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Alerting Messages

Various messages are used throughout this guide to alert you
to potentially hazardous or error causing conditions. These
messages are as follows:

WARNING! Alerts you to conditions or practices that
could cause serious injury.

CAUTION: Alerts you to conditions or practices that
could cause damage to the equipment or to the mate-
rial being run.

NOTE: Provides a comment or explanation of the associated topic.

IMPORTANT: Alerts you to conditions or practices that could ad-
versely affect equipment operation if instructions are not followed
exactly.




FCC Compliance

This equipment has been tested and found to comply with the
limits for a Class A digital device, pursuant to part 15 of the
FCC rules. These limits are designed to provide reasonable
protection against interference when the equipment is op-
erated in a commercial environment. This equipment gener-
ates, uses, and can radiate radio frequency energy and, if not
installed and used in accordance with the instruction manual,
may cause interference to radio communications. Operation
of this equipment in a residential area is likely to cause inter-
ference, in which case the user will be required to correct the
interference at his own expense.

Use only a shielded interface cable to operate this equipment
with a scale or other peripheral device.

CAUTION: Changes or modifications to this equip-
ment not expressly approved by the party responsible
for compliance (Pitney Bowes®) could void the user’s
authority to operate the equipment




FCC Compliance of Modem

This equipment complies with Part 68 of the FCC rules and the requirements ad-
opted by ACTA. On the UIC (control centre) backcover of this equipment is a la-

bel that contains, among other information, a product identifier in the format US:
AAAEQ##TXXXX. If requested, this number must be provided to the telephone com-
pany. The equipment is designed to connect to a two-wire, local switch, access loop
start (Facility Interface Code 02L.S2) with a standard RJ-45 interface.

The REN is used to determine the quantity of devices that may be connected to the
telephone line. Excessive RENs on the telephone line may result in the devices not
ringing in response to an incoming call. In most, but not all areas, the sum of the
RENs should not exceed five. To be certain of the number of devices that may be
connected to the line, contact the telephone company to determine the maximum
REN for your calling area.

If this modem causes harm to the telephone network, the telephone company may
discontinue your service temporarily. You will be notified in advance or as soon as
possible. You will be advised of your right to register a complaint with the FCC. If the
user experiences trouble using this equipment, the user shall disconnect the equip-
ment from the telephone line to determine if the equipment is malfunctioning. If the
equipment is malfunctioning, the use of the equipment shall be discontinued until the
problem is corrected.

The telephone company may make changes to its facilities, equipment operations, or
procedures that could affect the operation of this equipment. In this event, the tele-
phone company will provide advance notice for you to make necessary modifications
to maintain uninterrupted service.

If you experience trouble with this modem, please refer to the warranty information
provided with this equipment. If the trouble is causing harm to the network, the tele-
phone company may request that you remove the equipment from the network until
the problem is resolved.

This equipment may not be used with party lines or coin lines.

This equipment is not intended to be serviceable. Please refer to the warranty infor-
mation if problems occur. Failed units will be withdrawn by approved Pitney Bowes®
service engineers and returned to the U.S. Service Center. For reference purposes,
the U.S. Service Center contact address is: Pitney Bowes® Inc., Walter Wheeler
Drive, Stamford, CT 06926-0700.

A plug and jack used to connect this equipment to the premises wiring and telephone
network must comply with the applicable FCC Part 68 rules and requirements ad-
opted by ACTA. A compliant telephone cord and modular plug is provided with this
product. It is designed to be connected to a compatible modular jack that is also
compliant. See installation instructions for details.



Contents

Chapter 1 - Read This First........ccccoo e 11
UsSiNg thisS HelP GUIAE.........cociiiiiiiieee e 1-2
What is BUSINESS MaNAQET........ccoiiiiiiiiiiiiiie e 1-3
OVEIVIBW.....c. ettt ettt e e e e e e e e e e 1-3
RUNNING MalL...coiiiii e 1-3
Reporting and Analyzing Your Data...........cccuuveiiiiiiiiniiiiieeeeeee e 1-4
Enterprise Organizations - Multiple HOSt PCS ........ccccooiiiiiiiiiiis 1-4
Navigating Through Business Manager ... 1-5
From the Main MENU: ... 1-5
From Main menu ShOrtCULS: ...........uiiiiiiiii e 1-6
From submenus on the top Menu bar: ........ccoooiiiiiiii e 1-6
Before Using BUSINESS Manager.........ccooiiiiiiiiiiiiiiiiiieeee e 1-7
Wat's NEXE? ... 1-8
Where You Perform Business Manager Operations............cccccceevviiiiiiiiieeeeeenns 1-9
Chapter 2 - Processing Mail Using Business Manager ............cccceeriiiiiiinnnns 21
RUNNING Ml ... 2-2
Using a B900, 6500, 0r AS00 MELEN ........uuuumiiiiiiiiiiiiiiiiiiiiieiiieeieeeeeeeeeeeeees 2-3
Using a B900, 6500, or A900 Meter with an Integra™ Scale......................... 2-7
Using @ Paragon® Meter...........cooiiiiiiiiiiee e 2-11
Using a DM Series™ Digital Mailing System ...........cccccoiiiiiiiiieiieeee 2-14
Selecting Rates for Processing Mail...........cccuuiiiiiiiiiiiii e 2-18
Correcting Register DiscrepancCy ErTOrs ............oeiiioiiiiiiiiieeieee e 2-20
Reallocating TranSactions ...........ccuiiiiiiiiiiiie e 2-21
Registering New Meter Rates ... 2-22
Chapter 3 - Understanding and Setting Up Clients and Accounts .............. 31
Understanding ACCOUNTS ........uuiiiiiiiiiiii e 3-2
ACCOUNT STFUCKUIE ... 3-2
What is @ CHENT ... 3-3
ACCOUNT ALIIDULES ... 3-3
Global and LOCal ACCOUNTS .......coiiiiiiiiiiieiiee e 3-3
SYSIEM ACCOUNTS ... e e e 3-4
AdAING CHENES ... 3-5
Adding and Editing ACCOUNTS.......cooiiiiiiiiiii e 3-8
AdAING ACCOUNTS ... e e 3-8
Editing or Deleting an ACCOUNT ..........ooiiiiiiiiiiice e 3-12
Filling in the Account Management Fields ............cccoooiiiiiiiiiiiiieeee, 3-13
Adding DM Series™ Digital Mailing System Accounts ...........cccccooeeeeennee. 3-15

SV61474 Rev. A v



Contents

Assigning Budgets to ACCOUNTS ........ooiiiiiiiiiiiiii e 3-18
DefiNiNg PreSets ........ueeiiiiieiiiee e 3-21
DefiNiNg JODS ..o 3-22
MoVing ACCOUNT DAta .......coooiiiiiiiiiiiii e 3-23
Chapter 4 - Understanding and Setting Operators..............ccoevvmmrrreiiiiiiiinnns 4-1
Types Of OPErators .......cooeiiieiee 4-2
Adding or Editing OPerators ...t 4-3
Chapter 5 - Working with Meters and Mail Processors.........c.ccccceeeeeeniecnnnnes 5-1
Viewing Meters Registered at the Business Manager Host .............ccccceeeiiis 5-2
Adding or Editing Meters and Mail Processors ............cccocueiiiiiciiiciiiiiicc e, 5-3
Registering @ New Meter...........oo e 5-5
RePIACiNg @ MELET ... 5-6
Creating a Virtual Meter for Manual Transactions ...........ccoooeiiiiiiiiiiiiciiecee 5-7
Viewing Meter Status...........oeeiiiiiii e 5-8
Chapter 6 - Working with Carriers, Classes and Fees .........cccceeeiieiiceicccnnnes 6-1
Importing Standard Carriers, Classes, and FEes ..........ooovviiiiiiiiiiiiiiiiiiiiiiiieeeee, 6-2
Adding Customized Carriers, Classes, and Fees..........ccccceeviiiiii. 6-3
Chapter 7 - Working with Transactions.........cccccouiiiiimmmmcce e 71
VieWwing TranSaCioNS. .........uuiiiiiiiiiiii e 7-2

Viewing Transaction Details ... 7-3

Viewing Transactions: An EXample .........c.oooeiiiiiiiiiiic e 7-7
Correcting TranSACHIONS ........ooiiiiiiiiii i 7-9

Editing or Voiding TranSactions ............coouiiiiiiiiiiiiiieeeeee e 7-10

Splitting Transactions Between Accounts..............ccce . 7-15

Correcting Unverified Transactions ..o 7-18
Adding Manual TranSacCtioNS ..........cooiiiiiiiiieie e 7-19
Archiving TranSaCiONS .......c..euiiiiiiie e 7-24
Chapter 8 - Using the Statistics Module.........cccoooririrriirriee 8-1
Analyzing Transaction Data...........ccooiiiiiiiii e 8-2

vi SV61474 Rev. A



Contents

Chapter 9 - Adding Surcharges...........ccciimmmmmiinni e, 9-1
TYpes Of SUIMChArgES ........cuiiiiiiiii e 9-2
Adding Surcharges t0 ACCOUNTS ........cocuuiiiiiiiee e 9-3
Adding SUrcharges t0 JODS ........oooiiiiiiiiii e 9-5
AdAING GIODAL ... 9-6
SUICRAIGES ...ttt e e e e e e aanes 9-6
Adding Surcharges at the Data Collector PC ... 9-7
Adding Surcharges t0 ClasSes .........ooiiuuiiiiiiiiii e 9-9
Adding Surcharges to Predefined Standard Classes, Carriers, and Fees ..9-9
Adding Surcharges to User Defined Carriers, Classes, and Fees ............. 9-13
Chapter 10 - Working with Reports.........ccccooorreiriiiricrr s 10-1
Viewing and Printing REPOIS .........ouuiiiiiiiiieee e 10-2
Scheduling @ REPOIt ... 10-7
Types of Reports Available ... 10-9
Yearly by Month Reports ..........oeeeiiiiiii e 10-9
SUMMAY REPOIS...cciiiiiiiiiiieeii ettt 10-11
Detailed REPOMS ..o 10-15
FOrM REPOIMS ... eeneenees 10-18
System ACCOUNt REPOIMS .....oooiiiiiiiii e 10-20
Matching AccuTrac™ HT Mail Accounting System Reports to
Business Manager REPOIS ..........uuiiiiiiiiiiiiiiieee e 10-22
Chapter 11 - Custom RePOItS.......ccccoerieiricccr e 111
About CUSTOM REPOIS ......eiiiiiiiiiiiiiiiieeeee et ee e 11-2
Creating @ Custom RePOIt........ooiiiiiiiiiii e 11-3
Editing @ Custom RepOrt ..........uiiiiiiiiii e 11-31
Deleting @ Custom RePOIt ..........uuiiiiiiiiiii e 11-32
Chapter 12 - Exporting and Importing Data...........ccccooeiiiiriiiciiicees 12-1
Exporting Business Manager Data..............ooiiiiiiiiieee 12-2
EXPOrtiNng ACCOUNTS ... 12-3
EXPOrting OpPerators .....coooooeieiiieeeee e 12-7
EXporting TranSacCtioNS .........cooiiiiiiiiiiiice e 12-10
Exporting Carriers, Classes and Fees...........cccvvvviiiiiiiiiiii 12-13
Exporting Standard RepOrtS ... 12-16

SV61474 Rev. A vii



Contents

Importing Custom Report Templates .......ooooviiiiiiiiiiiiiiiiie 12-17
Exporting Custom Report Templates...........cooovviiiiiiiiiiiiiiiiiie 12-19
Managing Ascent® Accounts and Operators.............ccceeeieeeaiieeeiieesiie e 12-21
Exporting Accounts from Business Manager to Ascent® .......................... 12-22
Importing Accounts into ASCENt®...........ooiiiiiiiiii e 12-24
Exporting Operators from Business Manager to Ascent®......................... 12-25
Importing Operators into ASCENt® ............eeeiiiiiieeiciee e 12-26
Importing Ascent® Transactions into Business Manager ................c......... 12-27
Scheduling Automatic Exports and Imports for Ascent® .............ccccceuue.e. 12-29
Chapter 13 - Using Business Manager Utilities..........ccccccvniiiiinennnciinnnnnes 13-1
Backing Up YOUr Data ......cooooiiiiiiiiece e 13-2
Scheduling YOUr BaCKUPS ........couiiiiiiiiiiiieee e 13-5
Restoring YOUr Data ..........uuuuiiiiiiiiiiiiiiiiieeeeeeeeee et 13-7
Appendix A - Setting the Accounting Period .........ccccccevimmmmiininniciinnnnneenns A-1
Setting the Accounting Period ... A-2
Appendix B - Checking or Adding Software Licenses........ccccccceeeeeeeeeeeeeennn. B-1
Checking or Adding Software LiCENSES ............eeeiiiiiiiiiiiiiiiiieeee e B-2
Appendix C - Creating a Sample Custom Report........cccooerrrrmiiiiiirieeeeeeeeeeenn. C-1
Sample Custom Report OVEIVIEW .........coooeiiiiiiiiieieee e C-2
Creating the Sample Custom Report ..., C-3
Selecting the Database ...........coooiiiiiiii e C-3
Selecting the RepOrt TYPE .....ooeviiiiiiiiee e C-4
Selecting the Fields ... C-5
SeleCting FIlterS ... C-6
Selecting the Date RaNge..........coooiiiiiiiiiie e C-7
Selecting Report OptioNS.......cooviviiiiiiiiiiiiiieeeeeeeeeeeeeeeee e C-8
Selecting Grouping and Sort Order ... C-9
Formatting the Report.........cooo i C-10
Previewing the RepOrt ..........oooiiiiiiii e C-27
Naming, Printing, and Saving the Report ... C-28
Index
[0 T0 = TP PPPPP PP -1

viii SV61474 Rev. A






1 « Read This First

Using this Help
Guide

There are several built-in features you can use to navigate
through the Help guide:

» Topics highlighted by a blue rectangle are hyperlinks.

Using the Hand tool (7)), you can click anywhere within a
hyperlink to jump to the topic's location in the Help guide.

+ If you have not yet defined the accounting period on your
system you will see the following icon in the Main screen at
the Business Manager Host PC. You must set an account-

ing period before running mail. Refer to in this

guide.

Example 1: Use the Hand tool to click on highlighted hyperlinks.

« Entries in the main [Table of Contentd and the table of con-
tents at the beginning of every chapter are hyperlinks, al-
though they are not highlighted.

Simply move the Hand tool over a table of contents entry
until it points, then click to jump to the location of the entry
in the Help guide.

Chapter 2 - Processing Mail Using Business Manager

Running:Mail oo nnmnnmnnannemnnsnsrmmansinimnnm e, 2-2
Using'a B900,; 6900; or A900 Meter ......ov s inannammanniiis. 2-3
Using a B900 6500, or AS00 Mel% with an Integra™ Scale.......................... 2-7
Lsing 3 Paragon® Meter ... i m s st s s is 2-11

Example 2: Use the Hand tool to click on table of contents hyperlinks.

+ Page numbers in the are hyperlinks, although they
are not highlighted.
Simply move the Hand tool over the page number until it
points, then click on the page number to jump to that page
of the Help guide.

6500
running mail 2-3
6500 w/lntegra™
running mail 2-7
gmal %
Example 3: Use the Hand tool to click on page number hyperlinks in
the Index.

1-2
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1 « Read This First

What is Business
Manager

Overview

Business Manager is an accounting system that allows you to
capture postal transactions from the following Pitney Bowes®
meters and mailing systems:

+ Paragon®Meter

+ B900 (with and without an Integra™ scale)
* 6500 (with and without an Integra™ scale)
* A900 (with and without an Integra™ scale)

* DM Series™ Digital Mailing Systems (DM400™, DM500™,
DM550™, DM800i™, DM800™, DM900™ and DM1000™)

The Paragon®, B900, 6500, and A900 meters are collectively
referred to as mailing peripherals or processors in this guide.
Each one of these connects to its own Data Collector PC
which is a PC running the Data Collector Module of Business
Manager.

Each Data Collector PC connects to a master Host PC either
via a direct network connection or through a dialup connection.
The Host PC contains the working database and runs the Ad-
ministrative Module of Business Manager.

The DM Series™ Digital Mailing Systems connect directly to
the Host PC through your local area network. They do not re-
quire a Data Collector PC.

Running Mail

When you run mail from a Paragon® or other mailing periph-
eral, you enter the account number and rate information at the
Data Collector using the Data Collector PC module. You then
run the mail through the mailing machine or meter as you nor-
mally would do.

If you are using a DM Series™ Digital Mailing System, you en-
ter the account number and rate information at the DM Series™
Digital Mailing System IntelliLink® Control Center.

All mailing peripheral data collectors and DM Series™ Digital

SV61474 Rev. A
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1 « Read This First

Mailing Systems automatically send the postal transactions to
the master Host PC where they are stored in the working data-
base.

Reporting and Analyzing Your Data

You can analyze and create reports on all of the postal trans-
actions collected from the PC Data Collectors and the

DM Series™ Digital Mailing Systems and stored in the working,
archived or consolidated database on the Business Manager
Host PC.

You manage all of your accounts, operators, and transaction
data using the Administration Module of Business Manager at
the Host PC. You can perform analyses and generate reports
based on a wide range of criteria, including operator name, ac-
count name, the meter or mailing system used, the transaction
date, number and/or weight of the pieces of mail, postage cat-
egory and so on. You can use standard pre-formatted reports
that come with Business Manager. The statistics module that
is part of Business Manager extends the reporting facilities to
include graphical representations of the data in the form of
2-D or 3-D charts. You can also export results of your statisti-
cal analyses for viewing in other external applications like
Crystal Reports®.

Enterprise Organizations - Multiple Host PCs

If your organization has multiple sites that function indepen-
dently, you can have several Business Manager host systems
and designate one of those systems as the master Host PC.
The hosts at the other sites, referred to as client or local hosts,
connect to the master host via direct network connection, or
through a dialup connection. The client hosts upload all of
their transactions to the master Host PC where it is stored in a
single consolidated database.

You can then analyze and create reports on all of the postal
transactions stored in the consolidated database.

1-4
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1 « Read This First

Navigating You can access all operations either from the Main menu,
Through Business shortcuts on the Main menu, or from submenus from the top
Manager menu bar in any of the Business Manager screens.

From the Main menu:

1. From the Main menu, simply click on the appropriate selec-
tion. Links to other submenus are indicated by arrows next
to the selection items:

13
[ 3
.. : Business
wiiliiManager
powered by Pitney Bowes
Admin Module
Main menu

Transactions

|Reports -2

|P arameters B

2. Continue to click on the submenu selections until you get
to the operation you want.

3. If there are system messages or tasks that require your at-
tention, these appear in the Administration tasks to perform
section at the top of the Main menu. To get more informa-
tion on these, move the cursor over the icon in this section.

L3

[ 3
vi:: Business
wiiiit Manager
powered by Pitney Bowes

Admin Module
Administrative tasks to perform

7]
Main menu

|Reports >

4. To go back from a submenu, click on the Previous Menu
button.

SV61474 Rev. A 1-5



1 « Read This First

From Main menu shortcuts:

1. To add a shortcut to the main menu:

a. Click on the Main menu selections and submenus se-
lections until you get to the operation you want.

b. Right-click on the operation and select Add to short-
cuts. The shortcut appears on the right side of the
Main menu.

Shortcuts

|Accounts and clients

PDisplay mail piece detail
Admin Module

| Previous Menu

i 4

2. To go directly to an operation, click on the shortcut on the
right side of the Main menu.

From submenus on the top Menu bar:

The top menu bar duplicates the Main menu options and pro-
vides an alternative method of navigating through the screens.
Click on a selection on the top menu bar and select the appro-
priate operation from the submenu or submenus:

Parameters
Configuration Meters 4
Warkstation r
Carrigrs, Classes and Fees »

Accounts and clients

Presets

Jobs Accounting period

Global surcharges

LJ
Task Scheduler i

Software

See the installed licenses

1-6 SV61474 Rev. A




1 « Read This First

Before Using If your system is already set up and all of your accounts and

Business Manager  operators are defined, you can begin processing mail at your
meter or DM Series™ Digital Mailing System. For instructions
on running mail, refer to Chapter 2, Processing Mail Using|

Business Manager.

If this is the first time you are using Business Manager, follow
the steps listed here.

Learn about the accounts and clients and how to view, edit,
and create new clients and accounts. Refer to I(—Jhapter 3,|
Understanding and Setting Up Accounts and Clientd in this
guide.

Learn about the types of operators and their rights and
rivileges. Refer to [Chapter 4, Understanding and Setting|

Up Operato@ in this guide.

If you have not yet defined the accounting period on your
system you will see the following icon in the Main screen at
the Business Manager Host PC. You must set an account-
ing period before running mail. Refer to in this
guide.

(]

[ 33
i+:: Business
wEifit Manager
powered by Pitney Bowes

Administrative tasks to perform

=

Verify that all of your software licenses are enabled. This
list of licenses shows the types of meters and mail proces-
sors you can run with Business Manager. It also lists any

additional features that you may have purchased with you
system. Refer to in this guide.

SV61474 Rev. A
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1 « Read This First

Check to see that all of the mail processors (meters, mail-
ing machines, scales, barcode readers etc.) are defined
and their connections verified at each Data Collector PC.
In addition, you need to verify that each mail processor

is registered at the Host PC. Refer to [Chapter 5, Working |
with Meters and Mail Processord in this guide.

Create a virtual meter to add manual transactions for those
meters that are not connected to data collectors but for
which you want to add postage information to the Business
Manager database, or to simply create manual transac-
tions independent of a meter. Refer to the section, I(_Dreatina
i Virtual Meter for Manual Transactions in Chapter § in this
guide.

Import standard carriers, classes and fees, if necessary

or add your own customized classes and fees. Refer to
(Chapter 6, Working with Carriers, Classes and Feed in this
guide.

What’s next?

After you start collecting all of your mail transaction data from
mail processors and DM Series™ Digital Mailing Systems, you
can edit, analyze and report on the data.

For viewing and editing transactions, refer to (Chapter 7.

To analyze transaction data, refer to [Chapter 8
To run reports, refer to (Chapter 1 and |Chapter 11.

1-8
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1 « Read This First

Where You
Perform Business
Manager
Operations

In general, you run mail from the Data Collector PC in com-
bination with the mailing peripheral (for example, a Paragon®
or 6500 Meter with or without an Integra™ scale) that is con-
nected to the Data Collector PC. You can also run mail from
the IntelliLink® Control Center on a DM Series™ Digital Mailing
System.

You run mail as an operator using the Data Collector module
of Business Manager, or as an operator at a DM Series™
Digital Mailing System.

As a manager, you perform all administrator functions, like
adding new mailing peripherals or processors, adding or modi-
fying accounts and operators, generating reports and analyz-
ing your data at the Business Manager Host PC. You perform
these operations using the Administration module of Business
Manager.

The table on the following page summarizes the major system
operations, where they are performed, and who can perform
them.

SV61474 Rev. A
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Operation: Perform at: Who can do
this:
Run mail Data Collector or mail All
processor connected to the
Data Collector. If you have a
DM Series™ Digital Mail-
ing System, you run mail
from the IntelliLink® Control
Center.
Add or edit Business Manager Host PC. | Manager
clients and
accounts
Add or edit Business Manager Host PC. | Manager
operators
Add new mail Data Collector to which the | Manager
processors; mail processor is connected.
release old ones
Display, edit, Business Manager Host PC. | Manager
analyze,
transaction data
View, print, and Business Manager Host PC. | All
schedule reports
Backup and Business Manager Host PC. | Manager
restore account
data

SV61474 Rev. A






2 * Processing Mail Using Business Manager

Running Mail You run mail from the Data Collector PC in combination with
the mailing peripheral (for example, a Paragon® or 6500 Meter
with or without an Integra™ scale) that is connected to the Data
Collector PC. If you have a DM Series™ Digital Mailing System,
you run mail from the IntelliLink® Control Center on the
DM Series™ Digital Mailing System.

You can run mail as a Manager or operator.

Refer to the sections listed here for instructions on running
mail from the following mail processors.

+  Using a B900, 6500 or A900 Meter|

+  Using a B900, 6500 or A900 Meters with an Integra™ Scalg
+ Using a Paragon® Metel

+ Using a DM Series™ Digital Mailing System

NOTE 1: The screens and procedures for running mail on the
B900, 6500 and A900 meters with or without an Integra™ scale
are almost identical and are therefore combined in two common
procedures.

NOTE 2: If when you are running mail at any of the above meters
or mailing systems and you let the system remain idle for a cer-
tain period of time (length of time depends on how your system is
configured), you will be prompted to re-enter your password before
continuing.

2-2 SV61474 Rev. A



2 * Processing Mail Using Business Manager

Using a B900, 6500, 1. Set the date at the B900, 6500, or A900 as you would nor-
or A900 Meter mally.

2. At the Data Collector PC, select
Process Mail | B700/B900, or 6500, or A900.

3. The message “Initializing Meter” appears and then the Pro-
cess Mail screen.

NOTE: If you get a register discrepancy message, refer to the
[Correcting Register Discrepancy Errorqd section in this chapter.

— Preset
& Code © Mame

Code I ;I LI

M arme |

—Account to be incremented
" Code ¢ Full Mame ' Description
Select Account | =

Cliert |

Acocount |
SAfccount |
5/5 Account |
—Job

% Code € Mame

Code I ;I ll

MName |
™ Continue the job

Uzer defined |

Process mail

Me_terStalusI Manual input I Surcharges I

4. If you have defined optional presets, you can click on the
down arrow in the Name or Code field of the "Preset" sec-
tion and choose the appropriate preset.

SV61474 Rev. A 2-3



2 * Processing Mail Using Business Manager

When you select a preset, all of the information fills in the
"Account", "Job" and "Rates category" sections. You are
then prompted to enter the postage value. Go to step 12. If
you are not using presets, continue to the next step.

5. In the "Account to be incremented" section select an ac-
count by clicking on the account selection button .

A list of accounts appears as shown in the figure below.

—Account to be incremented Rate categary selected

" Code ¢ Ful Mame © Description I
SelectAccour: [ | ...
Clent .
accourt [,
siaccount (RN
s/5 account (MMM
—Job

' Code O Mame
Code | =l R Ei'mue

s 300002
M ame |
_ . =[] 200018

[ Continue the job ~=[7] 300001

User defined | 400007
- LCanfirm
Process mail |
6. Click on and select the account (only the lowest level ac-
count in a multilevel account).
7. Click Confirm.
2-4 SV61474 Rev. A



2 * Processing Mail Using Business Manager

8.

10.

1.

To select a job, click on the down arrow in the Code or
Name field of the "Job" section and choose from the list of
pre-defined jobs.

Select the rate, class and any special fees in the "Rate
category" section. If you have pre-defined rate categories,
click on the down arrow in the List of current categories
and choose the category.

To define other rates, click on the Other rate category but-
ton. Refer to the [Selecting Rates for Processing Mail sec-
tion in this chapter for more information.

In the "Scales" section, click on the Enter weight button
and enter in the weight using the mouse and the keypad
that appears in the screen.

Press the Confirm button and the Postal category valua-
tion screen appears with a place for you to enter the post-
age amount.

Please enter valuation for the zelection postal category

Carrier
Clazz

Destination
Fees

Canada Post Priarity Courier

Standard Letter

Default Destination m
Auto Oversize 0.000
Registration 0.0a0
Security 0.0a0
CoD 0.000

12.

13.

Enter the postage value for your category. For example,
enter .50 for a standard domestic letter that is under 30
grams and click the Done button.

To add a surcharge to this batch of transactions, click on
the Surcharges button and enter the surcharge informa-

tion. For more information on surcharges, refer to
9, Adding Surcharges in this guide.
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14.

15.

16.

17.

Click on the Process mail button. You are prompted to val-
idate the postage amount again. Click Done to continue.

At the meter, press the Print Only or Tape button and feed
each piece of mail. The message “Processing mail” ap-
pears on the Data Collector.

When you are finished, click on the End transaction but-
ton at the Data Collector PC.

Before the transactions are charged to the account, you
may be prompted to view or charge the transactions to
another account. If you want to make changes, refer to the
Reallocating Transactiond section in this chapter.

To complete the transaction without making any changes,
click on the Update now button.

2-6

SV61474 Rev. A



2 * Processing Mail Using Business Manager

Using a B900, 6500,
or A900 Meter with
an Integra™ Scale

This describes how to run mail at a B900, the 6500, or the
A900 that has an Integra™ scale attached to it. You perform
this at the Data Collector PC to which the postage meters are
connected.

1.

2.

Set the date at the B900, 6500, or A900 as you would nor-
mally.

At the Data Collector PC, select
Process Mail | B700/B900 with Integra™ scale or
6500 with Integra™ scale, or A900 with Integra™ scale.

The message “Initializing Meter” appears and then the Pro-
cess mail screen shown on the next page.

NOTE 1: If you get a register discrepancy message, refer to
the [Correcting Register Discrepancy Errord section in this
Chapter.

