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Introduction 

Relay™ Unify, Powered by Transformations is a Job tracking solution that provides visibility throughout the entire production process.  With a complete operational 

tracking solution with SLA management, job ticket support, and multiple Dashboards, Relay Unify provides each person in the manufacturing process with a simple 

interface to help them manage and track production jobs and mail pieces. 

Relay Unify has an open interface table to support jobs created in other composition systems and supports, tracking them through print, insertion and mailing; with 

the ability to support full job or piece level verification.  The Relay Unify Reprint feature has automated reprinting of damaged pieces and provides 100% 

verification of mailing (no human interaction is required when pieces are damaged in the printing process, Relay Unify automatically reprints them!). 

 

• Automated File Receipt & Data Validation 

• Job Setup and Configuration 

• Combining/Co-Mingling 

• Job Tickets 

• eDelivery 

• Extensive Reporting Dashboards 
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Implementation Summary 

 

1. Create a client. 

2. Configure client level settings. 

3. Set up your Submit directory with all images, maps, etc. for the client. 

4. Create cleansing and presort templates. 

5. Create a submission type. 

6. Setup email and email events. 

You are ready to run jobs through! 
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Control Buttons 

New – Click to create a new record. 

Edit – Click to edit a record. 

Save – Click to save changes made to a record. 

Cancel – Click to cancel changes made to a record. 

Copy – Click to copy a record and then edit as desired. 

Delete – Click to delete a record.  

Close – Click to close the form. 

 

These buttons allow the user to add a new item. 

 

These buttons allows the user to edit an item. 

 

These buttons allow the user to save the item you just edited/added. 

 

These buttons always allow the user to cancel any changes made to the item. 

 

Navigator: 

o First Record 

o Back 5 

records 

o Previous 

record 

o Next Record 

o Forward 5 

records 

o Last Record 

 

Navigator: 

o First Record 

o Previous record 

o Next Record 

o Last Record 
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Submit Directory 

Images – The images used in the maps will be in this directory. 

Maps – The maps that create the documents will be in this directory. 

FTP – The data files will be placed in this directory to be picked up and create a submission. 

Web – The data files that are uploaded on the web will be placed in this directory to be picked up and create a submission. 

Prep – The preprocessing files will be placed in this directory. 

GCA – This is where the mail.dat files will be placed once they are created. 

RPT – The reports that are generated for submissions and jobs will be placed in this directory. 

PRT – The print files created by print jobs and print configurations will be in this directory. 

PDF – Any pregenerated PDFs created will be in this directory. 

 

 

 

 

 

 

 

 

 

 

Tips: 

These directories should have client folders 
that contain submission folders to organize the 

files in each directory. 
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uSetup 

This program will be used to create clients, websites, and the business rules around documents/submission types. 
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Main Menu 
 

Version 

To determine the version of uSetup that you are running, just login and it’s on 

the bottom right corner of your main page. 

 

 

 

 

 

 

Change Password 

The user can change their own password by selecting Change Password under the User menu. 

Type in the new password and confirm it.  If the password doesn’t satisfy the requirements there will be an  

error message detailing the requirements for the password.  These requirements come from the  

Admin.  User dropdown tab. 
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These can be found under the Global Settings menu from the dashboard.  Choose the Web Settings -> Web User Password Settings from the dropdown tab. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once you have entered a password that meets the requirements, there will be confirmation that 

the password has been changed. 
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Exiting the program 

Under the profile dropdown tab in the upper right-hand corner, click on the name shown.  Choose at the very bottom, the Sign 

Out option, to sign out. 

 

 

Once you sign out, it will take you back to the main web sign in page 

where you can log back in as any user. 

Enter your login credentials to sign back in. 
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DB Connection 

The first time you log in to uSetup, or any other Relay Unify Module, you will be asked to set up your connection parameters.  You can change this at any time by 

selecting Connection in the Database menu. 

Server: This is the SQL server name. 

Database: This should always be Relay Unify. 

User ID – This is typically trans, or whatever the SQL database connection login is, which is not stored anywhere. 

Password – This is typically trans, or whatever the password for the SQL server login is, which is also not stored anywhere. 

Integrated Security (Windows) – If this is checked, then the Windows domain user login for the SQL server will be used for UserID/PW.  (This is not 

recommended). 

DB Provider – If you are not using TLS select SQLOLEDB.  If you are using TLS 1.2 select either SQLNCLI11 or MSOLEDBSQL. 

DB Port-- This is set up through your I.T. team.  It can be left blank if a dynamic port through SQL Server is not configured. 
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Activating Additional Modules 

Under the File 

menu, select 

Activation. 

If you have Relay Unify uBridge, Relay Unify Print Manager, or 

Relay Unify Customize, Pitney Bowes support will create a key for 

you that will appear here.  The support team will enter the key upon 

installing the module.  Please contact support if you have further 

questions regarding activation keys. 
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Configure Menu – Global Settings 
Global Settings – Password Settings 

The password requirements for Relay Unify web users are found under the Global Settings menu on the main uSetup screen.  Select Global Settings then go to 

the Web Settings tab, then choose Web User Password Settings.  The top section of Password settings will apply to Relay Unify web users. 
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User Management 

To set up the users for Relay Unify, select User Management from one of two locations on the main uSetup page.  One is the profile dropdown tab.  The second is 

View Users from the home page.  This is for Relay Unify users using all programs except Relay Unify Print Manager. 

 

 

 

 

 

 

 

 

 

 

 

 

Username – This is used to login to each program. 

Password – This is used to login to each program. 

Change Password – Click this button to change the user’s password.  This must satisfy the user password settings under Admin Profile dropdown > 

Password Requirements. 

First Name/ Last Name – Enter the user’s first and last name. 

Description –Give the user’s profile a description. 

Active – If this is checked, the user can login; if it is unchecked the user is disabled and cannot log in. 
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Manage Application Access –Check these boxes to allow the user access to the different applications (uSetup, Smart Delivery, uControl, and Relay Unify 

uCompose). 

Set Locations: 

Locations are setup under Global Settings > Locations. 

Once locations are set up, they are available to all users on that server. 

Description—Give your location an easily identifiable name. 

Enabled—Check this box if you want to be able to use this location. 

Report Printer—Once you have printers set up and linked to your server, they 

will show in this drop down to choose for your Location set up. 
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Work Calendar 

Under the Global Settings tab, choose the SLA Management tab. 

This is used for calculating SLAs.  If a day is not marked as a workday, then it will not be used in calculating when the job is 

due to be completed. 

All days are set as workdays by default.  To mark a day as No (not a workday), click on the date and it will change to 

having a blue line underneath it. 

You can mark days one by one, or you can now choose Annual Days Off at the top of the menu.  You can even set a date 

range of consecutive dates for days off. 
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Processes & Directories 

Under the Global Settings tab, select Processes & Directories.  These are various directories and settings that 

globally change the workflow of jobs through Relay Unify.  The Max Processes number represents the instances that 

can run per machine/server.  This can be changed in the database.  Please contact Pitney Bowes Support to assist 

in changing items in the Processes directory. 

Submit 

Directory – This should not be edited after it is set up in the initial installation of Relay Unify.  This is the UNC path to 

the root of the Relay Unify processing directories.  This should be \\server\Submit\ and this entry should be identical 

to FTPSubmit, WebSubmit, and EmailSubmit directory entries. 

DefImgDir – The UNC path to the IMAGES/ folder.  This is the home folder for relative image paths.  By default, this 

is located in the SUBMIT/ folder. 

DefRTFDir – The UNC path to an optional, separate RTF folder.  This is the home folder for relative RTF file paths.  

By default, this is blank and falls back to the directory specified by "DefImageDir".  If this option is used, Pitney 

Bowes recommends creating an "RTFS/" directory in the SUBMIT/ folder. 

 

FTPSubmit 

Directory – This should not be edited after it is set up in the initial installation of Relay Unify.  The UNC path to the folder where data received into Relay Unify via 

the FTP process (Relay UnifySubFTPService) will be renamed and moved to for processing.  By default, this is located in the SUBMIT/DATA/ folder. NOTE\: this is 

not the folder where files are received via FTP; that option is set in "Submission Type Maintenance".  This should be \\server\Submit\ and this entry should be 

identical to FTPSubmit, WebSubmit, and EmailSubmit directory entries. 

Wait Time – The number of seconds the Relay Unify Submission FTP Service waits before polling the FTP submission directories for new data files.  If a data file 

has not changed size after this time, it will be received into Relay Unify and processed. 

ErrorLog 

file://///server/Submit/
file://///server/Submit/


 

Pitney Bowes             Relay Unify Workflow Manual to Setup and Process Jobs User Guide          January 2025       Page 22 of 209 

ErrorEmail – The email address to send internal Relay Unify processing error messages.  This email is not customizable and will be sent when a submission is in 

Error status. 

 

Breakpack 

Directory – This should not be edited after it is set up in 

the initial installation of Relay Unify.  This is the directory to 

use for any temporary processing files. 

Wait Time – The number of seconds to wait before 

processing a new submission.  This ensures a unique 

Relay Unify file name with a unique date timestamp.  By 

default, this is set to 1 second. 

MapDir – This should not be edited after it is setup in the 

initial installation of Relay Unify.  The UNC path to the 

MAPS/ folder.  This is the home folder for the relative map 

paths in Submission Type Maintenance.  By default, this is located in the SUBMIT/ folder. 

CheckRTF – The default is N or blank which results in not checking RTF files in Breakpack.  If Y, it will check the RTF files during Breakpack and generate an 

error in Breakpack if the RTF file does not exist. 
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Print 

WaitTime – The number of seconds to wait between running print jobs.  By default, this is set to 10 seconds. 

Directory – This should not be edited after it is set up in the initial installation of Relay Unify.  The UNC path to the folder where print jobs are created via the 

Relay Unify Print Process Service (Relay UnifyPrintService).  This is the home path for the relative print file paths in uPrint and Print Configurations. 

Spoolsize – The maximum file size (in bytes) for print files.  Pitney Bowes recommends a value of "4026532000" (3.75 GB). 

SplitFiles – This tells the Print program to split files if printing to a File Printer. 

InsData – When enabled by setting the value to 1, this causes an IDF file to be created after printing.  The INSDIR value must also be set. 

INSDIR – This is the full UNC path to the directory for the IDF file. The IDF file is enabled using the InsData setting. 

SaveTIF – This enables saving page 1 of each document during printing.  To enable this setting, use a value of 1.  The TIFDIR value must also be set. 

TifDIR – This is the directory for the 1st page tiff image.  The name of the tiff will be set to the value of TifName. 

TifName – This is the template for the 1st page tiff image file name. The name may contain fields/variables in the format <#fieldname>. 

JobBanner – If "InsertBann" or "InsertSep" is enabled, this determines which sort of Print Banner or Job Banner to use.  This number must match the number 

entered in the BannerHeader. BHBannerType. 

Valid values: 

     -1: Enables inserter separator pages. Only used with "InsertSep". 

      1: Default, predefined print banner page for DRS system. Only used with "InsertBann". 

      2: Custom print banner page RTFs from SQL. Only used with "InsertBann". 

      All other values have no effect. 

JBCnt – The number of copies of the Print Banner or Insert Separator to print. By default, this is set to "1". 

ErrorEmail – This email is not customizable and will be sent when a print job is in Error status. 
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APJ_PDF – When this is Y a Print Job PDF will be created after the Print.  The Print Job PDF contains the List of submissions, input file, doc count, sheets, and 

customer.  This is only when Print Configurations are used. 

APJ_MVJT – When this is Y the Print Job ticket is moved from the RPT directory to the directory with the Print Files.  This is only when Print Configurations are 

used. 

DisAppImgM – When this is Y the Append Image commands will have the caching (PCL or Postscript) removed. 

PausePrint – When this is Y the Print Job 

will be paused after ending a spool 

file.  This only occurs when spooling and 

SPOOLSIZE > 0.  The print has to be 

restarted manually. 

ShowStatus – When this is not N the 

rpprintapp.exe will have a progress bar to 

show status. 

WaitOnSpl – When this is Y rpprintapp.exe 

will wait for Spooling and Printing to finish 

before starting a new print.  This only occurs 

when spooling and SPOOLSIZE > 0. 

DefWaitOnS – Number of seconds to wait 

for Spool file to finish printing before starting next print.  Max is 3600 secs.  Only waits if WaitOnSpl or when Print Configuration is used, and spooling is enabled. 

InsertBann – Enter a Y to enable Banner pages.  This will print one banner page at the beginning of the print job.  The paper type and media/tray for the print 

banner are controlled in the "Print Banner" page number in the "Output Page Definition" command in Relay Unify Compose. Pitney Bowes recommends using 

Insert Banner with individual print jobs split on a custom filter in a Print Configuration. This setting is incompatible with "InsertSep". 
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Valid values: 

      Y: Enable the Print Banner pages. 

      N: Disable the Print Banner pages. 

      All other values are considered "N". 

InsertSep – This will print one separator page every time a specified field changes value.  Enables the Inserter Separator pages in a print job.  The paper type and 

media/tray for the insert separator are controlled in the "Print Banner" page number in the "Output Page Definition" command in Relay Unify Compose.  Inserter 

Separator pages are triggered by the Custom Filter option in uPrint or Print Configurations.  Unless you have a specific need to keep print output in a single print 

job, Pitney Bowes recommends using the Inserter Banner instead.  This setting is incompatible with "InsertBann". 

Valid values: 

    Y: Enable the Inserter Separator pages. 

    N: Disable the Inserter Separator pages. 

    All other values are considered "N". 

DRSFE – DRS Front End. When Y and InsertBann = Y then DRS is assumed.  Custom Banners override this setting.  Causes the Output to contain 1 in the DRS 

barcode to indicate DRS Front End enabled. 

FileBanner – Enter a value of Y to enable printing the banner page at the beginning of each print file within a print job. 

Valid values: 

N: Print the Print Banner page only on the first file of a print job regardless of any splitting. (e.g. "PRT_A.ps", "PRT_B.ps", "PRT_C.ps",...). 

Y: Print the Print Banner page on all files of a print job, including print job split across multiple files (e.g. "PRT_A.ps", "PRT_A.ps_00002", "PRT_A.ps_00003", 

"PRT_B.ps", "PRT_C.ps", "PRT_C.ps_00002", ...). 

      All other values are considered "N". 

COPYFILES – When Y, the Mail.Dat files are moved to MLDatPath.  Other reports are moved to MVRPTPath or to same path as the IDF file if MVRPTPATH is 

blank. 
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You will not see MLDatPath or MVRPTPath unless COPYFILES is Y and at least one Print Job has been run. 

PPP – When this is Y a PPP file will be created. 

AllDocsPQ – Allows turning off writing Document records to Relay Unify Print Manager.  Must be set to N to turn off. If blank or of any value other than Y the 

documents records are written to Relay Unify Print Manager.  When N, only the first document in the Print is written to Print Queue.  Setting to N will save time 

during printing because only the 1st document will be written. 

NONPM – If this is enabled with a Y, submission types that use Relay Unify Print Manager settings to create print jobs will process through Relay Unify Print 

Manager status straight to Print Complete status. 

DUP JOB – When Y the original Print Job ID will be used on Duplicate Reprint Jobs.  This means that any output on the document will use the original Print Job 

ID. 

PJTWFile – To enable this, enter a value of Y.  To use this feature, the NONPM setting must also be enabled with a value of Y.  This will create the Print Job 

Ticket as one of the PDF print files within the print job.  This is for output using Native PDF for non-Relay Unify Print Manager jobs. 

