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DAT-MAIL BY/FOR EXCHANGE

DAT-MAIL’s By/For Exchange is a utility that allows Mailers to import data from external Client/Mail
Owner or Permit tables into DAT-MAIL’s Client and Permit tables. New clients or permits will be added,
and existing records will be updated. Having up-to-date client/mail owner data in DAT-MAIL linked to
valid mail owner MIDs or CRIDs will help the Mailer do the following:

e Avoid having to select a client during statement generation;

e Being able to see at-a-glance whether the correct by/for information is in the Mail.dat file;

e Print DAT-MAIL’s postage statements with mail owner name and address;

o Use over 50 reports in DAT-MAIL’s Statement Program that include mail owner information; and
o Keep by/for data up-to-date using DAT-MAIL’s ability to export files for the USPS Business

Customer Gateway and import the spreadsheet files that are returned.

o Window Book Professional Services assistance may be required to use the BCG Import function.

Window Book has modules to allow its tables to be synchronized with several popular job-shop
programs: PrintStream, ProMail and MailShop as well as BCC’'s Mail Manager. There are many other
possible data sources out there; however, in some cases Window Book’s interface cannot be used. The

By/For Exchange utility can be run on a regular basis to make sure the latest client and permit data is in
DAT-MAIL’s tables.

Mailers will have to export their data to one of the following file formats before importing it using
By/For Exchange:

e ASCII Delimited (comma or tab delimited);

e ASCII Fixed (fixed length);

e Excel (XLS and XLSX);

e Access; or

e dBase.

9@ Not all Access or dBase versions may work. If the version being used is not compatible, export the file to a
.csv file.

By/For Exchange can also export the Client table with one CRID and up to ten related MIDs into one of
the file formats listed above. It can also import or export DAT-MAIL’s Permit table.

Q) Window Book’s DAT-MAIL software version 11.15.08.03 or newer is required for using By/For Exchange as
documented in this Guide.
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SETTING UP BY/FOR EXCHANGE IMPORT

The By/For Exchange utility is launched from DAT-MAIL’s ‘Utilities’ menu, and the Import function from
within the utility itself. The Import function requires a sample file of data that is to be imported in order
to set up the transfer or import template where the field mapping is done. Once the template is in
place, the import can be run as often as a Mailer wants using the latest data.

IMPORT REQUIREMENTS

e Window Book’s DAT-MAIL software version 11.15.08.03 or newer;

e Asample file of data that represents an actual production file; and

& At this time By/For Exchange and DAT-MAIL do not support international phone numbers (Feburary 2017).

e Animport template (import templates are created within the By/For Exchange utility).

IMPORT - GETTING STARTED

Setting up an import process is typically separated into two steps: 1) Defining the template used to
import the data into the selected DAT-MAIL table; and 2) Mapping the fields in the sample file used to
define the template, to the fields in the selected DAT-MAIL table. However, if the format of the sample
file being used to define the template is ‘ASCII Fixed’ then the creation of an Fixed Length ASCII File
template is required, and should be performed before the other two steps.

%{ The file name and location specified in the template cannot change. If either or both of these items change,
the field mapping will have to be re-defined.

Instructions for these three processes are provided below.

Creating a Fixed Length ASCII File Template

If the format type of the sample and subsequent production files being used to import data is ASCII
Fixed, creating a Fixed Length ASCII File template is required.

P

A=

Q If the format type of the sample and subsequent production files being used to import data is NOT ASCII
Fixed Length, creating a Fixed Length template is not necessary. Proceed to the Defining an Import
Template section in this Guide for instructions on how to use the By/For Exchange utility.
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This section includes instructions for both creating an Fixed Length ASCII File template and creating the
import template for importing the data into the DAT-MAIL table. After completing this section in its
entirety, proceed directly to the Mapping the Fields section in this Guide.

To create a Fixed Length ASCII File template, perform the following:

1. Launch DAT-MAIL;

2. From DAT-MAIL’s main screen, click the ‘Utilities’ menu, and select the ‘By/For Exchange’
menu option;

s @ X Ty, Sack fe Pallet Tag Printing & E} ﬂ

Tag Master k

Eundle Hips
Frirt Satarnants

Apply hiass Update
DuickFix processing
MDY CRID Logging
hlarge MAILDWT Files
Splt 3 MAIL.DAT fille
Wiew [rnpork Btakuz
Weldsbion Informsbon
I Irport Trenapostation Updstes [ 2015 Windmw Back, Iac.

a5

I EwsFor Excharge

File Litikties L
hlairtain Crigin Locale Codes

Archive Ol BAsil. Dt Files
Dizlete Brchirved Mail.dat Files
Fertare rchived bail.Dat Filex

3. The By/For Exchange window will display. Click the ‘Import’ menu;

4. The Import Data screen will display. Existing templates previously defined will be displayed
in list format. In the example being used here, the By/For Exchange utility is being used for
the first time, so there are no templates to display.
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5. From the Import Data screen, click the Fixed Length ASCII File Setup button;

E Irnpeat Dt
Seanche
Inpon Templae Hame r—— Import To Fie
S ]
€Y Eived Lergh 4500 Fie Setvp | B Cops Temstote [+ -
——

6. The Import Templates screen will display. The Import Templates screen is used to manage
all existing Fixed Length ASCII File templates (only). Click the Add button;

L Import Templates ﬁ
Search:

Tarplats Mame Irregeoat Pl Pathe Irigeoat Ty
[+ [ »
B Coxm Templatn [+~ [ |Pm | | et
nmﬁmd: |g Clgea

7. The Add Import Template screen will display. Enter a name to identify this particular Fixed
Length ASCII File template (in the example here, “ASCII FIXED TEST 5” is entered);

8. Click the down arrow for the ‘Import File’ field and locate/select the appropriate ASCII Fixed
Length file to be used as the sample for importing;

" Change Impart Templats el
Terplate: Mo ASCIFISED TEST 5
Impost file: e el e sklophaasca_tesi sl
L3 = = - el i r—1 = .
- = - I e = = e an Lo

9. If not automatically set, select “Fixed Length Fields” as the ‘Import File Type’'.
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Select an option from the drop down list provided for what is used at the end of each record
in the sample file for the ‘End of Record Identifier’. Choices are: ‘CR’ (Carriage Return), ‘LF’

(Line Feed), ‘LFCR’, ‘CRLF’, or ‘None’ (one continuous line of data is present with no
characters in between each record).

