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Introduction

Relay Unify’s simple and powerful branding tools can be implemented for any number of clients. With an unlimited number of pages available and
full support for any CSS (Cascading Style Sheets), the branding is only limited by your design knowledge or your client's imagination. The branding

flows through all pages from the initial upload, all the way through web presentment and bill pay to ensure every user has a complete and
professional solution.

The CSS support makes changing the look and feel simple for anyone with basic HTML knowledge. This lets you offer basic branding for a nominal
fee or use the API tool set to create a fully branded e-delivery site that has the same look and feel as a corporate site.

Relay Unify enables you to deliver communications across all media and fully customize the appearance of the delivery method without the need for
expensive programming staff.

In today's world of instant gratification, you need to offer more services than just print and mail. Relay Unify enables you to expand your services to
true secure multi-channel delivery. Relay Unify can support your workflow with:

e Secure web submission

e Web proofing

e Web delivery as HTML, image or PDF

e Email with login links or PDF attachments
e Support for single sign on

e Fully or partially branded websites

Relay Unify is a single web-based solution that includes secure branded customer facing self-service solution with capabilities that enable the full
range of business and consumer customer service, and account management activities. The Relay Unify zero foot-print web-based solution
provides a secure dashboard for customers to access search and retrieve information from a single, easy-to-use web interface.
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Implementation Summary

1. Set up and configure the site.

2. Customize the site for that client including text, images, or custom web pages.
3. Create users for the site.

4. Set up and customize self-registration.

5. Customize the web display column settings when searching for documents.
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Setup and Initialize the Site

Web Image Directory

All images for the site, including the logos, will need to be placed in the image directory. If you do not know
where that image directory is located, you can open IS, right-click on Web4PitneyBowes and select
Explore. This will automatically take you to your Web4 directory. The images folder is located in the Web4

directory. Web4 > wwwroot > exp-import > Images.
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Web Setup

There is only one way to set a customer up for the web:

1. Click on the customer from the list on the Manage Customers Screen on Realy Unify Setup. Choose the Web4 tab on the left. It will give
you a database dropdown with Web4.

SETTINGS APPLY TO THIS WEB DATABASE | WEB4 -
X MANAGE CUSTOMERS All Customers
CUSTOMERS Include Deleted/Inactive Customer
Search:
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: for the web already by looking at the Web | . . R N . s
1 9 ruce Wayne ctive e
' DB/URL columns in the customer listin ! '
: . : ] 122 U Demos Webd Brentwood TN 37027 Active Web4 webd4ga3.trans-qa3 trans.loc
' uSetup. For example, the Pitney Bowes ! . . . N - s
ruce Wayne ctive C
1 . . h ¥
1
1 and Pitney Bowes Web4 have sites set o e N et e
1 1
: up on the Web : > 128 Pitney Bowes Stamford cT 06926 Active uluroweb30 relayunify.transqa3.trans.loc
1 1
L o e e 1 I 3 130 Pitney Bowes Webd Stamford cT 06926 Active PitneyBowesWeb4 webdpitneybowesqa3 trans-ga3 trans loc
- 131 test 51 AL Active WEB4 webdga3d trans-ga3.trans.loc
Showing 31 to 40 of 41 entries Previous 1 23 5 Next

+ Add Customer

Pitney Bowes Relay Unify Web User Guide January 2026 Page 10 of 235



Once a database is selected, you can £ SITE MANAGEMENT 130 Pitney Bowes Webs
initialize the site. The bottom portion
(General Settings) will only be visible
after you save the site. You will not be e R I

able to come back and edit the web site - - -
initialization settings portion once the site .
is initialized. Gop Pages .55 Fram

0 : Default . 8 Initialize Customer for Web

SETTINGS APPLY TO THIS WEB DATABASE | WEB4

WEB SITE INITIALIZATION SETTINGS

GENERAL SETTINGS

o )
Disable iframe display (i)

Web Database — This reflects the
database selected previously. Itis
grayed out and cannot be edited. After a

te Logo Hyperlink

site has been completely setup for one e Open in 2 new page when logo s clicked
database including users, you cannot CAPTEHA CONFIGURATION
change the database. se Dtautt @
Enable Capicha To use this you will need to obtain keys from Google ReCaptcha
Site URL Name — This typcially comes eapute Stk
from your hosting service. You will need
to set up your DNS to point to your web

server and set up your URLs. ltis
common to purchase a general domain and create subdomains for each of
your clients.

Disable iframe display — Check this box to keep iframe disabled. If you want
to see Web4 in an iframe, uncheck the box, but it will cause a security
vulnerability.

Site Logout URL — This will be the site that users will be directed to when they
sign out/logout of the site. It must contain an http:// or https://.

Site Logo File — This is the image that will appear in the top left corner of the
site. Enter the path to the logo after the images directory. The Web Logo file [ S e [ S \ VS
will by deafult use the relative path to the images directory.

Pitney Bowes Relay Unify Web User Guide January 2026 Page 11 of 235



Site Logo Title: The text here will be displayed when a user hovers the mouse over the Web Logo

File image on the site.

Site Logo Hyperlink — If a user clicks on the Web Logo File image, the user will be redirected to the
site that is entered here. The site must have http:// or https://. If the Open in a new page when
clicked checkbox is checked, the site will open in a new window/tab (based on the browser being
used to view the site) and the current window/tab will stay on the Uuro Web URL site.

GENERAL SETTINGS

Disable iframe display @

https://web4pitneybowesqa3 trans-ga3.trans loc

[exp-import/images/Logo.png

https://webdpitneybowesqad trans-ga3.trans.loc

Now that this portion is complete, click SAVE.

Pitney Bowes Relay Unify Web User Guide January 2026

Powered by Transformations

(Openin a new page when logo is clicked

Pitney Bowes, Stamford CT

Relay” Unify

Powered by Tra

Powered by Transformations
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0 : Default -

Initialize the Site

The Web Site Initialzation Settings section at the top of the web setup is only editable the first time you create a site. Once it has been initialized
and set up this tab will change and these settings will no longer be accessible.

Email Address — Enter the email address for the admin user. This should be a working email address that the admin user will have access to if an
email is triggered later during the customization of the site.

Administrator User ID/Administrator Password — These make up the initial administrator login for the site. This will be the user that you will use
to create other users and customize the site. You will use the User ID and Password entered here to log into the site initially. There are no
password rules for this initial user.

Administrator First Name/Last Name — This is the profile name that will show on the website as an Admin is logged in.

Copy Pages &CSS From — This allows you to copy pages from an existing website. This is designed for customizing pages off the Relay Unify site
tree. The dropdown menu will list all clients that have a site setup. This will only copy custom web pages that have been created. It does not copy
any of the other settings from that site.

Click the Initialize Customer for Web button. At this point the site has been created. The very first time the admin user logs in, the site will have to
initialize; the pages have to get allocated to the site, and all of the database entries entered for the site. The first time may take up to 60 seconds.
After that it will be

instantaneous. Re|ay Un |fy

Powered by Transformations

At this point the site will look
like this:
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Customizing & Designing the Site

The Site Design Dropdown Tab is where the majority of settings pertaining to the site’s appearance are located.

Multi Language Support

This is the first tab on the left-hand side of the web designer, underneath the Site Management tab. This is where you can go to set your default
language for the website you are designing, as well as choose additional languages you'd like to make available via a dropdown on the website. By
default, English will be selected as the default language for your site designer.

. MULTI-LANGUAGE SUPPORT 130 Relay Unify Webd
4 Back to Customer Information 2 ? :
Site Management Manage Language

Multi Language Support

Site Design LANGUAGES

Web 4 User Management

Web 4 Group Management DESCRIPTION DISPLAY TEXT DEFAULT LANGUAGE ENABLED ORDER
Chinese FR3C ™ 4 1]
English English

German Deutsch

Spanish espariol

(i}
(i}
Showing 1to 4 of 4 entries Previous - Next

+ Add Language "D View History
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+ Add Language — Click on this button to add, or remove
languages that will be made available on the website in question.
Choose your languages and click on the Save button.

Once you've selected all your languages, you can then click on one
of the options on the “Manage Language” tab of the Multi
Language Support tab. You can edit, enable, make default, etc.

Manage Language X

Enable

Default Language
Description
English
Text
English

TRANSLATION MODIFICATION

DEFAULT - ENGLISH ENGLISH INPUT VALUE =
LOGIN/SIGN UP LOGIN/SIGN UP
Ulure Login Uluro Login
Username Username
Password Password
Remember me Remember me
Forgot Username? Forgot Username?
Forgot Password? Forgot Password?
LOGIN LOGIN
Need an Account? Need an Account? -

Enable — Check this box to turn on or off the language in question.

Manage Language

Afrikaans
Albanian
Amharic
Arabic
Armenian
Azerbaijani
Basque
Belarusian
Bengali
Bosnian
Bulgarian
Catalan
Cebuano
Chichewa
Corsican
Croatian

Czech

Danish
Dutch

‘ English Default
Esperanio
Estonian
Filipino
Finnish
French
Frisian
Galician
Georgian
Greek
Gujarati
Haitian Creole
Hausa
Hawaiian

Hebrew

Hindi
Hmong
Hungarian
Icelandic
Igbo
Indonesian
Irish
Italian
Japanese
Javanese
Kannada
Kazakh
Khmer
Kinyarwanda
Korean
Kurdish
Kyrgyz

Lao

Latin

Latvian
Lithuanian
Luxembourgish
Macedonian
Malagasy
Malay
Malayalam
Maltese

Maori

Marathi
Mongolian
Myanmar (Burmese)
Nepali
Norwegian
Odia (Oriya)
Pashto

Persian

Polish
Portuguese
Punjabi
Romanian
Russian
Samoan
Scots Gaelic
Serbian
Sesotho
Shona
Sindhi
Sinhala
Slovak
Slovenian
Somali
Sundanese

Swahili

Swedish
Tajik
Tamil
Telugu
Thai
Turkish
Turkmen
Ukrainian
Urdu
Uyghur
Uzbek
Vietnamese
Welsh
Xhosa
Yiddish
Yoruba

Zulu

Default Language — Check this box to make this the default language when

going to the web portal.

Pitney Bowes Relay Unify Web User Guide January 2026

Manage Language

Enable
Default Language
Description
Spanish
Text

espaiiol

TRANSLATION MODIFICATION

DEFAULT - ENGLISH

LOGIN/SIGN UP
Uluro Login
Username
Password
Remember me
Forgot Username?
Forgot Password?
LOGIN

Need an Account?

SPANISH INPUT VALUE

LOGIN/SIGN UP
Uluro Login
Username
Password
Remember me
Forgot Username?

Forgot Password?

LOGIN

Need an Account?
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Description — This is the name that will be used to identify the language being used in uSetup Web under the Multi Language Support tab.

Text — This is how the language will be displayed in it's native text.

Translation Modification — Here you will see the Default language, as well as the current foreign language you are looking to edit. You can go in
and enter the text how it should actually be translated, in the event that the translation is not accurate to the local dialect of where the web portal will

be used for that language.

Once finished with the updates for the language, click the Save button to update.

From there, once you have all of your languages set up, you can now view them in
various dropdowns through the site designer. You can now set your images, as well as

all of the text you’d like in this particular language.

¢ SITE DESIGN - PAGES HTML

Frequently Asked Questions | AboutUs  Privacy & Securify ~ ContactUs ~ Terms & Conditions ~ Help Page

£ SITE DESIGN - PAGES HTML

Frequently Asked Questions | AboutUs  Privacy & Security  ContactUs  Terms & Conditions  Help Page

FREQUENTLY ASKED QUESTIONS PAGE

Language
English -

Spanish - Latin America

Chinese

French

130 Relay Unify Webd

In the event that there is the </> View HTML button,

FREQUENTLY ASKED QUESTIONS PAGE

Language
Chinese -

<div id="crumbWrapper">

<div id="header">

<div class="headerContent™>

<h1=

EE</h1>

<span class="breadcrumbs > BRI AT FEEEE WRIZAIREE</span></div-
</div>

</

<div id="contentMainWrapper">

<div id="content">

=div id="contentDataNoSidebar" class="pAlign">
<h2>

B0 T AFENER. NEZEAN? </

>
EEREAENEE

you can also click on that to view the language that
you’ve set the code for.

- HTML Editor

Pitney Bowes Relay Unify Web User Guide January 2026

# [Bluls Al =]== @ |=|@]=|x
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) 130 Relay Unify Webd
4 Back to Customer Information L elay Unify Wel
Site Management Frequently Asked Questions | AboutUs  Privacy & Security  ContactUs  Terms & Conditions ~ Help Page

Multi Language Support

| Site Design hd
FREQUENTLY ASKED QUESTIONS PAGE
| Home Page v
Language
Support Top Bar
P! P English “
Home Page Top Links
Page Himl
-
| Pages HTML <div id="crumbWrapper">
<div id="header">
Images Slide Section <div class="headerContent">
. <h1=
Announcement Section
Frequently Asked Questions</h1>
Feature Web Ads <span class="breadcrumbs">Here we provide answers to our client&#39;s most commonly
asked questions</span></div>
Important Legal Disclosures </div
i <fdiv>
foglerSection <div id="contentMainWrapper">
Copyright Section <div id="content">
<div id="contentDataMoSidebar" class="pAlign">
Admin Landing Page <h2>
. 1forgot my username or password. What do | do now?</h2>
Landing Page Navigation Bar (PD J . -
£

Web Column Display

Web 4 User Management

Web 4 Group Management

%8 SITE DESIGN - PAGES HTML 130 Relay Unify Web4

Frequently Asked Questions | AboutUs  Privacy & Security  ContactUs  Terms & Conditions  Help Page

FREQUENTLY ASKED QUESTIONS PAGE

Language
Spanish - Latin America -

Page Hml
<div id="

HTML Editor

<div class="headerContent'> B ‘ u ‘ s A Hr o

o
<h1>
Preguntas Frecuentes</h1>

<span class="breadcrumbs">Aqui proporcionamos respuestas a las preguntas mas comunes de nuestros clientes</span></div> P t F t
<t reguntas rrecuentes

“conteniMainWrapper™>
ntent’s

ontentDalaNoSiceba”class<pAl Olvidé mi nombre de usuario o contraseiia. ;Qué hago ahora?

Qlvidé mi nombre de usuario o contrasefia. ;Qué hage ahora?</h2> .,
e Explicacién breve y respuesta a la pregunta

m‘- <f>

Aqui proporcionamos respuestas a las preguntas més comunes de nuestros clientes

Explicacion breve y respuesta a la pregunta

Nuestros datos son sensibles. ;Estaran protegidos?

Explicacion breve y respuesta a la pregunta
’ pm

¢Por qué se aplica una longitud minima a las contrasefas?

Explicacién breve y respuesta a la pregunta
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Other than having the dropdown as an option to select a language, you will also get tabs across the top of the selected tab on the left, to choose
your language and edit this portion of the website.

4 Back to Customer Information

Site Management
Multi Language Support
| Site Design
| Home Page
| Support Top Bar
Home Page Top Links
Pages HTML
Images Slide Section
Announcement Section
Feature Web Ads
Important Legal Disclosures
Footer Section
Copyright Section
Admin Landing Page
Landing Page Navigation Bar
Web Column Display
Web 4 User Management

Web 4 Group Management

8 HOME PAGE - SUPPORT TOP BAR

English | Spanisl

Enable Support Top Bar
INPUT AREA 1 @

Text Display
Pitney Bowes, Stamford CT

INPUT AREA 2 ®
Support Email Text Display
Atencin al Cliente

Email Address

tylerm@transfrm.com

‘Support Call Text Display
Soporte Telefénico

Phone number
8442566444

&% HOME PAGE - SUPPORT TOP BAR

Engﬁs” Spanish - Latin America  Chinese  French I

130 Relay Unify Web4

Enable Support Top Bar

INPUT AREA1 O

Text Display
Pitney Bowes, Stamford CT

INPUT AREA 2 &)

Support Email Text Display
Customer Support

Email Address

tylerm@transfrm.com

Support Call Text Display
Phone Support

Phone number
844-256-6444

Latin America

£ HOME PAGE - SUPPORT TOP BAR

English ~ Spanish - Latin America | Chinese | French

130 Relay Unify Webd

Enable Support Top Bar

INPUT AREA1 ©

Text Display
Pitney Bowes, Stamford CT

INPUT AREA 2 ©®
Support Email Text Display
ErEE

Email Address
tylerm@transfrm.com

Support Call Text Display
BETE

130 Relay Unify Webd

&
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This is an example of what your additional home
pages will look like after setting up images and

Pitney Bowes, Stamford CT 52 Atencién al Cliente &, Soporte Telefénicl @ SPANISH - LATIN AMERICA vI

other text in the Web 4 site designer, when you Relay Uﬂlfy CASA SOBRENOSOTROS AYUDA PREGUNTAS FRECUENTES ~CONTACTANOS ~REGISTRARSE  PRIVACIDAD Y SEGURIDAD

Powered by Transformations

select a language from the dropdown menu in the
top right corner of the web portal.

[}/ VR | PRpppy B B BT

E FETp 1etras de cada entrega importante.
»nes integrales, desde innovador software de envio Saa$ hasta avanzados
Re | a ™ U n |f ) . o il. Por eso estamos detras de cada entrega importante que realizan nuestros
y y BE RNEE XTE ®|E RR®O OEH BlsSRe 1evo lema: La tecnologia detrés de cada entrega importante.
Powered by Transformations

BRI
BN EIDAE SRR, AEEHIER, RS EmkE.

EHEER

= =

T

S

. - 1-] P 3

Pitney Bowes, S—XEEIRIEEERIBRANE.

Pitney Bowes RHIAANZEFIRMSENBRTRE, MOIHTHI SaaS EEAEIIS0HIMETAIERS, BRCWREESIS, ERMII, RITARE
EEFESOREEDENSE. AL, BISX—EBIMI A Ning: S ASTRESEIRANE,
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Home Page
Feature Web Ads

Along the left side, select Home Page. Then click the Ads tab. This is where the images on the main site are customized. You can manage
multiple Ads on the homepage.

Description — Enter a description that will easily identify the area that the image is located.

Image — This is using a relative path from the images directory. Enter the path to the image desired for that area.
Ads Header — This header will show the title that you choose for this particular ad.

Ads Description — This is the description that will be displayed in the ad block for the ad in question.

Button Display Text — Display a button in the ad in question and enter the text desired.

Button URL - This is the site that a user will be redirected to if the button is clicked. It must have an http:// or https://. This field is required to save
the entry. If a new site is not desired, enter # to reload the current page.

MANAGE WEB ADS X
Site Management English | Spanish- Latin America  Chinese  French ad1
Multi Language Support
| site Design ~ b Tpe age
. Enable Feure Web Ads T .
|| Home Page vl hitps://www.pitneybowes.com/content/dam/pitneyb @
Support Top Ba WEB ADS
Home Page Top Links
N DESCRIPTION  IMAGES ENABLED | ORDER Security for Government
Pages HTML
mages Slide Section ad1 v-accreditation-900¢500. end ‘gov-acereditation-900x500.600.webp [ ] Ads De
ad2 O Security is paramount in the cloud, particularly a Government environment. Pitney Bowes
ad3 nent/damy LRV | continues to invest in achieving the highest levels of security certifications and
e . P authorizations. Our SendPro 360 platform is both FedRAMP and StateRAMP (based on the
NIST 800-53 guidelines) authorized, operating in GovCloud.
ad5 s: Ty @
Copyright Section e [ e Ty @ 4
Admin Landing Page
- e Previous 1 Next T h
Landing Page Navigation Bar Showing 110§ of 6 entries . i
o2l More Information
Web Column Display
/eb 4 Group Management hifps://www.pitneybowes.com/us/state-and-local-governn
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Order — This corresponds to the numbered blocks to the right of position. Click the arrows to move the ads up or down for desired position.
Relay” Unify

Powered by Transformations

ORDER

1

Security is paramount in the dloud, particularly

Government environment. Pitney Bowes continues 1o invest

Remove the paln of going to the pc
packages and shop for the best rates. Our solutions take

Explore Postage Meters

fice, accurately weigh In 3 world where rumors spread faster than packages, wee

digging into whats really happening with major shipping
carriers. From rate changes to policy shifts, the chatter can
leave anyone uncertain about the road ahead. But you don't

have to navigate it alone.
Speak With Specialist

in achieving the highest levels of security certifications and care of it all
authorizations. Our SendPro 360 platform is both FedRAMP
and StateRAMP (based on the NIST 800-53 guidelines)

autharized, operating in GovCloud.

More information

PHARMACIES

rely on manual entry via work:

Eliminste WISMO (where's my order) calls with email, SMS,
and in-app tracking notificati
peace of mind knowing exactly w
prescriptions.

driven processes in a high-speed wareh
From SMB clients working out of sm:

The size of the image on the site is determined by the size of the

image itself. If area 1 and area 4 have the same image:

Pieney Bowes (NYSE:PBI)is an American technology-driven
company that provides Saa$ shipping sol
innovation, presort meiling services with a nationwide

that give your patients

T4 0O

ons, mailing

grade warehouses with

footprint across the United States, and financial services to

Enabled — If this is checked, the image will appear on the site.

If some areas are not enabled, the images will shift position to fill gaps.

If area 4 and area 5 are not enabled:
Relay” Unify

Powered by Transformations

Relay” Unify

Powered by Translormations

ABOUTUS

the pain of going t the past office, sccurately weigh

e and shop for the best rates. Our solutions teke.

Security is paramount in the cloud, particularly a

Pitney Bowes (NYSE:PBI) is an American technology-driven

care of all.
Explore Postage Meters

Government enviranment. Pitney Bowes continues to invest

in achieving the highest levels of security certifications and
authorizations. Our SendPro 360 platform is both FedRAMP
and StateRAMP (based on the NIST 800-53 guidelines)
authorized, operating in GovCloud.

More Information

Speak With

needs, whether you
 sutomated API-

w5 enverprise:
ment ines, we'll help

Get Started Today

Pitney Bowes Relay Unify Web User Guide January 2026

company that provides Saa$ shipping solutions, mailing
innovation, presort mailing services with a nationwide
footprint across the United States, and financial services to
clients around the world - including mare than 90 percent of
the Fortune 500. Small businesses to large enterprises, and
government entities rely on Pitney Bowes to reduce the
complexity, increase the security, and eliminate the potential
for fraud in the sending of mail and parcels. Pitney Bowes is
among only a handful of great American companies listed on
the NYSE for 75 years. When initially launched on the
exchange in 1950, Pitney Bowes provided innovative mailing
solutions. Today, Pitney Bowes proudly stands as a key
player for presort mailing services, mailing innovation, and
as a global leader in Saa$S shipping technology.
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Size does not matter for location in Web4.

The Relay Unify images are on your server from the install for you to reference.
You can use these images for your ads to begin with before customizing them.

To keep your ads uniform, try to get images relatively similar in size.

= featurel.png
= featured.png
= featured.png
= featured.png
= feature3.png
=) featureb.png

= featuresection.png

# hijpg

5/20/2025 T:46 AM
5/20/2025 T:46 AM
5/20/2025 T:46 AM
5/20/2025 T:46 AM
5/20/2025 T:46 AM
5/20/2025 T:46 AM
3/20/2025 T:46 AM
5/20/2025 7:46 AM

PMG File
PMG File
PMG File
PMG File
PMG File
PMG File
PMG File

IrfanView JPG F...

257 KB
259 KB
296 KB
359 KB
351 KB
254 KB
23T KB

1,343 KB

Pitney Bowes

Relay Unify Web User Guide

January 2026
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Home Page Top Links
123 4 )

. . . . Rela " Unif HOMI ABOU Ui [4 U Il A L
This controls the links across the main site menus on the top of the e ||

page. To edit these go to the Site Design Dropdown Tab under the
Web4 Tab. Select the Home Page Dropdown Tab on the left side and
then select the Home Page Top Links Tab. There are 7 slots to put
links in.

SMALL BUSINESS
Security is paramount in the cloud, particularly a Remove the pain of going to the post office, accurately weigh In a world where rumors spread faster than packages, we're
. - . . . . . Government environment. Pitney Bowes continues to invest packages and shop for the best rates. Our solutions take digging into what's really happening with major shipping.
Descr|pt|on — This will be d|sp|ayed as the link itself on the portal_ in achieving the highest levels of security certfications and care of call carrlersiFromrate hanges'eo pacy s the chatsr can
authorizations. Our SendPro 360 platform is both FedRAMP leave anyone uncertain about the road ahead. But you don't
and StateRAMP (based on the NIST 800-53 guidelines) have to navigate it alone.

. . . . . . . . . authorized, operating in GovCloud. eak Wit ialist
Text — This will be displayed in uSetup to identify the link in question.

Manage Links x
Enabled Open in New Page
Descrption Positior
Home Position 1 -
- SR
e —
Home
ECOMMERCE

PHARMACIES

Home - @ [ Manage Pages HTML | Site Design Configuration I

Our technology adapts to your current needs, whether you
rely on manual entry via workstations or automated API-

. o] Eliminate WISMO (where's my order) calls with email, SMS, ’ "
ADD DROP-DOWN LINKS & Pitney Bowes (NYSE:PBI) is an American technology-driven ar\‘r:vza: mcmlwn;ref;""i:;t:) cav: W;ureza‘;ls driven processes in a high-speed warehouse environment.
in-app ifications that gi g i . -
—_— T Cormpary St brovides SonSiohippiagedlitionssasng ipp‘ e g i f ) o pr From SMB clients working out of small spaces to enterprise
min o their i 9
PR e — T itiou0or oo Fiallis SEFAceS with § natomiide peace of nowing exactly when to expect the grade warehouses with dozens of fulfillment lines, we'll help
prescriptions. you optimize every step of the process

footprint across the United States, and financial services to
savernment entities relv an Pitnev Rawes ra rediice the

Link — This is the page that the user will go to when the link is clicked. Choose from the 8 that are set up by default or choose Custom. Once
custom is selected, an area to enter any link will appear. The custom link entered will need to have http:// or https://.

Position — This determines where the link is displayed across the top of the home page and will be displayed from Left to Right, positions 1 to 7.
Enabled — If this is checked, the link will appear on the site.
Open in New Page — If this is checked, the hyperlink will open in a new tab/window when an image with a hyperlink is selected.

Dropdown Link Column Text Display — You have the ability to add a dropdown tab to any of your 7 Home Page links that you may have enabled.
URL Link, this will give you the ability to open this additional link at a different location.
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4 Back to Customer Information

Site Management

Multi Language Suppo

rt

Site Design v
Home Page ~
Support Top Bar
I Home Page Top Links I

Pages HTML

Images Slide Section

Announcement Sec

Feature Web Ads

fion

Important Legal Disclosures

Footer Section
Copyright Section

Admin Landing Page

Landing Page Navigation Bar

Web Column Display

Web 4 User Management

Web 4 Group Management

LINKS
DESCRIPTION TEXT CUSTOM LINK POSITION " EnaBLED NEW PAGE DELETE
Home Home 1 v ®
About Us About Us 2 4 o
Help Help 3 L4 i}
Frequently Asked Questions FAQ 4 v o
Contact Us Contact Us 5 ¥ o
Register Register 6 o
Privacy & Security Privacy & Security 7 o
Shawing 110 7 of 7 entries Previous Next
+ Add Page Link "D View History
1===" ©} ____________________________________________________________________________________________________________________________
Tips:

¥ HOME PAGE - TOP LINKSX

English | Spanish-Latin America  Chinese  French

130 Relay Unify Webd

moved to the next (Home_Text — 2) postion. All other links will be moved to the next position as well.

To edit the text for these links go to the Home Page Top Links Tab along the left hand side of the Relay Unify Web4 builder.

Pitney Bowes

Relay Unify Web User Guide

January 2026
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If only positions 1, 2, 4, 7 are enabled, they will be displayed as 1, 2, 3, 4 across the top. If a link (ex: Privacy & Security) is placed in a
position (1) that is already occupied, it will be given that new position (Privacy & Security-1) and the link previously in that position will be




Footer Section

- L\ < ‘ ’ =
ECOMMERCE
Our technology adapts to your current needs, whether you

rely on manual entry via w or automated API-
driven processes in a high

Pitney Bowes (NYSEBI)is an American Eliminate WISMO (where's my order) calls with email, SMS, b S e

company that provides Sas$ shipping s From SMB clients working out spaces to enterprise-

This controls the links at the bottom of the page on your site. To edit

footprint across the United States, and financlal services to You optimize every step of the process.

these go to the Site Design Dropdown Tab under the Web4 Tab. Select v

nities rely on Pitney Bowes o reduce the

the Home Page Dropdown Tab on the left side and then select the Footer

for fraud in the sending of mail and parcels. Pitney Bowes is

and in-app tracking notifications that give your patients

among only a handful of great

Section Tab. There are multiple slots to put links in. You have the ability = «ewseese wens

exchange in 1950, Pitney Bowes provided innovative mailing
to add additional footer links underneath the header. el o L bl

253 global leader In SaaS shipping technology.

rican companies listed on
ly launched on the

About Us

Enabled - If this is checked, the link will appear on the site.

Description — This is name that will be visible on the web portal. Modules [— [— pRm—

Relay Unify uBridge Webinars Government About Us
Enable Header — If this is checked, the link will appear on the site. R - - o

Relay Unify uweb Presort Savings Calculator Retall & eCommerce Our Customers

Header — This is the name of the footer that will be visible on uSetup Relay Unty ucampign CaseSudes
Web.

Column Text Display — This is the text that will be displayed as a link under the footer.

& HOME PAGE - FOOTER SECTION 130 Pitney Bowes Web4 URL Link —_ You can I|nk an OutS|de S|te to
ST English | Spanish-Latin America Chinese ~ French the fOOter you Want this tied to- If you don,t

want another site to be opened up, just enter
Enable Footer Uluro .
Home Page v a #

MANAGE FOOTER COLUMNS X
Support Top Bar FOOTER COLUMNS
Home Page Top Links Enable
DESCRIPTION HEADER FOOTER LINKS TOTAL ENABLED ORDER L]
Pages HTML Nodes
Images Slide Section Modules Modules 5 A [
Enable Header
Announcement Section Resources Resources 5 T L]
b Ad Modules
Glr s Industries Served Indusries Served 5 o L]
Important Legal Disclosures
P g Company Info Company Info 4 1+ 4 [} FOOTER LINKS
I Footer Section Column Text Display URL Link
Copyright Section Showing 110 4 of 4 entries Previous Next Relay Unify uBridge i o g

) Goumn Tex Dispay LUk
Addmin Landing Page Relay Unify Smart Delivery *

. e
3 .
Landing Page Navigation Bar + Add Column Dy Column Text Dispay WRL Link
Web Column Display Relay Unify uDeliver # ™4

*y (@]
+4 (g

=+ Add FOOTER LINK

Column Te Display WAL Link
Web 4 User Management N

Relay Unify uled

Web 4 Group Management Column Text Display URL Link

Relay Unify uCampaign

+ Add Footer Link — This is how you add additional footer links to your web portal. You can add as many footer links
as you want.
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Pages HTML

To edit the pages that the links are tied to on the main site page, go to the Site Design Dropdown Tab > Home Page Dropdown Tab and select
Pages HTML on the left side.

There is an additional set of tabs which include the links that can be edited:

¢ FAQ
e About Us
o Privacy &

N SITE DESIGN - PAGES HTML 130 Relay Unify Webd
4 Back to Customer Information b

Site Management Frequently Asked Questions ~ AboutUs  Privacy & Secuntyl Contact Us I Terms & Conditions  Help Page
Multi Language Support

Security — = I CONTACT US PAGE
al v
e Contact Us [T
Support Top Bar English -
Terms

Help

Home Page Top Links

Pages HTML

Images Slide Section
Announcement Section
Feature Web Ads
Important Legal Disclosures
Footer Section
Copyright Section

Admin Landing Page

Landing Page Navigation Bar

Web Column Display

Web 4 User Management

Web 4 Group Management

<div id="crumbWrapper">

<div id="header">

<div class="headerContent">

i

Contact Us</h1>

<span class="breadcrumbs">We appreciate the opportunity to work with you and
value your feedbacks/span=</div>

</div>

<[div=

<div id="contentMainWrapper"=

=<div id="content">

=<div id="contentDataNoSidebar" class="pAlign">

<2

Below will be a Contact form or Contact details or Both</h2>
o>

‘ I <[> VIEW HTML

Home cannot be edited since it does not link to a new page of text to edit. Register takes users to a page designed already to self-register for the
site. The email event for that can be customized under Web4 User Management Dropdown Tab > Email Event.
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Contact Us

HTML Editor
Within the Pages HTML edit the HTML and click View HTML to see how the
text will appear:

v !=‘a=|

il B GD

g B‘U‘B A |- <>

Contact Us

We appreciate the opportunity to work with you and value your feedback

Below will be a Contact form or Contact details or Both

Your ideas, questions and comments are important to us. Please contact us at any time. We are here to serve you. The knowledgeable and friendly Uluro Team i

Click the link on the main site page to view the linked page users will be
directed to:

Relay” Unify

Powered by Transformations

Contact Us

We appreciate the opportunity to work with you and value your feedback

Below will be a Contact form or Contact details or Both

Your ideas, questions and comments are important to us. Please contact us at any time. We are here to serve you. The knowledgeable and friendly Relay Unify Team is available to assist you with: live web presentations, sales efforts, file verification, product support, and proof of concept testing
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Help

Within the Pages HTML edit the HTML and click View HTML to see how the text will appear:

&% SITE DESIGN - PAGES HTML

Frequently Asked Questions ~ About Us  Privacy & Security  ContactUs  Terms & Conditions I Help pagel

130 Relay Unify Webd

HELP PAGE

Language
English

Page Him

<div id="crumbWrapper">
<div id="header">

<div class="headerContent">
<nl>

Help &amp; Support</h1>

<fdiv>

</div>

«div id="contentMainWrapper">
<div id="content">

<n2>
Support Forum</h2>
o

Brief explanation

B save

<gpan class="breadcrumbs">Technical support resources for our clients=/span=</div>

«div id="contentDataNoSidebar” class="pAlign">

HTML Editor

o B|u|a

A

. Help & Support

Technical support resources for our clients

Support Forum

Brief explanation and link to the support forum

Online Support

4 Brief explanation and details about online support

Downloads

Click the link on the main site page to view the linked page users will be directed to:

Pitney Bowes

Relay Unify Web User Guide

January 2026

Help & Support

Technical support resources for our clients

Support Forum

Brief explanation and link to the support forum

Online Support

Brief explanation and details about online support

Downloads

Brief explanation and link to the available downloads

Brief explanation and link to the available downloads

Relay” Unify

Powered by Transformations
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FAQ
Within the Pages HTML edit the HTML and click View HTML to see how the text will appear:

&% SITE DESIGN - PAGES HTML 130 Relay Unify Webd
I FrequemlyAskedQues[mnsI AboutUs  Privacy & Security  ContactUs  Terms & Conditions  Help Page

FREQUENTLY ASKED QUESTIONS PAGE

Language

English -

- HTML Editor

age Himi

<div id="crumbWrapper"> - <[> VIEW HTML

<divid="header"> ===~ - 2

<div class="headerContent"> P B | u ‘ s A " = ‘ = | =2 = =) | [ad | - <>

<h1=

.

Frequently Asked Questions</h1= I k d Q

<span class="breadcrumbs">Here we provide answers to our client&#39;s most commonly Frequent y As e ueStlons

asked questions</span=</div>

</div> Here we provide answers o our client's most commonly asked questions

</div>

<o d=cantenaiapper | forgot my username or password. What do | do now?
<divid="content">

<div id="contentDataNoSidebar" class="pAlign"> Brief explanation and answer to the question

<h2>

| forgot my username or password. What do | do now?</h2> - d . g -" d b d?
=~ v Our data is sensitive. Will our data be protected?

Brief explanation and answer to the question
Why do enforce a minimium length on passwords?
Brief explanation and answer to the question

Click the link on the main site page to view the linked page users will be directed to:

Relay” Unify

Powerad by Transformations

Frequently Asked Questions

Here we provide answers to our client's most commonly asked questions

| forgot my username or password. What do | do now?

Brief explanation and answer to the question

Our data is sensitive. Will our data be protected?

Brief explanation and answer to the question

Why do enforce a minimium length on passwords?

Brief explanation and answer to the question
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Privacy & Security
Within the Pages HTML edit the HTML and click View HTML to see how the text will appear:

%2 SITE DESIGN - PAGES HTML 130 Relay Unify Webd

HTML Editor
Frequently Asked Questions ~ About UsI Privacy & Security ICunlaci Us Terms & Conditions  Help Page -
;o B|U‘E A|' ===~ H- = II]"- <>
PRIVACY & SECURITY PAGE Privacy & Security
Language: Detailed privacy policy
English - . 0
Privacy Policy

Page Htmi
<div id="crumbWrapper"> - <[> VIEW HTML
Blah blah blah blah blah

<div id="header">

<div class="headerContent"> . .
an Security Policy
Privacy &amp; Security</h1>

<span class="breadcrumbs">Detailed privacy policy</span=</div> Bleh blah blah blah blah

<[div>

<[div>

<div id="contentMainWrapper'>
<div id="content">
<div id="contentDataNoSidebar" class="pAlign">

<h2>
Privacy Policy</h2>

<p* -
Blah blah biah blah blah y

Click the link on the main site page to view the linked page users Re |ay”'1 U n|fy
will be directed to: .
Powerad by Transformations

Privacy & Security

Detailed privacy policy

Privacy Policy

Blah blah blah blah blah

Security Policy

Blah blah blah blah blah
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Terms & Conditions
Within the Pages HTML edit the HTML and click View HTML to see how the text will appear:

¢ SITE DESIGN - PAGES HTML 130 Relay Unify Web4

Frequently Asked Questions  AboutUs  Privacy & Security ~ Contact USI Terms & Conditions IHe\p Page

TERMS & CONDITIONS PAGE

Language )
English - HTML Editor

Page Him
<div id="crumbWrapper"> - | <[> VIEW HTML P B ‘ u | -} A

<div id="header">
::\.I\LEIZISS=‘hEadErCDmEﬂl"" Terms & conditions
Terms &amp; Conditions</h1>

E| =- B~ c—:“-— </>

<span class="breadcrumbs"=Detailed Conditions and terms</span==/div> Detailed Conditions and terms
</div> t f

' .
a> Conditions
<div id="contentMainWrapper">
“divid="content’> Blah blzh blah blzh blat
<div id="contentDataNoSidebar" class="pAlign™> Sl bian biEn bl b
<h2s
Conditions</h2> Terms
o -
JIEEDUELDED £al ¥ Blah blah blah blah blah

B save

Relay” Unify

Powered by Transformations

Click the link on the main site page to view the linked page

users will be directed to: TermS & Condltlons

Detailed Conditions and terms

Conditions

Blah blah blah blah blah

Terms

Blah blah blah blah blah
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About Us
Within the Pages HTML edit the HTML and click View HTML to see how the text will appear:

¥ SITE DESIGN - PAGES HTML 130 Relay Unify Webd

Frequently Asked Ouestmnsl About Us IPrivacy & Security  ContactUs  Terms & Conditions ~ Help Page

HTML Editor

ABOUT US PAGE

E|E' B @ |I]||- <f>

¥ n|u|.s A

About Us

Who we are and what we do

Language
English -

Page Htm N
<div id="crumbWrapper"> <> VIEW HTML

«div id="header">
<div class="headerContent">

S Our Staff

<span class="breadcrumbs">Who we are and what we do</span=</div>
L= Blah blah blzh blzh blah
</div>

<div id="contentMainWrapper"> .
<iv d"contnt> Our Executives
<div id="contentDataNoSidebar" class="pAlign">

<h2>

Our Staff</h2>

<p= =

Blah blah blah blah blah z

Blah blah blah blah blah

Click the link on the main site page to view the linked Re Iay"-‘ U |..] |fy

page users will be directed to:

Powered by Transformations

About Us

Who we are and what we do

Our Staff

Blah blah blah blah blah

Our Executives

Blah blah blah blah blah
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Home
This cannot be edited; this is to bring users back to the main site when the links redirect them to other pages. This can be disabled but not edited.