NupSep – Print the Inserter Separator pages on an n-up job (if Inserter Separator pages are enabled with "InserterSep").  If Inserter Separator pages are used, 

Pitney Bowes recommends setting this to "Y".  This enables n-up prints but does not apply to Relay Unify Native PDF output.  GroupFieldValue is the Field that 

changes to cause a Separator page.  If GroupFieldValue is blank, then a separator page will not print. 

Valid values: 

Y: Print the Inserter Separator pages on an n-up job. The Inserter Separator page will print on a new, separate sheet, and the n-up calculations will start over 

for the next set of documents. 

      N: Print the Inserter Separator pages but force the print job to be 1-up (as if n-up was never enabled in Relay Unify Compose). 

      All other values are considered "N". 

PDFBefore – The UNC path to a PDF file (can be more than 1 page) that will appear before the statements in a print job and after the Print Banner (if the Print 

Banner is enabled with "InsertBann"). 

PDFAfter – The UNC path to a PDF file (can be more than 1 page) that will appear after the statements in a print job and before the Print Banner if the Print 

Banner is enabled with "InsertBann"). 
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BannerPos – This determines the location where the Print Banner page prints in a print file. 

Valid values: 

F: Print the Print Banner page at the front of the print file as the first page.  The Print Banner will print before any PDF listed in "PDFBefore".  Setting the "Print 

in Reverse Order" checkbox in the "N-Up Docs Definition" command in Relay Unify Compose will cause the Print Banner page to print at the end of the print 

file. 

E: Print the Print Banner page at the end of the print file as the last page.  The Print Banner will print after any pdf file listed in "PDFAfter".  Setting the "Print in 

Reverse Order" checkbox in the "N-Up Docs Definition" command in Relay Unify Compose will cause the Print Banner page to print at the beginning of the print 

file. 

      B: Print the Print Banner page at both the front and the end of the print file as the first and last pages. 

      All other values are considered "F". 

DISPDFNUP – If Y, this will restore the existing PDF Print of Nup maps to non-Nup.  This only applies to PDF output.  A map that is designed to be n-up, will no 

longer print n-up when the print file is created.   

UNPDFINDX – Set this to Y to enable.  This will index the starting page of the print file for each docID and the number of pages in the document.  This is for 

indexing PDF files generated for Relay Unify Print Manager. 

REBUILDFL – If Y, this will rebuild the filename using a Save To DB field from the first document in the print file.  This is to be used when there are multiple print 

files within a print job and the filename uses a Save to DB field. 

USEMRGDOC – If Y, merged documents will be in the same print file.  If this is not enabled, the merged documents will be treated as separate documents when 

printed.  This is used when manually printing from uPrint.exe. 

PJTinFile – If Y, the Print Job Ticket will be the first sheet of the first print file in a print job.  This setting is only to be used with Relay Unify Print Manager.  The 

PJT will always be output duplexed and Landscape.  The PJT will be followed by any Banner Pages, PDF Before, and Separator Pages.  This setting will override 

PJTforPM and PJTWFile settings by setting them to ‘N’ while printing. 

PJTforPM – If Y, the Print Job Ticket will be created as a file if the Print Job is created by a Print configuration (PM is enabled on the submission type). 

AddrCleanse 
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WaitTime – The number of seconds to wait between address cleansing jobs.  By default, this is set to 1 second. 

 

PreProcess 

Directory – This should not be edited after it is set up in the initial installation of Relay Unify.  The local path to the PREP/ folder where the preprocess program 

and scripts are kept.  This is the home folder for the relative preprocess paths in Submission Type Maintenance.  By default, this is located in the SUBMIT/ folder. 

WaitTime – The number of seconds to wait between running preprocess jobs.  By default, this is set to 1 second. 

 

Presort 

WaitTime – The number of seconds to wait between presort jobs.  By default, this is set to 1 second. 

 

WEBSubmit 

Directory – The UNC path to the folder where data received into Relay Unify via the web process (Relay UnifySubWebService) will be renamed and moved to for 

processing.  By default, this is located in the SUBMIT/DATA/ folder.  NOTE\: this is not the folder where files are received via web; that option is set in "Submission 

Type Maintenance".  This should be \\server\Submit\ and this entry should be identical to FTPSubmit, WebSubmit, and EmailSubmit directory entries. 

Wait Time – The number of seconds the Relay Unify Submission Web Service waits before polling the web submission directories for new data files.  If a data file 

has not changed size after this time, it will be received into Relay Unify and processed. 

 

 

 

 

 

file://///server/Submit/
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PostProcess 

Wait Time – The number of seconds to wait between running preprocess jobs.  By default, this is set to 5 seconds. 

Directory – The local path to the PostProcess/ folder where the post-process program and scripts are kept.  This is the home folder for the relative post-process 

paths in Submission Type Maintenance.  By default, this is located in the SUBMIT/ folder.  If the setting is blank, then the directory will be set to the Path of the 

Relay Unify Post Processing Service.  This can be used to set an alternate directory. 

 

EmailSubmit 

Wait Time – The number of seconds the Relay Unify Submission Email Service waits before polling the email submission directories for new data files.  If a data 

file has not changed size after this time, it will be received into Relay Unify and processed. 

Directory – The UNC path to the folder where data received into Relay Unify via the email process (Relay UnifySubEmailService) will be renamed and moved to 

for processing.  By default, this is located in the SUBMIT/DATA/ folder.  NOTE\: this is not the folder where files are received via email; that option is set in 

"Submission Type Maintenance".  This should be \\server\Submit\ and this entry should be identical to FTPSubmit, WebSubmit, and EmailSubmit directory entries. 

 

 

 

 

 

 

 

 

 

 

file://///server/Submit/
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Create a New Customer 

To create a new customer/client, click on the Add Customer button. 

CLID – This is the number assigned to the client in Relay Unify.  It will automatically increment as customers are added. 

Customer – The name of the client is the only 

required field and must be unique. 

External Customer # Field Name – Double click to 

edit this field.  It can be renamed to anything you 

want to link clients from an external system to Relay 

Unify.  This number will appear throughout the pages 

as a reference in addition to the CLID. 

 

Once the customer information has been entered 

click Save.  The customer will now appear in the list 

of all customers on the Manage Customers page. 
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uSetup Main Window 

 

Search – This can be used to search 

for a customer easily.  Enter text then 

press Enter to see the customer list 

reflect the filter.  It will search all 

columns for the text entered. 

Show Deleted/ Inactive Customer – If 

this is checked, the deleted customers 

will appear in the list of customers.  By 

default, Active and Inactive customers 

are displayed. 

The columns can be sorted in 

ascending order by clicking on the 

heading of a column. 
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Customer Level Settings 

General Information – This is where the customer set up begins with name and information. 

Contacts – This is where you can add additional contacts for the customer. 

Contracts – This is all your contract information with that customer. 

Notes – This is for making notes about business rules, meetings, or other customer information. 

Access Permissions—This is where you see and grant users’ permission to access this customer. 

Email Configuration – This is where email credentials are set up for the customer. 

Mandrill Settings—This is where your email tracking details get entered, or you can pull it from your 

preset Mandrill Settings in Global Settings. 

SMS Settings – This is where the SMS credentials for Relay Unify uDeliver are configured. 

IVR/ Voice Settings – This is where the IVR credentials for Relay Unify uDeliver are configured. 

Pregeneration Report – This is where you set up your report settings for this customer, which can 

also be pulled in from Global Settings if applicable.  This will generate a PDF if it is set up. 

Template Fields – This is where customer level values can be entered as template fields to be used 

within template maps across multiple customers. 

License –This is where you request a license for Relay Unify uSecure from Pitney Bowes for the 

customer.  Or you can also import an existing one. 

Relay Unify uSecure Configuration—Here is where you turn on your protection and choose how 

you want your file to expire, if at all.  You can also set a date range. 

Challenges—Effectively a Q+A to set up for access to certain protected files.  This can be set up as 

well in Global Settings and added to any customer with Relay Unify uSecure. 
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Relay Unify Protect—This is where you will set up shredding data, and customer permissions for Relay Unify uSecure.  Also generate your protected file. 

Audit Info—Here will be all of your audit files for Relay Unify uSecure. 

Submission Types—This is where all of your submissions for this customer will be held. 

Web Portal Setup—This is where you set up and brand the web portal for the customer. 

 

Notes 

Enter a note here and click the Save button.  It will be added to the notes tab with a timestamp. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Tips: 

These notes cannot be removed so be careful 
what you enter here! 
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Contracts 

Contract Number - This can be any number you would like to assign to that contract. 

Status – This can be Closed, Open, or Pending to help organize the multiple contracts that may be entered here. 

Description – Enter text to identify the contract easily. 

Start Date – This is the day it began. 

Expire Date – This is the day the contract is no longer valid. 
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Email Setup 
Outgoing 

Host Server – This is the mail server. 

Port – Enter the port.  Default is 25. 

User ID – This is the user ID for the mail server. 

Password – This is the password for the mail server. 

From Email Address – This is the email address the email 

will come from. 

From Name – This is the name of who the email appears 

to be from. 

Reply to Email – This is the email address that will receive 

the reply emails. 

CC Email – These email addresses will be copied onto the 

emails sent. 

Blind Cc Email – These email addresses will be blind copied on the emails sent. 

Enable SSL – If this is checked, it forces SSL for connecting to an AWS (Amazon Web Server) for sending 

email. 

Test Server Settings – This is only to check the credentials initially. 

Once setup, click test, then Save. 

 

If this is set up after email events have been created, there will be a warning when saving the credentials.  If the user clicks Yes, the previously created emails will 

be sent.  If No, then the email credentials will not be saved. 
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Incoming 

This is only needed if data files will be sent to you via email. 

Host Server – This is the mail server. 

Port – Enter the port. 

User ID – This is the user ID for the mail server. 

Password – This is the password for the mail server. 

Forward to Email – This will forward any incoming emails to the email addresses listed here. 

Forward Emails – This must be checked to forward emails to the addresses above. 

SQL Email Profile – Once the credentials are entered, the SQL Email Profile will be saved under the name of the customer. 

 

Tracking 

Use Global – This will use the Mandrill credentials setup under: 

Global Settings > Email Tracking (Mandrill) 

Enter the credentials received from Mandrill: 

• API Key 

• Web Hook Key 

• Dedicated IP 

• Custom Quota 

• Charge 

From Email Address – This is the email address the email will come from. 
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These settings can be setup globally as well under Global Settings > Email Tracking (Mandrill). 

 

 

 

 

 

 

 

Contacts 

Enter the name and address of contacts for this customer.  The name is the only required field when adding a contact. 
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Create a New Submission Type 

From the main page of the website, you can choose View Customers from the Manage Customers tab.  Then choose your customer and go to Submission Types 

from the list on the left.  There you’ll be able to Add Submission Type, or choose from pre-existing submissions, or even Copy similar submissions and edit them 

within.  The bottom of the list will tell you how many total entries you have for the selected customer. 
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From any submission type under the selected customer, click the Add Submission Type button to create a new submission for the client. 

There are 4 required fields to create a submission type. 

• Submission Type 

• Description 

• Map Name 

• FTP Path 

Submission Type - Enter a name for the 

submission type.  There is a 10-character maximum 

for this field. 

Description – Enter a description for the submission 

type.  This field has a maximum of 40 characters. 

Map Name – Enter the path of the map including the 

name of the map.  This field uses the relative path of 

the maps directory in the Submit directory. 

If the full path to the map is: 

\\server\SUBMIT\MAPS\Relay Unify Training\Relay 

Unify Energy.nmp then the Map Name would 

be: 

Relay Unify Training\Relay Unify Energy.nmp 

If the data file used to build the map, when the map 

was last saved will be loaded in if it can be accessed.  If not, you will need to load in the appropriate data file. 

FTP Directory – Check the box and enter the full path to the folder that the data file will be placed in.  This should be in the format: 

\\server\Submit\FTP\CustomerName\SubmType\.  There is no size limit for the files uploaded to Relay Unify using FTP/SFTP. 

file://///server/SUBMIT/MAPS/Uluro%20Training/Uluro%20Energy.nmp
file://///server/SUBMIT/MAPS/Uluro%20Training/Uluro%20Energy.nmp
file://///Trans-qa1/SUBMIT/MAPS/Uluro%20Training/Uluro%20Energy.nmp
file://///server/Submit/FTP/CustomerName/SubmType/
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WEB Directory – Check the box and enter the full path to the folder that the data file will be placed in.  This should be in the format: 

\\server\Submit\WEB\CustomerName\SubmType\.  There is a size limit of 1G for the files uploaded to Relay Unify using the Web Upload setting. 

 

 

 

 

Email to Directory 

Email Directory – Check the box and enter the full path to the folder that the data file will be placed once it is retrieved from the email.  There is a size limit of 8MB 

for the files uploaded to Relay Unify using email. 

The incoming email server settings/credentials (POP not IMAP) must be entered in the Email Setup for the client.  It is recommended to have an email specifically for this; the 
inbox will be monitored each time an email is delivered to that account.  The RPRecvemail program will process all email for the account and delete the email from the email 
server. 

The subject of the incoming email must have "CLID=XX SUBID=XXX" in it with the appropriate values.  The files in the email will be placed in that client and submissions email 
directory to be picked up by Relay Unify. 

The data should be an attachment that is within the 8MB limit.  No information is needed in the body.  If there is information in the body, it will be ignored.  No signatures or 
other attachments should be included in the email. 

 

 

 

 

 

 

file://///server/Submit/WEB/CustomerName/SubmType/
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Once those items have been entered, you can save the submission type.  The Status of a submission type is Inactive initially, meaning the File Receipt directories 

will not be monitored for files.  Change the status to Active and Save. 

The customer name, ID, and submission name and ID from the creation of the client will be listed across the top. 

The submission type ID will be listed from the initial save of the submission type. 
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Cleansing 

Click on the blue Manage Cleanse Types button within the 

submission type to edit the global settings.  These can also be set 

up and edited under: 

Global Settings > Postal Settings > Cleansing Templates. 

 

Select the Cleanse Type for this submission type from the 

dropdown list of what has been set up globally. 

 

 

For more information on how to set up a 

cleansing template please reach out to 

your Pitney Bowes representative. 
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Presort 

Click on the blue Manage Presort Types button within the submission 

type to edit the global settings.  These can also be set up and edited 

under: 

Global Settings > Postal Settings > Presort Templates. 

 

 

Select the Presort Type for this submission type from the dropdown 

list of what has been set up globally. 

 

 

For more information on how to set up a 

presort template please reach out to your 

Pitney Bowes representative. 
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Consumables: Forms and Envelopes 

These settings will be used during Presort. 

Click on the blue Manage Forms/ Manage Envelopes buttons to edit the 

global settings.  These can also be set up and edited under Global Settings 

> Consumables. 

 

 

To create a new form, envelope, or insert, click the Add Consumable button. 

Form ID – This will automatically increment as items are added. 

Description – This will be the name that 

appears in the dropdown menus for you to 

select. 

Type – Select whether it is a form, envelope, or 

insert.  This selection will determine which 

dropdown menu it will be listed in to select for 

the submission type. 

Weight/Thickness – Enter the values to be 

used during presort calculations for the mail 

pieces.  The thickness should be calculated as 

if folded. 
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The address block positions for an envelope can now be edited in the Global Settings for Consumables.  These dimensions are only used with Relay Unify 

Customize.  Select an envelope or add a new one to see the Window Dimensions.  If editing the dimensions for an envelope, the map(s) using the envelope will 

need to be republished in Relay Unify uCompose.exe to reflect the new dimensions. 
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Select the appropriate forms and envelopes for the 

submission type. 

 

 

 

 

 

 

 

 

 

 

Click on the Additional Pages tab to add forms for specific sheets other than sheet one. 

Click Add Page to add a new page detail.  Select a previously setup Form.  The weight and 

thickness will auto populate based on the selection.  Click Save. 