NOTE 2: If you get a message stating that "The meter currently
connected reports rates that are not declared yet in Business
Manager, click OK and refer to the |Register New Meter Rated
section in this chapter.

SV61474 Rev. A
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[User Admin Serial Mo. 5553d
— Preset
Code ;I _I><
M arme |

— Entered codes
Gun Bar code | = |

Integra account |

— Buziness Manager Account
& Code ¢ FullMame ¢ Description

Select Accnuntl =

Cliert |

Account

|
S/4ccount |
|

545 Account
—Job

% Code € Mame [~ Continue the job
Code I ;I —I><
Mame |

User defined |

MgterStalusI Manual input I Surcharges I

4. Place the piece of mail on the Integra™ scale.

5. Atthe Integra™ scale, press the Accounts key and enter
the account code of the account on Business Manager to
which you want to charge the transactions.

Press the Enter key on Integra™ scale and the account in-
formation appears in the Process mail screen on the Data
Collector as shown in the screen on the next page.
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6.

— Business Manager Account
% Code O FulName ¢ Description

Select Account |3I:II:I|:I|:|2 =
Client |41
Account |200009

Sitccount  [300002
5/5 Account |

—Job

(¢ Code © Mame [ Continue the job
Code I ll ll
Mame |
Uzer defined |
' teter Statuz I I anual input I Surcharges I

If you want to assign the transactions to a job, do it in the
"Job" section of the Process mail screen on the Data Col-
lector. To select a job, click on the down arrow in the Code
or Name field and choose from the list of pre-defined jobs.

To add a surcharge to the transaction, click on the Sur-
charges button at the bottom of the Process mail screen
and enter the surcharge information. For more information
on surcharges, refer to [Chapter 9, Adding Surcharged in
this guide.

At the Integra™ scale, select the rate, class and any special
fees as you normally would do on the scale. Press the
Enter key on Integra™ scale and the rate information and
the weight of the piece of mail appears in the Rate and
Integra™ weight sections of the Process mail screen.

SV61474 Rev. A
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9. Atthe Integra™ scale, press the Meter Set button. The

“Processing mail” message appears in the
screen.

Process mail

10. At the meter, press the Print Only or Tape button and feed

11

each piece of mail.

Integra scale to end the mail run.

. When you are done, press the Meter Set button on the

The information for the mail run appears on the right side

of the Process mail screen as shown here.

Rate category zelected

Il:anP'l:ust Stdlt Default Destination Auto+

—Scales

33 B Activate scales | i
- g Enter weight I_

— Indicia
Heszet reqisters
e
r :
T Reqgizters
— Reqisters

Mumber of mail pieces
Total amount

Total weight
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Using a Paragon®
Meter

To run mail from your Paragon®, you enter a valid account
code at the Paragon® control panel. A valid account code is
one that is in the Business Manager Host PC database.

You initiate the mail run at the Data Collector PC attached to
the Paragon®; you perform all other operations for the mail run
at the Paragon® control panel.

For detailed information on the Paragon®, refer to your
Paragon® Operating Guide.

1. At the Data Collector, select Process Mail, then select
Paragon. The message “Initializing the meter” appears.

2. At the Paragon® control panel, press the Red key, then the
Zero key. You are prompted to enter an account number.

3. Enter a valid account number (one that is in the Business
Manager Host PC database).

4. The first Paragon® Process mail screen appears. The
Paragon® account code you selected on the Paragon® ap-
pears in the "Paragon External Account" field in the "En-
tered Codes" section.

5. The account code information also updates in the "Busi-
ness Manager Account" section as shown in the screen on
the next page.

SV61474 Rev. A
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[ Llzer Bill Serial Mo. 1019

— Preset r

Code I ;I _I><

M arme | N
— Entered codes

Gun Bar code | s |

Faragon Extemal dccount | 200009 T'E-_l pad |

Paragon Account | 9|

— Buziness Manager Account
& Code © FullMame ¢ Description

Cliert | ]
Aecourt | 200009
Slaccount |
545 Account |

At the Paragon® meter, select the class and any fees as
you normally do when you run mail.

If you want to add surcharges to these transactions, click
on the Surcharges button at the bottom of the Process
mail screen at the Data Collector and enter the information.
For more information on surcharges, refer to
{Adding Surcharged in this guide.

At the Paragon®, load the mail and press the Start key.
The message “Processing Mail” flashes on the Data Col-
lector Process mail screen.

The number of mail pieces, postage and total weight ap-
pears in the "Registers" section of the Paragon® Process
mail screen on the Data Collector.

— Reqgisters
Mumber of mail pieces

Total amount

Total weight
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10. To end the mail run and stop the processing at the Data
Collector PC, press the Stop key on the Paragon® meter.

11. To start another run, go to the Paragon® control panel key-
board. You can use the same account code to run more
mail by simply pressing the Enter key.

a.

b.

To start a new batch using the same account, press the
Batch key on the Paragon® control panel.

To use a different account, press the Red key, then the
Zero key. Enter the new account number when prompt-
ed and repeat the process.

SV61474 Rev. A
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Using a DM Series™
Digital Mailing
System

Your DM Series™ Digital Mailing System is connected to your
Business Manager Host PC though your local area network. It
does not require a Data Collector PC.

You set up the accounts for your mailing system at the Busi-
ness Manager Host PC in the same way you set up accounts
for all other meters and mail processors. Refer to

in Chapter 3 in this guide.

You set up all DM Series™ Digital Mailing System operators at
the Business Manager Host PC in the same way you set up all
other operators. Refer to [Adding or Editing Operators in
Chapter 4 in this guide. These operators are automatically

available at the DM Series™ Digital Mailing System when you
run mail.

DM Series™ Digital Mailing System Alarming Options
You can set alarming options to notify you if your DM Series™
Digital Mailing System becomes disconnected from the Busi-
ness Manager Host PC.

The alarming options are set at the Business Manager Host
PC. You must have manager level access rights to set the
alarm.

1. Select Parameters | Configuration | Environment |
Software. A password prompt appears.

2. Type in your password and click Confirm. The Software
screen opens.

3. Click the Alarms tab.

Alarms tab

Bar code au:quisitiu:unl M_isu:.l Q:ulcursl .-’-'-.Iarmsl

Databaze  Optiohs and acquisition | Licence I Beqional n:nptin:nnsl Metwark I
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CETTE———— ]

Dalabasel Optionz and acquizsition | Licenct | Feqional optionsl Metwork |

— DM Mailing Machine Alarming O ption:

r~ DM Communications and Transachion:

I™ Monitor and Alarm DM Communications and Transactions

Communications Inactivity Interval [secs)] Igg

™ Audible Alarm in Additon to Text Alarm

Confirm Cloze

Click in the Monitor and Alarm DM Communications
and Transactions check box (so that a check mark ap-
pears) to enable DM Series™ Digital Mailing System alarm-
ing.

Type the communication interval in the field provided.

NOTE: "Communication interval" means the amount of time,
in seconds, you want the system to wait in between checks for
mailing system connectivity.

Click in the Audible Alarm... check box (so that a check
mark appears) if you want to hear an audible "beep" when
a DM Series™ Digital Mailing System is disconnected from
the Business Manager Host PC.

Click Confirm when done.

SV61474 Rev. A
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DM Series™ Digital Mailing System Interface Service for
Business Manager
Before you run mail from the DM Series™ Digital Mailing Sys-
tem:

1.

At the Business
Manager Host
PC, locate the
Meter Status icon
in the system task
bar located at the
lower right corner
of your screen:

Double-click on
the icon. A dia-

log box appears
showing how
many ports are
open on your
Business Manager
Host PC for your
DM Series™ Digital
Mailing System
and if the interface
service is running.

Meter Status lcon

NREORE RS

12:05 PM

.2 DM Interface for Business il

— Start/Stop Service

LI Start

Mo of Dk's Connected ;1

— Statuz

Dk Interface Service i running

IMPORTANT: If, for any reason, your DM Series™ Digital Mail-
ing System becomes disconnected from the Business Man-
ager Host PC, the interface service screen may show that the
system is still connected. (This dialog monitors the availability
of the port.) It may take several minutes after a DM Series™
Digital Mailing System is disconnected for the port to time out
and this screen to update. Once the screen updates, a dialog
box will appear indicating the type of error the system has
encountered. Be sure to check all of your system connections,
and verify the interface service is running.

3. To start or restart the interface service, click Start.

2-16
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Running Mail on the DM Series™ Digital Mailing System
To run mail at the mailing system:

1.

At the IntelliLink® Control Center select the account (that
you set up on Business Manager) by pressing the Ac-
counts key.

Use the down arrow on the control center to scroll down
through the list of accounts.

If you do not see the account, type in the first few digits of
the account name and press the Enter key. The

DM Series™ Digital Mailing System searches for all of the
accounts beginning with those digits and lists them in the
display.

NOTE: Your DM Series™ Digital Mailing System always checks
the local accounts first for a perfect match for your entry. To
force a search at the Business Manager Host PC, try entering
a space after the first few characters.

Press the screen key corresponding to the account you
want.

Refer to the operator guide supplied with your mailing sys-
tem for detailed instructions on running mail.
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Selecting Rates for  When you run mail or enter manual transactions, you select
Processing Mail the rates in the "Rate Category" section of the Process mail or
Manual Input screens.

1. Click on the Other rates category button in the Pro-
cess mail screen or the ~;J| | button on the Manual Input

screen. The Postal category selection screen open. This
screen lists the available carriers.

4 Postal category selection - ]
~CCF §
& Imported CCF [+003) € User Defined

Carmier selection

Canada Post Priority Courier
CPR Canpar
o} DM tModes
ICS IMSURAMNCE COURIER SERYICE
Ihcent Canada Post Incentive
LS Loomis
OtherCar Al Other Carriers
Pura Puralatar
RPS RPS =l

Erewvious | Mext |

ted

— Items already zel

Lanfirm | Cancel I

2. Click on the appropriate option button in the "CCF Source"
section. Business Manager comes with the most com-
monly used carriers and their standard classes of service.
To use these, click on the option for "Imported CCF."

3. Select and highlight the service you want, for example,
Xpresspost. Click on Next.

4. The Postage category selection screen appears.
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2
—CCF Source
" Imported CCF [v003) " User Defined

Class selection

Stdlt Standard Letter ;I

USairSPk LS Air Small Packet

LUSEwpPrc Expedited Parcel to US4

USOthLt USA Other Letter

USPiPap US4 Printed Paper

LS SmPckt US4 Surface Small Packet

LS Stdlir USA Standard Letter

USprs US4 XpressPost Full T ariff

HpreFull #pregzPost Full Tarrif -
Previous I MNext I

—Items already selected

Carrier Canada Post Priority Courier

[Eorfirm | Cancel

5. Select and highlight the appropriate class.

6. Click on the Next button and a list of available services ap-
pears. If you are done, click Confirm.

a. If you want to select a service, click on the service and
then click Next.

b. You can continue to add services by clicking selecting
the service and clicking on the Next button. As you add
services, they are displayed in the "ltems already se-
lected" box.

7. When you are done, click the Confirm button. At this point,
you are prompted to save this rate information (carrier,
class, and services).

8. To save this information so in the future you can select it as
a predefined category, click on the option button for "Save
this category among the predefinitions" and type a name
for the category.
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Correcting 1. If for any reason your meter register and the Data Collector
Register register do not match (for example, the meter was discon-
Discrepancy Errors nected from the Data Collector and the collector never re-
ceived the transactions) Business Manager shows you the
discrepancy and prompts you to correct it.
2. Click OK to the prompt and the register discrepancy cor-
rection screen appears.
[~ Correct the discreponciesbetweenregisters X
Meter number 1019 Businesz Manager  Meter registers Hew Business Manager registers 1
User Bill 9.206.065 9.208.515 9.208.515 17969 Current entry
Enror date 03/01/2004 k= AL A 0000 A :: ggfo'[e |
Detailed entry )i
— Preset — Rate category
B I ll x I Llist of current categories ;I
Menit I Display the category details |

Otther rate category

—Account to be incr

ted Fiate category zelected

" Code & FullMame ¢ Description I
=

Select
Account

—Job
Code I

= x|

Account

Mame I

User d. I

S/hcoount

5/5 Account

Date of transaction | 03/01/2004 jl 2:34:0 PM j‘

Einally, add this transaction to the list: Add |

LConfirm | Cloze |

This screen allows you to charge the transactions on your
meter to an account on Business Manager.

NOTE: To break up into multiple transactions, use the Detail
entry tab.

Fill in the account, rate category, and job information for
these transactions and then click on the Add button.
The system notifies you that the correction for the meter
discrepancy is done. Click OK.

Click the Confirm button to finish adding the transactions
to the database. The Process Mail screen reappears.
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Reallocating
Transactions

When you run mail from a meter or mailing machine that is
connected to a Data Collector PC, you may be prompted to
reallocate or reassign the transactions before charging them to
an account. The following screen appears:

For property recorded pieces of mail: Do you want to view or
re-allocate them as part of this transaction before

automatically incrementing the accounts ?

.

Eaulty indicia “Wiew or re-increment | {

Select the appropriate option and follow the prompts. The op-
tions are described in this section.

Update now

To bypass reallocating your transactions, click on the Update
now button.

Faulty Indicia

1. Click on this button if the meter stamp did not print cor-
rectly on a piece of mail. A screen appears that allows you
to subtract the number of improperly printed meter stamps
(indicia).

2. Select Faulty refundable or Faulty nonrefundable from
the drop-down menu.

View or re-increment

Click on the View or re-increment button if you want to
charge the transactions to another account or job.

SV61474 Rev. A
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Registering New 1. When you process mail at a Data Collector connected to a
Meter Rates B900, 6500, or A900 with an Integra™ scale, you may get
the following message:
i Business Manager | il
The meter currently connected reports rates that are not
' declared yet in Business Manager.

J Please declare this rates throught the main menu to be able to
process mail.

2. Click OK and the Process mail screen closes.

3. Start the Administrative module on the Business Manager
Host PC to which this Data Collector is attached.

4. Log on as a Manager and select Parameters | Configura-
tion | Carriers, Classes and Fees | Register new Meter
rates. The Associate Postal Rates screen opens.

5. Click on Confirm at the bottom of the screen.
6. You can now process mail at the Data Collector.
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Understanding

Account Structure

Accounts The structure of Business Manager accounting is based on
four levels:
e Client
* Account
*  Sub Account
*  Sub-Sub Account
Your accounting structure can vary depending on your require-
ments.
You can structure your accounts in single or multiple levels.
For example, you can divide a top level department (account)
into two additional sub sections. An example of a multiple level
account is shown here:
Client Cost Center A
Account Engineering Department
Sub Account Software Development
Sub-Sub Account Software Testing
IMPORTANT: You can have all single top level accounts or you
can mix both single and multi-level accounts but the lowest level
account is where charges to the account are incurred.
3-2 SV61474 Rev. A
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What is a Client

Account Attributes

Global and Local
Accounts

Clients provide you with a means of organizing your top level
accounts according to cost center, location, customer, or what-
ever business entity is appropriate for your site.

When you create accounts, you assign the following attributes
to each top level account, sub account, and sub-sub account:

Account Code - This is a unique code that Business Man-
ager assigns to identify the account, sub account, or sub-sub
account. You can change the number assigned by Business
Manager but this code must be unique for every account level
for single host sites, and for global accounts (see Global and
Local Accounts below) within enterprise organizations that
have multiple hosts. It is strongly recommended that you use
the account code automatically assigned by Business Man-
ager.

This code allows you to find a particular account, sub account
or sub-sub account anywhere in your organization.

Account Name - This can be any name you assign to an ac-
count, sub account or sub-sub account. This must be unique
for the fully qualified name (for example, Engineering-Soft-
ware-Testing) for all levels in single host sites and for global
accounts (see Global and Local Accounts below) in enterprise
organizations.

Description - You can enter a description for each account,
sub account or sub-sub account. This description does not
have to be unique.

When you create accounts in a multiple host enterprise organi-
zation, you can designate them as global or local.

Local Accounts - If you define an account as local, you can
only charge transactions to that account at the host where you
created it. The transactions for local accounts are sent to the
master Host PC where they are stored in the consolidated en-
terprise database where you can view them and run reports on
them.

SV61474 Rev. A
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System Accounts

Global Accounts - If you are part of a multi-host enterprise
system, you may use global accounts that are shared by all
hosts in the enterprise.

If you define an account as global, it is stored on the master
host database, even if you create it at a local (client) host. You
can charge transactions to any global account from any local
host in your enterprise organization.

Business Manager automatically assigns transactions to pre-
defined system accounts whenever one of the following condi-
tions occurs:

+ You edit or void a transaction (see [Editing or Voiding|
, Chapter 7 in this guide).

NOTE: Any voided or modified transactions are assigned to
the system account named: 00007

+  You get unverified transactions (see |Correcting Unverified|
, Chapter 7 in this guide).

* If the meter stamp (indicia) doesn’t print correctly and you
need to reallocate the charges for that transaction (see
Reallocating Transactiond, Chapter 2 in this guide).

To view the system accounts, refer to the [System Account|

, Chapter 10 in this guide.
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Adding Clients

You add or edit clients at the Business Manager master or lo-
cal Host PC using the Administration module. You must be a
manager to perform this operation.

1. To add a new client or edit an existing one, select
Parameters | Accounts and clients. The Clients and Ac-
counts screen opens.

NOTE: The screen shown here is for a multi-host enterprise
system. If you have a single host system, the Disconnect
from the Master host and Synchronize buttons do not ap-

pear.
i Clients and Accounts il ll
’ | Dl dl " Code ¢ Mame ¢ Description
1
e

8]

desti
il ot | \r!1l

= |y| = I Ciefault DM Accounts | Surcharges I

Digconnect from the baster hostl Spnchronize I Expart and |rmport | Prirt I LClose I

2. Click on and highlight Business Manager in the Clients &
Accounts screen.
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3. Click the button and the Clients management screen

appears.

5]
Cliert Code | E
Client Hame | Fitriey Bomes
Client Dezcription |F'B Canada
Address |EEDD Explarer Drive
City |Mississauga State |DN
ZIP code |L4W ALY
Country |Eanada
Phore  [905-213-3000
v &uvailable at &ll sites
General I

Confirm | Cloze I

The system automatically assigns a numeric value to the
Client Code. Use the default value in this field. Enter the
information in all of the other fields in the screen.

4. All of the mailing peripherals (Paragon®, B900, 6500) you
have registered at this Host PC can charge transactions to
the accounts associated with this new client.

a. If you have an enterprise organization and you want to
make this Client and its accounts available to all of the
local hosts in your enterprise, click on the check box in
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front of “Available at all sites”.

NOTE: If you select to make this client available to all lo-
cal hosts, make sure you have clicked on the Connect to
Master Host button on the Clients and Accounts screen.

b. If you want to select certain accounts for a DM Series™
Digital Mailing System, refer to {Adding DM Series™
Digital Mailing System Accountd in this chapter.

5. When finished, click on the Confirm button. The new cli-
ent appears in the Clients and Accounts screen. If this is
an enterprise operation and you designated this client as
global, a green colored icon appears in front of the Cli-
ent name to indicate that it is a global client.

If you add a local client, it appears as a red
colored icon [ .

‘i"i Clients and Accounts . il

|DI ‘dl " Code & Mame ¢ Description

L[] 200008
- [1] Acme Cost Center 100

6. If you want to update this host with any changes made to
other hosts in an enterprise multi-host site, click on the
Synchronize button at the bottom of the screen.
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Adding and
Editing Accounts

Adding Accounts

You view, add, or edit accounts at the Business Manager mas-
ter or local Host PC using the Administration Module. You must
be a manager to perform this operation.

If this is the first time you are using Business Manager, you
need to add the name of the client to which you will be adding
the accounts. To add a new client or edit an existing one, refer

to (Adding Clientg in this chapter.

If you are adding accounts for a DM Series™ Digital Mailing
System, create the accounts as described here and then refer
to Adding DM Series™ Digital Mailing System Accounts in this
chapter.

1. To view, add or edit accounts, select Parameters | Ac-
counts and clients. The Clients and Accounts screen
opens.
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i Clients and Accounts ll
|D| dl " Code ¢ Mame ¢ Description

- m 3
... [] 200008
-1 [1] Aere Cost Center 100
...... ActPay
...... Hr
------ Graphics
------ ActRec
[ [1] Acme Cost Center 200
-] [if] Saftware
Production
- [B] Testing

------ Ergineering
------ Marufacturing
...... InDesign

...... [ Awdit

=+ |y| ca I Ciefault DM Accounts | Surcharges I

Digconnect from the baster hostl Spnchronize I Expart and |rmport | Prirt I LClose I

2. This screen lists all of the current accounts, sub accounts
and sub-sub accounts for each client. This screen shows
the accounts listed by Name.

a. Ablue icon appears in front of local accounts.
b. Agreen @ icon appears in front of global accounts.

3. To list the accounts by Code or Description, click on the
corresponding option button at the top of the Clients and
Accounts screen.
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4. To add a new top level account, click on the Client and
then the button.
b. To add a new sub account, click on the top level ac-
count and then the button.
c. To add a new sub-sub account click on the sub account

and then the button.

d. The Account management screen opens. All of the
screens have similar fields. The screen shown here is
for adding a top level account.

Ml Account management ) il
Account primary code | 200009
Account secondary code | ActPay
I ActFay

Account hame
IAccounts Payabld

¥ &vailable for all sites

Paszsword I Canfirmation I

Account budget | Budget Management |

x2 000089 =% Frint Bar Code |

[ Locked account
™ Lock sub levels [sub accounts and sub-sub accounts]

General I

Confirm Cloge
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5. Fillin the fields in the account management screen. Refer

to Filling in the Account Management Screen Fieldd sec-
tion in this chapter for more information.

NOTE 1: If you create a global account by clicking and put-
ting a check mark in front of “Available at all sites”, you cannot
change this to a local account once you click on the Confirm
button and save the account. The same is true if you create a
local account - you cannot change it later to a global account.

NOTE 2: If you need to add a budget to an account, refer to
Assigning Budgets to Accounts in this chapter.

If this is the first time you are adding DM Series™ Digital
Mailing System accounts, refer to |Adding DM Series™
Digital Mailing System Accountd in this chapter.

7. When finished, click Confirm.

NOTE : You must exit the Account Management Screen in
order for you changes to take effect.
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Editing or Deleting If you have already charged transactions to an existing ac-
an Account count:

You cannot delete the account. If you want to prevent op-
erators from charging transactions to this account, click on
the check box in front of Locked account in the account
management screen.

If you add a sub account to an account, the system will
notify you that it will move the transactions from the parent
account to the sub account. You will be asked to confirm
this operation.

To edit an account, select the client or sub account and

click on the button. One of the account management
screens opens.

NOTE: If you need to add a budget to an account, refer to As-
signing Budgets to Accounts in this chapter.

Fill in the fields in the account management screen. Refer
to [Filling in the Account Management Screen Fields sec-
tion in this chapter for more information.

To delete an existing account, click on and select the ac-
count, then click on the button.
When you are done, click on the Close button.

3-12
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Filling in the Account
Management Fields

*  When adding or editing accounts, you need to fill in the
fields in the Account, Sub Account, or Sub-sub Account
Management screens. The fields are described in the table
in this section.

* Most of the fields are the same for all account manage-
ment screens for both global and local accounts but when
there are differences they are noted here.

* When you have finished entering the information in the
fields, click on the Confirm button at the bottom of the
management screen.

Field

Description

Account Code

The system provides a unique numeric code by default. You can
change this but the code must be unique for every account on the
master host and for every account on each local host.

You can enter any combination of numbers and letters for this code.
If you are adding a sub account or sub-sub account to this account,
the total number of character for all account levels cannot exceed 60
characters.

This code allows you to find this account anywhere in your local or
enterprise network of mailing systems and machines.

Account Name

This is another name or code that you can assign to your account.
Like the account code, this must also be unique for every account on
the master host and for every account on each local host.

If you do not enter anything in this field, the system uses the account
code by default.

Account
Description

You can assign a description to any of your accounts to help locate or
identify groups of accounts. This does not have to be unique.

SV61474 Rev. A
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Field

Description

Locked Account

If you place a check mark in this box, you lock the account. You
will not be able to charge any transactions to this account once it is
locked.

For global accounts, you can lock this account on the master host, or
on the local host where it was created. You cannot lock it from a dif-
ferent local host however.

Lock Sub Levels

If you lock the account, you automatically lock the sub accounts.

PARAGON® This applies only if you are using accounts from a Paragon® meter.

account You can enter the Paragon® account number in this field as a means
of cross-referencing your accounts.

Password You can protect your account by assigning it a password. If you enter

a password, you must re-enter it in the Re-type password field.

For global accounts, you can assign a password at the master host
or on the local host where it was created. You can assign a different
password to this account on a different local host, but the password
for the account will remain the same as originally assigned on the
master host (and on the local host where it was created).

Account Budget

This field displays the amount you have assigned to this account. To
change or modify this, click on the Budget Management button. If
you have multi-level accounts, this button only appears in the lowest
account level.

All budgets are considered to be local regardless or whether the
account is global or local. The budget you set will only apply to the
transactions collected at this master or local host.

Refer to Assigning Budgets to Accounts in this chapter.

3-14
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Adding DM Series™ If you have a DM Series™ Digital Mailing System connected to

Digital Mailing your Business Manager Master or Local Host PC, you create

System Accounts your DM Series™ Digital Mailing System accounts at the Busi-
ness Manager Host PC in the same way that you create ac-
counts for all other meters and mailing machines.

If this is the first time you are adding DM Series™ Digital Mail-
ing System accounts you can create a default list of accounts
that is downloaded and stored directly on the IntelliLink® Con-
trol Center of your DM Series™ Digital Mailing System.

NOTE: This download operation is only done one time.

Since these accounts are stored directly on the control center,
you can access these accounts more rapidly than if you have
the control center search through all of the accounts stored in
the Business Manager database.
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To set up the default 1.
DM Series™ Digital
Mailing System ac-

counts

Select Parameters | Accounts and clients. Create
the accounts as described in the Adding Accountd sec-
tion in this chapter.

v Automatically select dependent accounts

2. When you are finished creating the accounts, click on
the Default DM Accounts button at the bottom of the
Clients and Accounts screen. The following screen
opens.
I x|
|D| dl  Code & Name © Description & Default Accounts downloaded to new Dids
= Business Manager

0 el o

O [ 200003

O Azme Cost Center 100 &I

O

0 =

O

[ =[] Acme Cost Center 200

O B[ Software

O =[] Production

O 8% Testing

O naineering

[ Matufacturing

O e InD esigr

O - [T A

3.

4.

The accounts you created appear on the left side of the
screen.

To select all of the accounts, click on the icon at the top
of the screen.

To select individual accounts, click in the box in front of
each account.

To select all of the accounts and sub accounts for a client,
make sure there is a check mark in the box in front of “Au-
tomatically select dependent accounts” at the bottom of the
screen.
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When you click on the box in front of the client, all of the

accounts and sub accounts will be selected.

6. To deselect all accounts, click on the Ql at the top of the

screen.

7. When you are done selecting the accounts, click on

the @ button.

8. The selected accounts now appear in the “Default Ac-
counts downloaded to new DMs” portion of the screen.

I x|
Default Accounts downloaded to new Dbz
| Dl dl {~ Code + Mame { Description &
Acoount Sub Sub &

[=] Business Manager

0 -
O . Hr

v Automatically select dependent accounts

AecmeC.. Software  Producti.. Testing

H Acme &I | écmeC.. Graphics
...... ActPay Acme C.. ActRec
------ Hr ﬁl Agme ... Foftware
...... Graphics Acme C... Software  Produch..
...... ActRec

=[] Acme Cast Center 200 Acme C... Enginge...
= 1] Software Aeme C... Manufa...
E| Production .. InDesign
b [E]] Testing 1 .. Audit

------ Engineering

------ I arufacturing

------ InDesign

...... Ej Audit

Lloze

To remove one of the accounts, select it and click
on the EI button.
If you want to remove all of the accounts, click

on the [£3g button.

9. Click on the Close button at the bottom of the screen to

return to the Clients and Accounts screen.
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Assigning
Budgets to
Accounts

You assign budgets to accounts at the Business Manager
master or local Host PC using the Administration module. You
must be a manager to perform this operation.

All account budgets are local. The budget applies only to
transactions charged to the account on the Host PC where you
defined the budget.

To assign a budget to an account:

1. Select Parameters | Accounts and clients. The Clients
and Accounts screen appears.

2. Click on and select an account, sub account or sub-sub
account. If you have a multi-level account, you can only
assign the budget to the lowest level of that account.

3. Click on the button to open the Account management
screen, then click on the Budget Management button.

4. Click on the button in the Management of the budget
screen. This opens the Parameters for duplication screen.
5. Inthe Seek a budget field of the Parameters for duplica-

tion screen, click on the down arrow and select a budget
period from the drop-down menu.

