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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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A The software program
needs read/write access to the
directory where the software
resides.

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.
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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®, Suite""™™, 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.
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A While all submissions are
rev ewed and ewa luated, not all
enhancement requests will be

included in the software.

Identify the Need or Issue for Software Changes

Changes fall into two categories: enhancements or bugs.

Enhancement: An enhancement is a feature or function not currently
in the software that you/your company are requesting TrackMyMail to
add.

Bug: A bug is a problem with the coding or functionality of the
software as it currently exists.

Determine into which category your request falls in order to submit it to
TrackMyMail for processing.

Submit the Request for Software Changes

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

Send an email to TMMCustomerService@pb.com.

Identify in the subject line the product for which the change is being
requested and the category of the change: enhancement or bug.

Describe in the body of the email the enhancement features or
functionality you would like to have added to the software. Please be
as clear and specific as possible; or

Describe in the body of the email the bug issues in as much detail as
possible, for example:

-Does the job/report run to completion; does it abnormally
terminate?

Include your contact information in the email body — your name,
company name, your telephone number and your email address.

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

Acknowledgement of Submission

An 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.
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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
8:30a.m. - 8:00 p.m., ET
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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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Accessing
TrackMyMail

Open your Internet browser and
access the TrackMyMail site: https://
www.trackmymail.com. TrackMyMail
is compatible with most major brows-
ers.

On the website, click LOGIN TO

TRACKMYMAIL to access the product.

Your Client Services Representative
confirms the email address to use for
logging in along with access instruc-
tions.

Welcome/Log In

1. User ID and Password are
required to access the secure
site.

2. Options are available to retrieve
your User ID - Forgot User Id?
and your Password - Forgot
Password?

3. Ifyou are a first-time
user, you will receive
a randomly generated
password delivered to the
email address provided to
TrackMyMail.

TrackMyMail access varies
based on the permissions as-
signed to the user logging in.

TrackMyMail is the reporting software used in conjunction with

PrecisionTrack. It is important at this point to understand the levels within

this process to determine at which level you want to grant access to
TrackMyMail reports.

Log in screen:

| TrackMyhail

Home Login to Trackmymail

LOGIN Welcome

User |D:

Password:

Welcome to the new TrackMyMail website!

s and mal hie
Infammation you'd expect from the expests In mall tracking!

The Login box has been moved!

A 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 “Forget Your Password?” to have a temporary password emailed to
you.

Levels at which a user can log in to TrackMyMail include:

= Reseller Master
= \endor Master

= Reseller

= ResellerClient
=  Vendor

= (Client

= Admin
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Using TrackMyMail

The initial TrackMyMail screen
offers access to the following
areas via tabs. Tabs are avail-
able based on the permission/
access level at which your
account was created.
This screen shows all potentially available tabs.

e Dashboard - displays the Job
Summary, information for all
jobs processed within the last
30 days.

pitney bowes @) |

Welcome to TrackiTyran

Job Summary

* RunJobs - provides access to
two areas:

= PrecisionTrack for job cre-
ation.

= |Mb Reservation to reserve

a series of IMbs to be used. &
Based on your permission/access lee |, you may not see all of the

* Reports - provides access to tabs displayed on the screen aboe .
standard and ad hoc reports

for jobs processed through
PrecisionTrack.

* Lookup Tools - uses mini-
mal data to retrieve available
information about a specific
mailpiece.

e Admin - access to the Admin
tab is based on the user profile.
Some user may not have access
to this tab. Users with appro-
priate permissions in the user
profile may see the Edit Pro-
file and/or Manage Accounts
options.

* Help - provides access to the
TrackMyMail Quick Start and
User Guide.

* Logout - closes and disconnects
you from the application.
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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.

Welcome to TrackMyMail
Job Summary
Search Jobs
Total Total Total Scan Total Reply
Job ID Job Title Mail Date Pieces Tracked Scanned % Replies % View Details
#  Roundtrip RoundTrip 02/08/2016 48 48 0 00 ] 00 Choose Report v
#  inbound Inbound 02/08/2016 187 167 ] 00 ] 00 Choose Report v
# Periodicals Periodicals 08/01/2015 43 48 0.0 0 0.0 Choose Report VJ
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Content Breakdown

The Dashboard provides access to information on all processed jobs associat-
ed with the log in information used.

. Job Summary B

Information presented on the
Bl el el s 0D b e Pers  Tade  Samel Sa%  Repes Rey% Vi Dl
Job ID - the unique alphanumeric % fgj:\é“ti;ir‘\an&ng 06232015 1247 1257 1039 B2 BT 43 (hoose Report v
identifier associated with a job. This 4 Standard Mufiersionwih - 0BOY2015 74749 14749 4418 82 0 00 Choose Repart v
is also a link to the additional job Cass  ACS i ‘ j i
summary screens; if multiple ver-
sions of a job exist, a “+” is displayed YYiH Y
next to the Job ID. \_ J
Job Title - the unique name you created
to help you easily identify the job; for View Details is permission based. If available, click the drop-down list next to any
example, Spring Mailer, College Students  job processed and access the following reports. Reports run from the Dashboard are
Offer. job specific. Reports for any job processed are available also from the Reports tab.
Mail Date - the date on which your mail ® Daily Scans
was submitted to the USPS. ® Delivered Origin Pcs

® Details by Map
Total Pieces - indicates the total number e Download USPS Data
of mailpieces in your mailing. * Inbound Performance by

Date

Total Tracked - indicates the total num- *  Mailpiece History
ber of mailpieces in the mailing that are ®  ProjInHome by 3DZIP
being tracked. ®  ProjInHome by 5DZIP

®  ProjInHome by NDC
Total Scanned - indicates the total ®  ProjInHome by SCF
number of tracked mailpieces that were ®  ProjInHome by State
scanned. ®  ProjInHome by User 1

® Redirected Mail
Scan % - of the mailpieces being tracked, *  Results by USPS Area
this indicates the percentage of pieces e Update Pro
that have been scanned. *  View Results by Date

®  View Results by NDC
Total Replies - the total number of ®  View Results by SCF
return mailpieces received from your ®  View Results by State
mailing. ® View Results by User 1

® View Results by User2
Reply % - the percentage of replies in ®  View results by ZIP

relation to the number of mailpieces put  See Appendix A for a detailed description of each report.
into the mail system. This is calculated
based on Origin IMb tracking on remit

ilpieces. . .
EHEEE=S & Based on your login, you may see an additional column at the be-

ginning of the & b Summary. This column identifies the @ ndor, reseller or

View Details - is permission based. The .
reseller client.

drop-down box provides quick access
to all standard TrackMyMail reports.
These reports are also accessible from
the Reports tab, where more detailed
information is available.
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A Job with Multiple

Icon indicating multiple versions of a job exist:

Versions

When multiple versions of the same Standard
job exist, a plus sign (“+”) icon is Class
displayed next to the Job ID. Click the \

IMulti-version with
ACS

“+” icon to expand the list and view
all versions of the job.

The same standard reports available us-
ing the View Details drop-down list are

available for the additional versions.

Jobs can be edited from the Job Sum-
mary, Mailing Details screen.

Job Summary

7ar48 44218 582 o oo Choose Repon
425 g B5255  [Choose Report
536 44218 14734 Cnoose Repor
543 218 mes Choose Report
a8 24218 1588 Croose Repont
814 2E 4z Choose Repoart
ars 44218 358 Chotse Repon

Click on Job ID to access the following 4
screens. Some fields can be edited on
this screen if user permissions allow.

Edits made on this screen are on the
job level only. Note: If a Job has mul-
tiple versions, those versions can also
be edited. Changes to a version are
applied only to that specific version
being edited and not to the original
job or any other versions of the job.

e Mailing Details - displays
information about that specific
mailing including Mailing Details,
Reports Details and Barcode
Values; some fields are editable.

e Billing Information - allows you to
change the billing contact’s mailing
information along with the phone
number and email address for this
job.

dob le
Job Ttk

ighigrted fieids are reguved

Class & Size of mail
Additional eeall addresses ta sand job confirmation CustemprSandca@tmackn

Bapon Details

Receive Daily Scans Repen:
Rncahee Critical Job Repon
Rocahvs Late Mal Repant

e Waesion 2
2 Vieesion 3
¥ Wadsion &
£ Vension 3
¢x Vession &

Maifing Delails »» Bling Information »» Heview Changes

Lo ¢
LE N ]

Expanded view of multiple versions.

[Standard Class
PhEiversion with ACS

Shanawd Latters .

Late Mad Report Thresheld: 0
Emall for Dally Seans CustomerSenvico@racks

[ate Mastod wm wces Mak
92015 162015 S212015 01

Lo SGR0T5 L=l 3001
282018 182015 #2372015 25001
s 1905 BIB2015 Ere)
anz2en1s 182015 BRe2015 10001
a5 E202015 27015 14001

Barcods Vabuts
Yiou have been assigned the Following imeligent Mail® Barcode values for your maiiing.
TG MATE Barcods Vanss.
Verska i Barced 10 Tyt BT 10 Tracking 0%
VTN 2] 53 PR IR s 1 I
VeTsion ] I TE005Z05 - Z00SERLE
eon 2] FE f? ¥
Vizion 2] 53 220060053 - cooteates |
Vason 2] I3 Ze0103198 - 200113188
eian [] FH FFLRETE TR T AL S
“The Barcode. T EXCEFT | g Fisase refer 10 the USPSE RINDS wet she A0S Oou for A0RI0EN o

e Review Changes - presents a
view of the updated information;
you have the option to accept the
changes and continue or go to the
previous screens and make any
needed changes.

Chapter 3
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Mailing Details

Mailing Details is comprised of three
sections. Each is covered below. All fields
highlighted in yellow are required fields.
Fields can be edited if permissions allow.

Mailing Details
From the Mailing Details section of the
screen, you have the ability to edit:

e JobID - required

e Job Title - required

e Additional email address to send
job confirmation

e Total pieces mailed - required

e Date mailed - required

e InHome date start

e InHome date end

Note: if either the InHome date start or
InHome date end field is left blank, both
fields will be auto-calculated based on the
mail class assigned in the Class & Size of
mail field.

Report Details

From the Report Details section of the
screen, indicate that you would like to
receive daily email notifications regarding
your mailing. Notifications are sent daily
by 11:00 a.m. ET.

Check the box next to the report(s) you
would like to receive. Click the help button
(“?”) to view additional information.

e Receive Daily Scans Reports
e Receive Critical Job Report
e Receive Late Mail Report

If you’ve checked the box Receive Late
Mail Report, you must enter a value in the
Late Mail Report Threshold field.

e Late Mail Report Threshold - the
value entered , as a percent, triggers
the Late Mail Report. The Report
is emailed daily beginning with the
first targeted INnHome window when
the percentage of tracked pieces
delivered is less than the threshold.

e Email for Daily Scans - enter the
email address(es) to which the Daily
Scans Report should be sent.

A Highlighted fields are required fields in this section.

Mailing Details

a )

Mailing Details

Job Id [First Class Total pieces mailed 1257

Job Title: :First Class with round trip Tracked pieces. 1257

Class & Size of mai rstClass Letiers v/ Date malled 6232015 )|

email o sand job ¢ In-home date start B2BR2015 |

In-home date end 6302015 |
‘it adner ane af the in-Home Dale felds i3 ieft olank then ey
will Dol b dulc-caltuiated based off of Mal Class

\_ _J

A The total number of pieces mailed must be greater than or equal to the
track d pieces. If the total pieces mailed is entered as less than the track d
pieces, an error message is displayed.

A The date mailed must be earlier than the InHome date start and end
dates. The InHome date start must be earlier than or equal to the InHome
date end.

Report Details

Late Mail Repart Thrashold 0 7]
Email for Daily Scans.

Receive Daily Scans Report
Receive Critical Job Report
Receve Late Mail Report

eoe

e Receive Daily Scans reports - a daily email notification to let you know which
of your jobs are receiving final scans, the number of scans received today and
cumulative to-date total. All jobs with this report checked will be added to the
report on the day following the mail date provided.

e Receive Critical Job Report - a daily email notification, which begins arriving
on the day before the first targeted InHome date start and continues to be
sent throughout the duration of the targeted InHome date end, indicates
which of your jobs are receiving scans and how the scan compare to your
targeted InHome dates. This report is distributed only for jobs with Receive
Critical Job Report selected.

e Receive Late Mail Report - a daily email notification indicating which of your
jobs have cumulative scans below the Late Percent Threshold (identified in
your profile and entered when Creating Jobs) by the start of your targeted
InHome date. This report is distributed only for jobs with Receive Late Mail
Report selected.
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Job Versions

In this section, you can edit each version
by clicking the pencil icon or delete a ver-
sion by clicking the “x”. A confirmation box
is presented before the version is deleted.

Editable fields include:
e Version ID - required
Date Mailed - required
InHome From
InHome To
Total Pieces Mailed - required

A verification of changes is displayed when
a version has been edited/updated.

A job can be deleted by clicking Delete
Job at the bottom of the screen. A confir-
mation box is presented before the job is
deleted. Click OK to continue the deletion
process.

Next, a message box requires you to enter
your name and email address prior to de-
leting the job. Enter your name and email
address, click OK and an email containing
relevant job information and your name/
email address as the user deleting the job
is sent to TMM Customer Service and to
the email address provided in the confir-
mation box.

