formats. &ile lengths and locations do not have to 
be the same for Įles to run simultaneously. 

Names of  the File( s)  to be processed may not contain special 
characters. 2nly alpha and numeric values are accepted. If a file name 
contains special characters, the user receive s an error when attempting to 
add the file to batch.

F ile name cannot exce ed 80  characters.
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zour ũob set up has been completed and the 
ũob sent for processing. ,ere is a sample of 
the email conĮrmation you receive ǁhen 
the ũob you submiƩed has completed 
processing. � copy of the email is also 
included in a log Įle ǁith the output Įle. 

then using the Krigin /Mb͕ the �/W �ode is 
included in the Eumeric ^tring in the output 
Įle.

The numeric string provided in 
the report is based on the input 
information. The entire /Mb including 
delivery information is provided 
ǁhether that is Įve͕ nine or eleven 
digits. ^o the numeric value of the 
outbound /Mbs returned could be 
Ϯϰ͕ Ϯϵ or ϯϭ digits. The alpha string is 
alǁays ϲϱ characters.

^amƉůĞ ConĮrmation �maŝů

^amƉůĞ KƵtƉƵt &ŝůĞ

�eloǁ is a sample of the /Mb information in the output Įle͗
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then a ũob has processed successͲ
fully͕  you ǁill receive tǁo Įles͗

•  Kne .coded Įle Ͳ this is the 
encoded Įle that contains 
the /Mbs.

•  Kne .log Įle  this is the 
process log Įle that conͲ
tains identical information 
to the email notiĮcation 
that is sent ǁhen a ũob 
is processed. Eaming 
convention is identical to 
the .tmm Įle but the Įle 
eǆtension is diīerent.

/f an error occurs during processing and 
the Įle processing is not completed͕ you 
receive only the last .log Įle͕ ǁhich ǁill 
contain the process progress information 
and the error that occurred ǁithin the 
process.

The Custom erID  in the name of the Įles 
is internal to WrecisionTrack and is not 
reŇective of any data you entered into 
WrecisionTrack.

�efinition and eǆamƉle of tŚe two files receiǀed wŚen a ũoď successfullǇ 
Ɖrocesses͗

•	 ;ϭͿ .tmm Įle Ͳ this is the encoded Įle that contains the /Mbs.
�ǆample͗ T M M T E S T F ILE _ 1 4 9 9 _ ϭϬϱϴϬϲϵϲϱ.c od ed ͖ content breakdoǁn by color is 
F ileN am e_ Custom erID _ T im e. c od ed  ;Eote͗ time format is hour͕  minute͕ second͕ 
millisecondͿ

•	 ;ϭͿ .log Įle Ͳ this is the processing log Įle containing identical information to 
the email notiĮcation sent ǁhen a ũob is processed. Eaming convention is 
identical to the .coded Įle but the Įle eǆtension is diīerent͗

�ǆample͗ T M M T E S T F ILE _ 1 4 9 9 _ ϭϬϱϴϬϲϵϲϱ.log͖ content breakdoǁn by color is F ileN am e_
Custom erID _ T im e. log ;Eote͗ time format is hour͕  minute͕ second͕ millisecondͿ
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5

In this Chapter

Standard Reports

Your Company’s Reports/Your 
Reports

Create Ad Hoc Reports

Running and Scheduling Re-
ports

Reports

From the Reports tab, access your data in statistical or graphical formats. 
Use TrackMyMail’s standard reports or create your own custom report using 
Create/Edit Reports. Save reports in Your Company’s Reports to allow access 
by others in the company or save to Your Reports where only the user associ-
ated with this login can access the reports.

Reports can also be run immediately or scheduled to run at a later date or on 
a recurring basis.
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F rom the ZeƉorts tab,  use standard reports 
or create your ow n ad hoc reports. The R un 
R eports section of TrackMyMail provides 
four options͗

•  S tand ard  R eports ʹ TrackMyMail 
already created reports

•  Y our Com pany ’ s R eports –  reports 
shared ǁithin your company

•  Y our R eports ʹ customiǌed reports 
for your vieǁing only

•  Create/ E d it R eports –  new / ad hoc 
reports created by you and saved 
in Y our Com pany ’ s R eport or Y our 
R eports

•  
�ll reports open in a neǁ ǁindoǁ. To avoid 
timing out͕ click the ͞here͟ link͕ located 
neǆt to Zun Zeports͕  and refresh the teb 
page.

S tand ard  R eports
hse the scroll bar to vieǁ all available 
S tand ard  R eports. S tand ard  R eports 
contain predeĮned report parameters. 

&rom the list͕ select the S tand ard  R eport 
to be run. The report chosen ǁill appear 
in the S elec ted  R eports teǆt boǆ. �lick 
R un S elec ted  R eport to run the report 
immediately or S c hed ule S elec ted  R eport 
to run the report at a later dateͬtime. 

Zunning reports and scheduling reports 
are covered in the Zunning and ^cheduling 
R eports section of this guide.

T he av ailab le S tand ard  R eports inc lud e:
•	 �aily ^cans 
•	 �elivered Krigin Wcs
•	 �oǁnload h^W^ �ata
•	 /nbound Werformance by �ate
•	 Mailpiece ,istory
•	 Wroũ /nͲ,ome by ϯ��/W
•	 Wroũ /n,ome by ϱ��/W
•	 Wroũ /n,ome by E��
•	 Wroũ /n,ome by ^�&
•	 Wroũ /n,ome by ^tate
•	 Wroũ /n,ome by hserϭ
•	 Zedirected Mail
•	 Zesults by h^W^ �rea
•	 hpdate Wro
•	 sieǁ Zesults by �ate
•	 sieǁ Zesults by E��
•	 sieǁ Zesults by ^�Z
•	 sieǁ Zesults by ^tate
•	 sieǁ Zesults by hser ϭ
•	 sieǁ Zesults by hser Ϯ
•	 sieǁ Zesults by �/W
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Saving reports at the Your Company’s Reports level is permission 
based. 

Your Company’s 
Reports and Your 
Reports

Your Company’s Reports are custom 
reports created and used by your 
company’s users. Reports saved in this 
category are available to anyone in your 
company provided access at this level for 
viewing and editing. Reports available 
through Your Company’s Reports are 
created using Create/Edit Reports.  

Your Reports are custom reports created 
by and available to only the individual 
running the report.  Reports saved in this 
category are unavailable to anyone else in 
the company. Reports available through 
Your Reports are created using Create/Edit 
Reports.  

From the list of Your Company’s Reports 
or Your Reports, select a report. The 
report chosen will appear in the Selected 
Reports text box.

•	 Three action options are available 
for the selected report

 � Run Selected Report
 � Schedule Selected Report
 � Delete Company Report

•	 Click Run Selected 
Report to run the report 
immediately or Schedule 
Selected Report to run 
the report at a later date/
time. 

•	 Using Schedule Selected Report, 
reports can also be scheduled to 
run on a recurring basis. 

•	 Running reports and scheduling 
reports are covered in the Running 
and Scheduling Reports section of 
this guide.

Click Run Selected 
Report to run the report 

immediately

Click Schedule Selected 
Report to run the report 

at a later date/time. 
Using Schedule Selected 
Report, reports can also 
be scheduled to run on a 

recurring basis. 

Delete Company Report 
deletes the selected 

report from TrackMyMail. 
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Using the Delete Comp Report, click OK to delete the selected report or Cancel 
to keep the selected report. 

•	 You can delete any report 
from Your Company’s Reports 
by selecting the report to be 
deleted and clicking Delete 
Company Report.

•	 You can delete any report 
from Your Reports by selecting 
the report to be deleted and 
clicking Delete Your Report.