@ Parameters for duplication

Seek a budget |
Accounting major period
Local Host Period

|x
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6. As soon as you select one of the budget periods, the name
appears in the Seek a budget field and is highlighted. You
can type in a new name or accept the default name. The
budget period information appears in the screen.

! Parameters for duplication i 1'

Seek a budget Local Host Period ;l
Eeginning | End | Budget |
1142042003 0241342004 a
02/20/2004 05/13/2004 a
05/20/2004 08/13/2004 a
08/20/2004 1141372004 ]

7. Click on the Confirm button at the bottom of the screen
and the Management of the budget screen opens.

B Management of the budget ) x|
B eginning | End | Budget |
03/25/2005 06/24/2005 1]
05/25/2005 09/24,2005 1]
09/25/2005 12/24/2005 i}
12/25/2008 03/24/2006 i]
& | {1 | = | Accounting budget 0.0o ﬁ |
Budget label IEngineering Test Budget
Spending limit ISS %
Change of curency I!fh! Canada Dollar ;I
LConfirm | Close

Account Budget field
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8. Type a name in the Budget label field.

a. Enter an amount in the Spending limit field. If you

enter zero, the expenditures charged to this account
vs. your budget amount will appear on your reports. If
you exceed your budget amount however, you can still
charge to this account.

If you enter an amount such as 90, as soon as your ex-
penditures against this account reach 90% of the bud-
get amount, you will no longer be permitted to charge
to this account.

NOTE: You can specify a value in the range of 50 to 200%
of the budget.

Click on the button next to the Accounting bud-
get field. The Modification of the total budget screen
opens.

E{'Modiﬁcation of the total budget . |

Total budget I 100000 %

& Diztribution of the total budget over all the periods [with deleting budget for each
under period].
Distribution of the difference between the sum of the existing budgets and the total budget
over all the empty periods.

9. Enter the budget amount in the Total budget field.

10. Click on the option button corresponding to the method you
want to use to distribute the budget over the accounting
period. You can:

Distribute the total budget over all periods (with delet-
ing budget for each under period), or

Distribute the difference between the sum of the exist-
ing budgets and the total budget over all empty peri-
ods.

11. Click Confirm, then Confirm again. The amount of the
budget appears in the account management screen.

12. Click Confirm to save and close the budget.
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Defining Presets

A preset defines the account that incurs the charges, and all
of rate information including the carrier, class and any special
services or fees.

You can define presets at the Business Manager Host PC us-
ing the Administration module. You must be a manager to per-
form this operation. To define a preset:

1. Select Parameters | Presets. The Presets screen opens.

2. Click the button. The Preset management screen
opens.

B Preset managemenkt Ll

Preset Definiti

Preset code

Preset name

IIntLetter

A it ko be i

ted

" Code ¢ Ful Mame & Description
Select Account [P Canada - Marketing I

Client |PE Canada

IF‘B Canada - Marketing
S Ahccount I
S/5 AAccount I

Account

— Related rate category [predefined list]

I—’;—;‘| CanPost IntLtr Default Destination |

|CanF'ost IntLr Default Destination

Selected category detail |

10.0 g Wieight input |

D efault weight

General I

LConfirm | Cloze |

3. Fillin the Preset code and Preset name fields.
4. |n the “Account to be incremented” section, select an ac-

count by clicking on the T{:_ | button.

Remember, if you have multi-level accounts, you can only
charge to the lowest level in the account.
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Defining Jobs

5. In the “Related rate category” section, select a predefined
rate by clicking on the down arrow. For more information
on selecting or creating predefined rates, refer to
Rates for Processing Mail in Chapter 2 of this guide.

6. Click on Weight input and enter the weight.

IMPORTANT: You must enter a weight value in order to save
a preset. If you do not have a weight, enter 0 in the field.

7. Click Confirm, then click Close.

You can define jobs at the Business Manager Host PC using
the Administration module. You must be a manager to perform
this operation. To define a job:

1. Select Parameters | Jobs. The Jobs screen opens.

2. Click the button. The Jobs management screen
opens.

& Jobs management |

Job code ||

Job name: I

[ Job claged

3. Fillin the Job code and Job name fields. You can enter
any combination of letters and numbers for either field.

4. When complete, click Confirm.
5. To edit an existing job, select Parameters | Jobs, then

click on the button.

6. Make your changes and click Confirm.
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Moving Account If necessary, you can use the Move feature to move all data
Data from under one account to another account.

NOTE: Account data can only be moved to and from accounts at
the same accounting level.

1. Select Utilities | Move an Account.

2. The Move a permanent account to another permanent ac-
count screen opens.

= Move a permanent account to another permanent account 1'

- Source account

ID dl " Code {+ Mame (" Description
[ Business Manager o
=1 Fitney Bowes

=1 [il] Distribution Solutions

[ Sales

g Iz‘ Engineering
[ Marketing
frs [ Human Resources
- [H Finance -
Transfer I
v
— Target t

ID dl " Code (+ Mame ¢ Description
[ Business Manager o
-1 [ Fitney Bowes

Distribution Solutions
- [ Sales

g Iz‘ Engineering

- [ Marketing

- [ Human Resouices
i oo [HE Finance

F] o TR

& |7 =

o

Close |

3. Scroll through the account list in the Source permanent
account pane and select the account you want to transfer
data from.

4. Scroll through the account list in the Target permanent ac-
count pane and select the account you want to transfer
data to.

5. Click the Transfer button.
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6. The Transfer of Account dialog box appears.

— Transfer of an account |

— Transfer of a p

¥ou choze to transfer :

the account |200025

|Markeling

on:

the account 200027

|Engineering

— Options for the b

[ lsa ransfer niomation about the account feode/name}
[~ | Bemove source aceount after the transfer
[ &lzo trangfer depending accounts

—Warning

After pou click on "Confirm"’, pou won't be able to cancel the transfer
anymore unless you do it ransaction by transaction.

LConfirm | Cloze

7. Select the appropriate options for the transfer. You can:
« Transfer information about the account (code/name);
* Remove the source account after the transfer; and/or
* Transfer depending accounts.

8. Click Confirm.

9. Adialog box appears indicating the transfer is complete.
Click OK.

10. Click Close to exit the Move a permanent account to an-
other permanent account screen.
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Types of Operators  Business Manager has four different types of operators or us-
ers, each one with a different set of rights or privileges.

Operator - can run mail, view and add manual transactions at
the Data Collector PCs. Operators can also run reports from
the Business Manager Host PC using the Administration Mod-
ule.

Manager - can perform all operations at the data collectors
and the administrative functions at the Business Manager Host
PC.

Report User - can view and run reports from the Business
Manager Host PC.

Pitney Bowes® Service - a special access level reserved for
Pitney Bowes® service representatives. You cannot modify this
operator.
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Adding or Editing 1. You view, edit or add operators at the Business Manager
Operators Host PC using the Administration module. You must be a
manager to perform this operation.

2. To view, edit or add operators, select Parameters | Con-
figuration | Environment | Users. You are prompted to
enter your password.

3. Once you enter your password, the Users screen appears
and lists all of the current operator login names.

Firzt Shift O perator
Default Fitney Bowes service

s @ =l| Deactivate |

™ Hide deactivated users

Ewport and Import | LCloze I

4. To search for an existing operator, click on the button
and enter the name of the operator in the field over the op-
erator name column.
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5. To add a new user, click the button.

To edit an existing operator, click on and select the opera-
tor, then click the button.

Clicking on either button opens the User management
screen.

I =

Lagin |david

FPazzward |“’“‘"

Adrin. Mumber |david

Complete name |david

— Rights
Predefined rights I ] j

Available functionality |-
File

Default prinker

Change user

Cuit o
Process Mail
Process Mail

B700/B900

BFO0/B300 with Integra scale

E500

4300

ERO0 with Integra scale

A500 with Integra scale
Trangactions
Trangactions

Dizplay mail piece detail

Calculate statistics

| Sub menu | Mot available | Available

(s o e

LConfirm | Cloze I

A color key code is at the bottom of the User Management
screen. This shows the access rights by color. For exam-
ple, if an operation is highlighted in the same color as “Not

available” it means this operator cannot perform the opera-
tion.
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6. Fill in the information for the new operator, or edit the infor-
mation for an existing operator:

IMPORTANT: You can use any combination of letters and
numbers in the following fields but do not use any special
characters.

a. Login ID - This can be up to a maximum of 50 charac-
ters.

Password - Use a 4 character password.

Admin. Number - this can be an employee identifica-
tion number. This allows employees to scan their em-
ployee numbers to log onto the system. This can be up
to 50 characters.

d. Complete name - operator’s full name. This can be up
to 100 characters.

e. Predefined rights - click on the down arrow to select
Operator, Manager, or Report user rights.

For information on operator rights, see [Types of
in this chapter.

then click on the == button.
8. When finished, click on the Close button.
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5 « Working with Meters and Mail Processors

Viewing Meters You can view the meters and mailing machines registered at
Registered at the the Business Manager Host PC using the Administration mod-
Business Manager  ule. You must be a manager to perform this operation.

Host 1. Select Parameters | Configuration | Meters | View the

Meters. The Meters screen opens.

|

~ Reqizh atc

T atal postage (§]
4.888.335

Mumber of mail pieces

1549

— Current registers
T atal postage (§]

4.886.169

Mumber of mail pieces

II

— General information

— Monthly meter usage

Client
| P

Aftached accounts and clients

Mo data to display
Click on "Update™ to refresh.

Commizzioning date
| Monday, October 13, 2003

Update |

Cloze |

2. To get the details on a specific meter, click on and highlight
the meter. This screen displays the postage charged at
each meter as well as the number of pieces of mail pro-
cessed.

3. To view the clients and accounts attached to this Host PC,
click on the Attached accounts and clients button.

5-2 SV61474 Rev. A
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Adding or Editing
Meters and Mail
Processors

You can view the mail processors connected to each of your
Data Collector PCs, add new processors, or free up ports on
your Data Collector PC. You must be a manager to perform
these operations.

1. At the Data Collector PC, select Parameters | Configura-
tion | Environment | Peripherals.

2. When prompted, enter your password. The Peripherals
screen appears.

[ Available hard : —Hard ted:
E50 4300
mag?::cab [ooMz | E700/300
Paragon platfarm I COM 3 I
Bar code reader I COM 4 I
g | coms |
| come |
| com7 |
ECER
Allocate to selected port | Test the port | Free the port I

—USB Scanner
[~ Use USB scanner

—Advanced settings

[T Display waming message | "BA00 franking will be paused at midnight'

LCloze

3. The “Available hardware” section lists all of the types of
mail processors you can connect to the Data Collector.

The “Hardware connected” section shows the devices that
are currently connected to your Data Collector PC and
COM ports to which they are connected.
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To connect one of the mail processors in the “Available
hardware” list to an available COM port, click on and select
the item and drag it onto the appropriate COM port in the
“Hardware connected” section.

For example, to add an A900 to the COM 1 port, drag the
highlighted A900 onto the “COM 1” text in the “Hardware
connected” section.

. After adding an new processor, click on and highlight the

item (for e.g., A900) and click on the Test the port button.
You must test the port before you can run mail on this pro-
cessor.

To free up an existing COM port, click on and highlight the
mail processor connect to the port and click on Free the
port button.

If you have a B900, click in the check box in front of “Dis-
play warning message: Checking B900 midnight behavior”
if you want to be notified before the B90O0 starts its routine
internal checking. When the B900 performs this internal
processing, you cannot use it to run mail.

If you are using a barcode reader to scan in your accounts,
make sure the check box in front of “Use USB Scanner”
has a check mark in it.
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Registering a New
Meter

You register new meters and mailing machines at the Business
Manager Host PC using the Administration module. You must

be a manager to perform this operation.

Before you can register a new meter, you first need to add that
meter to the appropriate Data Collector PC. Refer to

Editing Meters and Mail Processord in this chapter for instruc-

tions.

To register a new meter:

1. Select Parameters | Configuration | Meters | Register a
new meter.

2. A Register meter screen appears with the new meter’s se-
rial number and postal number already filled in. Verify that
the client information is correct or modify as necessary.

X

—Meter
Meter Type
Serial number of the meter

Meter model

|B300 Meter
| £553013
| B713

—Meter Currency

Select the curency used by the meter

|:'£t Canada Dallar |

— Client

Mame of the client

IF'itne_l,l Bowes

Address ISEDD Explarer Drive
|

Town IMississauga State IDntario

ZIP code |L4W' 5C7

Country ICanada
— Postal Syst

Default LI
LConfirm | Cloze
3. Click on the Confirm button.
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Replacing a Meter In order to replace a meter, you must first release the port on
the Data Collector to which the current meter is connected.
You perform this at the Data Collector PC. You must be a man-
ager to perform this operation.

1. At the Data Collector PC, select Parameters | Configura-
tion | Environment | Peripherals.

2. The Peripherals screen appears.

— Avwailable hard 3 —Hardware connected: ————————————————
[GETT— 4300
Faragon
Integra scale I COM 2 I B7007300
Paragon platfarm I COM 3 I
Bar code reader
e
g | cCoMs |
| cCoMe |
| comr o |
EER
Allocate to selected port | Test the port I Free the port

—USB Scanner
[” Use USE scanner

—Advanced settings

[T Display warring message - "BA00 franking will be paused at midnight"

LCloze I

3. In the “Hardware connected” section, click on and select
the meter you intend to replace, then click on the Free the
port button.

4. Select Parameters | Configuration | Meters | Release a
local meter.

5. You can now add the new meter to the port.
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Creating a Virtual In order to enter manual transactions, you need to create a
Meter for Manual virtual meter. You create a virtual meter at the Business Man-
Transactions ager Host PC using the Administration module. You must be a

manager to perform this operation.

1. Select Parameters | Configuration | Meters | Create an
additional meter. The creating a virtual meter screen ap-

pears.
@ Creating a new virtual meter 1[
— Meter
Serial number I 500
teter model Manual Transactions
Mumber of mail pieces processed when the meter was created I 1]
Tatal amount of postage used when the meter was created 0.00
Curency 15 Canada Dollar =l
— Client
Client IF'itne_l,l Bowes of Canada
Address ISSDD Explorer Drive
City |Mississauga State IDntario
ZIP code |L4W SC7F
Country |Eanada
— Use of a virtual work stati
“when uging manual input on this meter, aszign the mail
that iz proceszed to this virtual work ztation | LI
— Postal Syzstem
Default |
r
LConfirm | Cloze |

2. Enter any number in the Serial number field, for example,
500. You can enter only numbers in this field and you can-
not enter a value of zero (0).

3. Enter any alphanumeric characters in the Model number
field.

4. Fill in the client information fields.
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Viewing Meter

5. You can also assign this virtual meter to a virtual worksta-

tion to help you identify the manual transactions for this

virtual meter when generating reports. To do this, select a
virtual workstation in the “Use of a virtual workstation” sec-

tion.
6. Click on the Confirm button.

Follow the steps below to view the status of the meters from

Status the Host PC.
1. Select Parameters | Configuration | Meters | Meter Sta-
tus. The Meter Status screen opens.
2. Drag and drop the appropriate column header(s) into the
blank row at the top of the screen.
[@reterstatus =
Drag a column header here to group by that column
Column Meter - warkstation |Stata |Mater T |Meter status |Last update |.Qsc: reqgister ‘[
headers 1000095 - 12345 Current CM Offline 12/16/2004 1:24:19 PM $34,326.649 q
) Previous DM Offline 12/16/2004 1:24:14 PM $34,326.649 q
1019 - DC-PARAGON Current FM Locked 12/15/2004 4:31:11 PM $21,019.273 q
Prewvious FM Locked 12/15/2004 4:31:08 PM $21,019.273 q
Current FM 12/16/2004 5:14:12 AM $1,000,000.000
el Prewious FM 12/16/2004 §:07:50 AM  $1,000,000.000
3. The meter status information will appear grouped by the
column(s) you selected. (In the example below, the status
information is grouped first by workstation, then by last up-
date, then by meter status.)
[@reterstatus )
Meter - warkstz... ¢ iast update fl e
Meter - warkstation 2 |State |Last update 7 |Meter st... s |Meter t... |Desc register 3
[-] Meter - workstation : -1 - BM-ADMIN
[E] Last update : 12/16/2004 8:07:50 4M
Bl Meter status :
-1 - BM-ADMIN Previous 12/16/2004 8:07:50 AM Fr 1
[l Last update : 12/16/2004 3:14:12 4M
= Meter status :
-1 - BM-ADMIN Current 12/16/2004 8:14:12 AM Fr 1
4. To remove a column header from the grouping, click on
the appropriate name in the top row, then drag and drop it
back into the column header row.
5. Click Close to exit the Meter Status screen.
5-8
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Importing
Standard Carriers,
Classes, and Fees

Business Manager comes with the most commonly used car-
riers and their standard classes of service, also referred to as
Standard Carriers. You perform this operation at the Business
Manager Host PC using the Administration module. You must
be a manager to perform this operation.

You cannot change any of the Standard Carriers. If you need
to modify carrier information, refer to {Adding Customized|

(Carriers, Classes and Feed in this chapter.

If for any reason you need to reload the Standard Carriers, fol-
low the procedure here.

1.

Use Windows Explorer to view the files on the Carrier,
Class and Fees disk (floppy or CD) you received with
your system. Record the three digit extension number for
the files. For example, if you see the files, Mmscar.027,
Mmscls.027, and Mmsfee.027, record 027.

Select Parameters | Configuration | Carriers, Classes,
and Fees | Import CCF Files. This opens the Carrier,
Class, Fee Import screen.

Type in the 3-digit extension of the files you viewed in step
1 in the CCF File extension field.

Click on the B button next to the Path to CCF files Di-
rectory field and select the location of the CCF (Carrier,
Class, Fee) files. These are typically provided with your
system on a CD.

Click on the Confirm button at the bottom of the screen.
The system begins importing all of the CCF files and dis-
plays them in the “Import processing” box.

When the import is complete, click on the Close button.
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6 » Working with Carriers, Classes, and Fees

Adding You can add carriers that are not included with the standard
Customized carriers provided with your Business Manager system. You
Carriers, Classes, may want to do this to accommodate local trucking companies
and Fees for example.

You add custom carriers at the Business Manager Host PC
using the Administration module. You must be a manager to
perform this operation.

1. Select Parameters | Configuration | Carriers, Classes
and Fees | User Defined Carriers, Classes and Fees.
The Manage User Carrier, Class and Fees screen ap-
pears.

‘@i Manage User Defined Carriers, Classes and Fees -' x|

Postal Spstem Default =l

2. To create new carrier, click on and highlight Classes, Car-

riers and Fees, then click on the| &a | button at the bot-
tom of the screen. The Carrier information screen appears.

# Manage User Defined Carriers ]

Carrier Taken |525

Cartier Cods Juccs2s

Carrier Name IUser Carrier Code 525

¥ Enable thiz Carrier

3. The Carrier information screen appears. Enter a number
value in the Carrier Token field. Enter a number and/or let-
ter value in the Carrier Code field. The entry in the Carrier
Name field defaults to the value you enter in the Carrier
Code field but you can change this value as well.
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4. When complete, click the Confirm button at the bottom of
the screen.

5. Click on and highlight the new carrier you just created.

‘3@l Manage User Defined Carriers, Classes and Fees x|

Postal Spstem Default =l

2 Cariers, Classes and Fees

44 Uzer Camier Code 525

6. Click on the button at the bottom of the screen. You
are prompted to “Select what kind of addition you want to
do”.

To add a class, go to step 7.
To add a fee, go to step 8.

7. Click on the Add Class button to add a new class for this
carrier. The Class information screen opens.

# Manage User Defined Class |
Clazs Token |525—
Class Code Juccs2s
Clazs Mame IUser Clags Code 525
Diefault amount IDDD—
Currency |!'h! Canada Dallar |
W Erahle thiz Clazs
v This class iz meterable

a. Enter a number value in the Class Token field.
b. Enter a number value in the Default amount field.

Make sure the check box in front of This class is
meterable has a check mark.

d. Click the Confirm button at the bottom of the screen to
save

6-4
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8. Click on the Add Fee button to add a new fee for this car-
rier. The Fee information screen opens.

# Manage User Defined Fees

Fee Token

Fee Code

Fee MName

Default amount

Cumency

|525

JUFC525

IUser Fee Code 525

|1.25

Jii# Canada Dollar

¥ Enable this Fee

a. Enter a number value in the Fee Token field.
b. Enter a number in the Default amount field.

Make sure the check box in front of Enable this fee
has a check mark.

d. Click the Confirm button at the bottom of the screen to

save.
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Viewing
Transactions

You can view transactions at the Business Manager Host PC
using the Administration module. You must be a manager to
perform this operation.

You can display all of the information associated with your mail
transactions such as the number of pieces, the weight of each
piece or mail, the combined weight of all of the transactions,
as well as any special fees or surcharges. You use a series of
selection criteria or filters to determine what information you
want displayed.

Since there are so many different ways you can select to dis-
play your transaction data, this section focuses on basic meth-
ods for selecting the data and calculating data results.

Once you learn the basic tools, you can customize the display
results according to the requirements of your site.

You can also group, sort, and filter your transaction data using
multiple criteria and then display the results in table format and
in 2-D and 3-D graphic displays. For more information, refer to
Using the Statistics Module for Analyzing Transac-

tions in this guide.

7-2
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Viewing Transaction
Details

@ Transaction Details i

1.

Select Transactions | Display mail piece detail. The
Transaction Details screen appears. There are several op-

tions on this screen that allow you to select and display the
transactions based on a variety of criteria.

IMPORTANT: Using the options on this screen only changes
how you filter and sort information from the transaction data-

base. None of the changes you make here affect or change
any transaction data.

]
Dizplayed columns
IA ; = Database used for the selection
coounts
kg - - ’]@ Working database =l
ranzaction number

O teter serial number

O warkstation name ilil
O warkgroup code
EWUlkgroup hame ;I Mernary | Recall | Default
—|Accounts =l
| Dl dl " Code (+ Mame ¢ Description
T
-2 [E] 81210
, ...... E 1108

[} H e Tt Bt

vV Automatically select dependent accounts | Wiew and Select System Accounts

Advanced Selection... |

Template

Expoart and Impart | Display aeneral sum | Shaw | LCloze |

2.

In the “Displayed columns” section, you can view all of the

transaction items available for display (meter serial num-
ber, single piece weight etc.) by scrolling through the list

box.
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3. Business Manager provides groups of predefined transac-
tion item selections. To view these pre-defined items for a
group, click on the down arrow in the field directly below
the Displayed columns title and select the group from the
drop-down list.

You can view the transaction items for each group by
scrolling through the list box.

4. You can add or remove transactions items you want to
view by clicking on the corresponding check boxes in front
of the items. You can also change the order in which the
items appear and save your selections for recall later by
using the column selection buttons next to the “Displayed
column” section:

Dizplayed columns T
IA . = Database used for the selection
coounts
’]@ Working database ;I
O Transaction number -
O Meter serial number
O W arkstation name M
O workaroup code
E Workgroup name LI termary | Recall | Default |

Click on this button to select all transaction items
for display.

Click on this button to deselect all transaction
items.

Memory Click to save the current selections.
Recall Click to restore the previous selections.
Default Click to restore the default selections.
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5. You can filter the transaction data you selected in the “Dis-
played column” section using the fields in the selection cri-
teria area shown here.

—|.-’-‘ma|_l,lsis Period il
¥ Include anly transaction from this analysis period
Stat  [03/01/2004 = || 12:00:00 AM == {5 by date of ransaction
End  [03/31/2004 = |]11:5959 FM == " byindicia date

Other selection of dates I

« To limit the transactions to a specific date range, click
on the check box in front of the “Include only transac-
tions from this analysis period” and fill in the appropri-
ate Start and End dates.

» To select a specific filter, click in the field containing
“Analysis Period” and choose an appropriate filter from
the drop-down menu. For example, you can sort the
transaction data by Accounts, Carriers and Classes
etc.

6. You can save the selections and sort criteria you made in
the above steps by clicking on the Template button at the
bottom of the screen.

a. Click on Save as and type in a name for the template.
b. Click Confirm.

c. The next time you want to display the transactions us-
ing these settings, click on the Template button.

d. Select the name of the template and click Open.
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When you complete your selections, click on the appropri-
ate button at the bottom of the screen:

a. The Calculate button displays the results in a new
screen.

NOTE: You can view the details of a specific transaction by
double-clicking on the row containing the transaction.

b. The Display general sum button shows the sums
for all of the selected fees (for example, postage fee
amount, surcharge amount etc.)

c. Export and Import button allows you to export the
results of your selections to a comma delimited file
(CSV), or to a fixed length text (ASCII) file. For more
information on importing and exporting, refer to
(Chapter 12, Exporting and Importing Datd in this guide.

Refer to [Viewing Transactions: An Exampld in this section.

7-6
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Viewing 1. Make your selections in the Transaction Details screen.
Transactions:
An Example 1. Select pre-defined transaction group here
[8 Transaction Details | x|
— Displayed columns /
IA ; 7 Databagze used for the gelection
coounts =
’]@ “Working database ;l
O Transaction number -
O teter zerial number
2. Select [ warkstation name ilil
transaction [1warkgroup code
data filter Eworkgroup hame LI Memory | Recall | Default I
here
; —|Accounts j
3. Select I Dl dl (" Code & Mame (" Deseription
account here ] Business Manager =
(See Account T EE?J
k .=I[E] 100
Selection =T I
notes) o [E 1108
[ =1 49mn X
v Automatically select dependent accounts | Wiew and Select System Accounts
Advanced Selection... |
Template Export and Impart [izplay general sum I Show | LCloze I
4. Click Show

ACCOUNT SELECTION NOTES:
» To select all of the accounts, click on the icon directly
under the Account field.

» To select individual accounts, click in the box in front of
each account.

* To select all of the accounts and sub accounts for a client,
make sure there is a check mark in the box in front of
“Automatically select dependent accounts”.

« To search and select from the list of available accounts

click the Advanced Selection button. Refer to [Chapter 10,

{Advanced Account Selectior] for more information.

* To view all of the voided or modified transactions that are
assigned to the system account named 00007, make sure
there is a check mark in the box in front of “View and Se-
lect System Accounts”.
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2. Click Show to view the results.

NOTES:

* The results are grouped by batch. Within each batch, one
or two transactions will be present, depending on the post-
age mode and class selected. The mail piece details are
grouped within the transaction(s).

*  Click the I*l button to expand a single level, or click the
Expand All button to expand all levels at once.

+  Click the [=] button to collapse a single level, or click the
Collapse All button to collapse all levels at once.

»  Column headings and order are based on the selections
you make on the Transaction Details screen.

Batch Level View

Batch level

column headings

= Start Date

Batches

# 08/05/2004 1:46:37 PM
08/05/2004 1:46:37 PM
08/05/2004 1:53:02 PM
086/05/2004 1:53:02 PM

08/05/2004 2:11:01 PM
=

08/05/2004 3:13:04 PM-

End Date

08/05/2004 1:46:37 PM
08/05/2004 1:46:37 PM
08/05/2004 1:53:02 PM
08/05/2004 1:53:02 PM
08/05/2004 2:11:01 PM
08/05/2004 3:13:28 PM

Total Pieces
1

2

70

23

4

15

Total Postage
13.35

9

329

8.561

28

13.89

Transaction Level View

Transaction
level column = 5tart Date End Date Total Pieces Total Postage
headings — - Trans. Global surcharge Account surcharge |Class surcharge
08/05/2004 1:46:37 PM  08/05/2004 1:46:37 PM 1 13.35
08/05/2004 1:46:37 PM  08/05/2004 1:46:37 PM 2 9
08/05/2004 1:53:02 PM 08/05/2004 1:53:02 PM 70 329
First 08/05/2004 1:53:02 PM 0870572004 1:53:02 PM 23 8.51
transaction 08/05/2004 2:11:01 PM_ 08/05/2004 2:11:01 PM 4 28
08/05/2004 3:13:04 PM. 08/05/2004 3:13:28 PM 15 13.89
1 1] 0 0
Second L 2 0 0 0
transaction
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Mail Piece Detail Level View

= Start Date End Date Total Pieces Total Postaae
o EI Trans. Global surcharge Account surcharge Class surcharge
Mail piece — - Wumber Woarht Basic Foes
detail 08/05/2004 1:46:37 PM  08/05/2004 1:46:37 PM 1 13.35
level 0840542004 1:46-:37 PM  08/05/2004 1:46:37 PM 2 9
column 08/0542004 1:53:02 PM 08/05/2004 1:53:.02 PM 70 329
headi 08/05/2004 1:53:02 PM_ 08/05/2004 1:53:02 PM _ 23 851
eadings 08/05/2004 2:11:01 PM  08/05/2004 2:11:01 PM 4 28
= 08/05/2004 3:13:04 PM _ 08/05/2004 3:13:28 PM 15 13.89
~E1 0 0 0
7 57 157 7
Mail piece 7 7 a3 7
details F az a3 £
(first Z ar R 7
. 2 ax a3 7
transaction) 7 17 2F 7
H a4 83 z
0 0 0
Mail piece — Ed I5F 285 Fad
details
(second
transaction)
Correcting This section describes how to void transactions or modify the
Transactions information associated with each transaction such as its ac-

count number, carrier and class, number of pieces of mail, the
weight of each piece or mail, as well as any fees or surcharg-
es.