Job Versions

Beport Details \
Receive Daily Scans Report: - @ Late Mail Report Thrashold: o L]
Receve Crlical Job Report. R ) Email for Daly Scans CustomerSennce(@iracks

Receive Late Mail Report: + @

Jub Versions

Version 1 B2015 BHB2015
Version 2 692015 GB2015
Version 3 BR2015 GBS

Version 4 G225 BAS2015

Version 5 EN2IMS BR015
Version 6 G325 B225

*If ither ane of the in-Home Dale fieids i3 lef? blank, then ey wil bofM be auto-calcuated baged off of Mad Ciass

Version stccessiully updaled

Delete Job confirmation box

Barcode Values
You have been assigned the following Intelligent Mail® barcode values for your mailing.
Intelligent Mail® barcode Values
Barcode ID | Service Type [ Mailer ID (MID) [ Tracking IDs
00 | 270 | 151515 | 000024303 - 000025002
00 | 270 | 151515 | 000025004 - 000025559
D wil always have a value of "00" EXCEPT when mailing Flats. Please refer to the USPS® RIBBS web site hitp./ribbs uses gov/ for the appropriate Barcode 1D values.
Delete Job
Next | J

A When the deletion process is complete (you enter your name, email

. J

and click OK), the job/associated @ rsions, track ng ID range, scan data and

reporting data is NOT recoe rable

Chapter 3
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Barcode Values

The Barcode Values section lists the Intel-
ligent Mail barcode values that have been
assigned to the job selected. Available
information includes:
e Version ID - shows the job version,
if various versions exist.
¢ Intelligent Mail barcode Values:
e Barcode ID - always has a
value of “00” except when
mailing Flats.

e Service Type - also referred
to as a STID (Service Type
ID) is a three-digit numeric
code that identifies the
address correction or other
electronic services desired
and is used within the IMb on
a mailpiece.

e Mailer ID (MID) - is a field
within the IMb that is used
to identify mailers. MIDs are
USPS assigned.

e  Tracking IDs - are the
tracking IDs assigned to the
mailpieces in this job.

Click Delete Job to delete the job and all
versions associated with that job.

Billing Information

Billing Information provides the current
information for the billing contact based
on the logged-in user. From this screen,
you can edit this information for this job or
version:

First Name - required
Middle Initial

Last Name - required
Company Name - required
Suite/Apartment number
Street Address - required
City/State - required

ZIP Code - required
Phone number - required
Fax number

Email - required

Barcode Values

4 220055053 - 2X0080052
4 220080053 - 220103185
4 220103166 - 220113195
4 220113196 - 220127195

Mersion
Mersion
Mursion
Version &

888888§
=}

values

\

Barcode Valyes
‘You have been assigned the following Intelligent Mad® barcode values for your mailing
Intelligent Mail® barcode Values
Version Id Service Type Mailer 1D [MID) Tracking IDs
Mersion 242 200052453 - 20062652
Mersion 242 220052053 . J200E5652

“The Barcode 1D wil always have a value of 00" EXCEPT when maing Flals. Please refer Io ihe USPSD RIBBS web site AilD ATiD0S Lsps gow' for the appropriate Barcode 1D

J

A The Barcode ID always has a & lue of “00” except when mailing Flats.
Please refer to the USPS RIBBS web site (http://ribbs.usps.goy for the appro-

priate Barcode ID & lues.

A If changes are made to the Mailing Details screen, you must continue

to Review Changes and click Save Changes to finaliz the changes.

The ege ption is changes made to the Job Versions are sae d at the lee |
the changes are made by click ng the Save Version or Cancel Changes

icon.

Billing Information

Highiighted fislds are required

Billing Contact Fifst, M, Last Frackmyrmet " [DivofPitney Bowes
Comgany Name: Mrackmymail S—
Suile/Apl. #
Street Address 501 Mainstream Drive
City | State Nashville ~ NEVADA *
2ip Code: TFel -
Phone # Ext Option
Fax Numbar:
Email ustomarsenacelirackmymail com

k Prevous || Next| _J
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Review Changes

This screen shows all the changes that were
made on the Mailing Details and Billing
Information screens. If no changes were
made, the current information is displayed.

Click Previous to go back to the Mailing
Details and/or Billing Information screens to
make additional edits or click Save Changes
to save the changes as displayed.

Three report terms

There are three terms used throughout
various reports. It is important that you
know and understand the difference in
these three terms to best utilize the report
results.

A The highlighted fields are required.

Review Changes

(

11 yoU need 1o make any CNanges 10 TNis Job. pleass Use the “Previous” button 3t he oTiom of tnis screen.
To proceed and complete this job. use the "Save Changes” bution at the bottom of Ihis screen

Job ID: Standard Class Receive Dally Scans Repon? Yes

Job Title: Multl-varsion with ACS Ruecoive Critical Job Report? Yo

Class & Size of Mall: Standard Letters Receive Late Mall Report? Yeos

Additional Emaill: CustomerSaricag@trackmymall com Late mall threshold: L]

Email for Daily Scans: CustomerService@trackmymail com

[Ferionpetos — ———————————— |

Version 1D: Version 1 Date Mailed: BA2015

Tatal Piocas: 501 In Homa Dats From: BG5S

Tracked Pleces: 501 In Homa Date To: B2¥015

Version ID: Version 2 Date Mailed: 205

Total Pleces: 3001 In Homae Diate From: BME2015

Tracked Pieces: 300 In Home Date To: BRI2015

Version 1D: Wersion 3 Date Mailed: L]

Total Piecos: 25001 In Home Date From: BIE2015

Tracked Pleces: 25001 In Home Date To: iy

Version 1D: Version & Date Mailed: G122015

Toul Pleces: R4 In Home Date From: B1015

Trocked Pleces: 22244 In Home Date To: B262015

Verslon ID: Version § Date Malled: B/122015

Total Pheces: 10001 Iin Home Dte From: B1915

Tracked Pisces: 10001 In Home Date To: BRE015

Version 1D: Vision & Date Mailed: BNA2015

Tatal Piocas: 14001 In Homa Dats From: BN

Tracked Pleces: 14001 In Homa Dote To: E2TIH015

First, MI, Last: Trackmymail Dlv of Pliney Bowes

Company Name: Tracknymall

Suite/Apt. &

Street Address: 501 Mainstream Diive

Cityl State: Nashville, NV

ZIP Code: iz

Phona Numbar: B888-444.0972

Fax Number:

Email: customersenice@irackmymail.com

Previous || Save Changes

~\

e Scan Quantity - this term refers to the number of pieces in one mailing
that have received a scan.

e  Tracked Quantity - this term refers to the number of mailed pieces in one

mailing that are being tracked.

e Delivery Scan Quantity - this term refers to the number of pieces scanned
and in the process of being delivered. This is the last scan before delivery.

Chapter 3
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4 Run Jobs

There are two options available from the drop-down Run Jobs tab:

PrecisionTrack - from this option, set up jobs using PrecisionTrack. Following
job processing, use TrackMyMail to report on those jobs.

In th IS Cha pter IMb Reservation - this functionality is not available at this time.

Accessing PrecisionTrack

The PrecisionTrack screen
breakdown:

Create a Job

Job Info

Source File Format
Field Positions
Detailed Mailing Info
File Format

Process Files
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Accessing
PrecisionTrack

From the Run Jobs tab, click
PrecisionTrack. Lookup Tools

A message box appears asking if you
want to download and open Precision-
Track.

This type of file can harm your cemputer. Do you ‘ Keep | | Discard ‘
e Click Keep to download and want to keep PrecisionTrackClient...jnlp anyway?

open; k J

® Then click PrecisionTrackClient to
launch the product.

[#]  PrecisionTrackClient...jnlp

f )
If presented with a Security Warning screen,

. [T T S
check the acceptance, "l accept the risk and Security Warning [ =
want to run this application" checkbox,
then click Run || Do you want to run this application?

Name: TrackMyMail
The PrecisionTrack screen is now accessible. Il f' rupiener. [
2 Locations: [ EEEEEEEEEN
Launched from downloaded JMLP file 0

Running this application may be a security risk

Risk: This application will run with unrestricted access which may put your computer and personal
infarmation at risk. The information provided is unreliable or unknown so it is recommended not to
run this application unless you are familiar with its source

Unable to ensure the certificate used to identify this application has not been revoked.
More Information

Select the box below, then click Run to start the application

[¥/] 1 accept the risk and want to run this application.
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PrecisionTrack

Access to some screens and function-

ality is based on permissions.

While setting up your job, overlay screens provide additional details about the infor-
mation needed in each section. Click on the question mark ("?") icons next to each
section to access the information detailing that section.

PrecisionTrack™

pitney bowes () | TrackMyMail™
(-] - ] position # of chars & @ Position  # of Chars 2

Select Customer: v
5-Digit ZIP: 5 DPV Code: 1
Select Division: v Branch or
—_— ZIP+4: Store #:
-]

4
Select Job: Wer. Name:

Delivery Paint:
- B - User Field 1

MaileriD: Uhige: Reoord 1D; User Field 2
(Epr 5 pusitionz) IMb Start: User Field 3

Full Service: ) Yes (O No [V Store Address Version #: ° Seledt File Format:
oL Barcade 10: T )
7 L AL )

First/Full Name =

2

Mail Class: [ ¥ | Type: v

O option1 () option 2 ‘

Middle Name: ° File(s) to be processed: ?

Last Name/Suffix:

Business/Spouse
ame:

Address 1% (Browse ] (adato Baten ) [ Delete |

InHome Date: MWDD/YYYY - MWDDAYYY BN _
Address 2% File Queue:

? ‘

Mail Date: uwmonvyy - ooy B

File Format: (O Stacked File ) Single File Address 3:

Is Version # in File? (O Yes O No City *=:

1f no, Enter Version #: State *: | Remove File from Batch |

File Type: () Fixed Width () Delimited ?
© dBase O Excel [~ (_Browse |

Are Records Delimited by CR/LF? O yes O No [

Save Processed File(s) Into: ?

Finish and Process Files ]

# of Fields (if no CR/LF):

. . ) [ Start Over ] [ Exit ]
QuicksStart Guide  User Guide Command Line Client

©2015 FitneyBowes, Inc. All Rights Reserved.  pitney bowes :f fwwvw.trackmymail.com

A Access to PrecisionTrack & ries based on permissions.

The following table indicates what each login level can access in the Customer Name
drop-down list under Select a New Customer. It also indicates that login level's abili-
ty to create new customers, divisions and jobs.

Logged In Customer
As Drop-down
Availability
Reseller All its clients
Master
Vendor All its clients
Master
Reseller Only itself
Vendor Only itself
Client Only itself

Division Drop-
down
Availability

All its Resellers’
clients

All its clients
All its clients
Only itself

Only itself

Create
New Jobs

Yes

Yes

Yes
Yes

Yes
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Create aJob

Initial PrecisionTrack Screen:

pitneybowe ||:§ | TrackMyMail™ PrecisionTrack™

The Run Jobs tab provides a direct link to
PrecisionTrack. PrecisionTrack, a easy-to-
use interface, provides the ability to set up
and process a job. The results of that job
are then available through TrackMyMail
where you can retrieve data associated
with the jobs through various report for-
mats, if permissions allow.

position # ot chars 7 @ Position ¥ of Chars
1

File Type: ) Fined Widkth ) Defimited |

[ Finish and Process Files

| swnover | Exi

1. Job Info 2. Source File Format

65=|=u Costorners . %] ) 6 ?w

File Format: () Stacked File () Single File

Is Version £ in File? (O ves (O No

If no, Enter Version #:

File Type: () Fixed width () Delimited
() dBase () Excel

Are Records Delimited by CR/LF? O Yes O No

Oostont D Optrn 2 # of Fields (if no CR/LF):
Had Cate: MMTOTY - k J
The Run Jobs screen is divided into six \ 4. Detailed Mailing Info
sections: ' - - \
3. Field Positions o
1. Job Info Position # of Chars
2. Source File Format . «m;--\ D;“-“ Ctl'jd'ﬁ: 1
3. Field Positions - Aaliali-of
o ana 2 '
4. Detailed Mailing Info Ver, Mamne:
5. File Format User Field 1
6. Process Files - User Field 2
User Field 3
\_ J
At any time, click Start Over to clear the 6. Process Files
screen and begin again.
- J (éme(s)m be processed: )

5. File Format

(Browse ) (Add to Batch ) [ Delete )

File Queue:

o Select File Format:

[ v ] | Save || Delete | Save Processed File(s) Into:

[ Browse )
Finish and Precess Files

(S
\ J
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Job Info Section 1 - 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: [ v ]
Select Division: [ ¥ ]
Select Job: [ v ]
JoblD:
MailerlD:

{6 ar 9 positions)

Full Service: () Yes () No [V Store Address

Select Customer Mail Class: | v | Type: v)
Acs: [ v |

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

() option 1 () Optien 2

Mail Date: MDD Y |~ | MMIDDAOYYY m

e From the drop-down list, select an InHome Date:  MWODAYYYY - MWODMYY  EH
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.

e From the drop-down list, select an
existing division name
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Select Job

& Job Title cannot exceed 50 characters. Job Title must be alpha
e From the drop-down list, select an numeric; special characters are not allowed.
existing Job Title; if that job title is
not available, select [Add/Edit] to

. . & Customer Job ID cannot exceed 50 characters.
add a new job title.

e 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 4 N\
create unique job.

e When adding a new Job, the Job Create a New Job

. . This screen will allow you to enter new Job Information.
Title and Customer Job ID fields " )
. Required
are required. Customer: | VourNEWCUStamEr

Division: [YourNewCustomer

Job Title:*
(Max 50 Chars)
Customer Job

D+
(Max 50 Chars)

Create Destination IMb: Track Destination: [V use acs: [
Create Origin 1hb: [_] Track Origin:
MailerID: | >

& The Job Title AND Customer Job ID fields combination creates
a unique job
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é )

e Mouseover the Job Name and - + s
the JobID to see the entire Select Customer: [Trackmymail Demo = 5-Digit ZIP:
Job Name or JobID if it is not Select Division: [Trackm\;mail Demo v ] —_—
visible in the di5p|ay window. Select Job: [JDbIDislunger‘thantheviewabl..Y ]\4 Selivery Point:
e The Customer Job ID, a unique M:ir:iz’. Job1 Joblbislongerthantheviewablespace123456785
identifier that represents a mailing, -0 TrackMyMail MailerTD
is displayed on the main Select \. J

Job screen in the Job ID field after
saving. To view the entire Job ID,
hover over the Job ID field. This is
the initiating customer's ID of the
mailing and should remain unique
for at least six months.

A If you want Trackl yMail to track your Origin data, please mak sure
you hae registered your Origin Routing ZIP with Trackl yMail.

Mail Tracking Options

e Choose from the various Create Destination IMb: Track Destination: |V use acs: ]

methods available for Create Origin IMb: Track Origin: [V If Tracking, show MID in IMb:| V' Track w/TMM: |V
tracking your mailpieces.