•	 A confirmation window 
appears asking “Are you 
sure you want to delete 
Report: ‘Your Company’s 
Report or Your Report 
Name’?” Click OK to delete 
the report or Cancel to keep 
the report.

Add new reports to Your 
Company’s Reports or Your 
Reports using Create/Edit Reports. 
Details for creating and saving 
a new report are covered in the 
Create/Edit Reports section of this 
guide.
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 T IP :  A s w ith all proj ec ts,  use “ S av e”  f req uently  to ensure all upd ates and  
c hanges to y our report lay out are sav ed  to y our sy stem .

zour Com pany ’ s R eports are available to anyone in your company provided access at 
this level for vieǁingͬediting. Y our R eports are available to only the person creating 
the report.

hsing the various components available ǁithin the dropͲdoǁn sections͕ create a 
simple report or a more compleǆ report ǁith an embedded chart or matriǆ.

Create/ E d it R eports 
( A d  Hoc  R eports)

�ll reports created in Create/ E d it R eports 
are saved to either zour Com pany ’ s 
R eports ;publicͿ or Y our R eports ;privateͿ. 

•	 �lick Create/ E d it R eports 
to begin creating your 
report. hsing the template 
provided͕ create neǁ 
reports to be used and 
saved. 

•	 The S elec t D isplay  F ield s section 
is reƋuired. The remaining 
optional sections can be 
completed to further deĮne your 
report.

To get started͕ here s͛ a breakdoǁn of each 
of the eight sections available to create a 
report. �ach section is revieǁed in detail in 
the folloǁing pages.

•	 S elec t D isplay  F ield s ( D ata 
^ourceͿ ʹ select Ƌuery Įelds 
to be used for the report

•	 S elec t F ilter Criteria –  set 
up Įelds to have only 
selected records on your 
report

•	 S elec t G rouping ʹ arrange 
report information in a logical 
group order

•	 S elec t T otals ʹ add totals for 
speciĮc Įelds as a line to the 
report

•	 S ort O rd er ʹ organiǌes your 
report by a means other than 
grouping

•	 ,ighlighting ʹ provides a visual 
indicator ǁhen a set condition is 
met

•	 Create M atrix  –  presents a 
summary of data

•	 Create Chart ʹ provides a 
graphical representation of 
summary data
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  TIP͗ Since the Select Display &ields drop-down section is reƋuired in order to 
run your report͕ complete this section first.

Report Information
�efore beginning ǁith the dropͲdoǁn 
sections͕ complete some basic information 
about your report.

R eport R un/ S av e/ S av e A s/
Kpen Kptions

•	 �lick R un aŌer choosing 
options in the dropͲdoǁn 
sections to be included in your 
report.

•	 �lick S av e or S av e A s to save your 
report in the appropriate location͗ 
Y our Com pany ’ s R eports ;publicͿ 
or Y our R eports ;privateͿ. &rom 
the �ategory >ist dropͲdoǁn list͕ 
select Com pany  F old er ( Y our 
Com pany  R eportsͿ or P ersonal 
F old er ( Y our R eportsͿ. 

T em plate
^elect a template to be used for the report. 
^ome formats included are Kcean͕ Eature 
and tideZeport. The templates generally 
apply to coloring͕ fonts and page siǌe of the 
report.

R eport F orm at
^elect the format to be used for the report. 
Kptions included are͗

•	 ,TM>
•	 �crobat W�&
•	 M^ �ǆcel
•	 �omma ^eparated
•	 Tex t
•	 M^ tord

�lick View Kptions to see options such as 
multipage delivery for various formats͖ a 
designated separator for delimited Įles 
and more. �vailable options vary based on 
the R eport F orm at selected.
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 T IP :  T hroughout the Create/ E d it R eports 
template͕ click the ͞н͟ boǆ to add additional 
row s and  the “ x ”  to rem ov e row s.

R eport T itle
�nter the title of your neǁ report in 
the R eport T itle boǆ. �uplicate titles 
ǁill overǁrite eǆisting report layouts 
saved in the same area. Zeport 
names must be uniƋue ǁithin the 
Y our Com pany ’ s R eports and Y our 
R eports categories.

/f you use a duplicate name for a 
report͕ a conĮrmation boǆ appears 
prompting you to conĮrm before 
saving

D ata S ourc e
Use the D ata S ourc e dropͲdoǁn list to 
choose your data source. There are three 
�ata ^ource options͗

•	 ��^ �ata �d ,oc
•	 :ob Wackage ^ummary �d ,oc
•	 sieǁ �ll ^ingle Wieces �d ,oc

A v ailab le F ield s options vary based on the 
data source selected. 

R eport Contents
F rom the R eport Contents dropͲ
doǁn boǆ͕ indicates if detailed or 
summariǌed reporting is to be used͗

•	 D etailed  Ͳ one line for each 
record͖ shoǁs the loǁest level 
detail of the report.

•	 S um m ariz ed  Ͳ a summary report 
generally containing a report͕ 
page and group level summary 
only͖ hides the detail section and 
shoǁs the loǁest group level 
summary  

^ummariǌed reports provide 
useful data only ǁhen groups and 
summaries are applied.
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 TIP: Click the “x” inside any drop-down box labeled Field to delete the 
contents of that box and contents of all other populated fields in that row. In the 
example below, click the “x” to delete “Accountname” and “Is”.

The Select Display Fields section is the only section required to create a 
report.

Field sequence in this window shows the fields’ placement sequence on 
the report. 

Select Display Fields
In the Select Display Fields drop-down 
section, select query fields to be used for 
the report. 

Available Fields/Selected 
Fields
The selections listed in Available Fields 
change based on the Data Source chosen. 

•	 Move the items to be used in 
your report from the Available 
Fields list to the Selected Fields 
list by checking the boxes next to 
the fields to be used and using 
the “>” arrow to move all the 
selected fields at once. 

•	 Dragging and dropping individual 
fields to the Selected Fields table 
is also an option. 

•	 The double arrows, “>>”, can 
be used to move all Available 
Fields to Selected Fields or 
use these arrows, “<<”, to 
remove all Selected Fields 
and place them back into 
Available Fields status.

•	 Use the search box next to 
Available Fields to search 
for a specific field to be used 
and use the arrows to move 
through the fields containing 
the search value.

•	 As you select each field, 
indicate the width of that 
field in the Width box 
provided or use the default 
value provided. Click on 
the selected field to view 
the default width value. 
Control the sequence of 
the fields in your report 
by highlighting a field then 
using the up and down 
arrow to the right of the 
Selected Fields box to 
move the selected field 
higher or lower on the list..



�hapter ϱ ϱϭ

Click on an icon to vi ew or assign va lues in that section of  the report; click 
the icon again to collapse that same section.

Add New &ields At Runtime
�vailable Įelds are based on the data 
source chosen. There may be times ǁhen 
neǁ Įelds are added to the data source. 

•	 �heck this boǆ to have any neǁ 
Įelds͕ ǁhich have been added 
to your data source͕ shoǁ in the 
S elec ted  F ield s list in that saved 
report. These Įelds ǁill be added 
the neǆt time the report is run.

�Ōer saving a report͕ click R un to begin 
the report process. hse the dropͲdoǁn list 
to select your ũob and click R un N ow  to 
continue processing. 

To use an eǆisting report͕ click O pen 
and select the report you ǁant to 
modify or run.

Detailed reporting 
options

&urther deĮne your report͕ once it has 
run͕ by using the dropͲdoǁn sections 
or by using the icons at the top of the 
report screen. The icons correspond 
to the dropͲdoǁn sections and appear 
aŌer your report has been run. �ropͲ
doǁn sections may be completed in 
any order.