 

 

 

 

 

To set up the inserts for each pocket, click on the Inserts tab. 

Tips: 

The Primary form is the first sheet, and the Secondary is all other 
sheets.  Use the Additional Pages to set up forms for various sheets. 
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Select the Insert field from the dropdown and enter the corresponding Pocket number. 

Select the previously setup Form for the insert. 

The weight and thickness will auto populate based on the selection.  Click Save. 

 

 

 

 

 

 

 

 

 

 

 

 

Tips: 

The Consumables information for the envelopes, forms, and inserts will be 
available on the Consolidated Job Ticket as well as various reports. 
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Create Email Events 

Select the Email Notifications > General Settings tab within the submission type. 

These can be used for: 

• Submission has reached a status. 

• Report Group Emails. 

• End user emails to view documents as a PDF/URL on the web. 

The number on the bottom left is the number of email events that 
have been set up for that submission type. 

To create a new email event, click the Add Email Event button. 

Event – Select the type of email event you wish to create.  You 
can create one of each type: 

• Breakpack Reports (contain the Submission Detail Report 

generated during Breakpack) 

• Bulk PDF Email (an individual email for each record in the 

data file will be sent containing a PDF of the document) 

• Cleansing Reports (this contains various auto print reports 

generated during cleansing) 

• Daily Schedule (Appointment Date summary of all 

SMS/IVR messages sent that day) 

• Presort Job Reports (this contains various auto print 

reports generated during presort) 

• Presort Submission Reports (this contains various auto 

print reports generated during presort) 

• Report Group (for custom-made report groups) 

• Send End User PDF Email (end user notification for e-

delivery) 

• Send End User URL Email (end user notification for e-delivery) 
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• Send End User Relay Unify uSecure PDF Email 

• Submission is Complete (triggered when the submission reached a status of Complete) 

• Submission is in Error Status (triggered when the submission reached a status of Error) 

• Submission is in Hold for Confirmation (triggered when a submission is created by a duplicate file that has already been processed with that MD5Sum) 

• Submission is Ready for Approval (triggered when the submission reached a status of Awaiting Approval; for use with the web) 

• Submission is Ready for Job Select (triggered when the submission reached a status of Job Select; for manually creating jobs) 

• Submission is Received (triggered when the data file is initially picked up by Relay Unify and the submission is created) 

• Submission Ready for Print (triggered when the submission reached a status of Ready to Print) 

• Submission Rejected (triggered when the submission reached a status of Rejected; from web approval) 

To Email Addresses – Enter the email addresses of the people that need to receive this email event.  If multiples are being entered, separate them with a ; 

delimiter.  For the events that this is grayed out, the email addresses will be pulled from the users’ web profile. 

Subject – Enter the subject of the email.  Tags can 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, double-click on a tag in the list or select a tag from 
the list and click the Add Tag button.  The tag will be inserted 
to where the cursor was before the tag was selected. 

HTML – If the email is written in HTML, check this box.  Use the View 

HTML button to preview the email. 

Click Save. 

 

 

Tips: 

Any emails without tracking enabled that do not have PDF attachments are sent 

directly from SQL via Database Mail. 

Any Emails with PDF attachments are created and sent by PDFEMail, a scheduled 

task, unless tracking is enabled.  In that case, PDFEmail will create the emails and 

the UEmailTracking.exe service will send them. 

Any email event that has the “Tracking” checkbox checked on it will attempt to send 

with the UEmailTracking.exe service by the Mailchimp Mandrill API. 

.   
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Custom Email Event 

A custom email event can be created for a submission type.  This can be found under the 

Email Notifications > General Settings tab of the submission type in uSetup.  Click on the 

Add Email Event button to set up the Custom Email event. 

 

This email event is set up like the other email events that can be set up here.  Once the Email event is saved initially the ID will be populated. 

The trigger to send this email and the tags that can be used are 

customizable. 

Add records to the EmailEventContexts table with the 

emaileventID and the ContextIDs of fields you will want replaced 

in the body of the email. 

Note: If the replacement fields come from custom tables you will 

need to create a custom replacement context.  This is done by 

adding a record to the ReplacementContexts table that points to 

your custom view and adding records to the 

ReplacementContextFields table for the fields in your custom view 

that you would like to use. 

Create a Relay Unify uBridge job that creates a record in the 

event occurred table with the EmaileventID and the submid for 

which the event should be run. 
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Additional Tags in Email Events 

The ability to add data field tags to email events created using RunEvents has been added.  The types of fields available for each 

email event are listed below.  These tags can be added using the format #fieldname#.  They are also listed in the Available Tags 

section on each respective email event. 

 

System Email Events Campaign DocSave2DB Documents Jobs SLA SubCust 

Breakpack Reports           X 

Bulk PDF Email   X X     X 

Campaign Submission Canceled X         X 

Campaign Submission Complete X         X 

Campaign Submission Needs Approval X         X 

Campaign Submission Processed X         X 

Campaign Submission Received X         X 

Cleansing Reports           X 

Custom       X   X 

Daily Schedule           X 

Guid Password Reset Email           X 

HTML Batch Response Daily   X X     X 

HTML Immediate Response   X X     X 

IVR Batch Response Daily   X X     X 

IVR Immediate Response   X X     X 

Password Reset Notification           X 

Presort Job Reports           X 

Presort Submission Reports           X 

Registration Key           X 

Report Group           X 

Reset Password Key           X 

Send End User PDF Email   X X     X 

Send End User URL Email   X X     X 

Send End User Relay Unify uSecure PDF 
Email   X X     X 
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System Email Events Campaign DocSave2DB Documents Jobs SLA SubCust 

SLA External Email         X X 

SLA Internal Email         X X 

SMS Batch Response Daily   X X     X 

SMS Immediate Response   X X     X 

Submission Is Complete       X   X 

Submission is in Error Status       X   X 

Submission is in Hold For Confirmation       X   X 

Submission is Ready for Approval       X   X 

Submission is Ready for Job Select       X   X 

Submission is Received       X   X 

Submission Ready for Print       X   X 

Submission Rejected       X   X 
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Daily Schedule Email Event 

The Daily Schedule Email Event can be set up using the Daily Schedule Email tab within the Relay Unify 

uDeliver dropdown tab. 

 

This email event is specific to sending advanced 

notifications of upcoming appointments using 

SMS/IVR.  This email will be sent daily, by 

default at midnight, containing an attached report 

of the appointments. 

 

 

 

 

 

 



 

Pitney Bowes             Relay Unify Workflow Manual to Setup and Process Jobs User Guide          January 2025       Page 54 of 209 

It is set up the same as any other email event. 

Event – Select Daily Schedule.  It will already be selected if the event is being created using the Daily Schedule Email tab. 

To Email Addresses – Enter the email addresses of the people that need to receive this email event.  If multiples are being entered, separate them with a ; 

delimiter.  For the events that this has greyed out, the email addresses will be pulled from the users’ web profile. 

Subject – Enter the subject of the email.  Tags can 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, click on a tag in the list.  The tag will be 
inserted to where the cursor was before the tag was 
selected. 

HTML Format – If the email is written in HTML, check this box.  

Use the View HTML button to preview the email. 

Enable Tracking—Check this box if you want the Mandrill system 

to track the email status. 

Click Save. 
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SLA Emails 

To track that your overall SLA time is met, you can create email events to send if a submission/job is in a status for 

too long, jeopardizing meeting the overall SLA/Priority. 

This is for an email to alert that a job is not progressing or that an individual status SLA has been missed.  These 

are based off the status of a job. 

 

 

 

 

 

 

ID – This will auto-increment and cannot be edited. 

Enabled – This will say “True” if active, or “False” is 
inactive. 

Start Status – The timing will begin when the submission 
reaches this status. 

• Received 

• Hold for Confirmation 

• PreProcess 

• BreakPack 

• Awaiting Approval 

• Cleansing 

• PostProcess 

• AutoJob 

• Hold and Release 

• JobSelect 

• Presort 

• Ready to Print 
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• Partial Print 

• Print Complete 

• Inserter 

• Inserter Complete 

• Sorter 

• Mailed 

• Messages ONLY 

• Complete 

• Rejected 

 
End Status – The timing will end with the submission reaches this status.   

• Next Status 

• Received 

• Hold for Confirmation 

• PreProcess 

• BreakPack 

• Awaiting Approval 

• Cleansing 

• PostProcess 

• AutoJob 

• Hold and Release 

• JobSelect 

• Presort 

• Ready to Print 

• Partial Print 

• Print Complete 

• Inserter 

• Inserter Complete 

• Sorter 

• Mailed 

• Messages ONLY 

• Complete 

• Rejected 

 

Custom statuses are available as the Starting or Ending status. 

SLA Time – This is the maximum amount of time that the SLA says the submission should take to go from the start status to the end status. 

Send Internal Email if Missed – Check this if you want an internal email if the SLA is not met.  An event will need to be created for this.  Set the number of 

minutes to wait before sending another email.  If the submission has not reached the ending status (or a status after the ending status) in the amount of time set 

after the last email, another email will be sent.  Emails will continue to be sent using the number of hours/min/days entered for Send every until the ending status 

is reached. 

Send External Email if Missed – Check this if you want an external email if the SLA is not met.  An event will need to be created for this.  Set the number of 

minutes to wait before sending another email.  If the submission has not reached the ending status (or a status after the ending status) in the amount of time set 

after the last email, another email will be sent.  Emails will continue to be sent using the number of hours/min/days entered for Send every until the ending status 

is reached. 

An internal/external email for use by all the SLA events or a different one for each SLA event can be set up.  This way if an internal email needs to go to Bill and 

Ryan for awaiting approval being missed, and Alex and Cynthia if it is in Hold for Confirmation status too long, that is possible.  Click on the button for Manage 

Default SLA Email Events for this SLA ONLY for that scenario. 

If there is a specific SLA email setup for that SLA scenario, the SLA email events for ALL will not be sent.  In the case above, there is an internal email for this SLA 

only setup.  Even if external was checked, the external for all SLAs would not be sent. 



 

Pitney Bowes             Relay Unify Workflow Manual to Setup and Process Jobs User Guide          January 2025       Page 56 of 209 

If Send internal/external email if missed is checked, you must setup an email event for that email to send.  If there is not an email event for All or that SLA only, no 

one will receive an email notification. 

 

To create an internal or external email event, click the Green Envelope icon on 
the specific Submission Type SLA.  Or you can choose to set up a default event 
by clicking on Manage Default SLA Email Events. 

Click on the Add Email Event button. 

Event – Select the type of email event you wish to create.  You can create one 
of each type: 

• SLA External Email 

• SLA Internal Email 

To Email Addresses – Enter the email addresses of the people that need to 

receive this email event.  If multiples are being entered, separate them with a ; 

delimiter.  In the event that this is greyed out, the email addresses will be pulled 

from the users’ web profile. 

Subject – Enter the subject of the email.  Tags can 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, click on a tag from the list.  The tag will be inserted to where the cursor was 
before the tag was selected. 

HTML – If the email is written in HTML, check this box.  Use the View HTML button to preview the email. 

Click Save.  
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PreProcessing 

This step occurs just after the data file is received by Relay Unify before Breakpack.  This is useful for 

changing the data prior to processing it using the map created in composition to create the documents 

for that submission type. 

A VB script or PERL script can be used for preprocessing. 

Place the batch, PL, and PM file within the Submit\Prep directory in the appropriate client folder.  Run the script to make sure it is working correctly (Command 

prompt: perl -c name of script (PL) ENTER) 

In the submission type, use the relative path from the Prep directory (ex: ClientFolder\Batchfilename.bat $FPATH $FILE) 

The Parameters that need to be passed to the Program follow the .bat file name.  There are 40 Characters for the Program name and Parameters.  The use of 

Batch Files is useful if the actual program name is too long. 

For Parameters the following may be used: 

$FILE – This is the current name of the Submitted file.  

This is the internal name with the date timestamp and 

submission ID.  Submission IDs with spaces will need 

to be quoted in preprocessing set up. 

$OFILE – This is the original name of the data file at 

the time it was received by Relay Unify. 

$FPATH – This is the current location of the Submitted 

file.  The path to the SUBMIT/ directory where the file 

resides during processing.  This value comes 

from uSetup > Global Settings > Processes & 

Directories under a process name of "Submit" and a name of "Directory". Paths with spaces will need to be quoted in preprocessing set up. 

$SUBMID – The numeric submission ID in Relay Unify 

 

Tips: 

There can be no spaces in the submission type 
name if preprocessing! 
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RPPreProcess Program 

The RPPreProcess program is called after the file is received from FTP, Web, or Email. 

During PreProcessing a logfile will be created.  The Logfile will be placed in the Processing directory and named for the date and time of processing in the format 

of YYYYMMDDHHMMSS.log. 

The Processing Directory will be the directory set up under Global Settings > Processes & Directories for PreProcessing. 

If this is blank, then the Processing Directory will be the directory where the RPPreProcessing program is located. 
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The RPPreProcess Program will perform the following: 

Check for Archived copy – The Program will look in the Archive directory for a prior copy of the Data file.  If found it will copy the file back to the Submit directory 

for processing.  This ensures that resubmissions will be processed from the original datafile instead of the processed datafile. 

Archive the original – The original data file will be copied to the Archive directory.  The Archive directory will be a directory called ARCHIVE under the Processing 

directory.  The Archived file is used later if the submission is resubmitted. 

Capture MD5Sum – The MD5Sum of the file before PreProcessing will be determined. 

Call the Preprocessing program – The RPPreprocessing program will create a batch file.  The batch file will be placed in the Processing directory and named for 

the Current Submission file name plus “.bat”.  This batch file will contain the program and parameters that are setup in Usetup. 

 

The format of the batch file will be: 

“PreProcess Program” Parameters 

Exit 

 

For the example above of 

SUCCESS.bat  $FILE “$FPATH” this 

would result in a Batch file of: 

SUCCESS.bat 

“ORIGINALFILENAME.txt” FILENAME 

“FILE DIR” 

Exit 

 

If the file was processed successfully the created batch file will be deleted.  If an error occurs, the batch file will not be deleted. 
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It is suggested that the Preprocessing program set up on the Submission Type maintenance should create a temporary directory.  Copy the file into the directory.  

Then process the file.  A log file should be created for Debugging.  When processing is complete create a result file in either the Processing directory (not the 

Temporary directory) or the Submission file directory.  If the Processing was successful, then the Result file should contain: 

Result=0 

If the Processing was not successful, then the Result file should contain: 

Result=1 

Successful processing should copy the processed file from the Temporary directory into the Submission directory with the current file name.  This will overwrite the 

existing file.  The Temporary directory and all files within the Temporary directory should be deleted. 

Unsuccessful processing should leave the Temporary directory for use in debugging the processing. 

When the PreProcessing is finished the RPPreProcessing program will look for a file in the Processing directory named for the Submission file with the extension 

“.result”.  The result file is not found in the Processing directory RPPreProcessing will look in the Submission file directory for the file. 

If the result file is found the value of Result in the Result file will be used to determine the Success of the Processing. 

If the result file is not found in the Submission file directory, then the Program will check the MD5SUM of the processed file.  If the MD5Sum has changed then 

RPPreprocessing will assume the file was processed successfully. 

If Successful, the Result file will be deleted. 

If Preprocessing was not successful, the files will not be deleted, and the Submission will be placed in Error Status.  When this occurs look for the Logfiles and 

determine the reason for the Failure.  The logfiles can be found in logfiles folder within the Prep directory. 

The submission can then be resubmitted after the error has been corrected. 
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XML data providing body of emails 

The body(s) of the emails must be in a CDATA XML node and defined in Relay Unify uCompose.exe. 