.ﬂ.!uldImpurt Template

Template Name:  ASCH FLZED TEST 5

It Fiee chusersomusetdeskiophasc_test b
Impeet Fiz Type: | Famed Lengin Fisids | = | Ened OF Record Idenifier: [ LF [=] 7] Skip Fust Recond
Chedrivoss 7' Faakd Conri; 1]
Test Quakie: _I Recod Lerolk u]

10. Select (check) the option to ‘Skip First Record’ if the first record or row includes field names.
Click the View Raw File Contents button to determine if the file contains field names;

"B Add Impart Template (==
Temnplale Mame:  ASTH| FI<ED TEST S
Impoit File: o users e dsskiopssoi_test b +
Impor Fis Type: [P Lo Fieids <] End OF Recond Idsrifer: | LF =
Debemde | Fiedd Cowri: ]
Tt Qualifier, [=] Facord Leraglh: 1]
Impar Field Mame Field Type Lengh Field Fomman Decimal Flaces |

I.M_Lﬂ.mm_' ' ([Byonhecods | [Qacd | [Echonge | [Enoke |
(B view B e Contens

11. Click the Add button to begin adding/defining the fields to be included in the Fixed Length
ASCII File template;

T Add Impar Template ==
Temnplale Mame:  ASTI FI<ED TEST 6
Innpnt Fibe: s hmusertde sk iophasci_besk b
|mpont Fis Type: | Frend Levagih Fisdds | End OF Recoid ldentifer: LF g |:| Sheip Fugl Recond
D ebmmder | Fiedd Cowri: ]
Tt D uaiifier: | =] Facord Leralh: [u]
Impart Field Mams Field Type Length Figld Fommnat Decimal Flaces |

[ sovelic | [ Meve Doun - P e [+ Changs | [ nelee |
([ views B Fis Comtaris ] 0% | [Edcaned |
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12. An Insert Field Info screen will display:

i Insart Foeld Info ==l
Erslel Mama: 1
Tipe: Siiing [=]
Lengih: ]
Foums: [=]
Diecimal Flaces: 0
Mok B3 cencel

o Field Name: Enter a name for the field (in the example here, newly created fields are
labeled as “Field 17, “ Field 2”, “Field 3”, etc.; however, field names should easily identify
the field being created and/or should be consistent with the field in the DAT-MAIL table
that it will be mapped to);

o Type: Select the ‘String’ (alphanumeric information that contains no decimal points),
‘Number’ (numeric values that may or may not include a decimal point, or a decimal
point that is implied), or ‘Date’ from the drop down list provided;

o Length: Enter the maximum number of characters that the field should contain;

o Format: If the ‘Type’ selected is “Number” or “Date”, select the format to apply to the
field from the drop down list provided;

i Insart Frald Info =S T3 tnsert Field Infa ==
Lype: Hsviceer [=]
Length: 15

M decmal
Hae: descimal
Impded decimal

= Decimal Places: If the ‘Type’ selected is “Number”, enter the number of decimal places (if
any) that the values being imported into the numerical field will contain (“Implied decimal”
requires a value be specified representing the number of spaces that the decimal will be
inserted at in each number being imported);

13. Click the OK button when done to save the newly defined field and close the Insert Field Info
screen, or click the Cancel button to cancel the creation of the new field and close the Insert
Field Info screen.

14. Continue to add/create fields (steps 11 through 13 above) until all bytes in the file are
accounted for.
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15. After all fields have been created, the name of the Add Import Template screen changes to
Change Import Template. Click the View Records button on the Change Import Template
screen to view the data from the sample file in the template’s format. Scroll through the file
to ensure that all of the data aligns properly in the newly defined fields. Make adjustments
to the individual fields as necessary by selecting the field and clicking the Change button.

If questions arise about how the raw data appears in the sample file, it can be viewed by
clicking the View Raw File Contents button.

16. The order of newly created fields (i.e. where they appear in the template) can be changed
by selecting an individual field and clicking the Move Up or Move Down button. If a field(s)
is moved, Window Book recommends viewing the records to confirm the accurate
placement of data. To view the records, click the View Records button;

ﬂ Change Impart Template E
Templote Mame:  A5CI FEED TEST 5
Impoet File: & b muer e sklophasa_tast e
lmport File Typsr | Fieed Leragth Pk [ End Of Riesord Identiier. | CRLF [=] 7 Skip First Feecord
D vl et _ Fisdd Couni [}
T Quisdifier; Ao Lengt 94
| Irnpon Field Mame Figld Type Length Field Format Diacirnal Flaces
FIELD | String G
[FIELD 2 [ 2ting ?
[FIELD 2 [ S e
[FIELD 4 [51mng 3
[FIELDE [5tnng 5
Slnrig 40
[ Move e | (168 Move Down | (A ewfiecos: || Eaed | (B oence | [E oot |

D0 i B i o

LT > N

17. Click the OK button when finished. The Change Import Template screen close and the
Import Templates screen will display with the newly created Fixed Length ASCII File template
listed (e.g. “ASCII FIXED TEST 5”).

Page 8 of 33
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Click the Import File button. The .txt file will be converted to a .csv file. The .csv file will be
saved in the same location as the .txt file;

ﬁ Irripoat Tarnplates

Impo
Length Fields

e

Foed
e

| Copy Tompiate | (I3 bopast Fin ] (e | [Bcho: | Do |
[E P 8 cigse

Click the Close button to close the Import Templates screen.

18. The Import Data screen will be displayed. Click the Add button to define a new template
used for the actual import process (refer to the information provided under the Getting
Started section in this Guide for further clarification). The new import template being
created will use the newly created Fixed Length ASCII File template.

=

=

Imgpcal Templats Hams knpos File

Impoi! To Fis
CLIENT EXCEL FILE 1

s e ek hop Ve st elils s

A |l

'[nghﬁsmmsm | (B Cony Tempiate | | [asd | W Change | [0 Detete |
[+ gt J s |

19. The Add Import Specification screen will display. Select the ‘Import To’ file (i.e. Client or
Permit);

Enter the ‘Import Template Name’, which must be the name of the newly created Fixed
Length ASCII File template (e.g. “ASCII FIXED TEST 5” — refer to step 7 above);

@ Make sure to type the name of the Fixed Length ASCII File template correctly! Entering the name

incorrectly will result in the import not working and the Fixed Length ASCII File template being
automatically deleted.
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If not already selected, specify the ‘Import File Type’ as “D” (ASCII Delimited);

Using the down arrow, navigate to and select the same ASCII Fixed Length sample file to
used in the creation of the Fixed Length ASCII File template in step 8 above (e.g.
“ASCII_Test.txt”).