�lick the E x pand  A ll/ Collapse A ll buƩon 
to alternate betǁeen vieǁs͗

•	 E x pand  A ll ʹ ǁhen the buƩon 
show s E x pand  A ll͕ only your 
report results shoǁ and you must 
click on an icon tor the section 
name o vieǁ an individual dropͲ
doǁn section.

•	 Collapse A ll ʹ ǁhen the buƩon 
show s Collapse A ll͕ all dropͲdoǁn 
sections are vieǁable and open 
for information input

Icon Section Name and Description
Select Display Fields ( D ata S ource)  -  select 
query fields to be used for the report
Select Filter C riteria - sets up fields to have only 
selected records on your report
Select G rouping  -  arrange report inf ormation in a 
logical group order
Select T otals - add totals for specific fields as a 
line to the report
Sort O rder -  organize s your report by a means 
other than grouping
H ig h lig h ting  -  provi des a vi sual indicator when a 
set condition is met
C reate Matrix  -  presents a summary of  data

C reate C h art -  provi des a pictorial representation 
of  summary data
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An example of a field requiring start and end dates is First Scan. Drop-down list of 
available fields in Select Filter Criteria are the same as the choices in the Available 
Fields option. Fields vary based on Data Source selected.

 TIP: If you are setting up a report for the first time, consider limiting the 
number of rows and do test runs until you are satisfied with your report layout.

Select Filter Criteria
In the Select Filter Criteria drop-down 
section, select fields and criteria to show 
only selected information on your report.

Max. Rows/Suppress 
Duplicates

•	 Choose the maximum number 
of rows to display in your 
report using Max. Rows, and 

•	 Check Suppress Duplicates 
to suppress rows containing 
duplicate information.

Field/Criteria/Use Field/Value
•	 Field - use the drop-down list to 

choose the fields to be included in 
your report. Options in this field 
are the same as those in Available 
Fields in the Select Display Fields 
drop-down section.

•	 Criteria - for each field, select 
the criteria condition to be met 
using the Criteria drop-down list. 
Options vary based on the Field 
selected.

•	 Value - the options in this field 
vary based on the selection made 
for Criteria. For some Criteria 
choices such as dates, you must 
specify starting and ending values. 
For Criteria choices such as 
“contains”, enter a specific value 
to be used.

•	 Use Field - when Use Field is 
checked, choose the Value 
from the drop-down list. 
This option is not available 
for all Fields.

•	 Value - specify the value to 
be met for each field. The 
value entered example: 
Del. Days (field) between 
(criteria) 1 and 10 (value). 

Click Run to update your report results or 
Save/Save As to save your updated report 
layout.
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Select Grouping
I
In the Select Grouping drop-down section, 
determine the logical group order of the 
data in your report.

•	 Field - select the field to use to 
create the group

•	 Order -select the order of 
arrangement of that group

•	 Group By - select the method 
of arrangement of records 
within the group; for example, 
if Last Mail Date is used, you 
must also state the Group By 
value:

Year
Quarter
Month
Week
Day 
Hour
Minute

Select Totals
In the Select Totals drop-down section, add 
a summary line for those fields selected to 
your report.

Field/Function/Level

•	 Field - using the drop-down 
lists, choose the field to 
be processed to calculate 
summary information. If 
the field chosen is not in 
the Selected Fields list 
(Select Display Fields drop-
down section), it is added 
automatically to the end of 
that list when chosen in Select 
Totals. 

•	 Function - select the value of the 
summary function; for example, 
Count, Min, Max.

•	 Level - select the level at which 
you want the summary: Report, 
Page or Group. 
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I f  you are using G rouping , Sort O rder cannot be used. O nly one of  these 
two options can be used in a report.

Zeminder͗ �hoices available from the &ield dropͲdoǁn boǆ are based on the �ata 
^ource selected.

SamƉle of ,ŝŐŚůŝŐŚtinŐ wŚen �eliǀerǇ �aǇs is greater tŚan four͘

S ort O rd er
/n the ^ort Krder dropͲdoǁn section͕ 
organiǌe your report by a means other 
than grouping.

F ield / Criteria

•	 S ort B y  F ield  Ͳ set the sort order if 
you w ant your report to be sorted 
but not grouped. zou can have up 
to three levels of sorting. hse the 
dropͲdoǁn list to choose the Įeld 
on ǁhich you ǁant the report 
sorted. 

•	 Criteria Ͳ identify �scending or 
�escending order. 

,ighlighting
I n the ,ighlighting dropͲdoǁn section͕ 
identify results to be brought to your 
aƩention in your report using visual 
highlights or alerts.

•	 Highlight -  provides a visual 
indication by roǁ that a set 
condition is satisĮed. zour 
report can have multiple alertsͬ
highlighting.

•	 U sing S ty le/ A lert Ͳselect the style 
of highlight to be applied from the 
U sing S ty le dropͲdoǁn. Kptions 
include a choice of colors͕ italic or 
bold.

•	 A lert Ͳ to receive a visual alert 
on report vieǁer͕  check the A lert 
box . 

•	 W hen F ield  -  use this dropͲ
doǁn list to select the Įeld to 
be evaluated for highlightingͬ
alerting. 

•	 Lev el Ͳ select from the dropͲdoǁn 
list the level at ǁhich the selected 
Įeld should be evaluated͖ Lev el 
options vary based on the W hen 
F ield  value chosen͗

•	 �etail ʹ evaluate each roǁ 
;recordͿ.

•	 Zeport ʹ evaluate at the end 
of the report.

•	 Wage ʹ evaluate at the end of 
the page.

•	 'roup Ͳ evaluate at the end 
of each group identiĮed in 
S elec t G rouping.
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Make sure the right query object is selected from the Select Display 
Fields before beginning Create Matrix.

You must have one field entered in each of the Column Fields, Row 
Fields and Summary Fields areas in order to run the report using Create 
Matrix.

•	 Function - specify the Function 
to be applied if Report or Page 
is selected in Level; Function 
options change based on the 
When Field you choose and, 
for some choices, may not be 
available.

•	 Criteria/Value - select the 
criteria  from the drop-down list 
and specify a value to be met.

•	 Use Field - when Use Field is 
checked, Value options pulled 
from the Available Fields 
options are displayed as a drop-
down list.

Create Matrix
In the Create Matrix drop-down section, 
assign Available Fields to columns, rows 
and summary fields to produce a report 
in matrix form.

A matrix represents a summary of data. 
Use Link Chart to connect the matrix 
being created to a chart. 

•	 Use the arrows provided or 
drag and drop items from the 
Available Fields box to the 
Column Fields, Row Fields and 
Summary Fields boxes.

•	 Specify the Group By function 
from the respective drop-down 
lists. 

•	 Use the Totals checkbox to get 
total row/column.

•	 Use the up and down arrows 
next to each field box to arrange 
the order of the Fields within 
each field box. 

•	 Click Run to view the report. 

•	 Click Save or Save As to save 
your report layout or any 
changes made to the layout.

•	 Click Clear Matrix at any time to 
remove all entries in the matrix 
fields.
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Create Chart

Create Chart provides a graphic view 
of your data. Include any available field 
and select from multiple display formats 
to present the data for quick, visual 
interpretation.

•	 Using the Title box, add a title to 
your chart.  .

•	 Use the Chart Type to 
indicate the type of chart 
you want displayed. 

•	 Use the Link option to connect 
your chart with report fields or 
with the matrix.

•	 Use Available Fields for the 
Value Fields (Y-axis), drag 
and drop to move fields from 
Available Fields to Value Fields.

Specify the Function for the 
selected field. If you want a 
chart type different from the 
selected Chart Type, use the 
Series Type drop-down list to 
indicate new chart type. 