This is done using a post processing procedure defined in the submission type.  The program uXMLEmail.exe is 

used and must have the parameter SubmId passed to it. 
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PostProcessing 

PostProcessing occurs after cleansing but before a job is created.  There are three different ways to call a program or stored procedure for post processing. 

 

Parameters 

$SUBMID – This will send the Submission ID to the program or stored procedure. 

$OFILE – This will send the Original File name to the program or stored procedure.  If the original file name contains spaces then surround with “ “ for programs 

and ‘ ‘ for Stored procedures.  Examples are “$ofile” for program and ‘$ofile’ for stored procedures. 

$FILE – This will send the current File name to the program or stored procedure.  If the current file name contains spaces then surround with “ “ for programs and ‘ 

‘ for Stored procedures.  Examples are “$file” for program and ‘$file’ for stored procedures. 

$FPATH – This will send the current File path to the program or stored procedure.  If the current file path contains spaces then surround with “ “ for programs and ‘ 

‘ for Stored procedures.  Examples are “$fpath” for program and ‘$fpath’ for stored procedures. 

You can also pass fixed values as well. 

 The Case of the variables is not important. 

 
 

Stored Procedure in Relay Unify Database 

A Stored Procedure in the Relay Unify database will be used if the Post Processing program begins with @.  The Name of the Stored procedure is provided after 

the @.  Then the parameters are provided as a comma separated list to the stored procedure.  The parameters may be fixed or variables.  Text parameters should 

be contained in single quotes ‘. 

Example:  @SplitSubmission $SUBMID, ‘$OFILE’ 
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Stored Procedure in Web database 

A Stored Procedure in the Web database will be used if the Post Processing program begins with #.  The Name of the Stored procedure is provided after the #.  

Then the parameters are provided as a comma separated list to the stored procedure.  The parameters may be fixed or variables.  Text parameters should be 

contained in single quotes ‘. 

Example:  #AddWebUsers $SUBMID,’$OFILE’ 

External Program 

If the Program does not begin with # or @ then the system expects a program to run.  An External program may be defined for Post Processing and can be a 

program or a batch file.  Parameters are provided as a space delimited list of parameters.  Text parameters should be contained in double quotes “. 

The base path for the external programs is the path of the Post Processing Service.  It is suggested that a batch file be used as the External Program and the 

batch file call the appropriate other programs. 

Example:  MYBatchFile.bat $SUBMID “$FPATH” “$FILE”  or MYProgram.exe $SUBMID “$FPATH” “$FILE”  

 

The User Running the Service must have “Log on as a batch job” permission to run batch files. 

The Service looks for Batch files in the Same directory as the Service. 

Batch files can call other batch files. 

The First line of the Batch file should be a CD (Change Directory) command to put the set the directory. 

The Program must perform its own logging.  No errors will be passed back to Relay Unify.  After the program executes the service will wait for the program to exit.  

If it has not exited after Defined number of seconds an error will be generated in the Event log and the submission will be moved to the next status. 

The Defined Number of seconds defaults to 600 (10 Minutes).  It can be set to a different value in the Registry.  HKEY_CURRENT_USER\Software\Pitney 

Bowes\Post Process and the value is held in MaxWaitSecs. 
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Post Processing Service 

When submissions using postprocessing will go into PP Running status while PostProcSvr.exe is running.  As Submissions are processed an entry in the Windows 

event log will be created. 

Errors will not be passed to the Submission.  The submission will always move to the next status after post processing. 

A Submission Transaction will be created during Post Processing. 

 

Alternative Directory 

The Directory for Post processing programs 

can be set in Usetup under Processes & 

Directories. 

Start the Relay Unify Post Processing Service 

to add the Setting in Usetup.  Then Stop the 

Service. 

If the setting is blank, then the directory will be 

set to the Path of the Relay Unify Post 

Processing Service. 

The path is set at program startup.  After 

changing, restart the service. 
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Relative path for Program 

Relative paths for the program now come from 

the Base Directory. 

In submission type maintenance, enter the 

relative path (no leading \) and the program 

name. 

There must not be any space in the path or 

program name. 

 

Logging 

The service allows enabling/disabling logging 

to the event viewer. 

To enable/disable change the setting in the DBServices.ini and restart the service. 

[Service] 

Logging=1 

1 to enable logging and 0 to disable logging. 

The logging is set at program start.  After changing, restart the service. 

If an Error occurs and logging is on, it will be visible in the Event Viewer. 
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Installing 

Stop the service if it already exists.  Replace Relay UnifyPostProcSvr.exe.  Restart service. 

For a new Install, place the Relay UnifyPostProcSvr.exe in the desired directory. 

There must be a DBServices.ini file for the Program to connect to the database. 

Use SetDB to set the database connection. 

SetDB will not create dbservices.ini.  If desired, create the file manually before running SetDB. 

To install, run the following as administrator from the directory with Relay UnifyPostProcSvr.exe 

Relay UnifyPostProcSvr.exe /install 

Check the Services control panel. 

Set the correct User and Password. 

Start the service. 

The service will always log starting and Connecting to Database. 
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Split Submission based on Page Count 

The input submission can be used to split into two output submissions based on the page count of the documents.  The same submission type can be used for 

both the Input Submission type and the Split submission type, or the Input Submission Type can be split to two Output Submission Types. 

Add the postprocessing procedure to the submission in the format: @splitSubmission $SUBMID, 1, 168, 169 

@ indicates that this is a stored procedure 

$SUBMID – will pass the current Submid into the stored procedure. 

1 is the Page count split.  1 for 1 page and multiple pages, use 2 for 2 or less and more than 2 pages. 

168 is the new submission type id 

for the lower page count. 

169 is the new submission type id 

for the upper page count. 

 

You can use 0,0 to cause the submission 

type to remain the same as the current 

submission. 

 

After Address Cleansing this will split the 

submission into 2 new submissions.  One 

submission will contain the page count or 

less and the other will contain greater than 

the page count. 
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The original submission will be cancelled, and the new submissions will continue through the processing.  The next status will be Job Select. 

Transaction records will be created to indicate that the 

original file was split, and the new files were the results. 

The resulting submissions status flow will begin with PP 

Running. 
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The original submission will have the status flow up through cleansing. 
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How to import/setup web user fields from input data 

 

The System has been modified to allow web users to be obtained from the input data.  These users can 

then be saved into the database and used to log in to the web. 

The data must contain the Email Address, user login and password for the web user. 

The map must contain the fields EMAILADDRESS, USERLOGIN and PASSWORD.  These should all be 

Save to DB Fields. 

 

The Submission Type must be set up with the AutoAddWebUser postprocessing stored procedure. 

 

 

 

 

 

 

 

 

With a PostProcessing Program set, the submission will go to PostProcessing after Cleansing.  This will cause the AutoAddWebUser stored procedure to be 

called.  When the Stored Procedure is complete it will move the status to the next value depending on how the submission is set up. 

 



 

Pitney Bowes             Relay Unify Workflow Manual to Setup and Process Jobs User Guide          January 2025       Page 72 of 209 

How to Use Email Address From Input data 

 

Email Addresses can be obtained from the input data, which is then saved in the database and used to 

send a PDF email to the user containing their document.  If desired this can also mark the document as 

an e-statement which prevents the document from being printed. 

The Database must be updated with SetEmail and RunEvents stored Procedures. 

The data must contain the Email Address. 

The map must contain the field EMAILADDRESS as a saved to DB field. 

The Submission Type must have the Email Event Send End User PDF Email setup.  This is set up in the 

Emails tab of the submission type. 
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The Submission Type must be set up with SetEmail postprocessing Stored Procedure. 

@setEmail $SUBMID, ‘Y’ or @setEmail $SUBMID, ‘N’ 

@setEmail is the Stored procedure to call 

$Submid will cause the System to pass the Submission ID to the Stored Procedure. 

The ‘Y’ or ‘N’ represents Email Only flag on the Stored Procedure.  If ‘Y’ then the document will be marked as an E-statement (not printed).  If ‘N’ 

then the document will be marked for Email and Printing. 

 

Tips: 

The owner of the document should not be a user 
setup on the web already.  If they are, then the 
document will use the settings from Relay Unify 
Web instead of the settings set by the SetEmail 

stored procedure. 
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With a PostProcessing Program set, the submission will go to PostProcessing after Cleansing.  This will cause the SetEmail stored procedure to be called.  When 

the Stored Procedure is complete it will move the status to the next value depending on how the submission is set up. 

Once the Submission goes to Ready to Print (put on a Job and Processed through Presort If necessary) then an Event will be generated to create the PDF email.  

The PDFEmail program will then run, creating the PDF and sending the email to each user. 
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Auto Merge Job for Merging within one Submission 

This post process allows merging of documents within one submission.  This is different from Hold and Release because it allows the submission to process 

through Ready to Print status.  This would be used if SMS or email events that are set up for the submission are dependent on processing through Ready to Print 

status. 

This will eliminate any excluded or e-statement documents from being placed on the job; Those documents will not be available for print. 

The Automatically create a Job checkbox will need to be unchecked.  The postprocess with push it to Job Select status and create the job using the Auto Merge. 

The Post Processing Program entered on a submission would be: 

@AutoMergeJob $Submid,’addr’,19 

@AutoMergeJob is the stored procedure name 

$Submid passes the Submission Id to the Stored procedure 

‘Addr’ is the Merge Type.  This can be 'Acct' or 'Addr' or 'Acct, Addr' or 'Name, Addr' 

19 is the Presort Type.  Leave this off and the Presort Type will be the Presort type set on the Submission type. 
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Consistency of HTML Emails 

There is the ability to have consistent appearance of html emails across all email clients.  There is an executable program to inline the styles in an entire xml file 

containing multiple documents.  This is intended to be run as a preprocess using the parameter SubmID. 
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Copy a Submission Type 

You can copy a submission type from any customer to any other customer. 

This will create a copy of the submission type under the current customer selected.  Go to the customer you wish to copy the submission to and go into a 

submission type. 

Click the Copy button. 
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Select the customer and submission type you wish to copy from the dropdowns.  It will automatically have the customer and submission type you were in when 

you clicked the copy button.  These can be changed to any customer and submission type. 

New Submission Type – Enter the new Submission Type up to ten characters.  This field must be 

unique. 

New Description – Enter the new description up to forty characters. 

Click Continue. 

 

 

 

 

 

You can now modify the copy as necessary.  The File receipt directories and map field will need to be updated. 

The status of the new submission type will be Inactive, so you can make the necessary changes before activating it. 
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Submission Type Report 

If you would like to view the submission type configuration as a report, click on the View Report button under the Submission Type Report section of Job Tracking 

Dropdown > General Settings. 
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Example: 
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uControl 

 

Logging out 

If you click on the Name Tab at the top of your screen, it will give you a dropdown of options.  Select the Sign Out option and 

you will be signed out.  To log back in, go to the main menu page and choose the uControl tab to get to the login screen.  Enter 

your credentials to log back in. 
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Version 

To determine the version of uControl, look to the bottom right corner of your screen. 

 

 

 

Setting a Color Scheme 

Select Status Colors under the Submissions Tab-> Select a Status dropdown > Choose the status, and then the color.  From there you can Save Settings for the 

user and that color scheme will be loaded next time the user logs in.  This goes also for the View Jobs Tab.  For the Production Schedule Tab the user would click 

on the color they want to change and then click Save Colors. 
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DB Connection 

The first time you log in to uControl web, or any other Relay Unify Program, you will be asked to set up your 

connection parameters.  These connections need to be set up in uSetup.  You can change this at any time by 

selecting Change Context on the main screen. 

Database Server Name: This is the SQL server name. 

Database Name: This should always be Relay Unify. 

Database Username – This is typically trans, or whatever the SQL database connection login is, which is not stored anywhere. 

Database Password – This is typically trans, or whatever the password for the SQL server login is, which is also not stored anywhere. 

Integrated Security (Windows) – If this is checked, then the Windows domain user login for the SQL server will be used for UserID/PW.  (This is not 

recommended). 

DB Port – Default Port is 1433 unless installed differently with DBA. 
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View Submissions Tab 

This tab is for viewing submissions and monitoring the status of each. 

 

 

 

 

 

 

 

 

 

 

 

 

The colors can be changed by clicking on the Status Colors button in the top right corner. 

The columns can be sorted by clicking and dragging on the headings. 

Any changes you make to the view of the columns such as which are displayed or the order they appear will remain as that user’s settings upon the next login to 

uControl web. 
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To edit the columns displayed, click on the ellipsis to the left of the columns.  Check the ones that you would like displayed and uncheck 

those you want to remove from the view. 

 

The options across the top allow a user to easily search for a submission or to narrow down the records being displayed based on certain 
criteria. 

Status – This allows you to sort by a specific status.  All statuses are available including custom statuses. 

Submission Type – This allows you to see only submission for a specific submission type. 

Location – This dropdown contains all of the locations created using uSetup or R.U. Print Manager.  Select a specific location to see only 
the jobs assigned to that location.  To assign a location to a job, select that desired location on the submission type, within the Relay Unify 
Print Manager tab. 

Customer – This allows you to see only one customer’s submissions. 

Records to Display – Enter the total number of records that should be displayed on the dashboard. 

Auto Refresh every – Check this to set auto refresh and select the number of seconds between each refresh. 

Set Filter – Click this to apply the filters; it is the same result as manually clicking the refresh button. 

Clear Filter – Clicking this button resets the search fields to the default settings. 

Refresh – Click this button to manually refresh the results in the dashboard. 

Use Receive Date – Check this to use the From and To date fields.  Once checked, enter the date range and click refresh.  Only submission within the date range 

will be displayed.  This is using the date in the received column on the dashboard. 

Submission Id – Enter a specific submission ID to narrow down to one submission. 

Job ID – Enter a specific job ID to narrow down to one job.  If there are multiple submissions on the job all will be listed. 

File Name – Enter the file name.  This will be the file name after Relay Unify makes a copy of the original file; the copy is archived in the Submit directory.  You 

can use % for wildcards. 

Original File Name – Enter the original file name.  You can use % for wildcards. 
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External Job # – The external customer # was entered in uSetup when creating a client.  It is possible to rename this to something else, so the heading of the 

column could be a different title.  You can use % for wildcards. 

Submission Tickets – Click on this to print a copy of the submission ticket after selecting a submission on the dashboard. 

The column (PJE) will display an E if a print job is in error status for that submission.  If there is no error for the print jobs, the field will be blank. 

If the submission is set up to create a print job for Relay Unify Print Manager, the submission will stay in Ready to Print status since the print job/files will never be 

created. 
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Submission Transaction Details 

Select a submission and right click, then choose View Detail to see the transaction details. 

The Submission Information comes from what was setup in uSetup in the submission type. 

Sub ID – This is the submission ID that was assigned when the data file was received by Relay Unify. 

Status – This is the status of the submission. 

Type – This is the submission description from the submission type. 

Customer Name – This is the customer that the submission type was created under in uSetup. 

External Customer # - This is the external customer number entered for the customer in uSetup. 

Date Received – This is the timestamp of when the data file was received by Relay Unify.  Via will display the type of File Receipt that was used to receive the 

data file, FTP, Email, or Web. 

Map – This is the name of the map that was used to create the documents. 

Total Docs – This is the total number of documents in the data file. 

Total Cleansed – If the submission went through cleansing, the number of cleansed documents will be displayed in this field. 

Total Pages – This is the total number of pages for all documents. 

File Name – This is the name of the copied data file that is stored in the File Directory.  The name is made up of the timestamp 

(YYYYMMDDHHMMSSmmmSubmissionType) that the data file was received followed by the Submission Type. 

Orig File – This is the name of the original file that was received by Relay Unify. 
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MD5Sum – This is the MD5Sum 

for the data file. 

PS JobID – This is the job ID; this 

will be blank until the submission 

is put on a job either manually or 

using automation. 