£ fdd Tmpart Specification i
Irnggecet T Chent [=] Fie
Imat Templale Mame:  ASCI FE4ED TEST S
Ik Fils Topes 4] ZI Fi= Type: Comma Delimsled Ted
Imneort File o usesser ek bopasei_lesk it oo E
Dhedimiter: Comma 3 | Skp Fack Aecod On mport | 5 awe Mazpings On Fils Psth Changs
Tt Guasbien - =]

When the file is selected, a Fixed Length ASCII dialog will display. Click the Yes button to
revise or change any of the fields created in step 12 above, or click the No button to display
the fields as is;

Fized Length £5CT I

P
lﬂ Do swvant bo revesw and/ar rodify the Fised Length laaid for the selectad file?

& If this dialog does not display, then either the ‘Import Name’ (i.e. name of Fixed Length ASCII File template)
was entered incorrectly or the wrong sample file was selected. At this point, the system automatically
deletes the Fixed Length ASCII File template previously created (i.e. “ASCII FIXED TEST 5”); therefore, the
user would have to re-create it and attempt the import again.

Page 10 of 33 ©2017 Window Book, Inc. All Rights Reserved.



==
IN d oW BOO k DAT-MAIL’s By/For Exchange

Automating Information. Growing Prosperity. Version 4 — Febr uary 27,2017

The fields created/defined in the Fixed Length ASCII File template will display.

T3 Add Inpart Spacification =
Impent Ter Chert [=] Fie
Impoil Template Mame:  A5CH FEED TEST S
Impait File Trpe o Izl File Type: Commea Dhefimited Tt
Irnpnt Files oo wissrshwmuserdeskbophasci]_testist. oo E
Dahmiter Comma E ["] Skin Fizst R ecod On Import U] Save Mappirgs On File Path Change
Tt Quaihier. "
0 et it Precnd | O Mest Recond |
Fieldz In Eha file you are impoding Fromsc Fralds you can impok mbo:
Ma Topa Fieid Harn: M atiching Fisld Sort By Hame || Hou Fiedid Ham: =
1 | Ehing FIELD 1 | i
z_|Sting | FELD2 dssion || 1| Compary Name
3 | Eting FIELD 3 :Mw 2 | Addess
4 |Sting | FELDA4 f ke 2
5 |Sng | FELDS : [sme
B B1I1Inl.3 FIEELD & & |7IPCode
0 | Shing FIEELD O 7| Bl Mol
o | g e
3 | Frene He
[+ Mo (B cancel |

20. Begin mapping the fields of the newly created import template to the selected DAT-MAIL
table. To do so, follow the procedure documented in the Mapping the Fields section in this
Guide, beginning with step 1.

FIXED LENGTH ASCII FILE TEMPLATE MANAGEMENT

Once created, all Fixed Length ASCII File templates are listed in the Import Templates screen.

To access the Import Templates screen, refer to steps 1 through 6 in the Creating an Fixed Length ASCII
File template section in this Guide.

5 Import Templates ﬁ
Seaich:

Tanplate Hame It Fie Pl frnieaet Type
| '
B3 oy Templae [ gt Fie (B2 |[E herge | [@ Do

To close the Import Templates screen, click the Close button.
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Add, Change, and Delete
From this screen, Fixed Length ASCII File templates can be added, changed, or deleted by
selecting/highlighting the specific template and clicking the appropriate command button.

K Any time an import file template that uses a Fixed Length ASCII File template is deleted, the Fixed Length
ASCII File Template is automatically deleted along with it. There is no confirmation or warning that the
Fixed Length ASCII File template is also being deleted.

Copy Template

Fixed Length ASCII File templates can also be copied to create new/additional templates by
selecting/highlighting the template to be copied and clicking the Copy Template button. A Copy Import
File Specifications dialog will display. The copy function will use the copied from template name and add
a numerical identifier to it. Use the default template name or edit it as desired and click the OK button.

F3 Copy Import File Specifications - [Fram: CLIENT EXCEL FILE 1] =

Hew Impoil Template Mams.  CLIEMT EXCEL FILE 2

o ) (B cagenl |

View Records
From the Import Templates screen, the records pertaining to a specific Fixed Length ASCII File template
can be viewed by selecting/highlighting a specific template and clicking the View Records button.

Import File
Records can also be imported for a specific Fixed Length ASCII File template by selecting/highlighting a
specific template and clicking the Import File button.

Defining an Import Template

This section is intended for creating import templates that use a sample file that is in one of the
following formats: Access, Excel, ASCII Delimited, or dBase.

Q) Before proceeding, determine what format the sample file to be used is. If the format type of the sample
file is an ASCII Fixed Length file, ignore this section and go to the Creating a Fixed Length ASCII File
Template section in this Guide.

To define an import template, perform the following:

1. Launch DAT-MAIL;

Page 12 of 33 ©2017 Window Book, Inc. All Rights Reserved.
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2. From DAT-MAIL’s main screen, click the ‘Utilities’ menu, and select the ‘By/For Exchange’
option;

oolBox  Cther Programs  Secunty  Help

) Sack & Pallet Tag Printing (] g

Tag Master v

L= @ x

Bundle Sips
Prirt Bstarnarits

Aphy bass Update
DuickFix processing
MDY CRID Lagging
hlarge MOILDAT Files
Split 3 MAILOAT fille
Miew [rport Btakus
Welbdabion Informaton
[ Impart Trenipeststion Updtes [ 2015 Window Eack, Inc,

B &

I By/For Ezchangs I

File Ukikties L
hairtain Crigin Locale Codes

Archive Oldl hsil. Dt Files
Dielete frchived hail.dat Files
Rertore Archived bail.Dat Filex

3. The By/For Exchange window will display. Click the ‘Import’ menu;
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4. The Import Data screen will display. Existing templates previously defined will be displayed
in list format. In the example being used here, the By/For Exchange utility is being used for
the first time, so there are no templates to display. Click the Add button;

