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ABOUT THIS GUIDE

The instructions and descriptions contained in this document were accurate at the time of publishing;
however, succeeding products and documents are subject to change without notice. Therefore,
Window Book, Inc. assumes no liability for damages incurred directly or indirectly from errors,
omissions, or discrepancies between the product and this document.

This document is formatted for 2-sided printing.

DAT-MAIL™, Postal Package Partner™, and PPP™ are trademarks of Window Book, Inc.

PostalWeb?® is a registered trademark of Window Book, Inc.

The following are trademarks (indicated by ™) or registered trademarks (indicated by ®) are owned by
the United States Postal Service: USPS®, PostalOne!®, Priority Mail Open and Distribute®", Priority Mail
Express™, e-VS™, PC Postage™, and EDDM Retail™.

Mail.dat® is a registered trademark of the International Digital Enterprise Alliance, Inc. (IDEAlliance).
International Bridge*®™ is a service mark of International Bridge, Inc.

Avery® is a registered trademark of CCL Label, Inc.

Windows?® is a registered trademark of Microsoft Corporation in the United States and/or other
countries.

All other product names are trademarks, registered trademarks, or service marks of their respective
owners.

Copyright © 2020 Window Book, Inc. All rights reserved. All intellectual property rights remain the
property of Window Book, Inc. No part of this publication may be reproduced, distributed, modified,
displayed, transmitted, stored in a retrieval system, or translated into any human or computer language,
in any form or by any means, electronic, mechanical, magnetic, optical, chemical, manual, or otherwise,
without the prior written permission of the copyright owner, Window Book, Inc., 300 Franklin Street,
Cambridge, MA 02139.

CONTACT INFORMATION

WINDOW BOOK, INC.
300 Franklin Street
Cambridge, MA 02139

Corporate: 617-395-4500
Client Services: 800-524-0380
sales@windowbook.com

Support: Support Portal
800-477-3602

techsupport@windowbook.com
Fax: 617-395-5900

On the Web: www.windowbook.com
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REVISION HISTORY

This section contains a list of any significant changes that were made from the previously published
version of this Guide, including a brief description of the change, the type of change made (i.e. Revision,
New, or Deletion), a link to the location in the Guide where the change occurred, and any pertinent
details relating to the change.

TYPE LOCATION IN GUIDE DETAIL

Updated version information from
Updated section Revision | Cover page version 1 to version 2 along with
corresponding date.

ABOUT THIS GUIDE and
Updated section Revision | page footers throughout Updated copyright information.
document

Updated information pertaining to
Updated Revision | Footnote, page 10 how long it takes to initially fund a
WAB/IB account.

Updated required DAT-MAIL
version, updated the registration
requirements, and removed USPS
Updated section Revision | REQUIREMENTS contact information for PMOD as
International Bridge is now
approved for both e-VS and
ePostage.

Removed note about registration
code assumption and added
Updated section Revision | GETTING STARTED further clarification about the
necessary setup to be able to use
PMOD.

Added information describing the
two “modes” available for use in
Added section New B ACCOUNT TYPES & DAT-MAIL, the IB account types
PAYMENT OPTIONS . .
required for each, and the different
payment options available.

Updated note about registration

code assumption and added note
about available Window Book/IB
account assumption.