Job Status – This is the status of 

the job. 

Form – This will be the primary 

form that was selected under the 

Consumables section in the 

submission type. 

Approved – If the submission 

went through Awaiting Approval 

status to be approved on the web, 

this will be checked if the 

submission was approved.  This will be unchecked if the submission was rejected during the approval stage.  The Date the approval/rejection took place will be 

logged along with the username of the approver/rejecter in the By field.  The Reason will display the name entered when approving or the reason for the rejection. 
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The Exclusions section provides a breakdown of the totals for each type of exclusion along with the total number of e-statements. 

 

 

 

 

The Transaction Audit Log dropdown will show a list of each status that the submission has gone through and a timestamp for each. 
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The Reports dropdown shows a listing of all reports available for the submission; job level reports will not be listed. 

You can open a report by selecting the 

report and clicking on Download Report.  

Clicking Download All will open all of 

the reports listed. 

You can mark a report for regeneration 

by clicking on Regenerate Report. 

 

The Emails tab shows all the emails that were generated for that submission. 
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The Text Messages dropdown shows a list of the SMS messages that were generated as part of Relay Unify uDeliver. 

 
 
 
 
 
 
 
 
 
 
 
 

 

 

 
 

 

The Voice Messages dropdown shows 

a list of IVR messages that were 

generated as part of Relay Unify 

uDeliver. 
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The Relay Unify uSecure tab shows a list of Relay Unify uSecure messages, if applicable. 

 

 

 

The Print Jobs dropdown shows a list of all print jobs that contain documents from the submission, including reprints.  The # Docs column refers to the total 

number of documents prior to any merging in the print job. 
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The Consumables dropdown shows a list of consumables.  This includes forms, envelopes, and inserts. 

 

 

 

 

 

 

The Submission Flow dropdown shows a list of the statuses that a submission has been through as well as those it may still go through.  Custom statuses will be 

listed and marked here. 

Hold For Confirmation 

Submissions that go to Hold for Confirmation status are due to a duplicate MD5Sum to another file previously run through Relay Unify.  There is now a permission 

that can be assigned to Relay Unify users to prevent them from Marking the File for Processing, which will process the duplicate data file. 
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Under the User Management tab via the user name in the top right corner in uControl web, choose the user then go to the 

Feature Permissions tab.  There you can click on the Add a Feature button and you’ll see Release From Hold for 

Confirmation that gives the user the ability to click the Mark for Processing button on that submission in uControl web.  If 

the user does not have that permission, the user won’t even be able to click on the Mark for Processing button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Current Relay Unify users will have this unchecked but still have permission so that existing users still function as before.  Once an edit is made on the user and 

the Save button is clicked, this box will need to be checked for a user to have this permission. 
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When it is marked for processing in uControl web, the user that marked it is recorded in the transaction audit log. 
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Submission Cancelled Logging 

If a Relay Unify user cancels a submission the Relay Unify User who cancelled the file is logged in the Submission Details table in the DB.  The username of the 

Relay Unify user is also displayed in the Transaction Audit Log within uControl web. 
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Resending Emails 

From the email dropdown, you can resend 

emails. 

Select an email and right-click on the grid. 

There are 3 options. 

Resend Selected Email will resend the one 

email that was selected when you right 

clicked. 

 

Click Yes to confirm and the email selected will be resent. 

 

 

 

Resend All Emails will mark all emails to be resent.  This only 

applies to emails that have been sent already. 

Click Yes to confirm and all the emails previously sent will be resent. 

 

View Email Details will show you the body of the email chosen, timestamp, subject, etc. 
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Hold Email Events 

If the setting to Hold Email Events is checked 

within a submission type, the email events will be 

in Hold status and the individual emails for those 

events will not be created. 

This applies to the email events set up under the 

email tab as well as the SLA email events.  This 

does not apply to Relay Unify uDeliver (HTML) 

emails or payment emails. 

You cannot right click and send the emails on Hold.  You can go to the Submission in uSetup and uncheck the Hold Email Events checkbox and continue to 

process the submission further.  Or resubmit with the checkbox unchecked to have the emails sent.  You can resend emails, text and IVR from their respective 

dropdowns under Submission Transaction Detail however. 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
The emails generated will then be listed in the Emails dropdown in the submission details in uControl web. 
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Resubmitting Submissions 

A user can resubmit a submission to be processed from the beginning of the workflow using the original data file by right clicking on a submission and selecting 

Resubmit in uControl web. 

 

Users can also resubmit all submissions on a job from the View Jobs tab.  Please refer to the View Jobs tab section for further information. 



 

Pitney Bowes             Relay Unify Workflow Manual to Setup and Process Jobs User Guide          January 2025       Page 100 of 209 

In addition, a reason can be required upon resubmitting.  This feature can be enabled or disabled.  To enable it, go to the 

Settings menu in uControl and select Require Reason on Resubmit.  When enabled, there will be a checkmark beside it. 

Only Admins can enable or disable this. 

Once the resubmit is confirmed, the user will need to enter a 

reason.  The reason gets put into the transactions of the 

original submission.  If there were multiple resubmits, all will 

be listed. 

 

 

The reason is only required on resubmits from the View All 

Submissions tab in uControl.  Only one reason is required 

when resubmitting multiple submissions at once. 
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You can select multiple submissions in uControl web by clicking the desired submissions.  If it has been selected there will be a check on the far left to mark that it 

has been selected.  The one you are currently on has a bold frame around it. 

 

If multiples are selected, once 

you right click, you can still 

Resubmit, Cancel, or Delete.  

It will go one by one for all the 

submissions selected. 

 

Select Resubmit.  It will ask 

you to confirm that you want 

to resubmit each individual 

submission.  Click yes for 

each that you do. 
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If they have already been part of a job, you will get this message.  You can choose Yes or No.  You can 

have multiple submissions selected, it will ask you Yes to All or No to All when you want to Resubmit. 

It will then ask if you wish to cancel the original submissions.  You can do this with Yes to All or No to 

All as well. 

 

 

 

 

 

 

It will then ask if you wish to delete the original submissions.  It will ask you the same, Yes to All/ 

No to All, going from cancel to delete for each submission checked. 

 

 

Submissions must be cancelled before they can be deleted.  Otherwise, you’ll get a warning telling you that you cannot delete it until the submission has been 

cancelled. 
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Submissions Tab in uSetup 

Allows you to see submissions of this submission type that have been run. 

The colors will match what has been set up in uControl.  They can be changed by clicking on the submission status in the Color Status & Apply Color section and 
selecting the desired color. 

The columns can be sorted by clicking on the headings. 

Records – Change this number to how many submissions you want displayed.  Click the Apply button for the change to take effect. 

Cancelled – Check this box to show cancelled status submissions in the list of records.  Click the Apply button for the change to take effect. 
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Click on a submission to show the submission details. 
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Create a Job 

This section is for manually combining, householding, or 

creating jobs.  You can get there by checking the box in 

the filters to the left of the screen.  Only submissions in 

JobSelect status will appear here.  For a submission to 

be in Job Select status, the setting for Automatically 

Create a Job must be unchecked in the submission type. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Pitney Bowes             Relay Unify Workflow Manual to Setup and Process Jobs User Guide          January 2025       Page 106 of 209 

Once in Job Select status, the submission will appear in the Create a Job section. 

 

The columns can be sorted by clicking on the headings. 

Presort Type – This dropdown will list all of the templates previously created.  Select the presort type for the job.  This will need to be the same presort type 
selected on each submission that will be manually placed on the job being created.  If Save Default is checked, then the selection will remain for all jobs created 
unless altered until the program is closed. 

Household Type – This is the criteria used for householding the documents.  Select Account#, Address, Account# and Address, or Name and Address. 

Print Location – Select the print location for the job.  This can be blank. 

Location – This dropdown contains all the locations created using uSetup or PM.  Select a specific location to see only the jobs assigned to that location.  To 
assign a location to a job, select that desired location on the submission type, within the Relay Unify Print Manager tab. 

Submission Type – This allows you to see only submission for a specific submission type. 

Customer – This allows you to see only one customer’s submissions. 

Use Receive Date – Check this to use the From and To date fields.  Once checked, enter the date range and click Apply Filter.  Only submissions within the date 

range will be displayed.  This is using the date in the received column in the Create Job Window. 

External Customer # – If an external customer # was entered in uSetup when creating a client, this will be what’s displayed.  It is possible to rename this to 

something else, so the heading of the column could be a different title.  You can use % for wildcards. 

Reset Filter/ Settings – Clicking these buttons will reset the filter settings to the default settings. 

Refresh – Click this button to manually refresh the results on the dashboard. 

 

Select the submissions by individually clicking the submissions that will become one job. 

Household – Click this to household submissions together, householding the documents into one envelope based on the Household Type selected in the 

dropdown above.  This will ask for a priority submission.  That submission will be used as the first page(s) in the merged document. 

Combine – Click this to place the selected submissions on one job.  The total number of documents will remain the same; this will not be merged.  This is usually 

done for presort discount. 

You can right click to cancel, resubmit, delete, combine, or household a submission from this tab the same way you can from the View Submissions tab.    



 

Pitney Bowes             Relay Unify Workflow Manual to Setup and Process Jobs User Guide          January 2025       Page 107 of 209 

Within the global settings option in the Configure menu of uSetup, you can set up a warning for jobs less than a specified number of documents. 

Check the Warn when creating jobs if document count < to enable the warning.  Enter the minimum number of documents in the field. 

When creating householding or combine job manually in uControl on the Create a Job tab, a warning will appear if the number of documents on the job is less than 

the value entered in the global settings. 
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Hold & Release 

This is for Householding across submission types within a 

customer. 

Enabled – Check this for this setting to take effect. 

Merge On: Select the field(s) to merge the data on: 

Account#, Address, Account# and Address, or Name and 

Address.  

Max Days – Once the submission has been created, after 

the days specified here, it will merge what has been held to 

that point. 

Minimum Balance – The minimum balance for the document(s) to merge on. 

Merge Group – Select a previously used merge group or type in a new one.  If this is blank the merge will only take effect within this submission type and not 

across submission types.  The merge can only be within a client when using a merge group.  If the same merge group is entered across clients, the group will only 

take effect within each client separately. 

Relay Unify will look for a document that contains an address block.  That document will be the priority, or first page(s), of the merged document.  If all documents 

being merged have an address block, one will be selected by Relay Unify as the priority submission. 

As documents fit the criteria the document(s) will be placed on jobs when the Relay Unify DoHoldNRel SQL Server Job runs.  The submission will remain in Hold 

and Release status until all documents in the data file have been merged or released according to the Mininimum Balance or Max Days. 
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The Manage Accounts tab is used to allow identification of Accounts that are not to be included as part of Hold and Release. 

If the Account has Hold & Release unchecked, then it will not be held. 

If the record is removed, then it will be considered 

for hold and release. 

 

 

 

 

 

 

 

 

 

 

 

Tips: 

To automate merges within a client’s submission the way merge jobs can be manually created, use zero for 
both the Max Days and Min Amt.  This will merge all documents the next time the DoHoldNRel SQL jobs runs.  

The submission will not go to Ready to Print Status; it will go to Relay Unify Print Manager status so the 
submission will also need to be setup for Relay Unify Print Manager. 
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View Jobs Tab 

This tab is for viewing submissions from the job level. 

 

Status – Select the status of the jobs to be displayed. 

Presort Type – This dropdown will list all the templates previously created.  Select the presort type to filter the jobs displayed. 

Location – This dropdown contains all the locations created using uSetup or R.U.P.M.  Select a specific location to see only the jobs assigned to that location. 

Job ID – This is the Job ID that 
was assigned when the job was 
created using automation or 
manually.  Enter the specific 
JobID to display. 

Records to Display – Enter the 

total number of records that 

should be displayed on the 

dashboard. 

Refresh – Click this button to 

manually refresh the results in 

the dashboard. 
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Reset Submissions to Job Select – Right click on the selected job and select this option to change the status of each submission on the job back to Job Select 

status.  Those submissions will then need to be placed on a job using the Submissions Ready to be put on a Job tab.  Jobs need to be in Ready to Print status for 

this functionality and jobs that were merged will not be eligible. 

Resubmit ALL Submissions on Job – Right click on the selected job and select this option to resubmit every submission that is on that job.  This option is for all 

bulk resubmits, so it doesn’t have to be done by selecting all the submissions individually from the View All Submissions tab. 
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Right click on a job and choose View Details to see the details of the job including the submissions that make up the job. 

The job details will be shown in the Job Details section.  If the job was house held, the information about the householding will be shown in the Submissions drop 

down via Job Transaction Detail. 

The drop downs show the information accessible on the other tabs in uControl but focused on the job rather than the submission.  The submissions on the job are 

listed on the Submissions drop down.  The print jobs created are listed on the Print Jobs drop down.  The Reports for the job will have all submission and job level 

reports that have been generated.  The Transactions are for the job; the statuses the job has passed through. 
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Show External Job Name 

In the top left corner of the Settings menu, click the ellipsis to check Ext Job Name.  This will display the column Ext Job Name 

on the View Jobs tab.  Selecting it again will uncheck it and remove it from being displayed as a column. 

 

External Document Interface 

This is used for tracking documents added from outside of Relay Unify that only need to be displayed on the web.  This process 

will create a submission and the document records for web display.  These documents cannot be printed. 

Data from an external system can be added into Relay Unify and tracked using the External Job Name.  This can be updated using a Relay Unify uBridge job or by 

calling a stored procedure to input data into the appropriate database tables. 

Database Tables in Relay Unify 

ExtJobInt 

The ExtJobInt table is the External Job interface table.  The fields in the Table are: 

ExtJobIntId – Bigint, AutoIncrement - Key 

ExtJobNum – Varchar(40) - Original Job Number from external system – Indexed Unique (Unique for this table only) 

JobDesc – Varchar(100) – Description of Job - Indexed 

CustName – Varchar(100) - Customer Name 

CLID – Bigint – Link to Relay Unify Client 

Subtypeid – Bigint – Link to Relay Unify Subtype table 

JobStatus – Varchar(2) – Starting Job Status 

ReceiveDate – Datetime – Date and time Received 

CurDate – Datetime – Date record added. - indexed 

RecStatus – Varchar(1) – Record Status (N for new, P for Processed, E for Error) - indexed 

ProcDate – Datetime – Date record processed 

ErrorMessage – Varchar(200) – Error Message in processing 
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ExtJobStat 

The ExtJobStat table is used to update the status on an external job.  The fields in the table are: 

ExtJobStatid – Bigint, Autoincrement - Key 

ExtJobNum – Varchar(40) – Original job number form external system - Indexed 

JobStatus – Varchar(2) – New Job Status 

CurDate – Datetime – Date record added - indexed 

RecStatus – Varchar(1) – Record Status (N for new, P for Processed, E for Error) - Indexed 

ProcDate – Datetime – Date record processed 

ErrorMessage – Varchar(200) – Error Message in processing 

 

ExtJobDet 

The ExtJobDet table is the detail records for the External job.  The fields in this table are: 

ExtJobDetId – Bigint, Autoincrement - Key 

ExtJobNum – Varchar(40) – Link to ExtJobInt – Required - Indexed 

AccountNo – Varchar(30) – Account number for Display 

AcctName – Varchar(30) – Account Name 

AccAddr1 – Varchar(30) – Address line 1 

AccAddr2 – Varchar(30) – Address line 2 

AccAddr3 – Varchar(30) – Address line 3 

AccAddr4 – Varchar(30) – Address line 4 

Acccity – Varchar(30) – Address city 

AccState – Varchar(30) – Address state 

AccCountry – Varchar(50) – Address country 

AccZip – Varchar(50) – Address Zipcode 

Docno – Integer – Document number in data - Required 

PDFname – Varchar(1000)  - Full path to PDF. required 

StartPage – Integer – Start page in PDF. required 

EndPage – Integer – End page in PDF. required 
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CurDate – Datetime – Date record added required - Indexed 

RecStatus – Varchar(1) – Record Status (N for new, P for Processed, E for Error) required - Indexed 

ProcDate – Datetime – Date record processed 

ErrorMessage – Varchar(200) – Error Message in processing 

 

Modified Tables 
Submissions 

Add field for ExtJobNum varchar(40) to link to ExtJobInt table 

Documents 
Add the following Fields 

PDFName – Varchar(1000) – Full Path to PDF 

PStartPage – Integer – Start page in PDF 

PEndPage – integer – End page in PDF 

 

Stored Procedures 

ProcExtjob 

This stored procedure will process the records in extJobInt table with recstatus = ‘N’. 