Register
Click the link on the main site page to view the linked page users will be directed to:

Relay” Unify

Powered by Transformations

MEMBER REGISTER

Register an Account

Username

Enter Username ‘

@ This field is required.

Password

Enter Password

@ This field is required
User First and Last Name

First name Last name

Email

| ‘ Email Key

SIGN U

See Web 4 User Management Tab to edit the self-registration page that users are redirected to when clicking Register.
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Support Top Bar

This gives you the ability to customize the very top of the page that will give you a Support Email and Phone Number as a link for contacting the
companys site. To edit these go to the Site Design Dropdown Tab under the Web4 Tab. Select the Home Page Dropdown Tab on the left side and
then select the Support Top Bar Tab. There are 2 Input areas to put links in.

Enable Support Top Bar — By clicking on this check box, it will activate the bar across the top of this customers website.

Input Area 1/ Text Display —
Area 1 will appear on the left

side of the website. You can

enter any text you want here

and it will be displayed on the
website.

Input Area 2 — This area you
can enter in a support phone

number and email to contact

the customer that the website
is built for.

Support Email Text Display
— This will the be the text that
is displayed as a link on the

right hand side of the website

4 Back to Customer Information

Site Management

Multi Language Support

Site Design ~

| Home Page ~

| Support Top Bar

Home Page Top Links
Pages HTML
Images Slide Section
Annguncement Section
Feature Web Ads
Important Legal Disclosures
Footer Section
Copyright Section
Admin Landing Page
Landing Page Navigation Bar
Web Column Display
Web 4 User Management

Web 4 Group Management

to contact the customer via email.

Email Address — This is the
email address that is linked to
the text displayed on the
website.

| Pitney Bowes, Stamford CT |
ST

Relay” Unify

Powerad by Transformations

AGE - SUPPOI A
2x HOME PAGE - SUPPORT TOP BAR

English | Spanish-Latin America Chinese  French

130 Relay Unify Webd

Enable Support Top Bar

INPUT AREA 1 ®

’-llnw sn-wes‘ Stamford CT
INPUT AREA 2 ©
-73:31;1m:sr:supj|.:n:tr 7
t:y'\‘e:r';@:‘t‘r’a":sfrm com
V’I"u"’e S’_‘JD.’".!I‘ b

8442566444

B save

HOME

I.‘:fi Customer Support %, PhoneSupponI@ ENGLISH ~

ABOUTUS HELP  FREQUENTLY ASKED QUESTIONS  CONTACT US LOGIN

Support Call Text Display — This will the be the text that is displayed as a link on the right hand side of the website to contact the customer via

phone.

Phone Number — This is the phone number that is linked to the text displayed on the website.

Pitney Bowes Relay Unify Web User Guide

January 2026
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Images Slide Section

Along the left side, select Home Page. Then click the Images Slide Section tab. This is where the images on the main site are customized, and
change on the home page of the website.

Pitney Bowes, Stamford CT 69 Customer Support & Phone Support @& ENGLISH

™ .
Re | ay U n Ify HOME ¥ ABOUTUS HELP FREQUENTLY ASKED QUESTIONS = CONTACT US
Powered by Transformations

Mailing Technology
Easily send letters, large envelopes, and packages directly from your office or mail center, all while getting automatic postage savings.

Review Options

N ¥ HOME PAGE - IMAGES SLIDE SECTION 130 Relay Unify Web4
Enable Image Sliders — Check

Site Management m Spanish - Latin America  Chinese  French
this box to turn the sliders on the it s
Webs ite O n ) Site Design v rable Image Siders UTltjr:cl'Tv:E .
I Home Page v
Support Top Bar IMAGE SLIDERS
Home Page Top Links -
Pages HTML DESCRIPTION ~ IMAGES DIRECTORY POSITION "' ENABLED

Images Slide Section I image 1 https: it . i mr-1878-homepage-hy ipaficr: i 1878 1 1]
homepage-hero-900x500.600.webp

Announcement Section

Feature Web Ads image 2 https: Lpit X pi postag: 1 jpgsjcr postage 2 [1]
meters-900x500.600 webp

Important Legal Disclosures

image 3 https: .pit X i el 1-900x500.jpg/jcr:content/renditions/benefits-presort- 3 1]
900x500.600.webp

Footer Section

Copyright Section
Admin Landing Page Showing 110 3 of 3 entries Previous Hext
Landing Page Navigation Bar

Web Column Display + Add Image Sliders *D View History

Web 4 User Management

Web 4 Group Management
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HTML Type — This is a dropdown selection for either Relay Unify or Custom. Relay Unify is a template for the slides. Custom is HTML coding

capable and has its own editor view that you can work with.

£x HOME PAGE - IMAGES SLIDE SECTION 130 Relay Unify Webd

English Spanish - Latin America  Chinese  French

Enable Image Sliders Custom

IMAGE SLIDERS SECTION

<[> VIEW HTML

B save

+ Add Image Sliders — Click this button to get a new image started.
Enable — Check this box to turn on this image on the slider section for the website.
Description — This is the human readable name that will be viewed on uSetup Web.

Position — This will determine where the image will be on the ticker at the bottom of the image
slider on your website. You can put a numerical digit in or use the wheel on the side of the text box.

Image Directory — This is the UNC path from your local drive that has been set up for you. You
only need the last couple folders and the image and extension for it to pick up your photos. (I.E.
E:\Program Files (x86)\Transformations, Inc\Relay Unify Web4\Web4\wwwroot\exp-
import\Images\exampleimage.jpg). You would only need to use (exp-import\Images\) and it will pick
up the image you’d like to use in this section.

Pitney Bowes Relay Unify Web User Guide January 2026

MANAGE IMAGE SLIDER X

Enable

image 1 1

https:/fwww_pitneybowes com/content/dam/pitneybowes/us/en/homepage/dmr-1878-homi
Enable Transparent Background Text box

Shipping software, only smarter.

Pitney Bowes solutions empower your business fo </> EDITOR

streamline shipping, mailing, and ecommerce operations.
Whether you're managing office sending or scaling your
online store, our tools help you save time, reduce costs,
and enhance customer satisfaction.

Enable Button

Office Shipping hitps://www.pitneybowes.com/us/shippil
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Enable Transparent Background Text Box — Checking this box will put a box around the text you enter in the Header/ Header Description below
that will keep it centered in the image that it has been added to.

Header — This is the text that will Mailing Technology
be displayed in the top left corner

of your box (if used), or centered
left side of your image if the
transparent background text box is
not used.

Easily send letters, large envelopes, and packages directly from your office or mail center, all while getting automatic postage savings.

Review Options

Header Description — This is the text that would be displayed in the body of your transparent background text box (if being used), or centered in
the image slider that it's being used on. .

Mailing Technology

Easily send letters, large envelopes, and packages directly from your office or mail center, all y

</> Editor — Click on this button to pull up
the HTML editor and customize the body
of your Header Description.

Review Options

HTML Editor

s B U|(#®& | | A~ E | E =~ B~ e ([ [ | <>

Easily send letters, large envelopes, and packages directly from your office or mail center, all while getting automatic postage savings.

Enable Button — Check this box to enable a button at the bottom of the text box on the image that it is being used on.

Button Display Text — Enter the text that you would like displayed in a button underneath the body of the header description in the transparent
background text box.

Button URL - You have the ability to link an external web URL to the button added to the image slider. If no URL is needed, you can leave this box
blank or put a # in the box and it will keep you on the home page of the customer website.
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Pitney Bowes

Size does not matter for location in Web4.

Relay Unify Web User Guide

January 2026

The Relay Unify images are on your server from the install for you to reference.
You can use these images for your ads to begin with before customizing them.

To keep your ads uniform, try to get images relatively similar in size.

E=l| featuresection.png
# hijpg

=] h2,jpeg

=] h3.jpeg

= lego.png

=] spanishi1.jpeg

[=] spanish2,jpeq

=] spanish03.jpeg

5/20/2025 T:46 AM
3/20/2025 T:46 AM
5/20/2025 T:46 AM
10/9/2016 10:32 AM
5/20/2025 T:46 AM
9/3/2015 8:24 PM
B/24/2013 2:31 PM
12/7/2015 8:11 PM

PMG File 237 KB
IrfanView JPG F... 1,348 KB
JPEG image 2,494 KB
JPEG image 4420 KB
PMG File & KB
JPEG image 3,345 KB
JPEG image 3,558 KB
JPEG image 4240 KB
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Announcement Section
Along the left side, select Home Page. Then click the Announcement Section tab. This is where you can set an HTML coded announcement in the
center of your customers web portal that can boast what the customers company can do for the end user or other businesses.

™ .
Re | ay U n lfy HOME ¥ ABOUTUS HELP FREQUENTLY ASKED QUESTIONS CONTACT US LOGIN

Powered by Transformations

Mailing Technology
Easily send letters, large envelopes, and packages directly from your office or mail center, all while getting automatic postage savings.

Review Options

o

Pitney Bowes, the technology behind every important delivery.

Pitney Bowes technology provides our clients with comprehensive solutions from innovative SaaS shipping software to advanced presort mailing LEARN MORE

services to business financing. It's why we are behind every important delivery our clients make. And why we are declaring it as our new tagline: The
technology behind every important delivery.
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Enable Announcement — Check this box to turn the Announcement Section on the website on.

4 Back to Customer Information

Site Management

Multi Language Support

3 HOME PAGE - ANNOUNCEMENT SECTION

Site Design W

Home Page A4

Support Top Bar
Home Page Top Links
Pages HTML

Images Slide Section

n Announcement Section

Feature Web Ads
Important Legal Disclosures
Footer Section
Copyright Section
Admin Landing Page
Landing Page Navigation Bar
Web Column Display
Web 4 User Management

Web 4 Group Management

130 Relay Unify Web4

English | Spanish - Latin America Chinese  French
Himl Type

Enable Announcement Uluro - 0]

Header ()
Pitney Bowes, the technology behind every important delivery.
Description ()

Pitney Bowes technology provides our clients with comprehensive solutions from innovative Saa$ shipping software to advanced presort mailing services o business financing. It's why we are behind every important defivery our
clients make. And why we are declaring it as our new tagline: The technology behind every imporiant delivery.

Enable Button
Button Display Text Button URL

Learn More https://www.pitneybowes.com/us

HTML Type — This is a dropdown selection for % HOME PAGE. AUNOLNCEET SEcTon
elther Relay Unlfy or CUStom Relay Unlfy IS a English | Spanish - Latin America  Chinese  French

template for the Announcement Section. Custom

130 Relay Unify Webd

Himl Type

is HTML coding capable and has its own editor Enatle Annsuncement oo e
view that you can work with. ANHOUNCEMERT SECTION
Page Himl

B save

<> VIEW HTML

Pitney Bowes Relay Unify Web User Guide January 2026
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</> View HTML - Click on this button under the Custom HTML Type dropdown to see the HTML editor.

HTML Editor

D | [ga] | <f>

~
==
]
8 ]
3
I
iii
[
Ak

Header — This is the text that will be displayed in the centered of the website in
the Announcement Section and will be entered in bold. You can also do basic
HTML coding in this section to enhance it.

Description — This is the text that you will enter as the body of the
Announcement Section for the web portal.

Enable Button — Checking this box will add a button to the right hand side of
the Announcement Section. You can disable this button and it will not appear
in the Announcement Section, but if you have it enabled and the
Announcement Section disabled, the button will also not be visible.

Button Display Text — This is the text that would be displayed in the button if you have it enabled.

Button URL - You can add an external web URL to guide your end users to another webpage by entering a URL in this box. If no URL is required,
you can leave this box blank, or you can enter a character here to keep the link null.
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Important Legal Disclosures
Along the left side, select Home Page. Then click the Important Legal Disclosures tab. This is where you can enter an Important Legal Disclosure

about the customers website that you're building.

exchange in 1950, Pitney Bowes provided innovative mailing
solutions. Today, Pitney Bowes proudly stands as a key
player for presort mailing services, mailing innovation, and
as a global leader in SaaS shipping technalogy.

About Us

Important Legal Disclosures & Information

This website is provided by Relay Unify Powered by Transformations. By accessing or using this website or any other pb.com site where these Legal Notices are pested, you agree to the terms
and conditions set forth in these Legal Notices. If you do not agree to these terms and conditions, then do not access or use this website or any other pb.com site where these Legal Notices are

posted
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Enable Important Legal Disclosure — Check this box to turn the Important Legal Disclosure for the website on.

R HOME PAGE - DISCLOSURE SECTION
4 Back to Customer Information b

130 Relay Unify Web4

Site Management

Multi Language Support

Site Design

Home Page

Support Top Bar

Home Page Top Links
Pages HTML

Images Slide Section
Announcement Section

Feature Web Ads

n Important Legal Disclosures

Footer Section
Copyright Section
Admin Landing Page
Landing Page Navigation Bar
Web Column Display
Web 4 User Management

Web 4 Group Management

HTML Type — This is a dropdown selection for
either Relay Unify or Custom. Relay Unify is a
template for the Important Legal Disclosure
Section. Custom is HTML coding capable and has
its own editor view that you can work with.

Pitney Bowes

Relay Unify Web User Guide

English | Spanish-Latin America Chinese  French

Htmi Type

Enable Important Legal Disclosure Uluro > @

Header (D)
Important Legal Disclosures & Information
Description ()

This website is provided by Relay Unify Powered by Transformations. By accessing or using this website or any other pb.com site where these Legal Notices are posted, you agree to the terms and conditions set forth in these Legal
Notices. If you do not agree to these terms and conditions, then do not access or use this website or any other pb.com site where these Legal Notices are posted

g

% HOME PAGE - DISCLOSURE SECTION

English | Spanish-Latin America ~Chinese  French

130 Relay Unify Webd

Himi Type

Enable Important Legal Disclosure Custom - @

IMPORTANT LEGAL DISCLOSURES

Page Hum

B save

January 2026
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</> View HTML - Click on this button under the Custom HTML Type dropdown to see the HTML editor.

HTML Editor

Pl B| U | & | A|l~|E=|E|=~ EHv o | [ | m | <>

Header — This is the text that will be displayed on the left of the Important Legal Disclosures Section on the lower section of the website you are
building, and will be displayed in bold.

Description — This is the text that you will enter as the body of the Important Legal Disclosures Section for the web portal.
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Copyright Section

Along the left side, select Home Page. Then click the Copyright Section tab. This is where you can enter Copyright information about the
customers website that you're building across the bottom of the page.

Important Legal Disclosures & Information

This website is provided by Relay Unify Powered by Transformations. By accessing or using this website or any other pb.com site where these Legal Notices are posted, you agree to the terms
and conditions set forth in these Legal Notices. If you do not agree to these terms and conditions, then do not access or use this website or any other pb.com site where these Legal Notices are
posted.

Modules Resources Industries Served Company Info

Relay Unify uBridge Webinars Government About Us
Relay Unify Smart Delivery Newsroom Healthcare Qur History
Relay Unify uDeliver Demos Legal Investors
Relay Unify uweb Presort Savings Calculator Retail & eCommerce Our Customers

Relay Unify uCampaign Case Studies Education

pitney bowes @‘ ©2015-2025 Pitney Bowes Inc. All Rights Reserved Accessibility Powered By Transformations
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Enable Copyright — Check this box to turn the Copyright Section for the website on.

130 Relay Unify Webd

. HOME PAGE - COPYRIGHT SECTION
4 Back to Customer Information L
Site Management English | Spanish - Latin America  Chinese  French

Multi Language Support

Site Design v Himl Type
Enable Copyright Uluro . ®
Home Page v
Support Top Bar Copyright Input Area 1 ()

Home Page Top Links
Pages HTML

Images Slide Section Copyright Input Area 2 (D
Announcement Section
Feature Web Ads P
Important Legal Disclosures

Footer Section
:

I I Copyright Section

Admin Landing Page

Landing Page Navigation Bar

Web Column Display
Web 4 User Management

Web 4 Group Management

HTML Type — This is a dropdown selection for 22 HOME PAGE - COPYRIGHT SECTION 130 Reay Unity Wbt
either Relay Unify or Custom. Relay Unify is a ,
template for the Copyright Section. Custom is m‘ B

HTML coding capable and has its own editor view Exctie Gopyrat e i P
that you can work with.

Chinese  French

Copyright Section

<IDOCTYPE himl> - <[> VIEW HTML

<html lang="en"> I —

<head>

<meta charset="UTF-8">

<meta name="viewport" content="width=device-width, initial-scale=1.0"-

«<title=Copyright=/title>

<style>

_footer_logo {

display: inline-block;
background-image: url{/exp-import/Images/pitney-logo.sva);
background-position: top center;
background-repeat: no-epeat;
background-size: 100% auto;
width: 100%; -
max-width: 126px; P

8 save
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</> View HTML - Click on this button under the Custom HTML Type dropdown to see the HTML editor.
HTML Editor

s B| U | & A|r|=E|E|=~ Bl e | || <>

Copyright Input Area 1 — This is the text that will be displayed on the left side of the Copyright Section on the bottom section of the website you
are building. If the Copyright Section is enabled, both areas 1 and 2 must have text entered, or the Copyright Section cannot be saved.

A Error! A Error!

Input Area 1 is required Input Area 2 is required

Copyright Input Area 2 — This is the text that will be displayed on the right side of the Copyright Section on the bottom section of the website you
are building. You can enter a web address in one of these two areas as a link.

Area 1 Area 2

pitney bowes ii‘ ©2015-2025 Pitney Bowes Inc. All Rights Reserved Accessibility Powered By Transformations

Pitney Bowes Relay Unify Web User Guide January 2026 Page 47 of 235



CSS Editor

The CSS Editor is now on the web portal itself. In order to set up the CSS Editor, you have options to edit the text and the ability to turn on and off
the editor on the admin landing page. When logged in on the admin landing page, you have the ability to edit and use the CSS Editor and see the
samples as you move along through the different tabs on the left-hand side. The Web CSS is applied to the web portal.

N SITE DESIGN - ADMIN LANDING PAGE 130 Relay Unify Web4
4 Back fo Cusiomer Information Q ° :
Site Management Submissions & Documents  User & Group I Features & Seninggl User Activity

Multi Language Support
| Site Design < Enable Features & Settings
Home Page
WEB PAGE IMAGE ENG - LINK TEXT DISPLAY ORDER ENG - BODY TEXT
II Admin Landing Page I
Landing Page Navigation Bar CSSEditor.png Manage CSS Styles
Web Column Display UploadFiles uUpload.png Upload Files
Web 4 User Management ViewAndPrintReparts Reports.png View & Print Reports
Ve Groug Mansgeren Showing 1 to 3 of 3 enfries e - e
Admin Landing Page X
Set Up: 8
. . . . id Display ?
Navigate to the Features & Settings Tab under the Admin Landing Page Tab on the b o .
left-hand side. Here you can choose to display this tab on the web portal, and also ManageCSsstyles CSSEditor.png
change the image and the text for the tab.
English .
Manage CSS Styles

This section manages the overall color scheme and also tailors the color scheme of
specific sections.
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After editing your image and/or text for the CSS on the Admin Landing Page Tab, you can also navigate to the Landing Page Navigation Bar Tab to

turn on or off the CSS Editor link at the top of the Admin Landing Page.

4 Back to Customer Information

Site Management

£ SITE DESIGN - LANDING PAGE NAVIGATION BAR

Admin User | Member User

130 Relay Unify Web4

Multi Language Support

U stte pesion v | LANDING PAGE NAVIGATION BAR
Home Page
Admin Landing Page IPL (D) " oroER DESCRIPTION TEXT
Il Landing Page Navigation Bar I Portal Admin Description Portal Admin
Web Column Display 2 ©5S Editor

Web 4 User Management

3 Document Search Description Document Search

Web 4 Group Management

Showing 1to 3 of 3 entries

+ Add Page Link

TITLE

Portal Admin HoverText

CSS Editor HoverText

Document Search HoverText

TARGET LANGUAGE
Navigation English
Navigation English
Navigation English

Previous - Next
*D View History

On the Landing Page Navigation Bar, if you click on one of the columns you can edit the
functions of that selection.

+ Add Page Link — Click on this button to add additional links at the top of your admin
landing page.

Internal page links — Check this box to turn on the page dropdown and choose from pages
native to the Relay Unify Web4 portal.

Page — Select from a number of internal pages to navigate to from the dropdown menu if
the Internal page links checkbox has been checked.

URL - If the Internal page links checkbox is not checked, you have the ability to set an
external web page for your link on your admin landing page.

Pitney Bowes Relay Unify Web User Guide January 2026

Landing Page Navigation Bar

nternal page links

English

Manage CSS Styles

[Admin/CSSEditor

C5S$ Editor Description

CSS Editor

CSS Editor HoverText

o Mavigation

New Page
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Description — This is the visual description of what the link is titled on your uSetup Web.
Text — This is the text that will show up on your admin landing page navigation bar for quick access to your editor.
Hover Text — This is the text that will show up on the link when you hover your cursor over it.

New Page/Navigation — Select one of these radio buttons to either stay in the same tab when Navigating, or to open a New Page when the link is
clicked.

Order — This is the order in which your links will be displayed in your navigation bar on the admin landing page. These are from left to right.

Editor
Now that you’ve enabled and set up your CSS editor, you can go into your web portal as an admin and begin to use the CSS Editor for Web4.

Relaym Unify @ My Account ~

Powered by Transformations

PORTAL ADMIN CSSEDITOR DOCUMENT SEARCH

PORTAL ADMINISTRATION

Submissions & Documents

Users & Groups Manage CSS Styles

) . Upload Files View & Print Reports
. This section manages the overall K . n ™ ] )
Features & Settings This section enables administrators This section allows global reports to
color scheme and also tailors the ) )
. ) to upload files to the server. be viewed or downloaded.
User Activity color scheme of specific sections.
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Pitney Bowes

Basic CSS Editor Tab

I Basic CSS Editor @ I Advanced CSS Editor @

Adjusting the branding color will modify elements across the site to align with a predefined color scheme. You can define your own color schemes or dive deeper into

site customization with our Advanced Editor. Click on the color box to access the color picker.

Primary Secondary Selector
Background Background Background
Eiiid #FOFBFF #009BDF

Section
Color Scheme
ama
-— This section allow display preview
Dropdown Tabs

@ My Account -
- Account Details

Relay Unify Web User Guide

Branding Color

#3IES3A4

Security Settings

Branding Text
Color

#HFFFff

Header Color

#9B9B9B

Body Text Color

#Z1252B

Table

SUBMISSION DASHBOARD

Manage

Column 1 Column 2

234515 Activity

234515 Activity

234515 Activity

Buttons

l SECONDARY l

-]

January 2026

You can either get to the CSS Editor screen by clicking on the link you set up at the top of the Admin
Navigation Bar, or by going to the “Features & Settings” tab on the left and clicking on “Manage CSS
Styles” option to open the editor.

@ EDIT

Pay

Apply Settings Reset to Default

Manage C55 Styles
This section manages the averall
celor scheme and also tailors the

coelor scheme of specific sections.

When you open the editor,
you will land on the Basic
CSS Editor tab. You can
easily navigate the page
and make your necessary
edits and see the previews
as you proceed without the
need for a CSS File.
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When editing your CSS, all you need to do is
make your changes and click on the “Apply

you wanted to set everything back to stock,
click on the “Reset to Default” button. This is
all done without having to load in a CSS file

i Settings” button to lock in those changes. If

Primary

PREVIEW

Section

Dropdown

Basic CSS Editor @

Background

Secondary Selector
Background Background
#FIFBFF #009BDF

Color Scheme

This section allow display preview

Tabs

(@ My Account -

Account Details

Advanced CSS Editor @

Branding Color

FA03F9B

Security Settings

Branding Text  Header Color Body Text Color
Color
#HFFff #9B9B95 #212528
Table
SUBMISSION DASHBOARD
Manage
Column 1
234515
234515
234515
Buttons

SECONDARY

=l

Column 2

Activity

Activity

Activity

Adjusting the branding color will modify elements across the site to align with a predefined color scheme. You can define your own color schemes or dive deeper into
site customization with our Advanced Editor. Click on the color box to access the color picker.

& EDIT

Apply Settings Reset to Default

To edit the color of a background or font for the Main Page/Defaults, click the colored icon under the section that you wish to change. The font,
background, hover, or gradient color you choose will be displayed in the square below, along with the HEX Value.

Pitney Bowes

Relay Unify Web User Guide

January 2026
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Edit the colors by entering the Hex value or click the color square to adjust the color using the RGB values or by dragging the arrows along the axis.

The predefined colors allow you to select from some of the default colors Secondary Selector Branding Color Branding Text  Header Color
under the selector. Background Background Color

#FOFBFF @ & #98B9B9B
Secondary Selector Branding Color Branding Text  Header Color @)
Background Background Color 2

yschem HBHBEEEEEREE UBMISSION |

#FOFBFF B & 2989898
o l sectiona  #3e53A4 HEXA [Re2 m Column 1
—
' le

»r Schem .......... UBMISSION
section a rgba(62, 83, 164, 1) HEXA Column 1
ector Branding Color Branding Text = Header Color

Background Background Color

The old and new color are shown so that you can compare the color change.

- 9

The predefined
colors list is stock on

the system when
. installed.

# #9B9BIB

#FOFBFF

le

or Schem ..........- UBMISSION
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Once a new color is selected, click on the Apply Settings button for as many of the items you wish to now be the colors in the section across the top.
You will see the color/s updated.

Basic CSS Editor @ Advanced CSS Editor @

Adjusting the branding color will modify elements across the site to align with a predefined color scheme. You can define your own color schemes or dive deeper into
site customization with our Advanced Editor. Click on the color box to access the color picker.

Primary Secondary Selector Branding Color Branding Text  Header Color Body Text Color
Background Background Background Color
Eliiiid #FOFBFF #009BDF #3E53A4 #CF0289 #008205 #A03F9B
PREVIEW
Section Table
Color Scheme SUBMISSION DASHBOARD 6 EDIT
ima _ ) . . Manage
-— This section allow display preview Column 1 Column 2 Pay
234515 Activity [ ]
234515 Activity ]
234515 Activity O
Dropdown Tabs Buttons

@ My Account ~ ) )
= Account Details Security Settings
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The color of the buttons are edited the same way that the Backgroud colors are edited. Click on the color square you’d like to change, and choose
your new color. Edit the color and click Apply Settings for the changes to take effect.

Once you've clicked on the Apply Settings button, it will save the new color scheme for you and give you a notice that your changes have been
saved successfully.

@ Success!

Your settings have been saved successfully

Advanced CSS Editor
The advanced editor is available as soon as you open up the CSS Editor. This is just as simple to use as the Basic CSS Editor Tab.

Main Section

In the Main Section of the Advanced CSS Editor tab, you have the ability to change 5 different areas of your web portal. Support Section, Logo
Section Background, Pre-Login Header & Footer, Login Box, Logged-In Header & Breadcrumb Tabs. You still have your preview area underneath
your color picker on each of the 5

different tabs. The Pre-LOgin Header Basic CSS Editor @ I Advanced CSS Editor @ I

& Footer Tab also has a gradient _

checkbox for you to add a gradient

vertically or horizontally. Choosing Background Font Font (Hover) Icon
colors and editing colors is just as LOGO SECTION BACKGROUND

easy as the Basic CSS Editor Tab. PRE-LOGIN HEADER & FOOTER . . .

LOGIN BOX

#F9FBFF #212528 #21252B #3E53A4
LOGGED-IN HEADER &

BREADCRUME
Preview

Advanced CSS Inc, Brentwood Tennessee B4 CUSTOMER SUPPORT ~ [J SUPPORTCALL @ ENGLISH~

‘ An N N | Apply Settings Reset Back to Basic
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Basic CSS Editor @ Advanced CSS Editor @

Main Widgets

SUPPORT SECTION BACKGROUND
_ Background Only

PRE-LOGIN HEADER & FOOTER

LOGIN BOX

LOGGED-IN HEADER &

BREADCRUMB S
PAGE LINK
Font Font (Hover)
2212528 #212528
Preview
|
LOGO HOME ABOUT SERVICES FREQUENTLY ASKED QUESTIONS CONTACT Ut

Basic CSS Editor @  Advanced CSS Editer @

Widgets
[o]e] Apply Sattings Man ¢

SUPPORT SECTION

PRE-LOGIN HEADER & LOGGED-IN NAVI

LOGO SECTION BAGKGROUND

Backgroun Gradient Font Font (Hover)
™ )
LOGIN BOX '
LOGGED-IN HEADER & . .
BREADCRUMB
#3ES3A4 #3ES3AM #fffE e
Preview

LOGIN / SIGN UP

PORTAL ADMIN ISTOMER CENTER

PRE-LOGIN FOOTER

Background Font Font (Hover)

#3E5344 SFFFFF T

Preview

Additional Addons Industries Served
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Basic CSS Editor @ advanced CSs Editor @

Main widgets

SUPPORT SECTION .

Background Text Labels Lables (Hyperlink
LOGO SECTION BACKGROUND (Hyperlink) Hover)
PRE-LOGIN HEADER & FOOTER . . .

#FFf #212528 #3ES3A4 #3E53A4
LOGGED-IN HEADER &
BREADCRUMB
Preview
Login

Username

| Adrin |

Password

[ Remember me

LOGIN

Forgotusername?  Forgot password?

‘ P ‘ . Basic CSS Editor @ Advanced CSS Editor @

Main widgets
SUPPORT SECTION LOGGED-IN HEADER AREA

LOGO SECTION BACKGROUND Background Text

PRE-LOGIN HEADER & FOOTER

LOGIN BOX .

Eiiig £9B9B9B

BREADCRUMB

Current Page  Text (Previous) Text Hover Divider (Slash)

(Last item) (Previous)
#3B9698 #3E53A4 #3IESIAL #3B9B98
Preview

SUBMISSION DASHBOARD

Portal Admin / Submission Dashboard

3
0

Apply Setlings Reset Back to Basic
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Widgets Section

To use the Widgets Advanced CSS Editor, click on
the Advanced CSS Editor Tab, and select the Widgets
tab to access the 3 different dropdown tabs.

The first dropdown option is Buttons. Here you can
edit 3 more areas of buttons on your web portal being
Home Page, Primary Buttons, and Payment Process.

The second dropdown option is Text Box. Here you
can edit 2 additional areas of text boxes being Input
Box, and Information Box.

The third and final dropdown option is Hyperlinks.
Here you can edit 3 additional areas of your web
portal being End User Landing, Tables, and
Dropdown: My Account/Options.

In the event that there is a gradient option, click on the
checkbox to open it up and edit it accordingly for your
web portal.

Once color changes have been made, click on the
Apply Settings button just as you did within the Basic
CSS Editor.

Basic 035 Editer €

Main

Advanced CSS Editor @

BUTTONS

PRIMARY BUTTON

FAYMENT PROCESS

TEXT BOX

HYPERLINKS

Background Font
#3AESEAL ST
Background Font (Hover)
(Hover)
£A13FEE S
Preview

o [ oo

Background Font
2aE5a44 B

Background Font (Hover)
(Hover)

#3AESEAL ST

Preview

Background

BFFFF

Background

(Hower)

#3ESEA4

Preview

LEARN MORE

Background

#3ES3AL

Background

(Hower)

#3ES3A4

Preview

Font

#3E53A4

Font (Hover)

Eiiiiid

Font

T

Font (Hover)

ST

Background

#3ES3A4
Background
(Hover)

If you made some changes and didn'’t like the way they previewed, easily reset them back with the Reset Back to Basic button.

Pitney Bowes Relay Unify Web User Guide
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Main Widgets

EUTTONS -
(1) Selector background and Selactor font color are set by browser defaulta and cannot be customized or changed.
TEXTEOX -
Display Display Font Input Box Input Fomt
Background Background

INFORMATION BOX

HYPERLINES - . .

|

FFOFRFF #I11318 il #1573
Preview
Lock For: [ Submission Type i ] Which: [ Equal
Main Widgets
BUTTONS -
TEXT BOX
HYPERLINKS -
TABLES

DROPDOWN: MY ACCOUNT
{ OPTIONS

Pitney Bowes Relay Unify Web User Guide January 2026

SIGNING UP

Text
suares

Preview

signing up

ENROLL

Text

#A03FoR

Preview

Enrol

Text (Hover)

#IESIAL

Text (Hover)

#IESIAL

SWITCH ACCOUNT
Text Text (Hover)
#a03F08 #3E53AL
Preview

Switch Account

Text Text (Hover)
#a03F08 #3E53AL
Preview
Manage

[=]<]

EW BILLS
Text Text (Hover)
203798 #3E5384
Preview
View Bills

Pt EE
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Admin Main Page

This is the main page that the admin sees once logged into the site.

An admin user by default has access to the following tabs and options:

Tabs:
e Submissions &
Documents
e Users & Groups
e Features & Settings
o User Activity
Options:
o Submission Dashboard
e Document Search
e Web Proofing
o Group/User
Management
e Manage CSS Styles
o Upload Files
o View & Print Reports
e User Activity History

Relay” Unify

Powered by Transformations

PORTAL ADMIN S5 EDITOR DOCUMENT SEARCH

PORTAL ADMINISTRATION

Submissions & Documents 1

Users & Groups 2

Features & Settings 3 F
PDF
User Activity 4

Document Search
This section allows searching for

Submission Dashboard
This section allow display of the @
current status of all submissions.

<

individual user documents.

@ My Account ~

Web Proofing

Review submissions, approvals, and
documnents before additional
processing.

The position, text, images, etc. for each of these can be edited under the Site Design Dropdown tab in a client’s web setup. Then select Admin

Landing Page along the left side.

Pitney Bowes

Relay Unify Web User Guide

January 2026
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Display — Check to enable for the admin user to see it on the Admin Home page.

Web Page — This is grayed out and cannot be edited. This is the page the admin user will be directed to when clicking the link on the Admin Home
Page. Each of these has a specific function so these pages cannot be altered.

Image — This is the image displayed to the left of each option. This is grayed out and cannot be edited.
Language — This displays the dropdown of your default language, and what the text for this particular box will display. This cannot be edited.
Link Text — This is the heading text displayed for each option that the user will click to select each.

Body Text — This is the text below the  [EEVAVLEY
heading that describes the functionality Sk

GLOBAL SETTINGS MANAGE CUSTOMERS ‘ & administrator v |

H Admin Landing Page I
Of each Ilnk Setup Manage landing pag configure 8 uiuro North America | Trans-QA3 | (& Change Contex
Order — This will be the order that the S T
Opt|ons are d |Sp I ayed on th e Ad m | N Site Management Submissions & Documents | User & Group  Features & Settings  User Activity
Multi Language Support
Home Page Ii Ste Design _lV Enable Submissions & Documents
Home Page
I | Admin Laﬂdlﬂl] PE]I]E I 'WEB PAGE IMAGE ENG - LINK TEXT DISPLAY ORDER ENG - BODY TEXT
Landing Page Navigation Bar SubmissionDashboard uSettings.png Submission Dashboard Ty
Web column Display DocumentSearch uSearch.png Document Search ™ 4
Web 4 User Management WebProofing UWebProof.png Web Proofing O
Web 4 Group Management
Showing 110 3 of 3 entries Previous - Next
Admin Landing Page X
Display ?
Web Page mage
SubmissionDashboard uSetttings.png
Language
English -

Submission Dashboard

Body Text

This section allow display of the current status of all submissions.
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You can edit the order of the
icons in each of the 4 different
tabs on the Admin Landing Page
using the arrows.

¥ SITE DESIGN - ADMIN LANDING PAGE 130 Relay Unify Webd

Submissions & Documents | User & Group  Features & Settings  User Activity

Enable Submissions & Documents

However, you cannot duplicate
an order pOSition. You can WEB PAGE IMAGE ENG - LINK TEXT DISPLAY ORDER ENG - BODY TEXT
enable or disable both the main

SubmissionDashboard uSetttings.png Submission Dashboard T 4 ®
tabs’ as We" as the IndIVIduaI DocumentSearch uSearch.png Document Search ™ J @
options under those tabs. =

WebProofing uWebProof.png Web Proofing ™ d @

Showing 1t 3 of 3 entries Frevious Mext
9 View History

Relayw Unify @ My Account ~

Powered by Transformations
PORTAL ADMIN CSS EDITOR DOCUMENT SEARCH

PORTAL ADMINISTRATION

& Di

Users & Groups
Submission Dashboard Web Proofing
fssi Document Search !

: L ’ . i Review submissions, approvals. and
Features & Settings This section allow display of the This section allows searching for i
POF N o documents before additional
current status of all submissions. individual user documents. -
User Activity processing.

«m§£:p

These settings can only be disabled as an admin in
uSetup Web. They must be enabled to be seen by the
user. Disabled here will make it disappear from the

page.
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Users

User Management

From the Admin Home Page, select the Users & USER MANAGEMENT
Groups tab and then select User Management. Portal Admin / User Management
This is where an admin user can create a user or

edit the settings and profile of an individual user. FILTER

Creating a new user BN ( -

Click the Add New button.
USERS

Account « First Name Last Name « Username Status « Email Address « Create Date » Type

123123123-01 Alex Gregory Alex_Gregory Active tylerm@transfrm.com 05/02/2025 03:25:22 pm Web4Member Edit

First/Last Name — This will be saved in the user’s
profile and visible to the admin in uSetup Web and in User Management.

CREATE USER

BASIC INFORMATION Relayw U n |fy @ My Account -

Powered by Transformations

|’ First Name ‘ ‘ Last Name ‘
— o ' PORTAL ADMIN CSS EDITOR DOCUMENT SEARCH
| oo ‘ ‘ Email Address ‘
== | USER MANAGEMENT
Portal Admin / User Management / Edit
INITIAL PASSWORD

@ The password you specify below will be temporary. The user will be prompted to change their password when they first login to the system.