You perform these operations as a manager at the Business
Manager Host PC using the Administration module.

Refer to the following appropriate procedure in this section:
+ Editing or Voiding Transactions

+ Bplitting Transactions Between Accountg

+  [orrecting Unverified Transactiong
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Editing or Voiding
Transactions

If after running transactions at a Data Collector PC you decide
you want to void or modify information about those transac-
tions follow the procedure here. Note that when you void a
transaction, those transactions are no longer charged to an
account but they are still deducted from the meter register.

1. Select Transactions | Correct transactions | Edit/Void
Transactions. The Browsing data screen appears.

- x|
— Eilter by —Accounts
[~ fdefer | :l | Dl dl "~ Code {* Mame (" Descrption
™ User | | [ Business Manager -]
: O E‘ 31
¥ Shorten the period 0 E‘@ 100
frarn the: | 12/01 22004 = | [12:0000 a0 == 0 -g1[H s1210 =
- -Bg: — -
tothe [12/31/2004 - || 11:59.59 PM = R st
Lalculate I

2. Select the how you want to filter the transaction data, by
mailing peripheral (Meter) or operator (User) in the “Filter
by” box.

3. To view the account or accounts to which the transactions
were charged, use the “Account” section of the screen:

a.

To select all clients and accounts, click on the but-
ton.

To select all of the accounts associated with a single
client, click on the box in front of the client name.

To select a single account, click on the box in front of
the account name or code.

If you want to deselect all accounts and clients, click on

the O button.

To search through and filter the account list, click on
the Advanced Selection button. See F\dvanced|
Wccount Selection in Chapter 1( for details.

7-10
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4. Click on the Calculate button to get a list of all the transac-
tions based on the selection criteria in steps 2 and 3.

I X

— Filter by —Accounts
[ Meter | | | Dl ;C" (" Code ¢ Mame ¢ Description
[~ User I ;I El Business Manager ;l

. =]

¥ Sharten the period 0 E‘E 100

from the: |12/20/2004 | [1200:004M =4 O ~E[E 61210 [~

I[115a5arm = a — :
tothe [12/31/2004 - |[11:59.59 PM = Advanced Selection.. |

Trars. |W’0rkgmup | Uzer | Preset C. | Preset M. |.J0b C. |.J0b M. | Client Code | Client Desc. Account Code
1 EM-ADMIN - pbrep i Import 12/15/2004 4:001:02 P 100
2 EM-ADMIN - pbrep KR Import 12/15/2004 4:01:02 P 100
3 BM-A0MIN - phrep R Irnpart 12/15/2004 4:01:02 P 100

5. Click on and select the transaction(s) you want to edit or
void. To select more that one transaction, use the Shift or
Ctrl key in the same way you would in selecting multiple
files in Windows.

N ]
— Filter by —Accounts

[~ Meter I d| _|_|D dl = Code f* Mame ¢ Description

[ Uz I | [ Business Manager = |

. =]
¥ Sharten the period 0 E'E‘ 100
from the [12/20/2004 | [1200008M =S O LE[HE 1210 -
I [15950 M = - - .
to the [12/31/2004 - ||11:59.59 PM = Advanced Selection... |

LCalculate I

Account Code
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6. Once you select the transactions, click the Confirm button
at the bottom of the screen and the Edit/Void Transaction
screen opens and lists the transactions.

- Edit/¥oid transaction |
— The following transaction[z] will be edited/voided

Trans. | Serial o, [Workgroup [User [Presst C [PresstM. | JobC. [Job M. [Clisnt Code | Client Desc. | Aceount Code | Aecount M.

1 100 BM-ADMIM  pbrep B Import 12/15/2004 4:01:08PM 100 100

2 100 BM-40MIN | phrep a1 Import 12/15/2004 4:01:02PM 100 100
BM-40MIN | phrep Import 12/15/2004 4:01:08PM 100 100

Edi | Weid | Cancel |

7. Click on and select the transaction you want to void or edit.
The Edit and Void buttons become available.

8. To void a transaction, click on the Void button at the bot-
tom of the screen. The following message displays:

“The operation has been saved”.
Click OK to complete the void operation.

9. To edit a transaction, click on the Edit button. The Mail
Piece Detail screen opens.
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I x|
— General information — Surcharges
umber I 2 | zer I 95999 vl Glabal Surcharge I 0.00
Meter | G Workstation [FEMOTE fccount Surcharge | L
_I —- Clazz Surcharge I Q.00
Starti - 29 -
atingon  [04/08/2005 = || 22932 PM = e M m
Ending cn IU‘UDSQDD5 ;I I 2:233PM =S Work station Surcharge I 0.000 EQ;LQB | |
Postal date IDMDSQDDE < I —Advanced information
—Accounts Origir |Business tdanager Yirtual M eter
i Code & FullMame Deszcription = 5
= Type of transaction |Normal
Client |F'itney Bowes [ archived [ Consolidated
et |2UDD'I2 Carrier CanFost
SAAccount |
Cl Stalt
S-Sa’.&ccounl| &
Preset =
1258 I _I illl Destination |Cefault Destination
Job [ =3 | * |
User definedl j = | Other postal categomny
—Amounts - Currencies in Canada Dollar
Bagze Amaount Total I 12,50
Fees Fees Detail I Taotal I 1250 ‘Weight DetaiII
Transaction Tatal I 25.00
Cantfirm | Cancel I

10. Use the Mail Piece Detail screen to modify the transaction

information.
For example:

a. To change the account to which the transactions are
charged, click on the account selection button i[
in the “Accounts” section and select another account,
then click Confirm.

b. To change the associated preset, job, or user-
defined information, click the appropriate drop-down
arrow and select an option from the list.

c. Toremove the associated preset, job, or user-
defined information, click the delete button |
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c. To change the weight, base postage amount, or
the number of pieces of mail in the transaction, click
on the Change Base Details button. The Information
by Weight screen opens. Click in the appropriate field
and type in a value. Click Confirm at the bottom of the
screen when done.

x
Unit Wight| Base Amount| Mumber of Pieces | Upper Bound)|
0100 3.850 11 0.000

d. To change the fees, click on the Change Fee
Amounts button. The Postal category valuation screen
opens. The list of fees you can change depends on the
carrier for this transaction.

Click in the appropriate field and type in a new value.
Click Confirm at the bottom of the screen when done.

'* Postal category valuation . x|

Pleaze enter valuation for the selection postal category

Carrier Canada Past Priarity Courier
Class Standard Letter

Default Destination

Feez Ovwersize 050

e. To change the carrier and class or fee, click on the
Change Rates and Fees button in the “Advanced In-
formation” section. For details refer to [Selecting Rates)|
for Processing Mail in Chapter 2 of this guide.

11. When you are finished editing the transaction, click Con-

firm at the bottom of the Mail piece detail screen and the
following message displays:

“The operation has been saved”.
Click OK and the Browsing data screen reappears.
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Splitting If after running transactions at a Data Collector PC you decide
Transactions you want to assign some of those transactions to another ac-
Between Accounts count follow the procedure here.
1. Select Transactions | Correct transactions | Split a
transaction. The Browsing data screen appears.
5

Ac 12
IDl AI " Code ¢ Mame " Description

[1 Business Manager =
=0k

- [ 200008

Acme Cost Center 100

- [ ActPay =

Ll L

™ User |

[T Shorten the period

from the |03/04/2004 =] [11:56:07 &M ==
to the |03/04/2004 <] [11:56:07 a0 =

jgood

LCalculate I

2. Select how you want to filter the transaction data, by mail-
ing peripheral (Meter) or operator (User) in the “Filter by”
box. You can also change the time period.

3. Specify the account or accounts to which the transactions
were charged in the “Account” section of the screen.

a. To select all clients and accounts, click on the Il but-
ton.

b. To select all of the accounts associated with a single
client, click on the box in front of the client name.

c. To select a single account, click on the box in front of
the account name or code.

d. If you want to deselect all accounts and clients, click on

the Ql button.

SV61474 Rev. A
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4. Click on the Calculate button to get a list of all the transac-
tions based on your selection criteria in steps 2 and 3.

L2
Filter by Ac t
[~ Meter I | IDl AI " Code (+ Mame (" Description
[~ User | =l & - [ 200008
. iieme Cost Center 100
[T Shorten the period 5 @ActPay
from the | 03/04/2004 =] [11:56:07 4M == - [ Hr
to the |03/04/2004 =] [11:56:07 a0 = . i [0 Graphics -

Client Desc.
From... [ 1013 ] i 5 Cost Cente...

Cost Cente... 200009 Accour
From... 1013 BILL Bill 5 Cost Cente... 200009 Accour

5. Select the transaction you want to split. Click on the Con-
firm button at the bottom of the screen.

6. The Split a transaction screen opens.

== split a transaction 3 il
Tr i to split
B atch Hierarchy | Account | Sub accaurt | Subsub aceount | Murnber of pieces |
ElAE!
e 0144 200003 12

7. Select the transaction you want to split (in this example,

account 20009) and click on the button at the bottom
of this screen.

8. The New transactions to be created screen opens.

7-16 SV61474 Rev. A



7 » Working with Transactions

A
—Account
|D|A " Code  Mame ¢ Description

Account to
be
incremented I
with the

tranzaction |

Mumber of mail pieces in this new I—D
transaction
Tatal numnber of mail pieces in the I 12

existing transaction

Canfirm | LCloze |

9. In the “Account” section click on the box in front of the
name of the account to which you want to charge some of
the pieces of mail in the current transaction.

10. Click on the Select a client account button.

11. Specify the number of mail pieces in this transaction you
want to assign to the new account.

12. Click on the Confirm button. The Split a transaction screen
reappears with the new account/transaction.

== split a transaction - LI
Tr ti to split
B atch Hierarchy | Account | ub accaunt | Subsub aceount | Humber of pieces |
& 14
e (=17 44 20002 5
144 200009 5

13. Click Confirm at the bottom of the screen and the mes-
sage “The split has been saved” appears.

14. Click OK, then Cancel to exit this screen.
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Correcting If for any reason an account is deleted or disabled on Busi-
Unverified ness Manager and you charge transactions to that account on
Transactions a DM Series™ Digital Mailing System, you will get an unverified

transactions message when those transactions are sent from
the mailing system to Business Manager.
1. To view and correct unverified transactions, select

Transactions | Correct transactions |
Unverified Transactions.

% Unvetified Transactions 5 =]
— Unverified Batches

" Code  FulMame ¢ Description
Account I =

User I Bl
e I | Apply the changes to the selection I

StdMECH

Postal System Drefault

Carrier |

Clazs |

L L L

Apply the changes to the zelection I

Confirm

2. Select an account to which you want to charge the trans-
actions and then click on the Apply the changes to the
selection button.
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Adding Manual
Transactions

Before you can add manual transactions, you must have a me-
ter connected to your Data Collector PC that is also registered
with the Business Manager Host PC, or you need to create

a virtual meter to which you can assign the transactions. For

information on adding a virtual meter, see|Creating a Virtual
|Meter for Manual Transactions|in Chapter 5in this guide.
You can add manual transactions at the Business Manager
Host PC using the Administration module, or you can add

them at the Data Collector PC as an operator. To create a
manual transaction:

1. If you are at the Host PC, select Transactions | Manual
input. If you are logged onto one of the Data Collector PC
PCs, click on the Manual input button at the bottom of the
Process mail screen.

The Manual input screen opens.

NOTE: If afield is enclosed in a red box, you must enter infor-
mation in the field in order to process the transaction.

2
| User 9999 Thursday. June 02, 2005 11:05:13 AM |
T Type  Dates
’7 % Per Fiecs 7 Tranzaction Total Postal date 06/02/2005 = I
= Meter Transaction date | 06/02/2005 ~| [11:05:02 M =
PostalMo. | | =|l{-dob
- I " Code & Wame
Code |
S Ciabas = o
Description
" Code ©* FulMame ¢ Description
Select Account | e Uisilisiinz i o
Client I Uszer defined I
Account = wWeight
BT .
545 Account I g Enter weight
= Rate —Workstation Surcharg
) e Surcharge Type: Mo 5Surcharge
Predefined . = Surcharge Amount:  $0.00 Surcharges |
S —_;—JU —= Postage [$ CAD] and Pieces
- Preset - " Base amount Fees amount Piece count
Code i+ Mame + N
| oo T 000 2| 0
Code j X | -
Name Total amount  0.00
Create transaction
Close I
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In the “Transaction Type” section click the radio button that
corresponds with the mode you want to use.

* Click the Per Piece radio button to enter postage infor-
mation that will be applied to each piece of mail that is
run as part of the transaction.

* Click the Transaction Total radio button to enter post-
age information for the entire transaction.

Click in the Postal No. field and select the virtual meter.

In the “Account to be incremented” section select an ac-
count by clicking on the select account ( E[) button.
Remember, if you have multi-level accounts you can only
charge to the lowest level in the account. Click Confirm.

Select the rate, class and any special fees in the “Rate

Category” section.

» If you have pre-defined rate categories, click on the
down arrow in the Predefined field and choose a cat-
egory.

* For other rates, click on the selected rates ( %'JI |) but-

ton. Refer to Selecting Rates for Processing Mail in
Chapter 2 in this guide for details.

NOTE: If you selected Transaction Total in step 2, you will
not be able to select special fees.

If you are not using presets, go to step 7.

If you have defined optional presets, you can click on the
down arrow in the Name field of the “Preset” section and
choose the appropriate preset. This fills in all of the infor-
mation in the “Account”’, “Job” and “Rates category” sec-
tions. The Postal category valuation screen appears with
a place for you to enter the postage amount. Enter the
amount and press the Done button.

’* Postal category valuation | ll

Pleasze enter valuation for the szelection postal category

Carrier Canada Post Priority Courier
Class International Letter

Default Destination

Fees Oversize 0.oo
Registration 000
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7 » Working with Transactions

1.

12.

If appropriate, fill in the information in the “Dates” section.

To select a job, click on the down arrow in the in the Name
field of the “Job” section and choose from the list of pre-de-
fined jobs.

If appropriate, enter text in the “User-Defined Text” section.

. To add weight information, click on the Enter Weight but-

ton. Type in the weight and click Confirm.

To add a surcharge to the transaction, click on the Sur-
charges button. Enter the surcharge information and click
Confirm.

If you selected the Per Piece transaction type, you will
need to enter the following information in the “Postage ($)
and Pieces” section:

—* Posztage [$] and Pieces

Baze amount Fees amount Piece count

[ oo0 T nooo 24| X|] 0
Total amount  0.000

“Postage ($) and Pieces” Section - Per Piece Selected

+ Enter the base postage amount in the Base Amount
field.

« If you are applying fees to the transaction, click the
button. Enter the appropriate amount(s) and click
Done.

* Enter the number of pieces in the Piece Count field.
The “Total Amount” section will populate with the total
postage amount.

* Click on the Create transaction button. A dialog box
appears with the values/information you selected for
the transaction.

+ Click Create. Business Manager saves the transaction
information and returns to the Manual Input screen.

SV61474 Rev. A
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13. If you selected the Transaction Total transaction type, you
will need to enter the following information in the “Postage
(%) and Pieces” section:

—* Postage [$] and Pieces

Total amaourt Fiece count Fees amaount

| 0.000 ’f| o ] 0.000 # |

Base amount  0.000
“Postage ($) and Pieces Section - Transaction Total Selected

« Enter the total amount of the transaction in the Total
Amount field.

* Enter the piece count in the Piece Count field.

NOTE: You cannot apply fees in Transaction Total mode.
As a result, the “Fee Amount” is set to zero.

The “Base Amount” section will populate with the per
piece postage amount.

* Click the Create Transaction button.
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7 » Working with Transactions

If the total amount cannot be divided evenly by the
number of pieces, a dialog box will appear. Click OK to
continue.

NOTE: If the total amount divided by the number of pieces
in uneven, Business Manager will create two separate
transactions.

» The first transaction (Transaction 1) will be rounded to
the closest amount (above or below) the transaction
amount that can be divided evenly by the number of
pieces.

* The second transaction (Transaction 2) includes the
remainder (negative if Transaction 1 is greater than the
total amount, positive if Transaction 1 is less than the
total amount).

The sum of the postage amounts in Transaction 1 and
Transaction 2 will be equal to the total amount you entered.

A dialog box appears with the values/information you
selected for the transaction. Click Create.

If Business Manager created a second transaction, an-
other dialog box will appear. Click Create to continue

Business Manager saves the transaction information
and returns to the Manual Input screen.

SV61474 Rev. A
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Archiving The Save Transactions feature allows you to send data from
Transactions the working database to a separate archiving database.

NOTE: Data from the Host database (in host to host setups) can
be saved to a separate database as well.

Follow the steps below to save Business Manager transac-
tions.

1. From the Business Manager main menu, select Utilities |
Maintenance | Save Transactions.

2. The Saving Business Manager transactions screen ap-
pears.

‘) saving Business Manager transactions ﬂ

— Database to backup

— Period
¥ Save data relating to a specific period Start | 09/28/2004 j End I11.-"19.-"2DD4 j

— Options
[~ Drlly save new transactions that have not aeady been saved
[T Alzo zave pending accounts

Save
IV Save according to the settings I ‘

LCloze |

3. Select the appropriate settings.

4. Click the Save according to the settings button. The
system will save transactions according to the settings you
selected.

5. Click Close.
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8 * Using the Statistics Module

Analyzing
Transaction Data

Business Manager’s statistics application allows you to group,
sort, and filter your transaction data using multiple criteria. You
can then display the results in table format and in 2-D and 3-D
graphic displays. You analyze the transaction data from either
you current working database, or an archived database.

Since the statistics application offers so many different ways to
group, compare, and display your transaction data, the proce-
dure and example described here focuses on how to use the
main functions of this application. Once you understand how to
use these functions you can experiment with the application to
customize your analyses.

IMPORTANT: Using the statistics application only changes how
you group, relate and display information from the transaction da-
tabase. None of the changes you make here affect or change any
transaction data.

You access the statistics application at the Business Manager
Host PC using the Administration module. You must be a man-
ager to perform this operation.

8-2
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8 * Using the Statistics Module

1. Select Transactions | Calculate statistics. The Statistics

screen appears.

%
Row Row | Eulumnl Column
El Group by period & Daind asmoniag
LNtz E| ear [Tranzaction Date) ' Accounts

" Categary DE| tanth [Tranzaction Date) " Category
™ Meters Oz week [Transaction Date] = Meters
™ Preset OC= Day Mranzaction Date) " Preset
 Job DE| Hour [Tranzaction [ ate]  Jokb
o (e DE| rear [Postal D ate] Uk
" Mail data station DE' Month [Postal Date]  Mail data station

DE| Wieek [Posztal Date)

O] Day [Pastal Date)

Accuuntsl Categories | teters  Options | Periudl Unitsl

— Database used for the selection

I@ Working database x|
— Options
™ Do not include indicia set to zero
™ Display all accounts
Symbol to dizplay when no data iz available
’7 0 ¥ I #
Calculate | Cloze

2. The “Row” and “Column” section of the screen allows you
to select one group of transaction data and relate it to an-

other.
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8 * Using the Statistics Module

3. As soon as you select an option from the “Row”, the selec-
tion options displayed between the “Row” and “Column”
sections changes to reflect the option.

a. For example, if you select the Accounts option, this
section changes to show all the available accounts.

NOTE: Select accounts as described in
[Transactions: An Examplg in Chapter 7 in this guide.

[ statistics x|
Row Row | Columnl Walue displa_l,.ledl Column

" Period |D| ;C"  Code & Name (" Desciption || patybasmaine

* Accounts [ Business Manager | £ Ascounts

" Categony O =3 {* Category

" Meters W [i1] 20000 " Meters

" Preset I !  Preset

" Job " Job

= User  User

" Mail data station ( " Mail data station

el | R -l

W Sutomatically select dependent accounts [~ Wiew and Select System Accounts

.t’-‘n.cc:ountsl Eategoriesl Meters  Options I F'eriodl Llnitsl

— Databaze used for the selection
I@ Wworking database ;I

— Options
[ Do not include indicia set to zero

™ Display all accounts

] / b I #

"Spmhol to dizplay when no data is available
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8 * Using the Statistics Module

b. Selecting an option like Category in the “Column” sec-
tion retrieves the carrier and class information for all of
the accounts selected for the “Row”.

B x
Row Row  Column | Yalue displayed | Column

" Period a;l Carriers / Clazzes ;I Dbl raoaninr
& Accounts . Q COAPOST DOM - OTHER LETTER £ Boeounts
| Cariers /. Classes -REGULAR FRCL % Cariers / Classes
" Meters . Q CDAPOST DOM - STAMDARD LTR " Meters
el [ a;l CDA POST DOM - US EXP PARCEL W (e
¥ Joh -USSTDLTR i Jaoh
ke -US SUR PACKET ol
 Warkstation %:] CDA POST DOM - US XPRESSPOST " Warkstation

’3\;1 CD& POST DOM - XPRESSPOST

- &IR PARCEL g

*Q CDAPOST IMTL - AIR SMALL PK.

’B‘.;I COAPOST IMTL - INT OTHER LTR

FP1%5 CO& POST IMTL - INT STD LTR ﬂ

.&ccounlsl Carmiers / Classes | Meters  Options | Fericd | Uitz |

— Database used for the selection

|61 warking database |
—Fees
[~ Display all accounts
Symbol to display when no data iz available
’7 0 /! % I #
Lalculate | Close

4. Click on an active tab in the lower statistics screen to
choose additional selection criteria. Depending on the
selections you make in the “Row” and “Column” sections,
some of the tabs may be dimmed out indicating that these
options are no longer available. For example, if you select
the Accounts option in the “Row” section, and Category
in the “Column” section, the tabs for these options are
dimmed out in this section.
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8 * Using the Statistics Module

5. The Options tab allows you to select either your current
working database or an archived database. To select an
archived database, click in the “Database used for the se-
lection” field and choose the archived database from the
drop-down menu.

To change the period of time over which you want to ana-
lyze the transaction data, click on the Period tab and make
your selection.

6. Once you are satisfied with your selections, click on the
Calculate button at the bottom of the Statistics screen.

7. The first calculated screen displays the information in a
statistics table form. In our example here, we have re-
trieved all of the accounts and matched them against their
categories (carrier and class). The table shows the total
postage amount charged to each account, and the postage
amounts for each rate category.

W
I |

] Statistics x|

Postage total per account and per rate categony % Display values in numbers
¢ Display values as percentages

Currency 5 CAD woeight |_alb |l [ ol | v | o [

e

= Carriers / Classes
‘ Accounts

Total | CanPost | CanPost | CanPost

CanPost
HprsFul

Airstage ImtLtr StdLt
200005 15.60 # # 1580 # 1=
200011-- 18.45 10,00 # # 8.45
200012 4250 # 17.50 25.00 #
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8. If you want to export the calculated statistics, click on the
Export button at the bottom of the table form screen (not
shown in the above example). It shows the values and la-
bels to be exported in another screen.

9. If you are satisfied with the data, press the Export button
at the bottom of this screen and select the location and
name of the file for export. The file is saved in a CSV for-
mat.

10. To view the calculated statistics in other formats:

* In a 3-D pie chart format: click on the button in
the “Account” column. In this example, the amount of
postage charged for each category for a particular ac-
count is shown. Use the up and down arrows at the
bottom of the pie chart screen to control the perspec-
tive of the pie chart.

currency § CAD - Weight grams

eraph x|

Postage total per account and per rate category

B Carriersf Classes

CanPost Cntrkprs

265%
a02%

B carriersf Classes

CanPost GOCFrior

Carriers f Classes
CanPost IntLtr

B carriersf Classes
CanPost Stdlt

28.1%

Accourts 20001 2--

v

Restore Frrint LCloze
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8 * Using the Statistics Module

In a 3-D bar chart format: click onthe[ i |but-
ton in the “Category” row. The example here shows

the amount of postage charged for the CanPost IntLtr
category for all of the accounts. Use the up and down,
or side to side arrows at the bottom of the bar chart
screen to control the rotation and perspective of the bar
chart.

nGrash x|
Postage total per account and per rate category

Currency § CAD - Weight grams

e

Accounts 200011-- Accounts 20001 2--

Carriers f Classes CanPost IntLtr

1—|-.'| A ¥ | Restore

Frrint LCloze
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9 « Adding Surcharges

Types of
Surcharges

You can apply the following surcharges using whenever you
process mail:

Account surcharge - when a transaction containing an
account with a defined surcharge is received at the Host
PC, the amount of surcharge is computed based upon the
type surcharge selected..

Job surcharge - when a transaction containing an job

with a defined surcharge is received at the Host PC, the
amount of surcharge is computed based upon the type sur-
charge selected

Global surcharge - this applies a surcharge to all mail
runs. The amount of surcharge is computed based upon
the type surcharge selected.

Data Collector PC or mail processor surcharge - this
applies the surcharge at the Data Collector PC when you
process mail on a meter or mailing machine connected to
that Data Collector PC. The amount of surcharge is com-
puted based upon the type surcharge selected This is also
referred to as a workstation surcharge.

Class surcharge - this applies the surcharge when you
use a particular class to process mail. You can add a sur-
charge to the predefined usual or standard carriers, class-
es and fees and to the user defined carriers, classes, and
fees. The amount of surcharge is computed based upon
the type surcharge selected.

You can apply the following types of surcharges:

Flat rate - this applies a fixed surcharge for every mail run
or batch.

Per piece - this applies a fixed surcharge for every piece
of mail.

Percentage - this applies a surcharge as a percentage of
the base amount of either the batch or the transaction.

You can also combine these types of surcharges. For exam-
ple, you can add a percentage and a per piece surcharge to
the same account.
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9 * Adding Surcharges

Adding Surcharges
to Accounts

You add surcharges to accounts at the Business Manager
Host PC using the Administration module. You must be a man-
ager to perform this operation.

Whenever you add a surcharge at the account level, the sur-
charge is applied every time you process mail using that ac-
count.

To add surcharges:
1. Select Parameters | Accounts and clients. The Clients
and Accounts screen appears.

2. Click on the Surcharges button and the bottom of the
screen and the Account Surcharge screen opens.

I x|
—Account Surcharge Information for Selected Account

I Dl 24l "~ Code (% Mame " Description - Surcharge Type

=] Buginess Manager Type of Surcharge

O ~g m 3 IND Surcharge j

O 200008

I:| ; Acme Cost Center 100 — Surcharge Yalue and Unit

M M ActPay :

2 Flat Fiate Fer Piece Percentage

g - Wl [0o [o0 [0

O [iH] Graphics

O [iH ActRiec tirils

O 1] #cme Cast Center 200 lﬁ

O -2 Software

O =i [#] Production

| i Tes.tlng — Disposition

O e [ Engineering

O [] Manufacturing Charge Back

W e [ InDesign No e

O e Audit

v &utomatically select dependent accounts

Apply Surcharge Choices |

3. Select the account(s) to which you want to apply the sur-
charge:

a. To select all clients and accounts, click on the but-
ton.

b. To select all of the accounts associated with a single
client, make sure there is a check mark in the box in
front of “Automatically select dependent accounts”,
then click on the box in front of the client name.

c. To select a single account, click on the box in front of
the account name or code.
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9 « Adding Surcharges

4. Once you select the account(s), click on the drop-down
arrow in the “Type of Surcharge” field and select the sur-
charge.

T x
— Surcharge Information for Selected Account

— Surcharge Type

Type of Surcharge

Mo Surcharge ﬂ

Mao Surcharge
Flat Fate

Percentage

1| Percentage + per tranzaction

Per piece + per tranzaction

1 Percentage + per piece

I— Percentage + per rangaction + per piece
.

5. Once you select the type of surcharge, click in the appro-
priate field in the “Surcharge Value and Units” section and
enter the value.

e x|

— Surcharge [nfarmation for Selected Account

— Surcharge Type
Type aof Surcharge

Per piece j

— Surcharge Yalue and Units

Flat F ate Fer Piece Percentage
oo (25 [0

ritz

|$ vl

6. To show the amount of the surcharge on the invoice re-
ports, select Yes from the drop-down menu in the Charge
back field in the “Disposition” section.

7. When you are done, click on the Apply Surcharge
Choices button, then click on the Close button at the bot-
tom of the screen.
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Adding Surcharges You add surcharges to jobs at the Business Manager Host PC
to Jobs using the Administration module. You must be a manager to
perform this operation.