This will validate the Subtype and CLID.  If Valid, then add submission in required status.  If Subtype contains Job Template information, then create Job 
Template.  Then set Recstatus to ‘P’, procdate to getdate()  and errormessage to ‘’ 

If Error Occurs write to errormessage field and set recstatus to ‘E’ and procdate to getdate() 

 

ProcExtStat 

This stored procedure will process the records in the ExtJobStat table with recstatus = ‘N’. 

This will validate the ExtJobNum and JobStatus.  If extJobNum is valid then the Status on the Submission and Jobheader will be changed to the value of 
JobStatus and the Recstatus will be set to ‘P’, procdate to getdate()   and errormessage to ‘’. 

If either the ExtJobNum or JobStatus is invalid then Recstatus will be set to ‘E’, procdate to getdate()   and the errormessage to the appropriate error. 

ProcExtDet 

This stored procedure will process the records in ExtjobDet with Recstatus = ‘N’. 
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The ExtjobNum will be validated.  If not valid then the recstatus will be set to ‘E’ and the error message will be ‘invalid extjobnum’ and procdate to getdate()  . 

Existing records will be replaced based on docno. 

If Valid, then detail records will be added using the information in the records.  Lookup the Submid from ExtJobNum. 

When complete the RecStatus will be set to ‘P’, procdate to getdate ()   and ErrorMessage to ‘’. 

 

DISPLAYADMINMAINPAGE 

Change Stored Procedure to use Submission Status instead of Jobheader status or use Submission when jobheader status is deleted. 

 

Relay UnifyWeb Modified Views 

Customer Documents view must be refreshed for additional fields. 

Submission’s view must be refreshed for additional fields. 

Programs 

Web 

If PNGDLL is changed then no change will be necessary to Web programs.  The PNGDLL will handle finding the PDF and generating PDF or PNG. 

PNGDLL 

PNGDLL will need to be changed to look at the PDFNAme.  If this exists, then check for the PDF.  If it exists, then create the PNG from the defined pages and 

extract the pages into a new pdf when a pdf is requested. 

 

Process 

Customer External process will insert records into the tables extjobint, extjobstat, or extjobdet.  Once the records are inserted the external process will call the 

stored procedures associated with the desired process.  The external process must then check the inserted records for errors. 
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Relay Unify Statuses 

 

STATUS ORDER CRITERIA/DESCRIPTION 

New 0 When a data file is submitted into Relay Unify using the FTP/Email/Web directory, the 

submission ID is assigned, and the submission is placed in New status. 

Received 100 uRecSub runs to get the MD5Sum for the data file and places the submission in 

Received status. 

Hold for Confirmation 200 If a data file has the same MD5Sum as a previously submitted file, the submission will be 

placed in Hold for Confirmation status.  From here the submission can be cancelled and 

deleted or marked for processing to continue processing the submission. 

PreProcess 300 If a submission type is set up to use a preprocessing program, that submission will enter 

this status. 

Campaign Reapproval 350 If a submission using a campaign has been required to have reapproval per submission 

or the status of the campaign is not in Final Approval status, the submission will remain 

in this status until all levels of approval for the campaign are complete. 

Breakpack 400 The data file will be processed using the map file created in composition to create the 

documents. 

External Update 500 This status can be used to call a custom program as part of Relay Unify uBridge. 

Recalc Pages 600 If a submission goes through External Update status, it will go through this status to 

recalculate the pages of each document. 

Awaiting Approval 700 If the submission is set up for web approval, it will remain in this status until someone 

approves or rejects the submission on the web. 
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Cleansing 900 During this status, the cleansing template selected on the submission type will be used to 

cleanse the data. 

Campaign Distribution 950 If a submission using a campaign went through cleansing, it will process through this 

status to get the cleansed address fields and update the documents, and any 

conditionals based off address fields such as state. 

PostProcess 1000 If a submission type is set up to use a postprocessing program, that submission will enter 

this status to determine the type of postprocessing needed. 

PP Running 1100 If a submission is processing through Post Processing, it will remain in this status until 

complete. 

Auto Job 1200 If a submission is set up to automatically create jobs, this status will be used to create 

the job. 

Hold & Release 1300 If a submission is set up for Hold and Release, the submission will remain in this status 

until all documents are put on a job. 

JobSelect 1400 If a submission is not set up to automatically create jobs, the submission will remain in 

this status until the job is manually created.   

Merge 1500 Submissions that have been selected to be merged manually will go into this status until 

the merge job is complete. 

Presort 1600 During this status, the presort template selected on the submission type will be used to 

presort the data. 

Ready to Print 1700 Once a job has been created and processed through Presort, it will move into Ready to 

Print status.  If the submission is not set up for Relay Unify Print Manager, it will remain 

in this status until printed using uPrint.exe. 
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Relay Unify Print 

Manager 

1750 If a submission is set up for Relay Unify Print Manager, it will be in this status once the 

print jobs/files have been created.  For submissions in this status, the print jobs will be 

visible in the PM Dashboard. 

Partial Print 1800 If only some of the documents are printed, or not all the print jobs have been printed, the 

submission will be in Partial Print status. 

Print Complete 1900 Once all documents and print jobs have been printed, the submission will go to Print 

Complete status. 

Inserter 2000 Submissions must be placed in this status manually using Relay Unify Track when the 

submission is on the inserter unless the Inserter is connected to Relay Unify. 

Inserter Complete 2100 Submissions must be placed in this status manually using Relay Unify Track when the 

submission has processed through the inserter.  If the inserters are communicating with 

Relay Unify. 

Sorter 2200 Submissions must be placed in this status manually using Relay Unify Track when the 

submission is on the sorter. 

Mailed 2300 Submissions must be placed in this status manually using Relay Unify Track when the 

submission has been mailed. 

Messages ONLY 2400 If using Relay Unify uDeliver and the setting to close after all messages are sent is 

enabled, the submission will remain in this status until all messages are sent. 

Complete 2600 Jobs/submissions will enter this status if manually marked as complete. 

Rejected 2650 If a submission was set up for web approval and it is rejected on the web, it will go into 

rejected status. 

Prot Error 2700 If using Relay Unify uSecure and there is a protection error, the submission will go into 

Prot Error status. 
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Error 2800 If there is an error when processing, through Breakpack for example, the submission will 

go into error status. 

Cancelled 2900 Jobs/submissions will enter this status if manually marked as cancelled. 

Deleted 3000 Jobs/submissions will enter this status if manually marked as deleted. 

Archived 3100 This status is not currently in use. 
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Relay Unify Remap 

URemap.exe is a program that allows the user to load a different map from the initial map at any time during the submission processing.  Submissions in 

Cancelled, Deleted, Received, Closed or Preprocess status will not be included. 

 

Exit the Program 

File > Exit closes the program completely.  It is the same as clicking the X in the top right corner to exit 

 

 

Version 

To determine the version of uRemap.exe, click the About menu.   
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DB Connection 

The first time you log in to uControl, or any other Relay Unify Module, you will be asked to set up your connection parameters.  You can 

change this at any time by selecting Connection in the Database menu. 

Server: This is the SQL server name 

Database: This should always be Relay Unify. 

User ID – This is typically trans, or whatever the SQL database connection login is, which is not stored anywhere. 

Password – This is typically trans, or whatever the password for the SQL server login is, which is also not stored anywhere. 

Integrated Security (Windows) – If this is checked, then the Windows domain user login for the SQL server will be used for UserID/PW.  (this is not 

recommended). 

DB Provider – If you are not using TLS select SQLOLEDB.  If you are using TLS 1.2 select either SQLNCLI11 or MSOLEDBSQL. 
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Main Form 

When the program opens, the main form will be displayed.  You will see a list of submissions that are eligible to have their maps changed. 

Find Submission – Enter the specific submission ID to search for an individual submission. 

Search On – Select the 

category to search on then 

enter the value of the category 

in the Value field. 

Record Limit – Enter the total 

number of records that should 

be displayed on the 

dashboard. 

Refresh – Click this button to 

manually refresh the results in 

the dashboard. 

 

You can also change the order 

of the data in the columns by 

clicking on the column 

headers. 
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Submissions Tab 

The default map for the submission will show in the 

Load Map field for the submission selected on the 

dashboard. 

To load a different map to the submission, select the 

submission.  Type in the map directory and map name 

or click on the button next to the field to load a new 

map. 

To save the loaded map to the submission, click the 

Save To Submission button.  Verify you want to save 

this map to the submission then enter your name and 

reason for changing the map. 

 

 

 

 

Click Save.  The change will be logged in the Map History tab. 

The map that was just saved to the submission will be the map used for any document rendering for that submissionID.  Any documents displayed on the web, 

print files, etc will used the map saved to the submission. 

The Save To Submission function will not update the map name in the submission type.  To have this new map used for future submissions created by the 

submission type, change the map name in the submission type as well. 

To save the loaded map to a different map file name, click on the Save To New Map button.  This allows you to save the current map on the submission as a new 

file.  The file name must be unique.  You can then edit the originally name map file and then Save it to the Submission. 
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Map History 

The Map History tab shows a history of when the map has been changed for the submission selected on the Submissions tab. 

You can save the map from the history to a new map file by clicking on the Save Map To File button.  This allows you to save one of the maps on the submission 

as a new file.  The file name must be unique. 
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Submission Expiration 

Submission Type Expiration Settings 

Setting expirations times for submissions can be done within each submission type under the General Information tab. 

Check the Expire Submission in box to enable expirations and enter the 

number of Days before it should expire once each time a submission is created 

for this submission type.  The expiration date will be set from the time the 

submission is created. 

If this has been changed after submissions have run through and the expiration 

needs to take effect to historical submissions, click the Reset Expirations button.  

If you don’t click this button and just save the changes made will only apply to 

submissions that run from that point forward.  This will set the expirations for all 

unexpired submissions; Expired submissions will not be reset. 

 

 

 

 

 

 

 

 

 

 

 

Once the days have been met for a submission, that submission will be flagged as expired in the database.  These can then be cleaned up using uDelSub.exe. 

Tips: 

Expired submissions will be cleaned up by uDelSub and once a 

submission is deleted or cancelled, the documents from it are no 

longer accessible on the web.  Make sure when the expiration is 

set, it does not interfere with the archiving of documents online. 
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uDElSub.exe 

This runs as a scheduled task, but initially or to edit the parameters, open the program. 

 

Exiting the Program 

To exit the program, select Exit under the File menu.  It is the same effect as clicking on the X in the top right corner of the program. 

 

 

Version 

To know the version of uDelSub.exe, click 

on the About menu. 
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Database Connection 

You can change your Database connection information at any time by selecting Database in the Settings menu. 

Server: This is the SQL server name 

Database: This should always be Relay Unify. 

User ID – This is typically trans, or whatever the SQL database connection login is, which is not stored anywhere. 

User ID – This is typically trans, or whatever the password for the SQL server login is, which is also not stored anywhere. 

Integrated Security (Windows) – If this is checked, then the Windows domain user login for the SQL server will be used for UserID/PW.  (this is not 

recommended). 

DB Provider – If you are not using TLS select SQLOLEDB.  If you are using TLS 1.2 select either SQLNCLI11 or MSOLEDBSQL. 

 

 

 

 

 

 

 

 

 

 

 



 

Pitney Bowes             Relay Unify Workflow Manual to Setup and Process Jobs User Guide          January 2025       Page 129 of 209 

Parameters 

To edit the parameters for uDelSub.exe, select Set Parameters under the Settings menu. 

# of Days Old to delete – This will delete any expired submissions that are X days old. 

Delete Data Files – If this is checked, the data file associated with a submission will be deleted. 

Delete PDFs – If this is checked, any pre-generated PDFs for a submission will be deleted. 

Delete Reports – If this is checked, any (submission level only) reports associated with 

a submission will be deleted. 

Do not delete if expiration is older than X days – If checked, this will prevent deletion 

of older submissions.  Only expired submissions newer than the current date, minus the 

number of days will be deleted. 

Enable Logging – If this is checked, logging will occur. 

 

 

 

 

 

 

 

 

 

 

Tips: 

You can delete submission types if nothing is associated with it.  Run 

uDelSub.exe first to delete each of the submissions under the submission 

type.  Then the submission type can be deleted in uSetup. 
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Deleting Submissions 

By default, the scheduled task is set to run every five minutes. 

When uDelSub is run, only a trace in the records table in SQL will remain to verify jobs have run and to compare future MD5Sums against ones already processed 

through Relay Unify. 

The record is also in uControl under Deleted status. 

 

Start Deletions 

Select Start Deletions under the Delete Submissions menu to manually run uDelSub.exe. 

 

Single Submissions 

Select Single Submission under the Delete Submissions menu to delete only one submission.  You can delete a 

single submission regardless of it being expired or not. 

CustID – Enter the CLID from uSetup for the customer. 

SubTypeID – Enter the ID for the submission type. 

SubmID – Enter the ID of the specific single submission. 

 

Command Line 

The program can be run automatically using the command line.  Any command line parameters will override the saved parameters. 

The command line parameters are –  

-A (Puts the program in Automatic Mode) 

-L (Turns on Logging) 

-datafiles=true/false (Enables or disables deletion of Data Files) 
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-pdfs=true/false (Enables or disables deletion of PDFs) 

-reports=true/false (Enables or disables deletion of Reports) 

-days=99 (Sets the Number of days old to delete) 

-donotdelete=true/false (Enables or disables Do not delete older than) 

-dnddays=99 (Do not delete older than days) 

-custid=99 (Single submission custid) 

-subtypeid=99 (Single submission subtypeid) 

-submid=99 (Single submission submid) 

 

To run from the command line: 

C:\Relay Unify\programs uDelSub.exe –A –L –datafiles=true –pdfs=true –reports=true –days=120 –donotdelete=true –dnddays=900 

 

To delete a single submission using the command line: 

C:\Relay Unify\programs\uDelSub.exe –A –L –custid=41 –subtypeid=73 –submid=140402 –datafiles=true –pdfs=true –reports=true 

 

Not all parameters have to be on the command line. 

You can also see a list of the command lines by running the application with the switch -? Or from the About screen. 
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Tickets for Tracking 

There are three tickets available for tracking the various levels in Relay Unify: The Submission Ticket, the Consolidated Job Ticket, and the Print Job Ticket.  They 

each have their corresponding ID in the barcode on the ticket along with information specific to the submission, job, or print job. 

Submission Ticket 

The submission ticket can be set up and customized within the submission type. 

Under the Submission Ticket tab is where the customized entries for the ticket will be entered. 
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Job ID – This will be populated with the Submission Type name.  You can edit this field, but it will not update the Basic Settings tab; it will only be displayed on the 

submission ticket. 

Job Name – This will be populated with the Submission Description.  You can edit this field, but it will not update the Basic Settings tab; it will only be displayed on 

the submission ticket. 

CSR – Select the CSR representative that will be listed on the ticket. 