T gt Data
Seanche

lepm Terclas Hame ot File Irpoit Ta Fle

| i 3
[ €N Eved Lergih 4500 Fie St | | B Cops Tomolete B chanae | D Dokt
8 e

5. An Add Import Specification window will display (‘import specification’ is synonymous with
‘import template’). Specify whether the template is to be used to import data into DAT-
MAIL’s ‘Client’ (mail owner) or ‘Permit’ file or table by clicking the down arrow next to the
‘Import To:’ field;

ﬁ.ﬂdd Irrparkt Specification E
Inpeil Tex Chest [=] Fie
Impait Template [ane:
It Fi= Type 5] .I] Fi= Type: Comma Defmiled Tedt
Ipon Fiee a
Diehmier Corrins E ] ES&ip First Recond On Impoit i 5 awe Mappings Dn File Path Change
Lewt Qualiier " [=]
u et Fiegt Becond u Mt Reord
Fields In the file you aee importing from: Fields you can import inlo:
Moo Tepe Fuad Miaties Mgt Field | | Son By Mame | | Mo Fiekd Masina B
0 |Uregua Compang Cada L
. gasgn || 1 |Company Nanw
W] 2 |Addess 1
. 3 |Addesss 2
4 |Ciy
5 |Shate
E |ZIF Code
7 |Fhons Mol
D B |Phone Mo 2
X A ] % |Phone Mo 3
_— | | s
8 ingon (v IS > [
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6. Inthe ‘Import Template Name:’ field, enter a name for the template;

Eh Add Impor Spacification (]
T Fio m
Irnat Ternplate Mamne
% 5 Hﬂr Comma Defmiled Tew
Impeal Fier
Diekmier: Corina [=] (] Seip Fagt Recond Ondepon [ Save Mapsings On Fle Path Changa
T P " | |

7. Forthe ‘Import File Type’ field, specify the format type of the sample file being used by
clicking the corresponding down arrow and selecting the format type from the list provided.
Options are:

= A (Access);
= B (DBase);
= F(ASCIl Fixed);

@ If “F’ (ASCII Fixed) is selected as the ‘Import File Type’, click the CANCEL button (do not create/save the
template) and proceed to Creating a Fixed Length ASCII File Template section in this Guide.

=  E(MS Excel); and
= D (ASCII Delimited).

o The ‘E - MS Excel’ selection pertains to .xls and .xlsx files.

In the example being used here, ‘E’ for MS Excel is selected;

£ Add bripait Spacification [
It Tee Chert [=] Fia
= |
[ireiriotne  COM——] v vt
Dihmitis Comma 1 ["] Skio Fisst Recosd Onmooet 71 Save Maooias On File Path Chanoe

8. Select the ‘Import File’ or the file to be imported by clicking the field’s corresponding down

arrow.
53 Add Trapost Saecification ]
Jmpost To: [lenil (| File

Inpot Templabe Marmg:  CLIENT EXCEL FILE 1

[hnihln 4 P O T
b = — L
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9. An Enter the Import file name browse window will display. Locate and select the file to

import. Click the dialog’s Open button to close the window and return to the Add Import
Specification window.

ﬂ Enter the Import file name -
:. .‘—". (W Desheop_» - 4 | search Deskiop j’-’-‘.
Organize = Mew folder B |_|1| B

Wr Favorites L Libraries
Aoamuser
+ Tl Libraries (B Computer
M Cornputer | || TestExrelFileds
‘-".'! Metaark
File paeviez TestExcelFie.ds . |E”“| (s '_l
[gpen b | conceel |

& If the file type of the file selected for importing does not match the file type specified earlier for the ‘Import
File Type’ field (see step 7 above) an ‘Import Template dialog’ will display. Click the OK button to resolve

the dialog and reselect the appropriate file for importing or make the necessary adjustments to the Import
File Type’ field and select the file again.

Import Templets 3
4 The smport file bype: 'POF canriok be irnported!
2 N

Pliease reselect the impor file,

10. The selected file and the file path will display;

53 Add Irnpost Specification ==
Jmpost Toc Clsnil "= File
knpot Template Mame:  CLIEWT E<CEL FILE 1

: el ;
Empot File: o et desklopeslescelie sk E
4 = L-.m d |

- 2 L L = L G S

Tt (oo EE e

Page 16 of 33 ©2017 Window Book, Inc. All Rights Reserved.



==
IN d oW BOO k DAT-MAIL’s By/For Exchange

Automating Information. Growing Prosperity.

Version 4 — February 27, 2017

11. If the ‘Import File Type’ selected is ‘D — ASCII Delimited’, use the corresponding drop down
arrow to select what the delimiter should be (if the ‘Import File Type’ selected is not ‘D —
ASCII Delimited’, proceed to step 13 below);

3 Add Impart Spacificstion
It Tax Cherd: B Fi=
Irngont Temnplate Mame:  CLIENT EXCEL FILE 1
gt P Trpe i (] Fibe Tpe: Cormma Crebribed Teud

|| Skig Fiest Fiecosd On Import Ul SaveMe

B G Fiest Riecond

Fieldz Im the lile you are impoiing lomc

12. Then select the correct text qualifier (i.e. “, *, or ‘None’)

3 244 Impost Spacification

knpodt To: Clienl L] Fibe

Import Templete Hame:  CLENT E4CEL FILE 1

Impost File Tyoe i [] Fie Tyne: Comme Defmibed Tet
Lo Fila:

(el [ SkipFirst Beecord On Impoet [7] SaveMa
|ED ot Fist Fiscora

Fields In the File pd

M [ .

i sl Bl

o If the ‘Import File Type’ selected is not ‘D-ASCII Delimited’, then the ‘Delimiter’ and ‘Text Qualifier’
selections will be unavailable (i.e. grayed out).