Use Trend to show the general 
increase/decrease for a value 
over time.

•	 For the Group Fields (X-axis), 
drag and drop to move fields 
from Available Fields to Group 
Fields. 

Use Group By to select a method 
on which to group (numeric 
or data basis). An example of 
numeric grouping is groups 
of 10, where “10” would be 
entered in the Group By box.

To Group By a data basis, use 
the drop-down list and select 
day, week, month, quarter or 
year. Not all fields present a 
Group By option. 

Display Field allows a different 
field title than the data field 
being used to be displayed on 
the report. 
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Use the Clear Chart button to remove all chart settings.

Pivot, if checked, summary 
information for all x-axis field at 
the top of the report.  

Chart Settings

•	 Use the three available check 
boxes to add detail to your chart:

Show Title - display your 
assigned chart title on the final 
report.
Show Legends  - display the 
table of identifying various 
labels, icons and measurements 
on the final report.
Show Point Labels - are points 
on the chart that show the 
actual value indicated by the 
chart. For example, on a bar 
graph, each bar has a number 
above it representing the actual 
value reflected by that bar. 

•	 Align - chart alignment is an 
important component of your 
report. 

Use Align to specify placement 
of the chart: 

Top – places chart in the 
Header
Bottom – places the chart in 
the Footer.

•	 From the Level drop-down list, 
select the level for the chart 
placement:

Choose Page to have the chart 
on the page header/footer 

Choose Report to have the 
chart on the report header/
footer. 
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SamƉle ZeƉort

S ort O rd er

•	 F ield  -

•	 O rd er -  identify ascending or 
descending order.

•	 S how  ( N )  Ͳ alloǁs you to choose 
only a feǁ top values for the 
chart͖ for eǆample͕ if doing a 
chart using the ^ales ^ummary 
&ield͕ specify ϭϱ to include 
records having the top ϭϱ sales 
summaries.

This report illustrates T rend  and 
P iv ot.

,ighlighting͗ �elivery days ǁhere 
the total is not ϰ are highlighted in 
green.

EǆamƉle of PiǀotEǆamƉle of drend
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I con Exp ort your report as
$ Microsoft Excel file

An Adobe Acrobat PD F  document

$ comma/tab delimited file

$ text file

A M icrosof t W ord document

Create M atrix :  ^hoǁs hoǁ many ϭst 
�lass pieces ǁere in each �/W �ode.

Report Kptions

I n Create/ E d it R eports,  use the 
icons in the report toolbar to eǆport 
or distribute your report.

. 
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Use the yellow envelope icon to email your reports to a recipient list of 
your choosing.

Use the yellow envelope icon to 
send an automated email to your 
list of recipients

While email content is provided, 
you can delete this and compose 
your own message prior to sending.

Use this icon to refresh the view of 
your report:

Click Run to update your report results or 
Save/Save As to save your updated report 
layout. To print a report, export the report 
in the desired format and print from that 
application.

This is the content of the email sent from the yellow-envelope icon:

Hello, 

You have received this automated email to let you know that report 
SampleReport2 has been generated. Please find the report attached. 

This is a system generated email so please do not reply to this address. 

Regards, 
System Administrator



�hapter ϱ ϲϭ

R eport times are based on Eastern T ime ( ET ) .

R u n  S elec t ed  R epo r t  screen͗

S c h ed u le S elec t ed  R epo r t  screen͗

R un or S c hed ule a 
S elec ted  R eport

�Ōer choosing the report to run from 
S tand ard  R eports,  Y our Com pany ’ s 
R eports or Y our R eports,  choose R un 
S elec ted  R eport to run the selected report 
immediately͕  or choose S c hed ule S elec ted  
R eport  to schedule the selected report 
to run once on a scheduled date or on a 
recurring basis. 
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U s e  J o b  D et a i ls  to name tŚe reƉort and indicate if tŚe reƉort sŚould ďe deleted 
wŚen comƉleted͘

I n  t h e  O n c e section͕ indicate tŚe date͕ Śour and minute wŚen tŚe reƉort is to 
run on a oneͲtime ďasis͘

I n  t h e  R ec u r r i n g  section͕ select tŚe start and end dates͕ freƋuencǇ ;dailǇ͕ 
weeŬlǇ or montŚlǇͿ along witŚ tŚe daǇ;sͿ͕ Śour and minute wŚen tŚe reƉort is 
to run on a recurring ďasis͘

Under -ob Details, 1ame is a required field.

J ob  D etails
•	 Under J ob  D etails,  enter the 

N am e by ǁhich the report is to 
be saved. This is a reƋuired field.

•	  /f a report is scheduled to run 
once͕ you have the option to 
delete this report name from 
the ũob list upon completion of 
the scheduled run. To do this͕ 
check the Delete on completion 
checkboǆ.

O nc e
•	 �hoose the date ;mmͬddͬyyyyͿ͕ 

hour ;hhͿ and minutes ;mmͿ at 
ǁhich you ǁant the report to run. 

R ec urring
•	 Choose the start and end dates 

for scheduled report recurrence.

•	 ^chedule a report to run on a 
regular basis by identifying the 
freƋuency of the run Ͳ daily͕  
ǁeekly͕  monthly.

•	 ^pecify the number days ;every 
ǆǆ daysͿ and the hour ;hhͿ and 
minutes ;mmͿ of the start time.
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 TrackMyMail does not support delivery to secure FTP sites. 

Delivery Operations
Select the delivery method by checking 
either:

•	 Email  to have the report emailed 
to you; or

•	 Upload  to upload the report to a 
secure FTP server.

•	 Check the Skip delivery on no 
data checkbox to skip delivery of 
the report if no data is available 
for that run.

Delivery Operations - Email
When Email is selected, these fields 
are presented. 

Use the drop-down menu to indicate 
the Report Format. Delivery Options 
changed based on the Report Format 
chosen. Supply the information 
needed based on the format chosen.

•	 HTML - no additional information 
needed.

•	 Acrobat PDF - Indicate pagination 
preference: single page, multiple 
page or horizontal breaks. Using 
the checkbox, indicate if a zipped 
delivery is needed.

•	 Comma Separated - Indicate the 
type of Separator being used; 
default is “Predefined” and 
“COMMA”. “Tab” is available as 
an option from the “Predefined” 
down-down list. Check the 
“Custom” radio button to 
enter a separator other than 
tab or comma. Indicate the 
Enclosure being used; default is 
“Predefined” and “QUOTES (“”)”. 
Check the “Custom” radio button 
to enter an enclosure other than 
quotes. Pagination defaults to 
single page. Using the checkbox, 
indicate if a zipped delivery is 
needed.

•	 Text - Pagination defaults to 
single page. Using the checkbox, 
indicate if a zipped delivery is 
needed.
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�ĞůŝǀĞrǇ KƉtionƐ for Comma SeƉarated R epo r t  F o r m a t  diīers from tŚe D eli v -
ĞrǇ KƉtionƐ for MS Eǆcel͘ 

•	 M S  W ord  Ͳ Wagination defaults 
to multiple page. hsing the 
checkboǆ͕ indicate if a ǌipped 
delivery is needed.

•	 X M L Ͳ Wagination defaults to 
single page. hsing the checkboǆ͕ 
indicate if a ǌipped delivery is 
needed.

•	 M S  E x c el -  /ndicate 
pagination preference͗ 
single sheet͕ multiͲsheet 
or horiǌontal breaks. 
�dditional checkboǆes 
are available to indicate͗ 
Zemove �lank Zoǁs͕ 
�olumns and Zepeat Wage 
,eader and &ooter. hsing 
the checkboǆ͕ indicate if a 
ǌipped delivery is needed.