To add surcharges:

1. Select Parameters | Jobs. The Jobs screen appears.

2. Click on the Surcharges button and the bottom of the
screen.

3. Click on and select the job to which you want to add a sur-
charge.

4. Click on No Surcharge in the “Surcharge type” column
and select the type of surcharge from the drop-down
menu.

I ]

-HlAIIow multi selection

Lizt of job

5.

6.

7.

@ 100 - First Shift Fun Mo Surcharge
> 200 - Secand Shift Mail Bun Ma Surcharge

Surcharge type Flat Fate| Per piece| Unit & Charged back

Flat Rate
Per piece
4

Percentage + per transaction

Per piece + per transaction

Percentage + per piece

Percentage + per transaction + per piece

Once you select the type of surcharge, click in the ap-
propriate value field for that surcharge and enter the sur-
charge amount or percentage.

To show the amount of the surcharge on the invoice re-

ports, make sure there is a check mark in the Charged
back check box.

When you are done, click on the Confirm button.

SV61474 Rev. A
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Adding Global

You add global surcharges at the Business Manager Host PC

Surcharges using the Administration module. You must be a manager to
perform this operation.

To add a global surcharge:

1. Select Parameters | Configuration | Global surcharges.
2. Click on No Surcharge in the “Surcharge type” column
and select the surcharge from the drop-down menu.

Bsuchargeparometers ]

‘wiorkstation surcharges parameters
“workstation surcharges | Surcharge type [ Flat Rate| Per piece| Unit | %|  Charged back|
@ workstation surcharges Mo Surcharge |
Glabal surcharges parameters
Global parameters Surcharge type [ Flat Rate| Per piece| Unit | %|  Charged hack |
'ﬁ_ Global parameters Mo Surcharge ]

Flat Rate

Per piece

£

Percentage + per ranzaction

Per piece + per tranzaction

Percentage + per piece

Percentage + per banzaction + per piece

3. Once you select the type of surcharge, click in the ap-
propriate value field for that surcharge and enter the sur-
charge amount or percentage.

4. To show the amount of the global surcharge on reports,
make sure there is a check mark in the Charged back
check box.

NOTE: You can also add workstation surcharges from the Host
PC. Follow steps 2 through 4 above for the “Workstation surcharg-
es parameters” section of the screen.
To add workstation surcharges at a Data Collector PC, see
[Surcharges at the Data Collector PQ in this chapter.
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Adding
Surcharges at the
Data Collector PC

When you run mail at a meter or mailing machine, you can
add a surcharge to the transaction at the Data Collector PC to
which the meter/mailing machine is attached. This is also re-
ferred to as a workstation surcharge.

You can also add a workstation surcharge when adding manu-

al transactions.

You can add these surcharges as an operator or manager.

1. To add a workstation surcharge you must be in the Pro-
cess mail or Manual input screen.

Click on the Surcharges button at the bottom Process mail

or Manual input screen. This opens the Surcharge param-

eters screen.

z
Percentage + per ranzaction
Per piece + per tranzaction
Percentage + per piece

Percentage + per ranzaction + per piece

®) surcharge parameters B X|
—dJab surcharge:
Surcharge type Flat rate Per piece Uit - Chargeback
I | | i r
— Class surcharge
Surcharge type Flat rate Per piece Unit # Chargeback
I | | | r
—&ccount surcharge:
Surcharge type Flat rate Per piece Unit k4 Chargeback.
I I r
— Glabal surcharge:
Surcharge type Flat rate Per piece Unit k4 Chargeback.
|No Surcharge 0.000 0.000 | | 0o
— Update of the WWorkstation surcharge
Surcharge parameters
‘wiorkstation surcharges Surcharge type Flat Fate| Per piec:e| Uit | °/°| Charged bac:k|
'O_ wiorkstation surcharges Mo Surcharge ]
Flat R ate
Per piece

Canfirmn

Lloze
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3. The upper portion of the Surcharge parameters screen

6.

shows the surcharges already added to the job, account,
or class associated with this transaction. It also shows any
global surcharges added. You cannot modify any of these
surcharges at this screen.

To add a workstation surcharge to this transaction, click on
No Surcharge in the “Surcharge type” column and select
the surcharge from the drop-down menu.

Once you select the type of surcharge, click in the ap-
propriate value field for that surcharge and enter the sur-
charge amount or percentage.

Surcharge type Flat Fate| Per piece| Unit % Charged back

To show the amount of the workstation surcharge on re-
ports, make sure there is a check mark in the Charged
back check box.
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Adding
Surcharges to
Classes

Adding
Surcharges to
Predefined
Standard Classes,
Carriers, and Fees

You can add a surcharge to the predefined usual or standard
carriers, classes and fees and to the user defined carriers,
classes, and fees.

To assign a surcharge to a carrier class, you need to be
logged in as a manager at the Business Manager Host PC and
use the Administration module.

1. Select Parameters | Configuration
| Carriers, Classes and Fees
| Predefine Usual Carriers, Classes and Fees.

2. The Usual Carriers, Classes and Fees screen opens.

i1 CanPast IntLtr Default Destination
Cal Def

+ = | Surcharge I Other rate categor...

Carrier IEanF'ost

Class [StaLt

'i :EE Fees |Dversize
B 1
e ~1 Current category details. . |
r

LCloze |

3. If there are no predefined carriers listed in this screen, or if
you need to create a new one, go to step 4.

If the carrier you need is listed here, go to step 11.

4. To create a new carrier/class, click on the Other rate cat-
egory button. The Postal category selection screen open.
This screen lists the available carriers.

SV61474 Rev. A
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",‘ Postal category selection

~CCF §

' |mported CCF [v003) " User Defined

Carrier selection

CanPost Canada Pogt Priority Courier

CPR Canpar

D DM Modes

ICS INSURAMCE COURIER SERVICE

Incent Canada Post Incentive

LMS Loomiz

OtherCar All Other Carriers

Pura Puralator

RPS RPS |
Brevious | Hest |

—Items al dy 1 I

Lanfirm | Cancel |

5. Click on the appropriate option button in the "CCF Source'

section. Business Manager comes with the most com-
monly used carriers and their standard classes of service.
To use these, click on the option for Imported CCF.

6. Select and highlight the carrier you want, for example,
CPC. Click on Next.

7. The Postage category selection screen appears.

',‘ Postal category selection P

— CCF Source

%" Imported CCF [v003) " User Defined

Class zelection

Chtr<prs ¥pregzPost Counter

ComE «Par Cormrmercial E xpedited Parcel
ComFigPar Commercial R egular Parcel
ChRgPar Counter Regular Parcel
GOCPrior GOC Priority Courier
GOCREG GOC Regular

GOC<PRES GOC Xpress

IntLtr International Letter

=l
Previous I Mext I
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8. Select and highlight the class you want, for example, for
standard mail, select 1st Auto 3/5 Digit.

9. Click on the Next button and a list of available services ap-
pears. If you are done, click Confirm.

a. If you want to select a service, click on the service and
then click Next.

b. You can continue to add services by clicking selecting
the service and clicking on the Next button. As you add
services, they are displayed in the "ltems already se-
lected" box.

10. When you are done, click the Confirm button. The Usual

Carriers, Classes and Fees screen reappears.

11. Click the button at the bottom of the screen to add
this as a new preselected class.

12. You are prompted to enter a description of the new pre-

selected class. You can accept the default or enter a new
name. Click Confirm.

13. Click the Surcharge button and the Surcharges screen

opens.

9 Surcharges i

ﬂIAllow multi selection

Account hierarchy

| Surcharge tupe

Flat Rate|

Per piece|Lnit |

%| Charged back| «

D@ CanPost - Canada Post Priority Courier

%:l CtiRgPar - Counter Regular Parcel Mo Surcharge
;;l ComRgFar - Commercial Regular ... Mo Surcharge
’;;l ComExPar - Commercial Expedite... Mo Surcharge
*%:l Criteprs - #pressPost Counter Mo Surcharge
G;l preFull - =pressPost Full Tarif Mo Surcharge o
o 3 Lib-Bock - Library Book Mo Surcharge
*%:l Airstage - Airstage Mo Surcharge
o T Stlt - Standard Letter Mo Surcharge
*;;l OthLt - Owersize Letter Mo Surcharge
o T NoCodLt - Non Coded Letter Mo Surcharge
Z;l USkxprs - USA XpressPost Full Ta.. Mo Surcharge
’;;l USStdLtr - USA Standard Letter Mo Surcharge
*%:l USOthLt - US4 Other Letter Mo Surcharge
G;l USSP - US4 Surface Parcel Mo Surcharge
’;;l USExpPrc - Expedited Parcel to ... Mo Surcharge
*Q USSmPckt - USa Suface Small ... Mo Surcharge
Z;l USPiPap - US4 Frinted Paper Mo Surcharge
’;;l USairSPk - USA Air Small Packet Mo Surcharge
*%:l IntLtr - International Letter Mo Surcharge
Z;l IntPrclS - Intemnational Suface P... Mo Surcharge
’;;l IntPreld, - International Air Parcel Mo Surcharge
*Q 15mPES - Intemational Small Pa... Mo Surcharge
Z;l 15 mPlkair - International Small Pa... Mo Surcharge

D Lint b, (] = =] ble Sl =
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14. To add a workstation surcharge to this class, click on No
Surcharge in the “Surcharge type” column and select the
surcharge from the drop-down menu.

15. Once you select the type of surcharge, click in the ap-
propriate value field for that surcharge and enter the sur-
charge amount or percentage.

Surcharge type Flat Fate| Per piece| Unit E Charged back

16. To show the amount of the class surcharge on reports,
make sure there is a check mark in the Charged back
check box.

17. Click the Confirm button, then Close.
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Adding Surcharges
to User Defined
Carriers, Classes,

and Fees

i Manage User Defined Carriers, Classes and Fees I il

Select Parameters | Configuration
| Carriers, Classes and Fees
| User Defined Carriers, Classes and Fees.

2. The Manage User Defined Carriers, Classes and Fees
screen opens.

Fostal System Default d|

%= Camiers, Claszes and Fees

Carrier Code 525
%l Uzer Clazz Code 525
~7 User Fee Code 525

(=l g8 User Carrier Code 500
’@ |dzer Clazs Code GO0

— User Fee Code 500

Enport LCloze I
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3. Click on the Surcharge button at the bottom of the screen.
The Surcharges screen opens.

4. Click on and highlight the user defined class to which you
want to add a surcharge/

5. Click on the No Surcharge in the “Surcharge Type” col-
umn and select the surcharge from the drop-down menu.

I x|

-Hl.-’-‘«llow multi selection
Account hierarchy | Surchange type | Flat Fiate|  Per pisce| Unit | %|  Charged hack)|

Eﬂ LUCCE25 - User I:amer Code 525
s Mo Surchage g1 I I A -

Eﬂ UECEDD User I:amer Ciode BO0 Mo Surcharge

------- g UCCEO0 - User Class Code 600 Flat Rate
Per piece
4

Percentage + per rangaction
Per piece + per tranzaction
Percentage + per piece
Percentage + per transaction +

6. Once you select the type of surcharge, click in the appro-
priate value field for that surcharge and type in the amount
or percentage.

I x|

-Ml.t’-‘-.llnw multi selection
Account higrarchy |Surcharge type | FIatHate| Fer piece|Unit | °/o| Charged back|

Eﬁ UCE525 Uszer Carrier Eode 525
___EEN. o

Eﬁ UCEEDD Uzer Carrier Eode 600
L u;j UCCEOD - User Clas: Code 600 Mo Surcharge

7. To show the amount of the surcharge on reports, make
sure there is a check mark in the Charged back check
box.

8. Click the Confirm button, then Close.
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10 » Working with Reports

Viewing and You can view and print reports from the Business Manager

Printing Reports Host PC. Both managers and report users can view and run
reports. For a brief description of the most common types of
reports, see [Types of Reports Availabld in this chapter.

1. Select Reports | Reports.

2. Click in the Database selection field in the main Reports
screen and choose the appropriate database.

B Reports i x|
— —Datab € electi
IWorking Database j
— Report list — Last report g

| Summar_ul Detailed I Forms I Custom Report |

Actual & Charged with Avg Cost & Time
Charged

tailcenter Perfarmance Profile by Period
Operator Performance Profile by Period
Paostage Actual & Charged

Paostage Actual & Charged by Period

Paostage Charged
Warkstation Perfarmance Profile by Period

-

Custom Report Scheduler Settings.. Frint Last report

Close |

If you want to run reports on all of the databases collected
at the master Host PC, select Consolidated. To run re-
ports from the local Host PC, select Working.

3. Inthe “Reports list” section, click on the tab to select the
type of report (Yearly by Month, Summary, etc.).

4. To run a specific report now, follow the steps here. To run
one, later, go to the section {Scheduling a Report.

5. Click on and highlight the specific report, then click in the
Settings button at the bottom of the screen.
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10 « Working with Reports

6. The next screen that appears depends on the type of

report you selected. For example, if you select Postage
Charged, under the “Yearly by Month” tab, then click on

the Settings button, the Postage Charged screen opens.

[l Postage Charged A

x|

— Minor Period Date Selection
{* |se predefined period:  03/01/04-03/31/04
{~ Use another date range
Start End
03/09/2004 x| |o3/09s2004  ~f

Change Period... |

—Account Selection

Accounts Selected: All Change... |

— Syztem Accounts

% Exclude System Accounts [report totals will reflect ranzaction adjustments)
= Include System Accounts [repart totals will match meter registers)

—Selection Options
[¥ Shaow dizabled accounts

—Account Haming
" Show Account Code

f* Show Account Name
" Show Account Description

Shova Report I Cancel

7. To change the period, click on the Change Period button.

SV61474 Rev. A
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appears.
i, Clients and Accounts - Select and sork 5'
I Dl Al " Code ¢ Mame (= Description

8. To change the accounts on which you are running the re-
port, click on the Change button in the “Account Selection”
section. The Clients and Accounts - Select and sort screen

= Buginess Manager

K & K] & RIE &

-] EE Acme Cost Center 200
=[] Software
.= [H] Praduction
. Testing
= Ej Engineering
------ [E Manufacturing
------ [ InDesign

K& & &K R KR

v Automatically select dependent accounts

Advanced Selection... I

The first time you open this screen all of the accounts
are selected as indicated by the check mark in the box

in front of each account name.

The box in front of “Automatically select dependent ac-
counts” is checked by default. This ensures that when
you select a client, all of its accounts and sub accounts

are selected.

To deselect individual accounts, click in the check
box in front of the each of the accounts to remove the

check mark.
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9.

10.

1.

« To deselect all accounts, click on the [O] button at the
top of the screen.

» To select all accounts, click on the [E] button at the top
of the screen.

For a description of the Advanced Selection feature,
see |Advanced Account Selectior] in this chapter.

Click the Close button. The Postage Charged screen reap-
pears.

To view all of the system accounts, click on the option but-
ton in front of “Include System Accounts (report totals will
match meter registers)” in the “System Accounts” section.
Refer to the [System Account Reportd section in this chap-
ter for more information.

To display the report on the screen, click on Show Report.
You can then review the report, make changes, or print it.

To schedule a report to run later, refer to the [Scheduling a

section in this chapter.

SV61474 Rev. A
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Advanced Account Selection
To begin, follow steps 1-8 in |Viewing and Printing Reportd in

this
1.

chapter.

Click on the [ button at the top of the screen to deselect
all of the accounts.

2. Click the Advanced Selection button. The Advanced
Search and Select screen appears.
Comparizaon D ata
Account Mame |E quals j I
I More
3. Select a search parameter from the Comparison drop-
down list.
4. Type the appropriate information in the Data field.
5. Click the More check box to enter additional criteria. Other-
wise, go to step 8.
6. Select And or Or from the drop-down list that appears.
7. Repeat steps 3-6 until you have finished selecting your
search criteria.
NOTE: You are allowed up to five search criteria entries.
8 Click Confirm. The accounts that corresponded with your

search criteria will be selected.

Return to step 9 in |Viewing and Printing Reportd in this chap-

ter.
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Scheduling a Report 1.

To schedule a report to run at a later date, click on the
Scheduler button at the bottom of the main Reports
screen. The Currently Scheduled Reports screen opens.

& Currently Scheduled Reports N |
— Currently Scheduled Report:
Report Scheduled Time :

= A S LIMMary! MI

n;::v.rr;a Remove report |
e
A

/AN

NN
AN
oY%}

' LCloze I
This lists the reports already scheduled to run. You can edit
or remove those reports, or add a new one.

2. To add a new report, click on the Add Report button and
the Add a Report screen opens.
‘?':Add a Report ll
— Scheduled Time
J10n7ee003 =] 3047 PM =
— Report
Account Summary
Account Summary by Carrier
Actual & Charged
Actual & Charged with dwg Cost & Time
Budget Performance
Carrier Class Fee Summary by dccount
Ean?er / Class / Fee List ;I
Edit Report Parameters
LCloze |
3. In the “Scheduled Time” section, select the data and time

you want to run the report.

SV61474 Rev. A
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4. Select the specific report in the “Report list” section.

If you want to make changes to the report, click on Edit
Report Parameters.

The screen that opens depends on the type of report. For
example, if you select Postage Charged, then click on the
Settings button, the Postage Charged screen opens.

Bromgecnraes x

— Minor Period Date Selection
% |se predefined period:  03400/04-03/31 /04 Chanage Period. .. |
™ Use another date range

Start End
03/09/2004 ~| |03/9/2004 -

—Account Selection

Accounts Selectad: All Change... |

— Spstem Accounts
{* Exclude System Accounts [report totals will reflect transaction adjustments)
" Include Svstem Accounts [repart totals will match meter registers)

—Selection Options
[¥ Show dizabled accounts

—Account Naming
= Show Account Code

% Show Account Name
" Show Account Description

Shaow Repart I Cancel |

To change the period, click on the Change Period button.
If you need to modify the accounts you want to view, click
on the Change button in the “Account Selection” section.

Follow the procedure for modifying accounts as described
in |Viewing and Printing Reportd in this chapter.

When you are done, click the Save button.

Click Confirm. The report now appears in the Currently
Scheduled Reports screen.

Click Close to exit.
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Types of Reports You can view all of the report types available by clicking on
Available each of the four tabs in the main Reports screen.

To get to the main Reports screen, select Reports | Reports.

The following sections list the main types of reports and pro-
vides brief descriptions of the main types.

To create reports for the special system accounts, refer to the
[System Account Reportd section in this chapter.

Yearly by Month Reports

Refer to the table following the Yearly by Month screen for a
brief description of the Yearly reports.

x

— Datab Cal
IWUrking D atabase j

— Last report g ted

Actual & Charged with Awg Cost & Time
Charged

tailcenter Perfarmance Profile by Period
Operator Performance Profile by Period
Paostage Actual & Charged

Paostage Actual & Charged by Period
Paostage Charged
Warkstation Perfarmance Profile by Period

-

Custom Repart Scheduler Settings.. Frint Last repart

Close I
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Description of Yearly by Month Reports

Actual & Charged

For all accounts selected, this shows the carrier, class, number
of pieces, total cost, and total charged.

Actual & Charged with
Avg Cost & Time

For all accounts selected, this shows all charges to those ac-
counts grouped by account, carrier, class, number of pieces,
total amount charged, average cost/piece, and the total time.

Charged For all accounts selected, this shows all charges to those
accounts grouped by carrier, class, number of pieces, and total
amount charged.

Mailcenter This shows a comparison of mailroom actual versus expected

Performance Profile performance by subperiod and includes: the period, meter,

by Period meter pieces, total cost, total charged, average cost/piece,

average pieces/hour, standard machine pieces per hour, and a
performance vs. standard index.

Operator Performance
Profile by Period

This shows a comparison of operator actual versus expected
performance broken down by subperiod and includes: opera-
tor, period, meter hours, meter pieces, average pieces/hour,
standard machine pieces/hour, and a performance vs. stan-
dard index.

Postage Actual &
Charged

For all accounts selected, this shows all charges to those
accounts and includes: the account, pieces, total cost, and
total charged.

Postage Actual &
Charged by Period

For all accounts selected, this shows all charges to those
accounts and includes: the account, pieces, total cost, and
total charged for both the date range you select, and up
through the current date from the beginning of the major
accounting period.

Postage Charged

For all accounts selected, this shows the account, pieces, and
total charged

Workstation
Performance Profile
by Period

This shows a comparison of workstation actual versus ex-
pected performance broken down by subperiod and includes:
workstation, machine type, period, meter hours, average
pieces/hour, meter pieces, standard machine pieces/hour, and
a performance vs. standard index.

10-10
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Summary Reports

Refer to the table following the Summary screen for a brief de-

scription of the Summary reports.

Bewos

— Datab € alect
IWUrking D atabase j
— Repoit list
Tearly by kont i etailedl Formsl Custom Hepolt'

b Surnmary
Account Surmmany by Carrier

Budget Performance

Carrier Clasz Fee Summary by Account
Carrier/Clags Surarmary

Dik "wfeight Break by Account-Carier-Class
Dik "wfeight Break by Carrier Class

Job Summarny

Meter Accaunting

teter Discrepancy

Meter Reconciliation Summary )
teter Summary

Operator Performance Profile

|»

Operator Summary ;I

— Last report g

EEL LT

Custom Repart Scheduler Settings.. Frint

Last repart

Close I

Scroll down to see the other reports.
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Description of Summary Reports

Account Summary

For all accounts selected, this summarizes all costs for each
account and includes: the account, pieces, the total cost, sur-
charge amount, total charged, and the weight for both the date
range you select, and up through the current date from the
beginning of the major accounting period.

Account Summary by
Carrier

For all accounts selected, this summarizes all costs for each
account and includes: the carrier, the account, pieces, the total
cost, surcharge amount, and the total charged, for both the
date range you select, and up through the current date from
the beginning of the major accounting period.

Budget Performance

For all accounts selected, this provides a summary of all costs
accounted summarized by account compared to the budget
for that account. It includes: the account name, budget, total
charged, variance and percent of budget spent for both the
date range you select, and up through the current date from
the beginning of the major accounting period.

Carrier Class Fee
Summary by Account

For all accounts selected, this includes: the account name, the
carrier and class, pieces, total cost, surcharge amount, and to-
tal charged for both the date range you select, and up through
the current date from the beginning of the major accounting
period.

Carrier Class
Summary

For all accounts selected, this includes: the carrier, the class,
pieces, total cost, surcharge amount, and total charged for
both the date range you select, and up through the current
date from the beginning of the major accounting period.

Weight Break by
Account-Carrier-Class
(DM Series™ Digital
Mailing Systems Using
W-O-W™ Mode Only)

For all accounts selected, this includes: the account, the car-
rier, the class, the weight, the pieces and the total cost for
both the date range you select, and up through the current
date from the beginning of the major accounting period. It also
includes subtotals for each class and carrier.

Weight Break by
Carrier Class

(DM Series™ Digital
Mailing Systems Using
W-O-W™ Mode Only)

For all accounts selected, this includes: the carrier, the class,
the weight, the pieces and the total cost for both the date
range you select, and up through the current date from the
beginning of the major accounting period. It also includes sub-
totals for each account, class, and carrier.

10-12
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Description of Summary Reports (continued)

Job Summary This provides an overview of all costs accounted summarized
by job and includes: the job name, pieces, total cost, sur-
charge amount, and total charged for both the date range you
select, and up through the current date from the beginning of
the major accounting period.

Meter Accounting This provides an overview of all costs charged on a particu-
lar meter, including adjustments (edits). The report includes:
the meter serial number, workstation, amount adjustments
(original amount, additions amount, subtractions amount, net
amount), and pieces adjustments (original pieces, additions
pieces, subtractions pieces, net pieces).

Meter Discrepancy This lists all meter discrepancies detected by the system. It
includes: the meter, date, time, pieces, Ascending Register
amount (old reading, new reading, discrepancy). You can also
modify the report to sort by account, operator, or workstation.

Meter Reconciliation This provides a comparison of the amount of funds debited
Summary from a meter and all costs charged to that meter. The amounts
should be identical. It includes: the meter serial number, As-
cending Register (start, end), pieces (start, end), meter data
(pieces, cost), and accounting data (pieces, cost).

Meter Summary This provides a summary of all the costs charged to the me-
ters. It includes: the meter serial number, pieces, total cost,
surcharge amount, total charged, and cost/piece for both the
date range you select, and up through the current date from
the beginning of the major accounting period.

Operator Performance | This shows a comparison of operator actual versus expected
Profile performance broken down by workstation and includes: op-
erator, workstation, machine or system type (e.g., DM500™),
meter hours, meter pieces, average pieces/hour, standard
machine pieces/hour, and a performance vs. standard index.

Operator Summary This provides a summary of all the costs generated for the
operators. It includes: the operator name, pieces, total cost,
surcharge amount, total charged for both the date range you
select, and up through the current date from the beginning of
the major accounting period.
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Description of Summary Reports (continued)

Workstation
Performance Profile

This shows a comparison of workstation actual versus ex-
pected performance broken down by workstation and includes:
workstation name, machine or system type (e.g., DM500™),
meter hours, meter pieces, average pieces/hour, standard
machine pieces/hour, and a performance vs. standard index.

Workstation Setup

This report lists all workstations that defined for Business
Manager along with their properties. It includes: workstation
ID, workstation name, workstation type, base model, standard
throughput, and workstation status (enabled or disabled).

Workstation Summary

This provides a summary of all the costs charged to the
workstations. It includes: workstation name, pieces, total cost,
surcharge amount, and total charged, for both the date range
you select, and up through the current date from the beginning
of the major accounting period.

10-14
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Detailed Reports

The detailed reports provide you with information about trans-
actions and groups them by accounts, operators, meters,
workstations, jobs and carriers and classes.

Refer to the table following the Details report screen for a brief
description of the Detail transaction reports.

Bi Reports x|
E 1 - % 2 w= D h < al, =
IW’orking Database j
— Report ligt — Last report d

“fearly by Monthl Summary | DEtai!Eﬂ_El Farms I Custom Report |

Edited Transactions by Account
Meter Reconciliation Detail
Tranzactions by Account
Tranzactions by Carrier Class Fees
Tranzactions by Job
Tranzactions by Meter
Transactions by O perator
Tranzactions by Time
Tranzactions by ‘Workstation
Tranzactions Dimensional List

—

Cuztom Repart Scheduler Settings.. Frint Last repart

Cloze |
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Description of Detailed Reports

Edited Transactions
by Account

For all accounts selected, this summarizes all costs for each
account that has been edited (for example, when the num-
ber of pieces for a transaction assigned to an account are
changed). This report includes: the date, workstation name,
operator name, carrier, class, time (start, end, and total),
pieces, total cost, surcharge amount, and total charged.

Meter Reconciliation
Detail

This provides a detailed comparison of the amount of funds
debited from a meter and all costs charged to that meter. It
includes: the meter serial number, Ascending Register (start,
end), pieces (start, end), meter data (pieces, cost), and ac-
counting data (pieces, total cost).

Transactions by
Account

This lists all of the transactions grouped by account and by
operator. It includes: the date, the account, workstation, opera-
tor, carrier, class of service, time (start, end, and total time),
pieces, total cost, surcharge amount, and total charges.

Transactions by
Carrier Class Fees

This lists all of the transactions grouped by carriers. It in-
cludes: the carrier, class and fee, workstation, operator, date,
time (start, end, and total time), pieces, total cost, surcharge
amount, and total charges.

Transactions by Job

This lists all of the transactions grouped by jobs. It includes:
the date, job, workstation, operator, carrier, class, time (start,
end, and total time), pieces, total cost, surcharge amount, and
total charges.

Transactions by Meter

This lists all of the transactions grouped by meters. It includes:
the date, meter, operator, carrier, class, time (start, end, and
total time), pieces, total cost, surcharge amount, and total
charges.

Transactions by
Operator

This lists all of the transactions grouped by operator. It in-
cludes: the operator, job, date, workstation, carrier, class, time
(start, end, total), pieces, total cost, surcharge amount, and
total charges.
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Description of Detailed Reports (continued)

Transactions by Time

This lists all of the transactions in chronological order, begin-
ning with accounts. It includes: the account, operator, carrier,
class/fee, date, time (start, end, total), pieces, total cost, and
total charges.

Transactions by
Workstation

This lists all of the transactions grouped by workstation. It
includes: the workstation, date, operator, carrier, class, time
(start, end, total), pieces, total cost, surcharge amount, and
total charges.

Transactions by
Dimensional List

You can use this report for those systems that can switch class
within a series of transactions. For example, if your system
has W-O-W™ (weigh on the way) and the class changes due to
a change in weight that requires a different class. This report
lists all of the classes for each transaction. The report includes:
the transaction ID, account, carrier, class/fee, date, time (start,
end, total), pieces, total cost, surcharge amount, and total
charges.

SV61474 Rev. A
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Form Reports
The forms reports provide you with system information about
your meters, accounts, operators and system settings.

Refer to the table following the Forms report screen for a brief
description of the Forms reports.