23 Audd [ngost Specification
bmpodt To: Claaril [=] File
knpost Templabe Hame:  CLIEWT EXCEL FILE 1
knpart File: Tuge: E [] il Tuper M5 Excad
Inpost File: g klopestaxcalie s
Defiler Conma [=] [ Skip Fiest Becord Or Ingat
Test Quaklier; " [=]
n et Fiet Record u Mzl Recond

13. If the file being imported has column headers or field names, select (check) the option to
‘Skip First Record On Import’;

5 Add Trapost Secification ]
Impodt To: [l [=] File
Impost Templabe Mame:  CUEHT EXCEL FILE 1
ot File: Tope: E E Fite: Ty M5 Encad

Inpost File: e el desk
Diemite: Conma [=] [ Gkip First Record Or gt | 7] S Mappengs O Fle Fath Changs
Tt Quinkifier; " v

n Gt Frzt Aecond u et Fmoord
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14. If subsequent imports of the file are intended, and the newer versions are saved in different
locations or folders, select the option to ‘Save Mappings On File Path Change’ to avoid
having to re-map the fields each time;

23 Add [post Specification (]
bnpodt To: Cisanil (] File
Inpost Template: Hame:  CLENT E<CEL FILE 1
lnprout Filee Tyape: E [] Fiie Types WS Encel
kmpost File: s wmueldesklop\ eslescelie sk E
Deimiter Lo - [T SkipFirst Recond On gt | (7] Save Mappings: On Fle Path Changs
Tt Quaklier; " |=]
n Liet Fist Aecond u Magmil Record

15. The next step in setting up the import template is mapping the fields. To do this, proceed to
the Mapping the Fields section in this Guide.

IMPORT TEMPLATE MANAGEMENT

Once created, all import templates (including those that use a Fixed Length ASCII File template) are
listed in the Import Data screen. To access the Import Data screen, refer to steps 1 through 4 in the
Defining an Import Template section in this Guide.

T et Dats
f—
llrrpnll Temiplate Hame Inpost File Impont To Fie
4| |
&N Eved Lergih 4500 Fie St | | B Cops Tomolete o | (B changs | B Detete
e

To close the Import Data screen, click the Close button.

Add, Change, and Delete
From this screen, import templates can be added, changed, or deleted by selecting/highlighting the
specific template and clicking the appropriate command button.

K Any time an import file template that uses a Fixed Length ASCII File template is deleted, the Fixed Length
ASCII File Template is automatically deleted along with it. There is no confirmation or warning that the
Fixed Length ASCII File template is also being deleted.
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Copy Template

Import templates can also be copied to create new/additional templates by selecting/highlighting the
template to be copied and clicking the Copy Template button. A Copy Import File Specifications dialog
will display. The copy function will use the copied from template name and add a numerical identifier to
it. Use the default template name or edit it as desired and click the OK button.

2 Copy Import File Secifications - [From: CLIENT EXCEL FILE 1] ==

Hew Impeil Termplate Mams.  CLIEMT EXCEL FILE 2

o) (B caneel |

Fixed Length ASCII File Setup

From the Import Data screen, the creation and management of Fixed Length ASCII File templates is
performed by clicking the Fixed Length ASCII File Setup button and displaying the Import Templates
screen (refer to the Fixed Length ASCII File Templates Management section in this Guide for more
information).

Import
An import can be performed using an existing import template by selecting/highlighting a specific
import template and clicking the Import button.

Mapping the Fields

Once the template is defined, the next step is to map the fields between the sample file and the DAT-
MAIL table for the template to use. All fields do not have to be assigned; however, both DAT-MAIL’s
Client and Permit tables have minimum requirements when it comes to field adding data to the table.

DAT-MAIL CLIENT TABLE
The two required fields for the DAT-MAIL Client table are the ‘Unique Client Code’ and the ‘Company
Name’ fields, though Window Book strongly recommends also mapping the MID and/or CRID fields.

DAT-MAIL PERMIT TABLE
The required fields for DAT-MAIL’s Permit table are the ‘Permit Number’ and the ‘Post Office of Mailing
ZIP+4’ (which can be only 5 digits if that is all that is available).
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To map the fields, perform the following:

1. Atthetime a file is selected to import (refer to step 8 within the Defining an Import
Template section of this document), the first record contained in that file may automatically
display in the window. If it does not, click the Get First Record button;

3 2.3d Trnpoet Specification =]
Inpost To: Client L= Fiba
Inpost Template Hame:  CLIENT EXCEL FILE 1
Impast File Tyoe E [=] Fiie Tyoe: M Exced
it Fil: clumenvmuserideskioptleslencelle b
Doamile Comma [=] | SkipFirst Record Onlmpoit |[] Sawve Mappings On Fi Path Change
> L= (5t T ™
B Got First Recond D ret Rocoed
Fialds In the File pou are impoating from: Fieldz pou can mpost inlo:
Ho. Tupe Field Mame Malcheng Faald Soit By Hame | | Mo Field Hame -
Aasign 1 |Compang Hare
[unsssign ]| 3
3 |Auddiess 2
4 |ciy
& |Stale
& |ZIF Code
¥ |Phona Mo 1
]| ¢ [renios
A 8 |Fhone Mo 3
[Qingst | o< ] E3cucst |

2. Click the Next Record button enough times to display multiple records — a decent
representation of the data found in the file. This is especially important if the import file
type selected is ‘ASCII Fixed’ since it will help confirm the field length is defined correctly
(refer to the Creating a Fixed Length ASCII File Template section in this Guide);

3. If there are column headers in the import file, they will be displayed on the left or in the
‘Field Name’ column. The specified DAT-MAIL table’s fields (in this example, Client table)
will display on the far right under the heading “Fields you can import into:”

Fields In the file jpou are importing from: |Figlds you can import into:

Mo Type Field M atme Malehing Field | Soet By Name || Mo Field Mame o~
0 | Shing Acct Number 0 | Urigue Company Code
1 |Shing Compary Mame 1| Company Name
2 | Shing Addiesss 1

l—'| 2 | Addiess 1
Unazzian
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A unique client identifier (e.g. account number, client code, record ID, etc.) must be mapped
to DAT-MAIL’s “Unique Company Code” field. This is accomplished by selecting (highlighting
DAT-MAIL’s “Unique Company Code” field on the left, then selecting the corresponding field

in the file being imported that is to act as the unique client identifier (e.g. ‘Acct Number’),
and clicking the Assign button. “=Unique Company Code (Field 0)” will display in the

‘Matching Field’ column;

%{ At this time By/For Exchange and DAT-MAIL do not support international phone numbers (April 2015).