MailerlD: [ v ]

e Click Save if new information has
been added or if any fields have
been updated. A pop-up message
confirming that your job has been The tracking options defined:
saved is a presented; click Close.

e Create Destination IMb - is checked as the default; indicates that the

e Click Close to return to the previous
e mailpiece destination will be included in the IMb.

screen without saving any changes

to the information originally e Track Destination - indicates mailpieces are tracked to the destination
presented. using an IMb; by default, this is checked when Create Destination IMb
is used.
e Use ACS - indicates Address Change Service (ACS) is used; the options
available are:

e CSR - Change Service Requested

e ASR - Address Service Requested

e RSR - Return Service Requested

e TRSR - Temporary Return Service Requested

e Create Origin IMb - each mailpiece will have an Origin IMb, which includes the
Routing ZIP for the remit piece.

e Track Origin - indicates that you want the mailpiece tracked. If Track
Origin is checked, the following options appear:

¢ If Tracking, show MID in IMb - indicates the actual Mailer ID (MID)
shows in the Origin IMb.

e Track w/TMM - indicates TrackMyMail is tracking your mailpieces.

& Destination and/or Origin track ng must be used.
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Mailer ID

The Mailer ID is a field in the Intelligent Mail barcodes used to identify Mail Owners
and/or Mailing Agents. The RIBBS Web site defines the Mailer ID as a 6-digit numeric
or a 9-digit numeric assigned based on annual mail volume criteria. The IDs are USPS
assigned. For additional information on Mailer IDs and links to the applications, go
to http://ribbs.usps.gov/index.cfm?page=intellmailmailidapp._

If TrackMyMail is providing your ACS
coverage, the Mailer ID (MID) is auto- Create Destination IMb: Track Destination: |V use acs: [

maﬁca”y generated and the MailerID Create Origin IMb: Track Origin: v If Tracking, show MID in IMb: |V Track w/TMM: |V
field is populated with TrackMyMail
MailerID. Only one MID will be used

MailerlD: [TrackMyMalI MailerlD i

in a job.
r )
If you are using your own Mailer ID, Message %
it must be registered with TrackMy- =,
Mail. If you've registered your Mailer WARNING: Your Mailer ID is not set up for TrackMyMail to receive ACS data.

ID and it doesn't appear as a drop-

down option, contact TrackMyMail for

assistance.

To delete a Mailer ID entered
incorrectly or one that is no longer
available for use, contact your
TrackMyMail Administrator.

When you are finished inputting all
information, click Save and then
Close.
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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..

Full Service

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

o 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 Full Service: () ves () No Y¥] Store Address

e 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

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

on the fields you can use in Width.
TrackMyMail for single-piece
lookup.
e |f you opt to save names and ( / A
addresses, enter positions
for the following fields. The Position  # of Chars
Store Address information _ =
is collected below the Field First/Full Hame ™ -
Positions (Section 3 on the Middle Narme:
Main Screen). To ensure the Last Name/Suffix:
best search results, provide Business/Spouse
as complete information as Address 1%
possible in all fields.
Address 2#
Address 3
City
State *: 2
G J
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These are the fields presented for storing
names and addresses from the input file:
PrecisionTrack retains your data for use in
TrackMyMail reporting.

& 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

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

e If your input file is delimited/dBase/ 4 \
Excel, no additional information is .
needed Position # of Chars
° !f y9ur input file is fixed width, Tswu” Name *: ?
indicate the number of characters
contained in this field. Middle Narme:
e |f your input file has the full name in Last Mame/Suffix:
one field, enter the starting position Business/Spouse
under First/Full Name. If your input Mame:
file has separate entries for first, Address 1%
m[ddle and last names, use the . Address 2%
Middle Name and Last Name/Suffix
fields in addition to the First/Full Address 3
Name field. City *;
e Comma quote delimited files are State * 2
accepted. All quotation marks with
the exception of the first and last \_ J

count as characters.

Middle Name
& First/Full Name, Middle Name and Last Name/Suffix combined cannot

« Indicate the starting position in your ~ €xceed 60 characters. Spaces between names are considered characters.
input file of the Middle Name. Example: Ann K Smith is an 11-character entry.

e |f your input file is delimited/dBase/

Excel, no additional information is . .
Examples of input entries

needed.

e If your input file is fixed width, Information one entry in input file:
indicate the number of characters First/Full Name: John David Smith Jr.
contained in this field. Middle Name (if applicable):

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

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

e If your input file is delimited/dBase/
Excel, no additional information is Comma quote delimited entry in input file:
needed. “Ann”"K””Smith” is a 15-character entry.

e I|f 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
I, should be included in the Last
Name/Suffix field.

Chapter 4 27



Business/Spouse Name

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

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

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

Address 1

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

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

e [f 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

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

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

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

Address 3
e Indicate the starting position in
your input file of Address 3.

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

e |f your input file is fixed width,
indicate the number of characters
contained in this field.

& Business/Spouse Name cannot exceed 60 characters..

r

First/Full Name *;
Middle Name:

Last Name/Suffix:

Business/Spouse
Name:

Address 1 =
Address 2

Address 3:

City *:

State *:

\

Position # of Chars

& Address 1 cannot exceed 50 characters.

A Address 2 cannot exceed 50 characters.

A Address 3 cannot exceed 50 characters.
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City

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

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

e |f your input file is fixed width,
indicate the number of characters
contained in this field.

State

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

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

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

Origin IMb

e 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

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

1st Class
Standard
Periodicals
Packages

Type

e Select the mail type being used.
Options are:

Letters

Flats

Postcards

Bound Printed Matter

Position

First/Full Mare *;
Middle Marne:

Last Mame/Suffix:

Business/Spouse
Marme:

Address 1%
fddress 2%
address 3
City

State *

\ —

# of Chars

A City cannot exceed 30 characters.

A State cannot exceed two characters.

\

Full service: () ves () Mo

Origin IMb: () QBRM/BRM

W Store Address

() CRM

?

acs: |

2

() option 1

() option 2

A All classes of mail must be processed separately.
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Address Change Service (ACS)

e |f ACS is being used, from the drop-
down list, select the type of ACS to
be used. Options are:

Change Service Requested (CSR)
Address Service Requested (ASR)
Return Service Requested (RSR)
Temporary Return Service
Requested (TRSR)

e Click the radio button indicating
Option 1 or Option 2 is to be used.
Options are presented based on
MID set up with the USPS or the
TrackMyMail MID being used.

This table provides a breakdown of Options
1 and 2 for the Address Change Service
available services.

ACS Types with Options 1 and 2 services

Service being used:

Options available:

CSR

Option 1: All Undeliverable as Addressed (UAA)
mail is disposed; electronic notice is provided;

Option 2: Pieces forwarded as possible; all other
disposed; electronic notice is provided for all;
Standard Mail has fee for forwarded mail.

Note: Option 2 is not currently available.

ASR

Option 1: Forwards if possible; returns mail if
not able to forward; manual or electronic notice
on forwarded pieces only; Standard Mail has
weighted fee for returned Standard Mail;

Option 2: Forwards if possible; returns mail if
not able to forward; electronic notice for either;
Standard Mail has weighted fee for returned
Standard Mail.

RSR

Option 1: Not available;

Option 2: All UAA mail returned to sender; First-
Class pieces returned at no charge; Standard Mail
returned at single piece rate; electronic notice
provided for all.

TRSR

TRSR is only available for First-Class Mail.
Option 1: Not available;

Option 2: Permanent Change of Address (COA)
mail returned to sender at no charge; electronic
notice provided; temporary COA is forwarded.
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Mail Dates

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

Use the drop-down calendar to choose a first and last Mail Dates and In-
Home Dates

e If your last mail date spans multiple
days, enter the last possible mail 4 2 )
date; otherwise, the program will Mail Date: MMDDAYY - MDD Yy o
default to first mail date.

InHome Date:  MWDDAS = DD
e Both dates must be entered in the m

MM/DD/YYYY format. B .t Ml Date: | =

april v| [e015 v |

Is

Sun Mon Tue Wed Thu Fri Sat
1 z 3 f)

vile s & 7 5 oW 1 | )

12 13 14 15 18 17 13

InHome Date

e These are optional fields indicating 19 20 21 22 23 24 25
the earliest date InHome delivery At FH OEFOPE 29 =30 Mo
could occur, and the latest date
InHome delivery could occur. - - - z
e Both dates must be entered in the o= \ Ok J \ Cancel ) lient
MM/DD/YYYY format. \. J

e |f no date is entered, the default
InHome range for that mail class is

applied to the job:
& The 1st Mail Date cannot be more than 14 days earlier than the current

= First-Class - 1-3 days :
4 date. The Last Mail Date cannot be more than 60 days after the current date.

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

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

File Format

e [ndicate 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. o ? )

File Format: () Stacked File () Single File

Iz Version # in File? () vyes () No

If no, Enter Version #:

Is Version # in File? . = S s
File Type: () Fixed width () Delimited | ¥
e Click Yes if the Version Number is () dBaze () Excel | -

included in your input file.

Are Records Delimited by CR/LF? () Yes () No
e If the Version Number is not YA C

included in the input file, click No # of Fields (if no CR/LF):

. \_ J
and manually enter the Version
Number where requested.

e 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 If a file is run with the same Version Number as a previously run file

* AVersion Number identifies within the same job, the previous data will be overwritten.
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

e Indicate if your File Type is fixed
width, delimited, dBase or Excel
by checking the appropriate radio & Delimited indicates delimited by field not record.
button.

e |f delimited, choose a delimiter
from the drop-down box or enter a &
character in the delimiter box. dBase files need to have the PrecisionTrack input field identified as

e |f Excel, choose either .xls (Excel character string fields.

2003 or earlier) or .xlIsx (Excel 2007)
from the drop-down box

* If using Excel as your file type, the & Delimited indicates delimited by field not record.
following specifications apply:
Files must be .xIs or .xlsx; no other . _ _ f o
versions are supported. File Type: (®) Fixed width () Delimited | Comma ¥
Check that special fields do not ) deaze O Excel I:J

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.

3 [4
Cells should be formatted as “text.” =it Eile Parmat,

[ " I | Sa'..'E'] | Delete |

e If delimited or Excel is chosen as
the File Type, the line “Header Header Row: [ ) Input [ | Qutput
Row” appears under the Select
File Format (Section 5) box.

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

& If Output is selected, the header row on your output file is the same as
the header row that appears on your input file.

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

e 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? Are Records Delimited by CR/LF? fes No

Indicate whether your records in the input # of Fields (if no CR/LF):

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.
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Field Positions Section 3 - Field Positions

5-Digit ZIP
e |ndicates the starting position in
your input file of the 5-Digit ZIP. &
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.

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

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

ZIP+4

e Indicates the starting position in
your input file of the ZIP+4.

e If your input file is delimited/dBase/
Excel, no additional information is

needed.
e If your input file is delimited/ 4 o 2y )
dBase/Excel and your ZIP+4 is in the Position  # of Chars
same field as your 5-Digit ZIP, enter 5-Digit ZIP: 5
that same field position here. Slpta: 4
e This field can contain only numeric Delivery Point: 5
values; alpha characters and _
symbols are not allowed. Unique Record ID:
e If your input file is fixed width, the IMb Start: 20
number of characters contained in Wersion #:
this field defaults to four (4). OEL Barcode ID: 5
Delivery Point N o -
e Indicates the starting position in (] origin ZIP Code Not in File? .
your input file of the Delivery Point. 9-Digit ZIP:
o If your input file is delimited/dBase/ Origin 5-Digit ZIP: 5
Excel, no additional information is Origin Z1P+4; 4
needed. o
Qrigin IMb Start: 20
e If your input file is delimited/ \_ Y,

dBase/Excel and your Delivery Point
is in the same field as your ZIP+4,

enter that same field position here.
& 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.

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

e |f your input file is fixed width, the
number of characters contained in
this field defaults to two (2).
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Unique Record ID
e Indicates the starting position in your
input file of the Unique Record ID.

« For some clients, the Unique Record A Unique Record ID cannot ege ed 25 characters.

ID is referred to as a Customer

Unique ID (CUID).
a ( ) The Unique Record ID identifies the mailpiece to which it is assigned. It can be used

e Ifyourinput file is delimited/dBase/ in the Single Piece Lookup reporting feature in TrackMyMail. The Unique Record ID

Excedl, 30 additional information is must be available if you are using TrackMyMail to track ACS data.
needed.

e If your input file is fixed width, you

need to indicate the number of 4 o 22 )
characters contained in this field. Position # of Chars
S-Digit ZIP: 5
IMb Start o 4
e Indicates where you want the Delivery Point: 3
starting posiﬁPn of the IMb to be in e
your output file.
IMb Start: a6
e If your input file is delimited/dBase/ e
Excel, the IMb starting position must Rl
be placed at the end of the record. OEL Barcode 1D: &
e [f your input file is fixed width and N
the IMb starting position is not at LJ Origin ZIP Code Not in File? 2
the end of the record, you must have 9-Digit ZIP:
the appropriate positions available Origin 5-Digit ZIP: 5
within the record for this field for o
the 31-digit numeric string and the SRl 4
65-digit alpha string. Origin IMb Start: a4
e If your input file is fixed width, the \. /
number of characters contained in
this field defaults to 96.
e If your job is set up as Origin Only,
the IMb Start position is grayed out A
and is not considered a required The IMb Start pOSition may not overlap with any other field when
field. supplying field positions.
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Version #
e |ndicates the starting position in

our input file of the Version #. . . . .
Y P A Version # cannot exceed 20 characters and must be unique within a job

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

o If your input file is fixed width,
indicate the number of characters A The Version # must be in your input file if running a stacked file or a
contained in this field. single file where the Version # was not manually entered.

OEL Barcode ID

e When processing Flats, the

Optional Endorsement Line (OEL) 4 )
Barcode ID field is presented. o Position # of Chars

e If your input file is fixed width, the o
number of characters contained in S-Digit Z1F: 3

this field defaults to two (2). ZIP+4: 4

e For Standard Class Flats utilizing . .
ACS Full Service and a presort Delivery Point: 2
endorsement line, Full Service
will not fulfill ACS records on the
Carrier route pieces. IMb Start: ag

e The Service Type ID (STID) must be
changed on these records to reflect
Basic Service. OEL Barcode 1D 2

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

Unigue Record ID:

Version #:

e 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?

( . o
e Use the checkbox to indicate if the () Origin ZIP Code Not in File?
Origin ZIP Code is included in the 9-Digit ZIP:
input file.