The report ǁill be sent as an aƩachment 
to a preͲassigned distribution list entered 
by you. �n automated email is distributed 
to the list assigned andͬor names in the cc 
and bcc Įelds on the email. �t least one 
user must be entered in the T o Įeld.

�heck the Suĸǆ Timestamp &ormat box  to 
have a timestamp included on your email. 
The timestamp provides data regarding 
ǁhen the report ǁas scheduled to run. 
There are multiple formats available for 
the timestamp such as͗

•	 MMͲddͲyyyy

•	 MM dd yyyy ,, mm ss

•	 MM dd yyyy hh mm a

•	 dddd MMM yy
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SamƉle of ^Ƶĸǆ dŝmĞƐtamƉ &ormat͗

Content of autoͲgenerated email sent witŚ reƉort͘ Content can ďe modified͘

�eĮnitions of some formats included are͗

•	 MM ʹ month presented in 
numeric format͗ Ϭϰ

•	 MMM ʹ month presented in 
abbreviated format͗ �pr

•	 MMMM ʹ month ǁriƩen out͗ 
�pril

•	 dd ʹ day presented in numeric 
format shoǁing only the date͗ ϭϬ

•	 ddd ʹ day presented in 
abbreviated format shoǁing the 
day of the ǁeek and date ͗ Tues 
ϭϬ

•	 dddd ʹ day presented shoǁing 
day of the ǁeek ǁriƩen out and 
date͗ Tuesday ϭϬ

•	 zz ʹ year presented in 
abbreviated format͗ Ϭϵ

•	 zzzz ʹ year presented in full 
format͗ ϮϬϬϵ

•	 hh͕ mm͕ ss ʹ indicates the hour͕  
minute and second the report 
w as run

•	 a ʹ indicates either �M or 
WM

�nter a subũect of your choosing 
in the S ub j ec t teǆt boǆ. thile 
email content is provided͕ you can 
delete this and compose your oǁn 
message prior to sending. This is the 
default content of the email͗

Delivery Kperations - Upload
then U pload  is selected͕ these 
Įelds are presented. 

hse the dropͲdoǁn menu to indicate 
the Zeport &ormat. Kptions include͗

•	 �crobat W�&
•	 �omma ^eparated
•	 Tex t
•	 M^ tord
•	 yM>
•	 M^ �ǆcel

,ello͕ 

zou have received this automated email to let you knoǁ that 
report фйM�EhͺE�M�йх has been generated. Wlease Įnd the 
report aƩached.

This is a systemͲgenerated email so please do not reply to this 
address.

Zegards͕
^ystem �dministrator
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�ĞůŝǀĞrǇ KƉtionƐ ǀarǇ ďased on R epo r t  F o r m a t  cŚosen͘  �elow͕ Comma SeƉa-
rated ǀs MS Eǆcel ͗

Server 1ame is a required field.

File 1ame is a required field.

�s ǁith Delivery Kperations Email,  the 
Delivery Kptions change based on the 
R eport F orm at chosen. Wrovide the 
reƋuested information based on your 
choice.

Wrovide the folloǁing information 
reƋuested ǁhen U pload  is selected.

•	 U pload  T y pe is set to &TW. This 
cannot be changed. 

•	 U se P assiv e m od e is checked by 
default. hncheck to use active 
mode.

•	 S erv er N am e indicates the 
name of your server to ǁhich 
TrackMyMail connects to &TW the 
Įles. This is a reƋuired field.

•	 P ort indicates the connection to 
be used to &TW the reports. 

•	 U ser N am e and P assw ord  are the 
user name and passw ord used to 
access your &TW account.

•	 F old er N am e indicates the name 
of the folder in ǁhich the report 
is to be placed.

•	 F ile N am e indicates the name 
under ǁhich you ǁant the report 
to be saved. T his is a req uired  
field.

The report uploaded to the location 
designated by you ǁith the information 
provided above. 

�heck the ͞^uĸǆ Timestamp &ormat͟ 
boǆ to have a timestamp included on 
your email. The timestamp provides data 
regarding ǁhen the report ǁas scheduled 
to run. There are multiple formats 
available for the timestamp such as͗

•	 MMͲddͲyyyy

•	 MM dd yyyy ,, mm ss

•	 MM dd yyyy hh mm a

•	 dddd MMM yy
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�eĮnitions of some formats included are͗

•	 MM ʹ month presented in 
numeric format͗ Ϭϰ

•	 MMM ʹ month presented in 
abbreviated format͗ �pr

•	 MMMM ʹ month ǁriƩen 
out͗ �pril

•	 dd ʹ day presented in 
numeric format shoǁing only 
the date͗ ϭϬ

•	 ddd ʹ day presented in 
abbreviated format shoǁing 
the day of the ǁeek and date 
͗ Tues ϭϬ

•	 dddd –  day presented 
shoǁing day of the ǁeek 
ǁriƩen out and date͗ 
Tuesday ϭϬ

•	 zz ʹ year presented in 
abbreviated format͗ Ϭϵ

•	 zzzz ʹ year presented in full 
format͗ ϮϬϬϵ

•	 hh͕ mm͕ ss ʹ indicates the 
hour͕  minute and second the 
report w as run

•	 a ʹ indicates either �M or 
WM

•	 Zeport Warameters

R eport P aram eters

S elec t J ob s is checked by default.

S elec t a S ort Criteria from the list 
provided. Kptions are͗

•	 A S C J ob  N am e Ͳ this is the 
default͖ sort in ascending order 
based on ũob name.

•	 D E S C J ob  N am e Ͳ sort in 
descending order based on ũob 
name.

•	 A S C J ob  M ail D ate Ͳ sort in 
ascending order based on ũob 
mail date.

•	 D E S C J ob  M ail D ate Ͳ sort in 
descending order based on ũob 
mail date.

$ll fields in the 5eport Parameters section are required fields. $ll fields in the 5eport Parameters section are required fields. 
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S elec t a J ob  T im e F ram e by clicking on the 
appropriate radio buƩon. Kptions are͗

•	 Mailed ǁithin Wast ϯϬ �ays Ͳ this 
shoǁs only those ũobs that mailed 
in the past thirty days

•	 Maǆimum Ͳ this shoǁs all ũobs 
mailed and currently saved in the 
database for this client.

•	 S elec t a J ob  -  from the dropͲ
doǁn list presented. The list of 
ũobs available changes depending 
on the report chosen.

•	 S how  S c an D ata f or T od ay  O nly  
Ͳ check this boǆ if you ǁant scan 
data from today to be the only 
scan data included in your report.

O R

•	 E nter the M ail D ate range Ͳ if not 
selecting a ũob͕ select a S tart D ate 
and E nd  D ate to be used for the 
report.  B oth the start and end 
dates must be selected before 
moving to S elec ted  D ate R ange.

Start Date and E nd Date must both be selected bef ore movi ng to 
Selected Date Rang e.

E nter th e Mail Date rang e is required if  not using Select J obs.
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6

In this Chapter

Look up T ools

Look  up b y  P iec e N um b er

S earc h b y  A d d ress/ D ate

S earc h R esults

 

L o o k u p T o o ls
F rom this tab,  search f or mailpieces using  either L ookup by P iece N umber or the 
^earch by �ddressͬ�ate option. Earroǁ your search by choosing a �ustomer͕  �ivi-
sion and :ob before entering your search criteria. 

hse Mailing �etails to vieǁ information about the mailpieces based on scan data 
received. 
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Look up T ools 
The folloǁing features are available through 
>ookup Tools͕ ^ingle Wiece. /nformation 
available through ^ingle Wiece is based on 
the information included ǁhen you ũob ǁas 
processed in WrecisionTrack.