Updated section Revision | DAT-MAIL PMOD SETUP
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CHANGE TYPE LOCATION IN GUIDE DETAIL
Separated information about the
various settings available in the
PMOD tab into sub-sections for
clarity (i.e. “Default Window
Updated section Revision | ‘PMOD’ Tab Book/IB Account”, “Label Image
Format, Resolution & Size”, “Label
& Scan Form Printer Setup”, “Label
Reference Field Setup”, and
“Production & Test Modes”).
Provided instructions on how to
ADDING PAYMENT
Added section New ACCOUNTS add Window Book/IB payment
- accounts to DAT-MAIL.
Updated description to include
Updated section Revision | CREATE SHIPMENTS creating shipments by importing
shipment data from a fixed format
file.
Inserted new option to use
. . Create Shipments Optional Identification fields when
Updated Section Revision . i
Manually creating a manual shipment (step
4).
Added section documenting the
Added section New Create Shigments From An !oroced'ure of creating shipments by
Imported File importing shipment data from a
file.
Added a note regarding the
reported void statuses of individual
shipments.
Updated information to include
. . Managing All PMOD new Import button which allows
Update Section Revision ) . .
Shipments users to import a .csv file
containing PMOD shipments.
Added information about
generating scan forms for multiple
batches.
Update Section Revision | REPORTS Removed reference to USPS

contact.
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CHANGE TYPE LOCATION IN GUIDE DETAIL
. B PMOD Shipment Estimate Added |nformat|o.n about a new
Update Section Revision Rebort Export button which allows users
nepont to export report data in a .csv file.
Added additional information
about the setup and use of Test
Updated section Revision | APPENDIX 2 and Production APIs for clarity; as
well as, re-organized associated
sub-sections.
Was: “Registering A New
. . Account” .
Updated section Revision Now: REGISTERING A NEW Renamed section.
PRODUCTION ACCOUNT
Updated section Revision REGISTERING A NEW Updated the documented process
P PRODUCTION ACCOUNT to bring it current.
Added section New E-VS PAYMENT 0PTION | Added information for setting
up/using the e-VS payment option.
. Wire Transfer & Push Addeq |nformat.|on for setting
Added section New ) up/using the Wire Transfer and
Payment Options .
Push payment options.
Added instructions for registering a
new Window Book/IB test account,
REGISTERING A NEW TEST
Added section New SIS & > including a sub-section containing

ACCOUNT

information on how to add mock
funds to an existing account.
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BEFORE YOU BEGIN

SYMBOLS YOU SHOULD KNOW

The following symbols appear throughout this document:

o Where displayed, this Information icon denotes important information regarding the subject
matter at hand. The information is intended to provide helpful hints, references to other
locations in the document to help further understanding about the current subject-matter,
and/or include special requirements pertaining to specific subject-matter. It is important that
the information provided be read and thoroughly understood before proceeding.

(.-:.

Where displayed, this Attention icon is intended to make the reader take special notice as the
information provided is critical in nature to the subject matter at hand. It is not intended to
lessen the importance of the information provided with the Information icon noted above; but
to bring additional attention in situations of extreme necessity.

% Where displayed, this Troubleshooting icon denotes helpful hints and tips for the subject matter
at hand. The information in the troubleshooting tip is intended to provide helpful hints and
resolutions for some of the more common issues that can occur during operation.

PURPOSE

The purpose of this Guide is to provide setup and use instructions for the Priority Mail Open and
Distribute®™ (PMOD) module accessible from within DAT-MAIL™.

INTRODUCTION

The PMOD (Priority Mail Open and Distribute) module allows mailers to ship small quantities of mail to
USPS® entry facilities to take advantage of dropship discounts or better control in-home delivery dates.
These shipments can be made via Priority or Priority Express mail.

The PMOD module uses a new postage payment method called “ePostage” which is a form of electronic
manifesting like e-VS™. Unlike e-VS; however, Mailers do not have to actually generate and upload SSF
files — nor do they even need their own permit. Window Book is working with a partner, International
Bridge™ to handle the actual manifesting and payment. DAT-MAIL users will have to setup and fund a
Window Book/International Bridge (IB) postage payment account. The PMOD module uses IB’s permit
and e-VS account, not the Mailer’s. Mailers can fund their Window Book/IB payment account online
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using ACH transfers from their checking account, but unlike CAPS they are in total control of account
funding.