—
User Details Group Membership Feature Permissions Link Account 2= Full_Name - #11007
[ Password

@ Password is required @ Unlock User T Delete User ® Send Reset Password Email Password Expiration Settings

NITIA ROUP MA
AL GOy BASIC INFORMATION
Available Groups 1 e 1 UserType 1
Admin e LandingAdminDashboard Admin -
First Name Last Name
Full Name
ADDITIONAL SETTINGS
( (oo Username Email Address
v ‘ S o ‘ Full_Name tylerm@transfrm.com

Save ‘

Username — This must be unique for each user on the site. If it is already in use, you will get an error. See image below.
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Email Address — This will become the primary email saved to the user’s profile. This is also the email address that the Enroliment email will be
sent to.

Description — This is a brief description of who this user is and what their role is.
Password — This can be anything that abides by the password settings.

Available Groups — This dropdown will determine which landing page you will land on when the user signs in to their portal. This is set up in
uSetup Web by the Admin and determines which landing page the group will go to.

Landing Page — This is grayed out, and is determined from what has been set up as a group in uSetup Web.

User Type — The dropdown will list the default user types that are standard to uSetup Web. The default users are Admin, and Member. This
dropdown is grayed out because it chooses the user type from your selection from Available Groups.

User Status — This should be active when creating a new user. If one of the other statuses is selected users will not be notified of their web
account nor will users be able to log in to the site.

Active — Users are able to log in.
New — Users that have self-registered but have yet to log in to the site to finish the registration process.

Inactive — User cannot login; The user will receive an error that the account is not active. Login

© User account locked out X

Unenrolled — User cannot login; The user will receive an error that the account is not active.

you can include that in the enrollment email with the site and login information for
that user.

_______________________________________________________________________________

i If using a standard password setup for initial users such as firsthname_lastname i
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USER MANAGEMENT

Portal Admin / User Management /

First Name
Full

Username
{ Full_Name ]

@ This username is not available.

Last Name
Name

Email Address
pb@pb.com

Description I

Account Expires — Select a date that the account should become expired. Leave it blank if the user account should never expire. After the date

entered here, the user will get an Invalid Login error when attempting to login. Only an admin user can change the account expiration date in the
user’s profile to avoid expiration or once expired.

Login

Save the user. The user will receive an enrollment email.
€ User account locked out x

Username

Full_MName

Paszword

.................. ®

[] Remember me

LOGIN

Forgot password?
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All the users for a site will be listed under User Management.

USER MANAGEMENT

Portal Admin / User Management

FILTER

Look For: [

~ ] Which: [ A4

7 FILTER = RESET

USERS (£ ADD NEW
Account » First Name » Last Name » Username Status » Email Address Create Date » Type =
123123123-M Alex Gregory Alex_Gregory Active tylermi@transfrm.com 05/02/202503:25:22 pm Web4Member Edit
350470108000 Alex Gregory Alex_Gregory Active tylerm@transfrm.com 05/02/202503:25:22 pm WebdhMember Edit
770 Alex Gregory Alex_Gregory Active tylerm@transfrm.com 05/02/202503:25:22 pm Web4hMember Edit
Caleb Tidwell calebtidwell Active ctidwell@transfrm.com 06/03/2025 09:37:50 am WebdAdmin Edit
0080-0-00344-0000-00 Chris Lindsay Chris_Lindsay Active tylerm@transfrm.com 05/02/202503:24:18 pm Web4hMember Edit
247859641-66 Chris Lindsay Chris_Lindsay Active tylerm@transfrm.com 05/02/202503:24:18 pm WebdhMember Edit
71705 Chris Lindsay Chris_Lind=ay Active tylerm@transfrm.com 05/02/202503:24:18 pm WebdhMember Edit
Full Mame Full_Name Inactive tylerm@transfrm.com 01/09/2026 02:07:35 pm Web4hMember Edit
James Smith admin Active tylerm@transfrm.com 05/01/2025 11:23:28 am WebdAdmin Edit
1010123456789 Karen Stasik Karen_Stasik Active tylerm@transfrm.com 05/02/2025 03:13:53 pm Web4dMember Edit
Items:perpage®m1-100f1s
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All of the users will also be listed under uSetup Web for the client. Select the Web 4 User Management Dropdown > Manage Users to see the
entire list.

Rel ay . U n Ify GLOBAL SETTINGS MANAGE CUSTOMERS

Powered by Transformations

Setup Web 4 E Uluro North America | Trans-QA3 | [ Change Context
Web 4 User Management - Manage Users

. USERS WITH ACCESS 130 Relay Unify Web4
4 Back to Customer Information b :

Site Management USERS
Multi Language Support
guage supp Search
Site Design
Web 4 User Management ] T USERNAME EMAIL USER TYPE
“ Manage Users I 900 admin tylerm@transfrm.com Admin »
Impart Web Users 1000 Karen_Stasik tylerm@transfrm.com StandardUser »
Password Requirements ~
1001 Scott_Tripp tylerm@transfrm.com Admin »
Security Question Pool
1002 Chris_Lindsay tylermg@transfrm.com StandardUser »
Usemame Recovery
1003 Alex_Gregory tylerm@transfrm.com StandardUser »
Password Recovery
N . 1004 Ryan_Semanchik tylerm@transfrm.com StandardUser »
Registration Settings
Mulffactor Login 1005 Tyler_Mahurin tylerm@transfrm.com Admin »
Login Order 1006 tyler tylerm@transfrm.com StandardUser »
Email Event 1007 calebtidwell ctidwell@transfrm.com Admin »
End User Settings 11007 Full_Name tylerm@transfrm.com StandardUser »
Web 4 Group Management
Showing 1 to 10 of 10 entries Previous Next

+ Add Web 4 User
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Edit a User

Within the User Management page, admin users can edit various user settings. Select the user that you wish to edit.

Pitney Bowes

Relay” Unify

Powerad by Transformations

FORTAL ADMIM

S5 EDITOR DOCUMENT SEARCH

USER MANAGEMENT

Portal Admin / User Management

_
@ My Account -

FILTER
Look For: [ w ] Which: [
USERS [ ADDNEW
Account « First Name « Last Name + Username S13US « Email Address + Create Date - Type -
123123123-01 Alex Gregory Alex_Gregory Active tylerm@transfrm_com 05/02/2025 03:25:22 pm Webdhember Edit
550470108000 Alex Gregory Alex_Gregory Active tylerm@transfrm_com 05/02/2025 03:25:22 pm Webdhember Edit
71701 Alex Gregory Alex_Gregory Active tylerm@transfrm_com 05/02/2025 03:25:22 pm Webdhember Edit
Caleb Tidwell calebtidwell Active ctidwell@transfrm.com 06/03/2025 09:37-50 am Web4Admin Edit
0080-0-00344-0000-00 Chris Lindsay Chris_Lindsay Active tylerm@transfrm.com 05/02/2025 03:24:18 pm Webdhember Edit
24735964166 Chris Lindsay Chris_Lindsay Active tylerm@transfrm.com 05/02/2025 03:24:18 pm Webdhember Edit
71705 Chris Lindsay Chris_Lindsay Active tylerm@transfrm.com 05/02/2025 03:24:18 pm Webdhember Edit
Full Name Full_Mame Active tylerm@transfrm_com 01/09,/2026 02:07-35 pm WebdMember o' Edit
James Smith admin Active tylerm@transfrm_com 05/01/2025 11:23:28 am Web4Admin Edit
1010123456789 Karen Stasik Karen_Stasik Active tylerm@transfrm.com 05/02/2025 03:13:53 pm Webdhember Edit

Relay Unify Web User Guide
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This will have the user’s profile items in addition
to some administrative settings that only an
admin can edit here.

Only accessible on this page for admin users to
edit:

e Basic Information

o Phone Settings

e Delivery Method

o User Status

o Expire Date

e Lock User

¢  Group Membership

o Feature Permissions

e Link Account

¢ Any items that have been hidden from
the user’s profile

Any custom field used for New Password
Verification/Registration Verification will show up
in the appropriate location, including the admin
page. (ex: Last4 SSN)

First/Last Name — The name of the user.

Username — Used to log in to the site. This
cannot be edited.

Email Address —This cannot be edited here. It
must be edited under Manage User’s Email.

Description — This is a brief description of who
this user is and what their role is.

Relay” Unify ® iy Accoun -

Powared by Transformations

PORTAL ADMIN (S5 EDITOR DOCUMENT SEARCH

USER MANAGEMENT

Portal Admin / User Management / Edit

User Details Group Membership Feature Permissions Link Account 2= Full_Name - #11007

(D) Disclaimer has not bean aceapted. This user was unlocked on 01/10/2026 at 04:26:36 PM. Reason: by admin.

& Lock User & Send Reset Pessword Email Password Expiration Settings

Full | Mame ‘

Full Marme | Lyler miBtranslrim. com ‘

Description |

| Phone Mumber |

Mokile Phore Mumb=er | | Fax Number |

& Allow Tet Message

O Send Mail O Send Fax & Send Email : -
| POF

. Exalre €
Artive | ‘u--r.mu@}y_\- o ‘

| Merriber | LandingPageDecurnentArchive |

Phone Number — This will be used for voice messages.
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Mobile Number — This will be used for SMS messages.

Fax Number — The fax number for this user if receiving faxes.

Allow Text Messages — This enables the user to receive SMS messages.

Send Mail — Check this box if you would like to receive paper mail.

Send Fax — Check this box if you would like to receive a fax.

Send Email — Check this box if you would like to receive an email and select your delivery type from the dropdown menu.

Email Type — Choose one of 3 email types. PDF, URL, or Secured PDF (if activated).

User Status — The user can only log in if the status is Active. You can change it to Inactive if you no longer want this user to be able to log in.
Expire Date — If blank, the account never expires. Select a date for the account to expire or edit the date as necessary.

User Type — Based on the type chosen, the user will have the security settings that are associated with that user type. This is grayed out as it is
linked to the group selected when setting up the user, it can be either Admin, or Member.

Landing Page — This is grayed out after the user is set up. It is chosen when the user is being set up, and additional selections can be set up in
uSetup Web.

Accepted Disclaimer — Shows if and on what date the disclaimer was accepted by the user. This cannot be edited. It is displayed across the top
of the user’s page.

Delivery Method — This is how the user prefers to receive statements. If email is checked, URL or PDF will need to be selected as the email type.

Lock User — If this is turned on, a date field will appear with the date the account was locked because of
too many login attempts, and this is displayed across the top of the user’s page.

© Lock Account X

O Account Locked

Reason Locked — This will display why the account was locked.

Reason Locked ‘

Group Membership Tab — Select this tab to be able to change the group that the selected user is currently |—| |7|
in. —
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Feature Permissions Tab — Select this tab to be able to give this particular user specific permissions on the web portal that may not have been
granted via the group that the user is in.

Link Account Tab — Select this tab to add the user’s account information for a particular submission that has been run through the web portal.

Account Expired
If a user’s account has expired, the next time the user attempts to

log in, this error will come up, and the user will not be able to login.

Login

© User account locked out

Username

Full_Name

Password

[ Remember me

LOGIN

The expiration date of the account is visible to admin users on the
web under User Management. Select a user and under the user

details tab the account expiration date is displayed. It can be edited

here.

This is one of two ways to edit the expiration date of a user’s

account. The other is in uSetup Web under the Manage Users Tab

by clicking on the user’s profile.

Pitney Bowes

Relay Unify Web User Guide January 2026

Relay " Unify

Powared by Transformations

@ My Account -

PORTAL ADMIN (S5 EDITOR DOCUMENT SEARCH

USER MANAGEMENT

Portal Admin / User Management / Edit

User Details Group Membership Feature Permissicns Link Account 2= Full_Name- #11007

(T) Disclaimer has not been accepted. This user was unlocked on 01/19/2026 at 04:26:36 PM. Reason: by admin,

@ Lock User @ Send Reset Password Email Passwond Expiration Settings

Full

Full Marme

Description ‘

| Phaone Number | Mobile Phone Mumbser

| | Fax Number ‘

& Allow Tt Message

O Send Mail O Send Fax & Send Email

FDF

Active v | ‘ 08/0242025 o

| Mernber | ‘ LandingPageDocurnentArchive ‘
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£ USER MANAGEMENT Full Name - #11007

User Details | Group Membership  Feature Permissions  Link Account

[ @ Reset Password ] [ @ Lock User

I (@ Disclaimer has not been accepted.

First Name Last Name

Full Name

Usemame Email Address
Full_Name tylerm@iransfrm.com
Description

PHONE SETTINGS

Phone Number Mobile Phone Number Fax Number

Allow Text Message

DELIVERY METHOD

Email Type
Send Mail Send Fax Send Email oDF -
ADDITIONAL SETTINGS
User Status Expiration Date
Active - 08/02/2025 a
User Type. Landing Page
Member - LandingPageDocumentrchive

Account Locked
Accounts will be locked after too many login attempts (based on your settings). After 5 incorrect login attempts, on the 6" attempt the user will
receive this error:

Login

© Too many attempts! Account is locked. b4
Username

Full_Name
Password
[ Remember me Forgot password?

LOGIN
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This can be verified by an admin one of two ways.

In uSetup Web, under the Manage User’s Tab, there will be an image of an open lock in the far-right column. A locked date filled in, and a reason if
a user’s account is locked will be displayed if you click on the user’s profile. To unlock the user, simply click on the user and select Unlock User, or
click on the lock icon. The lock date and reason will immediately disappear, and the lock icon will go away. The user’s account will no longer be
locked.

%X USERS WITH ACCESS 130 Relay Unify Webd

USERS

Search:
(] 1 USERNAME EMAIL USER TYPE
999 admin tylerm@transfrm.com Admin F
1000 Karen_Stasik tylerm@transfrm.com StandardUser »
1001 Scott_Tripp tylerm@transfrm.com Admin »
1002 Chris_Lindsay tylerm@transfrm.com StandardUser »
1003 Alex_Gregory tylerm@transfrm.com StandardUser F
1004 Ryan_Semanchik tylerm@transfrm.com StandardUser F
1005 Tyler_Mahurin tylerm@transfrm.com Admin »
1008 tyler tylerm@transfrm.com StandardUser »
1007 calebtidwell ctidwell@transfrm.com Admin »

I 11007 Full_Name tylerm@transfrm.com StandardUser 2

Showing 1 to 10 of 10 entries Previous - Next
+ Add Web 4 User "D View History

£ USER MANAGEMENT Full Name - #11007

User Details | Group Membership ~ Feature Permissions  Link Account

l @ Reset Password l & Unlock User

I (D) Disclaimer has not been accepted. This user was locked on 01/13/2026 at 01:25:41 PM| Reason: Too many attempts! Account is locked. by Login Page.

First Name Last Name

Full Name

Username Email Address
Full_Name tylerm@transfrm.com
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An admin user can select the user from the list in User Management.

) . ) Relay” Unif
Under the User Details for that user, an admin user can see if the deyly
account is locked, the date it was locked, and the reason why it is musTy  mET G
locked. USER MANAGEMENT

Portal Admin / User Management / Edit

To unlock the user here, simply click the Unlock User button, uncheck
ACCOUﬂt LOCked and CIICk the Save bUtton The date and reason WI" User Details Group Membership Feature Permissions Link Account

& My Account -

2= Full_Name - #11007

now be blank, and the user’s account will no longer be locked.

(@ Disclaimer has nat been accepte:IThla user was locked on 01/20/2026 at 08:19:48 PM. Reason: Too many attempts! Account is locked. by Login Page.

@ Unlock User @ Send Reset Password Email Password Expiration Settings
BASIC INFORMATION

Full |

Full Name

Description

Once the account has been unlocked, the user will be able to login

using their previous password or can reset it.

| Fhone Number |

Mobile Phone Numbar | | Fax Mumber

& AlowTe Message

0 Send Mail 0 Send Fax & Send Email (Emat™ |
Bttt \ 300 / 2ttt POF ¥

1 . 1

: ! Tips

1 1 |0N.

. Once a user’s account is locked, the user cannot : (e B |
1 i i | Clive J | 08/02/2025 (m] )
' reset their password using the Forgot Password ez ==

1 Member LandangPageDacurmentArehive

1 1 L J L

| 1

link.

Pitney Bowes Relay Unify Web User Guide January 2026 Page 74 of 235



Web 4 Group Management

From the Admin Home Page, select Users & Groups, then choose Group Management. This is where an admin user can create additional groups
and adjust the feature permissions each group is given.

By default there are two user types:

Admin, and Member.

Relayw Unify @ My Account ~

Powered by Transformations

PORTAL ADMIN €SS EDITOR DOCUMENT SEARCH
GROUP MANAGEMENT

Portal Admin / Group Management

Click on Add New to create a new
group.

Or you can click on the Edit button to . }
edit a current group _
Group Name Landing Page Has Members User Type
Admin LandingAdminDashboard Admin Edit
CSR LandingCSRSearch Admin Edit
PersonalArchive LandingPageDocumentArchive Member Edit

e [0 e © @ 1-201

Create a New Group @
Select the Add New button. S '

We recommend creating additional groups and editing the feature permissions on
your custom groups. This way you can revert back to the defaults if necessary. If
you customize a group too much it is no longer a true standard group for
example.
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Group Management link will bring you back to the previous screen.

PORTAL ADMIN CS5 EDITOR DOCUMENT SEARCH

GROUP MANAGEMENT

Portal Admin / Group Management / Add Ne

CREATE GROUP

Group Name l

Description l

User Type
Admin

Landing Page l
W

LandingAdminDashboard

Group Name — This is the name that will represent the group when being selected. This will be displayed as a column for the list of groups under
Group Management or the Web 4 Group Management Tab in uSetup Web to help identify the group type and associated permissions and settings
that group is assigned.

Description — This will help explain what the Group Name means. Enter something that further explains the group being created and what users
should be assigned this group.

User Type — This dropdown will give you the ability to select between Admin and Member. Depending on which of the 2 is selected from the
dropdown, this will help determine which landing page the user assigned to this group will land on.

Landing Page — This is the page seen by the user upon logging into the site. For Members the option is LandingPageDocumentArchive that will
allow the Member user to see all of their documents on their dashboard. If the Admin is selected, the LandingAdminDashboard and
LandingCSRSearch will be additional options. Choose the appropriate landing page for the user type you desire to create.
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Admin Main Page CSR Search Page

Relay” Unify

Powered by Transformations

@ My Account ~

PORTAL ADMIN DOCUMENT Si

Relay” Unify

Powered by Transformations

@ My Account =

DOCUMENT SEARCH

Portal Admin / Document Search

PORTAL ADMIN €55 EDITOR DOCUMENT SEARCH

PORTAL ADMINISTRATION

N FILTER O Show Credits O Show Zero Balance
Submissions & Documents
Users & Groups (
web Proofl " RS
Submission Dashboard Document search eb Proofing i Look For: v ] Which: v T FILTER | & RESET
L : y - Review submissions, approvals, and L
Features & Settings This section allow display of the This section allows searching for
POF documents befare additional
current status of all submissions. individual user documents.
User Activity processing.
DOCUMENT LIS
Account £ + Name « Date + Balance ‘Amount Due  Combine PDF Log View Statement

No data available

User Main Page

Relay” Unify

Powered by Transformations

DOCUMENT ARCHIVE

DOCUMENT HISTORY

@ My Account ~

FILTER [ ADVANCED FILTER

= ‘ Select Date Range }

RECENT STATEMENTS

Account # Name « Date v Balance  Log View Statement

Mo data available

[tems: per page @ E 1-60f6
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Add an Account to a User
The End User Main screen allows the end user to view only those documents containing an account number assigned to that web user.

You can have multiple account numbers assigned to one end user account but the assigning must be done by an admin; end users cannot add
account numbers to their account.

Relay” Unify

To add an account number to a @ My Account ~
. Powered by Transformations
user that has been previously
Created, an admin user must be PORTAL ADMIN CSS EDITOR DOCUMENT SEARCH
the one to add the account
number. USER MANAGEMENT
Portal Admin / User Management / Edit
The admin user will select the
user under the User —_—
Management from the ||St Of a" User Details Group Membership Feature Permissions Link Account = End_User_1 - #11008

users for that site. Then select
. (i) Disclai h th ted. ()
the Llnk Account Tab Isclaimer has not Deen accepte ©

@ Lock User W Delete User & Send Reset Password Email Password Expiration Settings

BASIC INFORMATION
First Name Last Name
End User 1
Username
End_User_1

[ Description ]

tylerm@uransfrm.com

Email Address ]
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Click the Add New button. Any account numbers
that have been added will be displayed in the box.

USER MANAGEMENT

Portal Admin / User Management /

Account Type — Select a submission type. All
sumbission types for this client will appear in this
dropdown list.

User Details

Group Membership

(@ Update Accounts For: End_User_1 - #11008

Account # — This must be the account # as it
appears on the statement.

SUBMISSION TYPE »

Name on Account — This must be the name

Relay Unify Web4 Gas

exactly as it appears on the statement. This field is
case sensitive.

The admin user can add as many account numbers
for a single submission as desired. Multiple
accounts across multiple submissions are also possible.

To remove an account click the red trash can.

Feature Permissions

Link Account

ACCOUNT NUMBER -

123454321

Items: ‘ 10

® Link Accounts

Account Type
Relay Unify Web4 Gas

Account #:

Name on Account:

By default the account number and name on the account will be validated.

== End_User_1-#11008

posore © (@ 110 (<)< BB

If you wish to change the default way of validating when adding acocunts to users, that can be done within each submission type under the web tab.

Validate Account # — If this is unchecked any account number can be added; it does not have to exist. If it is checked, then the account # must be

in the system for that Submission type.
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Name on Account Field — This can be hidden, optional, or required. It is required by default. @

Hidden — It will not appear as a field when an admin user is adding accounts for a user.

If you arent performing validation you won’t
catch typos, errors, etc. Users may have
account numbers added to them but not be
able to see documents if the account number
is not being validated. If both the name and
account number are not being validated you
run the risk of users being able to see
documents of other users.

Optional — The field can be blank or not match the name on the statement.

Required — The name entered must match the name as it appears on the statement.

%r MANAGE GENERAL SETTINGS 130 Relay Unify Webd Q 240 PEVA Gas E

4 View Submission Types
Basic Setup General Settings | Web Ads  Extemnal Archive

Manage Regulatory Access

Web Settings ~ DOCUMENT SETTINGS

Cl Sef
Document Settings DISPLAY SETTINGS

Hierarchy (Web Access)

8 Display submissions on the Weh

Web Display Show POF Only (No PNG Image) (T
Pregeneration

PROCFING
Print Settings

Email Notifications

Job Tracking

@ Require Web Approval
@ Allow Editing Exclusions

Custom Proofing

uDeliver
ADD USER ACCOUNTS PAGE OPTIONS
uCampaign
@ validation Accoum# (Accoum# must exist in the systam)
uSecure

Customized Workflow

Pitney Bowes

Relay Unify Web User Guide

\CCOUNT FIELD
Hidden Optianal
EXCLUDED DOCUMENTS

DO NOT EMAIL

8 omi Exclude

Verify user viewed document on the web portal

If the user has not

Keep user's delivery preferences (D)

Automatically create new submission

E-STATEMENT VERIFICATION (appiies only to end-user URL emails)

wed documentin| 7 | days,send 1

© Required

additional emails

Accounts/Usars can view Documents

DO NOT DISPLAY

Omit Exclude

*D View History

January 2026
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Add User Account to all Submission on login — To navigate to this checkbox, go to End User Settings under Web 4 User Management. When
an account number is linked to a user, if this is checked, the user will be linked to that same account number for each submission type under this
client. Once this is checked, this setting takes effect for all users on the site, even if set up prior to checking this setting.

N WEB USER MANAGEMENT - END USER SETTINGS 130 Relay Unify Web4
4 Back to Customer Information L :
Site Management General Settings | Profile Page  Disclaimer Settings

Multi Language Support

Site Design CONFIGURATION
Il Web 4 User Management v I DEFAULT DELIVERY TYPE FOR NEW USERS
Manage Users Mail @ Emai
Import Web Users DEFAULT EMAIL TYPE FOR NEW USERS
Password Requirements L @ POF

Security Question Pool
Enable Go Paperless Opt-in Dialog box

Add User Account to all submission on \cqml
Password Recovery Mask Account Number

Usemame Recovery

Reqistration Settings

Multifactor Login - E gl

Login Order

Email Event

[ End User Settings I

Web 4 Group Management

USER MANAGEMENT

Portal Admin / User Management / Edit

User Details Group Membership Feature Permissions Link Account 3= End_User_1 - #11008
(©) Update Accounts For: End_User_1 - #11008 ix‘
ACCOUNT LIST [ ADD NEW

SUBMISSION TYPE » ACCOUNT NUMBER
Relay Unify Web4 Gas 123454321 o

Items: | 10 ] per page ® ﬂ 1-10f1 |E‘ |Z| ‘Z| |E‘
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A standard user can view the accounts that their username has access to view. The user can login, select their profile, and click Manage Accounts.
This will display all of the statements they can view.

The user does not have the ability to edit this list.

Manage Accounts X
ACCOUNT LIST
Submission Type « Account Number «
Relay Unify Web4 Gas 123454321
Pitney Bowes Mill Rate 123454321
Relay Unify Secure 123454321
RU Web4 Hospital uBridge 123454321
John Map Test 123454321
MOD Test Map 123454321
Relay Unify Healthcare Demo 123454321
‘. Close ‘
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Registration
Password Settings

Within uSetup Web, you can require the password to contain uppercase, numbers, letters, special characters, and have a minimum length. The

minimum length must be at least 5 characters initially.

When a user is being created, by an admin user or self-registration, the user will only be created once a password that satisfies the criteria is

entered.

4 Back to Customer Information

Site Management
Multi Language Support

Site Design

H Web 4 User Management

Manage Users

Import Web Users

H Password Reguirements

Security Question Pool
Usemame Recovery
Password Recovery
Registration Settings
Multifactor Login
Login Order

Email Event

End User Settings

Web 4 Group Management

Pitney Bowes Relay Unify Web User Guide

¥ PASSWORD REQUIREMENT MANAGEMENT

PASSWORD COMPLEXITY REQUIREMENTS

Require at least 1 Uppercase Letter

Require at least 1 Lowercase Letter

Require at least 1 Letter

Require at least 1 Number

Require at least 1 Special Character
Minimum Length

8

Required Unique Character
1

ADDITIONAL SETTINGS

Administratar Ema
@
tylerm@transirm.com W

ENHANCED PASSWORD POLICY

Lockout Users after | 3 consecutive failed attempts

Password Never Expires(Checking turns off Password Expiration for ALL users) ®

Password Expires In Days g

| @ Users must change pa

PASSWORD EXPIRATION OPTIONS

O Send password expired email | 0 days before password expiration, once per day (O]

January 2026
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Users must change Password - Changes made on this screen will only effect future users. If you want the password setting changes to effect
current users click this button. This will force users to change their password the next time the user logs in to the site.

On the next log in, the user will be redirected to this screen: Re"—ﬂym Uﬂify

Powered by Transformations

PASSWORD RECOVERY

Reset Password

Username

End_User_1

New Password

New Password

Confirm New password

Confirm New Password

- =N

Password Expires in Days — Enter the number of days for the password before it expires. Once it is expired, the user will be prompted to change
it at the next login attempt.

If the password has expired, the next time the user logs in, the user will be directed to reset their password:

Reset Password

Username

Full_Name

New Password

New Password

Confirm New password

Confirm New Password

Continue Cancel
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Password Never Expires — If this is checked, it will globally override the password expiration date of all web users. If a user’s password expired
yesterday and they login today, the user will not be prompted to change their password.

If never expire was checked and is then unchecked, before you save you will be asked 1 question:

© Confirmation

Changing the expiration setting will update user
password expiration dates. Do you want to continue?

(1]

Admin can verify a password expiration date or manually adjust the password settings for individual users. The admin user can go to Manage

Users and select a user. Under Manage Password & Email settings the admin can:

o Password Never Expires — The password of this user will never expire.

¢ If the password has an expiration date that has been set it will be listed
and can be changed for this user.

e Force Password Reset — If this is checked, the next time this user logs
into the site, the user will be prompted to reset their password. (This
does not trigger the reset password email.).

® Password Expiration Settings X

UJ password Never Expires

[ password Expiration Date
08/02/2025

- |

U Force Password Reset

SAVE CANCEL
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Enhanced Password Policy — This feature is automatically turned enabled, and gives you the ability to reset user passwords and lock users out,

etc.

Lockout Users after n failed attempts — Enabling this feature
will lock out users that fail to enter their password correctly n
consecutive times. Set the value to the number of consecutive
failures.

This is different from before since it was hard coded at 5 and now
it can be any number.

Login
© Too many attempts! Account is locked. b4
Username
Full_Name
Password

[J Remember me

LOGIN

Forgot password?

Pitney Bowes Relay Unify Web User Guide January 2026

USER MANAGEMENT

Portal Admin / User Management / Edit

User Details Group Membership Feature Permissions Link Account

2= Full_Name - #11007

() Disclaimer has nat been accepted. This user was locked on 01/26/2026 at 11:47:58 AM. Reason: Too many attempts! Account is lecked. by Login Page.

i@ Unlock User & Send Reset Password Email Password Expiration Settings
BASIC INFORMATION

Full | Mame

Full Name | tylerm@transirm.com

Description

| Phone Number | Mokile Phone Numbsr | | Fax Number

B Allow Text Meszage

0 Send Mail O Send Fax & Send Email £
PDF e
ADDITIONAL §
Active h | | iy o |
| Member | | LandingPageDacurmentirchive
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Save Changes



Send password expired email — Enabling this feature will send password expiration emails starting n number of days before expiration and will
continue to send an email each day until the password is updated or the password expires.

4 Back to Cus'

Site Management

Multi Language Support

Site Design

Web 4 User Management
Manage Users
Import Web Users
Password Requirements
Security Question Pool
Username Recovery
Password Recovery
Registration Settings
Multifactor Login
Login Order
Email Event
End User Settings

Web 4 Group Management

& SITE DESIGN - EMAIL EVENT

Register  Enroliment  Unenrollment  Password Reset ssword Ex| n

Pitney Bowes Web4 <noreply@transfrm.net:>

To Tyler Mahurin

Pitney Bowes

PASSWORD EXPIRATION EMAIL

Subject
‘Your password to our portal is about to expire

Body
<IDOCTYPE HTML PUBLIC *4/W3C//DTD XHTML 1.0 Transitional /EN"
“hittp: fwww.w3.0rg/ TR/xhtmI1/DTD/xhtmi1-transitional dta">
<html xmins="nttp:ffwww.w3.0rg/1999/xhtmI"><head><title></title></head>
<budy><div

<table cellpadding="0" cellspacing="0"><tr>

<td colspan="3" style="font-family: arial, sans-serif; margin-bottom: Opx; margin-left: 0px; margin-right: Opx; margin-top: 0px;">

2" sre="hitps://web4qa3 trans-ga3 trans loc/exp-impori/Images/1pxTransparent gif* style="display: block;” width="1" /></td></tr>
<tr=<1d style="font-family: arial, sans-serif; margin-bottom: Opx; margin-left: 0px; margin-right: 0px; margin-top: 0px;">&nbsp;</td>

<td style="font-family: arial, sans-serif; font-size: 10px; margin-bottom: Opx; margin-left: 0px; margin-right: 0px; margin-top: Opx; text-align: center™>

<img height=

130 Relay Unify Webd

lelcomeliser*><table align="center" border="0" cellpadding="0" cellspacing="0" width="600" bgcolor="Black">

<tr>  <id bgcolor="#000" colspan="3" siyle="font-family: arial, sans-serif; margin-bottom: Opx; margin-left: 0px; margin-right: Opx; margin-top: 0px;™>
<img height="1px" src="https://web4qa3.trans-qa3.trans loc/exp-import/Images/ 1pxTransparent.gif* style="display: block;" /></td></tr>

<tr> <td bgcolor="#000" style="foni-family: arial, sans-serif; margin-bottom: Opx; margin-left: 0px; margin-right: 0px; margin-top: Opx;">

<img Sc="ttps://webAagas.trans-4a3.trans loc/exp-import/Images,1pxTransparent.gif" style="display: block;” width="1px" /></td>

<td bgcolor="#FFFFFF" style="font-family: arial, sans-serif; margin-bottom: 0px; margin-left: Opx; margin-right: 0px; margin-top: 0px;">

- <> VIEW HTML

AVAILABLE TAGS

<%SiteBaseURL %>
<%AdminEmail’s>
<%EmailTitleDesc%>
<%UserFullName%>
<SillserEmail Address >
<%CurrentYeark=

-

To make sure you get our emails, add <a href="mailto:<%AdminEmail%>" style="color: rgb(28, 81, 168);" target="_blank"><%AdminEmail%></a> to your address book. i

Enable Tracking

[@

Web4 Password Expiration
End_User_7,

and log into the portal.

- Pitney Bowes Siaff

This message was emailed to: [tylerm@transfm. com
Use of this Relay Unify service & website

To make sure you get our emails, sdd sdmingtransfrm.comn to your sddress book

‘Your password is about to expire. Please login to our portal and update your password. Please follow the link below

Click Here to Login

of our [Terms and Conditions] and [Privacy Policy]

Relay Unify Web User Guide

January 2026
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Reset User Password

Under User Management, select the user that needs a
password reset. Click Send Reset Password Email at the top.

If the user has not logged in and accepted the disclaimer, the
admin will get this notification.

® Warning X

This action will send an email to the user that will allow the
user to reset their password, by-passing all other
authentication requirements. This action will be logged for
audit purposes. You should only click OK if you have
confirmed the identity of the user requesting the password

reset.
Send Reset Password Email ‘ Cancel ‘

After you click Send Reset Password Email, you will get a
Success notification.

® Success!

Email has been sent successfully

e o

USER MANAGEMENT

Portal Admin / User Management / Edit

User Details Group Membership Feature Permissions Link Account

(D Disclaimer was accepted on 01/23/2026 at 12:54:50 PM.

i Lock User B Send Reset Pessword Email Password Expiration Settings

25 End_User_1 - #11008

[}

User 1

| End User 1

| |lylr.-rm@uamlnn.wun

Description

| Phone Number ‘

Mokile Phone Numb=sr

| |Fa>¢ Number

O Allow Text Message

O Send Mail O Send Fax & Send Email

| FDF

Active

h | | nddiyyyy

| Member

| |Lal\dn@P.sgeDcx_umeanchqu

An email will be sent with a link to Reset their password. This email is set up in uSetup Web under the Web 4 User Management tab and click on

the Email Event Tab.

Pitney Bowes Relay Unify Web User Guide January 2026
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To make sure you get your Relsy Unify emails, add edmin@iranstrm. comn to your sddress book.

£ SITE DESIGN - EMAIL EVENT

Register  Enrollment  Unenrollment | password Reset | Password Expiration

Reset Your Password

Full_WName,

Reset my Password Now!

- Fitney Bowes Staff

This message was emailed to: [fylermi@transfrm. com]
Use of this Relay Unify service & website it of our [Terms and Conditions] and [Privacy Policy]

Copyright ® 2025 Reley Unify Powered by Transformations, Stamford CT

130 Relay Unify Web4

PASSWORD RESET EMAIL

Bady
<IDOCTYPE html PUBLIC "-/fW3C//DTD XHTML 1.0 Transitional /EN" *http-//www.w3.org/TR/xhtmI1/DTD/xhtmi1-transitional dtd">
<html xmins="htip:#/ www.w3.0rg/1999/xhtmI">

<nead>

<title></title>

</head>

<body>

<div id="WelcomeUser">

<table align="center" border="0" cellpadding="0" cellspacing="0" width="600" bgcolor="Black">

<

<td bgcolor="#000" colspan="3" style="margin-top: 0px; margin-right: 0px; margin-bottom: 0px;

margin-left: Opx; font-family: arial, sans-serif:">

<img height="4px" src="<%SiteBaselURL%>/images/1pxTransparent gif" style="display: block;" >

<fid>

</t

<tr>

Enable Tracking

- I <> VIEW HTML

AVAILABLE TAGS

<%SiteBaseURL%>
<HAdminEmail%>
<%EmailTitleDesck>
<%UserFullName%>
<%UserEmailAddress®>
<%CurrentYeark>

The link takes a user to this page:

If the user that you reset the password for logs into the site prior to

Relay” Unify

Powered by Transformations

PASSWORD RECOVERY

resetting their password, they will be redirected to the same page the

link in the email takes them to.

Only an admin has the capability to reset a
password for any user. Users can change
their passwords but not reset them.

Pitney Bowes Relay Unify Web User Guide January 2026

Username

Full_Name

New Password

New Password

Confirm New password

Confirm New Password

| ganee |

Reset Password
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Change Password

Admin

Admins have the capability to manually change a password for any user. Within the uSetup Web, the Manage Users tab lists all users for that site.
Click on a user and select Reset Password.

€& USER MAMAGEMENT End User 1-#11008

User Details | Group Membership  Feature Permissions  Link Account

@ Reset Password l l & Lock User

(D Disclaimer was accepted on 01/23/2026 at 12:54:50 PM.

Last Name

End User 1
Username Email Address
End_User_1 tylerm@transfrm.com

You will be able to enter the new password:

Reset Password X

New Password

Confirm New Password

(@] (G

This password also has to follow the rules set for password requirements.
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All Users

Users can change their password by clicking My Account, then Manage Profile > Security Settings Tab > Change Password button.

The user will enter a new password. It must Re|ay'” U ﬂify
meet the password settings within the uSetup Powered by Transformations

@ My Account ~

Webforhe e

This is also where a user can edit the email MY PROFILE
address on the account under the Login Detail

section of the Security Settings Tab. Account Details

LOGIN DETAILS

IEmal tylerm@transfrm.com I

Username: End_User_1

PASSWORD

Your password was last updated Jan 28, 2026

Security Question: Not Configured

Forgot Password

If a user clicks the Forgot Password link below the login area on the main site, they will be
directed to this page.

This is only possible for all users. Although Admin and CSR users don’t have account
numbers, if an email address is linked to the account, you will receive an email with steps
to change the password.

Reset PW — Forgot PW on home screen or by admin resetting PW...you will get an email
to reset your PW — you will need your email address and username to do so.

Pitney Bowes Relay Unify Web User Guide January 2026

® EDIT

(4 CHANGE PASSWORD

Forgot Password
We will send you an email with instructions on how to reset your password

Email Address

Email Address

Username

Username

‘ cance‘ ‘

Page 91 of 235
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T make sure you get your Relay Unify emails, sdd sdmin@iransfrm.comn to your address book.

An email will be sent with a link to Reset their password. This email is set up in
uSetup Web under the Web 4 User Management Dropdown > Email Event Tab
> Password Reset Tab.

Reset Your Password

admin,

Reset my Password Now!

- Fitney Bowes Staff

Thizs message was emailed to: [tylermi@transfrm.com
Use of this Relay Unify service & website constitutes acceptance of our [Terms and Conditions] and [Privacy Policy]

Copyright & 2025 Relay Unify Powered by Transformations, Stamford CT

Reset Password

Username

Full_Mame

New Password

The link in the email will direct the user to reset their password. This New Password

is the same email and page if an admin resets a user’s password.
Confirm New password

The user will then enter in their new password and confirm new
password. The password must meet the password settings
determined in web uSetup Web.

Confirm New Password

. . . Conti C |
Once the user clicks Continue, the new password will take effect. ‘ e ‘
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Self-Registration
On home login page to the site, click REGISTER from the links across the top.