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

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

Crigin IMb Start: a4
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Detailed Mailing Info Section 4 - Detailed Mailing Info

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

e [ndicates the starting position in your
input file of the DPV (Delivery Point
Validation) Code.

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

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

e |f your input file is fixed width, the
number of characters contained in
this field defaults to one (1). & DPV Code cannot exceed one character. This applies to all file formats.

e This one-digit code comes from
CASS processing and is one of the

following:
= Y - when standardized and DPV

confirmed all components; e >\
= N - when standardized but NOT e

DPV confirmed: o Position # of Chars
=S- w.hen standar'dized and DPV DPY Code: 1

confirmed for primary number Branch ar

qnly (secondary number not con- Ttore #:

firmed); Yer, Name:
= D - when standardized as a default ;

ZIP+4 record; User Field 1
= Blank - when the address is not User Field 2

ZIP+4 coded. :

\Llser' Field 3 y

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

Branch or Store #

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

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

& Branch or Store # cannot exceed 20 character

e |f 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.
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Ver. Name
o Indicates the starting position

. A . i A Version Name cannot exceed 50 characters.
in your input file of the Version

Name.

e If your input file is delimited/
ijase/E’fce"_”o additional A If you are using a previously saved File Format, these fields may be
information is needed. automatically populated based on the selected format.

e [f your input file is fixed width,
indicate the number of characters
contained in this field.

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

User Field 1 - N

e Optional user-defined field. Use o L 7
this field to provide additional Position # of Chars

information about your job such as

territory or region data. DPY Code: i
Branch or
User Field 2 Store #:
Ver, Mame:

e Optional user-defined field. See
User Field 1 above for additional
information.

User Field 3

e Optional user-defined field. See
User Field 1 above for additional
information.

User Field 1
User Field 2
User Field 3

A User Field 1 cannot exceed 80 characters.
A User Field 2 cannot exceed 80 characters.

A User Field 3 cannot exceed 80 characters.
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File Format Section 5 - File Format

e Select an existing File Format form The File Format section of PrecisionTrack provides the ability for you to name and
from the drop-down list. 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

e To create a new format, select New ; )
in-house formats can be set up one time and saved for each recall and use.

from the drop down list and enter
your new File Format name in the
text box, then click Save.

e To delete an existing File

Format, select the file format o ;
from the drop-down list and Select File Format:

click Delete I v ] | Save | | Delete |

?

Please note that no confirmation message

is presented prior to deleting a File Format. & A File Format is only available to the user who created it.
Once delete is clicked, a message appears

confirming the format has been delete.

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:

e PrecisionTrack (CSV)
e PrecisionTrack (Tab)
e TIB Inbound Only (CSV)
e TIB Inbound Only (Tab)
e TIB Round Trip (CSV)
e TIB Round Trip (Tab)

The six standard file formats available

cannot be changed and saved as the eor ______________K

same names. These formats can be
edited and saved under new names.
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Process Files
Section 6 - Process Files

In the Process Files section of PrecisionTrack, specify the file(s) to add to the
queue. Files chosen will be shown in the File(s) to be processed box. PrecisionTrack
can run multiple files in different formats. File lengths and locations do not have to
be the same for files to run simultaneously.

e Click the Browse button and

select the appropriate files to be A Names of the File(s) to be processed may not contain special

processed. characters. Only alpha and numeric values are accepted. If a file name
e When you have finished selecting contains special characters, the user receie s an error when attempting to
files, highlight the file(s) to add to add the file to batch.
the File Queue and click Add to
Batch.
e Click the Delete button to remove A File name cannot ege ed 80 characters.

a file from the File(s) to be
processed list.

o After a file has been added to the
File Queue, it can be removed é °
by highlighting the file name and File{s) to be processed:
clicking Remove File from Batch.

e Use the Browse button in the Save
Processed File(s) Into section to
indicate where you want your ) - - -
results to be stored. | Browse || Add to Batch | | Delete |

e You must click Finish and Process
Files for your job to be submitted
for processing.

File Queue:

e Click Start Over to clear all
information from the screen and
start setting up a new job.

e Click Exit to exit the application. |~Hﬂmwe File from Batch |

Save Processed File{s) Into:

| Browse |

[ Finish and Process Files

L [ Start Over ][ Exit ] )
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r 3
Sample Confirmation Email

From: tmm@pb.com
Sent: Tuesday, August 25, 2015 12:04 PM
To: PrecisionTra kk T™MM

YOUr ]Ob set Up haS been completed and the Subject: Notification: ExceltestfileNH_ MoreData_17450_120341683

job sent for processing. Here is a sample of TMM, MHReseller
the email confirmation you receive when
R A TrackMyMail 3.8.0, Job Title: MHInboundOnlyJob; First Class Letters, Mailerld: 000874, Service Type ID:
the JOb .you SmeIttEd has Con’.lp.|eted 050, Origin IMb: 13 (numeric) & 14 (alpha), CSR, Full Service.
processing. A copy of the email is also
5 = g o g 1 Version(s) Processed on 08/25/2015, 10 total records.
included in a log file with the output file. File Name: ExceltestfileNH_ MoreData_17450_120341683.coded.xls.

Service Type: Unigue Enceding.

2; TMM Tracked Origin Qty: 10; Mail Qty: 10.

Origin IMb range: 000059348-000059357

Warning - Invalid postnet found at input record(s): 1,2,3,4,5,6,7,8,9,10.

Listed below, please find all versions that were associated to this job prior to this processing. If you have
just processed a version # that is also listed below, then you will have overwritten the original one. Only
the new version will be active in our system. (NOTE: After you have processed a file, it will take our
system a few minutes to import that file and include in the list of existing versions, so all previous
versions may not show up right away).

Version # 1; TMM Tracked Qty = 10; Mail gty = 10.
Version # 2; TMM Tracked Qty = 10; Mail gty = 10.

When using the Origin IMb, the ZIP Code is
included in the Numeric String in the output
file.

The numeric string provided in rSamQIe Output File A
the report is based on the input
information. The entire IMb including
delivery information is provided
whether that is five, nine or eleven
digits. So the numeric value of the
outbound IMbs returned could be
24, 29 or 31 digits. The alpha string is NiifisHe Alpha String

always 65 characters. String

00040000486137412099DFDFAFATTDTTTFTFDTDFDDDDFF TTTATATAFFFADFATATADFFDFFFTFFFFTTDDAAFF
00040000486137412100ADFDAAFDDF TATTAAATTATDDADDDTFATFDDAFTDDD TD TDDTFARADADFDFDFATAFFAF
0004000048613 7412 101DDTFDAARTTTAD TAAAF ATDFFDAFDF TATFDFFDDTTDAF AFDFDFF TAFDDAADFDTAFDFD
JO070000045613741210ZWDF TDAF ATD TADFDAF TFATDFDFDDAF AAATF TAADTD TAFFDATATFDATFFFDDFADFDFD
0004000048613 7412 103[TDAADTFDFF TAFTF TATF TFTDTDF TDATDADDTAAAD TADTFFTDDFATTFFTTDFFFDFDDT|
0030000048613 7412 104TTF TFTDFFDPTADDFADFFADATF TFTFDDFDFDAADAFADDATTDDADFTATTFFDTDF TFADA
0030000048613 741Z10STTDATDFFFDTAFFDAFDFDAF ADFAAFFAATFFDDDFFATDDAADFFDAF TFDFAATFATDTDF
0070000045613 7412 106F AAATFDTFFAFTTDDAF AADAAFFAATF AFDFATTTAADDFAFATTADTDAFDTF TDTFFTDAF
0030000048613 7412107TALAATDAAADDFFTFDFDADFFATDATTAADTTTFDFTADTDDFDFDDTFDTFTATAAFTTTFAF

Below is a sample of the IMb information in the output file:

\_ J
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When a job has processed success-
fully, you will receive two files:

®  One .coded file - this is the Definition and example of the two files received when a job successfully
encoded file that contains processes:
the IMbs.

® One .logfile thisis the e (1) .tmm file - this is the encoded file that contains the IMbs.
process |og file that con- Example: TMMTESTFILE_1499_105806965.coded; content breakdown by color is
tains identical information FileName_CustomerID_Time.coded (Note: time format is hour, minute, second,
to the email notification millisecond)
that is sent when a job
is processed. Naming e (1) .log file - this is the processing log file containing identical information to
convention is identical to the email notification sent when a job is processed. Naming convention is
the .tmm file but the file identical to the .coded file but the file extension is different:

extension is different. o
Example: TMIMTESTFILE_1499_105806965.log; content breakdown by color is FileName_

. . CustomerID_Time.log (Note: time format is hour, minute, second, millisecond)
If an error occurs during processing and

the file processing is not completed, you
receive only the last .log file, which will
contain the process progress information
and the error that occurred within the
process.

The CustomerlD in the name of the files
is internal to PrecisionTrack and is not
reflective of any data you entered into
PrecisionTrack.
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5 Reports

In this Chapter

Run Reports

Standard Reports

Your Company’s Reports/Your
Reports

Create Ad Hoc Reports

Running and Scheduling Re-

ports 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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From the Reports tab, use standard reports
or create your own ad hoc reports. The Run
Reports section of TrackMyMail provides
four options:

e Standard Reports — TrackMyMail
already created reports

e  Your Company’s Reports — reports
shared within your company

e Your Reports — customized reports
for your viewing only

e Create/Edit Reports — new/ad hoc
reports created by you and saved
in Your Company’s Report or Your
Reports

)

All reports open in a new window. To avoid
timing out, click the “here” link, located
next to Run Reports, and refresh the Web

page.

Standard Reports

Use the scroll bar to view all available
Standard Reports. Standard Reports
contain predefined report parameters.

From the list, select the Standard Report
to be run. The report chosen will appear
in the Selected Reports text box. Click
Run Selected Report to run the report
immediately or Schedule Selected Report
to run the report at a later date/time.

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

pitney bowes ({3

Run Reports yeeon
Vigw Schodubed Reports
Standard Reperts erf.emﬂ'l Regorts Your R-E
| Doumertstee i Hee Reper o] | Cacumeslaton Test
VewCompanyRipsn ourReport
Selected Run Salsctsa Report
Sehaculs Selected Repart
CrameEda Repors

(
Standard Reports

Daily Scans

Delivered Origin Pes
Download USPS Data
Inbeund Performance by Date
Mail Piece History

Proj In-Home by 3DZIP

Proj In-Home by SDZIP

Proj In-Home by MDC

Proj In-Home by SCF

Proj In-Home by State

I

\1

\_

The available Standard Reports include:

Daily Scans

Delivered Origin Pcs
Download USPS Data
Inbound Performance by Date
Mailpiece History

Proj In-Home by 3DZIP
Proj InHome by 5DZIP
Proj InHome by NDC
Proj InHome by SCF
Proj InHome by State
Proj InHome by Userl
Redirected Mail
Results by USPS Area
Update Pro

View Results by Date
View Results by NDC
View Results by SCR
View Results by State
View Results by User 1
View Results by User 2
View Results by ZIP
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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.

e Three action options are available
for the selected report

=  Run Selected Report
=  Schedule Selected Report
= Delete Company Report

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

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

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

& Saving reports at the Your Company’s Reports level is permission

based.
Delete Company Report
deletes the selected
report from TrackMyMail.
( /

Your Company's Reports gy EEE Wy s e f=Tals [

S ourCompanyB epart

@ng YourCormpanyFeport

Click Run Selected
Report to run the report
immediately

|

Bun Selected Report |

Schedule Selected Report I

Click Schedule Selected
Report to run the report
at a later date/time.
Using Schedule Selected
Report, reports can also
be scheduled torunon a
recurring basis.
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e You can delete any report
from Your Company’s Reports
by selecting the report to be
deleted and clicking Delete
Company Report.

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

e 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.

1 ourCompanyB eport

Your Compamny's Reports Q= EEEes 5= el

r

o |

\ Are you sure you want to delste Your Company Report: YourCompanyReport

=1 N\

Cancel

Using the Delete Comp Report, click OK to delete the selected report or Cancel

to keep the selected report.
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CreatE/Edit Re pO rtS |Z[ TIP: As with all projects, use “Save” frequently to ensure all updates and
changes to your report layout are saved to your system.
(Ad Hoc Reports)

All reports created in Create/Edit Reports
are saved to either Your Company’s
Reports (public) or Your Reports (private). Dashboard | Run lobs Lookup Tools

Run REPOI‘tS (reportwill open in a new window) click  here to refresh web page

e Click Create/Edit Reports

. o Wiew Scheduled Reports
to begln Creatlng your Standard Reports Your Compatw's ReportsjiEy Your Reports o] ts
report_ Using the temp]ate Dbl “auComparyReport =] [FouRepart =
provided, create new M S g

\nb_nur\d Performance by D ate
reports to be used and MaiPlce Hiloyy
Saved. Fro\ln:Home by SDZIP
Fra ooy SCF = = o
e The Select Display Fields section
is required. The remaining Solacte Roports: Do oo Run Selacted Rapor
optional sections can be Sohedule Selested Report

completed to further define your

report.
Create/Edit Reports

To get started, here’s a breakdown of each \_ )
of the eight sections available to create a

report. Each section is reviewed in detail in Your Company’s Reports are available to anyone in your company provided access at
the following pages. this level for viewing/editing. Your Reports are available to only the person creating
the report.

e Select Display Fields (Data
Source) — select query fields
to be used for the report

e Select Filter Criteria — set

~\
e _J

) Repen Designes
up fields to have only [
selected records on your U it
(o) ) ) (o) Tarian ark | RaportFormat VL T vk
report i
e Select Grouping —arrange T &) rosncones [
report information in a logical L ————_——
il Fiids Yoo Sesacind Filen 2l yom
group order o
3l
e Select Totals — add totals for E
specific fields as a line to the j
report
e Sort Order — organizes your . i salidiama
report by a means other than
grouping

e Highlighting — provides a visual
indicator when a set condition is
met

e Create Matrix — presents a
summary of data

e Create Chart — provides a
graphical representation of

summary data Using the various components available within the drop-down sections, create a

simple report or a more complex report with an embedded chart or matrix.
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Report Information V]
TIP: Since the Select Display Fields drop-down section is required in order to

Before beginning with the drop-down run your report, complete this section first.
sections, complete some basic information

about your report.