Programmer – Select the Programmer that will be listed on the ticket. 

Sales Rep – Select the Sales Representative that will be listed on the ticket. 

 

To edit the dropdown options for the CSR, Programmer, and Sales Rep, click on the 

Manage Users button.  This will bring up the edit forms for those fields. 

Click the + Add User button and assign an ID for the person. 

Enter a Name. 

The Type selected will determine which dropdown that user will be listed under. 

Check Active to make the user visible in the dropdown list. 

 

Queue Config – Select from the dropdown one of the customized 

options previously created. 

By default, there are no options.  Click on the Manage Queues.  This will bring up the edit form. 

Click the + Add Queue button and assign an ID for the person. 

Enter a Description to be displayed in the dropdown and once selected on the submission ticket. 
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# of Prints – This is the number of submission tickets that will be printed if setup to print using JobTicketPrint.exe. 

 

Priority – Select the priority for the submission type. 

Create new priorities by clicking the pencil button or on the underlined field label.  This will bring up the 

edit form. 

Enter the ID.  This will be used to track the priority within Relay Unify.  It will also be the value that is 

displayed in the Priority column in PM. 

Enter the Description.  This will be displayed in the Priority column in uDashboard. 

Enter the Hours that the job needs to be completed within.  This will be used to calculate the Due Date for 

the submission. 

The Cutoff Time also affects the Due Date.  If a file comes in before the time entered here, today will 

count toward the hours.  If the file comes in after the cutoff time, the time will not begin until the next 

workday. 

For example, if the Priority is 3 days, and the file comes in on Friday at 11am, then the due date will be 

Sunday if all days are workdays (in the work calendar).  The due date will be Tuesday if Saturday and 

Sunday are not marked as workdays. 

If that same file comes in at 2:01 Friday, then the due date will be Monday (if all days are workdays) or Wednesday (if Saturday and Sunday are not workdays). 

Cutoff Time – Enter the time to stop accepting files where today will count against the calculated SLA.  The cutoff time and Due Date are for use with Relay Unify 

Track. 

 

Mail Date – Select a date to appear in the Mail Date field on the ticket.  This will only be used on the sample preview from uSetup.  If the ticket is printed or 

generated from uControl, the Mail Date will be the date processed. 

Click on the Test Print button to see a preview of the submission ticket as edits are made. 
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Instructions Tab 

Predefined instructions can be set up for the Print/Laser, Inserter or Sort Instructions tabs. 

To create instructions, click on the Instructions Lists (Drag and Drop) title or the pencil button next to it. 

Enter the Instruction and the type.  The type will determine which of the tabs will appear within to be added to that tab’s 

instructions. 

You can add them to the tab instructions by selecting an instruction and dragging it into the instruction area. 

 

 

 

 

 

 

You can also add variable tags 

to the Job Instructions tab.  

Select a tag from the right 

window and click Add.  This will 

add the tag to the left window.  

The tag will be substituted with 

the actual value when the job ticket is created. 



 

Pitney Bowes             Relay Unify Workflow Manual to Setup and Process Jobs User Guide          January 2025       Page 136 of 209 

 

 

Items Tab 

You can set up items by going to the items tab. 

If you have already set up your forms, they will be loaded automatically.  If not, you can add them manually. 

Click the “Add Item” button. 

In the Form Description area, type in a valid form or <F7> 

to do a search. 

Enter any tray setup instructions. 

Select Print or Insert. 

Click “Save” 

 

 

Printing the Submission Ticket 

 

Auto Print the Submission Ticket – If this is checked, the submission ticket will be printed by JobTicketPrint.exe, which should be running to print the AutoPrint 

Reports.  If it is not checked, it can still be printed from uControl manually. 
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uControl: View Jobs 

From the View Jobs tab in uControl, select a submission then click the Consolidated Ticket button.  Select the printer. 
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uControl: View Submissions 

From the Submissions tab in uControl, select one or more submissions then click the Submission Tickets button. 
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Example: 
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Consolidated Job Ticket 

The templates for the Consolidated Job Ticket must be set up in uSetup. 

 

Templates 

To set up the Consolidated Job Ticket templates, under the Global Settings, select the Ticket Templates tab > 

Consolidated Job Ticket. 

To add a new template, click the + Add Ticket Template. 

Enter a description.  This will be listed as the name in the dropdown menu when selecting the template. 

If this is going to be the default template, click on Default Template.  Only one template can be the default. 

If you want to print the images of the consumables, check the Print Consumable Images box.  The images must be 

set up in uIMS if this is checked. 

 

 

 

 

Ready to Print 

Check the Autoprint box if you want to automatically 

print when a job containing a submission type with 

this template goes to Ready To Print status. 

Select the number of copies to print. 

Select the printer to print the Consolidated Job 

Ticket. 
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Print with Print Jobs 

Check the Autoprint box if you want to automatically print when the first print job is created.  Select the printer to print the Consolidated Job Ticket. 

If you want to use the same printer that the print job is using, check the Use Print Job Printer box.  IF this is checked, the Printer in this section will not be used. 

Select the number of copies to print. 

If Use Print Job Printer is checked, and the print configuration used to create the print job has a file printer as the printer selected, then the CJT will print in the 

same directory as the print files for the print job.  If the CJT is in the directory with the print files, it will have the name of the print file followed by 

RPT00000000JOBID.cjt.pdf. 

If Use Print Job Printer is checked, and the print configuration used to create the print job has a physical printer, Relay Unify Native PDF, or Cute PDF as the 

printer selected, then the CJT will print in the RPT directory.  If the CJT is in the RPT directory, it will have the name RPT00000000JOBID.cjt.pdf. 

When enabling the CJT in the submission type, the template name must be selected.  Do not use a blank template name. 

 

Enter any instructions for Special, Print, Insert or Sort under the appropriate tabs in the Instructions window. 

 

You can add additional documents that will be printed before or after the 

Consolidated Job Ticket by clicking on the Documents button. 

To add a document: 

Enter a file path and name or click on the ellipse to browse.  The document that 

is to be printed must be accessible by the application that is to print it. 

To Print Before the Consolidated Job Ticket, check the box.  If it is unchecked, 

the document will print after. 

Click Enable to enable it.  If it is disabled, it will not print. 
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Enabling the Consolidated Job Ticket 

To allow a Consolidated Job Ticket to print for a submission type, you must enable it and select the template to use.  Within the submission type, under the 

Additional tab, are the settings for the Consolidated Job Ticket. 

Check the Enable box to enable 

the use of the Consolidated Job 

Ticket. 

Select the template from the 

dropdown of all templates 

previously set up.  If one is not 

selected, the template that is 

marked as the default template 

will be used. 

 

 

 

 

 

 

Tips: 

If you try to merge submissions that have different Consolidated Job Templates, they will not merge.  The consolidated job templates must be the 

same.  If submissions are combined and they have different Consolidated Job Templates, only the template from the primary submission will be 

used.  If the primary submission does not have the Consolidated Job Ticket enabled, then no Consolidated Job Ticket will be printed. 

uConsJobPrint.exe needs to be running in the background (when the job is created) to generate the consolidated job ticket so that it is printed. 
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Manually Printing the Consolidated Job Ticket 

The consolidated job tickets can automatically be printed when a job goes to Ready To Print status and/or when the first print job is created, either from uControl or 

Relay Unify Print Manager.  It can be manually printed from uControl. 

You can manually print the consolidated job ticket from the View Jobs tab in uControl.  Click on the Consolidated Ticket button and save the file. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Pitney Bowes             Relay Unify Workflow Manual to Setup and Process Jobs User Guide          January 2025       Page 144 of 209 

Example: 
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Pitney Bowes             Relay Unify Workflow Manual to Setup and Process Jobs User Guide          January 2025       Page 146 of 209 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Pitney Bowes             Relay Unify Workflow Manual to Setup and Process Jobs User Guide          January 2025       Page 147 of 209 

Print Job Ticket 

The templates for the Print Job Ticket can be set up in uSetup.  This will reflect all templates setup. 
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Print Job Ticket Templates 

Enter a description.  This will be listed as the name in the dropdown menu when selecting the template. 

If this is going to be the default template, click on Default Template.  Only one template can be the default. 

If you want to print the images of the consumables, check the Print Consumable Images box.  The images 

must be set up in uIMS if this is checked. 

Check the Autoprint box if you want to automatically print. 

Select the printer to print the Print Job Ticket. 

If you want to use the same printer that the print job is using, check the Use Print Job Printer box. 

Select the number of copies to print. 

If Autoprint and Use Print Job Printer 

and both checked, the PJT can be 

printed at the beginning of the first print 

file. 

In uSetup, in the Processes set 

PJTinFile to Y to enable the setting.  

This will create the PJT in the first print 

file.  This setting is only to be used with 

Relay Unify Print Manager. 

The PJT will always be output duplexed 

and Landscape. 

The PJT will be followed by any Banner 

Pages, PDF Before, and Separator 

Pages.  The PJT will be the first sheet of the print job. 

Tips: 

RPPrintApp is what prints the Print Job 

Ticket.  It prints the PJT once the print job 

is physically printed. 
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When enabling the PJT in the print configuration, the template name must be selected.  Do not use a blank template name. 

 

Enter any instructions for Special, Print, Insert or Sort. 

You can add additional documents that will be printed before or after the Print Job Ticket by clicking on the + Add Job Document button. 

 

 

 

To add a document: 

Enter a file path and name or click on the ellipse to browse.  The 

document that is to be printed must be accessible by the 

application that is to print it. 

To Print before the Print Job Ticket, check the box.  If it is 

unchecked, the document will print after. 

Click “Enable” to enable it.  If it is disabled, it will not print. 
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Enable in Printer Jobs 

To print a Print Job Ticket, you must enable Print Job Ticket and select a template.  If you enable it but do not select a template, the default template will be used. 
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Enable in Print Configurations 

You can also automatically print the Print Job Ticket by adding it to the print configuration.  This will allow it to be printed from the Relay Unify Print Manager. 
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Manually printing the Print Job Ticket 

If you want to manually print the Print Job Ticket, go to the View Print Jobs tab in uControl, and click Print Job Ticket. 
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Example: 
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Reports 

Autoprint Reports 

This is for setting which reports get physically printed and in what order.  Regardless of whether they get printed, all reports that are generated will appear in the 

Submit\RPT directory. 

Select a report. 

Report Name – This cannot be edited. 

Auto Print – Check this if the report should 

be printed using JobTicketPrint.exe. 

Print Order – Select a number according to 

the order you want these reports printed. 

# of Copies – This is the number of copies 

that will be printed. 

Print Job Reports Last – If this is checked, 

the job level reports will be sent to the 

printer after the submission level reports. 

Click Save. 

 

Tips: 

If multiple submissions make up a job, then a 

submission level report will print for each individual 

submission that is part of the job.  For example, several 

Change Address CSV reports may generate but only 

one Satori Postage Summary report. 
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Report Naming Structure Submission/Job Level 

Report 

Email Event Criteria to Generate the Report 

Account Data CSV RPT00000000JOBID.ACCT.CSV Job Presort Job Reports Presort 

Bad Address CSV RPT00000000SUBMID.bad.csv Submission N/A Cleansing 

Bad Address Report RPT00000000SUBMID.BAD.PDF Submission Cleansing Reports Cleansing 

Change Address CSV RPT00000000SUBMID.CAR.CSV Submission N/A Cleansing 

DocPullReport RPT00000000SUBMID.PDPull.txt Submission N/A Documents are pulled during custom 

status web proofing 

Itemized Submission 

Report 

RPT00000000SUBMID.ISR.PDF Submission Presort Submission 

Reports 

 

Job Presort Document 

CSV 

RPT00000000JOBID.jpd.csv Job Presort Job Reports  

Job Summary 

Submission Report 

RPT00000000JOBID.jss.PDF Job Presort Job Reports Job Status is Complete, Print 

Complete, Inserter, Inserter 

Complete, Mailed, or Sorter status. 

Mandrill HTML Emails 

Errors 

RPT00000000SUBMID_N.mee.pdf 

N is the # of hours after the emails 

submitted report has processed 

Submission Report Group  Created when the set number of 

hours pass after the Mandrill HTML 

Emails Submitted report is 

generated. 

Mandrill HTML Emails 

Submitted 

RPT00000000SUBMID.mes.pdf Submission N/A created when the HTLM emails are 

sent to Mandrill. 

Manifest Report RPT00000000JOBID.JMAN.PDF Job Presort Job Reports  
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NCOA Move Report RPT00000000SUBMID.mov.pdf Submission Cleansing Reports  

Presort Document CSV RPT00000000SUBMID.PD.CSV Submission N/A  

Print Summary Report RPT00000000JOBID.PSUM.XLS Job N/A Job Status is Complete  

Return Address 

Summary 

RPT00000000SUBMID.rtnrpt.pdf Submission N/A  

Submission Billing Report RPT00000000SUBMID.csb.csv Submission N/A When the status is Print Complete 

Submission Breakdown 

Report 

RPT00000000SUBMID.BIG.PDF Submission Presort Submission 

Reports 

 

Submission Detail Report RPT00000000SUBMID.DTL.PDF Submission Breakpack Reports  

Submission Email Report RPT00000000SUBMID.seml.pdf Submission N/A Combine Send End User Emails 

sent for a submission 

 

  

 

 

 

 

 

 

 

 

Tips: 

RPReport.exe generates the reports that are not autogenerated. 
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Account Data CSV 

This report is used for importing account data into an external system. 

Fields: 

SubmissionID 

AccountNumber 

CustomerID 

SubmitterID 

CustomerName 

SubmitterName 

JobDate 

JobTime 

PONumber 

FormName 

MailingEnvelope 

ReturnEnvelope 

InputFilename 

MapName 

Edit 

WebDisplay 

AllowPay 

ItemNumber 

Form2 

Form3 

Form4 

Form5 

Notes 

Type 

Location 

Presort 

PresortType 

PresortDate 

PresortTime 

RegularDocs 

UnqualifiedDocs 

NonmailingDocs 

TotalAdditionalPages 

Between1and2oz 

Between2and3oz 

Greater3oz 

TotalForwardAddr 

TotaleStatements 

TotalInceStatements 

ExcludedDocs 

TotalDocs 

EmailDocs 

FAXDocs 
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Bad Address CSV/Bad Address Report 

These reports are generated if a submission is 

set up to do cleansing.  It shows any accounts 

that were not cleansed because there was 

incorrect information in the address.  The 

cleansing error code is shown below the 

account information. 
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Change Address CSV 

 

This report is used for importing account data into an external system.  The data reflects any accounts where cleansing detected a change in address.  Both the 

original address and the new address are shown. 

Fields: 

SubmissionID 

SubmissionDate 

SubmissionDesc 

DocumentNumber 

Account 

Orig_Name 

Orig_Addr1 

Orig_Addr2 

Orig_Addr3 

Orig_Addr4 

Orig_City 

Orig_State 

Orig_Zip 

Proc_Name 

Proc_Addr1 

Proc_Addr2 

Proc_Addr3 

Proc_Addr4 

Proc_City 

Proc_State 

Proc_Zip 

CleanseCode 

ChangeDesc 

NCOAMatchFlag 

NCOAMoveNote 

NCOAMoveType 

NCOAMoveEffective 
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Itemized Submission Report 

 

This is a submission report that shows a summary breakdown 

of the types of documents.  It is calculated after presorting has 

run.  It shows the number of documents, pages, images and 

sheets (actual count of paper used). 

Regular documents are printable documents that presorted. 

Unqualified documents are printable documents that did not 

presort. 

Non-mailing documents are documents that are marked “no 

mail”. 

Omitted documents are documents marked “Omit” or 

“Exclude”. 

eStatements are documents marked as eStatements. 