Pitney Bowes, Stamford CT B4 Customer Support ¥, Phone Support @ ENGLISH ~

™ .
Re | a y U n Ify HOME ABOUTUS HELP FREQUENTLY ASKED QUESTIONS CONTACT US | REGISTER LOGIN

Powered by Transformations

Mailing Technology

Easily send letters, large envelopes, and packages directly from your office or mail center, all while getting automatic postage
savings.

Review Options

Pitney Bowes, the technology behind every important delivery.

Pitney Bowes technology provides our clients with comprehensive solutions from innovative SaaS shipping software to advanced presort mailing LEARN MORE
services to business financing. It's why we are behind every important delivery our clients make. And why we are declaring it as our new tagline: The
technology behind every important delivery.

This will direct the user to the New Registration Page. This is the default. It can be edited using the Registration Settings within uSetup Web. This
is how an end user would register. This is not designed by default for a CSR user or admin user to self-register.
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Pitney Bowes, Stamford CT 84 Customer Support %, Phone Support @ ENGLISH ~

Username — The user can enter a desired username for logging  Relay" Unif
into the site. e

MEMBER REGISTER

Password — The user can set their desired password for logging
in to their account.

Register an Account
First/Last Name — The name on the statement. R
Mobile No/SMS Key — The user will enter an active mobile dem
number in which they will receive an SMS Key to enter before ... ®

reglste rlng User First and Last Name
First name Last name

If the Name entered does not match a document for this o
site/client, the user can register but will not see a document until |

it is entered on the site. Mobike No
....... O -
= Tips:

i The Name entered must match a document. If there is
no record of that name as part of any submission type
. for this client, the user will not see a document until it is
i entered on the site. Prefixes, capitalization, etc.
must be specific to the way the name is displyed on
i the statement.

Email Address — This will be the email address the registration email is sent to and will be saved as the primary email on the account.

Email Key - This key must be delivered to a valid email address to move forward with the self registration after entering the pin that is emailed to
the account user. Once the email address has been verified, the user can click on
“Sign Up” to get their account started. Member Register Succcess

If you do not see the email in your inbox, check your spam or junk folder. If you no
longer have access to this email account, please contact us.

Once the user has entered their information they will get this notification: Find the email we sent to you and follow the link provided. If you have already

completed that step you may Login Now
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The user will receive an email with further instructions to activate the account. At this point, the user is already active. The user can now log in to
the site and edit the account information.

This email is set up in uSetup Web under the AL Lis .

Web 4 User Management Dropdown >
Registration Settings Tab > Registration Key Tab
at the top.

Pitney Bowes Registration Email Verification

User,

Please enter the pin number below to complete your registration.

#PIN#

- Pitney Bowes Staff

This message was emailed to Juser@email.com]

Use of this Relay Unify Powered by Transformations Inc service & website constitutes acceptance of our [Terms and Conditions] and [Privacy Policy]

Copyright @ 2025 Pitney Bowes, Stamford CT

Close
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Registration Settings/ Password Recovery

These tabs Can be Used to. . £ WEB 4 USER MANAGEMENT - REGISTRATION SETTINGS 130 Relay Unify Webd
4 Back to Customer Information
. Site Management [ General Settings § Manage Requirements ~ Registration Key ~ Registration Error
e Customize the I

. ) Multi Language Support
Reglstratlon page for Site Design SETTINGS MANAGEMENT
Standard users. I Web 4 User Management I Allow only one User o Register for Account/Subiype

e Select the landing page ——

Import Web Users Select a default member user group for Self-Registration Process (1)
the end user Wl” go to Password Requirements Available Groups Landing Page
(Fersurammm'.‘e - | LandingPageDocumentArchive
Security Question Pool

e Manage the keys
; . Usemame Recovery PersonalArchive -
needed fOI' regIStratlon Password Recovery o save "D View History

and password recovery. “ e I

These tabs are located in the uSetup Web under the Web 4 User Management Dropdown.

Click on the Registration Settings Tab, or the Password Recovery Tab. i Registeran Account

Registration I:M

By default the registration page will appear like this if a user clicks the Register link on the main °
page of the website. M o Lastname

If you would like to chage any of the requirements for a new user to self-register, click the o

Manage Requirements Tab at the top. | |

Password Recovery

By default the forgot password link takes you to this page. This can be used for all users including Admin and CSR users that have their email and
names registered On the Site. ¢ WEB 4 USER MANAGEMENT - PASSWORD RECOVERY 130 Relay Unify Webd

Site Management Manage Requirements | Password Recovery Key  Password Reset Settings

Forgot password Multi Language Support
Site Design MANAGE REQUIREMENTS
We will send you an email with instructions on how to reset your password e e Mo seTTING DISPLAY TEXT EnaBLE oRDER
Manage Users
Username U= q
Email Address Import Web Users REQURED
R Password Requirements Name on Account § .
Email Address g . User First and Last Name:
Security Question Pool
Email
Usemame Recovery Emai .
Username
ll Password Recovery l _
_ Email Key
Username Registration Settings
Multfactor Login MobileNo 6
i Login Ord
Continue | Cancel ‘ 2o + Add Document Field s Key
 — Emal Event

+ Add Security Question

End User Settings

Web 4 Group Management + Add Requirement
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Enable for Registration — Check this for the changes to take effect on the Register page.

Enable for Password Recovery —
Check this for the changes to take
effect on the page that the forgot
password link directs a user to in
order to retrieve their password.

All of the settings here are set up the
same for registration and password
recovery, but on the different tabs.

Required for User Registration —
The entries set up under this
heading will be displayed on the
registration page that standard users
will use to register. The standard
fields will be required.

Required for User PW Recovery —
The entries set up under this
heading will be displayed on the
password recovery page that
standard users will be directed to

after clicking Forgot Password on the main site and entering their username. The standard fields will be required.

Display Text — This will be the text that appears above each field on the Registration or Password Recovery page.

Order — This is the order that the items are displayed on the registration page depending on the numbers entered in the order slot.

2 WEB 4 USER MANAGEMENT - REGISTRATION SETTINGS

General Settings Manage Requirements | Regisiration Key  Registration Error

SETTING

Username
REQUIRED

Password
REQUIRED

Mame on Account
STANDARD FIELD

Email
REDUIRED

Email Key

CONFIGURATION
CustomField

CUSTOM FIELD

+ Add Custom Field
+ Add Document Field

+ Add Security Question

+ Add Requirement

130 Relay Unify Webd

DISPLAY TEXT

Username

Password

User First and Last Name

Email

Email Key

Last 4 of Social

Mabile No

Sms Hey

o

(<]

o

<]

(<]

In addition, you can require security questions, document fields, and custom fields. You can only enable standard fields, or disable them. If you
create a new field to add, it will have a red trash can to delete it if needed.

Pitney Bowes Relay Unify Web User Guide

January 2026
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Security Questions

Click the + Add Questions button to create the questions that will be asked of users during registration or password recovery.

4 Back to Customer Information

Once created, you can click
Save to add it to the pool.

Required for
Registration/Password
Recovery — The questions
set up here will be asked
during the Registration
Process, for Multi-factor
Authentication Login, and
Password Recovery.

% WEB USER MANAGEMENT - MULTIFACTOR LOGIN

[
Security Question Settings I Multifactor Login PIN ~ PIN Settings

Site Management
Multi Language Support

Site Design

| Web 4 User Management

Manage Users
Import Web Users

Password Requirements

Security Question Pool

Username Recovery
Password Recovery
Registration Settings
Multifactor Login
Login Order

Email Event

End User Settings

Web 4 Group Management

2 WEB4 USER MANAGEMENT - SECURITY QUESTION POOL

Security Question Pool

130 Relay Unify Webd

Registration Process

Password Recovery.

(©) Multi-factor Authentication - Question Login

If you enable the security question feature, all questions from the security question pool will be presented during:

Navigation to the settings page to enable and set the number of questions you require the user toanswer.

QUESTION POOL

13
114

115

Showing 1 to 5 of 5 entries

| + Add Question

" quesTion

where is nashville?
what is 2427

what color is the sky?

What is the name of the NFL team in Nashville?

What month comes after April?

Previous - Next

*D View History

130 Relay Unify Webd

SECURITY QUESTION SETTINGS
Enable Security Question Login

Security Question - 5 Question(s) in Pool (D

f Question s Maximum Atiempts

Cookie Expiration

2 - @ 3 @ 60 @
Pitney Bowes Relay Unify Web User Guide January 2026

The number of questions set up in the security
question pool does not determine the amount of
questions asked in any of the 3 areas mentioned
above. The number of questions asked for any of the
3 areas above is set up in the Security Questions
Settings Tab of the Multifactor Login Tab under Web 4
User Management Dropdown.

The number of questions enabled here will be in a

pool the user can choose to answer. The security

question pool will be a dropdown menu of all of the
security questions that have been created.
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Document Fields

Click the + Add Requirement button to create the fields that are found on the document
that will be asked of users during registraion or password recovery.

Require for User Registration — This will add the field to the list of items a user must
enter during New Registration. It will appear in the order you enter here.

Require for User Password Recovery - This will add the field to the list of items a
user must enter to retrieve their password. It will appear in the order you enter here.

Document Field — This is a mapped field that is displayed on the document.

This must be a field that is created in the map. It can come from the data. It is for
information that a user would have on the document.

If the Document fields for Account Name and Account Number are enabled for
Password Verification, both will need to be enabled, to neither; if only one is
enabled users will not be able to reset their Password.

________________________________________________________________________________

Text to Display on Web — This will be the text that appears above each field on the
Registration or Password Recovery page.

Additional Message — This is the text that will appear in the text box displayed on the
web. It will be lighter than the text to display on web.

Add Document Field %

Enable

AccName -

Account

AccZip

| Add Document Field | X

Enable
Account v

Sort Order — This is the order that the items are displayed on the page depending on the numbers entered in the order slot. If two items have the

same number, it will list them in the order they appear on this screen from top to bottom.

Pitney Bowes Relay Unify Web User Guide January 2026
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Custom Field
Click the + Add Requirement button to create a custom field. This can be anything.

Require for User Registration — This will add the field to the list of items a user must
enter during New Registration. It will appear in the order you enter here.

Text to Display on Web — This will be the text that appears above each field on the
Registration page.

Additional Message — This is the text that will appear in the text box displayed on the
web. It will be lighter than the text to display on web.

Sort Order — This is the order that the items are displayed on the page depending on the
numbers entered in the order slot. If two items have the same number, it will list them in

the order they appear on this screen from top to bottom.

| Add Custom Fieldl

Enable

Custom Fields can only be added to the Registration Settings section, not as a Password Recovery field.

questions/fields.

Pitney Bowes Relay Unify Web User Guide January 2026

The settings for Registration Settings/Password Recovery do not effect how an admin creates a
new user under User Management on the admin home page. These settings will not take effect
until the user created logs into the site. Upon logging on, the user must answer these
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Sample:

% WEB 4 USER MANAGEMENT - REGISTRATION SETTINGS

General Settings Manage Requirements | Registration Key ~ Registration Error

MANAGE REQUIREMENTS

130 Relay Unify Webd

SETTING DISPLAY TEXT ENABLE ORDER
Username
P Username 1
:Eaﬂi:a_vg_‘md Password 2
:f::e:ﬂ:;rli;cnum User First and Last Name 3
:gj"‘r Email 4
Email Key
CONFIGURATION ey
?ﬁ:?ﬂn;::d Last 4 of Social 5 L]
o
:fiz\::nr);:n:bi\e Number Mobile No 6
Text Message Key
CONFIGLRATION Sms ey
-+ Add Requirement
Only the number of questions enabled : .
y q Multi-Factor Authentication X

specifically for registration will be asked at this

point. The user can choose from all the

questions created using the dropdown. The
ones that the user does not select here will be

asked upon the initial login to the site.

Pitney Bowes

Relay Unify Web User Guide

@ For your security, please complete the following
steps before proceeding.

SECURITY QUESTIONS
[ what is 2+27 ~ }
Answer
[ where is nashville? v }
Answer
=
January 2026

Username

Full_Name

Password

User First and Last Name

First name

Email

The account number and full name entered must match
a document. If there is no record of that name/acct #
as part of any submission type for this client, the user
will not be able to register. Prefixes, capitalization,

etc. must be specific to the way the name is

displayed on the statement.

Mobile number validation removes characters and then
verifies it is more than 5 characters to allow for all

countries.

Register an Account

Last name

‘ Email Key

Last 4 of Social

Last 4 of SSN
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Once the user completes New Registration and/or enters a key the

user is Active; there is no registration email sent to users. Register an Account

If a setting has been changed, or the user was created by an Username

admin manually, the registration window will look different for the Full_Name

next user to register with.
Password

Example: ®
Email

MY PROFILE

Account Details | Security Settings

@ EDIT

tylerm@transfrm.com Users can edit the answers to the
End_User_1 fields/questions for Verification. Under a
user’s profile, the user can click Security
(4 CHANGE PASSHORD Settings Tab.

Your password was last updated Jan 28, 2026

[ UPDATE

Configured
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This allows a user to edit the answers to the security questions as well as the ability to change
their Password. Multi-Factor Authentication X

(@ For your security, please complete the following steps
before proceeding.

SECURITY QUESTIONS
[ what is 2+2? v ]
Change Password X [ 4 ]
[ where is nashville? v ]
[ Existing Password ]
[ )
[ Password ]
[ What month comes after April? v ]
[ Confirm Password ] [ may ]
- [==] = o |

The recovery fields are not linked to the same fields in the
database as the profile fields. The text displayed for registration
can be anything so there is no way to link the profile and
recovery.

When a user is using Password Recovery, what they enter MUST
match what is currently in Manage Profile.
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On the main page of the site, click Forgot Password. All users will be directed to this

page.

Sample Password Recovery — all users

When a username is entered, users will be directed to the Forgot
Password page. This will look the same for all users.

Forgot Password

Username

Enter Username

User First and Last Name

First name Last name

Email

Pitney Bowes Relay Unify Web User Guide January 2026

Forgot Password

We will send you an email with instructions on how to reset your password

Email Address

Email Address

Username

Username

m ‘ cancel ‘

Once the necessary steps are followed to recover a password, the
user will see this naotification.

Forgot Password

If there's an account that matches the username and email you provided, an email with
instructions on how to reset your password will be sent to you.

If you do not see the email in your inbox, check your spam or junk folder. If you no
longer have access to this email account, please contact us.

Find the email we sent to you and follow the link provided. If you have already
completed that step you may Login Now
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Text Message Keys / Email Keys

Users will receive an email with a key rather than a link if either or both
of these are enabled. To enable, check the key(s) that can be used to
register or retrieve a password.

If the keys are disabled for Registration, the user will fill out the
registration fields and click the Save button. At that point the Register
email (located in uSetup Web > Web 4 User Management Dropdown >
Email Event Tab > Register Tab) will be sent to the user containing a
link for the user to activate their account and complete New
Registration.

Register an Account

Username

Full_Name

Password

User First and Last Name

First name Last name

Email

Email Key

Mobile No

Mobile No SMS Key

SIGN UP

I I ®

Pitney Bowes Relay Unify Web User Guide January 2026

£F WEB 4 USER MANAGEMENT - REGISTRATION SETTINGS

General Settings | Manage Requirements | Registration Key  Registration Error

MANAGE REQUIREMENTS

130 Relay Unify Webd

SETTING DISPLAY TEXT ENABLE ORDER
Usemame Username 1
RecURED
Password
Password 2 2
secuneo o
Name on Account
N User First and Last Name 3
STANDARD FELD
Emall
Email v 4
eauneo o
Email Key
Email Key 2
socmon a
CustomField Last 4 of Social 5
cusTou FEID
Recovery Mobile Number
’ Mabile No 6
STANDARD FELD
Text Message Key
Sms Key 2
p— / e

+ Add Reguirement

Tamake sure you get your Pitney Bowes emails, add admin@teosfrm.comn to your address book.

Confirmation of Registration

Full_Mame,

Activate Your Account Now!

- Pitney Bowes Sfaff

This message was emailed to: [tylermi@transfrm.com
Use of this Retay Unify Pawered by Transformatians Inc servics & website constitutes acoeptance of our [Terms and

‘Conditions] and [Privacy Policy]

Copyright ® 2025 Pitney Bowes, Stamford CT

In order to use a Text Message key for Registration or Password Recovery, uDeliver is
required.
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If the keys are enabled, the Email/Text Message must be setup.

Initially everything under these tabs are blank. If you click the Load Default L
button, the default email and text message will be loaded. You can use the

defaults, modify, or create your own.

X
TEXT MESSAGE SETTINGS
X WEB 4 USER MANAGEMENT - REGISTRATION SETTINGS —
General Seftings  Manage Requirementsl Registration Key I Reqistration Error
SEVTINGS o=

§
5
[

EMAIL SETTINGS @
Reg is’uauon Email Verification

<IDOCTYPE himl>

- AVAILABLE TAGS
<html> ' #PINS o
<head> <SiteBaselii>
L2 <HllserEmailAddressie>
</head>
<bady>
<td width="100" align="left"> o
<img v
A
TEXT MESSAGE SETTINGS
Your password reset request pin number is #ping Please enter it on the website. AVAILABLE TAGS
#PINE e
-
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If email/text message keys are enabled for registration, the user can click
the one that is enabled, or either if both are enabled. The user only has to Register an Account
receive one key to register.

Username
The Key buttons are next to the field to fill out. Once a user clicks on the Full Name
key type, they will receive an email or text message with the key that was Password
previously setup under the Registration Keytab. ®

User First and Last Name

First name Last name

Email

tylerm@transfrm.com | | @ validated |

Mobile No

Mobile No SMS Key

Pitney Bowes Registration Email Verification

User,

Please enter the pin number below to complete your registration.

548201 oo @ ____________________________________________________ .

- Pitney Bowes Staff

This message was emailed to :[user@email.com’ made W|th|n that t|me
Use of this Relay Unify Powered by Transformations Inc service & website constitutes acceptance of our [Terms and Conditions] and [Privacy Policy]

i The keys will expire after five minutes or if another attempts is

Copyright € 2025 Pitney Bowes, Stamford CT
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Depending on which key button is clicked, the user will get one of these:
Register an Account

Username

The Default timeout is five minutes, but that can be customized. At the top Full Name
of the Registration Key Tab, you have 3 settings fields to set the value
indicating the number of minutes before the pin will expire once it is sent to
the user registering for the web portal, and how long the pin is.

Password

User First and Last Name

First name Last name

Email

Register an Account | |
Username
Ful_Name m

Password

User First and Last Name

First name Last name

Email

Mobile No

Member Register Succcess

) If you do not see the email in your inbox, check your spam or junk folder. If you no
Once the key from the email or text message has been entered, longer have access to this email account, please contact us.

the user will get a confirmation screen.
Find the email we sent to you and follow the link provided. If you have already

completed that step you may Login Now

Pitney Bowes Relay Unify Web User Guide January 2026 Page 108 of 235



Password Recovery
If the keys are disabled for Password Recovery, the user will fill out the necessary fields on the Account Recovery page. The user can click Forgot
Password to go directly to this page or be sent the Reset Password email generated by an admin user on the end user’s profile page.

The Reset PW email (located in uSetup Web > Web 4 User Management Dropdown > Email Event Tab > Password Reset Tab across the top.) will
have a link for the user to reset their password.

T make sure you get your Relay Unify emails, add edmin@iransfrm.comn to your address book.

Furgut Password Reset Your Password

Username Full_Name,

Enter Username
Reset my Password Now!

User First and Last Name - Pitney Bowes Staff

This message was emailed to: [tylerm@transfrm. com’
F|r5: name La st name Use of this Relay Unify service & website constitutes acceptance of our [Terms and Conditions] and [Privacy Policy]

Copyright 2025 Relay Unify Powered by Transformations, Stamford CT

Email
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If the keys are enabled, the Email/Text Message must be set up.

2 VIE 4 USER MANAGEMENT - PASSWORD RECOVERY 130 Relay Unify Wiebé

. ) i Manage Requirements | Password Recovery Key | Password Reset Settings.
Initially everything under these tabs are blank If you click the Load Default

button, the default email and text message will be loaded. You can use the
defaults, modify, or create your own.

AVAILABLETAGS

#INE S
<SiteBaselilt
<sUserEmaiAddress s>

£X WEB 4 USER MANAGEMENT - PASSWORD RECOVERY

4
TEXT MESSAGE SETTINGS
Manage Requirements I Password Recovery Key I Password Reset Settings L AVAILABLE TAGS
#PINE -
SETTINGS
Email Pin E n
5 4 M
6 6]
EMAIL SETTINGS @
Reset Password Verification
=\D0 CTYPE html> o AVAILABLE TAGS
<html> ' #PINF -
<head> <SiteBaselit>
Sl <HliserEmailaddressi
<fhead>
<body>
<img src="https:/companieslogo.com/img/orig/PBI-bd67b756.png?t=1720244403" alt="Pitney Bowes Logo” style="width: 100px; height: auto;">
-
g
TEXT MESSAGE SETTINGS
Text Messa
Your password reset request pin number is #pin# Please enter it on the website. AVAILABLE TAGS
#PINE S
-
e
= D v

Pitney Bowes Relay Unify Web User Guide January 2026 Page 110 of 235



If email/text message keys are enabled for Password Recovery, the user can click the one that is enabled, or either if both are enabled. The user
only has to receive one key to reset their password.

The Key buttons are next to the field to fill out. Once a user clicks on the key type, they will receive an email or text message with the key that was

previously setup under the Password Recovery Tab.

Forgot Password

Username

Full_Name

User First and Last Name

Full Name

Email

tylerm@transfrm.com ‘ ‘ @ validated ‘

Mobile No

Password Reset Verification
User,

Please enter the pin number below to complete your password reset.

986890

- Pitney Bowes Staff @
— (A > _________________________________________ .

This message was emailed to :[user@email.com]
Use of this Relay Unify Powered by Transformations Inc service & website constitutes acceptance of our [Terms and Conditions] and [Privacy Policy]

Copyright © 2025 Pitney Bowes, Stamford CT

In order to use a Text Message key for
Registration or Password Recovery, uDeliver is
required.

Pitney Bowes Relay Unify Web User Guide January 2026 Page 111 of 235



Forgot Password

Depending on which key button is clicked, the user will get one of these: Username

The Default timeout is five minutes, but that can be customized. At the top of Enter Username
the Password Recover Key Tab, you have 3 settings fields to set the value
indicating the number of minutes before the pin will expire once it is sent to the
user trying to recover their password for the web portal, and how long the pin First name Last name
is.

User First and Last Name

Email

\ \
Forgot Password m

Username

Enter Username

User First and Last Name

First name Last name
Email
Mobile No
r\"h:blle P\O m
Forgot Password
If there's an account that matches the username and email you provided, an email with
instructions on how to reset your password will be sent to you.

If you do not see the email in your inbox, check your spam or junk folder. If you no
longer have access to this email account, please contact us.

Once the key from the email or text message has been entered, the user will get a

Conﬁ rmation screen Find the email we sent to you and follow the link provided. If you have already
: completed that step you may Login Now
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Registration Error

Checking the box turns on the generic
registration error message. Enter any error
message that you would like to be displayed
at the top of the registration fields.

This error is triggered by a document lookup
error based on Document Field Validation. If
there is no record for the account number,

% WEB 4 USER MANAGEMENT - REGISTRATION SETTINGS 130 Relay Unify Web4

General Seftings ~ Manage Requirements  Registration Key | Registration Error

REGISTRATION ERROR SETTINGS

Use generic registration error

Generic Registration Emor Message
An Error was encountered processing your registration

*D View History

name, and/or zip filled in by a user, the error will be displayed. These three fields must match what is on the statement EXACTLY or this error will

be generated.

If this is unchecked, the default error “The document field value does not match.” will be displayed instead.

Click save for the changes to take effect for the New Registration page.

@ The document field value does not match

Register an Account

Username

F_Name

Password

Enter Password

User First and Last Name

Full Name

Email

(D An Error was encountered processing your registration.

Register an Account

Username

Full_Name

Password

User First and Last Name

Full Name

Email

tylerm@transfrm.com

tylerm@transfrm.com

Account Number

123000

SIGNUP

Pitney Bowes Relay Unify Web User Guide

Account Number

123000

SIGN UP
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Password Reset Settings
This can be set up in the Password
Recovery Tab under Web 4 User
Management Dropdown.

These settings are in addition to the
Password Recovery Key under the same
tab.

This feature for a client’'s web portal is
automatically enabled.

Click the Load Default button at the
bottom to populate the values shown.
These can then be edited as desired.

The Allow Password resets every X
days value will determine how many
times a user can change their password
during that time interval.

The Allow Password Reset requests
every X days determines how many
times a user can click on the Forgot
Password link on the Home page and
enter their username to begin the PW
reset process. Each time the user clicks
Forgot Password and enters the
username, it will trigger the PW Reset

Manage Requirements  Password Recavery Key | Password Reset Settings

[ 5o J = toss e

- »

Notification Email to be sent to the user’s email.

Pitney Bowes Webd <noreply@transfrm.net =

To: @ Tyler Mahurin

A password Reset has been requested.

Pitney Bowes Relay Unify Web User Guide

January 2026
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When the user clicks Forgot Password, the user is prompted to enter their username.
Forgot Password

If the Max Password Resets or reset requests have been reached, the corresponding
error message will be displayed. The user will then have to wait until the number of
days entered for that setting has passed or contact an admin/CSR user.

We will send you an email with instructions on how to reset your password

Email Address

Email Address

Username

Username

‘ Cance' ‘
You have reached the limit of allowable password reset requests. —_—

Maximum password reset attempts reached.

Forgot Password Forgot Password

We will send youan email with instructions on how to reset your password We will send you an email with instructions on how to reset your password

Email Address Email Address

tylerm@transfrm.com tylerm@transfrm.com
Username
Username
End_User_1
Full_Name

m| cancel ‘
Continue ‘ Cancel ‘

nf@trsnsfm comn to your address book

If an admin/CSR user resets any user’s password from their profile maintenance page, that
will send the PW Reset Email allowing the user to click the link to reset their password.

Reset Your Password

Full_Name,

Reset my Password Now!
- Pitney Bowes Staff

This messege was emailed fo: [tylenm@transfm. com)
Use of this Relay Unify service & website constitutes acceptance of our [Terms and Conditions] and [Privacy Policy]

Copyright @ 2025 Relsy Unify Powered by Transformations, Stamford CT
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Any time a user has their password reset either by an Admin/CSR, or by the user themselves, they will all get the same Reset Password window.
Once the password is filled out, they will be notified and allowed to sign in again afterward.

Reset Password

Username Reset Password
Duplicate_Account
Username
New Password Admin2
New Password New Password

New Password
Confirm New password

Confirm New Password Caonfirm New password

Confirm New Password

Relay” Unify

Powered by Transformations

RESET PASSWORD CONFIRMATION

Reset Password

Your password has successfully been reset. You may now select an app
and login with your new password.
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Email Events (Register, Enroliment, Unenrollment, Password Reset, Password Expiration)

All of these emails can be customized. They can all be found under the Web 4 User @)
Management Dropdown, click the Email Event Tab on the left and across the top you'll
see the 5 email event tabs.

i The Register/Reset Password and Password Expiration
Customize the email, and click the View HTML button to preview the email. Youcan ! emails are automatically enabled and there is a default

add variable tags throughout the email. If you are using Mandrill to track emails,
check the Enable Tracking box on any of these emails to track the emails that are
sent.

Register

This email will be sent to a user that has used the default self-registration page to register. The user will
be in New status until the activation link is clicked and the user logs into the site. Once the user logs in
successfully, the user will be listed as Active status and no longer be in New status.

. SITE DESIGN - EMAIL EVENT
4 Back to Customer Information o .
Site Management [ Register IEnm\Imem Unenroliment  Password Reset ~ Password Expiration

email. The enrollment/unenroliment emails can be
enabled or disabled. They are both blank by default

and must be created.

Confirmation of Registration

Full_MName,

- Pitney Bowes Staff

This messsge was emailed o ]
Use i’ red by Tr tons Inc servics & websits

Activate Your Account Now!

To make sure you get your Fitney Bowes emails, add admin@transfrm comn to your address baok.

[Frivacy Faliey]

Copyright & 2025 Fitney Bowes, Stemford CT

-

130 Relay Unify Web4

Multi Language Support

of our [Terms and Gonditiens] and

jfo Docion REGISTRATION EMAIL
Il Web 4 User Management v I Bod) - —
<IDOCTYPE html PUBLIC "/W3C/#/DTD XHTML 1.0 Transitional//EN" “http=//www.w3.0rg/TR/xhtmI1/DTD/xhimi1 transitional. dtd"> I </> VIEW HTML l
Manage Users <html xmins="http//www.w3.0rg/1999/xhimI*> '
impart Web U <head> AVAILABLE TAGS
mport Web Users ditle</itle> -
Password Requirements e <AsiteBaceURLA>
<body> <%AdminEmail%>
Security Question Pool <div id="Welcomelser"> <REmailTitieDesc’s>
<table align="center" border="0" cellpadding="0" cellspacing="0" width="600" bgcolor="Black"> <%UserFullName?>
L =r Y <tr> <%lserEmailAddress%>
Password Recovery <td bgcolor="#000" colspan="3"> <%CurrentYeark>
<img height="4px" src="hilps:/'webdpitneybowesqa3.irans-qa3.trans.loc/exp-import/images/1pxTransparent.gif* style="display: block;” > -

Registration Settings </id>
<ftr>

Multifactor Login . .
<td bgcolor="#000"> P

Login Order
e

Email Event I Enable Tracking

End User Settings

Web 4 Group Management

Pitney Bowes Relay Unify Web User Guide January 2026
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If the registration email to
activate the account expires, an
admin user can resend the
email. Under manage users,
select a user. The Resend
Registration Email button will
only appear here if a Register
email has been sent and the
user is still in New-N status,
meaning their account is not
active yet; they have not
completed the registration
process.

Pitney Bowes

Relay Unify Web User Guide

User Details Group Membership Feature Permissions Link Account

(D Disclaimer has not been accepted. This user was unlocked on 01/27/2026 at 02:17:20 PM. Reason: by admin.

@ Lock User i Delete User B Send Reset Password Email & Resend Registration Emiail
Pasaword Expiration Settings

BASIC INFORMATION

Z= Full_Name - #11007

First Name Last Mame
Full MName
Username Email Address
Full_Mame tylermi@transfrm.com
[ Description
PHONE SETTINGS
[ Phone Mumber ] [ Mobile Phone Number ] [ Fax Number
G Allow Text Message
DELIVERY METHOD
O Send Mail [ Send Fax & Send Email Email Typs
POF ~
ADDITIONAL SETTINGS
User Status Expire Date
New e mm/ddiyyyy [u]

User Type Landing Fage
Member LandingPageDocumentArchive

January 2026 Page 118 of 235
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Enrollment

This email is sent to users when their status

changes to Active in certain scenarios.

This can happen manually by an admin
user by selecting a user under Manage
Users. Changing the status under the

profile maintenance of that user to Active

will trigger this email.

Expire Date
i/ ddfyyyy a8 ‘

Active

User Type
Member

Landing Page ‘

LandingPageDocumentArchive

Save Changes

This email will also get triggered once a new web user completes self-registration using the default registration page.

This email is not triggered to be sent
to imported users or users self-
registering using the New Registration
even though both types of users will
be created into Active status. There
is an email sent to imported users
within the import if desired. The keys
were designed to function as the
email confirmation piece in New
Registration.

Customize the email, and click the
View HTML button to preview the

email. You can add variable tags

throughout the email.

If you are using Mandrill to track
emails, check the Enable Tracking
box on any of these emails to track
the emails that are sent.

8 SITE DESIGN - EMAIL EVENT 130 Relay Unify Web4

RegistP,II Enrollment IUnenloIIment Password Reset  Password Expiration

ENROLLMENT EMAIL

Enable Enrollment Email

<[> VIEW HTML

AVAILABLE TAGS

»

#custname#
#custid#
#username#
#displayname#
#email#
#rurdates
Fourtime# -

Enable Tracking

B Save

This email must be enabled by checking the Enable Enrollment Email checkbox. Otherwise, it will not be sent to users.

Pitney Bowes Relay Unify Web User Guide
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Unenrollment

£x SITE DESIGN - EMAIL EVENT 130 Relay Unify Web4

Thls emall |S trlggered by an end user that Register Enmllmentl Unenrollment IPassword Reset  Password Expiration
checks the UN-ENROLLMENT box within their

profile maintenance.

UNENROLLMENT EMAIL
(| Enable UnEnrollment Email
Customize the email, and click the View HTML o

button to preview the email. ooy

</> VIEW HTML

AVAILABLE TAGS

3

You can add variable tags throughout the email. ot
Select the varible from the list and click the Add semsit

Variable button and the tag will be inserted in seutmes
the text of the subject line or body or the email.

If you are using Mandrill to track emails, check
the Enable Tracking box on any of these
emails to track the emails that are sent.

(") Enable Tracking

Account Settings This email must be enabled by checking

. the Enable Enroliment Email checkbox
English or it will not be sent.

Time Zone
Eastern Standard Time (Morth America)

O Un-enrollment

Save Changes
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Password Reset

This email is sent to a user if the user clicks Forgot
Password and the New Password Verification is not
enabled. Itis also sent if an admin manually goes to
the user under Manage Users and clicks the Reset User
Password button. The user can use the link in the email
to reset their password.

User Details Group Membership Feature Permissions Link Account

(©) Disclaimer has not been accepted

& Lock User i Delete User B Send Reset Password Email Password Expiration Settings

BASIC INFORMATION

£ SITE DESIGN - EMAIL EVENT

Register  Enrollment Unenmllmeml Password Reset I Password Expiration

130 Relay Unify Webd

PASSWORD RESET EMAIL

Body

<IDOCTYPE html PUBLIC "-//W3C//DTD XHTML 1.0 Transitional /EN" *http://www.w3.0rg/TR/xhtmI1/DTD/xhtmi1-transitional.dtd">
<htm| xmins="http-//www.w3 org/1999/xhtml">

<head>

<litle=</title>

</head>

<body>

<div id="Welcomelser">

<table align="center" border="0" cellpadding="0" cellspacing="0" width="600" bgcolor="Black">
<tr>

<td bgcolor="#000" colspan="3" Style="margin-top: 0px; margin-right: 0px; margin-bottom: 0px;
margin-left: 0px; font-family: arial, sans-serif,">

<img height="4px" src="https:/webdpiineybowesga3.trans-qa3.trans loc/exp-import/images/1 pxTransparent.gif" style="display: block;" >

<>
</t
<tr>

Enahis Tranbinn

2= End_User_1 - #11008

- )

<f> VIEW HTML

AVAILABLE TAGS

<%SiteBaseURL%>
<%AdmInEmail%>
<%EmailTitleDesc >
<kUserFullNamedk>
<%klserEmailAddress%>
<wCurrentYeark>

Username Email Address
End_User_1 tylermi@transfrm.com
Description ]
PHONE SETTINGS Reset Your Password
Phone Number ] Mobile Phone Number ] [ Fax Number ] Full_Name,

& Allow Text Message

DELIVERY METHOD

O Send Mail O Send Fax Send Email

ADDITIONAL SETTINGS

Reset my Password Now!

- Pitney Bowes Staff

User Statuz
Active

User Type Landing Page
Member LandingPageDocumentArchive

This message was emailed to: [tylerm@transfrm. con’
Use of this Relsy Unify service & websits constitutes acceptance of our [Terms snd Congitions] and [Privacy Policy]

Copyright & 2025 Relsy Unify Powered by Transformations, Stamford GT

To make sure you get your Relsy Unify emsils, sdd sdmin@irsnsfrm comn to your sddress book.

Save Changes.

Pitney Bowes Relay Unify Web User Guide January 2026
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Password Expiration

This email will be sent to a user if their password is
about to expire. This email is customizeable and can
use the available tags on the right-hand side. Click
the </> View HTML button to preview the custom
email.

The administrator can go to the User Management
screen in the web portal and access a user’'s
Password Expiration Settings to set a user's
password to never expire; set a user's password to
expire on a certain date; or force a user's password to
be reset.

The user can use the link in the email to reset their
password when it has expired.

© Password Expiration Settings

U password Never Expires

&8 SITE DESIGN - EMAIL EVENT

Register  Enrollment  Unenrollment PasswcrdResetI PasswordExp\ralicnI

130 Relay Unify Webd

PASSWORD EXPIRATION EMAIL

Subject
Your password to our portal is about to expire

Body
<IDOCTYPE HTML PUBLIC "~//W3C//DTD XHTML 1.0 Transitional /EN"
“hitp://www.w3 org/TR/xhtmI1/DTD/xhtml1-transitional dtd">
<html xmins="http://www.w3.0rg/1999/xhtmI*><head><title></title></head>
<body>=div id="WelcomeUser"><table align="center" border="0" cellpadding="0" cellspacing="0" width="600" bgcolor="Black">
<ir> <td bgcolor="#000" colspan="3" siyle="font-family: arial, sans-serif; margin-bottom: Opx; margin-left: 0px; margin-right: Opx; margin-top: 0px;™>
<img height="1px" src="https-//web4qa3.trans-ga3. trans.loc/exp-import/Images/ 1pxTransparent gif* style="display: block;" /></td></tr>
<ir> <td bgcolor="#000" style="font-family: arial, sans-serif; margin-bottom: Opx; margin-left: 0px; margin-right: Opx; margin-top: Opx;">
<img src="https://web4qa3.trans-ga3.trans.loc/exp-import/Images/ 1pxTransparent.qif” style="display: block;” width="1px" /></td>
<id bgcolor="#FFFFFF" style="font-family: arial, sans-serif; margin-bottom: Opx; margin-left: Opx; margin-right: Opx; margin-top: Opx;>
<table cellpadding="0" cellspacing="0"><tr>
<td colspan="3" style="font-family: arial, sans-serif; margin-bottom: Opx; margin-left: Opx; margin-right: Opx; margin-top: 0px;*>
<img height="12" sic="https://web4ga3.trans-ga3.trans.loc/exp-import/Images/1pxTransparent gif* style="display: block;"” width="1" /></td></ir>
<tr=<td style="font-family: arial, sans-serif, margin-bottom: Opx; margin-left: Opx; margin-right: Opx; margin-top: Opx;"~&nbsp;</td=
<id style="font-family: arial, sans-serif; fon-size: 10px; margin-bottom: Opx; margin-left: Opx; margin-right: Opx; margin-top: Opx; text-align: center>

To make sure you get our emails, add =a href="mailto:<%AdminEmail%>" style="color: rgb(28, 81, 168);" target="_blank™><%AdminEmail%></a> to your address book.

Enable Tracking

B save

- [ <> VIEW HTML

I AVAILABLE TAGS

<&SiteBaseURL %>
<AdminEmail%>
<HEmailTitleDesc%>
<kUserFullNamesk>
<kUserEmailAddress®>
<&CurmentYeart>

P

Password Expiration Date

08/02/2025

O Force Password Reset

SAVE

Reset Your Password

Duplicate_Account,

To make sure you get your Relay Unify emails. add sdmin@transfm.comn to your address book.