Look up M ailpiec e
TrackMyMail oīers the option to look up 
individual mailpieces by tǁo methods͗

L ookup by P iece N umber

Search by Address/ D ate

B ef ore choosing  your search method,   use 
the radio buƩons to indicate ǁhich type of 
tracking information you are entering͗

Destination -  outbound tracking

O rigin -  inbound tracking

Earroǁ your search time and results to 
a more deĮned selection  by using the 
progressive dropͲdoǁn options provided͗

S elec t Custom er -  lists all customers 
alloǁed based on your login permissions͖ 
then choose͗

S elec t D iv ision Ͳ lists all divisions 
associated ǁith the selected customer͖ 
then  choose͗.

S elec t J ob  Ͳ lists all ũobs associated 
ǁith the selected division.

Look  up b y  P iec e N um b er
�nter one of the folloǁing search criteria to 
search by Wiece Eumber͗

ϭ. The U niq ue R ec ord  ID ͖

Ϯ. The first ϮϬ digits of the 
Intelligent M ail b arc od e ;/MbͿ͖ or

ϯ. The T rac k ing ID  ;seƋuence ηͿ͕ 
typically the last six  or nine dig its 
of the /ntelligent Mail seƋuence 
number. 

•	 Must be all numeric͖ siǆ or nine 
digits͖ and

•	 >eading ǌeros are alloǁed͖ such 
a ϬϬϬϬϬϭ.

Then click F ind  P iec e.

Lookup by Piece Number and Lookup by Address/Date provi de 

two methods to access the same output.  

dŚe ͞Select͟ fields are Ɖrogressiǀe͘ zou must select a Customer first͕ tŚen͕ 
if Ǉou wisŚ͕ a �iǀision and finallǇ a :oď͘

O R
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S earc h b y  A d d ress/ D ate
ϭ. Simply enter a name or business 

name.

Ϯ. �nter a city or ϱͲdigit �/W to reĮne 
your search.

ϯ. /f populated ǁhen your ũob ǁas 
submiƩed for processing͕ enter 
search criteria in User F ields 1 ,  2  or 
ϯ. 

ϰ. Select a start and end date that 
includes possible mail dates f or that 
piece.

ϱ. Click F ind  M atc hing P iec es.

W hen using Looku p by Name, you must use at least one of  the required  
criteria fields listed in the image above.

 TIP͗  The more complete your selection criteria͕ the more finite your 
searc h results w ill b e.

User Fields 1, 2 and 3 are available as search fields only if the fields 
were defined and populated in PrecisionTrack jobs when processed.
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This table provides a breakdoǁn of the 
Įelds available for searching by Wiece 
Eumber or by �ddressͬ�ate.

M ethod Action Note
Lookup by Piece Number:
Unique 
R ecord I D

Enter a specific mailpiece 
Unique R ecord I D  to retrieve  
inf ormation related to that 
mailpiece.

This is a customer-generated identifier. 
I t is possible to receive  multiple match-
es if searching using this field. Click on 
Unique Record ID in the results fields for 
details on each match.

I M b ( 1 st 20  
digits)

Enter the first 20 digits of 
the I M b assigned to the 
mailpiece.

Tracking ID 
( sequence # )

Enter the specific Tracking 
I D  assigned to the mailpiece

Search by Address/Date:
Name Enter the f ull name or any 

part of  the name of  the ad-
dressee on the mailpiece

The search engine is flexible when 
searching on the name fields. Enter 
the full name or a complete first name 
with a f ull/ partial last name or f ull/ partial 
business name and the sof tware returns 
possible matches.

The mailpiece lookup may provide you 
with multiple matches when searching 
by address/date. Click on the Unique 
Record ID f or details on each match.

Business 
Name

Enter the f ull business 
name associated with the 
mailpiece record or any part 
of  the business name.

The same flexibility applies to business 
name searches as is cove red above  f or 
Full Name.

City Enter the city associated 
with the mailpiece record.

The more complete your selection criteria, 
the more finite your search results will be.

5-Digit ZIP Enter the 5-digit ZIP asso-
ciated with the mailpiece 
record.

The more complete your selection criteria, 
the more finite your search results will be.

User F ield 1 , 
2 or 3

Enter search criteria based 
on fields you have defined 
when setting up your job.

These fields must be identified and pop-
ulated in your input file before submitting 
your job for processing. These fields allow 
you to search based on data elements 
that are meaningf ul to you.

S tart D ate Enter a S tart D ate based 
on Induction Date or Mail 
Date to expand your search 
match potential.

Induction Date is a more precise date f or 
when the mail entered the postal system. 
I t is delive red f rom the M ail X M L messag-
ing from the USPS and the 
M ail.dat inf ormation provi ded f rom you or 
your clients.

Mail Date is based on the mail date that 
was entered when the job was set up in 
TrackMyMail.

End D ate Enter an end date based 
on Induction Date or Mail 
Date to expand your search 
match potential.

S ame as Start Date above .
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S earc h R esults
The data Įelds listed beloǁ are returned for 
both retrieval methods͗

•	 hniƋue Zecord /�
•	 N ame
•	 B usiness N ame
•	 Address
•	 �/W
•	 Mail D ate
•	 User F ield 1
•	 User F ield 2
•	 User F ield 3

To access additional details about a 
mailpiece,  click on the U niq ue R ec ord  
ID  to drill doǁn to the neǆt level.

&rom this drillͲdoǁn screen͕ access 
all available information about the 
mailpiece associated ǁith the U niq ue 
R ec ord  ID  including  

•	 �ustomer /nformation

•	 Mailing /nformation

•	 ��^ �elivery /nformation

•	 Mailing  D etails
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Customer Information
�ustomer /nformation includes the Įelds 
listed in the table on the right. 

The mail truck icon͕ ǁhen clicked͕ 
alloǁs you to vieǁ the location of the 
address on the map displayed at the 
boƩom of that screen.

W hile on the map,  use S treet V iew :  
c lic k  here to see the actual street on 
ǁhich the address is located.

F ield Content

Name The name of the addressee included in 
the mailpiece record

Business Name The name of the business included in the 
mailpiece record

Unique R ecord I D The unique identifier assigned by the 
mail owner to identif y this mailpiece

Address The street address included in the mail-
piece record

City, State, ZIP The city, state and ZIP Code included in 
the mailpiece record
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Mailing Information
Mailing Information includes the Įelds 
listed in the table on the right. 

ACS Delivery Information
/f neǁ information ǁas available͕ the ��^ 
delivery information is presented beloǁ 
Customer Information. �lick on the truck 
icon to vieǁ a map displaying the location 
of the neǁ address. &rom this map͕ click 
S treet V iew  to see the imag e of  the actual 
house at the neǁ street address.

F ield Content
M ail D ate The date entered when the job was set 

up in PrecisionTrack.
I nduction D ate The date provided by you or your clients 

as to when the mail entered the postal 
system.

Jo b Name The job name entered when the job was 
set up in PrecisionTrack.

Package # The package number entered when the 
job was set up in TrackMyMail.

Branch The branch entered when the job was set 
up in PrecisionTrack.

Customer/Division The name of the customer or division 
associated with this mailpiece when set 
up in PrecisionTrack. 
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M ailing D etails
The neǆt section of information contains 
detailed information about the mailpiece. 
� breakdoǁn of each area of information 
presented is detailed in the table to the 
right.