Unlike PC Postage™ where a special 2D barcode is applied to the label to pay for postage, ePostage uses
the Intelligent Mail Parcel Barcode along with the electronic data sent to the USPS to pay for postage via
e-VS. With ePostage, labels can be printed up to 14 days ahead of the ship date while with PC Postage,
labels can only be purchased 7 days in advance. The PMOD module needs no USPS certifications or
approvals. DAT-MAIL/PMOD users can start shipping as soon as their Window Book/IB account is
fundedl.

By working with International Bridge’s payment platform, DAT-MAIL users will also get CPP benefits
without needing a contract or volume commitment with the USPS. For PMOD this is important as it
allows mailers to use flat rate tray boxes as well as sacks for their shipments.

Labels are printed on 4 x 6 labels, either one-up labels or two per letter size page labels .

Using the PMOD Module is simple and easy, whether PMOD shipments are created using a Mail.dat® file
or by creating shipments manually. Users create shipment preparation profiles that are made up of
different processing options when aggregating their presort mail into PMOD/PMEQOD shipments. These
profiles can be used over and over again, as needed, thereby speeding up the shipment creation
process. Rates are returned in seconds and can be viewed and managed for each individual shipment.
Unwanted entry points can be removed, and shipment container types and the content weight can be
changed. Labels are purchased with a simple click of a button. Labels can also be viewed/printed,
various helpful reports can be generated, manifests generated/printed, and labels can even be voided --
all with a simple click of a button.

ePostage uses e-VS for postage payment but by using a pre-approved postage payer (International
Bridge); no paper manifest is required. A Mailer’s mail clerk only has to verify the package contents
which can be done using the PMOD’s production report. Postage can be pre-funded via ACH like putting
money on a permit or pulled out of a Mailers checking account every day, like CAPS. Mailers can also set
up multiple International Bridge payment accounts and select the one they want to use when they buy
postage (see footnote). This way they can have their major clients fund their own accounts and cover
their PMOD postage, directly. And unlike e-VS, Mailers will not need to obtain USPS permits or
certifications.

1 Initial funding of a Client’s Window Book/IB account takes approximately 2 to 4 days depending on the payment
method used.
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REQUIREMENTS

DAT-MAIL version 21.20.13.20 (or newer) must be installed and registered;

¢ A module-specific registration code is required for shipping PMOD tray boxes and/or when using
an e-VS account for payment. Contact Window Book’s Client Services Team to obtain the
necessary registration code.

o The PMOD module comes standard with DAT-MAIL Editor and Toolbox installations for shipping
PMOD sacks using an International Bridge ePostage account. A module-specific DAT-MAIL
registration code is not required.

e The technology behind International Bridge’s web site is Angular. A list of web browsers
supported by Angular can be identified by clicking this link: https://v6.angular.io/guide/browser-
support;

e [f using a Zebra printer to print label image formats of “ZPL”, the creation of a share on the
printer is required before performing the PMOD setup in DAT-MAIL. Refer to ZEBRA PRINTERS —
CREATING A SHARE for more information; and

e IMPORTANT: PMOD mail must be presented to a Business Mail Entry Unit (BMEU) or a Detached
Mail Unit (DMU) and unlike other “ePostage” shipments, cannot be accepted by a retail unit. But
unlike conventional e-VS shipments, mail clerks cannot see these shipments on the e-VS
dashboard. International Bridge shipments are approved for acceptance without local
verification or manifest documentation. Mailings made on International Bridge’s e-VS/ePostage
permit will also not need local USPS approvals. The contents of a Mailer’s PMOD boxes ARE
subject to verification. Mailers will need to enclose and provide statements, including a
production report generated from the PMOD module to their mail clerk so the contents can be
verified. For shipments created from a Mail.dat, the “Open and Distribute Production Report”
should be used. For shipments created manually, mailers will need to present the “Postage
Detail (voids not included)” report and include information on package contents since that
information is not available at the time the shipment is created.
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GETTING STARTED

o For documentation purposes, this Guide references International Bridge as “IB”.