B Reports x|
— W PP s || =D atah © alech
IWorking Database j
1l
— Report ligt — Last report d

rearly by Munthl Summary | Detailed FU”“S Custom Hepulll

22 Py B

Carrie = List
Hierarchical Account List

Operator Settings
Syatem Parameters

Custom Repart Scheduler Settings.. Frint Last repart
Cloze I
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Description of Forms Reports

Carrier/Class/Fee List

This report lists all carriers, classes, and fees defined in the
system along with their properties. It includes: carrier name,
status, class/fee (name, class, fee, meterable, status, user
defined).

Hierarchical Account

This report lists all accounts defined in the system along with

List some of their properties. It includes: account name, account
description, budget assigned (yes/no), and password required
(yes/no).

Operator Settings This report lists all users defined in the system along with their

properties. It includes: operator login, operator name, access
level, and status.

System Parameters

This includes a list of all the system variables and their current
values.

SV61474 Rev. A
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System Account
Reports

You can view the special system accounts that Business Man-
ager creates when you void or modify transactions.

This allows you to view all charges made against your meter
register including those charges that were voided or modified
as well as those charged to specific accounts. If you void a
transaction, the charges for each mail piece are still subtracted
from your meter register even though they will not appear as
charges against the account.

To view the system accounts, follow the procedure here.

1.
2.

Select Reports | Reports.

Click in the Database selection field in the main Reports
screen and choose the appropriate database.

In the “Reports list” section, click on the tab to select the
type of report (Yearly by Month, Summary, etc.).

Click on and highlight the specific report, then click in the
Settings button at the bottom of the screen.

The next screen that appears depends on the type of
report you selected. For example, if you select Postage
Charged, under the “Yearly by Month” tab, then click on
the Settings button, the Postage Charged screen opens.
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Bromgecnraes x

— Minor Period Date Selection
% |se predefined period:  03400/04-03/31 /04 Chanage Period. .. |
™ Use another date range

Start End
03/09/2004 ~| |03/9/2004 -

—Account Selection

Accounts Selectad: All Change... |

— Spstem Accounts
{* Exclude System Accounts [report totals will reflect transaction adjustments)
" Include Svstem Accounts [repart totals will match meter registers)

—Selection Options
[¥ Show dizabled accounts

—Account Naming
= Show Account Code

% Show Account Name

" Show Account Description

Shaow Repart I Cancel |

6.
7.

10.

1.

To change the period, click on the Change Period button.
If you need to modify the accounts you want to view, click
on the Change button in the “Account Selection” section.

Follow the procedure for modifying accounts as described
in [Viewing and Printing Reportd in this chapter.

Click on the option button in front of “Include System Ac-

counts (report totals will match meter registers)” in the
“System Accounts” section.

To display the report on the screen, click on Show Report.
You can then review the report, make changes, or print it.
To run a report later, click on the Scheduler button at the
bottom of the main Reports screen and follow the proce-
dure for scheduling reports as described in
Report]in this chapter.

All voided and/or modified transactions are listed under the
system account name, 00007.

SV61474 Rev. A
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Matching
AccuTrac™ HT
Mail Accounting
System Reports
to Business
Manager Reports

If you have imported your AccuTrac™ HT mail accounting sys-
tem accounts into Business Manager and want to print reports
similar to those you printed on AccuTrac™ HT system refer to
the table here to see the Business Manager reports that are
similar to your old AccuTrac™ HT system reports.

This table lists all of the AccuTrac™ HT system reports grouped

by tab and the corresponding Business Manager reports and

their type.

AccuTrac™ HT Mail
Accounting System Report

Business Manager Report

Business Manager
Report Type

System/Setup Reports:

Account Setup Report

Hierarchical Account List

Forms

Carrier List - AccuTrac™ HT
Defined

Carrier List - User
Defined

Carrier/Class/List - AccuTrac™
HT Defined

Carrier/Class/List - User
Defined

Carrier Special Fee List -
AccuTrac™ HT Defined

Carrier Special Fee List -
User Defined

Carrier Class Fee List

Forms

Host Parameters

System Parameters

Forms

Machine Setup Report

Workstation Setup

Summary

MDS Global Parameters

NA

NA

Operator Setup

Operator Settings

Forms

Sub Account Setup

Hierarchical Account List

Forms
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AccuTrac™ HT Mail

Business Manager Report

Business Manager

Accounting System Report Report Type
Mailroom:

Mailroom Machine Accounting | Meter Accounting Summary
Mailroom Class Charge NA NA
Profile

Mailroom Class Charge Pro- | Carrier Class Summary Summary
file by Period

Mailroom Performance Profile | Mailcenter Performance by Yearly

by Period Period

Meter Discrepancy Report Meter Discrepancy Summary
Meter Status Report Meter Reconciliation Summary | Summary
Unverified Transaction Report | NA NA

AccuTrac™ HT Mail

Business Manager Report

Business Manager

Accounting System Report Report Type
Machines:

Machine Performance Profile | Workstation Performance Yearly

by Period with Machine Totals | Profile by Period

Machine Performance Profile | Workstation Performance Summary
with Machine Totals Profile

Terminal Transaction Report Transactions by Workstation Detailed

SV61474 Rev. A
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AccuTrac™ HT Mail

Business Manager Report

Business Manager

Accounting System Report Report Type
Invoices:

Account Class Charge Profile | Actual & Charged with Average | Yearly
Invoice Cost and Time

Account Class Total Charge Charged Yearly
Profile Invoices

Postage Expense Chargeback | Postage Actual & Charged Yearly
Invoice

Total Postage Expense Postage Charged Yearly

Chargeback Invoice

AccuTrac™ HT Mail

Business Manager Report

Business Manager

Accounting System Report Report Type
Operators:

Operator Performance Profile | Operator Performance Profile | Yearly

by Period with Operator Total | by Period

Operator Performance Profile | Operator Performance Profile | Summary
with Operator Total

Operator Transaction Report | Transactions by Operator Detailed

AccuTrac™ HT Mail

Business Manager Report

Business Manager

Accounting System Report Report Type
Jobs:
Job ID Account Transaction Transactions by Job Detailed

Report

Job ID Transaction Report

Transaction Report

10-24
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AccuTrac™ HT Mail

Business Manager Report

Business Manager

Accounting System Report Report Type
Accounts:

Account Class Charge Profile | NA

Account Class Charge Profile | Carrier Class Fee Summary by | Summary
by Period Account

Account Transaction Report Transactions by Account Detailed
Edited Account Transaction Edited Transactions by Detailed
Report by Transaction Code Account

Performance vs. Budget Budget Performance Summary
Analysis Report

Postage Expense Chargeback | Postage Actual & Charged Yearly
Report

Postage Expense Chargeback | Postage Actual & Charged by | Yearly
Report by Period Period

Total Postage Expense Postage Charged Yearly

Chargeback Report
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About Custom
Reports

You can design your own report formats using the Business
Manager custom reports tool. This tool allows you to select
the type of report you want to create (detail, summary, system
administration) as well as select the fields of information you
want to appear in the report.

Before you begin creating a custom report, it's a good idea to
sit down and sketch out your report design on a piece of pa-
per. Creating this “draft” gives you the opportunity to:

* Create a list of fields that you want to appear in the report
and ensure you have included all of the fields you will
need.

* Decide what order you want the fields to appear on the
page.

* Decide if you want any groupings in your report.

* Decide what, if any, totals you want to print in your report.

Refer to [Chapter 10, Working with Reportd for information on
viewing, printing, or scheduling custom reports.

Refer to {mporting and Exporting Custom Report Templates in
Chapter 12 for information on importing and exporting custom
report templates.
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Creating a Custom
Report

Custom reports are accessible from the Reports screen. ltis
important to follow the steps listed in the sections below in the
order they appear in this guide.

+ Belecting the Database|

+ Belecting the Report Typd|.

+ Belecting the Fieldd.

+ Belecting Filterd.

+ Belecting the Date Range|.

+ Belecting Report Options.

+  Advanced Filtering Options.

+ Belecting Grouping and Sort Order.

+  Formatting the Repord.

+ Naming, Printing and Saving the Repord.

SV61474 Rev. A
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Selecting the
Database

1.

Select Reports | Reports.

The first step in creating a custom report is to select the data-
base.

2. Click in the Database selection field in the main Reports

screen and select Working.

NOTE: Custom Reports only work with the Working database.

I\Mmking Database j

— Report list

[elete Report
Export Report Template
Impart Report Template

“reatly by Month I Summary | Detsiled | Forms | Custom Report |

Actual & Charged with Awg Cost & Time

Charged

Mailcenter Performance Profile by Period
Operator Perfarmance Profile by Period
Puostage Actual & Charged

Postage ctual & Charged by Period
Puastage Charged

W orkstation Performance Profile by Period

Add Repart
Edit Report

Scheduler Settings... Print

a

- Datab: Selecti

— Last report

3. Click the Custom Report button and select Add Report.
The [Select Report Type screen opens.
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Selecting the Report
Type

Business Manager allows you to choose from one of three

report types: Detail, Summary, and System administration re-

port.

1. Select the report type by clicking the appropriate radio but-
ton.

. Custom Wizard - Select Report Type i 5'

[ Select Report Type

‘What type of report shauld this be?

¢ Detail report
€ Summary repart

™ System administration report

Cancel < Frevious est » Firish |

If you select System T o
administration report,

Select report bpe

Jobs

- i D
a drop down IISt app.ears' WD;L?gtsions
Choose the appropriate i 8
Carriers

report type from the list.

Syztern Admin D ata

2. Click Next > to continue. The [Select Field screen opens.
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Selecting the Fields The Select Fields screen allows you to select data fields you
want to include in your custom report.

FIELD SELECTION NOTES:

* The list of available fields will vary, depending upon the report
type you select.

*  Click the Common Fields radio button to select from a list of
the most commonly used available fields.

* Click the All Fields radio button to select from the entire list of
available fields.

1. Select the fields by clicking on each appropriate field
name. (A check mark will appear next to the field name
once it has been selected.)

i Custom Wizard - Select Field ! x|

—Available Fieks ~Selected Fields

& Common Fields € All Fields

I Client Name

I Account Name

I Subdccount Name
I SubSubdecourt Name
™ User Login

I User Name:

™ Jab Code

™ Jab Mame:

I workstation

™ beer
™ Canier Name [short] Add
™ Canier Name [long]

™ Class Mame (short) -

™ Class Mame (long) Remove

™ Transaction Type

™ Number of Pieces

™ Total Base Postage

I Totsl Fees

™ Total Chargedfwith active surcharges]
™ Total Surcharge

™ StartDate

I ErdDate

™ Total Charged(with all surcharges]

Cancel | <F‘levious| Next » I Firish

2. Click the Add button. The fields you selected will be
moved from the Available Fields list to the Selected Fields
list.

3. To remove a field from the Selected Fields list, click on the

field name and click the Remove button. The field you se-
lected will reappear in the Available Fields list.

4. Click Next > once you have finished making your field se-
lections. The [Select the fields to filtef screen opens.
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Selecting Filters

Afilter is a set of rules used to select a group of records from
your database to be displayed or printed on a report.

There are many examples of why you might want to use a
filter. For example, you might want to create a report showing
all transactions that were entered during a specific date range
(e.g., between April 1 and April 15) that does not exactly match
a standard week, month or other period. Or you might want to
create a report that shows you all the transactions that were
entered for a group of Accounts during the current month.

Business Manager allows you to select account, operator, job,
workstation, meter, carrier, and/or numeric filters.

FILTER SELECTION NOTES:

*  You do not need to select a filter in order to create a custom
report. Simply click the Next > button and continue on to the
next section in this guide.

» The list of available filters will vary, depending upon the report
type and fields you select.

1. Select the field(s) to filter by clicking on the appropriate
check box(es).

i Custom Wizard - Specify Filter i x|

—Select the fields to filter[opt

[ Accounts
[ Humeric filter

Cancesl | <F|ev|uus| Next > I Finish

2. Once you finished making your filter selections, click
Next >. The {Select a Date Rangd screen opens.
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Selecting the Date
Range

There are three methods you can use to select a date range:
Use a predefined period, Select Relative Date, and Use an-

other Date Range. Refer to the appropriate section for specific
date range selection information.

i Custom Wizard - Select Date i

—Select Date Range

~Date S electk

{1+ Use predefined period

" Select Relative Date

11/01/2004-11./30/2004

Change Period

ITnday

" Use another Date Range
StartDate

]

EndDate:

11419/2004

| I=|

[1121972004

Cancel < Previous Next » Firish

Use a predefined period
This option allows you to select from a list of date ranges

based upon the accounting periods you have set up on your
system.

Click the Use predefined period radio button.
Click the Change Period button. The Period Selection dia-

1.
2.

log box appears.

Select the appropriate
date range from the drop-
down list.

Click Close.

Once you have made
your date range selection,
click Next >. The Eelect|
Options for Report|screen
opens.

78 periodselection i

Sub 1

X

Period type :

Select Period

08./05/2004 -
08/05/2004 -
11405/2004 -
02/05/2005 -
05/05/2005 -

11/04,/2004
11./04/2004
02/04,/2005
05/04,/2005
08/04,/2005

[ |

11-8

SV61474 Rev. A



11 « Custom Reports

Select Relative Date

This option allows you to select a date based on its relation-

ship to the current date. For example, you can select today,

this week, this month, etc.
1. Click the Select Relative Date radio button.

2. Select the appropriate option from the drop-down list.

3. Once you have
made your date
range selection,
click Next >. The

Select Options for|

Report| screen

opens.

% Select Relative Date

I Today

= Use anat Yesterday
This sub-period
Last sub-penod
This week
Last week
Thiz 4-week period
Last 4-week period

Use another Date Range
This option allows you to select a unique date range, one that
is not predefined by the system, or relative to the current date.

1. Click the Use another Date Range radio button. The Start
Date and End Date drop-down lists appear.

2. Select the
appropriate date
from the Start
Date drop-down
calendar. You can
use the left and
right arrow but-
tons to scroll from
month to month.

3. Click on the End Date drop-down list and select the ap-

(¢ Use another Date Range
StartD ate EndDate

[11719/2004  ~|
n Hovember, 2004
Sun Mon Tue Wed Thu Fri Sat

11/19/2004

31 1 2 3 4 5 6
7 8 9 10 11 12 13
14 15 16 17 18 &E® 20
21 22 23 24 25 26 27
26 29 30 1 2 3 4
5 6 7 8 9 10 N

T Today: 11/19/2004

[

propriate date. Use the left and right arrow buttons to scroll

through the calendar.

Once you have made your date range selection, click

Next >. The [Select Options for Report screen opens.
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Selecting Report The Select Options screen allows you to choose which trans-
Options actions and/or accounts are displayed in your report.

NOTE: The list of available options will vary, depending upon the

report type you select.

[ custom Wizard - Select Dption i x|

—Select Dptions for R eport

R

tion Options

¥ Show nomal transactions

¥ Show edited transactions

¥ Show discrepant ransactions

—SystemA Options:

' Exclude System Accounts [report totals will ieflect transaction adjustments)

" Include System Accounts [report tatals will match meter registers]

Cancel | < Previous | Next » | Firish |

1. You can select any single option or all of the options listed
under Selection Options, when the Selection Options sec-

tion is present on the screen.

2. You can include or exclude system reports by clicking on

the appropriate radio button.

* Including system reports will result in report totals that
match the meter registries.

»  Excluding system reports will result in report totals
that reflect any transaction adjustments you may have

made.

3. Click Next >. If you are usin
screen will appear. Refer to

filters, the appropriate filter

dvanced Filtering Options in

this chapter for more information. Otherwise, go to

[Selecting Grouping and Sort Orderl|in this chapter.
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Advanced Filtering
Options

NOTE: This section
applies only if you

are using filters (see
n i
chapter). The screens
that appear will de-

pend upon the filters
you selected.

If you are not using
filters, continue to
Selecting Grouping|

and Sort Ordej in this

chapter.

Filtering Accounts

The Select Accounts screen allows you to select the accounts
on which you are running the report. The first time you open
this screen all of the accounts are selected. The box in front

of “Automatically select dependent accounts” is checked by
default. This ensures that when you select an account, all of its
sub accounts and sub-sub accounts are selected.

x
SelectA
ID dl i~ Code (¢ Mame ¢ Description
[=1 Business Manager 1=
=3
s [T1] 200008
~E1[0] Acme Cost Center 100

i ActPay
- [ HR
- [] Graphics
B ActRec
-1 [] Acme Cast Center 200

W RS RS]E RS SR

i B IE‘ Software

| 3[E Production

i e [E]] Testing

11 e =i
IV Automatically select dependent accounts Advanced Selection... I

[ Selection Opbon

[V Show disabled accounts

Cancel | <F‘levious| MNext » I Firish |

1. To deselect individual accounts, click in the check box
in front of the each of the accounts to remove the check
mark.

2. To deselect all accounts, click on the [0 button at the top of

the screen.

3. To select all accounts, click on the [E button at the top of
the screen.

4. The Advanced Selection feature allows you to search for

and select accounts from your account list. Refer to the
Advanced Account Selectior] section in this chapter for
more information.

5. Click Next>. If you are using any additional filters, the ap-
ropriate filter screen opens. Otherwise, continue to the
Selecting Grouping and Sort Orderlsection in this chapter.
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Filtering Operators

The first time you open this screen, none of the operators are
selected, as indicated by the empty check boxes in front of
each operator name.

The box in front of “Show disabled operators” is checked by
default. This ensures that all operators on the system appear
in the list.

[/ custom Wizard - SelectOperator B x|

~SelectD

1 Default Pitney Bowes service
[ Default administrator

[ david

] First Shift Operatar

[ Bill

Advanced Selection ... |

—Selection O pion

W Show disabled operators

Cancel | <F|ev|uus| Next > I Firish |

To select individual operators, click in the check box in
front of each of the operator names to create a check
mark.

To deselect all operators, click on the [0 button at the top
of the screen.

To select all operators, click on the [E button at the top of
the screen.

The Advanced Selection feature allows you to search for
and select operators from your operator list. Refer to the
{Advanced Selection (All Other Filters) section in this chap-
ter for more information.

Click Next>. If you are using any additional filters, the ap-
ropriate filter screen opens. Otherwise, continue to the
Selecting Grouping and Sort Ordef section in this chapter.
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Filtering Jobs

The first time you open this screen, none of the jobs are se-
lected, as indicated by the empty check boxes in front of each
job name.

¥ Custom wizard - Selectob x|

~SelectJobs

] Sample Job &
[] Sample Job B
[] Sample Job C

Advanced Selection |

Cancel | <F’|evinus| est » I Firish |

1. To select individual job, click in the check box in front of
each of the job names to create a check mark.

2. To deselect all jobs, click on the @ button at the top of the
screen.

3. To select all jobs, click on the [F] button at the top of the
screen.

4. The Advanced Selection feature allows you to search for

and select jobs from your job list. Refer to the

[Selection (All Other Filters) section in this chapter for more
information.

5. Click Next>. If you are using any additional filters, the ap-
ropriate filter screen opens. Otherwise, continue to the
Selecting Grouping and Sort Ordef section in this chapter.
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Filtering Workstations

The first time you open this screen, none of the workstations
are selected, as indicated by the empty check boxes in front of
each workstation name.

The box in front of “Show disabled workstations” is checked by
default. This ensures that all workstations on the system ap-
pear in the list.

¥ Custom Wizard - SelectWorkstation ) x|
[~ Select Workstati
[
] BM-ERIKA
11239
Advanced Selection |

[ Selection O phon

¥ Show disabled workstations

Cancel | <F’|evinus| est » I Firish |

1. To select individual workstations, click in the check box
in front of each of the operator names to create a check
mark.

2. To deselect all workstations, click on the @ button at the
top of the screen.

3. To select all workstations, click on the [ button at the top
of the screen.

4. The Advanced Selection feature allows you to search for
and select workstations from your workstation list. Refer
to the Advanced Selection (All Other Filters) section in this
chapter for more information.

5. Click Next>. If you are using any additional filters, the ap-
ropriate filter screen opens. Otherwise, continue to the
Selecting Grouping and Sort Ordef section in this chapter.
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Filtering Meters

The first time you open this screen, none of the meters are se-
lected, as indicated by the empty check boxes in front of each
meter name.

The box in front of “Show disabled meters” is checked by de-
fault. This ensures that all meters on the system appear in the
list.

«
~SelectMeter
[
[ 600
[] 1000035
Advanced Selection |

[ Selection O phon

¥ Show disabled meters

Cancel | < Previous | est » I Firish |

1. To select individual meters, click in the check box in front of
each of the operator names to create a check mark.

2. To deselect all meters, click on the @ button at the top of
the screen.

3. To select all meters, click on the [E button at the top of the
screen.

4. The Advanced Selection feature allows you to search for
and select meters from your meter list. Refer to the
{Advanced Selection (All Other Filters) section in this chap-
ter for more information.

5. Click Next>. If you are using any additional filters, the ap-
ropriate filter screen opens. Otherwise, continue to the
Selecting Grouping and Sort Ordef section in this chapter.
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Filtering Carriers
The first time you open this screen, none of the carriers are
selected, as indicated by the empty check boxes in front of
each carrier name.

The box in front of “Show disabled user-defined carriers” is
checked by default. This ensures that all user-defined carriers
on the system appear in the list.

L8 custom wizard -Selectcarnier ]
~Select Carrier
[l

L[] CanPost

L[] CAR_LOG

L1 CPR

[ DHL

L] DM

[ FEDEX

CC1Ics

L] Incent

L1 INTERPOST

L] LMS

O] LTL_CAR

[ (] OtherCar

L] PROG_CAR

L] Pura

L1 RPS

(] SPEE DEE
Advanced Selection |

[ Selection 0 phon

¥ Show disabled user-defined carriers

Cancel | <F’|evinus| est » I Firish |

To select individual carriers, click in the check box in front
of each of the operator names to create a check mark.

To deselect all carriers, click on the [0 button at the top of
the screen.

To select all carriers, click on the [ button at the top of the
screen.

The Advanced Selection feature allows you to search for
and select carriers from your carrier list. Refer to the
{Advanced Selection (All Other Filters) section in this chap-
ter for more information.

Click Next>. If you are using any additional filters, the ap-
ropriate filter screen opens. Otherwise, continue to the
Selecting Grouping and Sort Ordef section in this chapter.
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Filtering Numeric Fields

[ custom wizrd -selectumenriters X
r— Select Numeric fields to filter on [opii

— Mumeric: Filker
Fields Comparison WYalue
I - | =l

IAND 'I
| = =]

IAND 'I
| =] =]

Cancel | <F‘levious| MNext » I Firish

1. Select a field to filter from the Fields drop-down list.

NOTE: Only the numeric fields you selected will appear in this
drop-down list.

2. Select the appropriate options from the Comparison drop-
down list. The options are: Equals, Is Greater Than, Is
Less Than, or Does Not Equal.

3. Type the appropriate value in the Value field.

4. If you will be adding additional filter parameters, select ei-
ther AND or OR from the drop-down list.

5. Repeat steps 1-4 until you have finished entering the nu-
meric filter information.

6. Click Next>. The [Selecting Grouping and Sort Ordef
screen opens.
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Advanced Account Selection
Follow the steps below to filter accounts.

1.

Click on the [ button at the top of the screen to deselect
all of the accounts.

2. Click the Advanced Selection button. The Advanced
Search and Select screen appears.
Comparizon Data
Account NamEIEquaIs j I
I More
3. Select a search parameter from the Comparison drop-
down list.
4. Type the appropriate information in the Data field.
5. Click the More check box to enter additional criteria. Other-
wise, go to step 8.
6. Select And or Or from the drop-down list that appears.
7. Repeat steps 3-6 until you have finished selecting your
search criteria.
8 Click the Confirm button. The information that corre-

sponds with your search criteria will be selected.
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Advanced Selection (All Other Filters)
Follow the steps below to filter operators, jobs, workstations,
meters, or carriers.

1. Click the Advanced Selection button. The Select Filter
Criteria screen appears.

x

—SelectFilter Criteria

Field Hame Comparison Data

——

Operator

[~ More AND

Search | Close |

2. Select a search parameter from the Comparison drop-
down list.

3. Type the appropriate information in the Data field.

4. Click the More check box to enter additional criteria. Other-
wise, go to step 8.

5. Select And or Or from the drop-down list.

6. Repeat steps 2-5 until you have finished selecting your
search criteria.

7. Click the Search button. A dialog box will appear indicating
the number of matches found on the system.

8. Click OK.

9. Click the Close button. The information that corresponded
with your search criteria will be selected.
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Selecting Grouping The Grouping and Sort Order screen allows you to specify

and Sort Order how the information in the report will be sorted. You can select

the field(s) you want to group by, and the order you want the
groupings to appear. (For example, first group by account,

then by sub account, then by sub sub account.)

If you do not want to specify a field for grouping, click Next >.

GROUPING AND SORT ORDER NOTES:

* The list of available options in the drop-down lists will vary,

depending upon the fields you select.

* This is an optional selection.

[ Custom Wizard - Grouping And Sorting )
—Specify grouping and sort order [opt
—Firstgroupby.
I j ¢ pAgcending sort order
" Descending sort order
—Thenby...
I j & Lscending sort order
7 Descending sort order
—Thenby.
I j & Secending sort order
= Descending sort order
—Thenby...
I j & Lscending sort order

) Descending sort order

—Thenby.

& Secending sort order
£~ Descending sort order

Cancesl | <F|ev|uus| Next > I

1. Select a field from the drop-down list.
2. Select the sort order by clicking the appropriate radio but-

ton.

» Ascending order means smallest to largest (1 to 9,

Ato 2Z).

» Descending order means largest to smallest (9 to 1,

Z1toA).

3. Click Next > once you have finished selecting the grouping

and sort options. The |Report Layout screen opens.
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Formatting the
Report

I CustomWizard - Report Layout

Add Selected Field
Add Text

Add Image

Add Line

Add Summary Field
Add PageBreak.

The Report Layout screen allows you to create a customized
layout for your report. You can:

Select your page settings (height, width, and margins),
Specify where the fields appear on the page, |

Add labels and column headings)

Insert graphics, |

Add summary information (e.g. totals, subtotals))

Draw lines| and

Insert page breaks.

[asial

[ o

R - I R S T T - T S S I T

J El ReportHeader

j [E] PageHeader

ﬂ B accountiameGroupHeader

ﬂ B petail

j [E] AccountMameGroupFooter

ﬂ [ PageFooter

4

r
PageSettings | Presvigw

Cancel I <Prewous| Hext > | Finish I

NOTE: You can preview your report at any time by clicking the
Preview button.

SV61474 Rev. A
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Selecting the Page Settings

The first thing you want to do when creating a report is select

the page settings.

1. To access the page settings, click the Page Settings but-
ton on the Report Layout screen. The Page Settings dialog

box opens.
x|
— Page Settings
Orientation % Landscape i~ Potrait
Print idth [i1o =
Top Margin [1.0 =
Bottam kargin [1.0 =
Left Margin [0 =
Right Margin [ia =
Ok |

2. Select the paper orientation by clicking either the Land-
scape or Portrait radio button.

3. Use the up and down arrows to adjust the print width and
margins.

4. Click OK once you have selected the page settings.
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B CustomWizard - Report Layout i x|

Add Selected Field
Add Text

Add Image

Add Line

Add Surmmary Field
Add PageBreak

Using Header and Footer Rows
The Report Layout screen is divided up into a series of header
and footer rows. You will place the information you want to ap-
pear in your report in these rows.

You can adjust the height of each row to fit the information you
place in it.

j [l PageFooter

ﬂ [ ReportFooter

4 »

PageSelllngsl Presvigw Cancel I < Previous | Mext » | Firngh I

1. Report Header—Information in this row will appear once
at the top of the first page of the report.

2. Page Header—Information in this row will appear at the
top of each page of the report.
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Group Header(s)—Information in this row will appear at
the beginning of each subset of information in the report.
The name, number and order of Group Header rows is de-
termined by the fields you select on the Grouping and Sort
Order screen.

Detail—Information in this row will appear in the body of
the report.

Group Footer(s)—Information placed in this row will ap-
pear at the end of each subset of information in the report.
The name, number and order of the Group Footer rows is
determined by the fields you select on the Grouping and
Sort Order screen.

Page Footer—Information in this row will appear at the
bottom of each page of the report.

Report Footer—Information in this row will appear once at
the bottom of the last page of the report.
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Adding and Editing Report Items

The options featured under Add Report Items allow you to add
and edit fields, text, images, lines, summary information and
page breaks to your report.

When you finish laying out your report, click Next >. The Re-
port Name screen opens.

Report Items

&dd Selected Field

Adding Selected Fields
1. Click Add Selected Field to add fields to your report.

2.  Click and drag in the row where you want the field to
appear. The Add Selected Fields dialog box appears.

B AddselectedFields x|

Select Field

3. Select the appropriate field name from the drop-down
list.

4. Click Ok. The name of the field you selected will ap-
pear in the row.

NOTE: You can adjust the size of the text box and reposi-
tion it within the row. You can also apply attributes (such
as font, size, color, etc.) using the tool bar at the top of the
screen.