M ap
hsing 'oogle Maps͕ a map is provided 
shoǁing the location and status of the 
mailpiece as it is scanned in the system. 
Click on the mail truck icon to see detailed 
information about the mailpiece. The 
folloǁing options for map vieǁing are 
available by clicking on the buƩons labeled͗

•	 M ap Ͳ displays a vieǁ shoǁing 
streetͲlevel map

•	 T errain Ͳ a dropͲdoǁn option 
available by clicking M ap,  displays 
a vieǁ of the map shoǁing terrain 
f eatures

•	 S atellite Ͳ displays a vieǁ shoǁing 
satellite imag ery

•	 Lab els Ͳ a dropͲdoǁn option 
available  by clicking S atellite,  
displays the satellite vieǁ ǁithout 
highǁays͕ cities͕ counties or states 
identiĮed

F ield Content
M ailpiece D estination S hows all destinations at which the 

mailpiece has been scanned.
Scan Date/Time S hows the date and time the scan 

occurred.
Scan Site ZIP Shows the ZIP Code for the site at 

which the mailpiece was scanned.
Scan City/State S hows the city and state in which the 

mailpiece was scanned.
Activi ty S hows the status associated with each 

scan, such as In Transit, Sorted for 
D elive ry, O ut f or D elive ry and others.

Travel Days S hows the number of  days elapsed 
since the mailpiece was entered into 
the postal system; calculated f rom the 
induction date.

Container Type S hows leve l of  unit being scanned; 
examples are pallet, tray/sack, mail-
piece.
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hsing 'oogle Maps͕ a map is provided 
shoǁing the location and status of each 
mailpiece. �lick on an icon ;depicting a 
pallet͕ mailpiece͕ etc.Ϳ on the map to vieǁ 
the folloǁing information͗

•	 S c an D ate/ T im e –  the date 
and time the scan occurred.

•	 S c an S ite Z IP  ʹ the �/W �ode 
for the site at ǁhich the 
mailpiece ǁas scanned.

•	 S c an City / S tate –  the city and 
state in ǁhich the mailpiece 
ǁas scanned.

•	 Activity –  the status 
associated ǁith each scan͕ 
such as /n Transit͕ ^orted for 
�elivery͕  Kut for �elivery and 
others͖ and 

•	 T rav el D ay s –  the number 
of  days elapsed since the 
mailpiece ǁas entered into 
the postal system.

The folloǁing options for map vieǁing are 
available by clicking on the buƩons labeled͗

•	 Map Ͳ displays a vieǁ 
shoǁing streetͲlevel map

•	 ^atellite Ͳ displays a vieǁ 
shoǁing satellite imagery



Chapter 7 77

7

In this Chapter

Edit Profile

M anage A c c ounts

Client List

A d m i n  T a b
&rom the dropͲdoǁn menu͕ you may have access to the folloǁing functions. �ccess 
to the functions is permission based by hser /�. 

• �dit WroĮle

• Manage �ccounts

• Client L ist

/f you log in as an �dministrator͕  you ǁill be directed to the U ser S earc h function. � 
separate guide that deĮnes and outlines the A d m in screens is available. 

�ll other users may select Edit Profile or M anage A c c ounts͕ based on availability. 
The ability to edit various Įelds is permission based and not all users have the 
ability to edit all Įelds.

Edit Profile Screen

Manage Accounts Screen

Client List Screen



Chapter 7 78

Edit Profile

The Edit Profile link f rom the A d m in 
tab provides several updating options 
for user information. The  Editing the 
A c c ount N am e screen contains tw o 
section͗

•	 Account Name and Logins -  allow s 
editing͕ deleting or adding a user.

•	 Billing Information Ͳ alloǁs editing 
the billing contact information for 
the billing contact associated ǁith 
the account.

Account Name and Logins

A c c ount N am e Ͳ the name of the �ccount 
associated ǁith the login used. 

User Logins Ͳ  all hser >ogins ǁhich you 
have permission to edit or delete.

•	 F rom the Select an Action drop-
dow n list on the same line as the 
hser /d being changed͕ choose͗

E d it U ser Ͳto modify eǆisting 
information about a user.

Delete User Ͳ to delete an eǆisting 
user.  

Create N ew  U ser -  to add a user to 
the account.

The Edit Profile screen is used to make chang es to the account associated w ith 
the logged in user. The logged in user can create a neǁ user and edit or delete an 
eǆisting user s͛ information if permissions alloǁ. 
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E d it U ser

The E d it U ser screen has f our areas of  inf or-
mation that can be edited͗

•	 Login and Password Ͳ hser/d 
cannot be edited or changed once 
it is created.

•	 Create P assw ord  -  enter 
the users current passǁord. 
Create a new  passw ord and 
reenter the new  passw ord 
to conĮrm. V iew  passw ord  
validation rules displays the 
passǁord rules on this screen.

•	 Contact Information - updates 
the information associated ǁith 
the Billing Contact for this user.  
/nformation available for updating 
includes͗

 � &irst name͕ middle initial and 
last name

 � Company N ame
 � ^uiteͬ�partment number
 � ^treet �ddress
 � City/ State
 � �/W �ode
 � Whone numberͬeǆtension
 � &aǆ number
 � �mails Ͳ multiple emails are 

alloǁed but must be separat-
ed by a comma

•	 U ser P erm issions -  adj ust the 
permission by unchecking or 
checking  the items this user can 
accessͬedit. Kptions include͗

 � �reate :obs
 � �dit :obs
 � �elete :obs
 � sieǁ Zeports Tab
 � �dit hser WroĮle

�t the boƩom of the screen͕ select U pd ate 
U ser to save your edits or Cancel to return 
to the previous screen.

Login and Password and Create Password on Edit User Screen

Passwords must:
•	 Be between 8 and 25 characters in length;
•	 Contain at least one number
•	 Contain no more than two repeating sequential characters
•	 Contain only digits, characters and underscores; special characters 

are not allowed.

Contact Information on E d i t  U s er  Screen

Highlighted fields are required.

�dd additional email addresses by separating addresses ǁith a comma.

U s er  P er m i s s i o n s  on E d i t  U s er  Screen
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Delete User

Select Delete User f rom the Select an 
Action dropͲdoǁn list. � conĮrmation pop 
up boǆ appears. ^elect O K  to delete the se-
lected user and Cancel to keep the user and 
return to the Action boǆes.

Create N ew  U ser

then creating a neǁ user͕  you need to com-
plete the same screens that are presented in 
the E d it U ser section above. ^ections to be 
completed include͗

•	 Login and Password 

•	 Create P assw ord

N ote͗  then creating a neǁ 
user,  there is no Current 
P assw ord  to be entered.

•	 Contact Information

•	 U ser P erm issions 

�t the boƩom of the screen͕ select A d d  
U ser to keep the information and generate a 
new  user or Cancel to return to the previous 
screen.

D elet e U s er  on E d i t  U s er  Screen

C r ea t e N ew  U s er  

The same user id validation rules and password validation rules 
used in Edit User apply to Create New User
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M anage A c c ounts

F rom the Select an Action drop- dow n list,  
choose ǁhich action to performed͗

•	 A d d  N ew  U ser
•	 E d it A c c ount
•	 Delete Account

A d d  N ew  U ser

This action adds a neǁ user under the 
account associated ǁith your login. 
W hen adding  a new  user,  the f ollow ing  
sections must be completed.

•	 Login and Password -  must 
f ollow  the rules stated in V iew  
user id validation rules.

•	 Create P assw ord  -  enter a 
new  passw ord and reenter 
the neǁ passǁord to conĮrm. 
View password validation 
rules displays the rules f or 
creating a passǁord.

The M anage A c c ounts screen is used to add and change information at the 
account level. �dd a neǁ user to an eǆisting account͕ edit an eǆisting account s͛ 
information and delete an eǆisting account. &rom this screen͕ a neǁ account can 
also be created.  �ccess to these options is permission based and may not be 
available to all users.