Some preliminary setup is required to be able to use DAT-MAIL’s PMOD module and should be
performed in the order documented:

1. Zebra Printer Users: Create a share;

p i .
A4 If a Client is using a Zebra printer to print ZPL image formatted labels, it is very important that the
setup of the Zebra printer occurs BEFORE the PMOD setup in DAT-MAIL. Refer to ZEBRA

PRINTERS — CREATING A SHARE for instructions.

2. Register a Window Book/IB Test and/or Production account. Registering the appropriate account
requires the use of specific URLs (refer to IB ACCOUNT TYPES & PAYMENT OPTIONS for more
information); and

3. Perform the necessary setup in DAT-MAIL (refer to DAT-MAIL PMOD SETUP for more information).

ZEBRA PRINTERS — CREATING A SHARE

If a Zebra printer is being used to print a label image format type of ZPL in DAT-MAIL’s PMOD module, a
share must be created on the printer prior to starting the PMOD setup in DAT-MAIL, or labels will not
print. To do this, on the computer where the Zebra thermal printer is installed, launch the Control
Panel, select ‘Devices and Printers’, and locate the Zebra printer. Right-click on it and select ‘Printer
Properties’ (i.e. not ‘Properties’).

v
4 Fa » Control Panel » AN Control Panel items » Devices and Printers

Addadevice  Addaprnter  Seewhat'sprinting  Priet serves properties  Remave device

~ Printers (11

Q/’Q/Q/Q/Q/Q/?\/

See what's printing
Fax . HP HPEFSB4S (HP Microsoft Print Microseft XPS OneNote Send To Snagit 2018 ZDesigner Set as default printer
Officelet 3830 Officelet 3330 to PDF Document Writer CnelNote 2016 1055
seres series) Printing preferences
I Printer properties I

Create shortcut

9 Remove device

Troubleshoot

Properties
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0 ZDesigner 10350 3000PI Pragerties x
The Zebra printer’s properties screen will display. At ey [l i i) L ] e
. ., General Sharing Fars Advanced Color Management Securty
Select the ‘Sharing’ tab.

= You can share this printer with other wsers on yaur network. The
== printer will not be available when the computer is sleeping or turned

Select (i.e. check) the ‘Share printer’ option. The off.
‘Share Name’ will automatically be populated with
the name of the Zebra printer.

[ Share this printer

Click the Apply button and then click the OK button. Sharemame: | ZDesigner 10351 3onDplg
The share has been created.

2 Bender print jobs on client computers

(] Lict i the directory

o To optimize the label image and alignment for Dirivers
. If this printer is shared with users runming different versions of
a Zebra thermal printer, refer to APPENDIX 1 Windows, you may want to install acditional drivers, so that the
in this Guide for instructions. users do mot have to find the print driver when they connect to the
shared printer.

Additional Drivers...

IB ACCOUNT TYPES & PAYMENT OPTIONS

DAT-MAIL’s PMOD module can be operated in one of two modes: Production, or Test. What mode a
Client wishes to use is part of the PMOD setup process in DAT-MAIL. More information about each
mode is provided under ‘PMOD’ Tab in this Guide.

Production mode requires the use of at least one Window Book/IB Production account. Mailers can
have and use multiple Window Book/IB Production accounts with the PMOD module depending on their
needs and customers. Window Book/IB Production accounts include a variety of payment options:
ePostage; e-VS; credit card; wire transfer; and a “push” option.

o Wire Transfer and Push payment options involve Clients authorizing funds being sent from their
bank account to International Bridge’s ACH account.

Test mode requires the use of a single Window Book/IB Test account. Window Book/IB Test accounts
are set up using the credit card option (an actual credit card number is not required). Mock funding is
available within minutes.