Report Run/Save/Save As/

Open Op'l'IOI’\S rAdhoc Report Designer )

e  Click Run after choosing Untitled Report
options in the drop-down
sections to be included in your

‘RunHSaueH Save As HDpen|

report. Report Title |You Report 2-24-2015 |
e  Click Save or Save As to save your Data Source I—_l
report in the appropriate location:|  \ "iRC':":' ‘E' Report Contents |Defaled =] )

Your Company’s Reports (public)
or Your Reports (private). From
the Category List drop-down list,
select Company Folder (Your
Company Reports) or Personal
Folder (Your Reports).

Template

Select a template to be used for the report.
Some formats included are Ocean, Nature
and WideReport. The templates generally
apply to coloring, fonts and page size of the

report.

Ternplate | MaturehutiChan2 | ReportFormat| COMMA SEPARATED =|  View Options
Report Format /
Select the format to be used for the report. 4 N\

. . R rit IF t | CONMMA SEFPFARATED Wiew Opfions
Options included are: eport Format | =l wiew Options

° HTML View Options ﬂ
e  Acrobat PDF

° MS Excel | Separator

e Comma Separated = pPredefined |COMMA = ~ Custom

o Text Enclosure

e MS Word = Predefined |QUOTES(C "} | © Custom

™ Multipage

. . . . I~ Download Zipped
Click View Options to see options such as

multipage delivery for various formats; a g
designated separator for delimited files
and more. Available options vary based on
the Report Format selected.

ok || cancel
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Report Title

Enter the title of your new report in
the Report Title box. Duplicate titles
will overwrite existing report layouts
saved in the same area. Report
names must be unique within the
Your Company’s Reports and Your
Reports categories.

If you use a duplicate name for a
report, a confirmation box appears
prompting you to confirm before
saving

Data Source

Use the Data Source drop-down list to
choose your data source. There are three
Data Source options:

e ACS Data Ad Hoc
e Job Package Summary Ad Hoc
e View All Single Pieces Ad Hoc

Available Fields options vary based on the
data source selected.

Report Contents

From the Report Contents drop-
down box, indicates if detailed or
summarized reporting is to be used:

e Detailed - one line for each
record; shows the lowest level
detail of the report.

e Summarized - a summary report
generally containing a report,
page and group level summary
only; hides the detail section and
shows the lowest group level
summary

Summarized reports provide
useful data only when groups and
summaries are applied.

Report Title

Uata source

[u_Rom:

Report Contents | Detailed A

&

/2 save Report Layout As - Microsoft Internet Explorer provided by Grayhair Software

==
Name
w i1 (Root)

B 1 Company Folder(T
b 71 Personal Folder_TMlI

I

Report Name

Thiz file already exists.
Do you want to overwrite ity

0 —

Cancel

& Public © Prin&

Description

*=Read Cnly

% OPTIONS

=] Es

r

Data Source

(405 Data Adhoc

&

Report Contents | Detailed -

I Select Display Fields

Summarized

\

|Zl TIP: Throughout the Create/Edit Reports
template, click the “+” box to add additional

uyn

rows and the “x” to remove rows.

B

B
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|Z[ 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”.

Select Display Fields

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

ield Criteria
[aountname IE M

Available Fields/Selected

Fields

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

e Move the items to be used in report.
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 A
e B s s o il e Sfar\\\lah\e Fields [o0) Selacted Fields Wieth E ]
ez =~ T v
Selected ﬁelds at once [T Mew Urhanization Name = /ove Effecile Date
. B New Address Trae niguernailpieceid
Mewcombinedaddress quencenumber
e Dragging and dropping individual = e
fields to the Selected Fields table ) Deliverability Code
. k [C] Pastal Semvice Site 1D
is also an option. ) Frbinfa
7] Classnatificationtye |
I Add Mew Fields At Runtime
e The double arrows, “>>", can \ J
be used to move all Available
Fields to Selected Fields or ~
R bl Filds 010! Selected Fields A
remove all Selected Fields L Newzip 4 Move Effective Date
and place them back into BE:K;Z?;;:TT‘\?;ENWE 2 | uniguemaiiieceid
Available Fields status.
[V] Newcombinedaddress »|  Sequencenumber
e Use the search box next to B;EWTM <
Available Fields to search 0 Dz:fiier?taeilihf ot J
for a specific field to be used o «
[ Pustal Genize Site D
and use the arrows to move )
through the fields containing
the search value.
e Asyou select each field,
indicate the width of that
field in the Width box N\
provided or use the default Selected Fields 2l wigtn B

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..

=)

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

Wove Effective Date
Uniguemailpieceid
Sequencenumber

\

J
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Add New Fields At Runtime

Available fields are based on the data
source chosen. There may be times when
new fields are added to the data source.

e Check this box to have any new
fields, which have been added
to your data source, show in the
Selected Fields list in that saved
report. These fields will be added
the next time the report is run.

After saving a report, click Run to begin
the report process. Use the drop-down list
to select your job and click Run Now to
continue processing.

To use an existing report, click Open
and select the report you want to
modify or run.

Detailed reporting
options

Further define your report, once it has
run, by using the drop-down sections
or by using the icons at the top of the
report screen. The icons correspond
to the drop-down sections and appear
after your report has been run. Drop-
down sections may be completed in
any order.

Click the Expand All/Collapse All button
to alternate between views:

e Expand All — when the button
shows Expand All, only your
report results show and you must
click on an icon tor the section
name o view an individual drop-
down section.

e Collapse All — when the button
shows Collapse All, all drop-down
sections are viewable and open
for information input

1] Mewzip

[Z] Mew Urbanization Name
] Mew Address Type
Newcombinedaddress
[C] recordid

[ Move Type

[ Deliveranility Cade

[C] Postal Service Site ID
[ Pmbinfa

[T classnatificationtvpe

Select Display Fields
Available Fields (OXO)]

Selected Fields K
14l Move Effective Date >
ﬂ Uniguemailpieceid
ﬂ Seguencenumber
kil
o
=

( [~ Add New Fields At Runtime ) J

rAdhoc Report Designer

Untitled Report

‘RunHSaveH Save s ||Dpen|

Report Title |You Report 2-24-2015 |

[ata Source

’-:jF!-:-:'_]

o

Report Contents |DEtai|&d

\

J

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

Select Display Fields (Data Source) - select
query fields to be used for the report

Select Filter Criteria - sets up fields to have only
selected records on your report

Select Grouping - arrange report information in a
logical group order

Select Totals - add totals for specific fields as a
line to the report

Sort Order - organiees your report by a means
other than grouping

Highlighting - provides a visual indicator when a
set condition is met

Create Matrix - presents a summary of data

Create Chart - provides a pictorial representation

of summary data

q |G| &

. —
IR -
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Select Filter Criteria

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

|Z[ 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.

Max. Rows/Suppress
Duplicates

e Choose the maximum number

of rows to display in your
report using Max. Rows, and Max. Rows Suppress Duplicates [#

Select Filter Criteria

e  Check Suppress Duplicates
to suppress rows containing

duplicate information. Max. Rows l:l Suppress Duplicates [~
Field Criteria Use Field  “alue
Field/Criteria/Use Field/Value ®| S 0= [ ]
e Field - use the drop-down list to X A o0

choose the fields to be included in H x| 1 =
your report. Options in this field
are the same as those in Available
Fields in the Select Display Fields
drop-down section.

. . o Field Criteria Use Field  “alue
e Criteria - for each field, select 1 5 [Fret Som %+] [Batwern q r | 62 end | 8

the criteria condition to be met

using the Criteria drop-down list. /
Options vary based on the Field
selected.

An example of a field requiring start and end/dates is First Scan. Drop-down list of
e Value - the options in this field available fields in Select Filter Criteria are the same as the choices in the Available
vary based on the selection made | Fields option. Fields vary based on Data Source selected.
for Criteria. For some Criteria
choices such as dates, you must
specify starting and ending values.

For Criteria choices such as O
“contains”, enter a specific value Max\Rows | | Suppress Duplicates [~
to be used. ield Criteria
\ -l |
e Use Field - when Use Field is = .‘ D) |:
checked, choose the Value ) 5 Hob Title N
. Job 1D
frqm thg drc.)p-down I.|st. o Custonr
This option is not available __ Customer Code __
for all Fields. Division Order
( Division Code -
Mail Class
e Value - specify the value to HET \orgion I R
be met for each field. The F[ 1 Mail Date -
. Last Mail Date
value enterfed example: s Aves —
N Field ot
(criteria) 1 and 10 (value). ¥ | scF o
State
g I: 3-Digit ZIP
Click Run to update your report results or 5-Digit ZP
Save/Save As to save your updated report User Defined Label 1
lavout User Defined Field 1
e creme a2
\_ J
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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.

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

e  Order -select the order of
arrangement of that group

e  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

e 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.

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

e Level - select the level at which
you want the summary: Report,
Page or Group.

(7 Select Groupint

Field Order

Group By

[# [ Group By

|Last hail Date

K- | | Ascending

[#] < Then By |User Defined Label 1

v| | Descending

YEAR

[#] <] Then By | v| |

QUARTER
MONTH

[_ Select Totals

Furnction

Field Function

Level

[~ Select Totals
—

| -1 |

Yo § al

Accountname - | - | |

Trmmjohid

Usetjiohid
Jobtitle
.

version Criteria

Mail Date - ||
Customeruniqueid

Uploadednarne - v
Uploadedaddressi v||
Uploadedaddressz2

Uploadedcity
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Sort Order

In the Sort Order drop-down section, A If you are using Grouping, Sort Order cannot be used. Only one of these
organize your report by a means other two options can be used in a report.
than grouping.
Field/Criteria
|_ Sort Order
e Sort By Field - set the sort order if : e
you want your report to be sorted Field Criteria
Sort By | - || v |

but not grouped. You can have up
to three levels of sorting. Use the ThenBy | - || v |
drop-down list to choose the field
on which you want the report

sorted. .

Then By | v|| 1r|

e  Criteria - identify Ascending or
Descending order.
Reminder: Choices available from the Field drop-down box are based on the Data

Highlighting Source selected.

In the Highlighting drop-down section,
identify results to be brought to your
attention in your report using visual
highlights or alerts.

Highlight Using Style Alert
E x| y ] @

When Field Level Function Criteria Lse Field Value

e  Highlight - provides a visual | 2l
indication by row that a set
condition is satisfied. Your
report can have multiple alerts/
highlighting.

'] v

e  Using Style/Alert -select the style
of highlight to be applied from the
Using Style drop-down. Options
include a choice of colors, italic or
bold.

e Alert - to receive a visual alert
on report viewer, check the Alert

Sample of Highlighting when Delivery Days is greater than four.

box 4
_ Job Hame Mail Class City ZIP  Del. Days
e  When Field - use this drop-
A 5 | . . ¥,
down list to select the field to E'g g:: ‘é’"‘“f‘-‘“ :5: E’]:“ 2:‘;?:?‘13&2::2 ,‘:::z :
. . . a ampaign st Class
be e\(aluated for highlighting/ Early Bird Campaign 1st Class WEST BLOOMFEELD "ag324 4
alerting. Early Bird Campaign 1st Class FARMINGTON HILLS 748331 4
| | £ he d d Early Bird Campaign 1st Class FARMINGTON HILLS 7248335 4
° Ijeve - select rom.t € drop-down | Early Bird Campaign 1st Class OXFORD 48371 4
list the level at which the selected Early Bird Campaign 1st Class NOWVI 48374 4
n . . ¥,
field should be evaluated; Level Early Bird Campaign Ist Class NOVI el 4
. Early Bird Campaign 1st Class OKEMOS 43864 4
oPhons vary based on the When |Early Bird Campaign 1st Class SOUTH BARRINGTON 0010 4
Field value chosen: Early Bird Campaign 1st Class BARRINGTON 60010 4
9 Early Bird Campaign 1st Class FRANKFORT 50423 4
® —_ I
Detail — evaluate each row Early Bird Campaign 1st Class BALLWIN %3011 4
(record). Early Bird Campaign 1st Class CHESTERFELD %3017 s
° Report — evaluate at the end Early Bird Campaign 1st Class FLORISSANT 63033 4
! . : 2
of the report. Early B?rd Campa!gn 1st Class BRIDGETON '63044 4
Early Bird Campaign 1st Class EARTH CITY 63045 4
e  Page —evaluate at the end of
the page. Larly Bird Campaign 1st Class SAINT LOUIS 63118

e  Group - evaluate at the end
of each group identified in
Select Grouping.
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e  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.

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

e 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.

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

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

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

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

e Click Run to view the report.

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

e Click Clear Matrix at any time to
remove all entries in the matrix
fields.

Highlight Using Style Alert

v | | Highlight Blue o

| Division
When Field Level
[Tracked cty

Use Field Value

10000

Function Criteria

® v| | Report A ‘ | Count A ‘ | Is )

& Make sure the right query object is selected from the Select Display
Fields before beginning Create Matrix.

|~ Create Matrix

Link Chan_l:l Clear Matrix
Mail Class - Field Group By Totals
:lf‘erlsgnl Mail Class 5]

il Date > “
Last blail Date I:Ij J
USPS Area
NDC
SCF
State -

] &[]
Row Fields Summary Fields
Field Group By Totals Field Function Highlight
A
Wil Date VEAR 7 7] 3-Digit 2IP ]
> ~

& 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.
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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 s N\
interpretation. Chart Type: il Bar -
e Using the Title box, add a title to -
your chart. . |~ — ) v ) v
Biar Column Pie Doughut
e Use the Chart Type to
indicate the type of chart ~ A il i
you want displayed. Line Area Curve  Curve Area
e Use the Link option to connect e » ' Ty
e chart with report fields or Scatter Buhbhble Radar Line Radsar
with the matrix. \_

e 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
. . Telchatt |
Indlcate new Chart type ChartType:  Bar [ Clear Ghart
Available Fields Walue Fields: | ¥ Axis Chart Settings
Use Trend to show the general I [GTCHN R SevesTye Tong
increase/decrease for a value e R
over time. S
o e e
Version
e  For the Group Fields (X-axis), pose semorter
drag and drop to move fields pr hea ® o O stckas O 100% Sasked Fild :I:I
. . SCF Group Fields ¢4-Asis) Qe
from Available Fields to Group e sronn ]
Flelds' Zfe‘?‘l‘]?ﬂieuuhem
User Defined Field 1
User Defined Label 2
Use Group By to select a method \ o - )

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

Chart Settings

e 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.

e 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.

e  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.