Reset my Password Now!

- Pitney Bowes Staff

This message was emailed to- [tylerm@itransfrm com
Use of this Relay Unify service & website

of our [Terms snd Conditions] and [Privecy Folicy]

Copyright ® 2025 Relay Unify Powered by Transformations, Stamford CT
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Preventing Multiple Users from Registering for the Same Account
This allows one to prevent Users from registering for an Account that is already registered.

4 Back to Customer Information
Site Management General Settings IManaqe Requirements  Registration Key  Registration Error

£ WEB 4 USER MANAGEMENT - REGISTRATION SETTINGS 130 Relay Unify Web4

Multi Language Support
site Design
Web 4 User Management
Manage Users
Import Web Users

Password Requirements

SETTINGS MANAGEMENT

I Allow only one User fo Register for Account/Subtype I

~

Select a default member user group for Self-Registration Process (i)

Available Groups
PersonalArchive

Landing Page
LandingPageDocumentArchive

Security Question Pool

Username Recovery

Password Recovery D View History

=

Registration Settings I

Multifactor Login
Login Order
Email Event
End User Settings

WeD 4 Group Management

This will work only if the New Registration process is being used. onlelleiElon v e = B L e AT

To enable this feature, in the Registration Settings Tab check the box for Allow only one User to

. i Profile Page  Disclaimer Settings
Register for Account/Subtype. General Settings : i

When enabled, on the custom registration page, users will not be able to register for an account
number that has already been registered for a submission type. If the account number is the same
for a user across submission types for this client, be sure to check the Add User Account to all

CONFIGURATION

DEFAULT DELIVERY TYPE FOR NEW USERS

@ Submissions on login settings in Web settings for this client’s web portal. Mail @ Email
o ; ________________ 7_- ,';s__- ________________________ DEFAULT EMAIL TYPE FOR NEW USERS
- urL  © PoF

This only applies to users self-registering on the
i Custom Registration page. It does not apply to the i
i default registration page, admin adding accounts to | Enable Go Paperless Opt-n Dialog box

users manually, or imported web users.

(< J <]

Add User Account to all submission on login

Mask Account Mumber
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The user will enter all their information to register on the custom registration page.

Register an Account

Username

Duplicate_Account

Password

User First and Last Name

Duplicate Account

Email

tylerm@transfrm.com

Account Number

269275

@ Username exists

Username

Account Name

Duplicate_Account

Clarence Acuna

== End_User_1 - 11008

User Details Group Membership Feature Permissions Link Account

{© Update Accounts For: End_User_1 - #11008 @
ACCOUNT LIST & ADD NEW
SUBMISSION TYPE ACCOUNT NUMBER +
Relay Unify Web4 Gas 123454321 o

\tems:perpage®a1-1of1

Relay Unify Web User Guide January 2026

Pitney Bowes

Password

User First and Last Name

Duplicate

Email

The default error message to the user will be “Username exists.”

Register an Account

Account

tylerm@transfrm.com

Account Number

269275

Account Name

Clarence Acuna

SIGN UP
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If the custom registration error is enabled in the Registration Settings, that error message will appear instead.

Pitney Bowes

€2 WEB 4 USER MANAGEMENT - REGISTRATION SETTINGS

General Settings ~ Manage Requirements  Registration Key Reqistration Error

130 Relay Unify Webd

REGISTRATION ERROR SETTINGS

Use generic registration error

Generic Registration Error Message
An Error was encountered processing your registration.

B save

*D View History

@ An Error was encountered processing your registration.

Username

Duplicate_Account

Password

User First and Last Name

Duplicate

Email

Register an Account

Account

tylerm@transfrm.com

Account Number

269275

Account Name

Clarence Acuna

SIGN UP

Relay Unify Web User Guide

January 2026
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Username Limit
The username of web users is limited to 50 characters by default. This cannot be edited and is not listed anywhere in uSetup.

Multifactor Login
The ability to authenticate web users using a PIN via SMS or email when logging in to the web portal.

. . . . . Site M ement

Click on the Multifactor Login Tab to begin to set up this feature. e

Multi Language Support

Site Design

Web 4 User Management
Manage Users

) . i . . Import Web Users

To enable this feature for a site, click the Enable Multifactor Login PIN box.

Password Requirements

Security Question Pool

The Login Type refers to the user types that will need to authenticate themselves upon login. This can be
set for only admin users, non-admin users or both (all users on the site).

Username Recovery

Password Recovery

Select a User Multifactor setting. Require Multifactor Login PIN so the users do not have an option. Or Regisiration Settings
select the Allow user to enable Multifactor Login PIN giving the user access to turn this on/off on the | mutitactor Login
Profile Maintenance page. Login Order

Email Event

End User Settings
Web 4 Groun Manaaement

£ WEB USER MANAGEMENT - MULTIFACTOR LOGIN 130 Relay Unify Web4

Security Question Settings § Multifactor Login PIN ‘I PIN Settings

SETTINGS

Enable Multifactor Login PIN (D)

Laogin Type
Both -

USER MULTIFACTOR OPTIONS

© Require multifactor login PIN Allow user to enable multifactor login PIN
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Check the Send email on multi-factor change or mobile phone change to send the user an email notification when they opt-in or out of this
setting during registration or from the profile page (if the user is allowed to enable the setting on their profile). If this is checked, set up the subject
and body of the email that will be sent to the user.

The Load Default button will fill
in the text displayed in the
image.

Subject — Enter the subject of
the email. Tags cannot be
added to the text entered here.

Body — Enter the body of the
email. Tags can be added to
the text entered here.

To embed a field tag
into the text for the
subject or the body of
the email, select a field
from the list and click
the tag. The tag will be
inserted to where the
cursor was before the
tag was selected.

Use the View HTML button to
preview the email.

Check the Enable Tracking
box if using Mandrill to track
this email event.

Click Save.

£ WEB USER MANAGEMENT - MULTIFACTOR LOGIN

130 Relay Unify Webd4

Security Question Settings | Multifactor Login PIN | PIN Seftings

SETTINGS

Enable Multifactor Login PIN &)
Both
USER MULTIFACTOR OPTIONS

o Require multifactor login PIN Allow user to enable multifactor login PIN

EMAIL SETTINGS
Send email on multi-factor change or mobile phone change

Your Multifactor setting has been changed

B View HTML

Your Multifactor setting has been changed for #displayname#

Enable Tracking

#= Load Default

AVAILABLE TAGS

#eustname#
#oustid#
#usemames
#displayname#
Hemail#
#ourdates
Fourtime#

»
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To set up the PIN settings, click on the PIN Settings tab.

The Load Defaults button will fill in the text ad settings displayed in the image.

The PIN Expiration in
Minutes is how long the
PIN will be valid for the
user to input as
verification.

Edit the MF PIN Text
Message and MF PIN
Email (Subject and
Body) as desired. These
will be sent and contain
the Pin for verification
when the user selects the
method of SMS or Email.

To embed a field tag into
the text for the body of the
email or SMS Message
select a tag from the list
and click the tag. The tag
will be inserted to where
the cursor was before the
tag was selected.

Use the View HTML
button to preview the
email.

¢ WEB USER MANAGEMENT - MULTIFACTOR LOGIN

Security Question Settings ~ Multifactor Login PIN | PIN Settings

SETTINGS

20 W

MULTIFACTOR PIN TEXT MESSAGE

‘Your Security pinis #pin# Please enter it on the website.

MULTIFACTOR PIN EMAIL SETTINGS

Your Security pin is<p=#pin#<p>=Please enter it on the website.

130 Relay Unify Webd

AVAILABLE TAGS

#pin#

AVAILABLE TAGS

#ping
<%SitebaselRL%>
<%lserEmailAddress®>

Slek Save.
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Registration
The MF Login feature only applies to the Custom Registration process. If MF Login is not enabled, the custom registration or standard registration

processes will be used.

If MF Login is optional for the user (Allow user to enable MF Login PIN setting), the user will be given the option to opt-in to MF Login during the
registration process.

The user will enter their information to register on the RegISter an Account

Custom registration page. Username

The user will then be given the option to opt-in to MF End_User_2

Login by checking the Login Pin Security checkbox. If
this is checked by the user, that will enable the setting on
their profile maintenance page. The user will then be
asked any Login Security Questions (setup on the MF
Questions tab of web setup) that have been set up.

Password

User First and Last Name

First name Last name

Multi-Factor Authentication X

Email

(@ For your security, please complete the following steps ‘

before proceeding. m

LOGIN PIN

(_:. Enable Login PIN ®

SECURITY QUESTIONS

‘ what is 2+27 v ‘

| Member Register Succcess

K

If you do not see the email in your inbox, check your spam or junk folder. If you no
longer have access to this email account, please contact us.

| Close | Save Changes Find the email we sent to you and follow the link provided. If you have already
— completed that step you may Login Now

The user will then receive a confirmation message they have registered.
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Login as the user. Complete the steps and go to the profile page.

If MF Login is Required for users (Require MF Login PIN setting), the user will need to verify an email or mobile phone number using a Pin during

the registration process.

The verification of the email/mobile can be done using
the registration keys (enabled on the Registration/PW
Recovery Requirements tab of custom registration). If
those are enabled the user will be given the option of
Email and/or SMS Key buttons. If the user selects
one and enters the Pin, that method will be verified for
that user. The user will then be registered.

Multi-Factor Authentication X

@ For your security, please complete the following
steps before proceeding.

SECURITY PIN

Please enter the code we sent to you. It will expire in 20 minutes.

856124

Pitney Bowes Relay Unify Web User Guide

Username

End_User_2

Password

User First and Last Name

First name

Email

Register an Account

Last name

January 2026

Member Register Succcess

If you do not see the email in your inbox, check your spam or junk folder. If you no
longer have access to this email account, please contact us.

Find the email we sent to you and follow the link provided. If you have already
completed that step you may Login Now
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Register an Account

If the Registration keys are not enabled, the user will enter the information to Usemame
register and verify a method later in the registration process. End User 2
Password
Once the user enters their registration information and clicks on the Sign-Up ®
button, they will reach the End User Landing page.
User First and Last Name
Email
|
Security Questions
‘ where is nashville? v
Since MF Login is required, the user is not given the option to opt-in to the MF
Login setting. The user will need to select a method of verification. The email m
address is required on the custom registration page so it will always be one of the
options for PIN verification. If the mobile number is required for registration the
user will see the mobile number entered on the previous page. If the mobile was not required, the email key will be used at that time.
Multi-Factor Authentication X Multi-Factor Authentication X

(@ For your security, please complete the following

steps before proceeding. (® For your security, please complete the following

steps before proceeding.

SECURITY PIN
SECURITY PIN
O tyl**rrrrxm com
() GGG**%%**GGE O tyl*******m.com
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The user cannot change methods after selecting one. The user can use any pin that has been sent that has not expired. If the user cancels, the
user will not be registered.

The pin will be verified second. First the user will need to answer the Login Security Questions.

-

Multi-Factor Authentication X

(© For your security, please complete the following
steps before proceeding.

The user will then receive confirmation that the registration process is complete.

SECURITY QUESTIONS
what is 2427 y Member Register Succcess
If you do not see the email in your inbox, check your spam or junk folder. If you no
Answer longer have access to this email account, please contact us.

Find the email we sent to you and follow the link provided. If you have already
completed that step you may Login Now

| Close | Validate
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Login Process with Multi-Factor Pins

Multi-Factor Authentication X
If the Multifactor questions (enabled in web setup under the Multifactor Login Tab) are

enabled, those will be asked of the user first to authenticate the user. , ,
(@ For your security, please complete the following

steps before proceeding.

SECURITY QUESTIONS

what is 2+2? v ‘

Answer

‘ Close ‘ Validate

")

Multi-Factor Authentication X
If multifactor is not required or enabled for that user if the setting is optional, then the

user will be directed to their landing page. If the user has never been given the option
to opt-in to the MF login process or never confirmed their email/mobile with a PIN
during registration, the user will be asked after logging in and going to Manage Profile
> Security Settings > Multi-factor Authentication section.

(i) For your security, please complete the following steps
before proceeding.

LOGIN PIN

.:_:. Enable Login PIN &

SECURITY QUESTIONS

‘ what is 2+2? A ‘

& I

‘ Close ‘ Save Changes
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If multifactor is required or enabled by the user, the multifactor login process requiring the _ o
user to authenticate with an email or SMS pin will be required prior to the user being Multi-Factor Authentication
directed to their landing page.

(@ For your security, please complete the following
steps before proceeding.

SECURITY PIN

0 tyl*******m_com
O B55*Hk***555

The mobile/email from the user’s profile will be listed. Once the user selects a method, the
pin will be sent. There is no maximum number of pins that can be sent. The user will need

Next

to enter one of the pins to login. Any of the non-expired pins can be used.

Multi-Factor Authentication X

(@ For your security, please complete the following

steps before proceeding. ﬂ SUCCESS

Resend pin success
SECURITY PIN

Please enter the code we sent to you. It will expire in 20 minutes.
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Depending on the other settings enabled for the web portal and the Login Steps order set,

the user may step through these pages as part of the login process too.

Login Disclaimer

You must accept the Terms and Conditions to login in.

DISCLAIMER

THE INFORMATION, PRODUCTS AND SERVICES OFFERED ON OR THROUGH THE SITE AND ANY THIRD-
PARTY SITES ARE PROVIDED "AS IS" AND WITHOUT WARRANTIES OF ANY KIND EITHER EXPRESS OR
IMPLIED. TO THE FULLEST EXTENT PERMISSIBLE PURSUANT TO APPLICABLE LAW, WE DISCLAIM ALL
WARRANTIES, EXPRESS OR IMPLIED, INCLUDING, BUT NOT LIMITED TO, IMPLIED WARRANTIES OF
MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE. WE DO NOT WARRANT THAT THE SITE
OR ANY OF ITS FUNCTIONS WILL BE UNINTERRUPTED OR ERROR-FREE, THAT DEFECTS WILL BE
CORRECTED, OR THAT ANY PART OF THIS SITE, INCLUDING BULLETIN BOARDS, OR THE SERVERS THAT
MAKE IT AVAILABLE, ARE FREE OF VIRUSES OR OTHER HARMFUL COMPONENTS. WE DO NOT WARRANT
OR MAKE ANY REPRESENTATIONS REGARDING THE USE OR THE RESULTS OF THE USE OF THE SITE OR
MATERIALS ON THIS SITE OR ON THIRD-PARTY SITES IN TERMS OF THEIR CORRECTNESS, ACCURACY,
TIMELINESS, RELIABILITY OR OTHERWISE.

| | accept terms and conditions

Confirm ‘ ‘ Cancel ‘

X

13

Multi-Factor Authentication

before proceeding.

LOGIN PIN
- Enable Login PIN &

SECURITY QUESTIONS

() For your security, please complete the following steps

[ where is nashville?

[

-

Multi-Factor Authentication

(® For your security, please complete the following

steps before proceeding.

SECURITY QUESTIONS

‘ what is 2+27

Answer

‘ where is nashville?

Answer

‘ What month comes after April? v I

Answer

‘ Close | Validate
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Profile Maintenance
If Multifactor Login is not enabled, the profile page functionality will remain the same.

If Multifactor Login is required, the user will authenticate their email/mobile during
registration/login. The Multifactor Login setting on the profile page will not be visible to
the user to change.

If Multifactor Login is optional for users, the Multifactor Login setting will be visible on the
profile maintenance page for users to turn on and off as desired. This setting cannot be
seen or edited by an admin user.

If the user enables/disables the Multifactor Login setting, the Multifactor Email indicating
the setting has changed will be sent. This can be customized in uSetup Web under the
Multifactor Login Tab > Multifactor Login PIN.

Your Multifactor setting has been changed

Pitney Bowes Web4 <noreply@yourdomain.com>
To Tyler Mahurin

?
@ We could not verify the identity of the sender. Click here to learn mare.

Your Multifactor setting has been changed for End_User_1.

The user must enter an email address in while self-registering. There is no ability to
pass this up and enter an email address later.

Multi-Factor Authentication

(@ For your security, please complete the following steps

before proceeding.

LOGIN PIN

l - Enable Login PIN @

SECURITY QUESTIONS

l whatis 2+2?

g

l where is nashville?

[

l What month comes after April?

l May

Register an Account Edit Standard Field

Username
wdard Fields

Standard

Text 10 d

End_User 2

Password
Email

End User

Save Changes

(oo
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If Multifactor Login is required or turned on by the user, the mobile and email will need to be verified if required during registration. Any changes to
the mobile number does not need to be verified. The user cannot change their email address after registering. At that point, the user will receive a
success notification that their mobile number or phone number has been changed.

Contact Management X Contact Management X

Phone Number Phone Number
615-355-5555 615-555-5555

Mobile Phone Number Maobile Phone Number
615-355-3555 615-771-5355

@ Allow Text Message Allow Text Message

[ e

@ Success!

Contact updated successfully.

ke

Login Details X

‘ Email Address

tylerm@transfrm.com

Usezrname
End_User_2

Close
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Login Steps
These are the steps or pages a user sees during login. Not all the pages apply each time a user logs
into the portal.

To access or edit the order, click on the Login Order tab under the Web 4 User Management e Manacement

) Multi Language Support
Dropdown on a customer’s web setup. e

Site Design
Web 4 User Management hd
Manage Users
Import Web Users
Password Requirements
Security Question Pool
Usermame Recovery

Click on the Reset Default Order button to reset the order to the default order. The default order is S

shown here. - :
Registration Settings

The Login Page must be first, and the Landing Page must be last. The Login Question Security and Multifacter Login

Login Pin Security authenticate the user if Multifactor Login is enabled so those cannot be changed. Login Order

The others can be reordered using the arrow buttons. Email Event

Update Questions for Recovery/Multifactor is part of the Security Question option under the End User Settings

Registration Requirements. Web 4 Group Management
€3 LOGIN ORDER 130 Relay Unify Webd

Optinto Login Pin Security is part of the

Multifactor Login Settings. MANAGE LOGIN STEPS
'WEB PAGE ORDER
Confirm Terms is the disclaimer page. T— -
Login Page =]

Login Question Security ~
T Use the buttons in the table to change the order of the login pages.

If any of the pages/features are not
Login Pin Security _
T During login, pages will be skipped if disabled or if the user does not need to access the page.

DI

enabled’ they WI” be dlsplayed WIthOUt a Update Questons for Recovery/Mulifactor L T Login Page, Login Question Security, Login PIN Security, & Landing Page cannot be changed.
Check |n the Enabled Column Opt into Login Pin Security T 4 | ]

Confirm Terms o @

Landing Page I':I

9 View History
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Password Reset Changes
This can be set up in the Password Recovery Tab on the left, then click on the Password Reset Settings Tab on the top of the window.

Manage Requirements  Password Recowery Key | Password Reset Settings

SETTINGS

Allow | 2 password esets vy | days
Allw | 2 pesawerd msst eqessm avary | 1 daps
Baszword Reset Cmail Expirations | 15 minutes

s 2n Mz P

Ma: - d
Maimum paszwsed neset aempts resched. Dlease wait for the cookdown sesiod te slapse befoee dning 2gzin. Mazimum passward resst requests reached.

s s
PASSWORD RESET EMAIL SETTINGS
Reset Password Verification
;!-n-n[‘,’-rpz Bml FY AVANLABLE TARE
<himi= . EWLicks -
<head>
it/ tithes
«/head=
<hody>
<img sr="hitps2!companiesloge.com/img forig/ FAHdETETS6.png t=1720244433" aht="Fitney Bowes Loga” style="mids: 100g height: auts;"> - -
gl
PASSWORD RESET TEXT MESSAGE
‘four passwaond res=t request in number is #pind Please enter it on the websie. AVANLABLETARE
FPWLinks rs
-
s

PASSWORD RESET NOTIFICATION EMAIL

Reset Password Notification

<IDOCTYPE bml=>
<htmib>

<heads</head>
prPlease

aw this: link </

ebitpwebdpitne yowesgad rans-ged trams. Joc/idemtity Account ResetPessword?
«pato reset your password .<fp>

</htmb

m #= Load Default

D View Histary
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These settings are in addition to the Password Recovery Key and Registration Settings Tabs.

This feature for a client’s web portal is always active.

The Allow Password resets every X days value will determine how many times a user can change their password during that time interval.

The Allow Password Reset requests every X days determines how many times a user can click on the Forgot Password link on the Home page

and enter their username to begin the PW reset process. Each time the user clicks Forgot Password and enters the username, it will trigger the PW
Reset Notification Email to be sent to the user’s email.

Click the Load Default button at the bottom to populate the values shown. These can then be edited as desired.

Pitney Bowes Webd <noreply@transfrm.net: Forgot Password

To: a T}-’|E‘F Mahurin We will send you an email with instructions on how to reset your password

Email Address

A password Reset has been requested. Email Address

Username

When the user clicks Forgot Password, the user is prompted to enter their username Username

and emaiil linked to their account. —
- [

If the Max Password Resets or reset requests have been reached, the corresponding
error message will be displayed. The user will then have to wait until the number of
days entered for that setting has passed or contact an admin/CSR user.

) ; Maximum password reset attempts reached.
Maximum password reset attempts reached. Please wait for the cooldown

period to elapse before trying again.

Forgot Password
Forgot Password

We will send you an email with instructions on how to reset your password
We will send you an email with instructions on how to reset your password
Email Address

Email Address tylerm@transfrm.com
tylerm@transfrm.com

Username
Username

End_User_2
End_User_2

| Continue ‘ Cancel ‘
Cancel ¥ )
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If an Admin/CSR user resets an admin user’s password from A password Reset has been requested
their profile maintenance page, that will send the PW Reset

Notification Email alerting the user that their password has Pitney Bowes Web4 <Noreply@transfrm.com >
been changed. To Tyler Mahurin

Please follow this link

https://webdpitneybowesqa3.trans-gad.trans.loc/ldentity/Account/ResetPassword?

to reset your password .

If the user does not have the PW Recovery questions answered, then it will direct the user to receive a PIN for verification. The Email and SMS are
configured using the PW Reset Text Message and PW Reset Email. The user will be given options based on the email/mobile settings on their
profile.

Forgot Password

We will send you an email with instructions on how to reset your password

If an admin or end user clicks on Forgot Password, the username and email must be entered
to allow the system to verify the account exists.

Email Address
Email Address

Forgot Password
Username

Username
Username

Enter Username

‘ Cancel ‘ User First and Last Name

First name Last name

Email

If the user is an admin, it will display the same PW recovery fields as end users. These fields are
defined on the Password Recovery Tab > Manage Requirements. If there are no Pins enabled for
PW Recovery then the user will enter the information, and the PW will be reset.

Account Number

Account Number

Account Name

Account Name

Account Zip

Account Zip

Security Questions

‘ where is nashville? v

Answer
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If keys are enabled for PW Recovery then the user will select
to receive the Pin via SMS or email. The pin will be sent
using the message set up on the Password Recovery Key
Tab at the top.

The user will enter the key and then receive the confirmation
that the PW has been reset.

Forgot Password

If there's an account that matches the username and email you provided, an email with
instructions on how to reset your password will be sent to you.

If you do not see the email in your inbox, check your spam or junk folder. If you no
longer have access to this email account, please contact us.

Find the email we sent to you and follow the link provided. If you have already
completed that step you may Login Mow

Pitney Bowes Relay Unify Web User Guide January 2026

Password Reset Verification

User,

Please enter the pin number below to complete your password reset.
986890

- Pitney Bowes Staff

This message was emailed to :[user@email.com
Use of this Relay Unify Powered by Transformations Inc service & website constitutes acceptance of our [Terms and Conditions] and [Privacy Policy]

Copyright © 2025 Pitney Bowes, Stamford CT
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If an end user has not set up their PW Recovery settings, they will go through
the PW reset process as if PW Recovery and PW Reset were not enabled. Forgot Password

Username

The user will be sent an email with a link to reset their PW that will direct Frter sermame

them to this page. User First and Last Name
First name Last name
Email

Reset Password

Account Number

Username Account Number

End_User_1

New Password

Mew Password

Confirm MNew password

Confirm MNew Password
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If an admin user has not set up their PW Recovery settings, they will also be sent a Password Recovery email, same as an End User.

Forgot Password
The user will be sent the same PW Reset Email.

Username
Reset Password Request Enter Username
- CIE
Pitney Bowes Web4 <Noreply@transfrm.com= (
To Tyler Mahurin User First and Last Name
First name Last name
To make sure you get your Relay Unify emails, sdd sdmin@iransfrm.comn to your sddress book.

Email

‘ ‘ Email Key

Reset Your Password

admin,
Reset my Password Now!
- Pitney Bowes Staff The user can click the link to be directed to this page to reset
This message was emailed to: [tylerm@transfrm.corm] their PW
Use of this Relay Unify service & website i of our [Terms and Conditions] and [Privecy Policy]

Copyright ® 2025 Relsy Unify Fowsred by Transformations, Stamford CT

Reset Password

Username

admin

Mew Password

Mew Password

Confirm New password

Confirm New Password
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The Password Reset can be initiated by an Admin/CSR user on the user’s
profile page by clicking the Send Reset Password Email button.

If the user is an admin user there will be a warning that this will be done
using an email with a link to change their password.

© Warning X

This action will send an email to the user that will allow the
user to reset their password, by-passing all other
authentication requirements. This action will be logged far
audit purposes. You should only click OK if you have
confirmed the identity of the user requesting the password

reset.
Send Reset Password Email ‘ Cancel ‘

The user will receive the PW reset Email with a link that will direct them to
reset their password.

Reset Password Request

¢
@ Pitney Bowes Web4 <Noreply@transfrm.com: ‘g

T Tyler Mahurin

To make sure you get your Relay Unify emsils, add dmin@transfrm.comn to your sddress book.

Reset Your Password

Admin2,

Reset my Password Now!
- Pitney Bowes Sfaff

This £ emailed to: 1
Usa of this Relay Unify senvice & website canstitutes scoeptance of our [Terms end Conditions] and [Priveey Policy]

Capyright © 2025 Relay Unify Powered by Transformations, Stamford CT
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Relay” Unify

Powared by Translormations

PORTAL ADMIN 0S5 EDITOR DOCUMENT SEARCH

USER MANAGEMENT

Portal Admin / User Management / Edit

User Details Group Membership

(D) Disclsimer has not heen accepted

0

Feature Permissions Link Acoount Regulstory Access

—————————————————
PY—— [P —— P———
NFORMATION

@ My Account -

F Admin2 - £11014

| G
| (&

‘ Fhone Number

‘ ‘515

‘ ‘Fale.mbEr

€ Allow Text Message

O Send Mail O Send Fax & Send Email E ™
| POF e
DITI
‘ Active v ‘ ‘ -‘-;w‘mmﬁm o ‘
{ ;d.min" ‘ { I:aanugﬁdminDﬂhhnad
‘Save Changes
Reset Password
Username
Admin2

If the settings on the
Password Reset Settings tab
are not enabled, the original
process for PW Recovery
will take place.

New Password

New Password

Confirm New password

Confirm New Password

| cencel ‘
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Once a user clicks on the Forgot Password link on the Home page, the user will need Forgot Password
to enter their username, and email address.

We will send you an email with instructions on how to reset your password

Both admin and non-admin users will be directed to the same page for their PW Ermail Address
Recovery settings. Email Address

@ ® Username

End_User_1

Forgot Password

First name or last name does not match the registered data

Username

End_User_1

User First and Last Name

End User If the user enters the correct Recovery information, their password will be reset.

Email

tylerm@transfrm.com

Account Number

269275

Maobile No

615-555-5555

Security Questions

where is nashville? v
TN

what is 2+27 v
4
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Admin users can still go into a user’s profile maintenance and send a Password Reset email.

= End_User_1 - #11008

User Details Group Membership Feature Permissions Link Account

(D) Disclaimer has not been accepted.

@ Lock User W Delete User B Send Reset Password Email Password Expiration Settings

BASIC INFORMATION

[ ) (= |

The Admin will get a confirmation notification.

©® Success!

Email has been sent successfully

b

Username Email Address
End_User_1 tylerm@transfrm.com
{ Description ]

Then an email will be sent with a link to the Account
] Recovery page.

PHONE SETTINGS

Mahile Phone Number

{ Phone Number ] 615-555-5555

] [ Fax Nurmber

& Allow Text Message

DELIVERY METHOD

0 Send Mail 0 Send Fax Send Email

ADDITIONAL SETTINGS

User Status
Active

Expire Date
mmddd a ]

User Type
Member

Landing Pags
LandingPageDocumentArchive

Pitney Bowes

Relay Unify Web User Guide

Save Changes

January 2026

Reset Password Request

Pitney Bowes Web4 <Noreply@transfrm.com:>
Te Tyler Mahurin

CIK

To make sure you get your Relay Unify emails. a5d gdminiransfrm comn to your sddress book.

Reset Your Password

End_User_1,

Reset my Password Now!

- Pitney Bowes Staff

h emiled to: ml

Use of this Relsy Unify service & websits constitut our [Terms. [Erivacy Poloy]

Relay Unify Fawered by Stamford CT
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Standard User Experience

End User Settings

GENERAL SETTINGS TAB €8 WEB USER MAMAGEMENT - END USER SETTINGS 130 Relay Unify Webd
4 Back to Customer Information General Settings | Profile Page  Disclaimer Settings
Site Management CONFIGURATION
Multi Language Support DEFAULT DELIVERY TYPE FOR NEW USERS
) ) Mail Email
Site Design @ O ma
DEFAULT EMAIL TYPE FOR NEW USERS
N LV
Web 4 User Management B O
Manage Users

Enable Go Paperless Opt-in Dialog box
Import Web Users _
Add User Account to all submission on login

Password Requirements Mask Account Number

Security Question Pool

Usemame Recovery

Password Recovery

Registration Settings

Multifactor Login

Logi orer ©® Do you want to receive paperless bill <
Email Event
" —_ I Receiving electronic (paperless) bills is an easy, free, and

Web 4 Group Management .
secure way to access your bills.

This screen has some default settings for user delivery methods.

‘ Cancel | | Ask Me later ‘ m
Enable Go Paperless Opt-In Dialog Box — If this is checked, a user that has Send —_— —_—
Mail as a delievery option checked will have this screen displayed upon logging in to
the site.

Confirm — This will change the user to have a preference of receiving bills via email. The user will receive the Send End User URL Email
Event (which needs to be setup within the submission type).

Cancel — The user’s delivery method will remain mail.
Ask Me Later — The user will have this popup box appear next time the user logs into the site.
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Default Delivery Type for New Users — For a new user, this will be the Delivery Method selected for that user on their profile. If email is selected,
it will apply the default email type as well.

Default Email Type for New Users — If Email is
the delivery type, URL or PDF must be selected

here. This preference will be saved on the new

user’s profile under select email type.

URL — An email with a URL link will be sent to the
user to view their statement. See Send End User
URL Email event for how to set up this email.

Delivery Method Management

Delivery Preference:

PDF — An email with an attached PDF of the user’s & SendEma O Send Wi
statement will be sent to the user. Send End User B

PDF Email event for how to set up this email.

E All of these settings can be edited by the user within .
i their profile maintenance at any time. i
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Display Documents on the Web
Documents are enabled to view on the web portal at a submission level. Within a submission type, click on the web tab.

Display Submissions on the —\ _
. General Settings | Web Ads  External Archive
Web - This must be checked

for documents from this
submission to be viewed by an
admin or CSR user in the Web ) _ _

. Display Submissions on the Web Accounts/Users can view Documents
Proofing, Dashboard, or Show PDF 0nly (No PNG Image) ®
Search records.

DOCUMENT SETTINGS

DISPLAY SETTINGS

Accounts/Users can view Documents — This allows an end user to view their document if they have access to documents with that account #
under that submission type.

Show PDF Only (No PNG Image) — Turns off PNGs on the web for this submission type. Most documents generate a PNG of the document as
their default way of viewing the documents (they still have a button/option to view it as a PDF as well). If this is checked the default for viewing the
document becomes a PDF, nothing else. This only applies to Web Approval and viewing the document from the Dashboard, not the Search page,
or as an end user. This setting will only apply to the Dashboard and Web Proofing pages for the admin user.

i Documents from submissions that have been deleted/cancelled manually or using uDelSub.exe will not i
: be displayed on the web despite these being checked. i

For archival purposes, do not delete/cancel submissions until those documents no longer need to be
archived.

____________________________________________________________________________________________________

Document EXCIuSiOnS EXCLUDED DOCUMENTS

DO NOT EMAIL DO NOT DISPLAY

. . . Omit Exclude Omit Exclude
These are the behavior settings for exclusions.

For users that are receiving their documents by email/fax, if their document was marked as Omit or Exclude, then they will not receive an
email/fax.

Do Not Display will not display documents marked as Omit or Exclude for Web Approval or the document list within the submission in the
Web Dashboard.

Standard users will see their document on the User Main page regardless of these settings.
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Disable iFrame

Disable IFrame Display — This removes the ability to view the Relay Unify site in an iFrame. This is found on GENERAL SETTINGS
the Site Management Tab when initializing their site.

Mask Account Number
Mask Account Number — Check this to enable this feature. This is found under the End User Settings Tab. Enable Go Paperless Opt-in Dialog box

Number of unmasked characters — This will replace each number of the Account Number with an * other

than the number of characters entered here to keep unmasked.

This will only take effect for standard users; Admin users will still be able to see the account number

unmasked.
& | Select Date Range l ‘ ) RESET
Account # « Name + Date
**705 Chris Lindsay 01/22/2026 12:00:00 am
**7035 Chris Lindsay 02/19/2026 12:00:00 am
**705 Chris Lindsay 03/02/2026 12:00:00 am

Pitney Bowes

Relay Unify Web User Guide

January 2026

Disable iframe display EI

Site Logout URL

hitps./f'webdpitneybowesga3.trans-ga3_trans.loc

Add User Account to all submission on login

Mask Account Mumber

Unmasked Characters —
3 :“i’
# ADVANCED FILTER
Log View Statement
Activity View Statement
Activity View Statement
Activity View Statement

ltems: | 10 l per page ® ﬂ 1-30f3 |z‘ ‘Z| n ‘Z‘ |E‘
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Responsive Mobile Pages
Web 4 is built Responsive Pages first, so all websites are capable of being used on Py Bowes, Samtord 7 R e
mobile deViceS. Relay‘ Un]fy HOME ABOUTUS HELP FREQUENTLY ASKED QUESTIONS CONTACTUS  REGISTER m

Powwred by Trwsioonston

The home page, user main, Confirm page, and payment pages will all be responsive.
Chack rates and Services

The user will enter the site using a responsive home page.

Shipping software, only smarter.

Prncy Bowes, Staméord CT B Custemir Support % Phone Sppert & ENGLgA e
Pitncy Bowea 50lstions Smoowsr your busingss to streamiing

shipping. mailing, Gnd GCOMMAICS Oparations. Whathar yours

Relay” Unif e s e e R
ety =3 e ———

e by Transkormations
LOGIN / SIGN UP

Need an Account?

satistaction.

Login
Get startad by signing up today. Lsing cur custom portal will sradie

Username You 10 566 your statamants, pay your bill, sat paymant raminders, and
K Sawmicad your Jocuments. signing uo

End User )
Password

................ @
o e Fgptyemont Pitney Bowes, the technology behind every important

m delivery.

vary Impartant dalivary cur cliants maks. And wey
aring every Impartant dalivery.

3

SECURITY FOR

GOVERNMENT HEALTHCARE

Securky Is paramount In the doud Remoue the pain of going o the pos In 3 worid where rumors soread faster

Mouie Resources Inderstries Served Company Info

Relay Unify uBridge Webinars Gavernment About Us
Relyy Unify Smart Delivery Newsroom Healthcare Our History
Relyy Unify uDeliver Demos Legal ¥vestors
Relyy Unify uWeb Presort Savings Cakulator Retall & eCommerce Our Customers

Relay Unify uCampalgn Case Studies Education

nitney bowes & 220152025 Pimey Bowes Inc. Al Rights Reserved Accessibiiity  Pawered 8y Transtormarions
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Once logged in, the user will see a list of documents. Click on the View Statement button to view the document as a PDF. The Document Date
shown is from the field Sys_Doc_Date.

Relay™ Unify N Example of the document being viewed:

@
Powore by Transiormaticns
Relay Unlfy RN At
Poworne by Transtormations
DOCUMENT HISTORY
DOCUMENT ARCHIVE
FILTER [ ACVENCED FLTER
VIEW STATEMENT
B | SelectDateRanga 3 FESET Dacument Archive
Total Pages: 1 Page: | n B % VIEW POF
GotoPage: | 1 a
Accowd £ - Mane - Dake - Leg View Statenent
'3 Civls Ungasy 222026 120010 am Aty
705 Civks Undsay OLYH2E 120000 am Achty Wiaw Saiamant e ™ T v y
( PeGas ACCOUNT SUMMARY
Utity Biling
'3 Civls Ungasy 3226 12000 am Aty YW S mant P "ﬁ.'"‘f-b'"v".' &
oy g Cuslomer & 71705
Service 1D. 213829
Meter 1D 108224
ue T
i Chiis Lindsay Date D TNTI2023
235 Dundonald syeet
nems: | 10| per page @ ﬂ 1-3efs | ﬂ 23] Bowden juncten, GA 30100 Amount Due (524.83)
~ — -
Transaction Grots Rate Formula Amount  Amount
TUI Delivery Charge TU! 0 14 CCF @ 0.366420 558
Total Cost Of TUI Services U 1843
Cost of Gas OTHER 0 14COF @ 0387100 <488
Muncpal Fee OTHER o.02 047
Ciy Sales Tax OTHER 0.03 o7
County Sales Tax OTHER c.015 0.38
Total Cost Of Other Charges OTHER 84
- J

Retum ths coupon with your payment made payable to Uturo Gas

Total Amount Due by 7/17/2022 ($24.8%)

Payment Amount Included: $
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Send End User PDF/URL Emails

Both email events are set up and enabled at a submission level. Within any submission type, go to the Email Notifications Dropdown Tab > General
Settings Tab > Email Notification Events Tab at the top.

) L 2 EMAIL NOTIFICATIONS - GENERAL SETTINGS 130 Relay Unify Web4 | @, 240 PBWA Gas | | 3=
4 View Submission Types
Basic Setup Email Notification SeltingsI Email Notification Events IEmalI Tracking

Manage Requlatory Access

Web Settings EMAIL NOTIFICATION EVENTS
Print Settings
| Email Notifications v D " EVENTTYPE SUBJECT
I General Settings 1497 Submission is Received Submission Received i ]
Report Grouping
Showing 1101 of 1 entries Previous - Mext
SLA Emails

Job Tracking
uDeliver
uCampaign
usSecure

Customized Workflow

+ Add Email Event

Click on + Add Email Event to setup the end user emails for e-statements.

The email events that have been set
up for this submission will be Email Notificaion Settings | Email Notficaton Events Emal Tracking
displayed on the screen when you
go to the Email Notification Events
Tab.