Instructions for registering new Test and Production accounts, including the various payment options,
are provided in APPENDIX 2 of this Guide. Each account type uses its’ own URL. These URLs are specific
to Window Book and must be used to be able to use the PMOD module in DAT-MAIL.
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DAT-MAIL PMOD SETUP

o The information provided assumes that a DAT-MAIL registration code containing the PMOD
module has already been entered/saved in DAT-MAIL (if applicable). Refer to REQUIREMENTS in
this Guide for more information about registration codes.

|i|
““ If a Client is intending to use a Zebra printer to print ZPL image formatted labels, it is very

important that the setup of the Zebra printer occurs before the PMOD setup in DAT-MAIL. Refer
to ZEBRA PRINTERS — CREATING A SHARE for instructions.

o The instructions provided assume that the appropriate Window Book/IB account(s) has already
been created/registered and is available for use.

il seve [F==]
Bochivi Beptiniiad Sl Pl Trackingdnbaligerd kad Al
Lisbaideig Lisd aiekal e Lsgriisg s
Irgrt Deflts | pgier inlormation | Panshyoer | BossOnel | S Up Opiors | Comtsirer Tam Waights | Expar
Setup of the PMOD module must occur in DAT- Snge Pl |aenc | Daencn i . EmcSeings] [ wsosri
MAIL before it can be used. From DAT-MAIL’s [ et S P Pt ST
. . . Chxioil Processed Path Padh ha bsan rat ap
main screen, select ‘File’ > ‘Program Settings’ > IR ’ )
. ) Etk Meatwants D400 ConioTeancs Tesing
Program Setup’. ] Mbcrw charmges v dnln g inpce ot Vakin S Emimanes ces
St i Horee Dt To ZJera DEARSNs Conlormidee Testng 1=
S Ship Dt To Zera Mark Cordurer Salus
r"‘"'"‘““"""_'"‘-" . _ @ e Changs Prefrisenry Hank

The Setup screen will display. o oo [ 50
[Pk Corisne Weignls A fher bngot

o Fresghd Talshs ANy ipen

Fian PR Expert

A0 Export P iginad Fila auter Imgport
ik S0 Pty o eivdiin

Dz Mot Impaet s Dussll il

| D pit brapnl Paae Bae s Fib
L] Frdets Do Pt It 1
Mt repor s affer inpor 5
Pk CIMPe Includad in Other Docs
ETP— i Dt Spone Mordang
] Tusn o Lo Disi Space Wadoning
Lowy Free Soscs Thashaid | 195, |2

pegpced) Foscors o g

CakciFE: Fis Pasih | OB ML det OFEdis

‘PMOD’ Tab

In DAT-MAIL’s Setup screen, select the ‘PMOD’ tab. The default Window Book/IB account, label
properties, label and scan form printer settings, and the mode the PMOD module is to be used in are all
controlled within the ‘PMOD’ tab.
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DEFAULT WINDOW BOOK/IB ACCOUNT

o The instructions provided assume that the appropriate Window Book/IB account(s) has already
been created/registered and is available for use.

For ease of use, a ‘Default IB Account’ must be specified. The system will automatically select the
account set as the default during use of the module; however, the account can easily be changed during
the use of the PMOD module if desired.

To specify the account to be used as the ‘Default IB Account’, click the field’s corresponding browse
button.

T Setup

| Arehive Advarced Satlings Palet Trackingirdelgerd sl ldarienancs

|import Datauts: | maler ntormation || Menaiyzer | Postaione | Start Up Opticns: | Gestaneeders Visights || Expaont
[Latseting List Makcistion Lexistics m

Defau |B &coount

A Browse the IB Account file screen will display. Existing/previously entered Window Book/IB Accounts
will be listed (if any).

2 Browse the IBAccount file [

" For instructions on how to register a new |- Regiter Hew 8 Accoun |
Window Book/IB account, refer to | Sysll Account Hame
APPENDIX 2 in this Guide.

To use an existing account, select (i.e. highlight)
the account in the list and click the Select button.