Documents requiring extra postage are calculated for regular 

documents only. 
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Job Presort Document CSV 

Fields: 

Submission ID 

Submission Date 

Submission Description 

Document Number 

Acocunt 

Orig_Name 

Orig_Addr1 

Orig_Addr2 

Orig_Addr3 

Orig_Addr4 

Orig_City 

Orig_State 

Orig_Zip 

Proc_Name 

Proc_Addr1 

Proc_Addr2 

Proc_Addr3 

Proc_Addr4 

Proc_City 

Proc_State 

Proc_Zip 

CleanseCode 

ChangeDesc 

NCOAMatchFlag 

NCOAMoveNote 

NCOAMoveType 

NCOAMoveEffective 

PieceNumber 

IMBCode 

DocumentID 
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Job Summary Submission Report 

This report is a job report that shows a summary of the document types on all the submissions that are part of the job.  It includes the breakdown of the number of 

documents submitted and printed, sheets printed and package count.  It also includes a weight breakdown and a page breakdown. 
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Mandrill HTML Emails Errors Report 

The Mandrill HTML Email Errors report is created when the set number of hours pass after the Mandrill HTML Emails Submitted report is generated.  If multiple 

reports are generated, the report will not be overwritten; the report file name will include the number of hours after the original Emails were sent.  For example, a 

report named RPT00000000SUBMID_3.mee.pdf was generated three hours after the emails submitted report. 

The following statuses will result in an error report being generated and emailed automatically. 

 Hard Bounce 

 Soft Bounce 

 Spam Report 

 Unsubscribe 

 Rejected 

 Delayed 

Emails that have not yet been opened will be listed in the report with a status of sent.  Once opened, the email will no longer be listed in future email error reports.  

If there are no error emails in a future report, the details will state no emails. 
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Mandrill HTML Emails Submitted Report 

The Mandrill HTML Emails Submitted report is created when the emails are sent to Mandrill.  It lists all the HTML emails sent to Mandrill for that submission. 
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Manifest Report 

 

This report is a job report that shows each submission on the job.  It shows the total number of qualified, unqualified and no mail documents for each submission. 

Qualified are mailed documents that are cleansed and presorted. 

Unqualified are mailed documents that were cleansed but could not be presorted. 

Non-Mail are documents marked as “no mail”. 

 “Omit”, “Exclude” and “eStatement” documents are not included. 
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NCOA Move Report 

This is a submission report that shows accounts that 

have reported a change of address.  This report will only 

have data if the submission is marked to use NCOA. 

Move types are: 

I – Individual 

F – Family 

B - Business 
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Presort Document CSV 

This report is used for importing account data into an external system.  The data reflects any accounts where the document was presorted.  Both the original 

address and the new address are shown. 

Fields: 

SubmissionID 

SubmissionDate 

SubmissionDesc 

DocumentNumber 

Account 

Orig_Name 

Orig_Addr1 

Orig_Addr2 

Orig_Addr3 

Orig_Addr4 

Orig_City 

Orig_State 

Orig_Zip 

Proc_Name 

Proc_Addr1 

Proc_Addr2 

Proc_Addr3 

Proc_Addr4 

Proc_City 

Proc_State 

Proc_Zip 

CleanseCode 

ChangeDesc 

NCOAMatchFlag 

NCOAMoveNote 

NCOAMoveType 

NCOAMoveEffective 

PieceNumber 

IMBCode 

DocumentID 
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Print Summary Report 

This report will be created once the status of the Job is Complete.  
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Return Address Summary 
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Submission Breakdown Report 

This is a submission report that shows a summary of the number of documents, extra pages, input and output pages.  It also shows the breakdown of the trays 

and what they contain.  It also shows a breakdown of the number of pages per document for qualified and unqualified. 
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Submission Detail Report 

This is a submission report that shows details of the accounts included in the submission. 

It includes a sum of the account balances. 
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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: 
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JobTicketPrint.exe 

JobTicketPrint.exe must be running on a machine that has access to the dedicated report printer from uSetup > Configure > Fax and Report Printer. 

 

Exit the Program 

To exit the program, go to File and select exit.  You can also close out of the program using the X in the top right corner. 

 

Database Connection 

The first time you login, you will be asked to set up your connection parameters.  You can change this at any time by selecting 

Connection in the Database menu. 

Server: This is the SQL server name 

Database: This should always be Relay Unify. 

User ID – This is typically trans, or whatever the SQL database connection login is, which is not stored anywhere. 

User ID – This is typically trans, or whatever the password for the SQL 

server login is, which is also not stored anywhere. 

Integrated Security (Windows) – If this is checked, then the Windows 

domain user login for the SQL server will be used for UserID/PW.  (this 

is not recommended) 

DB Provider – If you are not using TLS select SQLOLEDB.  If you are 

using TLS 1.2 select either SQLNCLI11 or MSOLEDBSQL. 
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Reports that have been set up to autoprint will be printed by JobTicketPrint.exe.  For the reports to print, this program needs to be 

running in the background.  The program cycles every 20 seconds and the reports that have been generated will then be printed. 

This program will also print the Submission Tickets that have been set up for Autoprint. 
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Report Grouping 

Report groups allow grouping of submission level reports only. 

Click New. 

Description – Enter a unique description for this report group. 

Enable – Check this to enable the report group. 

Output Type – Select whether the reports should be printed, emailed, or both. 

These reports will not be emailed or printed until all the reports in the report group 

have been generated. 

Select Printer – Select a printer to print the reports. 

Save. 

 

Select the desired reports from Available Reports and use the left facing arrow to add them to the Grouped Reports for this report group.  The available reports are 
only submission level reports, including Pregen reports, Doc Pull Reports, and Autoprint Reports.  The Extension (Ext) column shows the type of file each report 
creates. 

 

To change the properties of a report in a group, click on the edit button after it’s been added to the 
Grouped Reports. 

Select Printer.  This will override the printer on the group. 

Submission Status.  This will create the report at this status, if the selected status occurs before 
the normal creating process. 

Select the desired print order for the reports that will be printed. 
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Creating Report Group Email Events 

Report group email events are created within the Setup Email Events on the Emails tab in a submission type. 

Select the Event Report Group. 

Choose the specific report group from the dropdown 

of groups that have been set up. 

If this email is not set up, the report group and 

corresponding reports will not be emailed. 

 

 

 

 

 

 

 

 

Report Group Emails for Custom Reports will use 

ReportName and Location from the subjobrpt table in 

the Relay Unify DB if they are not blank.  Those fields 

will need to have a value prior to PDFEmail being run 

to create the report. 
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Reports Tab in Web Setup / Reports Main on uSetup Main Page 
 

From the Reports menu in usetup the following are available: 

• MultiChannel Delivery Report 

• Submission Usage Report 

The following reports are also available in the reports tab under Web Setup: 

• MultiChannel Delivery Report 

 

 

All Report types contain: 

Cust ID 

Customer Name 

Sub Type ID 

Sub Description 

Number Enrolled 

Number Docs 

Month Active 

Year Active 

 

Detail Report also contains: 

Submission ID Sub Date 

 

Submission report also contains: 

Submission ID    Sub Date 

 

The report contains the following fields: 

Output Type 

SubmissionID 

JobID 

PrintJobID 

Print Config. Description 

CustomerName 

CustID 

Submission Type ID 

JobDate 

JobTime 

FormName 

InputFileName 

TotalSheets 

FirstSheets 

SubSheets 

TotalEInsertSheets 

TotalImages 

FirstImages 

SubImages 

EInsertImages 

FrontImages 

BackImages 

EInsertFrontImages 

EInsertBackImages 

TotalSuppliedInserts 

Insert1 

Insert2 

Insert3 

Insert4 

Insert5 

Insert6 

UnitsMailed 
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Under1oz 

Between1and2oz 

Between2and3oz 

Greater3oz 

ForeignPackages 

UnqualifiedDocs 

NCOAProcessed 

NCOAMoved 

CostCenter 

RipCount 
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Multi Channel Delivery Report 

The MultiChannel 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 te file to the location specified. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Pitney Bowes    Relay Unify Workflow Manual to Setup and Process Jobs User Guide          January 2025          Page 198 of 209 

Submission Type Usage Report 

You can select one customer/submission type or all customers/submission 

types. 

Enter the desired parameters and file name, then click Save Report to save 

te file to the location specified. 

It is output as a CSV file containing the following fields: 

CustomerID   Customer Name   

 Submission ID 

Submission Type  Submission Description   Number of Submissions 

Last Use date 

 

Example of all customers:  

 

 

 

 

Example for an individual customer: 
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Displaying Custom Reports on the Web, in uControl, and uPrint  

Adding Report to Relay Unify 

The Report to the Reports table. 

The Report table contains: 

RepDesc – Description of the report ( less than 30) 

Createby – Who added the report. 

Status – Status of the report (A for Active) 

FileSpec – Naming of the File.  Unique name must be created for every Submission report.  Change to suit.  Must contain %S for Submission id.  Must contain the 

file extension (pdf, XLS, txt, doc, etc). 

Report Type – All submission level reports should be Report type S 

AutoGen – AutoGen should be set to ‘Y’ so Relay Unify does not attempt to create the report. 

ReportDLL – This should always be Null or Blank. 

AutoPrint – This should always be N or Null.  Auto Printing of these reports is not supported. 

PrintOrder – This should always be null 

PrintCopies – This should always be null 

 

Adding Submission Report 

To allow display on the Web the report must be linked to the Submission. 

This is accomplished by adding the report to the SubJobRpt table. 

The SubJobRPT table contains 

Submid – Submission id 
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Jobid – Job ID for Job reports.  Always null 

Rptid – Link to Report table record for new report 

CreateDate – Date and time the SubjobRpt record was created 

ReportDate – Date and time the report was created. 

CreatedFlag – Set to Y if the report is created.  Set to N if the report is not created, and X if the Report is cancelled. 

Location – Location of the Report File (less than 200 characters) 

MailItem_ID – Leave Null. 

EmailCreated – Leave Null 

Printed – Leave Null 

PrintedDate – Leave Null 

 

 

 

To add the Report Record and/or the Submission Report Record 

Run the script AddReportRecord.sql 

This script is to be used to add custom reports to Relay Unify for viewing on the web or in uControl. 
The required fields are: 
 @ReportDescription - The report description.  This is used to determine which report record to use. 
 @UniqueShortDesc - This will be part of the file name 
 @ReportExtension - The file extension of the report file 
To create the subjobrpt record, set the @Submid variable to a valid submission id 
 
If a subjobrpt record is to be created, the file associated with it should exist and be placed in the submit\rpt folder. 
The file name must be as described below. See variable @FileSpec. 
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Creating Submission Report with Post Processing 

The Post Processing Service can call a program. 

Batch File 

Create a Batch file for the Post Processing to call.  The Batch file will need to do the following 

Change directory to the location of the Program that will generate the report 

Call the program and pass into the program the parameters. 

Have the program call the script, imputing the appropriate values. 

 

Accept the Input Parameters. 

Currently these parameters can be: 

$Submid – Submission id 

$File – Current File name 

$Ofile – Original File name 

$FPATH – Current path of the file 

These are passed on the Command line as individual space separated parameters.  The parameter name is not passed. 

 

Generate the report. 

Put the Report into a location accessible for the web server (not accessible from the internet). 

 

 

Naming Custom Reports 

Report Group Emails for Custom Reports will use ReportName and Location from the subjobrpt table in the Relay Unify DB if they are not blank.  Those fields will 

need to have a value prior to PDFEmail being run to create the report. 
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Services 

To see the services that are running, select Monitor Services under the Global Settings menu in uSetup. 

 

 

 

 

Select the color for the running 

services.  The running services will 

have a check in the last column as 

well. 

Select the color for the Idle services 

that are installed but are not currently 

running. 

 

More information about the services 

can be found in the Task Manager 

under services or by going to the 

Services. 
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Workflow Process Flow 

New Submission

Type

Get Sample Data

Get Sample of output

Map Data from input to 

output

(uCompose.exe)

Provide Sample to 

Customer for Approval

Approved

No

Setup Submission 

Type information

(uSetup.exe)

Yes

Test Submission

Test OK

Ready for 

Processing

Yes

Determine cause 

of Failure

No

Data needs 

Preprocessing

Preprocess

Yes

No

Auto Server 

Process

Client Program

Legend

Fix 

Retest
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New Submission

Data comes in

Move to input 

Directory

Breakpack

(UluroBreakPackService)

Auto Job

Preprocess

Preprocess

Data

(RPPreProcess.exe)

Yes

No

Address 

Cleanse

Cleansing

(RPCleanse.exe

RPCleansing.exe)

Pickup and add to 

Database

(UluroSubFTPService)

Yes

No

uControl

(uControl.exe)
No

Submission is part of 

Job

Yes

Submission added to Job

Auto Server 

Process

Client Program

Legend

Web Approval
Wait for Web 

Approval
Yes

No

PostProcess
Post Processing 

SQL Procedure
yes

Merge Job

Job Select

Select 

Submissions

Presort

No

Select Merge Type

Select Presort 

Type

Yes

Yes

Create Job

Job Created

No

No
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Submission is part of 

Job

Presort

Presort Job

(RPPreSort.exe

RPPSSQL.exe)

Yes

No

Job Ready to Print

Print Job Created

(uPrint.exe)

Print

Uluro Print Service

Finished

Auto Server 

Process

Client Program

Legend

Merge Data (SQL 

Job)
Merge Job Yes

No

House Holding
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Main FTP 

Directory

Submission 1 Submission 2 Submission N

Submit Directory

Images

RPT

Main Uluro 

Directory

Programs

Cleansing Presort

Reports

Submit holds the files after they have been received.  This directory must be 

accessable from Print Computer, Web server, any computer running PrintSelect.exe

FTP directory holds subdirectories where submissions will be received. Must be NTFS Share

Each Submission requires an input directory

Main Directory holding the  programs.  

Any computer running the Uluro Programs should be able to access this 

directory.

Images holds the images used by the map.  

RPT holds the report PDF files

Maps holds the maps

GCA holds Mail.dat

holds the Report DLLs

Maps

Holds Uluro Programs 

& Services

GCA

CLID3

CLID1

CLID2

CLID3

CLID1

CLID2

Web

CLID3

CLID1

CLID2

Archive

Prep

Postal Processing Folders Are definable

Large volume requires stand-alone postal software server
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Submission Found

Received

PreProcess

Breakpack

Awaiting Approval

Hold for 

Confirmation

Rejected

Cleansing

Hold and Release

AutoJob

Job Select

Merge

Presort

Post Process

Ready to Print

Complete and 

Mailed

Submission 

Cancelled

Deleted

Error

Same MD5Yes

Need 

PreProcessing

No

Yes

No

Needs 

Approval

Yes

ApprovedNo

Hold & Release

1

Yes

1

Yes

AutoJob

No

Presort

Yes

Needs 

Cleansing
Yes

No

No

Need Post 

Processing
Yes

No

Create Merge 

Job

Yes

Yes

No
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Relay Unify Glossary 

Users: 

• 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 for 

Relay Unify Print Manager. 

• Relay Unify Print Manager User – A user that is created in Relay Unify Print Manager and only has access to log into Relay Unify Print Manager.  This 

user is set up in addition to the Relay Unify user because Relay Unify Print Manager is on the Print Queue database and not the Relay Unify database 

• Web User – A user from admin level to end user that has a login to the web portal. 

• 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. 

Inserts – This would be a physical “buck slip” that is inserted on the inserter. 

Onserts - This would be an add-on attachment (i.e. PDF of some special notification or marketing piece) that is meant to be printed in-line with the document that 

now becomes part of the document. 

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 Relay Unify Compose, 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 printed 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 set up 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. 
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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. 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