Fields In the file you are importing from:

Fields you can import into:

Tyvpe

Shing
Shing
Shing
Shinn

Field Name

Compary Mame Hzsign 1 | Compary Mame
Addresss 1 - 2 |Addess
Addhess 2 [ Unasson 1 3 | aggress2

Ci

Malching Feeld
= Uinigue Company Code [Field0)

Soit By Mame | Mo,

[

Field Name L
Urigue Compary Code

Ciu

5. Map each field in the import file to its corresponding field in the DAT-MAIL table by

highlighting each and clicking the Assign button;

Mo,

=]

[T R I I

Fields In the file you are importing from: Fields you can import into:
Field Name Maliching Feeld Soit By Mame | Mo, Field Mame ~
Acct Mumber = Unique Company Code[Field) 0 | Urigue Compary Code
Compary Mame = Company Name [Fieldl] Szsign 1 | Company Mame
Addresss 1 = Address 1 [Fiedd?] - 2 | Addiess1
Address 2 = Address 2 [Fiedd3 3 Addiess 2
Ciy = City [Fieldd] 4 | Cy
State = State [FreldS) 5 |State
ZIP = ZIP Code (FieldE) E |2P Code
MID = MID [Field19) 7 |Phone Mo
CRID = CRID [Field18) i 8 |Phone Mo 2
COMTACT = Contact Name 1 [Field12) : 9 |Phone Mo 3
PHONE = Phone No 1 (Field?) [ Hone |[c]) 15

-
=1

Type
Shing
Shing
Shing
Shing
Shing
Shing
Shing
Shing
Shing
Shing
Shing

Assignments can be undone by clicking the Unassign button.

There are two sort options for the selected DAT-MAIL table. The default is by Field Number
(i.e. “Field No.”). The second sort option is by name. If the fields are sorted by number, the
sort button’s label will read “Sort By Name” (see image above). If the fields are sorted by
name, the sort button label will read, “Sort by No.” Sort capabilities apply to the DAT-MAIL
table only.

All of the fields in the import file can be assigned simultaneously to their line-item
counterpart by clicking the All button (not recommended). If the fields in the DAT-MAIL
table are sorted by number, import field number 1 will be assigned to table field number 1.
If the fields in the DAT-MAIL table are sorted by name, import field number 0 will be
assigned to whatever field is displayed in the 1st field of the DAT-MAIL table (not Field 0).

All assigned fields can be unassigned simultaneously by clicking the None button.
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Assignments are singular. One import field cannot be assigned to multiple fields in the DAT-
MAIL table and vice versa.

0 Refer to the information provided under the Mapping the Fields header in this Guide for important
information on field assignment requirements.

6. When finished mapping the fields, do one of two things:

: .
T add Irnpert Specification ==
Jrpocet Tt Clert [=] Fite |
Impeoet Template fame:  CLIENT EXCEL FILE 1
Impact File Type: E [=] Fie Type: M5 Exent
et Eie: e s musetdoshiap\bethaxealin, s a
Dfimiter Coemma =] ] SkipFistRecord Onlmpert || Save Mappings O File Path Change
Ta Ousliher " =
n el Frt Record u Mg Facend
_Fiddtlnmaﬂnmmm.glwn: ) Fialds you can mpod inbe:
Ho Type Frkd Marmay Mt ching Fieid | Sort By Name || Nou Field Harns -
0_Sting ool Nonbe - Urkaun Comgary Cocn i) [
1 |Stng Compuary W ame = Company Hame [Fieldl] Bazign 1 | Campany Hame
2 |Simg Addiesss | = Address 1 [Fiekd) ————| 2 |Addess1
1 Shing Addiprn 2 = Address 2 [Fiskdd) “ 413 |Addeess 2
4 |Stng City = City [Fiekdt) 4 Gy
5 |Sieg Sisls = Sste (Fiskf] 6 | St
& |Sting ar = ZIP Code [Fieki5)] 6 |TFCade
7 | St MID = MID [Fisk19) T | Phors Mo
8 |Surg CRID « CRID [Fred1 ) ————— | 8 |Phenaflo2
9 |Sting COMTACT « Cortact Hame 1 [Fiekd!2) | R e
10 |Sting PHONE = Phone Ha 1 [Fiekd?) Hane [ oil=
(O mgart o || cacs |
|
= (Click the OK button at the bottom of the screen to save the template without importing any
data. The Add Import Specification screen will close and the Import Data screen will be
displayed with the newly created “CLIENT EXCEL FILE 1” template listed; or
4 ot Diata ==
Seach
Impel Templats MHams npost File Impon T Fis

CLUEHNT E-CEL FILE 1 o wsesaserideskhop e steanellls s

KN '
[ &Y Fised Lergih 4500 Fie Setip. | (B Copy Tempiaie Bax | [Echogs | EDeke |
Imgert | Bogs |

Page 22 of 33 ©2017 Window Book, Inc. All Rights Reserved.


file:///F:/DAT-MAIL/ByForExchange/Version2/DM_ByForExchangeV2_08May2015.docx%23_Mapping_the_Fields

==
IN d oW BOO k DAT-MAIL’s By/For Exchange

Version 4 — February 27, 2017

Automating Information. Growing Prosperity.

= (Click the Import button which both saves the template and imports the data. When the
Import button is clicked, an Import Button Pressed dialog is displayed asking the user to
confirm whether or not they want to import the data. Click the Yes button to begin the
import or click the No button to stop the import process.

Import Button Preszed £

lﬂ fure ypau sure pou it o bopam Client Info Now?

[ s [ He |

If the No button is clicked, the Import Button Pressed dialog will close and the Add Import
Specification screen will display.

If the Yes button is clicked, the import will commence, the Add Import Specification screen
will close, and the Import Data screen will be displayed with the newly created “CLIENT

EXCEL FILE 1” template listed.

The import is complete.
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SETTING UP BY/FOR EXCHANGE EXPORT

The data stored within DAT-MAIL’s Client and Permit tables can also be exported from DAT-MAIL for use
in other systems to assist in maintaining data integrity across a Client’s platform.

The By/For Exchange utility is launched from DAT-MAIL’s ‘Utilities’ menu and the Export function from
within the Exchange utility. The creation of an export template is required to be used for the export
process.