Delete |
To add an existing Window Book/IB account that | Seleat
has not yet been added to DAT-MAIL, click the
Insert button.

[ 4 B Clese

A Record will be added screen will display. Enter an ‘Account Name’ to easily identify the account, (e.g.
payment type, customer involved, or mode (i.e. Test or Production)).

T Record Will Be Added ==
Lastly, enter the IB ‘Login’ and ‘Password’ that Account Name:  Test Accour
was created when the Window Book/IB account LE tacopunti@windawbook. com
was created. When finished, click the OK button. Pasord presennmans
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ﬁﬂmsethem-ﬁ.c:ountﬁle
. [ Spzll Account Mame Insert
The screen will close, and the newly added
account will display in the Browse window. | Charge
Highlight the account and click the Select [ses ]
button. '
[ —
Select
b Clese
Setup
The window will close and | archive Advanced Satlings Palet Trackingiieliaer sl [ resirtienance
the selected IB Account will [Iml:-:-rIDmsuts Mkl Information | Flansiyzer | Postalonet | Start Up Cicticns: | Container Tars Welghtz: | Export
display as the ‘Default IB |Ltoeing List vabsation JLogistice P
Account’.
Default B Accourt  Test Account i

LABEL IMAGE FORMAT, RESOLUTION & SIZE

In the ‘PMOD’ tab, select the ‘Label Image Format’ and the corresponding ‘Label Image Resolution’.

7] Setup s
| archive Advarced Seflings Falet Trackingfnieligent hal | pesirtienance
||m|:-:-n Detauts | Maler nformation | Manslyzer | Postalonet | Start Up Options | Contaner Tere Wisights | Expan
| Labeiing List Vadation Logistics PMOD
Defouit B Accourt  Test Account el
Lned Immge: Fosmat Labal kmape Resoldion Labed Image Size
@ IR PG _2m @ 300 ) B0 @ 4x6

If ‘ZPL’ is selected, the ‘Label Image Resolution’ defaults to 203, but can be modified by the user if

preferred.

"= Please note that the resolution selected should match the capability of the printer being used (ZPL
or PNG). Choosing a resolution not supported by the printer being used will result in degraded

quality of the printed barcode and possibly affect the size of the label printed.

For Zebra brand thermal printers, a Label Image Format of ‘ZPL’ or ‘PNG’ can be used, although ZPL will
likely be better and faster). It is perfectly acceptable to select ‘PNG’ and a ‘203’ Label Image Resolution
for a 203-dpi thermal printer (Zebra or other brands), so long as the printer is installed with a Windows®
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printer driver. If athermal printer is being used that does not support ‘ZPL’, then a Label Image Format
of ‘PNG’ must be chosen, and a Windows printer driver installed.

' “ZPL’ is not an image format like PNG, JPG, BMP, etc. It is actually a file containing a list of native
commands specifically for Zebra printers that tell the printer what to do. Because of this, DAT-
MAIL/PMOD is not able to produce a label image for the Mailer to view within DAT-MAIL before
printing. Only labels assigned a PNG image format can be viewed before printing.

It is doubtful that laser printers would support ‘ZPL’; therefore, ‘PNG’ would have to be chosen.

K Need help with selecting the
proper image resolution?
Window Book provides help tips
that display when the mouse
pointer is hovered over the ‘Label
Image Resolution’ area of the
screen, and also over the 203 or
300 resolution options.

e O =
Archie Advarsced Setings Fallat Tracknginizbgent Mal Wani=nancs
Inpeoel Defouls | Mades Information | Planalyzer | PostalOne | Sharl Up Options: | Congainer Tare Weighls | Export
Labidira List Viakdation Longstics Freon