Chart Settings

(] Show Title
[##] Showe Legends
[ ] Show Paint Labels

Align: | Top r

Sort Order

Clear Chart

Field: |

show My [ v

\.

N

J

A Use the Clear Chart button to remove all chart settings.
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Sort Order
e Field -
e  Order - identify ascending or
descending order.
Example of Trend Example of Pivot
e Show (N) - allows you to choose
only a few top values for the
chart; for example, if doing a
chart using the Sales Summary
Field, specify 15 to include Sample Report
records having the top 15 sales s ~\
summaries B el scan Qry Boe % / B Del. %-Linear
250%
4,000 o
200%
3,500
°
3.000 150%
Z
© 2,500
é 100% §
= 2,000
B
—p
1,500 \.-—. 50%
1,000 e
J L — - !::3:-0—..___.:=:__=_._. 0%
This report illustrates Trend and 500 II I I I —
Pivot. i I I & =] - . B = 0%
08/31/15 09/05/15 09/10/15 09/15/15 09/23/15
= Last Scan Date (Day)
k Group By. Jab Name: Ascending, DAY(Last Scan Date): Ascending J
/| Job Name Mail Class City ZIP  Del.Days
Early Bird Campaign 1st Class STERLING HEIGHTS 748312 4
|Early Bird Campaign 1st Class SHELBY TOWNSHIP 43315 4
Early Bird Campaign 1st Class WEST BLOOMFEELD 48324 4
Early Bird Campaign 1st Class FARMINGTON HILLS 748331 4
Early Bird Campaign 1st Class FARMINGTON HILLS "48335 4
Early Bird Campaign 1st Class OXFORD 48371 4
Early Bird Campaign 1st Class NOVI 748374 4
Early Bird Campaign 1st Class NOVI 48377 4
Early Bird Campaign 1st Class OKEMOS 748864 4
Early Bird Campaign 1st Class SOUTH BARRINGTON 50010 4
ighlichting: Deli d h Early Bird Campaign 1st Class BARRINGTON 50010 4
Highlighting: Delivery days where Early Bird Campaign 1st Class FRANKFORT %0423 4
the total is not 4 are highlighted in |Early Bird Campaign 1st Class BALLWIN 53011 4
green. |Early Bird Campaign 1st Class CHESTERFEELD 53017 4
Early Bird Campaign 1st Class FLORISSANT 63023 4
Early Bird Campaign 1st Class BRIDGETON 63044 4
Early Bird Campaign 1st Class EARTH CTY 53045 4
Early Bird Campaign 1st Class SAINT LOUIS 83118 4
Early Bird Campaign 1st Class SAINT LOUIS 53126 4
Early Bird Campaign 1st Class SAINT LOUIS 53158 4
Early Bird Campaign 1st Class KANSAS CITY 54129 4
Early Bird Campaign 1st Class LENEXA 56214 4
Early Bird Campaign 1st Class SHAWNEE 86216 4
Early Bird Campaign 1st Class HOT SPRINGS NATIONAL PARK 71903 4
Early Bird Campaign 1st Class HOT SPRINGS NATIONAL PARK ~ '71913 4
r,
26
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Create Matrix: Shows how many 1st
Class pieces were in each ZIP Code.

Report Options

In Create/Edit Reports, use the
icons in the report toolbar to export
or distribute your report.

4 Mail Class \
ZIP 1st Class Total
48312 4 4
48315 4 4
48324 4 4
48331 4 4
48335 4 4
48371 4 4
48374 4 4
48377 4 4
48864 4 4
60010 8 8
60423 4 4
63011 4 4
63017 4 4
63033 4 4
63044 4 4
63045 4 4
63101 8 8
63118 4 4
63126 4 4
63158 4 4
64129 4 4
66214 4 4
66216 4 4
71903 4 4
71913 4 4
\_ Total 108 108 - )

Epr ort your report as

A Microsoft Excel file

An Adobe Acrobat PDF document

A comma/tab delimited file

Atext file

A Microsoft Word document
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Use the yellow envelope icon to E
send an automated email to your

list of recipi . . - .
Ist of recipients & Use the yellow envelope icon to email your reports to a recipient list of

your choosing.

é )

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

While email content is provided, Hello,
you can delete this and compose

your own message prior to sending. 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

\.

o
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.
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Run or Schedule a
Selected Report

After choosing the report to run from
Standard Reports, Your Company’s
Reports or Your Reports, choose Run
Selected Report to run the selected report
immediately, or choose Schedule Selected
Report to schedule the selected report

to run once on a scheduled date or on a
recurring basis.

A Report times are based on Eastern Time (ET).

Run Selected Report screen:

r

Report Parameters |

Daily Scans :

'® Select Jobs

" ASC Job Name

'~/ DESC Job Name

~ ASC Job Mail Date
'® DESC Job Mail Date

Flease Selecta Job:* :

Flease Selecta Sort Criteria:* :

Flease Selecta Job Time Frame* :

® Mailed within Past 30 days
- Maximum

|| Show Scan Data for Today Only

09/09/2015 - 0909201

OR

Start Date
End Date

g

[11x=

'/ Please Enter the Mail Date range: *

Selected Date Range

=z

<<

[ Run Now | ][Reset]

(‘

Schedule Selected Report screen:

ﬁmummwmu

Fun teport on date | 097102015
Hecuning [
Schadule sharts at* 00

Froguency = Dally Wwkly

Delvory Cperations
el 1) ykesd

Report Paramedars.

' Sedtobs
Floase Salect a Sort Criweria*

ASC Job Nama

DESC Job Nasw

ASC Job Ml Date
* DESC Job Mail Date

Flaasa Sulects Job:*

oR

Please Enter the Mad Date range. *

Han Date
End Date

(3 Schedule endsat 1N
Monthly
By | O#yif) 8t hh v

# Delete on completion

Ship delivary on no dats

Report Formad | ACROBAT POF *
Dedevery Options

Fagination | Worizoniai Bresks ¥

# Deliver Zipped

Plaase Sabect 3 Job Time Frama*
® iAaned wthin Fast 30 0ays
Maimur

Show Sean Dats for Today Only

Sedected Date Range
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Job Details

e Under Job Details, enter the
Name by which the report is to Use Job Details to name the report and indicate if the report should be deleted
be saved. This is a required field. | when completed.

e Ifareportisscheduled to run é )
once, you have the option to Job Details

delete this report name from ame @) Delete on completion
the job list upon completion of T T
Once (Eastem Standard Time)

the scheduled run. To do this,
check the Delete on completion

Run reporton date |09/10/2015 E at|hh v :mm ¥

W Recurring (Eastern Standard Time)

checkbox.
Schedule starts at*  09/10/2015 E]  Schedule ends at MM/ddiyyyy =
Frequency « Dall Weekl Monthl
once q ¥ ¥ Y ¥
Every 1 Day(s) at hh v : mm ¥
e Choose the date (mm/dd/yyyy),

hour (hh) and minutes (mm) at \. J
which you want the report to run.

. In the Once section, indicate the date, hour and minute when the report is to
Recurring run on a one-time basis.

e Choose the start and end dates

N e ——— In the Recurring section, select the start and end dates, frequency (daily,

weekly or monthly) along with the day(s), hour and minute when the report is
e Schedule a report to run on a to run on a recurring basis.
regular basis by identifying the
frequency of the run - daily,
weekly, monthly.

e  Specify the number days (every & Under Job Details, Name is a required field.

xx days) and the hour (hh) and
minutes (mm) of the start time.
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Delivery Operations

Select the delivery method by checking
either:

e Email to have the report emailed
to you; or

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

o  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.

e HTML - no additional information
needed.

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

e 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.

e Text - Pagination defaults to
single page. Using the checkbox,
indicate if a zipped delivery is
needed.

rDeI'rvery Operations
|« Email || Unload ( [ Skip delivery on no data )
Send ReportAs  Aftachment Report Format
File Name | ) Suffix Timestamp —Delivery Options /
Ta | ‘ I#| Deliver Zipped
ce [ |gee | |
Fram [T ustomersenice@pb.com |
Subjert [ |
systemn-generated email so please donotreplyto =
Message this address. <BR=<BR=Regards, <BR=System -
Administrator P
\_ é )
Report Format | ACROBAT POF ¥
— Delivery Optio
HThL
Fagination
] 7 ComMmMA SEPARATED
i« Deliver Zip TewT
MS WORD
HhL
MS EXCEL
RN TEXT
\_ J

& TrackMyMail does not support delivery to secure FTP sites.
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e MS Word - Pagination defaults
to multiple page. Using the
checkbox, indicate if a zipped
delivery is needed.

e XML - Pagination defaults to
single page. Using the checkbox,
indicate if a zipped delivery is
needed.

e MS Excel - Indicate
pagination preference:
single sheet, multi-sheet
or horizontal breaks.
Additional checkboxes
are available to indicate:
Remove Blank Rows,
Columns and Repeat Page
Header and Footer. Using
the checkbox, indicate if a
zipped delivery is needed.

The report will be sent as an attachment
to a pre-assigned distribution list entered
by you. An automated email is distributed
to the list assigned and/or names in the cc
and bcc fields on the email. At least one
user must be entered in the To field.

Check the Suffix Timestamp Format box to
have a timestamp included on your email.
The timestamp provides data regarding
when the report was scheduled to run.
There are multiple formats available for
the timestamp such as:

e MM-dd-yyyy
e MM ddyyyy HH mm ss

e MM ddyyyy hh mma
e dddd MMM yy

Delivery Options for Comma Separated Report Format differs from the Deliv-

ery Options for MS Excel.
Report Format | COMMA SEPARATED v | )
— Delivery Options
Separator
* Predefined | COMMA ¥ Custom
Enclosure
* Predefined | QUOTES("") * Custom
Fagination Single Page T
|#| Deliver Zipped
p :rneporl Format | MS EXCEL | )
— Delivery Options
Pagination| Single Sheet v |
# Remove Elank Rows,Columns
|| RepeatFPage Header and Footer
\#*| Deliver Zipped
\_ J
r
|| Email [ | Upload
wgnﬁs Aftachment
| )
File Name [ | | Suffix Timestamp Format
v
To | |
Cc | |Bcc | |
From |TMMCustomerSewice@pb.cum |
Subject | |
Hello, =<BR==BR> You have received this
Message automated email to let you know that report
=%MENU_NAME®%= has been generated Please .
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Definitions of some formats included are:

Sample of Suffix Timestamp Format:
¢ MM — month presented in ample of Suffix Ti p

numeric format: 04

. - )
o MMM = month presented in File Name ¥ Suffix Timestamp Format

abbreviated format: Apr

MM dd yyyy hhmmssa ¥

e MMMM — month written out:
April

e dd-day presented in numeric
format showing only the date: 10

e ddd - day presented in
abbreviated format showing the
day of the week and date : Tues
10

e dddd — day presented showing
day of the week written out and
date: Tuesday 10 Content of auto-generated email sent with report. Content can be modified.

e YY-—year presented in

abbreviated format: 09 Hello,

e  YYYY —year presented in full

recei . .
format: 2009 You have received this automated email to let you know that

report <%MENU_NAME%> has been generated. Please find the

e hh, mm, ss —indicates the hour, report attached.

minute and second the report

R U This is a system-generated email so please do not reply to this

address.

e a-—indicates either AM or
PM Regards,

System Administrator

Enter a subject of your choosing

in the Subject text box. While

email content is provided, you can
delete this and compose your own
message prior to sending. This is the
default content of the email:

Delivery Operations - Upload

When Upload is selected, these (Deiivery Operations )
fields are presented. [) Email |« Upload
Use the drop-down menu to indicate Upload Type ® FTP
the Report Format. Options include: Use Fassive mode (¥
Server Name* | \Port | |
e  Acrobat PDF
User Name | |F'assword| |
e Comma Separated
o Text Folder Name | |
e MS Word File Name* | | =
° XML Suffix Timestamp Format v
e MS Excel
\. y,
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As with Delivery Operations Email, the
Delivery Options change based on the
Report Format chosen. Provide the
requested information based on your
choice.

Provide the following information
requested when Upload is selected.

e Upload Type is set to FTP. This
cannot be changed.

e  Use Passive mode is checked by
default. Uncheck to use active
mode.

e Server Name indicates the
name of your server to which
TrackMyMail connects to FTP the
files. This is a required field.

e Portindicates the connection to
be used to FTP the reports.

e User Name and Password are the
user name and password used to
access your FTP account.

o  Folder Name indicates the name
of the folder in which the report
is to be placed.

o File Name indicates the name
under which you want the report
to be saved. This is a required
field.

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

Check the “Suffix Timestamp Format”
box to have a timestamp included on
your email. The timestamp provides data
regarding when the report was scheduled
to run. There are multiple formats
available for the timestamp such as:

o MM-dd-yyyy

e MM ddyyyy HH mm ss
e MM ddyyyy hh mm a
e dddd MMM yy

Delivery Options vary based on Report Format chosen. Below, Comma Sepa-

rated vs MS Excel :
Report Format | COMMA SEPARATED v | )
— Delivery Options
Separator
* Predefined | COMMA ¥ Custom
Enclosure
* Predefined | QUOTES(™™) ¥ Custom
Fagination Single Page r
Report Format | MS EXCEL v )
— Delivery Options
Pagination | Single Sheet \
I« Remove Blank Rows,Columns
|| RepeatPage Header and Footer
# Deliver Zipped
J
& Server Name is a required field.
4 )
Delivery Operations
|| Email |+ Upload
Upload Type * TP
Use Passive mode |+
Server Mame* | |Port| |
UserName | |Password[ |
Folder Mame | |
File Name* | | I
Suffix Timestamp Format | MM dd yyyy hhmmsse »
. J

a File Name is a required field.
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Definitions of some formats included are:

e MM —month presented in
numeric format: 04

e MMM — month presented in
abbreviated format: Apr

e  MMMM — month written
out: April

e dd-—day presented in
numeric format showing only
the date: 10

e ddd - day presented in
abbreviated format showing
the day of the week and date
: Tues 10

e dddd - day presented
showing day of the week
written out and date:
Tuesday 10

e YY-—year presented in
abbreviated format: 09

e  YYYY —year presented in full
format: 2009

e hh, mm, ss— indicates the
hour, minute and second the
report was run

e a—indicates either AM or
PM

e Report Parameters

Report Parameters

Select Jobs is checked by default.