CREATING AN EXPORT TEMPLATE

To create an export template, perform the following:

1. Launch DAT-MAIL. From DAT-MAIL’s main screen, click the ‘Utilities’ menu, and select the
‘By/For Exchange’ option;

oolBox  Cther Progrmams  Secunty  Help

=2 Sack e Pallak Tag Printing E} g

Tag Master k

Eundle Hips
Frirt Satarnants

Apply hiass Update
DuickFix processing
MDY CRID Logging
Marge MOILDAT Files
Eplt 3 MAILOAT fille
Miew [rport Btakus
Yehdatsan Informiabaon
Impart Trenipeststion Updtes [ 7015 Window Boot, e,

B &

I Ey/For Ezchangs

File Litikties k

2. The By/For Exchange window will display. Click the ‘Export’ menu option;
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3. The Export Data screen will display. Click the Add Template button to begin creating a new

export template;

B Export Deta ==

Seach:

[ Expert Templale Hame Espart File FieTo Expact |

o
Ilgtﬁ:m =Dehle

EJq:-:lI OOy | S

4. The Add Export Specification screen will display:

50 et Export Specification
Expaat Tamplale Hame:
Export Fle
File o Expoit: 6 Clant

£

| Azperd Ta Cunent F&G

Op

[x]  Templaiz Type et @) [=] [ sl avs Time: Stam To Expon Fie tane ()

o Export Template Name®@: Enter a name for the template;

o Export File®: Click the down corresponding down arrow. A browse dialog will open.
Choose a location where to save the export to, and enter a name for the file to be called.
Add the appropriate file extension to the file name based on the file format to be used

(i.e. .xls, or .txt);

S8 Enter the =
ot e b tevwok b LEWTGES L e WE > MOV - | £ |1 Sewrcn pow 2|
Organize + e Folder = g

L Users * Name - Date rodified Type
Wl
4 . B bt ST LA P Eile Folde
alis
- . I Eeriphs £/6,/2015 3:59 Ak Fil= folder
1. DropShip i o
e ) DetMailResdme D 17348004 13 AN Teat Dotument
o Lt [] DathailReadmg_F W& T AM  Test Docurgnt
0 mail.dak
| KMORCLIENT
N
|\ POy |
4o PDWatcher
1 PRy
s Secure
L S0lBackup
| Ui n
L+ \Wndow Book I = =
Fie pame: _ExcelClientTestds | -
Save as type: | Export ']
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£ Add Export Specification o =

Expaat Tamplale Hame: |

Evpiost File 9 a

Flelofmot (G} Cent  [x]  Temsise Tyom [Ten QY [z] [ &k Date/Time Stan ToErpon Fbs Hars ()

| Lpperd To Cunent F&-G

o FileTo Exporte: Clicking the corresponding down arrow, select which DAT-MAIL table
to export from (i.e. Client or Permit);

o Template Type'o: Clicking the corresponding down arrow, select which type of file
format to use for the template (i.e. Text or Excel);

o The ‘Text’ template type pertains to both delimited and fixed length formats.

o Add Date/Time Stamp to Export File Name®: select (check) to enable this option of
adding a date and time stamp to the export file name;

o Append To Current File@: select (check) this option to append the exported data to an

existing file that uses the same name specified in the ‘Export File’ field (6) above. This
option is only available if the ‘Template Type’ selected is “Text”.

o Since the ‘Template Type’ selected in the example being used here is “Excel”, the ‘Append to Current File’
option no longer displays (is no longer available) in the screen image below.

£ 2cd Bport Specification
Ewport Templale Marex:  Exwcel Chent Test
Expoat Fils Wi Fafidzun_Tvebbmchescsictiontlost ds E
Fike T E sl Clent Z| Templale Ty |E ncnl E| | i&dd Drsved Time Stamp To Espait File Mame

%{ In a server with workstation(s) environment, use UNC path names when selecting the file location (see
image above as an example, i.e. \\lbw7x64svr_1\wb\mdv\excelclienttest.xls).
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5. Specify the fields from the DAT-MAIL table (i.e. Client or Permit) that are to be exported as
part of the template:

Fils Speciications
Availables Fiul-d:o Sebacted Fialds 9
Urequa Compang Cods - I 7] Expor Field Nme
Cornpany Mame Fimal
Addiess 1 I G 0 Diebirded Frekds
EE‘MWE 9 @ Fieed Length Field:
Shale [hsfmitar: -]
ZIF Code T exd Clizalfies = |o
Fhona Mo 1
Fhone Mo 2
Phone Mo 3 EE all
Foaa fda
cd . : [TT8
I_E_lloLlLl
B e ==

One by one, single click or highlight the fields from the ‘Available Fields’ list @ and copy
them to the ‘Selected Fields’ list & by using the right or forward arrow button (the

right/forward arrow, left/back arrow, All, and None buttons are noted with the 9
reference in the image above).

‘Selected Fields’ can be removed from the template by highlighting them and clicking the
corresponding left or back arrow.

To easily select and copy all of the ‘Available Fields’ for the template, click the All button.
To easily remove all of the ‘Selected Fields’ at once, click the None button.

6. Reference the image located under step 5 above and complete creating the template as
follows:

o Export Field Names©: select (check) this option to include the field name in the
exported file (recommended).

o Format@: If the ‘Template Type’ selected is “Text”, specify which format type the
template should use, i.e. Delimited Fields or Fixed Length Fields. If the ‘Template Type’
selected is “Excel”, the ‘Format’ fields would be unavailable (i.e. grayed out).

o Delimiter and Text Qualifieraz Using the corresponding drop down arrows, select the
‘Delimiter’ and ‘Text Qualifier’ the exported file should use if the ‘Template Type’
selected is “Text” and the ‘Format’ specified is “Delimited Fields”.

Both of these fields will be unavailable or grayed out if the ‘Template Type’ selected is
“Excel”.