EMAIL NOTIFICATION SETTINGS

Hold Email Events (D)
Combines End User PDF Emails (E)

PDF Name Template

3 e
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Hold Email Events — If this is checked, the Email Event will be created, but no emails will be generated until the email event is Queued. Go to the
Job Tracking Dropdown Tab > Submissions Tab within a submission type. Click on the submission to see more detailed information about that
submission. You will see the email event under the Email Events Dropdown tab at the bottom. The email tab will have no information at the
moment since the event is in Hold status currently.

SUBMISSIONS » SUBMISSION 8386

SUBMISSION DETAILS EXCLUSIONS
SUBMISSION ID: 8386 ESTATEMENT = N ESTATEMENT = Y TOTAL
STATUS: Ready to Print
TYPE: Relay Unify Web4 Gas Non-Excluded 7 0 6
CUSTOMER NAME: Relay Unify Web4 Mo Mail 0 0 0
EXTERNAL CUSTOMER #:
MAP: Tyler PEWeb4\Relay Unify Gas.nmp Omit 0 0 0
EXPIRES: Y Exclude 1] ] 0
EXPIRATION DATE: 5/5/2026 9:58:13 AM
Tatal A n f
FILE INFORMATION
DATE RECEIVED: 3/6/2026 9:58:13 AM MD5 SUM: 49758 F7B896046DE6C4470D6F0672113
RECEIVED VIA: FTP TOTAL DOCS: i
FILE NAME: 20260306095812863PBW4_Gas TOTAL CLEANSED: 0
ORIG FILE NAME: MOD_PBGasData_overflowdetails.csy TOTAL PAGES: 8
JOB & PRINT INFORMATION
JOB STATUS: Auto Print FORM: standard 24 C fold perf.
PS JOB ID: 3688
WEE APPROVAL
APPROVED: Y APPROVED BY: 999
DATE APPROVED: 3/6/2026 10:00:51 AM APPROVAL REASON: testing for documentation
SUBMISSION TRANSACTION DETAIL
Select Details
[Email Events ~| O
EMAIL EVENTS
I CREATED STATUS] PROCESSED EMAIL ADDRESS SUBJECT BODY
2288621 3/6/2026 95814 AM | Hold tylerm@transfrm.com Submission Received  #Custname#, Thank you for sending your submission in. #SUBNAME# #5ubTypelD# #Submid#
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Combine End User PDF Emails — If this is checked and there are multiple web users that have the same email address on their account, the PDFs
will be combined into one PDF and one email. The combined PDF containing all of the statements will follow the naming structure of
Combined_submIDx yymmddhhmmss.pdf. [f this is unchecked, the PDF emails will be sent individually per document and the attached PDF will
contain only one statement and follow the naming structure of _submID x docno.pdf

PDF Name Template — This can be used to adjust the name of the PDF. Anything can be entered here but _submlID x docno.pdf will follow the text
entered in this field. This field will only be used if the PDFs are not being combined. The naming structure for the combined PDFs will always be
Combined_submIDx yymmddhhmmss.pdf. @

If the field Sys_EmailAddress has a value, it will
override the email address(es) from the web profle. If
there is no web user for that account but there is an

To create a new email event, click the + Add Email Event button.
Event — Select the type of email event. For e-statements, select Send End User i email event set up for the End User PDF/URL email

PDF Email or Send End User URL Email. then Uluro will send both the URL and PDF end user

emails to the email address from the data.
To Email Addresses — The Email Address is pulled from the web users profile, so

this is grayed out. These two types of email events will be generated and triggered
from the profile settings of web users. When a submission is run, the web users with
delivery type of email will receive one of these two emails, if they have been set up.
Those with email as a delivery type and PDF as the method will receive Send End
User PDF Emails. Those with email as a delivery type and URL as the method will receive Send End User URL Emails.

For the Send End User URL Email to contain a link,
you will have to put the link in the body of the email.

_______________________________________________________

Subject — Enter the text that will be displayed as the subject line of the email.

Body — Enter the body of the email. This can be HTML if desired. Simply check the HTML Format box.

Click the View HTML button to preview the email. HTML View ;

Tags - These can be added to the SUbjeCt Iine’ or the bOdy Of RL email test sublD - #SUBMID# name - #5YS_NAME# acct# - #5YS_ACCT_ID# Please go to the portal to view your statment.

the email. Simply click on any tag in the listto add ittothe text | T

of the subject or body of the email.
Close
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Sample Setup:

Email Notification Events %

Ewent
Send End User PDF Email -

To Email Addresses

Subject
Send End User PDF Email

HTML Format B View HTML

Body

#Custnames AVAILABLE TAGS
Submission: #5ys_MiscTexis# -
#SUBNAMES #5ys_MobilePhones
#Submid# #5ys_Mame#

Account: __ #sys_Omit_Reasong
#5ys_Acct_ID# .

#sys_OnsertCnis
#5ys_OrgOutPages#

B P e e

{1 G

#3ys_Namew

Enable Tracking
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Combine Emails

Enable — If this is checked, combined URL emails are enabled. If
this is checked, and Combine body is unchecked, the emails will
be combined into one email per unique group of email
address(es).

Combine Body - If this is checked, Enable must also be checked
for this to take effect. This setting combines the body of all the
emails that would be sent to that unique group of email
address(es) into one body displaying each of the bodies.

Setting
COMBIME EMAILS
Enable Combine Body
or
COMEINE EMAILS
Enable Combine Body

Result — Emails sent to the (5) users individually per email address.

Send End User PDF Email

The emails are sent per group of unique email addresses. If multiple
users have the same primary email address on their profile for example,
but a different email listed under additional emails, those users will not
receive combined URL/PDF emails.

If two users have the same primary and/or additional emails then they
will receive combined emails per unique grouping.

In the examples all 5 users have tylerm@transfrm.com as the primary
email. One of those users (Clarence) has a different email listed as an
additional email on the account.

Here is a sample of one of the emails:

Pitney Bowes Web4d <noreply@transfrm.net>
To Tyler Mahurin

Combined_8545x260529105403739.pdf _
we | 1 MB

URL email test sublD - 8545 name - Alex Gregory acct# - 71701 Please go to the portal to view your statement.

Pitney Bowes Relay Unify Web User Guide January 2026
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Setting COMBINE EMAILS

Enable Combine Body

Result — One email is sent to each group of email addresses. For example, 4 users had tylerm@transfrm.com as the primary email and only one
email was sent. The email will not list the body that would go to each user. It uses one body instead of showing all of them.

Send End User PDF Email

Pitney Bowes Web4 <noreply@transfrm.net=
To Tyler Mahurin

Combined_8548x260320112203773.pdf
e 1ME

URL email test sublD - 8548 name - Bart Haag acct# - 71705 Please go to the portal to view your statement.

Setting COMBINE EMAILS

Enable Combine Body

Result — One email is sent to each group of email addresses.
For example, 4 users had tylerm@transfrm.com as the
primary email and only one email was sent. The email will list
EVERY email body that would go to each user.

Pitney Bowes Relay Unify Web User Guide January 2026

Send End User PDF Email

Pitney Bowes Web4 <nareply@transfrm.net=
To Tyler Mahurin

Combined_8545x260529105403739.pdf o
] 1ME

URL email test sublD - 8545 name - Alex Gregory acct# - 71701 Please go to the portal to view your statement.
URL email test sublD - 8545 name - Redia Lubben acct# - 1010123456789 Please go to the portal to view your statement.
URL email test sublD - 8545 name - Chris Lindsay acct# - 123454321 Please go to the portal to view your statement.

URL email test sublD - 8545 name - Bart Haag acct# - 71705 Please go to the portal to view your statement.
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Sample Setup:

Email Notification Events b

Event
Send End User URL Emiail -

COMEIME EMAILS
Enable Combine Body

To Email Addresses

Subject
Send End User URL Email

HTML Format B View HTML

Body

URL email test sublD - #SUBMID# name - #5YS_NAME# acct# - #SYS_ACCT_ID# Please go to the portal AVAILABLE TAGS

to view your statment. #Approved# <
#hpprovedBy# .
#ApprovedDates
#AUTOADDACT#
#AUTOCOMB#
#AutoProc#

.
SNnNin+4
{ GEEEEE—
~
Enable Tracking
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Submission Email Report

This report will be created if a submission has Combine Emails enabled, and the combine has been run. You can find the report with the other
reports in the Submit\RPT directory. It will be named RPT00000000SubmID.seml.pdf.

Sample:

Submission Email Report 3/19/2026 2:53:20 PM
Original Submission File:PEGasData_overflowdetails.csv Process Date:
Submission ID: 8410
Client: Relay Unify Web4 Submitter ID: PBW4_Gas Relay Unify Web4 Gas
Acct ID Acct Name Email Address Combined
71698 Ryan Semanchik tylerm@transfrm.com 1
123454321 Tyler Mahurin tylerm@transfrm.com
269275 Scott Tripp tylerm@transfrm.com

Total Emails - 3 Total Combined - 1
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eStatement Verify

This verifies if a user has logged into the web and viewed
their document. This is set up within a submission type,

2 MANAGE GENERAL SETTINGS

General Settings | Web Ads  External Archive

130 Relay Unify Webd | | Qu 240 PBW4 Gas | | =

under the web & payment settings dropdown tab then the
document settings tab. This only applies to web users that
have selected Email and URL as the delivery method in
their web profile. Those users will initially receive a Send
End User URL Email event which must be set up within the
submission type.

DISFLAY SETTINGS

Display

Show PDF Only (No PNG Im;

tion Account# (Account# must exist in the system)

Verify user viewed document on the web portal — Check
this to enable the functionality to verify if a user has viewed
their document.

UNT FIELD

Hidden

Optional

© Required

EXCLUDED DOCUMENTS

If the user has not viewed document in X days — This is

the number of days the user is given to view the document
before an additional email is sent.

jays.send 1 additional emails

ey prefe

ally create new submission

send X additional emails — This is the number of emails to
Email #2 Send End User URL Email send after the

tylerm @uansfrm com

Pitney Bowes Web4 <noreply@transfrm.net>

Email Address is required for notification when Auto Created Submission is checked)

ers can view Documents

*D View History

initial email has

To Tyler Mahurin

to the document being mailed. These will send on the same number of days for verification interval.

been sent prior
Relay Unify Webd

Additional emails will have a number indicating a previous email has been sent. This example is the

Submission: second email (first additional email).

Relay Unify web4 Gas

8557

Account: Keep user's delivery preferences — If a user has not viewed their document on the web even after the
;frt"iaag additional emails are sent, then by default that user will be changed to Mail only unless this is checked.
URL: (insert) Email delivery will be unchecked.

Automatically create New Submission - If this is checked, a new submission for those who have not
viewed their document on the web will be created. One submission per document will be created. The
submission will stop in Job Select status so that it can be put on a job with other submissions or processed
to print as a single document.

Send Email To — An email will be sent to this email address if a submission is automatically created. If the
automatically create new submission setting above is checked, an email must be entered.

Pitney Bowes Relay Unify Web User Guide January 2026

New submission for eVerify

A new submission was created for eVerify.

Pitney Bowes Web4 <noreply@transfrm.net=
To Tyler Mahurin

The new submission id is 8555.
The submission type is Relay Unify Web4 Gas.

The customer is Relay Unify Webd.
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If there are documents that have not been viewed on the web and the web user is still receiving additional emails, then users editing the submission
type will be prompted when trying to disable e-statement verify. If Yes is selected, e-statement verify will be turned off and the web users will not
receive additional emails. If No is selected, e-statement verify will not be disabled on the submission type.

© Disable Confirmation

There are existing eVerify records. Are you sure you

want to disable this?
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Multifactor Authentication

The questions must be set up globally first. This is
done under the Global Settings > Web Settings
Dropdown > Multifactor Questions Tab.

Create as many questions as you would like. This is
the question bank that will be available to choose
from when enabling Multifactor authentication for
each site.

Click + Add Question and enter the question.

Within the Web Setup for a site, click the Web 4
User Management Dropdown > Security Question
Pool Tab. The window will display the question
bank set up globally. Selecting the questions for
that site is done in the Multifactor Login Tab. Users

&% MULTIFACTOR QUESTIONS

QUESTIONS

Global Settings

(@ Click below to add or delete a question. Questions cannot be edited. If you need to make changes to an existing question you will need to delete the existing and create a new question.

QUESTION ID
1
2
3
4

8

Showing 1 to 6 of & enfries

+ Add Question

! QUESTION

Whatis 2 + 27

What is the meaning of life?

What is your favorite football team?

What is your grandmother’'s maiden name?

What was your city of birth?

where is nashville?

will have to answer all of the questions enabled with a Status of Active (A) upon login.

2 WEB4 USER MANAGEMENT - SECURITY QUESTION POOL

Security Question Pool

130 Relay Unify Webd

Registration Process
(1) Multi-factor Authentication - Question Login
Password Recovery.

If you enable the security question feature, all questions fram the security question pool will be presented during;

INavigation to the settings page to enable and set the number of questions you require the user to answer.

Showing 1to 5 of 5 entries

+ Add Question

QUESTION POOL
ID "' quesTion
m where is nashville?
12 what is 2+2?
13 what color is the sky?
114 What is the name of the NFL team in Nashville?
15 What month comes after April?

a a = a s

Previous - Mext
*D View History
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Multifactor is enabled with Web Setup > Web 4 User Management Dropdown > Multifactor Login Tab.
Enable Security Question Login — Check this box to enable Security Questions for Multifactor Login.
# of Question(s) — Depending on the number of questions in your Security Question Pool, this must be 1 or greater.

The user will be asked all questions that are Active for this site under the Security Questions button upon initial login or the number entered here.
You can only select a number as high as the maximum number of Security Questions in the pool. If there are 10 questions in the customer list and
the Min is 3 questions, then the user will have to answer only 3 of the questions to leave the question page.

The users will only be asked one of those questions when authenticating themselves.

Maximum Attempts — When the cookie has expired and the user is required to authenticate themselves by answering the questions, the user is
given this number of attempts. After the 3™ attempt (number entered) the user will be redirected back to the Main login page. The user can then
login and try to answer the questions again.

Cookie Expiration — The number of days that the browser will remember that the user has authenticated themselves. After the number of days
entered here have passed, the user will have to answer a question upon login to authenticate themselves. If the user is using a new browser before
the days have passed, they will need to authenticate themselves for that browser.

£ WEB USER MANAGEMENT - MULTIFACTOR LOGIN 130 Relay Unify Web4

Security Question Settings | Multifactor Login PIN  PIN Seftings

Enable Security Question Login

— 5 Question(s) in Pool (i)

D View History
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End users can edit the answers to their
questions under their Profile by clicking on
Update under the Multi Factor Authentication
section.

Edit the answers then click Save Changes.

(@ For your security, please complete the following steps =)
before proceeding.

SECURITY QUESTIONS

what is 2+2? v

4

=
z

What month comes after April? v

May

[ ]
[ ]
[ ]
[ )
[ ]

Save Changes

Multi-Factor Authentication X

Pitney Bowes Relay Unify Web User Guide

Relay” Unify @® My Account -

Powered by Transformations

DOCUMENT ARCHIVE

MY PROFILE

Account Details  Security Settings

LOGIN DETAILS & EDIT

Email:  tylerm@transfrm.com

Username: End_User_1

PASSWORD # CHANGE PASSWORD

Your password was last updated Jan 28, 2026

MULTI-FACTOR AUTHENTICATION & UPDATE

Security Question: Configured
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Disclaimer

The disclaimer is set up and enabled under the Web 4 User Management Dropdown > End User Settings Tab > Disclaimer Settings Tab.

Enable Disclaimer — Check this
to require users to accept the
disclaimer.

Edit the disclaimer and click the
</> View HTML button to view
how it will be displayed on the
web.

If the date for Active Date is
changed, all non-admin users
for the site will have the
disclaimer field set to ‘X’
requiring them to accept the
disclaimer on the next login.

You can also build a customized
disclaimer and use that instead.
If that is the case, check both

the Enable Disclaimer and the Enabled box for the custom disclaimer.

General Settings  Profile Page

&% WEB USER MANAGEMENT - END USER SETTINGS

Disclaimer Settings

130 Relay Unify Webd

DISCLAIMER SETTINGS

Enable Disclaimer

01/01/2025

CUSTOM DISCLAIMER

Enabled

B save

<b=DISCLAIMER=/b=<br />THE INFORMATION, PRODUCTS AND SERVICES OFFERED ON OR THROUGH THE

SITE

AND ANY THIRD-PARTY SITES ARE PROVIDED "AS 1S" AND WITHOUT WARRANTIES

OF ANY KIND EITHER EXPRESS OR IMPLIED. TO THE FULLEST EXTENT PERMISSIBLE
PURSUANT TO APPLICABLE LAW, WE DISCLAIM ALL WARRANTIES, EXPRESS OR
IMPLIED, INCLUDING, BUT NOT LIMITED TO, IMPLIED WARRANTIES OF
MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE. WE DO NOT WARRANT
THAT THE SITE OR ANY OF ITS FUNCTIONS WILL BE UNINTERRUPTED OR

ERROR-FREE, THAT DEFECTS WILL BE CORRECTED, OR THAT ANY PART OF THIS

SITE, INCLUDING BULLETIN BOARDS, OR THE SERVERS THAT MAKE IT AVAILABLE,

ARE FREE OF VIRUSES OR OTHER HARMFUL COMPONENTS:

WE DO NOT WARRANT OR MAKE ANY REPRESENTATIONS REGARDING THE USE OR THE
RESULTS OF THE USE OF THE SITE OR MATERIALS ON THIS SITEORON

THIRD-PARTY SITES IN TERMS OF THEIR CORRECTNESS, ACCURACY, TIMELINESS,
RELIABILITY OR OTHERWISE

- <> VIEW HTML

*D View History

Custom Link — This is the URL of the website used to handle the custom disclaimer.

Custom Link Text — This is the text that will hold the URL linking to the custom disclaimer website. This is what will be shown to the user.

Custom Disclaimer Denied Link — This is the URL that the user will be redirected to when rejecting the custom disclaimer. This is an optional
field. The user will be redirected to default.aspx if blank.

Note: Any time a change is made to these settings, users will be prompted to accept the disclaimer on the next login because something about the

disclaimer has changed.

Pitney Bowes
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Custom Disclaimer Process
Confirm.aspx handles both the query and response to the custom disclaimer page.

Query from Confirm.aspx to the Custom Disclaimer Page
This page generates a link to the Custom Disclaimer Webpage. Which when clicked generates a query string with a disclaimer token and return url.

Ex: http://www.CustomPage.com/disclaimer.aspx?DisclaimerToken=<value>&ReturnURL=<value>

The DisclaimerToken generated by Relay Unify is used to identify the user session on return.

The ReturnURL is a link back to confirm.aspx of the Relay Unify Site.

Query back from the Custom Disclaimer Page to Confirm.aspx
A Custom disclaimer website will return to ReturnURL with a query string containing the token and Boolean result of the disclaimer.

Ex: http://Relay UnifyWeb.com/confirm.aspx?DisclaimerToken=<value>&Accept=<Boolean>

DisclaimerToken is used to identify the user session.
Accept is a Boolean value and is not case sensitive.

An Accept value of “false” will redirect users to the Custom Disclaimer Denied Link or Default.aspx if that value is blank.
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http://www.custompage.com/disclaimer.aspx?DisclaimerToken=%3cvalue%3e&ReturnURL=%3cvalue
http://uluroweb.com/confirm.aspx?DisclaimerToken=%3cvalue%3e&Accept=%3cBoolean

For the default discliamer:

Users will only be asked to accept the disclaimer upon logging into the site:

Login Disclaimer

You must accept the Terms and Conditions to login in.

>

DISCLAIMER

THE INFORMATION, PRODUCTS AND SERVICES OFFERED ON OR THROUGH THE SITE AND ANY THIRD-
PARTY SITES ARE PROVIDED "AS IS" AND WITHOUT WARRANTIES OF ANY KIND EITHER EXPRESS OR
IMPLIED. TO THE FULLEST EXTENT PERMISSIBLE PURSUANT TO APPLICABLE LAW, WE DISCLAIM ALL
WARRANTIES, EXPRESS OR IMPLIED, INCLUDING, BUT NOT LIMITED TO, IMPLIED WARRANTIES OF
MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE. WE DO NOT WARRANT THAT THE SITE
OR ANY OF ITS FUNCTIONS WILL BE UNINTERRUPTED OR ERROR-FREE, THAT DEFECTS WILL BE
CORRECTED, OR THAT ANY PART OF THIS SITE, INCLUDING BULLETIN BOARDS, OR THE SERVERS THAT
MAKE IT AVAILABLE, ARE FREE OF VIRUSES OR OTHER HARMFUL COMPONENTS. WE DO NOT WARRANT
OR MAKE ANY REPRESENTATIONS REGARDING THE USE OR THE RESULTS OF THE USE OF THE SITE OR
MATERIALS ON THIS SITE OR ON THIRD-PARTY SITES IN TERMS OF THEIR CORRECTNESS, ACCURACY,
TIMELINESS, RELIABILITY OR OTHERWISE. .

| | accept terms and conditions

‘ Confirm ‘ | Cancel |

When the disclaimer is accepted, the user’s profile will identify when it was accepted. This can also be verified under the Manage Users tab in the

Web Designer.

(i) Disclaimer has not been accepted.

£ USER MANAGEMENT

Pitney Bowes

User Details | Group Membership  Feature Permissions  Link Account

(i) Disclaimer was accepted on 03/27/2026 at 02:52:57 PM.

End User 1-#11008

& Reset Password l l & Lock User

(D) Disclaimer was accepted on 03/27/2026 at 02:52:57 PM.

First Mame

End

Username
End_User_1

Relay Unify Web User Guide January 2026

Last Name

User 1

Email Address
tylerm@transfrm.com
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Profile Page Settings

The Profile page is edited under the Web 4 User Management Dropdown > End User Settings > Profile Page Tab.

These settings determine what a standard user can view/edit within their profile. It also determines what fields are required for a user to enter on

their profile.

4 Back to Customer Information

Site Management
Multi Language Support

Site Design

II Web 4 User Management

Manage Users

Import Web Users
Password Requirements
Security Question Pool
Username Recovery
Password Recovery
Registration Settings
Multifactor Login

Login Order

Email Event

“ End User Settings

Web 4 Group Management

¥ WEB USER MANAGEMENT - END USER SETTINGS

General SettingsI Profile Page |Discla\mer Settings

130 Relay Unify Web4

PROFILE PAGE SETTINGS

ALLOW USER TO SET THE FOLLOWING
Send Mail
Email URL
Email PDF

SET VIEW / EDIT OPTIONS

Optional
city

Required

State
Required

Postal Code

Required

Send Fax

Text Messages

Phone Humber
- Required
Mabile Number
- Optional
Fax Number
- Hidden
Last 4 85N
- Optional

D View History

If only one email type is selected as an option on the web profile, then it will automatically be filled in when the web user selects email as the

delivery method on their web profile.
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The End User’s view of their
profile is they can view and edit
anything that is required or
optional.:

Account Details Security Settings

PERSONAL DETAILS

Name:

Address:

CONTACT MANAGEMENT

End User 1

Phone Number:

Mobile Phone #:

615-555-5555

DELIVERY METHOD MANAGEMENT

Text Message: Allow
Delivery Preference: Email
Email Type URL
Paperless Billing: Disabled

New Bill notification is emailed to:

ACCOUNT SETTINGS

Language:

Time Zone:

Account Type:

CONTACT MANAGEMENT

Phone Number:
Mobile Phone #: 615-555-5555

Text Message: Allow

Pitney Bowes Relay Unify Web User Guide January 2026

tylerm@transfrm.com

English

Member

& EDIT

& EDIT

& EDIT

& EDIT

& EDIT
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The admin user’s view of a user’s profile if nothing is hidden:

Pitney Bowes

User Details Group Membership Feature Permissions

(@) Disclaimer was accepted on 03,/27/2026 at 02:52:57 PM.

BASIC INFORMATION

Link Account

B Lock User il Delete User B Send Reset Password Email Password Expiration Settings

= End_User_1-#11008

Firsr Mame Lazt Name

End User 1

Username Email Address
End_Us=er_ 1 tylerm@transfrm.com

[ Description

PHONE SETTINGS

[ Phone Number

Mobile Phone Mumber

] [ Fax Number

615-555-5555
& Allow Text Message
DELIVERY METHOD
0 Send Mail O Send Fax Send Email Ermail Type
URL ~
ADDITIONAL SETTINGS
User Sm@atus Expire Date
Active mm/ddiyy a
User Type Landing Fage
IMemiber LandingPageDocumentArchive
Relay Unify Web User Guide January 2026
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Admin/CSR User Experience
Upload Files (Web FTP)

For an admin user to be able

INCOMING DATA (FILE RECEIPT)

to upload a data file for a . FTP itectr
Submission type, the Web —
directory for that submission Web

type must be filled in and el
enabled by checking the box

under the General Information

Tab under Basic Setup in the submission type.

Each submission type must have a unique Web directory location that begins with \\server\Submit\Web\.

Once the file has been uploaded, it will go to this web

directory to be picked up by Relay Unify, thus creating a

Submission.

The user will select from all of the submission types with

a Web directory for that client/site.

Click the File Folder to search for the data file. The file

being uploaded has a max size of 1 GB (1024 MB).
Once a file has been choosen, click Upload.

Usemname Submission Type « File Name « Upload Date «

admin PBW4_Gas PBGasData_overflowdetails.csv 03/25/2026 02:44:04 pm
admin PB_Mill Normal_1_of_1.pdf 03/25/2026 01:59:13 pm
admin PB_Mill Normal_1_of_1.pdf 03/25/2026 01:13:52 pm
admin PBW4_Gas PBGasData_overflowdetails.csv 03/25/2026 01:13:41 pm
admin PB_Mill Normal_1_of_1.pdf 03/25/2026 11:01:08 am

Pitney Bowes Relay Unify Web User Guide

UPLOAD FILE

Portal Admin /

@ Any file type is allowed. The maximum allowed file size is 1 GB

03/25/2026 02:44:04 pm

03/25/2026 01:59:13 pm

03/25/2026 01:13:52 pm

03/25/2026 01:13:41 pm

IP Address «

127.00.1

127.00.1

127.0.0.1

127.0.0.1

File Size »

33 KB

1011.2KB

1011.2KB

33KB

The user can see their uploads under Upload Files.

| PBI\:I‘:;;:G‘ES e - I ‘ File To Upload
Username Submission Type « File Name « Upload Date «
admin PBW4_Gas PBGasData_overflowdetails.csv
admin PB_Mill Normal_1_of_1.pdf
admin PB_Mill Normal_1_of_1.pdf
admin PBW4_Gas PBGasData_overflowdetails.csv

IP Address ~ File Size «

127.00.1 33KB

127.00.1 1011.2KB

127.0.0.1 1011.2KB

127.00.1 33K

127.00.1 1011.2KB

January 2026
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Web Approval

Once a submission has run through Breakpack, the
submission can enter Awaiting Approval status which General ettngs | Web Ads External Archive

2 MANAGE GENERAL SETTINGS

130 Relay Unify Webd Q 240 PBW4_Gas =

requires an admin user to approve the Submission on
the web before it can continue through to become a job

DOCUMENT SETTINGS

DISPLAY SETTINGS

and be printed- Display Submissions on the Web
This is enabled at the Submission level under the Web

& Payment Settings tab and then click on Document o
Settings within the Submission type. Gusom Prooing

Display Submissions on the Web — This must be checked for documents from this
submission to be viewed by an admin user in the Web Proofing, Submission Dashboard, or
Document Search.

Show PDF Only (No PNG Image) — Turns off PNGs on the web for this submission type.
Most documents generate a PNG of the document as their default way of viewing the
documents (they still have a button/option to view it as a PDF as well). If this is checked the
default for viewing the document becomes a PDF, nothing else. This setting will only apply to
the Submission Dashboard and Web Proofing pages for the admin user.

Require Web Approval — If this is checked, the submission will stop in Awaiting Approval
status until an admin views the Submission and approves/rejects it.

To give an admin user the ability to approve a submission, select the admin user under
Manage Users, then go to the Feature Permissions Tab. Click on Manage Permissions and
select Web Proofing. Inherently, an Admin user will already have this permission.

The admin user will see submissions that are in Awaiting Approval status under Web
Approval. Once the Submission is approved, the admin user can view the progress within the
Dashboard.

Allow Editing Exclusions — If this is checked, then the Mail Type column will be have a
dropdown list of the exclusion options. This allows the admin user the ability to manually
change documents to be excluded as No Mail, Exclude, or Omit.

Pitney Bowes Relay Unify Web User Guide January 2026

Accounts/Users can view Documents

Add Feature X

@ Grant or revoke Group Feature Permissions in tree below.

All Features

Submissions & Documents

Submission Search
Document Sealrch
| Wweb Proofing|

Upload Data File

Users and Groups Maintenance
User Management
Group Management

Reports & Audit
View & Print Reports
User Activities

PDFs
PDFs Viewing
Combine PDFs

Site & APP design
Manage CSS Style

Manage Child Customers

- [
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Excluded Documents
These are the behavior settings for exclusions. EXCLUDED DOCUMENTS

L. . . DO NOT EMAIL DO NOT DISPLAY
For users that are receiving their documents by email, if

their document was marked as Omit or Exclude, then they
will not receive an email.

omit Exclude Omit Exclude

Do Not Display will not display documents marked as Omit or Exclude for Web Approval or the document list within the submission in the Web
Dashboard.

Standard users will see their document on the User Main page regardless of these settings.

Once a submission is in Awaiting Approval status, that submission will appear under Web Proofing, within the Admin Main page options. Select the
submission by clicking the Edit button to see the documents and to approve/reject the submission.

Relaym U nify @ My Account ~

Powered by Transformations

CSSEDITOR DOCUMENT SEARCH

WEB PROOFING

Portal Admin / Web Proofing

FILTER

LookFor:[ ~ ] Which:[ ~ ] ‘ ~ RESET

WEB PROOFING
ID*  Submission Type « File Name + Receive Date Docs Pages  Filename « Regulatory Compliance
8443  Relay Unify Web4 Gas PBGasData_overflowdetails.csv 04/06/2026 12:12:53 pm 6 8 20260406121136702PBW4_Gas None Edit
8442  Relay Unify Webd Gas PBGasData_overflowdetails.csv 04/06/2026 12:12:47 pm 6 8 20260406121136702PBW4_Gas Mone Edit
8441  Relay Unify Web4 Gas PBGasData_overflowdetails.csv 04/06/2026 12:11:37 pm 6 8 20260406121136702PBW4_Gas None Edit

[tems: | 10 per page ® E 1-30f3 |z| ‘Z| |Z| |E|
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The admin user can view each of the documents, override the Mail type for any document, then decide to Approve or Reject the submission. To
approve click the Approve button. To reject the submission click the Reject button.

Any documents that are marked as Exclude or Omit will not receive email notifications including HTML emails and SMS messages.

RE|aY-M U ﬂ”cy @ My Accaunt -

Pawared by Transformations

FORTAL ADRMIN 55 EDITOR DOCUMENT SEARCH

WEB PROOFING

Portal Admin / Web Proofing / View Document List
SUBMISSION DETAIL
Submission Type Filz Name 1] Docs Page Received Date Status
Relay Unify Webs Gas PBEGasData_overflowdetails. 2443 5] ] 04/06/ 2026 Aweaiting Approval
cav
EXPORT REPOR
Report e | |

FILTER 0O Show Credits O Show Zero Balance

ar Lc—:kFc-':| e | '-‘-'ﬁicﬁ:[ w

VIEW DOCUMENT LIST Se:all'nailtypetc:| Mone |

Account » AccName » Docao » CreateDate Mail Type Salect
1010123456780 Hzren Stasik 4 04/06,/2026 12:12:34 pm | Mone £ | View Statemant a
123434321 Tyler Mahurin 2 04/06/2026 121234 pm | Hane - | View Statement [m]
269273 Scott Tripp 1] 04/06/2026 12:12:34 pm Hone b View Statement m]
1628 Ryan Semanchik 1 04/06/2026 12:12:34 pn Hene View Statement a
Fakii! Alax Gregory =] 04/06,/2026 12:12:34 pm m View Statement [m]
Omit
- y R 1919
71703 Chris Lindsay 3 04/06/2026 12:12:34 pm eclude View Statzment [m]

ltems: | o | per page ®E U=0Ci n
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Whether it was approved or rejected, that information will be logged. If it is rejected, another data file will need to be submitted to process the
submission or you can resubmit from uControl.

@ Confirmation

Reason for Approving:

X

2

. [

@ Confirmation

Reason for Rejecting:

e

CONTINUE | CANCEL |

If you right-click on a submission in uControl (or uSetup under the Submissions tab under Job Tracking within the submission type), the submission

Transaction details display if the record was approved or rejected. The user and name/reason will be logged with a timestamp.

Sample of an approved submission:

L& SUBMISSION DETAILS

SUBMISSIONS » SUBMISSION B443

£ MARK FOR PR

SUBMISSION DETAILS EXCLUSIONS
SUBMISSION ID: 8443 ESTATEMENT = N ESTATEMENT = Y
STATUS: Ready to Print
TYPE: Relay Unify Web4 Gas Non-Excluded 6 0
CUSTOMER NAME: Relay Unify Web4 Na Mail 0 0
EXTERNAL CUSTOMER #:
MAP: Tyler PEWeb4\Relay Unify Gas.nmp Omit 0 0
EXPIRES: Y Exclude ] 0
EXPIRATION DATE: 6/5/2026 12:11:37 PM
Total fi n
FILE INFORMATION
DATE RECEIVED: 4/6/202612:12:53 PM MD5 SUM: 38F47B0361F7AB5434ECE292FB5F5DT5
RECEIVED VIA: WEB TOTAL DOCS: i
FILE NAME: 20260406121136702PBWA_Gas TOTAL CLEANSED: 0
ORIG FILE NAME: PBGasData_overflowdetails.csv TOTAL PAGES: 8
JOB & PRIMT INFORMATION
JOB STATUS: Auto Print FORM: standard 24 C fold perf.
PS JOB ID: 3731
WEE APPROVAL
APPROVED: Y APPROVED BY: 999
DATE APPROVED: 4/772026 11:28:15 AM APPROVAL REASON: Approval for documentation.

Pitney Bowes
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Sample of a rejected submission:

L SUBMISSION DETAILS . ¥ MARK FOR PROCESSING .

SUBMISSIONS » SUBMISSION 8442

SUBMISSION DETAILS EXCLUSIONS
SUBMISSION ID: 8442 ESTATEMENT = N ESTATEMENT = Y TOTAL
STATUS: Rejected
TYPE: Relay Unify Web4 Gas Non-Excluded 5 0 5
CUSTOMER NAME: Relay Unify Webd No Mail o o o
EXTERNAL CUSTOMER #:
MAP: Tyler PEWeb4\Relay Unify Gas.nmp Omit 0 0 0
EXPIRES: Y Exclude 0 0 0
EXPIRATION DATE: 6/5/2026 12:11:37 PM
Tatal f n A
FILE INFORMATION
DATE RECEIVED: 4/6/2026 12:12:47 PM MD5 SUM: 38F47B03561F7AB5434ECE202F85F5DT5
RECEIVED VIA: WEB TOTAL DOCS: f
FILE NAME: 20260406121136702PBW4_Gas TOTAL CLEANSED: 0
ORIG FILE NAME: PBGasData_overflowdetails_csv TOTAL PAGES: 8
JOB & PRIMT INFORMATION
JOB STATUS: FORM: standard 24 C fold perf.
PS JOB ID: Mone
WEB APPROVAL
APPROVED: R APPROVED BY: 999
DATE APPROVED: 47772026 11:33:49 AM APPROVAL REASON: There was a problem with the output.

Pitney Bowes
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Submission is Ready for Approval Email Event

Email Notification Events X
To create a new email event, click the + Add Email Event
button. Submission is Ready for Approval -
Event — Select Submission is Ready for Approval. e——

To Email Addresses — Enter the email addresses of those
needing to receive this email event. If multiple emails, use a %
semicolon as the delimiter. Subject

Submission is Ready for Approval

Subject — Enter the text that will be displayed as the subject

. . HTML Format
line of the email. )

#Custname# AVAILABLE TAGS

Body — Enter the body of the email. This can be HTML if S .
desired. Simply check the HTML Format box. Submission: sApprovedDate# (]
ZEUE‘JTiE“ FAUTOADDACT#
Click the View HTML button to preview the email. FRunmer FAUTOCOMBE
#AutoProc#
Available Tags — These can be added to the subject line, or #BPIP# v
the body of the email. Simply click on any tag in the list and , | ——

then click the Add button to insert it to the text of the subject
or body of the email.

Sample Setup:

Enable Tracking

Submission is Ready for Approval

Pitney Bowes Web4 <noreply@transfrm.net=
To Tyler Mahurin

To get to the Email Events location,
navigate in a submission to the Email

Relay Unify Web4 e .

y Unify Notifications Tab > General Settings >
Submission: Email Notification Events.
Relay Unify Web4 Gas CTTTTTTTTTToTToTTTTTTToTToTToTToToomoomooes
8445
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Submission Rejected Email Event

To create a new email event, click the + Add Email Event

button.

Event — Select Submission Rejected.

To Email Addresses — Enter the email addresses of those
needing to receive this email event. If multiple emails, use

a semicolon as the delimiter.

Subject — Enter the text that will be displayed as the

subject line of the email.

Body — Enter the body of the email. This can be HTML if

desired. Simply check the HTML Format box.

Click the View HTML button to preview the email.

Available Tags — These can be added to the subject line,
or the body or the email. Simply click on any tag in the list
and then click the Add button to insert it to the text of the

subject or body of the email.

Sample Setup:

Submission Rejected

Email Notification Events

Submission Rejected

tylerm@transfrm.com
Submission Rejected

HTML Format

#Custname#
Submission:

#SUBNAMEZ
#Submid#

Enable Tracking

B View HTML

AVAILABLE TAGS

4

#AllowViewlmages#
#APPREJREASONE .
#Approved#

#ApprovedBy#
#ApprovedDates
FAUTOADDACT#

HAIITAANLINS

4 I

Pitney Bowes Web4 <noreply@transfrm.net>
To Tyler Mahurin

Relay Unify Web4

Submission:
Relay Unify Web4 Gas
8446
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Submission Dashboard

All submissions are listed in the Submission
Dashboard. Admin users can monitor their status
or search for a specific submission.