Select a Sort Criteria from the list
provided. Options are:

e ASClJob Name - this is the
default; sort in ascending order
based on job name.

e DESCJob Name - sort in
descending order based on job
name.

e ASC Job Mail Date - sort in
ascending order based on job
mail date.

e DESC Job Mail Date - sort in
descending order based on job
mail date.

File Name

1#| Suffix Timestamp Format

MM dd yyyy hhmmssa

Ge port Parameters

'® Select Jobs

Please Select a Sort Criteria:*
" ASC Job Mame

' DESC Job Name

" ASC Job Mail Date

'® DESC Job Mail Date

Please Selecta Job*:

¥

0 selected

OR

"' Please Enter the Mail Date range: *

Start Date
End Date

\.

Please Selecta Job Time Frame*

'® Mailed within Past 30 days
= Maximum

|| Show Scan Data for Today Only

Selected Date Range

<<
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Select a Job Time Frame by clicking on the
appropriate radio button. Options are:

e  Mailed within Past 30 Days - this
shows only those jobs that mailed
in the past thirty days

e  Maximum - this shows all jobs
mailed and currently saved in the
database for this client.

e Select alob - from the drop-
down list presented. The list of
jobs available changes depending
on the report chosen.

e  Show Scan Data for Today Only
- check this box if you want scan
data from today to be the only
scan data included in your report.

OR

e Enter the Mail Date range - if not
selecting a job, select a Start Date
and End Date to be used for the
report. Both the start and end
dates must be selected before
moving to Selected Date Range.

A Start Date and End Date must both be selected before mov ng to

Selected Date Range.

(o A
'/ Please Enter the Mail Date range: *
Selected Date Range
Start Date
End Date <<

A Enter the Mail Date range is required if not using Select Jobs.

Chapter 5

68




In this Chapter

Lookup Tools
Look up by Piece Number
Search by Address/Date

Search Results

Lookup Tools

From this tab, search for mailpieces using either Lookup by Piece Number or the
Search by Address/Date option. Narrow your search by choosing a Customer, Divi-

sion and Job before entering your search criteria.

Use Mailing Details to view information about the mailpieces based on scan data

received.

rLockup Mailpiece

® Destination  'Origin

To narrow your search, drill down from Custemer, then Division, and finally Job.
To search all jobs, skip to the appropriate search criteria below.

Select Customer __ Select Division Select Job
Trackmymail Demo v Al v Al

Your search returned more than one matching result. Please refine your search
using the search form above or click on an individual piece below to view its information:

Loakup by Piece Number: Search by Address/Date:
*Mame:  Abigail Matthewrs Start Date:  08/06/2014
' Unique
Record id !
‘Business End Date:  09/11/2013
IMB: 15t 20 Name:
digits. city
Tracking 1D OR
[sequsnce =)
5.Digit ZIP:
|Find Piece|
*User Field 1:
*User Field 2:
|Find Matching Pieces|
*User Field 3:
* At least one of these fields is required to begin a search

&
&

Unigue Record ID Name Business Name Address ZIP  Mail Date User Field1 User Field2 User Field3
1288725 Abigail Matthews TEST 71 Inverness Dr, STAMFORD, CT 06902 08/04/2015 1288725 156445 Sep 2 2015 12:00AM
1288725 Abigail Matthews TEST 71 Inverness Dr, STAMFORD, CT 06902 08/042015 1288725 156445 Sep 2 2015 12:00AM
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Lookup Tools

The following features are available through
Lookup Tools, Single Piece. Information &

available through Single Piece is based on Lookup by Piece Number and Lookup by Address/Date prov de
the information included when you job was

two methods to access the same output.
processed in PrecisionTrack.

Lookup Mailpiece

TrackMyMail offers the option to look up
individual mailpieces by two methods:

Lookup by Piece Number

Seand by feelizes Pai The “Select” fields are progressive. You must select a Customer first, then,

Before choosing your search method, use if you wish, a Division and finally a Job.
the radio buttons to indicate which type of
tracking information you are entering:

Destination - outbound tracking Lookup Mailpiece

Origin - inbound tracking

To umsesmhbyjdl, first se\echuMﬂer, then siun, then Job from the lists below.
Narrow your search time and results to 7 R RS R, SRR TR SR S
a more defined selection by using the Select Customer v Select Division v EE
progressive drop-down options provided:
Select Customer - lists all customers
allowed based on your login permissions;
then choose:
Select Division - lists all divisions
associated with the selected customer;
then choose:.
Select Job - lists all jobs associated
with the selected division.
Look up by Piece Number r N
Lookup by Piece Number:
Enter one of the following search criteria to
search by Piece Number: ® Unigue E
Record ID
1. The Unique Record ID; ~ Mo 1st
20 digits
2. The first 20 digits of the O feaence #)
Intelligent Mail bar IMb); or
telligent Mail barcode (IMb); o
3. The Tracking ID (sequence #), \_ Yy

typically the last six or nine digits
of the Intelligent Mail sequence
number.

OR

e  Must be all numeric; six or nine
digits; and

e Leading zeros are allowed; such
a 000001.

Then click Find Piece.
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Search by Address/Date

1.

Simply enter a name or business
name.

Enter a city or 5-digit ZIP to refine
your search.

If populated when your job was
submitted for processing, enter
search criteria in User Fields 1, 2 or
3.

Select a start and end date that
includes possible mail dates for that
piece.

Click Find Matching Pieces.

Search by Address/Date: *
*Name: Start Date: 082472014 El
*Business End Dats: 09232014 E
Mame:
City:
E-Digit ZIP:
*User Field 1:
*User Field 2:
*User Field 3: Find Matching Pieces
* At least one of these fields or a Job selection is required to begin a search.

When using Look p by Name, you must use at least one of the required

criteria fields listed in the image above.

|Z[ TIP: The more complete your selection criteria, the more finite your

search results will be.

A 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 breakdown of the
fields available for searching by Piece
Number or by Address/Date.

Lookup by Piece Number:

Unique Enter a specific mailpiece This is a customer-generated identifier.

Record ID Unique Record ID to retriee | It is possible to receie multiple match-
information related to that es if searching using this field. Click on
mailpiece. Unique Record ID in the results fields for

details on each match.

IMb (1st 20 Enter the first 20 digits of

digits) the IMb assigned to the
mailpiece.

Tracking ID Enter the specific Tracking

(sequence #) | ID assigned to the mailpiece

Search by Address/Date:

Name Enter the full 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 full/partial last name or full/partial
business name and the software returns
possible matches.

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

Business Enter the full business
Name name associated with the
mailpiece record or any part
of the business name.

The same flexibility applies to business
name searches as is coe red aboe for
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- The more complete your selection criteria,
ciated with the mailpiece the more finite your search results will be.
record.

User Field 1, | Enter search criteria based These fields must be identified and pop-

2o0r3 on fields you have defined
when setting up your job.

ulated in your input file before submitting
your job for processing. These fields allow
you to search based on data elements
that are meaningful to you.

Start Date Enter a Start Date based Induction Date is a more precise date for
on Induction Date or Mail when the mail entered the postal system.
Date to expand your search | Itis delie red from the Mail XML messag-
match potential. ing from the USPS and the
Mail.dat information prov ded from you or
your clients.
Mail Date is based on the mail date that
was entered when the job was set up in
TrackMyMail.
End Date Enter an end date based Same as Start Date aboe .

on Induction Date or Mail
Date to expand your search
match potential.
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Search Results

The data fields listed below are returned for
both retrieval methods:

Unique Record ID
Name

Business Name
Address

ZIP

Mail Date

User Field 1

User Field 2

User Field 3

Your search returned more than one matching result. Please refine your search )
using the search form above or click on an individual piece below to view its information:

dID  Name Business Name  Address ZIP Mail Date  User Field1 User Field2 User Field3

Brian Capasso 359 W Broad 5t, Gibbstown, NJ 08027 D216/2015
" . Valerie Capasso 359 W Broad St, Gibbstown, NJ 08027 D2/1B/2015
To access additional details about a Valerie Capasso 2314 € Albret S1 Philsdelphia, PA. 19125 02/16/2015
mailpiece, click on the Unique Record

ID to drill down to the next level.

From this drill-down screen, access rc“smmﬁ Information Mailing Information )
all available information about the
e . . A Name: LUZ E CORDOBA Mail Date: 0201872015
mailpiece associated with the Unique Business Name: Induction Date:
Record ID including Unique Record Id: 565302670 Job Name: 103
Package #: 2
e  Customer Information Address: 7813 NW 75TH AVE Branch:
City, State ZIP: TAMARAG, FL 33321 Customer/Divigion: Fusion Clisntw CC
e Mailing Information
No ACS data received
. . .
ACS Delivery Information el
e  Mailing Details
k No Tracking Scans received yet. Please check again later.
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Customer Information

Customer Information includes the fields
listed in the table on the right.

e ~N Name The name of the addressee included in
Customer Information the mailpiece record
Business Name The name of the business included in the
Name: Adam Fowler mailpiece record
Business Name: Uniaue Record ID The unique identifier assigned by the
Unique Record Id: 1291088 d mail owner to identify this mailpiece
jAddress: 12 Greenwich Rd Address The street address included in the mail-
City, State ZIP: EL PASO, T 78902 piece record
\_ ) Citv. State. ZIP The city, state and ZIP Code included in
Y. ’ the mailpiece record
BRTS] o =
| Address: 12 Greenwich Rd X Bl S
The mail truck icon, when clicked, City, State ZIP: EL PASO, TX 79902 ™ e
q q T 3 it
allows you to view the location of the LﬁE:fion: [22_1’,91431__105 5067600000003}
i Location type: GEOMETRIC_CENTER
address on the map displayed at the e
bottom of that screen. Thighepey Monk T gereetview:  cick here
- ;}-A?
(s}
While on the map, use Street View: i b " — ; oy
click here to see the actual street on Il \N@\"““ z Y O
which the address is located. o % ’ A%
8 0 # &
Z King's X Bar ¥ Singapore Cafe
2
Enterprise Rent-A-Car &
. :
E\ - i
= g 3
W Wa\{mofe ot | Gomo’s Italian 4 i
ot 8 o Mission Hills Park
) =]
= H Las Palms
it e Rehabilitation Hospital Map data 82015 Google 50m L——oJ Termsof Use  Report & map emror
Geocoder response: OFK ()
\Ma'tches returned: 1 .
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Mailing Information

Mailing Information includes the fields
listed in the table on the right.

Mail Date: 08182015

Induction Date:

Job Name: Remittance Statement Batch 27 GFTG
Package #: 1

Branch:
Customer/Division: Trackmymail Demo

ACS Delivery Information

If new information was available, the ACS
delivery information is presented below
Customer Information. Click on the truck
icon to view a map displaying the location
of the new address. From this map, click
Street View to see the image of the actual
house at the new street address.

Mail Date

The date entered when the job was set
up in PrecisionTrack.

Induction Date

The date provided by you or your clients
as to when the mail entered the postal
system.

dob 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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Mailing Details

The next section of information contains
detailed information about the mailpiece.
A breakdown of each area of information
presented is detailed in the table to the
right.

Map

Using Google Maps, a map is provided
showing 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
following options for map viewing are

available by clicking on the buttons labeled:

e Map - displays a view showing
street-level map

e Terrain - a drop-down option
available by clicking Map, displays
a view of the map showing terrain
features

e Satellite - displays a view showing
satellite imagery

e Labels - a drop-down option
available by clicking Satellite,
displays the satellite view without
highways, cities, counties or states
identified

ﬁa'umg Details: \
Mailpiece Destination Scan Date/Time Scan Site ZIP  Scan City/State Activity Travel Days Container
El Paso TX 78902-3527-11 Aug 18 2015 8:04PM 28228 Charlotte NC Left original USPS facilty 0 Maipiece
El Paso TX 79902-3527-11 Aug 18 2015 5:04PM 28228 Charlotte NC Left original USPS facilty 0 Mailpiece
El Paso TX 79902-3527-11 Aug 18 2015 11:06PM 28228 Charlotte NC In Transit 0 Mailpiece
El Paso TX 79902-3527-11 Aug 18 2015 11:06PM 28228 Charlotte NC In Transit 0 Mailpiece
El Paso TX 79902-3527-11 Aug 18 2015 11:06PM 28228 Charlotte NC In Transit 0 WMaipiece
El Paso TX 78902-3527-11 Aug 20 2015 T:46PM 75910 EIFaso TX In Transit 2 Maipiece
El Paso TX 78902-3527-11 Aug 20 2015 7-45PM 78910 ElPasoTX In Transit 2 Maipiece
El Paso TX 78902-3527-11 Aug 22 2015 1:53AM 78910 ElPasoTX Sorted for Defivery 4 Maipiece
El Paso TX 79902-3527-11 Aug 22 2015 1:53AM 79910 ElPasoTX Sorted for Delfivery 4 Mailpiece
El Paso TX 79902-3527-11 Aug 23 2015 5:24AM 79910 ElPaso TX Out for Delivery 5 Mailpiece
El Paso TX 79902-3527-11 Aug 23 2015 5:24AM 79910 ElPasoTX Out for Delivery 5 Mailpiece

Mailpiece Destination

Shows all destinations at which the
mailpiece has been scanned.

Scan Date/Time

Shows 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

Shows the city and state in which the
mailpiece was scanned.

Activity

Shows the status associated with each
scan, such as In Transit, Sorted for
Delieery, Out for Delieery and others.

Travel Days

Shows the number of days elapsed
since the mailpiece was entered into
the postal system; calculated from the
induction date.

Container Type

Shows leeel of unit being scanned;
examples are pallet, tray/sack, mail-
piece.
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Using Google Maps, a map is provided
showing the location and status of each
mailpiece. Click on an icon (depicting a
pallet, mailpiece, etc.) on the map to view
the following information:

e Scan Date/Time — the date
and time the scan occurred.

e Scan Site ZIP — the ZIP Code
for the site at which the
mailpiece was scanned.

e Scan City/State — the city and
state in which the mailpiece
was scanned.

e  Activity — the status
associated with each scan,
such as In Transit, Sorted for
Delivery, Out for Delivery and
others; and

e Travel Days — the number
of days elapsed since the
mailpiece was entered into
the postal system.