M a n a g e A c c o u n t s

C r ea t e N ew  U s er

User Id must:
•	 Be between 8 and 25 characters in length;
•	 Contain no more than three repeating sequential characters
•	 Contain only digits, characters, the @ symbol and periods; special 

characters are not allowed.

Passwords must:
•	 Be between 8 and 25 characters in length;
•	 Contain at least one number
•	 Contain no more than two repeating sequential characters
•	 Contain only digits, characters and underscores; special characters are not 

allowed.
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•	 Contact Information - complete the 
folloǁing Įelds ǁith information 
f or the Billing Contact f or this new  
user͗ 

 � &irst name͕ middle initial and 
last name

 � Company N ame
 � ^uiteͬ�partment number
 � ^treet �ddress
 � City/ State
 � �/W �ode
 � Whone numberͬeǆtension
 � &aǆ number
 � �mails Ͳ multiple emails are 

alloǁed but must be separat-
ed by a comma

•	 U ser P erm issions -  def ault user 
permissions are determined by 
the company and set up throug h 
TrackMyMail. &or the addition of a 
new  a user,  def ault permissions are 
selected. �lter these permission by 
unchecking  or checking  the items 
this user can accessͬedit͗ Kptions 
include͗

 � �reate :obs
 � �dit :obs
 � �elete :obs
 � sieǁ Zeports Tab
 � �dit hser WroĮle
 � �dit �lient WroĮle
 � V iew  Client L ist

�t the boƩom of the screen͕ select A d d  
U ser to keep the information and generate 
a new  user or Cancel to return to the previ-
ous screen.

Contact Information on Manage Accounts Create New User

User Permissions on Manage Accounts Create New User
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E d it A c c ount

•	 Account Name and Logins 

 � A c c ount N am e -  edit the 
account name associat-
ed at the account level.

 � User Logins -  f rom the 
Select an Action drop-
dow n list,  choose to E d it 
U ser or Delete User.

/f editing a user under 
this account,  the inf or-
mation needed matches 
the M anage A c c ounts 
A d d  N ew  U ser screens 
shoǁn above.

/f deleting a user under 
this account,  select 
Delete User and w hen 
prompted,  select O K   
to delete the user or 
Cancel to return to the 
Editing Account screen.

 � Create N ew  U ser -  to create a 
new  user under this account,  
the information needed 
matches the M anage A c c ounts 
A d d  N ew  U ser screens show n 
above.

•	 Billing Information -  updates 
the information associated 
w ith the Billing Contact f or 
this account. The information 
needed matches the Billing 
Information f or the A d d  N ew  
U ser screen shoǁn above. 

•	 User Defined Labels Ͳenter labels 
that provide alternate names f or 
the three hser &ields populated in 
WrecisionTrack. 

hser &ields and >abels are 
linked f or TrackMyMail Standard 
Zeporting purposes.

The E d it A c c ount screen provides access to reseller clients and vendor clients f or 
editing. The E d it A c c ount screen has Įve areas of information that can be edited͗

User Defined Labels are linked to User Fields 1 - 3 for 
TrackMyMail Standard Reports only. 
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•	 Elapsed Days/Mail Date -  choose 
the method to be used for time 
calculations͗

 � Elapsed Days Ͳ the number 
of  days elapsed since the 
mailpiece w as entered into the 
postal system.

 � Actual Days -  The date en-
tered  ǁhen the ũob ǁas set up 
in WrecisionTrack. 

•	 Report Settings

 � Late Pct. Threshold -  enter a 
number betǁeen Ϭ and ϭϬϬ͖ 
this number ǁill serve as the 
percentage value to be used 
to trig g er an email w hen the 
/n,ome ǁindoǁ delivery per-
centag e is less than the value 
entered here͖ this ǁill be the 
late percentag e threshold de-
fault for all neǁ ũobs created.  
/t can be adũusted from the 
�ashboard :ob ^ummary by 
clicking a speciĮc :ob number 
to drill doǁn. 

 � R eturn A d d ress -  Z IP  + 4  -  

•  This must be a minimum 
of Įve digits ;a ĮveͲdigit 
�/W �odeͿ͖

•  /t must match the Krigin 
�/W �ode entered in the 
WrecisionTrack ũob setup 
;the return address on the 
mailpiecesͿ͖

•  /f populated͕ this Įeld 
reports mailpieces that 
are being returned by the 
h^W^ to this �/W �ode͖ if 
blank͕ all mail͕ forǁarded 
and returned͕ ǁill be re-
ported as forǁarded mail. 

�t the boƩom of the screen͕ select U pd ate 
A c c ount to save the chang es to this new  
user or Cancel to retain the eǆisting infor-
mation .

Late Pct. Threshold can be establish on the Edit  Account screen 
or by selecting a job from the Dashboard Job Summary screen.

Late Pct. Threshold generates email reports with the first target-
ed InHome window where the percentage is less than the threshold 
indicated. 

If Return Address - ZIP+4 is left blank, all mail (forwarded and 
returned) will be reported as forwarded mail in reports.
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Delete Account

Select Delete Account f rom the Select an 
Action dropͲdoǁn list. � conĮrmation boǆ 
appears. ^elect O K  to delete the selected 
user and Cancel to keep the user and return 
to the previous page.

Create N ew  A c c ount

To create a new  account,  f ollow  the steps 
above for �dit �ccount. tith the eǆcep-
tion of the Įrst step͕ A c c ount N am e and  
Logins͕ all steps are the same. ^ince you are 
creating a neǁ account͕ there are no logins 
to associated ǁith the account until it s͛ 
created.

�t the boƩom of the screen͕ select U pd ate 
A c c ount to save the chang es to this new  
user or Cancel to retain the eǆisting infor-
mation .

Edit Account contains User Logins:

Create New Account requires only an Account Name:
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Client List

W hen log g ed in as a V endormaster,  the Client 
List link f rom the A d m in tab provides access 
to a Vendor List. &rom this screen͕ you can 
see all vendors associated w ith the log g ed in 
account and have access to all ũobs processed 
for that account. 

he folloǁing information is available on the 
Vendor List screen͗

•	 A c c ount -  displays the names of  
vendors processing ũobs for the 
account

•	 Number of Jobs -  displays the 
numbers of ũobs processed by that 
speciĮc vendor

•	 Last Login Date -  displays the 
most recent date on w hich any 
user associated ǁith that vendor s͛ 
account log g ed in to TrackMyMail

•	 Quick Links -  provides permission-
based access based on the vendor 
;not all vendors see all linksͿ to the 
folloǁing links͗

 � View Vendor Jobs -  links to the 
Job Summary screen on the 
Dashboard

 � Edit Profile -  links to Create N ew  
A c c ount f rom the A d m in,  M an-
age A c c ounts screen. 

 � A d d  N ew  U ser -  links to Create 
N ew  U ser f rom the E d it A c c ount 
screen.

 � Configure Reports - links to R un 
R eports f rom the Run Jobs tab.

The Client List screen accesses a list of  all vendors associated w ith the log g ed in 
user. The user can vieǁ all ũobs processed by all vendors associated ǁith the logged 
in account. Yuick links provide access to ũob summary information͕ alloǁ the 
logged in user to edit account proĮles including creating neǁ accounts͕ add neǁ 
users and conĮgure reports. �ccess to these options is permission based and may 
not be available to all users.
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8

In this Chapter

Help

Logout

Help
Help 

The Help tab provides access to the TrackMyMail User Guide and Quick Start. The 
guide provides detailed information on the contents of each TrackMyMail tab.

A link is also provided to TrackMyMail Customer Service.

Logout

Click the Logout tab to leave the application.
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