Relay” Unify @ iy Aceoue -

Poweered by Translormatians

PORTAL ADIMIN 55 EMTOR DOCUMENT SEARCH

SUBMISSION DASHBOARD

Portal Admin / Submission Dashboard

Look For: [ bl ] ‘Which: [ e &5 RESET

SUGMISSION DASHEOARD
. .. . . . IDw» Submission Type « File Name » Receive Date - Doct Pages  Status Filename Regulatary Compliance
An individual Submission can be selected to view
8445  Relay Unify Webd Gzs PBGasData_overflowdetails.cav 0408/2026 12217-£2 pmi. L] 8 Rejected 202604081217 40701 PEWS_Gas None
documents, have more search options, or view
. . 8445 Relay Unify Webd Gas PEGasDiata_overflowdetails.cav 407/202611:4405am & g Mwiting Approval 2026080711 44039 20PBWA_Cas None View
reports for the Submission.
8443 Relay Unify Webd Gaz PBGasData_overflowdetails.cov 04/06/2026 1212533 pm & g Print Manager 202608061211 IGTOZPEWS_Cas None View
8442 Relay Unify Webd Gas PEGasDiata_overflowdetails.cav /06202612128 pm g Rejected 202608061211 IGTOZPEWS_Cas None View
8441 Relay Unify Webd Gaz PBGasData_overflowdetails.cov 4/06/2026 12113 pm 6 g Mwiting Approval 202608061211 36702PBWA_Cas None View
8437 John Map Test BankTrust_ERA Short - with Bad Adcress.ixt 03/20/2026 10:05:83 am 4 1% Print Manager 20260326100 34277 5ERR None View
8435 Relay Unify Webd Gas PBGasDiata_overflowdetails.cav 03/25/2026 024404pm 6 g Print Complete 2026032514441 3322PBWS_Cas Mone View
2434 Relay Unify Healthcare Demo PB_Healthcare_Letter POF_cata POF 03/25/202602:3850pm 10 0 Print Complete 20260223142840425R1_Health Hone View
_ ((_ _ i) ____________________________________ 8433 Piiney Bowes Mill Rate Marmal_1_of_1.pdf 03/25/202601:3%:35pm 32 32 Print Complete 2026032513 392261 0PE_Mill Hene View
1 T' -
~ ’ps 8432 Pitney Bowes Mill Rate Narmal_1_of_1.pdf 03/25/202601:5%-83pm 32 32 Print Complete 2026032513592 261 0PB_Mill None View

Submissions that have been
deleted/cancelled manually or using
uDelSub.exe will not appear in the
Dashboard.

e (T s O 000 [ @)
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Relay” U N |_f\/ @wyacsunt - The Reports dropdown menu will
Powared by Transformations I|St the Autoprlnt Reports that have
PORTAL ADMIN CSSEDITOR DOCUMENT SEARCH been generated for this

submission/job.
SUBMISSION DASHBOARD

Portal Admin / Submission Dashboard / View Document List Since admin users view is always
at the submission level, only
information pertaining to that
submission will be on the reports.

SUBMISSION DETAIL

Submission Type File Name ] Docs Page Received Date Status

Relay Unify Web4 Gas PEGasData_overflowdetails. 8452 & 8 04/08/2026 Print Manager Complete Job and print level
= reports that contain information
about multiple submissions must be
EXPORT REPORT accessed elsewhere.
Report "
FILTER O show Credits O show Zero Balance

tr e : —

DOCUMENT LIST
Account - Account Name Docno - CreateDate FACTIVITY #BALANCEDUE View Statement
71698 Ryan Samanchik 1 04/08/2026 03:25:59 pm Activity 541.00 View Statement
12345431 Tyler Mahurin 2 04/08/2026 03:25:59 pm Activity 53821 View Statement
717m Alex Gregory 3 04/08/2026 02:25:59 pm Activity 52402 View Statement
1010123456780 Karen Stasik 4 04/08/2026 D3:23:59 pm Activity 5480 65 View Statement
71705 Chris Lindsay 5 04/08/2026 02:25:59 pm Activity -524.83 View Statement
269275 Scott Tripp 6 04/08/2026 02:25:59 pm Activity $15.82 View Statement

e (8o [l -5
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Document Search

This is used by admin/CSR users to find documents based on various search criteria. These columns and search criteria can be customized
including adding save to DB fields, using the Web Display settings.

Relaym Unlfy & My Account -

Powered by Transformations

PORTAL ADMIN 55 EDITOR DOCUMENT SEARCH

DOCUMENT SEARCH

Portal Admin / Document Search

FILTER O Show Credits O Show Zero Balance

Look For: [ MName V 1 Wh‘cl":[ Equal e 1 [ Scott Tripp % FILTER & RESET

DOCUMENT LIST
Account # » Name » Date » Balance Amount Due  Combine PDF Log View Statement
269275 Scott Tripp 03/25/2026 12:00:00 am §15.82 915.82 Activity View Statement
269275 Scott Tripp 04/06/2026 12:00:00 am $15.82 515.82 Activity View Statement
269275 Scott Tripp 04/07/2026 12:00:00 am §15.82 $15.82 Activity View Statement
269275 Scott Tripp 04/08/2026 12:00:00 am $15.82 §15.82 Activity View Statement
269275 Scott Tripp 04/08/2026 12:00:00 am §15.82 915.82 Activity View Statement
269275 Scott Tripp 04/08/2026 12:00:00 am §15.82 915.82 Activity View Statement
269275 Scott Tripp 04/08/2026 12:00:00 am $15.82 915.82 Activity View Statement

vems: (10| perpage @ [ 1-70r7 [« ][ | R[]
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Web Display Settings

To edit the columns that are displayed on the web, go to Web Setup > Site Design Dropdown > Web Column Display Tab. Click on the Web Page
Display button.

. SITE DESIGN - WEB DISPLAY 130 Relay Unify Webd
4 Back fo Customer Information o thid
Site Management Submission Dashboard | Document List  Document Search  Document Archive

Multi Language Support

I | Site Design ~ I WEB4ADMIN - SUBMISSION DASHBOARD
Home Page Select a field from the available columns on the left and click add. Click the 1« icons to re-order the fields. Click the (4 icon to edit the column details. Fields in Red are sortable.
Admin Landing Page .
(D) Items that begin with # are System Calculated fields
Landing Page Navigation Bar Items that end with * are Save to DB Fields
Items that end with + are Save to DB Variables
I | Web Column Display I
Web 4 User Management AVAILABLE COLUMNS COLUMNS DISPLAY LEFT TO RIGHT IN THIS ORDER
Web 4 Group Management COLUMN NAME COLUMNS SELECTED
subtypeid Submid + 4 =
ADD >
ReceiptType SUBDESC ™~ 4 =
st ‘e
Filelocation ReceiveDate + 4 c4
CreateDate doccount T+ 4 =
CLEANSEDDOCS Pagecount ™~ 4 =

B save
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These are the default settings:

Document List (Standard User Main Screen)

¢ SITE DESIGN - WEB DISPLAY 130 Relay Unify Web4

Submission Dashboard | Document List | Document Search  Document Archive

DOCUMENTS PAGE

Submission Type
240 : Relay Unify Web4 Gas

(@ Select a field from the available columns on the left and click add. Click the 4* 4 icons to re-order the fields. Click the (4 icon to edit the column details. Fields in Red are sortable

AVAILABLE COLUMMNS COLUMMNS DISPLAY LEFT TO RIGHT IN THIS ORDER

COLUMN NAME I COLUMNS SELECTED

#AMTDUE Account T J &
_ l ADD —» l

#CREDITSAPPLIED AccMName ™ 4 “
P l < REMOVE l R o @
#TOTALFAYMENTS CreateDate T d L4
AccAddrl FACTIVITY T d L4
AcchAddr2 #BALANCEDUE T d L4
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Document Search (Admin)

£x SITE DESIGN - WEB DISPLAY 130 Relay Unify Web4

Submission Dashboard  Document List | Document Search | Document Archive

WEB4ADMIN - DOCUMENT SEARCH

Select a field from the available columns on the left and click add. Click the 4 4 icons to re-order the fields. Click the (# icon to edit the column details. Fields in Red are sortable.

(i) Items that begin with # are System Calculated fields
Items that end with * are Save to DB Fields
Items that end with + are Save to DB Variables

AVAILABLE COLUMNS COLUMMS DISPLAY LEFT TO RIGHT IN THIS ORDER
AccAddr3 COLUMNS SELECTED
AccAddrd I Account + J
l ADD > l

AccCity DISPLAYNAME + 4
AccCountry [ € REMOVE l CreateDate + 4
AccMame Balance 1+ 4
AccState amtdue 1+ J 4
AccZip #PDF 4+ 4 &

B save
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Document Archive (Admin)

£x SITE DESIGN - WEB DISPLAY

Submission Dashboard  Document List  Document Search | Document Archive

WEB4ADMIN - DOCUMENT ARCHIVE

130 Relay Unify Webd

(D) Items that begin with # are System Calculated fields
Items that end with * are Save to DB Fields
Items that end with + are Save to DB Variables

Select a field from the available columns on the left and click add. Click the * 4 icons to re-order the fields. Click the (# icon to edit the column details. Fields in Red are sortable.

AVAILABLE COLUMNS
AcchAddr3
AcchAddrd
AccCity
AccCountry
AccMame
AccState

AccZip

B save

COLUMNS DISPLAY LEFT TO RIGHT IN THIS ORDER

N

COLUMNS SELECTED
Account
ADD > ]
DISPLAYNAME
& REMOVE ] CreateDate
FACTIVITY
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Submission Dashboard (Admin)

L& SITE DESIGN - WEB DISPLAY 130 Relay Unify Web4

Submission Dashboard | Document List  Document Search ~ Document Archive

WEB4ADMIN - SUBMISSION DASHBOARD

Select a field from the available columns on the left and click add. Click the 4 4- icons to re-order the fields. Click the (# icon to edit the column details. Fields in Red are sortable.

(D) Items that begin with # are System Calculated fields
Items that end with * are Save to DB Fields
Items that end with + are Save to DB Variables

AVAILABLE COLUMNS COLUMMS DISPLAY LEFT TO RIGHT IN THIS ORDER
COLUMMN MAME COLUMMS SELECTED
subtypeid Submid T 4
. l ADD = ]

ReceiptType SUBDESC T 4 =
Status l < REMOVE ] OrgFileMame T 4
Filelocation ReceiveDate T 4
CreateDate doccount T 4
CLEANSEDDOCS Pagecount ~ b =
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Web Display (at the submission level)

4 View Submission Types

Basic Setup

This is edited within a submission type, under the Web Settings Dropdown, click the Web Display Tab. This
is to customize the columns for a submission within the Dashboard once a specific submission has been

Manage Requlatory Access
selected.
| Web Settings v

Document Settings

Hierarchy (Web Access)

" Web Display I

Pregeneration

Print Settings
Email Motifications
Job Tracking
uDeliver
uCampaign
uSecure

Customized Workflow

£x MANAGE WEB DISPLAY SETTINGS 130 Relay Unify Web4 Q240 PEW4_Gas =

SETTINGS

Display Fields
Documents Page

(@) Select a field from the available columns on the left and click add. Click the 4 4 icons to re-order the fields. Click the [ icon to edit the column details. Fields in Red are sortable

AVAILABLE COLUMMNS COLUMNS DISPLAY LEFT TO RIGHT IN THIS ORDER
G s
COLUMMNS SELECTED
MailType3
Account ™ ¥ £
MailTyped [ ADD > l
I AccMame ™ J 29
MailType5 \
[ 4 REMOVE l . P “
MailTypeb
CreateDate ™k 9
MoteEmailed
FACTIVITY ™ J 4

MoteEmailedOn

Mrm#DAnrnn

'Y View History
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For all of the 5 Web Display settings:

e The RED fields are searchable/sortable on the web; the black ones are not.
e Save to DB fields will be listed with an * after the name.

¢ You may remove any of the ones that are listed by default by selecting a column heading and clicking the Remove button.

¢ You may add any field listed by selecting it in the list and clicking the Add button.

o The columns can be selected and moved from left to right to change the order they display on the web.

Select a column, click the green Edit Column button to further edit the column.
The field name cannot be edited.
Column Title — The title of the column that will be displayed on the web.

Sortable — If this is checked, the field will appear in the dropdown for filtering and
searching for documents. The order the fields appear in the dropdown correspond to
the order displayed across the columns.

Maximum Chars — This will be the number of characters that appear in the column. If
this is 0 all characters will be displayed.

Column Title

Docno

Doc ID

E’ Sortable

0.... ®

Documents will be sorted by the newest document first for the Document List (Standard User Main Page).
The Dashboard pages for an admin user will be in descending order according to the first column
displayed. The sorts only apply to the page not the entire set of records.
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Activity Log

To set up activity log go to uSetup Web > Web Setup > Site Design Dropdown > Web

Column Display Tab.

Add #ACTIVITY for the Document List or the search page as desired.

¥ SITE DESIGN - WEB DISPLAY

Submission Dashboard | Document List | Document Search — Document Archive

130 Relay Unify Webd

DOCUMENTS PAGE

Submission Type
240 - Relay Unify Webd Cas

(D Select a field from the available columns on the left and click add. Click the 4 J icons to re-order the fields. Click the @ icon to edit the column details. Fields in Red are sortable

AVAILABLE COLUMNS
Transpromo?

Transpromog
Transpromod

Tray
V_DET_1_DEPT_NAME*

weight

#ACTIVITY

B save

ADD >
< REMOVE

COLUMNS DISPLAY LEFT TO RIGHT IN THIS ORDER
COLUMNS SELECTED
AccName
Account
CreateDate

Docno

“
@
@
“@

4 Back to Customer Information

Site Management

Multi Language Support

I! Site Design

Home Page

Admin Landing Page

Landing Page Navigation Bar

II Web Column Display

Web 4 User Management

Web 4 Group Management

Pitney Bowes

Relay Unify Web User Guide

£X SITE DESIGN - WEB DISPLAY

Submission Dashboard  Document List | Document Search | Document Archive

WEB4ADMIN - DOCUMENT SEARCH

130 Relay Unify Web4

(@ Items that begin with # are System Calculated fields
Items that end with * are Save to DB Fields
Items that end with + are Save to DB Variables

Select a field from the available columns on the left and click add. Click the 4 4 icons to re-order the fields. Click the (4 icon to edit the column details. Fields in Red are sortable.

Transpromo?
Transpromo8
Transpromo9d

Tray

weight

AVAILABLE COLUMNS

V_DET_1_DEPT_NAME*

4 REMOVE

#ACTIVITY

COLUMNS DISPLAY LEFT TO RIGHT IN THIS ORDER
COLUMNS SELECTED
Account
DISPLAYNAME
CreateDate

#PDF

£
“
“
“
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&8 SITE DESIGN - WEB DISPLAY

Submission Dashboard ~ Document List  Document Search | Document Archive

130 Relay Unity Web4

WEB4ADMIN - DOCUMENT ARCHIVE

(D Ttems that begin with # are System Calculated fields
Items that end with * are Save to DB Fields
ITtems that end with + are Save to DB Variables

Select a field from the available columns on the left and click add. Click the 1 J- icons to re-order the fields. Click the [# icon to edit the column details. Fields in Red are sortable.

AVAILABLE COLUMNS
Transpromo7

Transpromo8

V_DET_1_DEFT_NAME*

I FACTIVITY II

Account
ADD >
Transpromo9
Tray © Revove CreateDate

COLUMNS DISPLAY LEFT TO RIGHT IN THIS ORDER

COLUMNS SELECTED

2]
DISPLAYNAME ™~ ®
&

To add it for the submission web display
search page once a submission is selected
from the Admin Dashboard, go to the Web
Settings Dropdown Tab of the submission
and select Web Display Tab.

Pitney Bowes Relay Unify Web User Guide

£x MANAGE WEB DISPLAY SETTINGS 130 Relay Unify Web4

SETTINGS

Display Fields
Documents Page

Q 240 PEWA_Gas

l (@ Select a field from the available columns on the left and click add. Click the 4 4 icons to re-order the fields. Click the (# icon to edit the column details. Fields in Red are sortable

AVAILABLE COLUMNS COLUMMNS DISPLAY LEFT TO RIGHT IN THIS ORDER

Transpromo? COLUMNS SELECTED

T 8
ranspromo o +
T 9 ADD >
ransprome AccName +
Tray
¥ < REMOVE s +
V_DET_1_DEPT_NAME*
CreateDate T

I HACTIVITY

B Save
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Permissions do not need to be granted to specific user types to see the Activity Log. Log in as any of the Admin type users that have
been set up to see the Activity Log in the appropriate locations. Access any of the pages you have displayed #ACTIVITY on and you
will see the Activity Log button next to the icon to view the document.

Account # « Name « Date « Balance AmountDue  Combine PDF Log View Statement
269275 Scott Tripp 03,/25/2026 12:00:00 am $15.82 515.82 Activity View Statement
269275 Scott Tripp 04/06/2026 12:00:00 am $15.82 515.82 Activity View Statement
269275 Scott Tripp 04/07/2026 12:00:00 am $15.82 515.82 Activity View Statement
269275 Scott Tripp 04/08/2026 12:00:00 am $15.82 $15.82 Activity View Statement
269275 Scott Tripp 04/08/2026 12:00:00 am $15.82 §15.82 Activity View Statement
269275 Scott Tripp 04/08/2026 12:00:00 am $15.82 $15.82 Activity View Statement
269275 Scott Tripp 04/08/2026 12:00:00 am $15.82 515.82 Activity View Statement

Items: l 10 ‘ per page ® E 1-70f7 ‘z‘ ‘Z‘ |Z‘ |E‘

Click on the Activity button.
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This will show the activity of the document including the timestamp of each event and by which users.

Events that will be Displayed in the Event .

Powered by Transformations

e Document Viewed

& My Account -

e Document Printed DOCUMENT ARCHIV

e Document PDF Created Dacument Archive / Document Activity Log

e Document Combined PDF Created

e Email Sent DOCUMENT DATA

o Text Sent Account Number Account Name Doc No Document Date Balance Amount Due
° TeXt Reply Recelved 71705 Bart Haag B 04/28/2026 32483 3-24 83

e Track N Trace Scans.
ADDITIONAL INFORMATION
Supplied Address Cleansed Address Delivery Method Email Delivered To
Bart Haag 236 Dundonald

street Bowdon junction, GA
30109 Stamford

FILTER

Search: Time Stamp MM/DDYYY

ACTIVITY LOG
Event~ Time Stamp = Hotes + Additional Info -
Documeant Recaived 04,/28/2026 11:18:36 AM Recsived
Document Viewed 04/28/2026 04:30:08 PM
Document Viewed 04/28/2026 04:31:09 FM
Document PDF Created 04/28/2026 04:31:11 PM

e (8 e O @) 140 D)
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PreGeneration

Submission Level

Within a submission type, under the Web & Payment Settings Tab, PDF PreGeneration can be set up to generate individual PDFs or a Bulk PDF of
the documents for a submission.

After Breakpack — This will generate the PDF of the document directly after Breakpack, prior to Cleanse or Presort.

When Job Status goes to ‘Ready To Print’ — This will generate the PDF after it has gone to Ready to Print status. This is recommended since all
processes have occurred by this point.

PDF Directory/PDF Name Template — Enter the full path to the directory you want the PDFs to be archived. This should begin with
\\server\submit\PDF\... The PDF directory must be accessible from the web server.

When enabling and setting up pregeneration on a submission type, there will be a warning if submissions have been run to create documents prior
to enabling this setting. The warning will ask the user to pregenerate all older submissions that have not been pregenerated or not. If the user
selects "YES", the previously run submissions will be
pregenerated and the documents will be placed in the

%2 MANAGE PREGENERATION SETTINGS 130 Relay Unify Webd Q 240 PBWA_Gas =

specified directory. If the user selects “NO”, then the ceneral settings | Index Fle ReportSefings
previous submissions will not be pregenerated; only
L. . GENERAL SETTINGS
future submission will be pregenerated.
PREGEN SETTINGS
After Breakpack
When Job Status goes to Ready to Print
If the file contains illegal characters, they will be Forpren e Tenpie NTRALS Qi3 s FOF e Tt =
replaced with an underscore. If a field is blank, the
PDF SETTINGS
output will be blank. The files have the same name P
they will not be overwritten; The file name will have Sa‘f“f:"‘;‘; O
Delete Bulk POF (when creating individual PDFs)
_1, _2, etc. appended to the name prior to the file Use Custom Pregen Index File (applies only to bulk PDF)
extension.

The PDF will then be streamed from that folder rather

than generated on the fly when documents are being viewed on the website. PDF’s generated with a formatted name will not be used on the web

for PDF display. If the Pregenerated PDF’s are formatted names, then the Web call for PDF will generate the PDF on the fly. The main reason for
this is the possibility of a non-unique PDF name. As an example if the PDF is being named for Sys_Acct_ID, we can identify the fact that we have
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file://///server/submit/PDF/

already created one PDF with the Same name at creation time (already exists on the file system), but when creating a single PDF at Web Display
time we will not know whether to use the pdf named for the Sys_Acct_ID or the PDF named for Sys_Acct_ID_1, Sys_Acct_ID_2, etc.

Ucompose
If the user has a specific naming specification, then a Save to DB field can be used @ ------------------------------------------------
that will allow the PDF to be named as desired.

In uCompose create the Field. A suggestion for the Name would be
Doc_PDF_Name. Check the Save to DB checkbox in Field definition.

Variables should not be used in the directory structure
unless the directory already exists.

be assigned. In the Display section, use conditions and functions to create a
variable that defines the name to use. Then assign the variable to the field using the
Assign Field command.

or they will not be used as part of the directory/naming
structure.

If there is no name structure the default is by document

ID for each document has a unique name.

If the name will be complex from multiple variables or data, then set the field to not i
During Breakpack the Doc_PDF_Name will then contain the desired name.

Fields must be defined in the map and on each document i

RPPregen

RPPregen is run as a scheduled task. It should be run in a directory where the Makepdf.exe program and PNGDLL.dIl exist. The location and user
running the program should have access to the data, images and fonts necessary to create the pdf.

RPPregen will run multiple copies of MakePDF which uses the PNGDLL to generate the PDF’s.

PNGDLL.dAII

During PDF PreGeneration, the PNGDLL.dIl checks for the existence of the fieldnames in the PDF Directory field in the subtype table and uses the
fieldnames for the PDF Naming. PDFs created with formatted names will not be used by the Web. When PDF’s are created for use on the Web,
the PDF’s will not be created in the Pregen folder.

If PreGenerating both After Breakpack and Ready to Print, the Ready to Print PDF’s will overwrite the After Breakpack PDF’s.

Pitney Bowes Relay Unify Web User Guide January 2026 Page 196 of 235



Each time Pregen runs for the Submission, a new Individual PDF with 0000123456.pdf, 0000123456_1.pdf, 0000123456 _2.pdf for example will not
be generated; an error will be generated for this case. This behavior can be changed by editing the PDF.ini file in the directory where the Pregen
program is running.

[PDF]
OVERWRITEDOCID=0

OVERWRITEDOCID=0 is the default and will generate an error if PNGDLL.dIl finds the same Docid file in the directory. This only occurs for PDF’s
created for the standard Pregen where the individual PDF name is not specified. This only occurs if the PDF Pregeneration template does not have
variables.

If the template does not contain variables, using OVERWRITEDOCID=1 will cause PNGDLL.dIl to overwrite the existing PDF.

If an error occurs an error file will be created. The file will be in the directory where the PDF’s are located. The name will be the same as the Large
PDF with _YYYYMMDDhhnnss.error added. This will allow error information to be available even when logging is turned off.

When splitting the large PDF into individual PDFs, the Large PDF name will be unique instead of reusing the name when PREGENDOCSPLIT is
used. The individual document original Large PDF name must be correct. The Large PDF page count must match the individual document page
counts. It will verify the Large PDF has been split before starting a new Large PDF.
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The Pregeneration settings in the PDF.ini can be overridden within submission types. For these settings, the Pregen Index must be disabled or not
setup.

To enable these override settings, check Override PDF.INI on the web tab within a submission type.

Create Individual PDFs — Controls splitting of the original single PDF into documents with the names provided by the “PDF directory / PDF Name
template” field above. If only this setting is checked, the bulk PDF and individual PDFs will be created.

Delete Bulk PDF - If this is checked, it causes the Bulk PDF to be deleted once the individuals are created. Create individual PDFs must be enabled
for this setting to be available.

Use Custom Pregen Index File — Uses default Index File.

MAMAGE PREGENERATION SETTINGS 130 Relay Unify Webd Q 240 PBWA Gas =
4 View Submission Types L A :
Basic Setup General Settings | IndexFile  Report Settings

Manage Regulatory Access

| Web Settings v GENERAL SETTINGS

Document Settings PREGEN SETTINGS

: (Weh Access)
Hierarchy (Web Access) After Breakpack

Web Display When Job Status goes to Ready to Print

II Pregeneration I PDF Directory / Name Template VATRANS-0A3\Submit\PDF\Tyler Testh B

Print Settings

Email Notifications

PDF SETTINGS
Job Tracking Override PDFIN
uDeliver Create Individual PDFs
. Delete Bulk PDF (when creating individual PDFs)
uCampaign
Use Custom Pregen Index File (applies only to bulk PDF)
usecure

Customized Workflow
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Pregeneration Index File

There is a custom index file
that will be created when the
PDFs are pregenerated.
When this feature is enabled
within a submission type,
pregeneration will only
generate one PDF containing
all documents. The index file
will be your guide to finding
individual documents within
the PDF. Set up a directory
for the Pregen PDFs.

Click on Index File Tab.

£ MANAGE PREGENERATION SETTINGS 130 Relay Unify Web4 | Q 240 PBWA_Gas | | =
Basic Setup General Settings | Index File  Report Settings
Manage Regulatory Access
| Web Settings v GENERAL SETTINGS
Document Settings PREGEN SETTINGS
Hierarchy (Web Access) After Breakpack
Web Display When Job Status goes to Ready to Print
Ii Pregeneration I PDF Directory / Name Template \\TRANS-QA3\Submit\PDF\Tyler Test\ ﬂ
Print Settings
Email Notifications PDE SETTINGS
Job Tracking Override PDFIN
uDeliver Create Individual PDFs
uCampaign D Delete Bulk PDF (when creating individual PDFs)
Use Custom Pregen Index File (applies only to bulk PDF)
uSecure
Customized Workflow

On the Pregeneration Index Specifications form you can do the following.

¢ Enter the File Name Specifications. This could be the name of the file or you can use <#fieldname> to specify variables. The fieldname
would be any of the acceptable fields in uCompose.

Ex: <#sys_subname>_<#submid>.idx.

If no specification is entered, the index file will use the name of the @} _______________________________________________________
PDF with a .txt extension.
e Select the delimiter. The index file will be a delimited file.

e Enabled. If this is not checked, the index file will not be created.
Include Header Row. Check this to include the field names as the

first row in the file.

e Create For Single PDF’s (One per Document) must be enabled to
create an index file if the submission type has been setup to create
individual PDFs for pregen. The One per document is noting that one
PDF will be created for each document.

If the name for a PDF has any invalid characters, those will be
replaced with an underscore.

rendered on the fly. If individual PDFs are pregenerated, using
the default naming structure, the documents will be rendered

If the bulk PDF is created, the documents on the web will be
from the pregenerated PDFs rather than on the fly. i

o Ifthis value is checked but the Pregen index fileisnot ~  ~-----ooomomommmmo
enabled, the individual PDFs will be generated but no index file will be created.
o If this value is not checked but the index file is enabled, there will be one PDF of all documents and an index file.
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Adding fields to the index file.

o To add a field, select a field
on the left side and click and
drag to the appropriate
column.

o To remove a field, select a
field on the right side and
drag back to Available
Fields.

o To move a field to a different
position, select a field on the
right and drag it to where you
want it placed.

o Fields are saved
automatically.

Adding exclusions. If you want to
exclude documents from the output

£ MANAGE PREGENERATION SETTINGS

General Settings | Index File | Report Settings

130 Relay Unify Webd

Q240 PEW4_Cas

INDEX FILE SETTINGS

PreGenindex_<#submid=>.txt

Use #fieldname. Blank will create file <PDF name>.ixt

E

nabled nclude Header Row

Create For Single PDFs (One per Document)

Start Page and Mumber of Pages below are required for indexing and cannot be removed

AVAILABLE FIELDS

Cleanse Code
Document #
Document ID
Endorsement Line
Misc Date 1

Misc Date 2

Misc Number 1

SELECTED FIELDS

Submission Date
Submission 1D
Name

Account Number
Piece Number
Start Page
Number of Pages

SORT FIELDS (MAX 2]

Decument #

EXCLUSIONS

No Mail

Omit

Exclude

eStatements

f documents that should be n
d PDF and not included in the index

Misc Number 2

PDF and the index file, check the Misc Text
appropriate boxes. e

e If you would like to set a sort order, M Text4
you can add up to 2 fields for the

Misc Text 5
Move Effective

order from the selected list of fields. NCOA Coce - - .
Start Page, Number of Pages and
PDF File Name cannot be added. S

To add them select the field from the
ones in the selected menu, then
drag them to Sort.

Save.

Make sure you have enabled pregeneration and run a submission. When it is time to generate the PDF, a single PDF will be created, and the index

file will also be created. The index file will be in the same folder as the PDF.

Eubmission Date,Submission ID,Name,Account Number,Piece Number,Start Page,MNumber of Pages
20260429,8476,Ryan Semanchik,71698,1,1,2

20260429,8476,Tyler Mahurin,?777,2,3,1

20260429,8476,Alex Gregory,71761,3,4,1

20260429,8476,Redia Lubben,10810123456789,4,5,2

20260429,8476,Chris Lindsay,123454321,5,7,1

20260429,8476,5cott Tripp,269275,6,8,1

20260429,8476,Maureen Melycher,29837-804339,7,9,1

20260429,8476,Bart Haag,71705,8,10,1

January 2026

Sample of the index file:
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Pregen Report Configuration

There are 3 places it can be configured, globally, by customer or by submission type. The generation of the report will always go from lowest level
to highest. It will look at the submission type first for the configuration. If one has not been set up, it will look at the customer. If one has not been
set up, it will look at the global level. The lowest active level is always used.

The Submission type level can be set up under the Pregeneration Tab under Web & Payment Settings Dropdown, then Report Settings Tab at the

top.

MANAGE PREGENERATION SETTINGS
4 View Submission Types =
Basic Setup General Settings  Index FiIeI Report Settings I

130 Relay Unify Web4 Q 240 PEW4_Gas

Manage Regulatory Access

| Web Settings v REPORT SETTINGS

Document Settings

Report Name

Hierarchy (Web Access) Global_Preg_Report

Report Query

I Select * from documents

Web Display

II Pregeneration where submid = #submid#

Print Settings
Email Notifications

Job Tracking

uDeliver nclude #submid# in your WHERE statement.

The client level can be setup under the Pregeneration Report Tab once the client has been selected in the list
of clients from Manage Clients on the uSetup Dashboard.

4 View Customer List

Customer Information
Access Permissions

Credentials

Pregeneration Report

Template Fields
uSecure Settings
Submission Types

Web 4

The global level can be set up under Global Settings. Select Pregeneration Reports Tab under the Reports
Dropdown.

Pitney Bowes Relay Unify Web User Guide January 2026

Active

© Check Query ]

4

4 Back to Dashboard

Monitor Services
Processes & Directories
Business Classifications
Consumables
Print Settings
Postal Seftings
SLA Management
Email Tracking (Mandrill)
Locations
Ticket Templates
| Reports
AutoPrint Reports

Generated Reports

“ Pregeneration Reports

Web Settings

uDeliver

uCampaign Management
uSecure

Activation Codes

Email Settings
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The setup process works the same for the global, cosisemn wini [
customer and submission type level.

Previously setup Pregeneration Report configurations
can be loaded from other submission types,

customers, or global.

Report Name - Enter a name for the report.
Active - Check to enable this level.

Report Query - Enter the report query. This will
provide the fields for the report. The query MUST R

contain submid = #submid#. #submid# will be A e

replaced by the submission id. You should test the = =
query by clicking on the Check Query button. This will

verify if the query is ok.

Click the Check Query button to preview the report

query results:

Query Results

271 10010

1208043 8476 2 10011 13085

1208944 8476 3 13086 14896

Pitney Bowes Relay Unify Web User Guide

202604

202604
29T19:44:28.67

202604
29T19:44:28.67:

202604
29T19:44:28.67

202604
29T19:44:28.67:

2026:04-
29T19:4428 67

1010123456789 Redia

123454321

269275

29837004339 Maureey

RT SETTING:

Add To Reports - Check this if you would like the pregeneration report to be available in uControl for
viewing/printing.

Header — Enter any report header information. This will be the first line/lines of the report.
Footer — Enter any report footer information. This will be the last line/lines of the report.

File Name Format — Enter the format for naming the report. It must contain %d or %.Xd where X is the
number of zeros to pad. Example — mysubmission_%d.txt would name the report
mysubmission_123.txt for submission id 123.

Output Directory — Choose Report or PDF.

Save your settings. Once saved, the Details button will appear above the Check Query button. Details
must be included.
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If Add To Reports was checked, you can access the pregeneration report from uControl. The report will not be accessible in uControl if that setting

was unchecked.

In uControl, right-click on a submission. Go to the Reports Dropdown Tab.

% SUBMISSION DETAILS

SUBMISSIONS » SUBMISSION 8559

SUBMISSION DETAILS
SUBMISSION ID:

STATUS:
TYPE:

CUSTOMER NAME:
EXTERNAL CUSTOMER #:
MAP:

EXPIRES:
EXPIRATION DATE:

FILE INFORMATION

DATE RECEIVED:
RECEIVED VIA:
FILE NAME:
ORIG FILE NAME:

JOE & PRINT INFORMATION

JOB STATUS:
PS5 JOB 1D:

WEE APPROVAL

APPROVED:
DATE APPROVED:

8550
Print Manager
Relay Unify Web4 Gas

Relay Unify Webd
Tyler PBWeb4\Relay Unify Gas.nmp

¥
7/31/2026 10:46:07 AM

6/1/2026 2:32:34 PM

FTP
20260601104806176PEW4_Gas
PBGasData_overflowdetalls.csv

Print Manager
3am

SUBMISSION TRAMSACTION DETAIL

Select Details

Reports

TRANSACTIONS

EXCLUSIONS

Norn-Excluded

Mo Mail

Omit

Exclude

Total

MD5 SUM:

TOTAL DOCS:
TOTAL CLEANSED:
TOTAL PAGES:

FORM:

APPROVED BY:
APPROVAL REASON:

Download Report Download All Regenerate Report

REPORT

Itemized Submission Report
Submission Breakdown Report
Submission Detail Report
Return Address Summary
Submission Email Report
Global_Preg_Report_PBW4

Pitney Bowes

REPORT DATE

6/1/2026 2:32:35PM
6/1/2026 232:35PM
6/1/2026 2.32:35PM
6/1/2026 2:32:35PM
6/1/2026 2:32:35PM

6/1/2026 3:22:38 PM

Relay Unify Web User Guide

EMAILED

January 2026

ESTATEMENT = N

ESTATEMENT = Y

19120B75C165A4D18E18DAB2FEEDD30D

B

]
10

standard 24 C fold perf.

FILE LOCATION

WTRANS-0A3Submit'\rpth
WTRANS-0A3YSubmit\rpth,
WTRANS-QA3YSubmit'\rpth,
\WTRANS-QA3\Submitlrpt,
\WTRANS-QA3\Submit\rpt,

\WTRANS-QA3\Submitirpt,

AUTO GEN

TOTAL
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In uControl, go to the Jobs Tab and select the desired job, then right-click and View Details.

L2 JOB DETAILS

JOBS » JOB 3829

# REFRESH

JOB DETAILS
JOB ID: 3829 PRESORT TYPE: Mone
STATUS: Print Manager JOB DATE: 06/01/2026
# UNPRINTED: 0 LOCATION: Connecticut
JOB TRANSACTIOM DETAIL
elect Details
Reports - [ ]
REPORTS
Download Report Download All Regenerate Report
SUBMID REPORT REPORT DATE EMAILED FILE LOCATION AUTO GEN
Account Data CSV 6/1/2026 2:33:22 PM VW TRANS-QA3\Submit\rpty
Job Presort Document CSV 6/1/2026 2:33:22 PM WWTRANS-QA3\Submityrpth
Job Summary Submission Report 6/1/2026 2:33:23 PM VWWTRANS-QA3\Submit\rpth
Manifest Report 6/1/2026 2:33:22 PM \WTRANS-QA3\Submit\rpth
8359 Global_Preg_Report_PBW4 6/1/2026 3:22:38 PM \WTRANS-QA3\Submityrpth v
8559 temized Submission Report 6/1/2026 2:33:20 PM WTRANS-QA3\Submityrpth
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Report Details
To add fields to the report, click on the Load Fields from Query button. This will load a list of all fields returned by the query into the list box on the
left.

ALL FIELDS SELECTED FIELDS

Check the fields you want to include on the | YT —— | [ e
report. You can click Select All to select all | T | R ‘ , : =
fields. 8 secagan AccAdar ‘ 4 1 o

B secadz . | .
Once you have selected the fields you want, click 8 o :j : : s
Add >>. . Accagers ‘ r | B
All selected fields will then be available to the o . :t : : ;
report. You can begin modifying specific details, o suomia ‘ re | o
formatting, etc. to the individual fields. © sance ‘ e | o

Barcodell Docno ‘ 4L 1 ]

Field Prefix — Enter any prefix that will be placed Piecano ‘ te | ®
before the field value. If you want to put quotes
around the data, put “ in the field. If you would
like the same prefix on all fields, you will have to
enter them separately.
Order — Set the order the field will appear in the report using the up and down arrows. Update Field ;

Field Suffix — Enter any suffix that will be placed after the field value. If you are creating a delimited

Docld

file, include the delimiter. If you want to tab delimit, put in [tab]. If you would like the same suffix on
all fields, you will have to enter them separately.
Field Length — Set the length of the field. If you want the full length, putin -1. T —

Field Format — Enter string formatting for the field. This uses Delphi string formatting commands. e
To see a list of these commands, click on the tip button. (See below) '

Field Trim — Select from the list if you want to trim spaces from the data. The values are blank (no | ©
trimming), Left, Right and Both.

Save.
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Printing and Emailing Pregeneration Reports

Pregeneration Reports can be part of a report group and printed/emailed

individually or with other reports.

The submission and customer level pregeneration reports will be listed
within the report group.

Create a report group with the desired settings. Add the pregeneration
report to the list of grouped reports.

Enable that report group within an email event. This can be done within the
Email Notifications Tab of a submission type.