The following options for map viewing are
available by clicking on the buttons labeled:

e Map - displays a view
showing street-level map

e Satellite - displays a view
showing satellite imagery
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In this Chapter

Edit Profile
Manage Accounts

Client List

Admin Tab

From the drop-down menu, you may have access to the following functions. Access
to the functions is permission based by User ID.

e Edit Profile
* Manage Accounts
* C(Client List

If you log in as an Administrator, you will be directed to the User Search function. A
separate guide that defines and outlines the Admin screens is available.

All other users may select Edit Profile or Manage Accounts, based on availability.
The ability to edit various fields is permission based and not all users have the
ability to edit all fields.

Edit Profile Screen

r

Editing the Trackmymail Demo Client Account

|Account Name and Logins

Account Name Trackmymail Demo

UserLogine Crste N User

—Select an Action— v [Trackmymail

~

—Select an Action-- ¥ |pbiguest
—Select an Action— ¥ |[usmdemo1

Billing Information

Fighlighted fields are required

Billing Contact First. MI. Last [Trackmymail |Div of PB

Company Name. [TMm
Suite/Apt. #
Street Address 501 Mainstream Dr
City / State [Nashvile | TENNESSEE v
Zip Code 37027
Phone # [B884aa9972 Ext
Fax Number:
Email |customerservice@trackmymail com,

\_ Y

Manage Accounts Screen

Select a Reseller Account to Edit

Create New Account

—-Select an Action— ¥ [RMTest
-Select an Action—- ¥ |RMTest2
--Select an Action— ¥ [YourClient
~-Select an Action—- ¥ |YourNewCustomer
12
Client List Screen
Vendor List
Account Humber of Jobs Last Login Date Quick Links
Vendor Sample 1

Vendor Sample 2 1
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Edit Profile

The Edit Profile link from the Admin
tab provides several updating options
for user information. The Editing the
Account Name screen contains two
section:

e  Account Name and Logins - allows
editing, deleting or adding a user.

e Billing Information - allows editing
the billing contact information for
the billing contact associated with
the account.

Account Name and Logins

Account Name - the name of the Account
associated with the login used.

User Logins - all User Logins which you
have permission to edit or delete.

e  From the Select an Action drop-
down list on the same line as the
User Id being changed, choose:

Edit User -to modify existing
information about a user.

Delete User - to delete an existing
user.

Create New User - to add a user to
the account.

The Edit Profile screen is used to make changes to the account associated with

the logged in user. The logged in user can create a new user and edit or delete an

existing user’s information if permissions allow.

Editing the Trackmymail Demo Client Account

Account Name ’WW—|
Actions User Id
—Select an Action— ¥ [Trackmymail
—Select an Action— ¥ |pbiguest
—Select an Action—- ¥ 1

Highlighted fields are required

User Logins

(Account Name and Logins
Account Name

Trackmymail Demo

||

User Logins

-Select an Action-- ¥ |Trackmymail

~Select an Action— v |pbiguest

-Select an Action-- ¥ |usmdemo?1
N

Account Nam Trackmymail Demo

(" )

Billing Contact First, MI, Last [Trackmymail [ |[poeiPB
Company Name: [TMM
Suite/Apt. # |
Street Address 501 Mainstream Dr
City / State Nashville TENNESSEE A
Zip Code: |37027—
Phone # 884449972 Ext|
Fax Number:
Email: |customerservice@trackmymail.com
k Update Account] CanceIJ

User Logins Actions User id
—-Select an Action—- v [Trackmymail
Calmmt am St pbiguest

g usmdemo1

Delete User
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Edit User

The Edit User screen has four areas of infor-
mation that can be edited:

Login and Password - Userld
cannot be edited or changed once
it is created.

Create Password - enter

the users current password.
Create a new password and
reenter the new password

to confirm. View password
validation rules displays the
password rules on this screen.

Contact Information -updates

the information associated with
the Billing Contact for this user.
Information available for updating
includes:

=  First name, middle initial and
last name

=  Company Name

= Suite/Apartment number

= Street Address

= City/State

= ZIP Code

=  Phone number/extension

= Fax number

=  Emails - multiple emails are
allowed but must be separat-
ed by a comma

User Permissions - adjust the
permission by unchecking or
checking the items this user can
access/edit. Options include:

= Create Jobs

=  Edit Jobs

= Delete Jobs

=  View Reports Tab
= Edit User Profile

Login and Password and Create Password on Edit User Screen

(ogin and Password

User Id rackmymail View user id validation rules

Create Password
Current Password

New Password

Confirm New Password View password validation rules

A 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 Edit User Screen

Highlighted fields are required
Billing Contact First, MI, Last [Trackmymail |Div of PB
Company Name: [Trackmymail
Suite/Apt. #
Street Address |501 Mainstream Dr
City / State MNashville TENNESSEE v
Zip Code: proar
Phone # 8884449972 Ext.
Fax Number:
\ Email |customerservice@trackmymail.com.george amer(@pb.cc y

& Highlighted fields are required.

Add additional email addresses by separating addresses with a comma.

User Permissions on Edit User Screen

User Permissions

Default permissions have been selected below.

¥|Create Jobs “Edit Jobs #Delete Jobs
“\iew Reports Tab¥ Edit User Profile

At the bottom of the screen, select Update
User to save your edits or Cancel to return
to the previous screen.
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Delete User

Select Delete User from the Select an
Action drop-down list. A confirmation pop
up box appears. Select OK to delete the se-
lected user and Cancel to keep the user and
return to the Action boxes.

Create New User

When creating a new user, you need to com-
plete the same screens that are presented in
the Edit User section above. Sections to be
completed include:

e Login and Password
e Create Password

Note: When creating a new
user, there is no Current
Password to be entered.

e Contact Information

e User Permissions

At the bottom of the screen, select Add
User to keep the information and generate a
new user or Cancel to return to the previous
screen.

Delete User on Edit User Screen

Are You Sure You Wish to Delete?

| Prevent this page from creating additional dialogs.

N\

0K Cancel
Create New User
(Create New User
Login and Password
User Id View user id validation rules
ICreate Password
New Password

Confirm New Password

Highiighted fields are required

Billing Contact First, MI, Last
Company Name:
Suite/Apt. #
Street Address
City / State
Zip Code:

Phone #
Fax Number:
Email

User Permissions

#ICreate Jobs

| View password validation rules

Contact Information

|Trackmymail | |[pivefPB
MM
|
501 Mainstream Dr
|Nashville TENNESSEE v
37027
3834449972 Ext[ |

|customerservice@trackmymail.com

Default permissions have been selected below.
¥IEdit Jobs

|#View Reports Tab¥/Edit User Profile

¥Delete Jobs

Add User| |Cancel

A The same user id validation rules and password validation rules
used in Edit User apply to Create New User
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Manage Accounts

From the Select an Action drop-down list,
choose which action to performed:

e Add New User
e Edit Account
e Delete Account

Add New User

This action adds a new user under the
account associated with your login.
When adding a new user, the following
sections must be completed.

e Login and Password - must
follow the rules stated in View
user id validation rules.

e Create Password - enter a
new password and reenter
the new password to confirm.
View password validation
rules displays the rules for
creating a password.

The Manage Accounts screen is used to add and change information at the
account level. Add a new user to an existing account, edit an existing account’s

information and delete an existing account. From this screen, a new account can

also be created. Access to these options is permission based and may not be
available to all users.

Manage Accounts

Select a Vendor Account to Edit

= = g

Actions
—Select an Action—- ¥ || vendort

—Select an Action—- ¥ | Vendor2

—Select an fction- v | Vendor3

l

—Select an Action—

Add New User
Edit Account
Delete Account

Create New User

Create New User

g J

~\

Login and Password
User Id View user id validation rules

(Create Password
New Password
Confirm New Password View password validation rules

Hightighted fields are required

Billing Contact First, MI. Last [ I
Company Name: |
Suite/Apt. #
Street Address
City / State [ |Selectastate v
Zip Code:
Phone #:  Ext

Fax Number.

Email: |
Default permissions have been selected below.

|#/Create Jobs I“Edit Jobs “Delete Jobs

| View Reports Tab Edit User Profile

A 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.

A 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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e Contact Information -complete the
following fields with information
for the Billing Contact for this new
user:

= First name, middle initial and
last name

= Company Name

= Suite/Apartment number

= Street Address

= City/State

= ZIP Code

= Phone number/extension

= Fax number

= Emails - multiple emails are
allowed but must be separat-
ed by a comma

e User Permissions - default user
permissions are determined by
the company and set up through
TrackMyMail. For the addition of a
new a user, default permissions are
selected. Alter these permission by
unchecking or checking the items
this user can access/edit: Options
include:

=  Create Jobs

=  EditJobs

=  Delete Jobs

=  View Reports Tab
= Edit User Profile
=  Edit Client Profile
=  View Client List

At the bottom of the screen, select Add
User 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

Contact Information

Highlighted fields are required
Billing Contact First, MI, Last | l:“
Company Mame:
SuitefApt. # |
Street Address
City / State Select a state A4
Zip Code: e
Phane # e[ |
Fax Number: —|
k Email J

User Permissions on Manage Accounts Create New User

User Permissions
Default permissions have been selected below
#ICreate Jobs I#Edit Jobs ¥Delete Jobs

|_View Reports Tab¥ Edit User Profile¥ Edit Client Profile
#IView Client List
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Edit Account

Account Name and Logins

= Account Name - edit the
account name associat-
ed at the account level.

= User Logins - from the
Select an Action drop-
down list, choose to Edit
User or Delete User.

If editing a user under
this account, the infor-
mation needed matches
the Manage Accounts
Add New User screens
shown above.

If deleting a user under
this account, select
Delete User and when
prompted, select OK

to delete the user or
Cancel to return to the
Editing Account screen.

=  Create New User - to create a
new user under this account,
the information needed
matches the Manage Accounts
Add New User screens shown
above.

Billing Information - updates
the information associated
with the Billing Contact for
this account. The information
needed matches the Billing
Information for the Add New
User screen shown above.

User Defined Labels -enter labels
that provide alternate names for
the three User Fields populated in
PrecisionTrack.

User Fields and Labels are
linked for TrackMyMail Standard
Reporting purposes.

The Edit Account screen provides access to reseller clients and vendor clients for

editing. The Edit Account screen has five areas of information that can be edited:

Account Name and Logins
Account Name

User Lagins —

—Select an Action— v |

—Select an Action— I

Edit User
Delete User I

Create New User

Billing Information
Highlighted fields are required

& User Defined Labels are linked to User Fields 1 - 3 for
TrackMyMail Standard Reports only.

User Defined Labels

Enable

) Label 1:
) Label 2:
I Label 3:

User Defined Values
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e Elapsed Days/Mail Date - choose
the method to be used for time
calculations:

=  Elapsed Days - the number
of days elapsed since the
mailpiece was entered into the
postal system.

= Actual Days - The date en-
tered when the job was set up
in PrecisionTrack.

e Report Settings

=  Late Pct. Threshold - enter a
number between 0 and 100;
this number will serve as the
percentage value to be used
to trigger an email when the
InHome window delivery per-
centage is less than the value
entered here; this will be the
late percentage threshold de-
fault for all new jobs created.
It can be adjusted from the
Dashboard Job Summary by
clicking a specific Job number
to drill down.

=  Return Address - ZIP +4 -

e This must be a minimum
of five digits (a five-digit
ZIP Code);

e |t must match the Origin
ZIP Code entered in the
PrecisionTrack job setup
(the return address on the
mailpieces);

e If populated, this field
reports mailpieces that
are being returned by the
USPS to this ZIP Code; if
blank, all mail, forwarded
and returned, will be re-
ported as forwarded mail.

At the bottom of the screen, select Update
Account to save the changes to this new
user or Cancel to retain the existing infor-
mation .

Elapsed Days / Mail Date
* Elapsed Days Actual Days

. J

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

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

Late Pct. Threshold
Retum Address - Zip +4 [7]

Update Account

A 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 from the Select an
Action drop-down list. A confirmation box
appears. Select OK to delete the selected
user and Cancel to keep the user and return

to the previous page.
0K Cancel

Are You Sure You Wish to Delete Resellerl?

Create New Account Edit Account contains User Logins:

To create a new account, follow the steps Editing the Reseller1 Reseller Account
above for Edit Account. With the excep- [Account Name and Logins
Account Name lReseHen—

tion of the first step, Account Name and S
Logins, all steps are the same. Since you are W

creating a new account, there are no logins

to associated with the account until it’s

created.

Create New Account requires only an Account Name:

At the bottom of the screen, select Update
Account to save the changes to this new

user or Cancel to retain the existing infor- Create New Account
maﬁon . |Account Name and Logins
Account Name
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Client List

The Client List screen accesses a list of all vendors associated with the logged in
user. The user can view all jobs processed by all vendors associated with the logged

When logged in as a Vendormaster, the Client in account. Quick links provide access to job summary information, allow the

List link from the Admin tab provides access logged in user to edit account profiles including creating new accounts, add new
to a Vendor List. From this screen, you can users and configure reports. Access to these options is permission based and may
see all vendors associated with the logged in not be available to all users.

account and have access to all jobs processed
for that account.

he following information is available on the
Vendor List screen:

e Account - displays the names of Vendor List

Account Number of Jobs Last Login Date Quick Links
i i Vendor Sample 1
vendors processing jobs for the r—— ! e
account it Profile

Add Nevr User
Configure Reporls

e Number of Jobs - displays the
numbers of jobs processed by that
specific vendor

e Last Login Date - dlsplay.s the r{]uic:k Links )
most recent date on which any
user associated with that vendor’s --3elect an Action-—- ¥
account logged in to TrackMyMail —3elect an Action—

Wiew Vendor Jobs

e Quick Links - provides permission- Edit Profile
based access based on the vendor Add Mew User
(not all vendors see all links) to the Configure Reports
following links: \. J

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

=  Edit Profile - links to Create New
Account from the Admin, Man-
age Accounts screen.

= Add New User - links to Create
New User from the Edit Account
screen.

=  Configure Reports - links to Run
Reports from the Run Jobs tab.
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8 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.

In th is Cha pter A link is also provided to TrackMyMail Customer Service.
Logout

Help Click the Logout tab to leave the application.

Logout
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