Defmat 1B acoon: Test Account

Label image Fomat Late| Image Resohdion Laibd image Sz
@ Ir FHEs ] & 30 =] L]
Lx
- - Thermal for 203 and laserfinkjet for 300 and 600 |
Lonel Priter |
o )
Archive Mictranced SeHings [Palle] Trackingdnisligant Kisl M smanarce
import Dedeuis | Maler indcemation |Flanatyzer | FosialOrel | Stat Up Opticns | Conbainer Tare Wisights | Esgpord
Lakpebng List Vakdation Loistics: FRICD
Detout B fccound. Test Aegoumt -
Lkl Image Formesl Label mags Resouion Lt Imags Size
& IFL P | ma @ 00 ] LI E
i
| 203 0PI - Reeampnerded delsull for Ehermal panters |
P sep
Aschive Advanced Sefings Pallst Trackinginbebicend Mail Wsinberance
Import Defauks | Raller information | Flanatyzer | PostalOne! | Start Up Opbions | Conlaner Tare Weights | Export
Loadshing List Vi ion Logistcs oD
Cetafl B Acoout  Test Account [l
Label mags Formal Lans irags Label mags Sxe
L PR 203 & 300 s00 & a8
i
[ 302 DI - Recornrnendsd default far lazer prirters ]
r

o To optimize the label image and alignment for a Zebra thermal printer, refer to APPENDIX 1 in

this Guide for instructions.
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In addition, select a ‘Label Image Size’. Thermal printers only support a Label Image Size of ‘4x6’, while
inkjet and laser printers support both ‘4x6’ and ‘2 Up 4x6’ labels.

P setup =5
| archive Advarced Setlings Palet Trackingfnt=ligert hésl Mesirtenence
|Im|:-:u1 Detaus | maber nformation | Fanslyzer | Postalone! | Start Up Optionz |cmnw1mmws | Esport
|Llhl:li'|g List “akcation Legislics PRCD
Defaut 1B Accourt Test Account :
Laoed Imege Foemat Label mane Resabdion Label Image Size
VIR PR 20 @ W0 ) B0O @ odxB (0 2 Up daB

LABEL & SCAN FORM PRINTER SETUP

In the ‘PMOD’ tab, click the Label Printer button and set the PMOD Label Printer to be used.

A4 If a Client is intending to use a Zebra printer to print ZPL image formatted labels, it is very

important that the setup of the Zebra printer occurs before the PMOD setup in DAT-MAIL. Refer
to ZEBRA PRINTERS — CREATING A SHARE for instructions.

P Setup =
| archive Advanced Seflings Palet Trackingfeligen hesl Msrenence

[Im|:-:-|1 Datauls | Maler information | FanslyZer | Postalone! | Start Up Ogtions | Container Tara Welghts | Expart
|l.r,d;||:li15 List “aldation Legislics FMCD

Defait B Accourt Test Account =1

Leoed Imege Foemat Label mane Resaobdion Label Image Size
IR PR 20 @ W0 ) EDO @ odxB (0 2 Up daB
Lkl Prindes
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Next, click the Scan Form Printer button and specify a printer to print scan forms (i.e. PS Form 5830)
used for shipment confirmation and acceptance.

£ sep e

L= |

| corteier Tare Vieights  |Ewport | archive | Advanced Seffings | Palet Trackinglnteligert i
[lm,mn Detauls |Maler Information | Planalyzer  |[Postsione! | Statament Generaton | Start Up Options
[paairtenence | Laaeling List ialiaticn | Logistica | FrcD

DefoutiB&ccount Test Account [

Laied Image Fosmat Labal kmage Resaltion
DI @ PG OoMm o O a0 @ (R

Leied Priter |

Scan Foem Prinber

LABEL REFERENCE FIELD SETUP

In the ‘PMOD’ tab, there are three fields or lines on the shipping label that can be used for reference
information. Reference information options are provided for each line item.

Select what information should be included for each (if any) by selecting from the drop-down provided.