Editing Selected Fields
1. Click on the field you want to edit.

2. Click the Change Selected Field button. The Add Se-
lected Fields dialog box appears.

3. Make the appropriate changes and click Ok.
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Report Items

Add Text

Adding Text

1. Click Add Text to add labels and column headings to
your report.

2. Click and drag in row where you want the text to ap-
pear. The Add Text dialog box appears.

x

Text Mame I

Ok |

3. Type the text you want to add in the field provided.

4. Click Ok. The text you typed will appear in the row.

NOTE: You can adjust the size of the text box and reposi-
tion it within the row. You can also apply attributes (such
as font, size, color, etc.) using the tool bar at the top of the
screen.

Editing Text
1. Click on the text you want to edit.

2. Click the Change Text button. The Add Text dialog box
appears.

3. Make the appropriate changes and click Ok.
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Report Items

&dd Irmage

Adding Images
1. Click Add Image to add graphics to your report.

2. Click and drag in the row where you want the image to
appear. The Add Image dialog box appears.

B AddImage X
Select Image I Erowse. . . I

3. Click the Browse button. The Open dialog box ap-
pears.

4. Navigate to and select the appropriate image file.

5. Click Open. The image you selected will appear in the
row.

NOTE: Depending upon the size of the image, you may
need to adjust the size of the frame around the image and
adjust the height of the row to display the image properly.

Editing Images
1. Click on the image you want to edit.

2. Click the Change Image button. The Add Image dialog
box appears.

3. Follow steps 3-5 in Adding Images, above, to change
the image.
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Report Items

&dd Summary Field

Adding Summary Fields
1.

Editing Summary Fields
1.
2.

Click Add Summary Field to add summary informa-
tion (totals) to your report.

Click and drag in the row where you want the summary
field to appear. The Add Summary Field dialog box ap-
pears.

. AddSummaryField . il

Field to be Summarized

e et [ Sum(SubT atal

Summary Group [This group
wiould be uged to reset summany
walue when caloulating
summary]

I.-’-'«ccuunt Marme

]
[
Dkl

Select the appropriate field from the Field to be Sum-
marized drop-down list.

Select the appropriate summary type from the Type of
Summary drop-down list. You can choose from: Sum
(Subtotal), Sum (Grand Total), Average, Count, Mini-
mum and Maximum.

Select the appropriate summary group from the Sum-
mary Group drop-down list.

Click Ok. The name of the field you selected will ap-
pear in the row.

Click on the text you want to edit.

Click the Change Summary Field button. The Add
Summary Fields dialog box appears.

Follow steps 3-6 in Adding Summary Fields, above, to
edit the summary fields.
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Report Items

Add Line

Adding Lines

1. Click Add Line to add horizontal and vertical lines to
your report.

2. Click and drag to draw the line.

Editing Lines

Click on the line you wish to edit and resize or reposition
as necessary.

Add PageBreak.

Adding Page Breaks
1. Click Add PageBreak to a page break to your report.

2. Click and drag in the location where you want the page
break to occur.

Editing Page Breaks

Click on the page break you wish to edit and resize or re-
position as necessary.

Deleting Report Items

To delete a selected or summary field, text, image, line or page
break from the report layout, simply click on the item and press
Delete.
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Naming, Printing, The Report Name screen allows you to name, print and save
and Saving the your custom report.
Report 1. By default, Business Manager names your custom report.

You can either accept the default name, or click in the
Enter Report Name field and type in a unique report
name.

B Custom Wizard - Name and Print Report a x|

— Print Report

SR P it created on 11/19/2004 35746 AM

Frint Report

Cancel I £ Previous | flEwt > | Finish

2. Click the Print Report button to print the report.

3. Click Finish to save the report. The Custom Report Wizard
will close.

The Reports screen will open. The name of the report you cre-
ated will appear in the list on the Custom Report tab.
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Editing a Custom You can edit a custom report once it has been created.
Report

REPORT EDITING NOTES:

*  You can quit editing a report at any time by clicking on the
Cancel button. However, your changes will not be recorded in
the report.

» To save changes to your report, you must click the Finish but-
ton on the Report Name screen.

Select Reports | Reports.

Click on the Custom Reports tab.

Click on the name of the report you want to edit.

Click the Custom Report button and select Edit Report.

roobd -~

Broot, x

- Datab: 5 ek

IWnrkmg Database j

— Report list — Last report
“Yearly by Mnnthl Summalyl Data\ledl Forms  Custorn Report |

Add Repart
Edit Report

-

Delete Report —
Export Report Template (| Schedulr_| Seltings.._| Pint__| Lestriepot |
Impatt Report Template o

The Select Field screen opens.

Follow the steps in the previous sections, beginning with
[Selecting the Fieldd to edit the report.
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Deleting a Custom  You can delete a custom report once it has been created.
Report 1. Select Reports | Reports.

2. Click on the Custom Reports tab.

3. Click on the name of the report you want to delete.

ﬂ

~Database Sel
IWolking Database j

 Report list i Last report d

“Yeaily by Monlhl Summawl Delailedl Forms ~Custom Repart I

Add Report
Edit Report:

=

Export Report Templake Scheduler Settings Last report
Import Report Template I
LClose

4. Click the Custom Report button and select Delete
Report. A dialog box appears.

B Business Manager

¥

This action will delete the current selected report.

Are you sure you want to proceed ?

-4

Yes

5. Click Yes. The report will be deleted from the custom re-
port list.
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Exporting You can export the following information from the Business
Business Manager = Manager database:
Data + Accounts

*  Operators

» Transactions

» Carriers, Classes and Fees
* Reports

Supported export data formats

You can export this information to one of the following file for-
mats:

* A comma separated file where the data fields for each re-
cord are quote-enclosed and separated by a comma. This
file has a .csv extension on the end of the exported file
name, for example, accounts.csv.

For example, when exporting accounts, a typical record in
this file will be in the following format:

“Account name”,”Sub account name”,”Sub sub account name”,”Label”,” Active”

The names of the data fields are enclosed in quotes, while
the data fields are each separated by a comma.

» Auser defined character delimited file where you can de-
fine the character that encloses each record field and the
character that separates the record data fields. This file
also has a .csv extension on the end of the exported file
name.

+ Afixed length export file where you can set the length of
each of the record data fields. This file has a .txt extension
on the end of the exported file name.

View/edit exported files
You can open and edit the .csv and .txt files using Notepad.
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Exporting Accounts

You export accounts at the Business Manager Host PC using
the Administration module.

You can export your Business Manager accounts to a comma
separated or fixed length text file. You can then import this
file into Microsoft® Excel or Crystal Reports® or some other
spreadsheet or report generating program.

You can also export accounts in a format specifically for im-
porting into another Business Manager host system.

Exporting accounts to comma separated or fixed length
file

1. Select Parameters | Accounts and clients. The Clients
and Accounts screen opens.

2. Click on the Export and Import button at the bottom of the
screen and select Export from the drop-down menu.

3. Click on the down arrow in the “Code Name” field and se-
lect All, = or Partial.

— Filter

Code M ame IE ;I I Preview I

Account name

Sub account Sub sub account name Label

SV61474 Rev. A
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a. Select All to export all accounts in the database.

b. Select = if you want to limit the accounts for export to a
specific account (or top level account and all of its sub
accounts and sub-sub accounts). Enter the account
code name in the field next to the Preview button.

c. Select Partial to select all those accounts whose ac-
count names contain certain characters. Type the
characters you want to match in the field next to the
Preview button. For example, you can select all the
accounts that contain “acme” by typing that in the field.

Once you choose how to select the accounts for export,
click the Preview button. A list of accounts appears in the
export screen.

Verify the accounts are correct and click Export at the bot-
tom of the screen. The Account Export screen opens.

Enter the name of the export file.

Browse... |

Select and export file type. ASCI
Walue

£+ Delimited Text [ASCI) Character delimting fields I_ IT
™ Fixed Length Text [ASCI) Character surraunding text I_ IT

¥ Include field names as the first row of the expart file

4 LCloze |

Click on Browse and the Select Export File screen opens.

a. Click in the “Save in” field and select the directory
where you want to save the exported file.

b. Click in the “File name” field and type in the name you
want to assign to the exported file.

c. Click Save. The name and directory location appears in
the field next to the Browse button.
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7. To export to a delimited text file click on the option button in
front of “Delimited Text (ASCII)".

a. To change the character separating the data fields,
click in the “Character delimiting fields” box and enter
the new character value.

b. To change the character enclosing the data fields, click
in the “Character surrounding text” box and enter the

new character value.

8. To export to a fixed length file click on the option button in
front of “Fixed Length Text (ASCII)".

Enter the name of the export file.

C:%Program Files\Fitney B oweshaccounts

Select and export file type.

¢ Delimited Test [A5CH)

% Fixed Length Text [ASCI)

¥ &dd CRALF to the end of each record

Browse... |

FigldM ame

Account name

Sub account name

Sub sub account name

Label

Active

v Include field names as the first row of the expart file

Ewxport

[_oes=_|

a. To change the length of any of the data fields, click in
the “Size” column next to the name of the data field
and type in the new numeric value.

9. Click on the Export button and the message “The file was
exported properly” is displayed. Click Ok and the Clients
and Accounts screen reappears.

SV61474 Rev. A

12-5



12 « Exporting and Importing Data

Exporting to a file for Business Manager
To export accounts to a format for importing into another Busi-
ness Manager host:

1. Select Parameters | Accounts and clients. The Clients
and Accounts screen opens.

2. Click on the Export and Import button at the bottom of the
screen and select Export to Business Manager from the
drop-down menu.

3. You are prompted to select the target directory for storing
the exported file. Browse to the correct directory and click
Ok.

4. The system stores the exported file in the target directory
as BusinessManagerAccounts.zip.

NOTE: You can only import this file into a new Business
Manager site that currently has no accounts.
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Exporting Operators

You export operators at the Business Manager Host PC using
the Administration module.

To export operators:

1. Select Parameters | Configuration | Environment | Us-
ers. You are prompted to enter your password. Once you
enter your password, the Users screen appears and lists

all of the current operator login names.

Click on the Export and Import button at the bottom of the
screen and select Export from the drop-down menu. The
User Export screen opens.

— Filter

P User export .

X

Freview I

Complete Name Rights |

a 2

r E}

Frint | LCloze |

Export |

3. To export only active users, click in the box in front of “Ex-
port active users only”.
4. Click on the Preview button, and then Export button. The

User export screen opens.
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B User export ) |

Enter the name of the export file.

I Browse... |

Select and export file type. ASCI
Walue

£+ Delimited Text [ASCI) Character delimting fields I j I A4

= Fined Length Text [ASCI) Character sumounding text I " I 34

v Include field names as the first row of the expart file

LCloze |

5. Click on Browse and the Select Export File screen opens.

a. Click in the “Save in” field and select the directory
where you want to save the exported file.

b. Click in the “File name” field and type in the name you
want to assign to the exported file.

c. Click Save. The name and directory location appears in
the field next to the Browse button.

6. To export to a delimited text file click on the option button in
front of “Delimited Text (ASCII)".

a. To change the character separating the data fields,
click in the “Character delimiting fields” box and enter
the new character value.

b. To change the character enclosing the data fields, click
in the “Character surrounding text” box and enter the
new character value.
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7. To export to a fixed length file click on the option button in
front of “Fixed Length Text (ASCII)".

Enter the name of the export file.

[P User export ! |

Select and export file type.

" Delimited Test [85C11)

% Fined Length Text [ASCI)

v &dd CRALF ta the end of each recard

Browse... |

FieldM arne

Size

Login

Complete Mame

Pazsword

Rights

v Include figld names as the first row of the expart file

JEY PR R

Export I | LClose |

a. To change the length of any of the data fields, click in
the “Size” column next to the name of the data field
and type in the new numeric value.

8. Click on the Export button and the message “The file was
exported properly” is displayed. Click Ok and the Users

screen reappears.
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Exporting You export transactions at the Business Manager Host PC us-
Transactions ing the Administration module.

To export transactions:

1. Select Transactions | Display mail piece detail. The
Transactions Details screen opens.

@ Transaction Details . x|
Dizplayed columns -
I ll Datab used for the selection
’]@ working database |
Tranzaction nurmber &
Meter senal number
‘wiork station name ili
‘wiork group code | I
B4 otk group name ;I Memary | Recall | Drefault
—|Analysis Period =l

™ Include arly tranzaction from this analysiz period
Stat  [1211/2003 = [12:00.00 a0 = & by date of ransaction
End  [12711/2003 =|[11:5959 PM = " by indicia date

Other selection of dates |

Dizplay Sums £ Tr

[T Dizplay lines with color break I™" Display sums by eolurmns ;I

[T Group lines with the zame value

[T Automatic sort before computing the sum
[T Size colurmng automatically

[ Dizplay all selected kanzactions

Export and Impart | Display general sum | Show | LCloze |

2. Use this screen to select the transaction details you want
to export (for example, the transaction number, account
code, number of processed mail pieces etc). Refer to
\Viewing Transaction Detaild in Chapter 7 of this guide for
more information.

3. Click the Export and Import button at the bottom of the
screen and click on Export from the drop-down menu. The
Transaction Export screen opens.
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@ Transaction Export - 1'

Enter the name of the export file.

Select and export file type. ASCI
Walue

£+ Delimited Text [ASCI) Character delimting fields I j I A4

= Fined Length Text [ASCI) Character sumounding text I " I 34

v Include field names as the first row of the expart file

Browse... |

LCloze |

4. Click on Browse and the Select Export screen opens.

a.

Click in the “Look in” field and select the directory
where you want to save the exported file.

Click in the “File name” field and type in the name you
want to assign to the exported file.

Click Open. The name and directory location appears
in the field next to the Browse button.

5. To export to a delimited text file click on the option button in
front of “Delimited Text (ASCII)".

a.

To change the character separating the data fields,
click in the “Character delimiting fields” box and enter
the new character value.

To change the character enclosing the data fields, click
in the “Character surrounding text” box and enter the
new character value.
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6. To export to a fixed length file click on the option button in

front of “Fixed Length Text (ASCII)".

@ Transackion Export

Enter the name of the export file.

x|

IE:\D ocuments and Settings administratortDesktopibransactions

Browse... |

v Include field names as the first row of the expart file

¥ &dd CRALF to the end of each record

Select and export file type. FieldMame Size
ocount Code 3
- Mumber 4
= Delimited Test [ASCI) Weight 5
(5 Fived Length Test (35CI1) et Eiolt B
Fees 7

Ewxport | | LClaze |

a. To change the length of any of the data fields, click in
the “Size” column next to the name of the data field
and type in the new numeric value.

7. Click on the Export button and the message “The file was
exported properly” is displayed. Click Ok and the Transac-
tion Display screen reappears. Click Close, then Close

again.
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Exporting Carriers,
Classes and Fees

You export user defined carriers, classes and fees at the Busi-
ness Manager Host PC using the Administration module.

To export carriers, classes and fees:

1.

Select Parameters | Configuration | Carriers, Classes

and Fees | User Defined Carriers, Classes and Fees.
The Manage User Defined Carrier, Classes and Fees

screen opens.

‘i-"i Manage User Defined Carriers, Classes and Fees

Postal Spstem Default =l

Yo Carmiers, Classes and Fees
[=lg8 User Carier Cade 525
’g.\_] User Class Code 525
< User Fee Code 525
[=1g8#t User Carier Cade B0
’g.\_] Uszer Class Code BO0
< |Jzer Fee Code 600

Surcharge |

Export | LCloze |

2. Click Export on the bottom of the screen and select either
Export Carrier, Export Class, or Export Fees from the
drop-down menu. The example shown here is for export-
ing carriers but the procedure is the same for classes and

fees.
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'i’i User Defined Carrier Export

Prewvigw I

CarrierTo... |ParagonT... |ParagonT... |CarrierCo... |CarrierMa... |(Carrierdctive |
525 UCC525 User Carri..., True
600 UcCCce0n User Carri... True

3. To export only active carriers, click in the box in front of
“Export active carriers only”.

4. Click Preview, then click Export at the bottom of the
screen. The User Defined Carrier Export screen opens.

‘& User Defined Carrier Export B |

Enter the name of the export file.

Browse... |

ASCI
Yalue

& Delimited Text [ASCI) Character delimting fields I 5 I 44

Select and export file type.

™ Fired Length Test [A5CI) Character surrounding kext

v Include figld names as the first row of the expart file

LClose |

5. Click on Browse and the Select Export File screen opens.

a. Click in the “Save in” field and select the directory
where you want to save the exported file.

b. Click in the “File name” field and type in the name you
want to assign to the exported file.

c. Click Save. The name and directory location appears in
the field next to the Browse button.
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6. To export to a delimited text file click on the option button in
front of “Delimited Text (ASCII)”. To export to a fixed length

file, goto step 7.

a. To change the character separating the data fields,
click in the “Character delimiting fields” box and enter

the new character value.

b. To change the character enclosing the data fields, click
in the “Character surrounding text” box and enter the

new character value.

7. To export to a fixed length file click on the option button in

front of “Fixed Length Text (ASCII)".

‘di User Defined Carrier Export |
Enter the name of the export file.
Browse... |
Select and export file type. FieldM ame Size |4
CarrierT oken 3
= Delimited Text (ASCI) ParagonToken 1]
ParagonT oken[ASCI] 1]
% Fined Length Text [ASCI) CarierCode ]
Carriert ame E
Carrigréctive 4 LI
v Include figld names as the first row of the expart file
v &dd CRALF ta the end of each recard
[ e

8. Click on the Export button and the message “The file was
exported properly” is displayed. Click Ok, then click Close.
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Exporting Standard You export reports at the Business Manager Host PC using the
Reports Administration module.

To export standard reports:

1.
2.

Select Reports | Reports.

Click on and highlight the specific report, then click in the
Settings button at the bottom of the screen. For detailed
information on this operation, refer to |Viewing and Printingl
in Chapter 10 of this guide.
Make any modifications required, then click Show Report.
This displays the report on the screen.

Click on Export at the top of the screen. The Export
Report dialog appears.

Navigate to the appropriate directory, type in a name for
the report, and select PDF as the file type.

Click Save.
The report is saved as a PDF file.
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Importing Custom You import custom report templates at the Host PC using the
Report Templates administration module.

To import a new custom report template:
1. Select Reports | Reports.
2. Click the Custom Report button and select Import Report

Template.
[T x|
r . ~Database Selecti

i IWUrk\ng Database j

— Repont list — Last report d
Yearly by Monthl Summaw' Deta\ladl Formg  Custom Report |

Repart created on 01,/18/2005 11:58:08 AM
Report created on 01/18/2005 12:02:35 PM

Add Report
Edit Report

B

Scheduler I Setings... I Print I Last report I

Close

The Open dialog appears.

3. Navigate to the appropriate directory and select the file you
want to import.

NOTE: Custom report templates are imported and exported
as .bmr files.
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4. Click Open.

NOTE: If the name of the custom report template already ex-
ists on the system, the MNTools dialog appears.

zl

Report Report created on 01/18/2005 12:02:35 PM*

already exists. Enter a different repart name.
Cancel |

To save the template with a new name:

* Type a new report name in the field at the bottom of the
dialog.

»  Click OK, then proceed to step 5.

To cancel the import:
* Click Cancel. A dialog appears asking if you are sure you
want to cancel the import.

[l Business Manager |

) Are you sure you want to cancel importing of the template?

4

» Click Yes. A dialog appears indicating that Business
Manager did not import the custom report template.

{k, Business Manager |

/' Custom report template has not been imported.

+ Click OK.
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5. The Business Manager dialog box appears.

"Postage Report' custom report template has been imported.

Click OK. The name of the new custom report template ap-

pears on the Custom Report tab.

Exporting Custom You export custom report templates at the Host PC using the
Report Templates administration module.

To export a custom report template:
1. Select Reports | Reports.

2. Click on and highlight the report, then click the Custom
Report button and select Export Report Template.

IWnrkmg Databaze j

 Report list

Yeary by Mnnthl Eummalyl Deta\ledl Forms  Custom Repart |

Add Report
Edit Report
Repor

O
e
I

Report created on 01/18/2005 11:58:08 AM
ted ¢ 5 P

M

Scheduler I Settings... I

Fririt

[ x|

~ Database Selecti

i Last report

Last report I

Cloge
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3. Navigate to the appropriate directory and type a name for
the custom report template file.

4. Click Save.
5. Adialog appears indicating the name and location of the
export file.

Template for ‘Report created on 011182005 12:02:35 PM*
custom report has been exported to:

D:ABAH_AppReport Template created on 01-18-05 134113.bmr
file.

6. Click OK.
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Managing
Ascent®
Accounts and
Operators

You can manage the accounts and operators on your Ascent®
carrier management and shipping system by creating the
Ascent® accounts and operators at the Business Manager
Host PC and then exporting them to Ascent®.

At the beginning of each day on Ascent®, you open a new
manifest for each carrier you use. At the end of the day, you
close all of your manifests on Ascent® and export the transac-
tion information for all carriers to Business Manager. In this
way, you can manage all of your Ascent® accounts and their
corresponding transactions using Business Manager.

The procedures for managing your Ascent® accounts and op-
erators are described in the following sections:

+  Exporting Accounts from Business Manager to Ascenf®

+ Importing Accounts into Ascen{®

+  Exporting Operators from Business Manager to Ascen{®

+ Importing Operators into Ascen{®

+ Importing Ascent® Transactions into Business Managef|

SV61474 Rev. A
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Exporting Accounts

from Business
Manager to Ascent®

You export accounts at the Business Manager Host PC using
the Administration module.

1. Select Parameters | Accounts and clients. The Clients
and Accounts screen appears.

2. Click on the Export and Import button at the bottom of the
screen and select Export to Ascent from the drop-down
menu.

3. The Account export screen opens.

E| Ascent Account export _ .

— Filter

Filter Calurnn

;I |AII ;I | Preview

Account code | d I

Sub sub account name Label

Account name Sub account name

‘ [T Expart the column headers

Export directony |

File: narne | | =l

Frint | Export I LClo

4. Click in the “Filter column” field select the appropriate filter
from the drop-down menu (the default is All).

5. Click on the Preview button and all of the accounts appear
in the list box within the Ascent Account export screen.

6. Make sure the click box in front of “Export the column
headers” is unchecked.
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7.

10.

11.

Click on the [ .] button next to the “Export directory” field
and select the destination directory where you want to
save the exported file and click Ok.

Click on in the “File name” field and enter the name,
Acntexp.

Click on the Export button. The message “Account export
completed successfully” appears. Click on Ok.

Using Windows Explorer, locate the file you just exported
and verify that it has the name:

Acntexp.eqt

NOTE: All Ascent account names are exported as UPPER
case names.

You can set up your system to automatically export ac-
count to Ascent®. Refer to {Scheduling Automatic Ascent®|
Exports/Importd in this chapter.

SV61474 Rev. A
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Importing Accounts
into Ascent®

. At the Ascent PC, open the Ascent® folder.

Double click on the Ascent Setup icon. This starts the |
Ascent® program.

From the Main menu, click on File and choose Import DB
Data from the drop-down menu.

Verify that the entry ACCU-ACNT appears in the “Import
Code” field.

The name appearing in the “Import File Name” field is acnt-
exp.eqt. This is also the name of the account export file
you create on Business Manager when you export the ac-
counts.

Browse to the folder or drive containing the acntexp.eqt
file.

Click in the “Import Mode” field and choose the Keep
Existing option from the drop-down menu.

WARNING! Do not choose Overwrite Existing!

Click Ok to import the accounts from actntexp.eqt.
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Exporting Operators  You export operators at the Business Manager Host PC using
from Business the Administration module. You must be a manager to perform
Manager to Ascent® this operation.

1.

Select Parameters | Configuration | Environment | Us-
ers.

You are prompted to enter your password. Enter the pass-
word and click on Confirm.

Click on the Export and Import button at the bottom of the
screen and select Export to Ascent from the drop-down
menu.

Click on the Export button at the bottom of the screen. The
Select Export File screen appears.

a. Click in the “Save in” field and select the directory
where you want to save the export file.

b. Type in the name, Userexp. Make sure EQT appears
in the “Save as type” field.

c. Click Save and the message “Export Succeeded” ap-
pears.

Using Windows Explorer, locate the file you just exported
and verify that it has the name:

Userexp.eqt

NOTE: All Ascent operator names are exported as UPPER
case names.

You can set up your system to automatically export opera-
tors to Ascent®. Refer to |[Scheduling Automatic Ascent®|
Exports/Importd in this chapter.

SV61474 Rev. A
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Importing Operators
into Ascent®

. At the Ascent® PC, open the Ascent® folder.

Double click on the Ascent Setup icon. This starts the
Ascent® program.

From the Main menu, click on File and choose Import DB
Data from the drop-down menu.

Click in the “Import Code” field and select ACCU-OP from
the drop-down menu.

The name appearing in the “Import File Name” field chang-
es to userexp.eqt. This is also the name of the operator
export file you create on Business Manager when you ex-
port the operators.

Browse to the folder or drive containing the acntexp.eqt
file.

Click in the “Import Mode” field and choose the Keep
Existing option from the drop-down menu.

WARNING! Do not choose Overwrite Existing!

Click Ok to import the operators from userexp.eqt.
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Importing Ascent®
Transactions into
Business Manager

@ Transaction Details ] X

Dizplayed columns

Locate the Ascent® ato transaction file on the Ascent® PC.
This file is created on the Ascent® whenever you open a
carrier manifest. The location of the directory containing
the ato files depends on how your Ascent® system is set
up.

Copy the appropriate ato file to a floppy disk or to an ap-
propriate network drive.

Log onto the Business Manager Host PC or on to a Data
Collector PC.

If the ato file is on a floppy disk, insert the floppy disk into
the floppy drive on the host or Data Collector PC.

Select Transactions | Display mail piece detail. The
Transaction Details screen opens.

= Database used for the selection
’]@ Wworking database ;I
O Transaction rnumber -
O Meter serial number
O warkstation name ilil
O woirkgroup code
Ew:;rkgroup harne LI terary | Recall | Default
—IAccounts x|
| Dl dl (" Code (% Mame  Description
=] Business Manager =

E‘E‘ 3

%

e -

¥ Automatically select dependent accounts T Wiew and Select System Accounts

Advanced Selection... |
Template Export and Import Display general sum Show LCloze
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6.

10.

11.

Click on the Export and Import button at the bottom of
the screen and select Import From Ascent from the drop-
down menu.

At the Transaction import screen, click on the Select file
button. Browse to the floppy disk or the network directory
containing the ato file. Select the file and click Open.

A list of the transactions in the ato file appears in the
Transaction import screen display area.

Click on the Import button. The progress of the import
process is displayed in the Transaction import process log
section of this screen.

To view the imported transactions, click on the Close but-
ton and the Display mail piece detail screen reappears.
Refer to |Viewing Transaction Detaild in Chapter 7 of this
guide to determine the various ways in which you can dis-
play the transaction data.

You can set up your system to automatically import
Ascent® transactions into Business Manager. Refer to
[Scheduling Automatic Ascent® Exports/Importd in this
chapter.
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Scheduling
Automatic Exports
and Imports for
Ascent®

You can use the Business Manager Task Scheduler to have
your system automatically perform an import of transactions
from Ascent®, and an export of accounts and/or operators from
Business Manager to Ascent®.

1. Select Parameters | Configuration | Task Scheduler.
The Task Scheduler screen opens.

2. Click in the “Select a Task” field and choose either
Import Transactions from Ascent, or,
Export Accounts and Operators to Ascent.

3 For importing transactions, go to step 4. For exporting ac-
counts and/or operators, go to step 9.

% Task Scheduler f

X

—1. Select a tazk

Import Tranzactions from Aszcent
Export Accountz and Operators to Azcent

T Daly
 eekly
= Monthly

4. Add task to schedule Add Tazk |

~ Scheduled tasks

Eemowve Task |

LCanfirm | Cloze I
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4. Click on the Browse button next to the “Import Directory”
field and browse to the directory that contains the Ascent®
ato transaction file.

5. In the “Select repetitions” section, click on the appropriate
options button for daily, weekly or monthly.

6. Click in the time field and set the time of day you want the
system to perform the operation.

7. Click on the Add Task button and the task appears in the
“Scheduled tasks” list.

% Task scheduler ) %]

—1. Select a task

|In'||:u:|rt Tranzactions from Ascent ;I

— 2. Select path
Impart Directarny

ClrpartATON Browse... | Check |
— 3. Select repetitions
* Daily
" weekly at [12.00:00 84 =
" Monthly

4_ Add task to schedule
~ Scheduled tazks

Import Tranzactions from Azcent Draily at 12:00:00 Akd

Eemove Task |

LConfirm | Cloze I

8. Click on the Confirm button at the bottom of the screen.
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9. To export accounts click on the Browse button next to the
“Accounts” field and browse to the directory where you
want to save your exported accounts file.