Event
Report Group

To Email Addresses

Subject

HTML Format
#Custname#
Submission:
#SUBNAME#
#Submid#

Report Group

Enable Tracking

tylerm@transfrm.com

Global Pregen Report

Pregeneration Report Group

Email Notification Events

B View HTML

AVAILABLE TAGS

#CustModDate# -
#Custname#

Frustst# .
#CustStatus#

#CustZips

#DBName# -

( aEEaa—

Report Grouping

Description

Pregeneration Report Group

Enabled

OUTPUT TYPE

Print Only Email Only O cotn

Select Printer
Uluro Native PDF Output
AVAILABLE REPORTS
REPORT
Bad Address CSV
Bad Address Report
BCC 3553 CASS Report
BCC NCOA Postal Report
CASS 3553

Change Address CSV

EXTENSION I
Csv
PDF
_PDF
PDF
3553
.Csv

< REMOVE

GROUPED REPORTS
REPORT

Global_Preg_Report

o
- w

EXTENSION

™T L4

Pitney Bowes

Relay Unify Web User Guide
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Reports

The following reports are also available in the Global Settings section > Reports Dropdown Tab > Generated Reports Tab; and for Multi-Channel,
navigate to the uDeliver Dropdown Tab and click on Reports:

* Billing Report

¢ Alternate Billing Report Monitor Services

Processes & Directories

* SmeiSSion Usage Report Business Classifications
e Multi-Channel Delivery Report Consumables

Print Settings

Postal Settings

Billing Report SLAManagement
The billing report can be generated for one customer or for all customers for a range of dates. Emil Tracking (Mandiil)
Locations
Enter the desired parameters and file name, then click Download PDF to quickly view the report or Download Ticket Templates
as Delimited to save the file to the location specified. | Reports v

AutoPrint Reports

I Generated Reports

Pregeneration Reports

€3 REPORTS - GENERATED REPORTS Global Settings Web Settings
uDeliver
Billing Report | Alternate Billing Report ~ Submission Usage Report uCampaign Management
uSecure

BILLING REPORT _—
Activation Codes

Customer
AL . Email Settings
Month / Year
May 2026 ]
REPORT
© oetil Summary by Submission Summary by Submission Type
DELIMITER
o , [comma) | {pipe) <tab> ; [semicolon) ~ (tilde)

B Download as Delimited & Download PDF

Pitney Bowes Relay Unify Web User Guide January 2026 Page 207 of 235




All Report types contain:
Cust ID
Customer Name

Sub Type ID
Sub Description

Detail Report also contains:

Submission ID Sub Date
Submission report also contains:
Submission ID Sub Date

Number Enrolled
Number Docs

Billing Detail Report
Reporting Period: 57 2026
Detail Report: Cust Id Hame Sub Type ID Description Submission Sub Date Account #  Enrolled
13D Reslay Unify Web4 252 Demo 3526 4773252 N
13D Reslay Unify Web4 252 Demo 3526 4839631 N
130 Relay Unify Web4 261 Demo 8-13 550470108000 Y
13D Reslay Unify Web4 241 Pitney Bowes Mill Rate 71698 N
13D Reslay Unify Web4 280 Relay Unify Healthcars Demo 369365365-00 N
130 Relay Unify Web4 244 Relay Unify Wieb4 Gas 8477 5/1/2026 1010123456739 Y
12:00:00
AM
130 Relzy Unify Webd 2440 Relay Unify Webd Gas 8477 5/1/2026 269275 N
12:00:00
AM
130 Relay Unify Web4 244 Relay Unify Webd Gas 8477 5/1/2026 71698 Y
12:00:00
AM
130 Relzy Unify Webd 240 Relay Unify Webd Gas B477 52026 71705 N
12:00:00
AM
130 Relay Unify Web4 240 Relay Unify Webd Gas 8478 5/1/2026 1010123456739 Y
12:00:00
AM
13D Relzy Unify Web4 240 Relay Unify Web4 Gas 8478 5/1/2026 269275 N
12:00:00
AM
130 Relzy Unify Webd 240 Relsy Unify Web4 Gas 8478 5i1/2026 71698 A
12:00:00
AM
130 Relay Unify Web4 244 Relay Unify Webd Gas 8478 5/1/2026 71705 N
12:00:00
AM
130 Relay Unify Web4 240 Relay Unify Wieb4 Gas 8479 5{1/2026 1010123456739 ¥
12:00:00
AM
130 Relay Unify Web4 244 Relay Unify Webd Gas 8479 5/1/2026 269275 Y
12:00:00
AM
130 Relay Unify Web4 244 Relay Unify Wieb4 Gas 8479 5/1/2026 71698 Y
12:00:00
AM
130 Relay Unify Webd 240 Relay Unify Wieb4 Gas 8479 5i1/2026 71705 M
12:00:00
AM
130 Relay Unify Web4 244 Relay Unify Webd Gas 8480 5/1/2026 1010123456739 Y
1 2=01=04)

Pitney Bowes Relay Unify Web User Guide
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Month Active
Year Active
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The Summary by Submisison:

Pitney Bowes

Reporting Period: 3§ 2026

Billing Summary Report by Submission

Cust Id Name Sub Type ID Description Submission Sub Date # Documents  # Enrolled
120 Reday Unify We 261 Demo 8-13 ] 2
120 Reday Unify We 280 Reday Unify Healthcare Demo 0 2
130 Reday Unify We 240 Reday Unify Webd Gas 0 5
i20 Reday Unify We 250 AU Web4 Hospital uBridge 0 4
120 Reday Unify We 242 Reday Unify Saoune 0 1
130 Reday Unify We 4 Pitney Bowes Mill Rate 0 2
130 Reday Unify We 292 Demo 3526 ] 4
120 Reday Unify We 288 Demao 32626 a 1
Relay Unify Web User Guide January 2026
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The Summary by Submisison Type:

Pitney Bowes

Reporting Period: 3/ 2026

Cust Id Hame

Billing Summary Report by Submission Type

Sub Type ID Description

# Documents # Enrolled

120
120
13D
120
13D
13D
13D
130

Reley Unify Web4
Relzy Unify Web4
Reley Unify Web4
Relzy Unify Web4
Reley Unify Web4
Relay Unify Web4
Relay Unify Web4
Relay Unify Web4

Relay Unify Web User Guide

261
280
240
250
242
241
292
288

January 2026

Demo 8-13

Reday Unify Healthcare Demo
Reday Unify Webd Gas

RU Web4 Hospital uEridge
Reday Unify Sacwe

Pitney Bowes Mill Rate
Demao 3526

Demo 32626

[ == = [ = R = R = R = Ry =]

oo oo o oo o
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Alternate Billing Report

The Alternate Billing report can be generated for one customer or for all customers for a range of dates.

Enter the submission ID or the date range. If using the submisison ID, the submisison must be in at least Print Manager status or already printed

Enter the desired parameters and file name, then click Save Report to save the file to the location specified.

Select Break on Department to break for each value of V_DET_1_DEPT_NAME, a variable created in the map.

Select Bill to First Department ONLY if the department break will be using only the first department in the details. For this setting, Break on
Department must also be checked.

Enter a file name, then click Save Report to save the file to the desired location.

¥ REPORTS - GENERATED REPORTS

Billing Reportl Alternate Billing Report I Submission Usage Report

ALTERNATE BILLING REPORT

Global Settings

<ALL>
0

01/01/2026

(m]
05"(:- .--zc-zs (]
Break on Department ()
Pitney Bowes Relay Unify Web User Guide January 2026
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The report contains the following fields:

Output Type
SubmissionID
JobID

PrintJoblD

Print Config. Description
CustomerName
CustID

Submission Type ID
JobDate

JobTime
FormName

InputFileName
TotalSheets
FirstSheets
SubSheets
TotalEInsertSheets
Totallmages
Firstimages
Sublmages
Elnsertimages
Frontimages
Backlmages

These are the same fields in the Submission Billing report.

Pitney Bowes Relay Unify Web User Guide

nt Config. Descrip
/267202
26/2

Y W
Unify Web4™,"130"

HmS S S

January 2026

ElnsertFrontimages
ElnsertBacklmages
TotalSuppliedinserts
Insert1

Insert2

Insert3

Insert4

Insert5

Insert6

UnitsMailed
Under1oz

Between1and2oz
Between2and3oz
Greater3oz
ForeignPackages
UnqualifiedDocs
NCOAProcessed
NCOAMoved
CostCenter
RipCount
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Submission Usage Report
The Submission Usage Report can be generated for one customer or for all customers.

Only active submissions will show up on the Submission Usage Report. Only Submissions that aren’t in Cancelled, Deleted, or Error Status will be
counted.

2 REPORTS - GENERATED REPORTS Global Settings

Enter the desired parameters and
file name, then click Save Report
to save the file to the location
SUBMISSION USAGE REPORT specified.

Customer
<ALL> - @

Billing Report ~ Alternate Billing Repurtﬂ Submission Usage Report

DELIMITER

o , [comma) | (pipe) <tab> ; (semicalon) ~ (tilde)

B Save Report

A B i D E F G

1 |CustomerlD_lCuslomerName SubmissionTypelD SubmissionType SubmissionDescription NMumberOfSubmissions LastUseDate
2 130 Relay Unify Webd 265 ERR John Map Test 1 3/26/2026
3 130 Relay Unify Webd 240 PBWA_Gas Relay Unify Web4 Gas 22 57412026
4 130 Relay Unify Webd 280 RU_Health Relay Unify Healthcare Demo 1 3/25/2026
5 130 Relay Unify Webd 250 PBW4_Hosp RU Webd Hospital uBridge 3 42372026
6 130 Relay Unify Webd 241 PB_Mill Pitney Bowes Mill Rate 4 3/25/2026
T 130 Relay Unify Webd 267 PB_MOD MOD Test Map 0

8 130 Relay Unify Web4 242 RU_Secure Relay Unify Secure 0

9 130 Relay Unify Web4 293 TrackMM Track My Mail 1g 21612026
10

1

12
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Multi-Channel Delivery Report

The Multi-Channel Delivery report can be generated for one submission type, one customer, or for all customers
for a range of dates.

Enter the submission ID or the date range.

Enter the desired parameters and file name, then click Print to print the report or Save as Delimited to save the
file to the location specified.

I} UDELIVER - REPORTS Global Settings

MULTI-CHANNEL DELIVERY REPORT

(D Report only shows submissions with Email and SMS

Customer
<ALL= -
Submid

0

Start Date

01/01/2026 =]

End Date

05/07/2026 =]

DELIMITER

o ,(comma) | {pipe) <tab> ; (semicolon) ~ (tilde}

B Download as Delimited = Download PDF

Multi-Channel Delivery Report

|nmuunt#."hlame |5uhID |I'D# |5uhTypeName Subm ID |#Text|#Emai |
Relay Unify Web4 PEW4_Ga Relay Unify Web4 Gas 8478 4 0
Relay Unify Web4 PEW4_Ga Relay Unify Web4 Gas 8479 4 0
Relay Unify Wab4 PEW4_Ga Relay Unify Web4 Gas 2480 4 0
Relay Unify Web4 PBW4_Ga Relay Unify Web4 Gas 2481 4 0
Totals: 16 0
Pitney Bowes Relay Unify Web User Guide January 2026

4 Back to Dashboard

Monitor Services
Processes & Directories
Business Classifications
Consumables

Print Settings

Postal Settings

SLA Management

Email Tracking (Mandrill)
Locations

Ticket Templates
Reports

Web Settings

n uDeliver A4 I

Email Configuration
SMS Configuration

Keyword Meanings

H Reports I

uCampaign Management
uSecure
Activation Codes

Email Settings
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Admin Home Page — View and Print Reports

Reports Available:

e Submission Production Summary
e Submission Production Detail

Summary
e Multi-Channel Delivery

End User Enrollment
Disclaimer Non-Acceptance
Revert Report

Billing Report Detail

e Billing Summary Sub
¢ Billing Summary SubType

Select the Report from the dropdown list. Enter the dates for the report to cover. Once generated, the report can be exported or saved.

Samples:

Submission Production
Summary

VIEW & PRINT REPORTS

Portal Admin /

(® Some reports may contain large amounts of data and could take several minutes to process.

Reports
Submission Production Summary

-]

Beginning Date
01/01/2025

E g D
® 05/07/2026 ] All

Submission Type

v l (1) Generate Report

Submission Type

265

241

280

240

250

293

Description

John Map Test

Pitney Bowes Mill Rate

Relay Unify Healthcare Demo

Relay Unify Web4 Gas

RU Web4 Hospital uBridge

Track My Mail

Pitney Bowes

Relay Unify Web User Guide

January 2026

Items: I 10

- =

Export File Type: I Acrobat (PDF) File

Sets Images
4 16

128 128

10 20

164 212
150 300
168 210

l per page @ E 1-60f6 |E‘ |Z‘ ﬂ |Z‘ |E|
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Submission Production Detail Summary

VIEW & PRINT REPORTS

Portal Admin / View & Print Reports
(i) Some reports may contain large amounts of data and could take several minutes to process. %
REPORTS

Report
Submizsion Production Detail Summary ‘

SUBMISSION PRODUCTION DETAIL SUMMARY Export File Type: [ Acrobat (POF) File w ] m

Beginning Date El Ending Date
01/01/2028 05072025

D Submission Type Description Sets Images
3437 265 Johin Map Test 4 16
8430 41 Pitney Bowes Mill Rate 32 32
3431 1 Pitney Bowes Mill Rate 32 32
9432 241 Pitney Bowes Mill Rate 32 32
8433 b2y Pitney Bowes Mill Rate 32 12
9434 260 Relay Unify Healthcare Demo 10 20
8435 240 Relay Unify Webd Gas ] 3
3441 240 Relay Unify Web4 Gas & 3
3442 240 Relay Unify Webd Gas ] ]
9443 240 Relay Unify Web4 Gas ] 3

s (1 s © (@ 1-werss [ A EEE G
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Multi-Channel Delivery

VIEW & PRINT REPORTS

Portal Admin / View & Print Re

(D some reports may contain large amounts of data and could take several minutes to process.

REPORTS

(%)

Reports
Multi-Channel Delivery

- ‘

Eeginning Date

01/01/2025
MULTI-CHANNEL DELIVERY
Account #/Name Sub Id Sub Type Name
Relay Unify Web4 240 Relay Unify Webd Gas
Relay Unify Web4 240 Relay Unify Webd4 Gas
Relay Unify Web4 240 Relay Unify Webd Gas
Relay Unify Web4 240 Relay Unify Webd Gas

Pitney Bowes Relay Unify Web User Guide

Ending Date [1] Generate Report
05/07/2026 L

Export File Type: [ Acrobat (PDF) File ~ ] m

Subm Id # SMS # HTML FIVR <= 1:00 1:01-2:00 2:01-3:00 3:01-4:00 4:01-5:00 5:00++
2478 4
2479 4
3480 4
2481 4

vems: (10 ] pervage © Q@ 1-4014 [<] (<] @] 2]
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End User Enroliment

The user selects the beginning and ending dates from the calendar select.

This report shows all accounts enrolled in the web for a specific date range.

VIEW & PRINT REPORTS

Partal Admin / View & Print Report

LA

(i) Some reports may contain large amounts of data and could take several minutes to process.

Reports

End User Enraliment

Beginning Date

Q1/01/2025

Ending Date
o) 05/07/2025

END USER ENROLLMENT

Date Account Number
5/2025 71608

5/2025 7701

1/2026

1/2026

1/2026

1/2026

1/2026 123454321
1/2026 71705

212026

272026 1010123456780

Pitney Bowes Relay Unify Web User Guide

Account Name

Ryan Semanchik

Alex Gregory

End User 2

End User 7

Full Name 2

Test Name

Full Name

End User 1

Duplicate Account

Redia Lubben

Email Address

tylerm@transfrm.com

tylerm@transfrm_com

tylerm@transfrm.com

tylerm@transfrm_com

tylerm@transfrm.com

tylerm@transfrm.com

tylerm@transfrm_com

tylerm@transfrm.com

tylerm@transfrm_com

tylerm@transfrm.com

[ Generate Report

®

Export File Type: [ Acrobat (PDF) File

Enroll Date

05/02/2025 03:2711 PM

05/02/2025 03:25:22 PM

01/28/2026 03:11:52 PM

01/28/2026 08:08:20 PM

01/30/2026 12:19:35 PM

01/28/2026 08.33:07 PM

01/09/2026 02:07:35 PM

01/22/2026 03.56:57 PM

02/04/2026 02:38:15 PM

02/27/2026 02:59:57 PM

2l -

Disclaimer Date

02/13/2026 10:27:46 AM

01/28/2026 08:39:31 PM

01/30/2026 12:22:56 PM

01/28/2026 08:36:46 PM

03/27/2026 02:52:57 PM

Iterns: per page ® ﬂ 1-100f23 E]

January, 2026
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Disclaimer Non-Acceptance

The user selects the beginning and ending dates from the calendar select.

This report shows users who enrolled but did not accept the disclosure.

VIEW & PRINT REPORTS

Portal Admin / View & Print

(i) Some reports may contain large amounts of data and could take several minutes to process.

REFORTS

Reports

Disclaimer Mon-Acceptance

Beginning Date Ending Date
01/01/2025 05/07/2026
DISCLAIMER NON-ACCEFTANCE
Date Account Number Account Name
572025 0030-D-00344-0000-00 Chris Lindsay
572025 1010123456769 Karen Stasik
5/2025 1231231 23- Alex Gregory
5/2025 123454321 Chris Lindsay
5/2025 247639641-66 Chris Lindsay
5/2025 360360360-00 Ryan Semanchik
572025 4773252 Alex Gregory
5/2025 4830620 Ryan Semanchik
572025 550470108000 Alex Gregory
5/2025 716598 Ryan Semanchik

Pitney Bowes

Relay Unify Web User Guide

Email Address

tylermi@transfrm.com

tylermi@transfrm.com

tylerm@transfrm.com

tylerm@transfrm.com

tylerm@transfrm.com

tylerm@transfrm.com

tylermi@transfrm.com

tylerm@transfrm.com

tylerm@transfrm.com

tylermi@transfrm.com

s (1 e © Q@ erners [€) (€) EB 2

January, 2026

«
"] Generate Report

Export File Type: [ Acrobat (POF) File

]

Enroll Date

05/02/2025 03:24:16 PM

05/02/2025 03:13:53 PM

05/02/2025 03:25.22 PM

05/02/2025 032418 PM

05/02/2025 032418 PM

05/02/2025 032711 PM

05/02/2025 03:25:22 PM

05/02/2025 03:27:11 PM

05/02/2025 03:25:22 PM

05/02/2025 032711 PM
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Revert Report

The user selects the beginning and ending dates from the calendar select.

This report shows users who have un-enrolled from the web.

VIEW & PRINT REPORTS

Portal Admin / View & Print Reports

(© Some reports may contain large amounts of data and could take several minutes to process.

REPORTS
Reporis
Rewvert Report e
Beginning Date Ending Date
ginning g "
01/01/2025 05/07/2026 ‘ (1) Generate Report
REVERT REPORT Export File Type: [ Acrobat (PDF) File ~ ]
Date Account Number Account Name Email Address Enroll Date Unenroll Date Reason
1/2026 End User 2 tylerm@transfrm.com 01/28/2026 08:11:52 PM 05/07/2026 03:32:19 PM testing for documentation
1/2026 End User 7 tylerm@transfrm.com 01/28/2026 08:08:20 PM 05/07/2026 03:34:01 PM testing for documentation
voms (1 peroge © (@ 12002 () DG )
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Billing Report Detail

The user selects the report month and year.
The report has 3 options, detail, summary by submission and summary by submission type.
The report shows all accounts that are active on the web.

The detail shows each account. VIEW & PRINT REPORTS

Portal Admin / View & Print Reports

(i) Some reports may contain large amounts of data and could take several minutes to process. }:{

Eilling Report Detsil

Eeginning Date
BILLING REPORT DETAIL Export File Type: [ Acrobat (POF) File w ]

Date Sub Type ID Sub Description Submission 1D Sub Date Account Enrolled Month Active Year Active
0172025 240 Relay Unify Web4 Gas 1010123456789 ¥ 1 2025
01/2025 40 Relay Unify Web4 Gas 123454321 ¥ 1 2025
012025 240 Relay Unify Web4 Gas 260275 ¥ 1 2025
01/2025 40 Relay Unify Web4 Gas T1698 ¥ 1 2025
012025 240 Relay Unify Web4 Gas nm ¥ 1 2025
01,2025 241 Pitney Bowes Mill Rate 1010123456780 ¥ 1 2025
01/2025 by Pitney Bowes Mill Rate T1608 ¥ 1 2025
01,2025 247 Relay Unify Secure 71698 ¥ 1 2025
01/2025 230 RU Web4 Hospital uBridge 123123123-1 ¥ 1 2025
01,2025 250 RU Web4 Hospital uBridge 550470108000 ¥ 1 2025

s (1) e o © @ -0 (A
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Billing Summary Sub

The Summary by Submission shows the total number of enrollees for a submission.

VIEW & PRINT REPORTS

Portal Admin / View & Print R

(i) Some reports may contain large amounts of data and could take several minutes to process.

REPORTS

Lt

Reports

Billing Summary Sub

. Eeginning Date
Le] 01/0172025

BILLING SUMMARY SUB

Date Sub Type ID Sub Description Submission 1D
0172025 288 Demao 32626
0172025 202 Demao 3526
0172025 261 Demo 813
0172025 24 Pitney Bowes Mill Rate
0172025 280 Relay Unify Healthcare Demo
0172025 242 Relay Unify Secure
01,2025 240 Relay Unify Web4 Gas
01,2025 250 RU Web4 Hospital uBridge
Pitney Bowes Relay Unify Web User Guide

Sub Date

January, 2026

Export File Type: [ Acrobat (PDF) File

Number Docs Enrolled

1

[*] Generate Report

i ] Export

Month Active

1

Year Active

2025

2025

2025

2025

2025

2025

2025

2025

[tems: per page @E 1-80of8
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Billing Summary SubType

The Summary by Submission Type shows the total number of enrollees by submission type.

Portal Admin / View & Print Re
(i) Some reports may contain large amounts of data and could take several minutes to process. x
REPORTS
Reports
Eilling Summary SubType ~
- Eeginning Date e
=) | 1012028 (] Generate Report
BILLING SUMMARY SUBTYPE Export File Type: [ Acrobat (PDF) File e ] Export
Date Sub Type ID Sub Description Number Docs Enrolled Month Active Year Active
0172023 283 Demo 32626 1 2025
01,2025 202 Demo 3526 1 2025
01,2025 261 Demo 813 1 2025
0172023 4 Pitney Bowes Mill Rate 1 2025
0172023 260 Relay Unify Healthcare Demao 1 2025
01,2025 242 Relay Unify Secure 1 2025
0172023 240 Relay Unify Web4 Gas 1 2025
01,2025 250 RU Web4 Hospital uBridge 1 2025
roms [ prpage © [ -
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Submission Dashboard Reports
Select the Report from the dropdown list. A new tab will display the report. The report can be printed or saved.

This will display any and all of the autoprint reports, pregeneration report, or custom reports that generated for the submission. All reports that are
displayed in the reports tab for a submission within uControl will be available within this dropdown list.

Relay " Unify @y Account -

Poweared by Transformations

PORTAL ADMIN (55 EDITOR DHOCUMENT SEARCH

SUBMISSION DASHBOARD
Portal Admin / Submission Dashboard / View Document List
SUBMISSION DETAIL
Submission Type File Name D Docs Page Received Date Status
Track by Mail PBGasData_overflowdetails. 2493 1 10 05/05/2026 Print Manager
csv

Itemized Submission Report

FILTER Sutmission Breakdown Repart 0 Show Credits O Show Zero Balance

‘Submizsion Detail Report

Return Address Summary

Manifest Report
" Account Data C5V
Account Joh Presort Document C5V FBALANCEDUE SACTIVITY View Statement
1010123 Job Summary Submission Report om 548065 Aotivity View Statement
12345431 Chris Lindsay 3 05/05/2026 02-13:31 pm -524.83 Buctiity View Statement
260273 Scatt Tripp ] 050572026 02-13:31 pm S13.82 Agtivity View Statement
29837004338 Maureen Melyzhar 7 05/05/2026 02-13:31 pm -524.83 Artriity View Statement
T16498 Ryan Semanchik 1 05/05/2026 02-13:31 pm $41.00 Aotivity View Statement
bkl Alex Gregory 3 05/05/2026 02-13:31 pm s24.02 Aotiity WView Statement
1703 Bart Hzag ) 05/05/2026 02-13:31 pm -524.83 Boctiity View Statement
nr Tyler Mahurin 2 050572026 02-13:31 pm 8881 Bctiity View Statement

lterns: | 10 | perpage®ﬂ1-30f3 n
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Adding Custom Report to Relay Unify

This document will detail the process of adding a Custom Report to Relay Unify.

This document will not address how the Report is created. It will only address how the Report will be made visible in Relay Unify after it has been
created.

Create Report

The Report is created outside of Relay Unify. Currently there is no automated process that will generate Reports outside of Relay Unify. One
Suggestion is to create a Scheduled Task that will check the Status of submissions or Jobs and create reports as necessary. This process would
then have to update the Relay Unify Database to allow Relay Unify to know that the Report Exists.

To determine the status of submission and the status of a Report for the submission can be accomplished using the following query.

select c.submid

from submissions c

where status in ('A','J','C")
and not exists (

select b.subjobrptid

from reports a, subjobrpt b
where a.rptid = b.rptid

and b.submid = c.submid

and a.repdesc = 'Custom Report 1'
and b.createdflag = 'Y'

)

order by c.submid

The above will give you a list of Submissions in ‘A’ (Ready to Print), ‘J’ (Job Select), or ‘C’ (Complete and Mailed) statuses where the report ‘Custom
Report 1’ is not in the Subjobrpt table or is not marked as created in the Subjobrpt table for the submissions.

The report must exist in the Report table or this will produce a list of all submissions.
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Database
The Reports table contains the List of available reports for Relay Unify. All other tables link to this table on the RPTID field. The 1% step in adding a
Report to Relay Unify is to add a record to the Reports table. The fields in the Reports table are:

RPTID — Auto Generated. Do NOT attempt to populate this field. When a Record is added it will generate a New RPTID automatically.
RepDesc — Varchar(30) — Required. This id the Description of the Report. This description is displayed on the Web.

CreateDate — Datetime — Required. If this is left out of the insert query it will be automatically populated with the current date and time.
Createby — Varchar(15) — Required. This is the Person that created the Entry. Some Identifier to indicate who added the record.
Moddate — Datetime — Not required.

ModBy — Varchar(15) — Not required.

Status — Varchar(1) — This must be ‘A’ if the report is to be available.

FileSpec — Varchar(40) — This is the File Specification. This will describe the Report Naming Convention for Relay Unify to locate the correct file.
This must be unique and contain %S in the field. Relay Unify will populate the %S with a 12-digit zero padded field of either the Submid or
Jobno depending on Report Type.

Reporttype — Varchar(1) — This will be either S for Submission or J for Job. Only Submission Level reports are available on the Web.

AutoGen — Varchar(1) — This will be Y if the report is autogenerated. For Custom reports this should be Y’. This means that Relay Unify is not
generating the Report.

ReportDLL — Varchar(50) — This is the DLL that Relay Unify will call to generate the Report.
AutoPrint — Varchar(1) — With this Y the report will be automatically printed.
PrintOrder —Smallint — This is the order in which it is to be printed.

PrintCopies — Smallint — This is the number of copies to print.

This is a sample insert query for the Reports table:

Insert into Reports (repDesc, createdate, createdby, status, filespec, reporttype, autogen)
Values
(YCustom Report 1’,getdate(), ‘Relay Unify’,’A’

‘RPT%S.CRP1.PDF’,"S’","Y")
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This will add to the Report table for a report called ‘Custom Report 1’. The createdate will be current date and time. The created by user will
be ‘Relay Unify’. The status will be ‘A’ (active). The filespec will be ‘RPT%S.CRP1.PDF’. An example of the report name would be
‘RPT000000010000.CRP1.PDF’. The report is a Submission level report. The report is autogenerated.

Only .PDF or .TXT files can be printed and .TXT files will be printed by calculating the largest font size required to put all characters across
on a single page.

SubJobRpt
The SubJobRpt table contains a list of the Report that should be available for a Submid or jobno. This table also defines the location of the Report,
the Report status and the email status of the Report. The fields in this table are:

SubJobRptID — Auto Generated. Do NOT attempt to populate this field. When a Record is added it will generate a New SubJobRPTID
automatically.

Submid — Bigint — This should be populated with the Submid if the report is a submission report. This should be null if it is a Job Report.
Jobid — Bigint — This should be populated with the Jobid if the report is a Job report. This should be null if it is a Submission report.
RPTID — Bigint — This is a link to the Reports table.

CreateDate — Datetime - This is the date and time the record was created. This is not the Date the Report was created.

ReportDate — Datetime — This is the date and time the report was created.

CreatedFlag — Varchar(1). Once the report is created this should be set to ‘Y’.

Location — Varchar(200). This is the fully qualified path (UNC Path) where the report file is located. The Relay Unify System must be able to
access this directory. The Relay Unify Reports use the Directory RPT below the Submit directory for location. This must be provided and must be
correct, or the report will not be found.

Mailitem_id — Integer — This is the link to the SQL email system. If the email is created outside of SQL Email, then this will have a negative number.
If created by SQL Email, then this will have a positive number linking to the msdb.dbo.sysmail_allitems view. This should be set to Null.

EmailCreated — Varchar(1) — This will be set to Y when the email is created. This should be set to N or left Null until the Email is created.
Printed — Varchar(1) - This will be set to Y when the report is printed. This should be set to N or Left Null until it is printed.
PrintedDate — Datetime — This will be the date and time the report was printed. This should be set to Null.

When the Report is created by the external program it should check for a Report in the Subjobrpt table for the Submission or Job with the correct
rptid (from the Reports table). If the record exists in the SubjobRPT table it should be updated with the Report date, location, and the createdflag
should be setto Y.

If the record does not exist in SubjobRPT table then a record should be added with the Report date, Location, and the createdflag setto Y.
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A sample of the Queries:

Check for Record in Subjobrpt table.

select b.subjobrptid, b.createdflag
from reports a, subjobrpt b

where a.rptid = b.rptid

and b.submid 200

and a.repdesc = 'Custom Report 1'

The above will give you the subjobrptid to be updated. If this is blank, then an insert must be performed. The above query looks for report ‘Custom
Report 1’ for Submission ID 200. If the report were a Job no report, then the query would be:

select b.subjobrptid , b.createdflag
from reports a, subjobrpt b

where a.rptid = b.rptid

and b.jobid = 200

and a.repdesc = 'Custom Report 1'

If it returns a value for subjobrptid then check the Createdflag. If the createdflag = ‘Y’ then the record has already been filled out. If the createdflag
= ‘N’ or is null then update the record.

update subjobrpt

set reportdate = getdate(),
createdflag = 'Y',

Location = '"\\server\dirl\dir2\'
where subjobrptid = 235

The above will update subjobrptid 235 with the current date and time, change the createdflag to Y’ and fill out the location of the report file.

If subjobrptid returns blank, then you will need to insert a record for the report. This query inserts a record.

Insert into subjobrpt
(submid, rptid, createdate,
reportdate, createdflag,location)

values
(200, 25, getdate(),
getdate (), 'Y','\\server\dirl\dir2\")

The location should end with \
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SysEventrpts
The SysEventRpt table links reports to email events. Only certain email events will email reports. The SystemEvents table contains the list of email

” W

events that can be created for a given submission. Only the “Breakpack Reports”, “Cleansing Reports”, “Presort Submission Reports”, “Presort Job
Reports”, and “BUOB NCOA Reports” events will email reports.

The SysEventRpt table fields are:

Event ID — Integer — This should be one of the event id’s of the above listed reports.

PRTID — Integer — This should be a report id from the Reports table.

For the report to be emailed with the specified Email event the report must exist at the time the email is created.

Breakpack Reports event will occur after the submission is finished with Breakpack. If the Custom Report does not exist when the Event is run,
then it will not email the report.

Cleansing Reports event will occur after the submission is finished with Address Cleansing. If the Custom Report does not exist when the Event is
run, then it will not email the report.

Presort Submission Reports event will occur after the job is finished with Presort. If the Custom Report does not exist when the Event is run, then it
will not email the report.

Presort Job Reports event will occur after the job is finished with Presort. If the Custom Report does not exist when the Event is run, then it will not
email the report.

BUOB NCOA Reports event will occur after the job is finished with NCOA. If the Custom Report does not exist when the Event is run, then it will not
email the report.

Web
If the Report is entered into the Reports table and entered into the SubJobRPT table as a Submission Report, then it will automatically be available
on the Submission Screen with the rest of the reports.

The SubjobRPT record must have a created flag of Y’, a valid location for this to work. The Reports table record must have a status of ‘A’, and the
FileSpec must return a valid file name when the %S is substituted with the submission ID. The FileSpec ‘RPT%S.big.pdf would return
‘RPT000000001087.big.pdf’ if the submission id was 1087.
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IP Address Validation

Click on the IP Address Validation button in Web Setup.

IP Address Validation

Single Sign On

Use this area to enter in IP Addresses that are valid to do
Single Sign On. If an IP Address attempts to connect to the
site, it will be rejected if not in the list.

Ranges can be entered in using a dash and addresses
should be comma separated.

Login Page IP Validation
Use this area to restrict access to the website to IP
Addresses that are in the list.

Ranges can be entered using a dash and individual
addresses should be comma separated.

Proxy Validation
Use this area to allow access through a proxy server.

IP Address Validation

Enable Remote Authentication

SINGLE SIGN ON (IP Addresses that are allowed Single Sign On)
IP Addresses (comma separated). To

enter a range, put a dash between IP

Addresses. Example: 192.168.1.1-

192.168.1.150

LOGIN PAGE (Only IP Address in this list will be allowed access to the web)

IP Addresses (comma separated). To
enter a range, put a dash between IP
Addresses. Example: 192.168.1.1-
192.168.1.150

PROXY (Proxy IP Addresses in this list will be allowed access to the web/single sign on)

IP Addresses (comma separated). To
enter a range, put a dash between IP
Addresses. Example: 192.168.1.1-
192.1638.1.150

Ranges can be entered using a dash and individual addresses should be comma separated.
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Remote Authentication

Remote Authentication for the web is not enabled by default since the only security is the IP Address of the requestor and only if the IP Address
Validation is enabled in uSetup.

If you would like to turn this setting on/off at a client level setting, that can be done under Web Setup for each client.

IP Address Validation s

Enable Remote Authentication

SINGLE SIGN ON (IP Addresses that are allowed Single Sign On)
1P Addresses (comma separated). To Click on the IP Address Validation button within
enter a range, put a dash between IP a client’s web setup. Check the Enable Remote

Addresses. Example: 192.168.1.1- . . .
192.168.1.150 Authentication box at the top of the window.

LOGIM PAGE (Only IP Address in this list will be allowed access to the web)

1P Addresses (comma separated). To
enter a range, put a dash between IP
Addresses. Example: 192.168.1.1-
192.168.1.150

PROXY (Proxy IP Addresses in this list will be allowed access fo the web/single sign on)

IP Addresses (comma separated). To
enter a range, put a dash between IP

foreses Bempletea A0S Enter the IP Addresses or Proxy Server IP
Addresses in the appropriate box that will be
using Remote Authentication.
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Landing Page Navigation Bar

Master links will appear along the top of all
pages once a user is logged into the site. To
manage where the pages/links will appear on
the web site, click on Landing Page
Navigation Bar Tab under the Site Design
Dropdown Tab.

Click + Add Page Link.

If it is an internal page, check the Internal

Relay” Unify

Powered by Transformations

PORTAL ADMIN CSS EDITOR DOCUMENT SEARCH

Portal Admin HoverText

PORTAL ADMINISTRATION

Submissions & Documents

Users & Groups

Submission Dashboard

Features & Settings

F This section allow display of the
PDF

current status of all submissions.

User Activity

@ My Account ~

Web Proofing
Review submissions, approvals, and

Document Search

e

This section allows searching for
documents before additional
individual user documents.

processing.

page Link box. Ifitis an internal page, you will be required to select a custom page from the Page dropdown. If it is not an internal page, you can

manually enter in a URL in the URL field.

Enter a Description.

Enter in the Text that will appear on the
site as the link.

Enter the Hover Text that will be
displayed when the link is hovered over.

Select either New Page or Navigation for
the Target. This will also be dependent
on the browser of the user.

Select the Order you want the page to
appear.

Click Save.

Landing Page Navigation Bar

nternal page links
Language

English

Page

Ur
hitps:/www.pitneybowes.com/us
Description

Relay Unify

Text

Relay Unify

Relay Unify

o New Page

Mavigation

]

Landing Page Navigation Bar X

nternal page links
Language
English -

Portal Admin -

Ur
/Admin/PortalAdmin

©

Description
Portal Admin Description
Text

Portal Admin

Portal Admin HoverText

o Mavigation

New Page
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DNS Configuration for Relay Unify

Overview

Relay Unify uses the form:

client.domain.name

Where client is the client name and domain.name is the desired domain.

For example: if my preferred domain was documents.com and | had a customer whose name as ABC, a good url for would be abc.documents.com

This is done to allow a service bureau to host a url in a domain that belongs to their customer. Using the above example: ABC company may have
domain named ABC.com and may want their portal to reference portal.abc.com.

Unless a dedicated domain is used the following must be done for every new site added to Relay Unify:

1. A new DNS A record must be added to the authoritative DNS server for the new URL and must be pointed to the IP address of the Relay
Unify web server.
2. The url must be add to the bindings for the Relay Unify site in Microsoft Internet Information Server (IIS).

Dedicated Domain

The above approach results in IT involvement for each new client. For this reason, Transformations recommends acquiring a separate domain for
the use of the Relay Unify web server. This domain can be either a root domain such as documents.com or a sub domain such as
sites.documents.com. In the latter case the url would become company.sites.documents.com.

To reduce IT involvement, obtain a new domain and ensure it contains a wildcard A record that points to the Relay Unify web server such as:
*.domain.name 59 IN A 10.10.0.1

Where domain.name is your domain and 10.10.10.1 is the IP address of the Relay Unify webserver.

On the Relay Unify web server ensure that the default binding (*/80) is associated with the Relay Unify site.

If you have any questions, feel free to contact Ulruo Support.
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Relay Unify Glossary

Users:

o Relay Unify User — User created that has access to all of the Relay Unify programs on the Relay Unify database. This includes every
module except Print Manager.

e Print Manager User — A user that is created in Print Manager and only has access to log into Print Manager. This user is set up in addition
to the Relay Unify user because Print Manager is on the Print Queue database and not the Relay Unify database.

e Web User — A user from admin level to end user that has a login to the web portal.

o User Type — There are three user types by default: admin, CSR, and end/standard user. Additional user types can be created and
customized. Each user type can have multiple users.

CLID/Client/Customer — These terms are used interchangeably and refer to the client setup in uSetup. Each client can have multiple submission
types under it. The CLID is the unique number given to each client.

Map — The document that is created using uCompose, our composition tool.

Omit — Documents marked not to get printed (excluding e-statements).

Exclude — Documents that do not get presorted; can still be printed but not with the standard run.
No Mail — Documents that are print but not mailed (ex: send to customer).

Presort — In bins for mailing.

Cleanse — Make sure addresses are correct and updates them.

Submission Type — This is where the business rules are setup for a document.

Submission — Every time a data file is submitted, and a submission type is processed it is called a single submission. A submission type can have
a submission run every month for example.

Job — A job consists of one or more submissions.

Merge Job — Consists of two or more submissions. Documents from either submission are merged into one document (mail piece) based on
certain criteria. This can be done by Name, Address, or Account Number.

Combine Job — Consists of two or more submissions. Generally multiple submissions of smaller size are combined to get through Presort at once
to receive presort discounts. The number of documents from each submission remains the same during a combine job.
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Print Job — Created using a print configuration or manually in uPrint. One job can generate multiple print jobs.

Print File — The file(s) created as part of the print job that is sent to the printer. One print job can have multiple print files created by size or number
of documents, for example.
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