Both of these fields will be unavailable or grayed out if the ‘Template Type’ selected is
“Text” and the ‘Format’ selected is “Fixed Length Fields”.
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7. When finished creating the template, perform one of three options:

0 And Eport Specification ]
Export Templale Mame:  Ewcel Chart Tast
Evport i Vil TeBlor_ Tk hencslcientlenl s
Fibe T st Chent [=]  Templsie Tyoe: [Eqcal [=]  [¥1}E0d e Tima Stamp T Espon Fls Flamel
File Speciication:
#vailable Fields Sabectad Fields
Urigue Compary Ciode [ B3 | |UeigueCompany Code »| ¥ Exgost Fiekd Hames
Compary Hame [ n + | Company Hame Foummal
dldrese 1 " | Addsesz 1 Dgirited Fiekd:
Adbdezza 2 Auddiess 2 Fruael Ll Fiakd:
Ciy City
Siahe Slale Diedirviter [=]
ZIF Coda ZIF Coda Toecs! sl [=]
Phoee Mo 1 Phane Mo 1 -
Phore Mo 2 Fhons Mo 2
Phore Ha 3 [E§ar | |PhoneMa3
Fax Mo Fa: Mo
Enal = Ehlme | Ema =
= [ [T3 3 Cocel |
o Click the OK button to save the template without exporting any data. The Add Export
Specifications screen will close and the Export Data screen will display with the newly
created template listed;
Lh et Dita =l
Sasch
Expost Template Hame Ewxpeit Fil= FieTo Evpoit

Excel Chient Test WilbwFsBdoun_1Tuwbimdwenosiienttest ds

|3 2 Tompiate | (I Change | [ Detere |
=B ] B Copw Tompiate | [

o Click the Export button to both save the template and perform an export of data to the
file specified in the template. When the Export button is clicked a confirmation dialog
will display. Inthe example being used here, the DAT-MAIL Client table was selected for
export; therefore, the confirmation dialog displayed is the Export Client Data dialog.

= (Click the Yes button to export the data, save the template, and close the Add Export
Specification screen. The Export Data screen will display with the template listed.
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= (Click the No button. The confirmation dialog will close and the template is saved with no
data exported. At this point, the Export Data screen will display with the template listed.

o Click the Cancel button on the Add Export Specifications screen. A Save Record dialog
will display asking whether or not to save the record:

Save Record 3

.
lﬂ D 0w vt b 185 the chinges ta thid record?

| Yei | e H Cancel ]

= Click the Yes button to save the template and close the Add Export Specification screen
without exporting the data (the template will be listed in the Export Data screen);

= (Click the No button to close the Add Export Specification screen without saving the template
(all template information will be lost); or

= (Click the Cancel button to return to the Add Export Specification screen.
The export process is complete.

Export Template Management

Once created, all previously created export templates and their associated files are listed in the Export
Data screen. To access the Export Data screen, refer to steps 1 through 4 in the Creating an Export
Template section in this Guide.

(B tporom = |

Search:

Evpeott Tempilales M ame Expat File FieTi Expart

Add Templabs [ T = i
Ewpoit Copy Templats Clgse |

To close the Export Data screen, click the Close button.

Add, Change, and Delete
From this screen, export templates can be added, and existing templates can be changed or deleted by
selecting/highlighting the specific template and clicking the appropriate command button.

Copy Template
Export templates can also be copied to create new/additional templates by selecting/highlighting the
template to be copied and clicking the Copy Template button. A Copy Export File Specifications dialog

©2017 Window Book, Inc. All Rights Reserved. Page 29 of 33


file:///F:/DAT-MAIL/ByForExchange/Version2/DM_ByForExchangeV2_08May2015.docx%23_CREATING_AN_EXPORT
file:///F:/DAT-MAIL/ByForExchange/Version2/DM_ByForExchangeV2_08May2015.docx%23_CREATING_AN_EXPORT

¥ 5 —
INndowBook DAT-MAIL’s By/For Exchange

Automating Information. Growing Prosperity. Version 4 — February 27, 2017

will display. The copy function will use the copied from template name and add a numerical identifier to
it. Use the default template name or edit it as desired and click the OK button.

£ Cogry Export Fili Spacifications - [Frarm: Excal Client Test] = |

Mew Export Template Name:  [Fli o 0hl )

@ | Bl |

Export
An export of data can be performed using an existing export template and file by selecting/highlighting a
specific export template and clicking the Export button.
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USING THE COMMAND LINE

The By/For Exchange utility can be run using the command line on a computer or server once the
corresponding import or export template(s) is already defined. This can be useful if the import or export
is being done as part of an automated process.

To use the command line to run the By/For Exchange utility, perform the following:

1. Determine the name of the existing import or export template to be run.

2. On the computer or server where DAT-MAIL is installed, click the Start button and in the
search line or window, type “cmd” and press Enter on the keyboard.

||:!-d| L]

([ otart
———

3. A Command Prompt screen (DOS window) will display. Change the current directory (e.g.
‘C:\Users\VMUser. WINDOWBOOK’) to the directory where the By/For Exchange utility
resides. The name of the utility is “ByForManager” and is located in the ‘MDV’ directory
which is created during the installation of DAT-MAIL. In a standard installation, the ‘MDV’
directory is located in the ‘WB’ directory (i.e. ‘\\...WB\MDV’), which is also created during
the installation of DAT-MAIL.

ALL rights recerved.

In the example being used here, the “WB\MDV” folders are also located on the C: drive, so
the drive will remain the same. Type “CD \WB\MDV” (there should be a space between
“CD” and “\WB\MDV”) and press Enter. The directory should change to: “C:\WB\MDV>".
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If the \WB\MDV’ directories reside on a drive other than what is displayed (e.g. a drive
other than C:), make sure to include the drive letter when changing directories (i.e. “CD
D:\WB\MDV’ — there should be a space between “CD” and “D:\WB\MDV”) and press Enter.

ALl rights reserued.

D=~ HE-HIDU

4. Run the utility from the command line and perform the import or export by typing the
following one of the following commands:

IMPORT: ByForManager Action=Import template="existing import template name”; or

EXPORT: ByForManager Action=Export template="existing export template name”.

% A single space should occur between "ByForManager" and "Action"; and "Action=Import" and/or
"Action=Export" and "template". Double quotation marks should always be used when entering the
template name, and there should be no space between the equal sign (i.e. '=') and the name of the
template.

In other words, if the process to be run is an existing import template named “Test 1”7, the
command entered would be: ByForManager Action=Import template="Test 1”.

Press Enter to run the command and import (or export) the data.

5. The screen will update displaying the current directory information.

ALL rights recerved.
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No confirmation notifying the user that the process finished (or did not finish) will display.

If the action taken was an import, the user can view the contents of the ‘Client List (Mail
Owners)’ table in DAT-MAIL to confirm the import completed successfully.

# DAT-MAIL Editor with Toalbax 11150802 (WBI0O1)
gports  Postalone!  Lkities  ToolBox  Othar Frogran  Secudy  Helo
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