10. Click Open and verify that the name Acntexp appears in
the “File name” field and click Save.

11. To export operators click on the Browse button next to the
“Operators” field and browse to the directory where you
want to save your exported operator file.

12. Click Open and verify that the name Userexp appears in
the “File name” field and click Save.

13. In the “Select repetitions” section, click on the appropriate
options button for daily, weekly or monthly.

14. Click in the time field and set the time of day you want the
system to perform the operation.

15. Click on the Add Task button and the task appears in the
“Scheduled tasks” list.

% Task Scheduler i %]

—1. Select a tazk

|E:<p0rt Accountz and Operators bo Azcent ;I

— 2. Select path
Filenamesz for export

Accounts |C:\Expnlt&scentk&cntexp.eqt Browse... | Check |
Operators |C:\Expnlt&scentkusere:-tp.eqt Browse... | Check |
— 3. Select repetitions
% Daiyp
 eekly at IM
= Monthly

4 Add tazk to schedule
~ Scheduled tasks

Impart Transactions from Ascent Draily at 12:00:00 Ak
Esport Accounts and Operatars to Azcent Draily at 12:00:00 Akd

16. Click on the Confirm button at the bottom of the screen.

SV61474 Rev. A

12-31









13 » Using Business Manager Utilities

Backing Up Your
Data

You backup and restore your Business Manager databases at
the Business Manager Host PC using the Administration mod-
ule. You must be a manager to perform this operation.

1. Business Manager uses a default backup directory on the
master Host PC. It is recommended that you use this de-
fault directory. You can, however, use Windows® Explorer
to create a different backup directory.

2. Select Parameters | Configuration | Environment | Soft-
ware. You are prompted to enter your password.

3. Once you enter password and click Confirm the Software
screen appears. Click on the Database tab to display the
main databases for Business Manager.

4. Click on the Backup settings button. In the Database
backup settings screen, click on the check boxes for the
databases you want to back up.

i%. Database backup settings ll

— Database backup settings
Databaszes to backup W Wiorking database (TR)

v LConzolidation database [HO]
V' &nchive databaze [5V)

Backup folder
|E:'\F'logram FilesFitney Bowes\Business Manager\B ackups'

Check path I

Ren

— Automatic backup
[T Dizplay a reminder icar in the Administrative T azk bo perform

Remind me to gave my databases every I 10 ﬁ days

Last backup dates

Dratabasze Last success Last try
“wiorking databasze [TR)

Consolidation databaze [HO)]

Archive databaze [SW)

Hoszt to Host archive databaze [SH)

Server side auto backups I Confirm | Cloze I
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5. Enter the location of the backup directory in the Backup
folder path. This is the directory you created in
step 1.

IMPORTANT: You must put the “\” after the name of the folder
as shown in the Backup Folder field in the example screen on
page 13-2.

6. Click on the Check path button and the system verifies
that this is a valid path. Click OK.

7. Click on the Confirm button when done, then click Con-
firm once again to return to the main screen.

8. To run the backup, select Utilities | Maintenance | Back-
up databases. The Database backup screen opens.

% Database backup i él

— Backup status
Click the checkbox nest to each database that pou want to backup.

| Last success | Database

wiorking databasze [TR)
Conzolidation databagze [HO)
Archive databaze [SV]
Huost to Host backup databaze [SH]

SN

Backup
’7 Backup databazes I

LCloze |
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9. Click on the Backup databases button to begin the back-
up.

10. You can check the backup directory using Windows Ex-
plorer to verify that the backed up files are in the directory.
If you backup all database files, you should files similar to
the samples here:

HO_20041121144741.dmp
SV_20041121144741.dmp
TR_20041121144739.dmp
SH_20041121144739.dmp

The name after the underscore corresponds to the year,
month, date, hour, minutes, seconds.
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Scheduling Your

Backups

To set up your system to automatically backup your data:

1. Business Manager uses a default backup directory on the
master Host PC. It is recommended that you use this de-
fault directory. You can, however, use Windows® Explorer
to create a different backup directory.

2. Select Parameters | Configuration | Environment | Soft-
ware. You are prompted to enter your password.

3. Once you enter password and click Confirm the Software
screen appears. Click on the Database tab to display the
main databases for Business Manager.

4. Click on the Backup settings button. The Database back-
up settings screen appears.

B
[ ar=pe= — D atabase backup settings
[ atabases to backup ¥ ‘wWorking databaze [TR)
¥ Conzolidation databage (HO)
W frchive databaze [54]
I Hist to Host archive database [SHE
EBackup folder
IE: “Program Files\Pitney Bowes'Business Manager'Backups
Check path |
— Aut tic backup ind
[~ Dizplay a reminder icar in the Administative T azsk bo perform
Fiemind me to save my databases every Wﬁ dayz
Last backup dates
Database | Last success | Last
‘wiorking databasze [TR)
Consolidation databaze [HO]
Archive databaze [S5W)
Host to Host archive databasze [SH)
i Server side auto backups I Canfirmn | Cloze |

5. Click on the Server side auto backups button. The Auto-

matic database backup settings screen opens.
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i Automated database backup settings ll

TR Database | HO Databasel Sy Databasel SH Database I
—Automatic Backup [TR Databasze]

¥ Schedule backup to be performed automatically on the zerver

Server local path
Ic:\database\backups\

Perform this backup every Iweek ::ll Check path |

|Created 01/01/1900

IJob WAS NEYET 1N

LConfirr | Cloze |

6. Click on the tab that corresponds with the database you
want to schedule a backup for.

NOTE: There are four tabs, one for each of the Business
Manager databases.

TR Database | HO Datal:uasel Sy Databasel SH Database I
r.ﬁutumatic Backup [TH Databaze]

7. Click the check box in front of “Schedule backup to be per-
formed automatically on the server”.

8. Use the up and down arrow buttons next to the Perform
this backup every field to select how often (week, day,
month) you want to perform each backup.

NOTE: The backup is performed automatically at midnight.
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9. Repeat steps 6 through 8 for each of the remaining data-
bases.

10. Click Confirm once you have finished scheduling backups.

11. Click Confirm then click Confirm once again to return to
the main screen.

Restoring Your Contact your Pitney Bowes® service representative to restore
Data your backed up databases.
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A « Setting the Accounting Period

Setting the
Accounting Period

You can set the beginning and ending date for your major ac-
counting period (typically yearly) and then define the following
minor periods within the major period:

*  Quarterly

*  Monthly

*  Per 4-week period
*  Weekly

You set or modify the accounting period at the Business Man-
ager master or local Host PC using the Administration module.
You must be a manager to perform this operation.

1. To set or change the accounting period, select Parameters
| Configuration | Environment | Accounting period. You
are prompted to select the database.

E Accounting period x|
1 1

— D atabase used for the sel

orking database

hajor accounting periog 5 R e

a. If this is an enterprise site with multiple hosts and this
is the master host, select the Consolidation database.
This allows you to generate reports on all of the con-
solidated local host databases

b. If you are also using this master host to collect trans-
actions from local meters, mailing machines and DM
Series™ Digital Mailing Systems, you also need to set a
period for the Working database.

c. Ifthisis a local host that is collect transactions from
local meters, mailing machines and DM Series™ Digital
Mailing Systems, select Working database.

A-2
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2. Click on the button at the bottom of the screen.
Another Accounting period screen opens.

B2 Accounting period ) |
— M ajor period
I ajor accounting period label IEnterprise Account Period

M ajor accounting period supparted

@ Yearly Start date |1‘I.-"19.-"2l303 'l
" User defined Start date |11.-"19.-"2UDS 'I End date I‘I‘I.-"‘IS.-"ZDDS 'I

—&ction at the end of the period

Action at the end of the period " Create new

& Mone
— Minor period
Minor accounting period supparted
& Quaredy " Four'week period " Mone
" Month " wieekly

LConfirm | Close I

3. Define the name of the period, the dates, and the mi-
nor period.

4. Click on the Confirm button when finished.
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Checking or

Adding Software

Licenses

You can view all of the software licenses installed on your
Business Manager Host PC. These show the types of meters
and mail processors you can use to process mail as well as
any additional features you may have purchased with your

system.

If for any reason your licenses are not activated you need to
contact your Pitney Bowes® representative.

1. You view the licenses at the Business Manager Host PC
using the Administration module. You must be a manager

to perform this operation.

2. Select Parameters | Configuration | Environment | See
the installed licenses. The License information screen

opens.

% License Information .

rLu installed on this Busi

Manager workstation

BS00 Business Manager license

£300 Businezs Manager licenze

E500 Business Manager license

Faragon Business Manager license
Faragon Multiple Business Manager license
Galawy Buziness M anager licenze

Bar code reader license

Host to Host license

Dizplay tranzaction license

Statistics license
Surcharge licenze

Export and Repart licenze

E=pires end of February 2005
Ewxpires end of February 2005
Expires end of February 2005
E=pires end of February 2005
Ewxpires end of February 2005
Expires end of February 2005
E=pires end of February 2005
Ewxpires end of February 2005
Expires end of February 2005
E=pires end of February 2005
Ewxpires end of February 2005
Expires end of February 2005

—Add a li

Enter the new license key and press Add.

Add

Lloze

3. To add a new license, contact Pitney Bowes®. They will
provide you with the code. Enter that code in the “Add a

license” field and click Add.
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C ¢ Creating a Sample Custom Report

Sample Custom
Report Overview

This section will take you through the steps necessary to
create a sample Postage Charged report with the Custom
Reports wizard. This section is only intended for use as an ex-
ercise to familiarize you with the custom report features.

NOTE: You must have set the accounting period, set up accounts
and have run mail to perform this exercise.

The objective is to create a sample Postage Charged report
that lists each account, sub account and sub-sub account by
name, along with the total number of mail pieces and the total
postage charged.

Review [Chapter 11, Custom Reportd in this guide to familiar-
ize yourself with the Custom Reports wizard and the decisions
you'll need to make to create the report.
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Creating the Selecting the Database
Sample Custom

The first step in creating a custom report is to select the data-
Report

base.
1. Select Reports | Reports.

2. Click in the Database selection field in the main Reports
screen and select Working.

NOTE: Custom Reports only work with the Working database.

zl
5 O PP = Darah s el Elest
I\Mmking Database j
— Report list — Last report d

{early by Marth I Summary | Detsiled | Forms | Custom Report |

Actual & Charged with Awg Cost & Time
Charged

Mailcenter Performance Profile by Period
Operator Perfarmance Profile by Period
Puostage Actual & Charged

Postage ctual & Charged by Period

Puastage Charged
W orkstation Performance Profile by Period

-

Custom Report Scheduler Settings... Print Last report

Cloze

3. Click the Custom Report button and select Add Report
button. The [Select Report Typd screen opens.
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Selecting the Report  Follow the steps below to select the report type. The sample

Type Postage Charged report is a summary report. The report will
group similar information together, instead of creating a sepa-
rate line for each individual transaction.

1. Select Summary Report by clicking the appropriate radio
button.

[ Custom Wizard - ReportType: i x|

—Select Report Type

‘what type of report should this be?

€ Detail report
& Summary repart

£~ Spstem administration repart

Cancel | <F|ev|uus| Next > I Firish |

2. Click Next > to continue. The [Select Field screen opens.
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Selecting the Fields

Follow the steps below to select the fields of information that
will appear in the sample Postage Charged report.

[ Custom Wizard - Select Field

~Available Fiekls

* Common Fields ¢ AllFiglds

[ Client Name

™ Account Mame

™ Subfccount Mame

™ SubSubdecount Name
™ User Login

™ User Hame

™ Job Code

™ Jab Name

" workstation

™ Meter

™ Carier Name [shart]
™ Carier Name [long]

™ Class Mame [short]

™ Class Mame [long)

™ Tiansaction Type

™ Mumber of Pieces

™ Total Base Postage
™ Total Fees

™ Total Charged(with active surcharges]
™ Total Sucharge

™ StanDate

[ EndDate

™ Total Charged]with all surcharges)

-»
Add
-
Remove

~Selected Fields:

Cancesl

| < Previous Next > Finish

1. Select the following fields from the
Available Fields list:

* Account Name

e Sub account Name

e Sub-sub account Name
*  Number of Pieces

» Total Charged
(with all surcharges)

ilable Fields

& Common Fields Al Fields

[ Client Name

[V Account Name

v Subdecount Name
[V SubSubéccount Mame
[ User Login

™ User Name:

[~ Job Code

[~ Job Name

™ workstation

™ Meter

[ Carier Name (short)
[ Carrier Mame (long)
[ Class Name [short]
[ Class Name [long]
[V Mumber of Fizces
[ Total Base Postage
[~ Tatal Fees

[ Tatal Charged(with active surcharges)
[ Total Surcharge
I StartDate

™ EndDate
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Selecting Filters

2. Click the Add button. The fields you
selected will be moved from the
Available Fields list to the Selected
Fields list.

3. Click Next > once you have finished
making your field selections. The
Select the Fields to filter screen
opens.

SelectedFieldls

™ Account Name

™ Subccount Name
[ SubSubdceount Name
™ Mumber of Pieces

[ Tatal Charged

You do not need to select a filter for the sample Postage

Charged report.

. Custom Wizard - Specify Filter 5'

[~ Select the fields to filter[opb

[ Accounts
[ Hurmeic fiter

Cancel | <F’|evinus| est » I Firish |

Click Next > to continue. The {Select a Date Ranged screen

opens.

C-6
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Selecting the Date For the purpose of this report, accept the default predefined
Range period.

NOTE: The list of predefined periods are the accounting periods
you have set up on your system. The default predefined period is
the current accounting period.

i Custom Wizard - Select Date x|

—Select Date Range

~Date S electk

1 Use predefined period 11/01/2004-11./30/2004 Change Period

" Select Relative Date

ITnday j
" Use another Date Range

StartDate EndDate

11/19/2004 <] [1121972004 -]

Cancel | <F‘levious| Next » I Firish

Click Next >. The [Select Report Optiond window opens.
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Selecting Report Accept the default report option settings for the purpose of this

Options sample report.

[ Custom Wizard - Select Option

[ Select Options for Repot

Options

SystemA
’7 {* Exclude Spstem Accounts [report totals will reflect transaction adjustments)

1~ Include Spstem Accounts [report totals will match meter registers)

Cancesl | <F|ev|uus|

Next > I Finish |

Click Next >. The [Specify Grouping and Sort Ordef screen

opens.

C-8
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Selecting Grouping
and Sort Order

For the purpose of this sample report you'll first group by ac-
count, then by sub account, then by sub-sub account.

[ Specify grouping and sort order [opi

. Custom Wizard - Grouping And Sorting

—Firstgroupby. ..
I j & Ascending sort arder
" Descending sort order
~ Thenby...
I j % Lscending sort order
£ Descending sort order
—Thenby...
I j & Lscending sort order
7 Descending sort order
~ Thenby...
I j % Lscending sort order
£ Descending sort order
—Thenby...
I j & Lscending sort order
) Descending sort order
Cancel < Previous | est » I Firish

1. Select Account
Name from First
Group By... the
drop-down list.

2. Select Sub
account Name
from the first Then
By drop-down list.

fy grouping and sort order (optional}

Firstgroup by.

[4ceaunt Name

=] tesndngsotante
£ Descending sort order

Thenby.

[Subbccount Name

=l & pscending sort order
£ Descending sait order

Then by

& pscending sort order
£ Descending sort order

Thenby.

=l & pscending sort order
£ Descending sait order

(
(
(
(
(

Thenby.

F]| & perdnasstens
£ Descending sort oder

3. Select Subsubaccount Name from the second Then By

drop-down list.

4. Ensure the Ascending sort order radio button is selected

for each group.

5. Click Next >. The |Report Layout|screen opens.
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Formatting the
Report

I CustomWizard - Report Layout N ﬂ

Add Selected Field
Add Text

Add Image

Add Line

Add Summary Field
Add PageBreak.

Follow the steps in this section to format the layout of the sam-
ple Postage Charged report.

NOTE: You can click the Preview button at any to view what the
report output will look like.

[asial

Hle = [=te 5] |e £ 0]

R R RN R R R R R R Y R R R
J El ReportHeader

j [E] PageHeader

ﬂ B accountiameGroupHeader

j Bl subAccountNameGroupFaoter

ﬂ B accountiameGroupFoater

j [l ReportFooter

4l l >|

PageSellingsl Presvigw Cancel I < Previous | Mext 5 | Finish I
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The Sub account and Sub-sub account Name Group Head-
er and Footer Rows

For the purpose of this report, you will not need to use the

Sub account and Sub-sub account Name Group Header and
Footer rows.

1. Minimize the Sub account Name Group Header row by
clicking the [=] button.

2. Minimize the Sub-sub account Name Group Header row by
clicking the [=] button.

3. Minimize the Sub-sub account Name Group Footer row by
clicking the [=] button.

4. Minimize the Sub-sub account Name Group Footer row by
clicking the [=] button.

Your report layout should appear similar to the figure shown
below.

H reportHeader

Sub account and

Sub-sub account Name Group
Header rows minimized

(“-” button becomes “+” button) [ Detai

SubAccountMameGroupHeader
SubsubgccountiameGroupHeader

Sub account and
Sub-sub account Name Group SubSubAccounthameGroupFooter
Footer rows minimized SubAccounthameGraupFaoter

“n

(“-” button becomes “+” button) El sccountMameGroupFooter
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The Report Header Row

In this section, you will add text to the Report Header row. The
text will appear once at the top of the first page of the sample
Postage Charged report.

1. Resize the Report Header row by clicking and dragging the
ﬂ button beneath the row downward.

J El ReportHeader

I
Click here and drag down to resize the Report
Header row

2. Click Add Text to add labels and column headings to your
report.

3. Click and drag in row where you want the text to appear.
The Add Text dialog box appears.

4. Type Sample Custom Report - Postage Charged in the
field provided.

x

Text Mame ISampIe Custorm Feport - Postage

Ok |
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7.
8.

Click Ok. The text you typed will appear in Report Header
row.

NOTE: If necessary, you can adjust the size of the text box and
reposition it within the row.

Select 18 from the font size drop-down list on the menu bar
at the top of the screen.

Click the |&| button and select a font color for the text.
Click the | B |and |£ | buttons to bold and italicize the text.

Your Report Header should appear similar to the figure shown
below.

Font size
drop-down list Bold button Italic button Font color button

[ arial

=l e = [t ||elz u|=8 =[A 5] chengeTen

o

vl

IR T T T T R T [ S T T SO S T O T T U SO SO TN TN (N S T S T S B S ST - B S

J H reportHeader

Report Header
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The Page Header Row

In this section, you will add column headings to the Page
Header row so they appear at the top of each page of the re-
port. The sample Postage Charged report has three column
headings: Account Name, Total Pieces, and Total Charged.

1.

If necessary, resize the Page Header row by clicking and
dragging the =| button beneath the row downward.
Click the Text button.

Click and drag in the Page Header row where you want the
text to appear. The Add Text dialog box appears.

x

Test Hame I

Ok |

Type Account Name in the field provided.

Click Ok. The text you typed will appear in the Page Head-
er row.

Click the [B] button to bold the text.

Repeat steps 2-6 to add the Total Pieces and Total
Charged column headings to the report.
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C * Creating a Sample Custom Report

8. Click the Line button.

9. Click and drag below the text in the Page Header row to
draw the line.

Your Page Header row should appear similar to the figure
shown below.

NOTE: You can adjust the size of each text box and reposition
within the row as necessary.

Page Header row

Column heading Column heading Column heading
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The Account Group Name Header Row

In this section, you will add the Account Name field to the Ac-
count Group Name Header row to sort the report by account
name.

1.

6.

If necessary, resize the Account Name Group Header row

by clicking and dragging the ﬂ button beneath the row
downward.

Click the Add Selected Fields button.

Click and drag in the row where you want the field to ap-
pear. The Add Selected Fields dialog box appears.

Select Account Name from the drop-down list.

¥ addselectedFields ) k|

Select Field

Account Mame

Ok |

Click Ok. The name of the field will appear in the Account
Name Group Header row.

Click the [B] button to bold the selected field.

Your Account Name Group Header row should appear similar
to the figure shown below.

NOTE: You can adjust the size of each text box and reposition
within the row as necessary.

Account Name Group Header row

J El ReportHeader

Account name field
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The Details Row

In this section, you will add text in the Details row will appear
in the body of the report. For this sample report you will need
to add the following fields to the Details row:

* Account Name,

*  Sub account Name,

e Sub-sub account Name,
*  Number of Pieces, and
* Total Charged.

1. If necessary, resize the account name group header row

by clicking and dragging the ﬂ button beneath the row
downward.

2. Click the Add Selected Fields button.

3. Click and drag in the row where you want the field to ap-
pear. The Add Selected Fields dialog box appears.

4. Select Account Name from the drop-down list.

ﬂgnddSEIEEtedFields x|

Select Field

Account Mame
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5. Click Ok. The name of the field will appear in the account
group header row.

6. Repeat steps 2-5 until the Sub account Name, Sub-sub
account Name, Number of Pieces, and Total Charged
fields have been added to the report.

Your Detail row should appear similar to the figure shown be-

low.

NOTE: You can adjust the size of each text box and reposition
within the row as necessary.

Details row
J E ReportHeader

ﬂ [l PageHeader
© AccountName

" Total Pieces - Total Charged =

=| [ subSubaccountiameGroupHeader
=| ] Detail

j SubAccountMameGroupHeader

| SubSubAccount Mame - - Numberof Pieces - Total Charged{wit
© all surcharges

Account Narre | SubAccount Mame

Account Name Sub account Sub-sub account Number Tota%-\arged
field Name field Name field of Pieces (with all
field surcharges)
field
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The Account Name Group Footer Row

In this section, you will add summary fields that show the total
number of pieces and total postage charged for each account
to the Account Name Group Footer row.

1. If necessary, resize the account name group footer row by

clicking and dragging the ﬂ button beneath the row down-
ward.

2. Click the Add Text button.

3. Click and drag in the page header row where you want the
text to appear. The Add Text dialog box appears.

Baidren

Text Mame ||

Ok |

4. Type Total in the field provided.

5. Click Ok. The text you typed will appear in the Account
Group Name Footer row.

Click the | B | button to bold the text.
Click the button and select a color to highlight the text.
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7. Click the Add Summary Fields button.

8. Click and drag in the row where you want the field to ap-
pear. The Add Summary Fields dialog box appears.

a. Select Number of Pieces from the Field to be Summa-
rized drop-down list.

b. Select Sum(SubTotal) from the Type of Summary
drop-down list.

c. Select Account Name from the Summary Group drop-

down list.
e I Y
Field to be Summarized
Tupe of Surmmary [sumisubTatal =l
Summamny Group [This group I.-’-\cc:ount Mame j

would be used to reset summary
value when calculating
summary]

. Click OK.
e. Click the |B ] button to bold the summary field.

f. Click the button and select a color to highlight the
summary field.
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9. Click and drag in the row where you want the field to ap-
pear. The Add Summary Fields dialog box appears.

a.

Select Total Charged from the Field to be Summarized
drop-down list.

Select Sum(SubTotal) from the Type of Summary
drop-down list.

Select Account Name from the Summary Group drop-
down list.

% addSummaryField ) x|

Field bo be Surmmarized

Type of Summary [ Sum(5ubT otal)

Surmary Group [This group
wiould be used to reset summary
walue when calculating
surmmary]

IAccount Mame

[
[
Dkl

Click OK.
Click the | B | button to bold the summary field.

Click the button and select a color to highlight the
summary field.

SV61474 Rev. A
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C ¢ Creating a Sample Custom Report

Your Account Name Group Header row should appear similar
to the figure shown below.

NOTE: You can adjust the size of each text box and reposition
within the row as necessary.

Account Name Group Footer row

J =] ReportHeader

ﬂ [l PageHeader

SubAccountMameGroupHeader
SubsubAccountMameGroupHe ader
=] Detail

| SubSubAccount Mame ©

- SubAccount Name

SubSubAccountMameGroupFooker

SubAccountMameGroupFooker

Number of Pieces Total Chargediwith

I all surchargllas]
Text describes information
contained in summary fields Number of Pieces Total Charged
summary field (with all
surcharges)

summary field
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The Page Footer Row
In this section, you will add a footer to the Page Footer row..

1. If necessary, resize the Page Footer row by clicking and
dragging the =| button beneath the row downward.
2. Click the Add Text button.

3. Click and drag in the Page Footer row where you want the
text to appear. The Add Text dialog box appears.

Bnidren

Text Name ||

Ok |

4. Type Business Manager - Sample Custom Report in the
field provided.

5. Click Ok. The text you typed will appear in the Page Footer
row.

6. Click the |&] button and select a font color for the text.

SV61474 Rev. A
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7. Click the Line button.

8. Click and drag above the text in the Page Footer row to
draw the line.

Your Page Footer row should appear similar to the figure
shown below.

NOTE: You can adjust the size of each text box and reposition
within the row as necessary.

Page Footer row

J Bl ReportHeadsr

SubsccountMamecroupHeader
SubSubaccountMameGroupHeader
[ Detail

SubSubaccountMameGroupFooter
SubAccountMameGroupFooter

H AccountMameGroupFoater

Total Number of Pieces Total Chargediwith
all surcharges)

ﬂ ] PageFooter
.o
Business Manager - Sample Custorn Repart

Page Footer text Line separates text in Page Footer from
subtotals in Account Name Group Footer
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The Report Footer Row

In this section, you will add text to the Report Footer row.
The text will appear once at the end of the sample Postage
Charged report.

1. Resize the Report Footer row by clicking and dragging the
ﬂ button beneath the row downward.
2. Click Add Text.

3. Click and drag in row where you want the text to appear.
The Add Text dialog box appears.

x

Text Mame ||

Ok |

4. Type ***End of Report*** the field provided.

5. Click Ok. The text you typed will appear in Report Footer
row.

6. Click the I:I button to center the text.

SV61474 Rev. A

C-25



C ¢ Creating a Sample Custom Report

6. Click the |&| button and select a font color for the text.
7. Click the [B]to bold the text.

8. Click the [& 4 button and select a color to highlight the
summary field.

Your Report Footer should appear similar to the figure shown

below.

Report Footer row

J = ReportHeader

ﬂ El PageHeader
) éA‘ccount:Name::::::::::: :

" Total Pieces ~  Total Charged =

=| &l subSubiccountMameGroupHeader

j SubAccountMameGroupHeader

=| = Detail

coount Marre

= SubAccountMameGroupFooter

i SubSubaccountMamearoupFooker

=| Bl AccounthameGroupFonker

" Total Number of Pieces Total Chargediwith
all surcharges)

Business Manager - Sample Custorn Repiart

ﬂ =] ReportFooter

=END OF REPORT==

Report Footer text (bold and highlighted)
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C * Creating a Sample Custom Report

Previewing the

Report

Once you have finished formatting the sample Postage
Charged Report layout, click the Preview button. A preview of
the report will appear in a separate screen.

Your report should appear similar to the figure shown below.

Samp ie Cusrom Report = Postage Charged i Account Name Total Pieces  Totsl Charged
Ancount Name Totsl Pizces  Total [}:harged S=EHDIORRERORT S ‘
BetPay :
ActPay 20 i 56.600
Total 20 i 56 600
ActRiec :
FActRec i & 3 9.000
Tetal 2 a0
Engineering !
Engineering A # 4 7480
Engineering ] a1 21 12.150
Total 25 i 25630
Graphics :
Graphics 1 3 13,350
Tetal 1 | 13350
HR 3
HR 124 i 68030
Toatal 124 i £9.020
Manuacturing |
Manufacturing 1 i 10.000
Tetal 1 10.000
Software :
Softwane Praducton Tasting & i 10,220
Total 8 i 10220
BNGless MANAE [-SANpE GI5Tm Report Bashiess Manage r-Samp k © b R port

Sample Custom Report - Page 1

Sample Custom Report - Page 2

Click the Close button once you have finished previewing the
report.
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C ¢ Creating a Sample Custom Report

Naming, Printing, Once you have finished previewing the sample Postage
and Saving the Charged Report, click Next > button. The Report Name screen
Report opens.

1. Click in the Enter Report Name field.

2. Type in Sample Custom Report - Postage Charged as
the report name.

i Custom Wizard - Name and Print Report ) x|

— Print Report

Enter Report Name  [S puple Custom Fepart - Postage Charged

PFrint Report

Cancel < Previous fent> Finish
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C * Creating a Sample Custom Report

2. If necessary, click the Print Report button to print the re-
port.

3. Click Finish to save the report. The Custom Report Wizard
will close.

The Reports screen will open. The name of the report you cre-
ated will appear in the list on the Custom Report tab.

zl
~Database Selecti
IWolking Database j
 Report list i Last report

“early by Monlhl Summawl Delailedl Forms | Cus

Sample Custom Repart - Postage Charged

=

Custom Report Scheduler Settings Print Last report

LClose
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