Setup &S
| archive JAdvan:ed Saflirgs Falet Tracking/relioent hésl |M=i'|1=1=nu=
[lm_uon inwts]malar ntermation | Menslyzer | Postatoned | Start Up Opticns | Contaner Tare Waights | Expar
| Lobcing List vairiatcn Logistics | PmciD
Defauit IBéccourt  Test Accourt [
Leed Imeae Format Lobel imape Resobdion Lot Imege: Size
DoEre @ P DM@ @300 O B0 @ 4B () 2Up 4B

Laiel Printes
Scan Foem Frinkar

Retference Line 1 Biank
Relerencs Ling 2 Eeank .

Ehipment 1T
Reference Line 3: Bank [=] B cortainer ID range
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PRODUCTION & TEST MODES

In the ‘PMOD’ tab, indicate what mode
the PMOD module should operate in (i.e.
‘Production’ or ‘Test’).

e Production Mode: Creates live
labels that the Mailer will be
charged for and required to pay
(unless voided).

o Test Mode: Returns labels with an
‘X’ through them (PNG format
only) and does not charge the
Mailer’s account. Requires the
use of a Window Book/IB Test
Account (refer to IB ACCOUNT
TYPES & PAYMENT OPTIONS for
more information).

Getting Started

[l Sewp

Archive

=

Aivanced Sellings Faliet Trackingdrleligent ai Enlerance
Imgor Dedauks | Malkr Intormation | Mlanalyzer | Postolone! | Start Us Opdions | Coneiner Tere Viksohes | Export
Labeding List Yalicdation Logistics: Fieiap

Dt 18 Account Test Account

Label imags Formst Label bmage Resolulion Label image Size

IPL @ PHE i) & 300 600 & dah 2 Up 43
Liskyal Printer

[ Scan Farm Primer |
Falererice Ling 1. Jab Heme B
Flgrence Line 2 Jab Humber I;l
Reference Line & Shigmend O |T|

kot

Prociacion
o Test
[ om Cancel |

1 PMOD Label

~6

SAMFLE - OO NOT MAIL

INTFRNATIONAI RRINGF, -

FEIDEINY MAIL
U5 POSTAGE PAID
&VE

Example: Label (PNG format) generated in Test mode.

WINDOYW BODE, INC.
200 FRANKLIM 5T
CAMBRIDGE, Ma 02139-3Ta1

OPEN AND DISTRIBUTEMT:
SCF BAKERSFIELD, CA 93

MAIL CLASS ENCLOSER  Marketing

u SCAN ON ARRIVAL -"EP

9212 3902 2158 2700 0595 68

/

©2020 Window Book, Inc. All Rights Reserved.
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‘Mailer Information’ Tab

In DAT-MAIL’s Setup screen, select the ‘Mailer Information’ tab. Make sure the mailer address
information is filled in and enter an ‘Entry Zip Code’ for the Origin Post Office. The address information
entered is what is used for the return address on the PMOD label.

Setup [
| Archive | Advanced Seflings | Palet Trackingfrteligert hisi Msfenence
[Lahang List Logistics |Pico

|Impart Defraut] | Maies nformation _!mﬂy::rll‘usf-:ll‘:n:! Start Up Qptions | Container Tore Weights | Export

Pailer Informeadion

Waler; Bmiieer Duns:

odress 1 900 Frankin 52 MICx OOODSET 25
Ackdress & CRID: 244173
City Cambrilge

Sharbe: e Dpoode Doz

PrceE: (517) 385.4523 CEalisnce User Licensa Code:  WWELB

CEA D

[ £54 £5Y File Location |

Crigin Post Office

Ertry Tipp Codec  GO0E] Locale Code; IP+4;

: (5 o @ digis)
_ DML Werified ) BIMEL Verified

CIL Werificalicn
] Allaw USPS aceszs bo manienance furclions
1 Do met sl USPS 1o ingeet msl dal files
| Dzl Ml Sortation Repons for USPS

Iailer Coempany Riole
] Compary is Mail Sarvice provider
] Camparny is Mail O

QK Canced ]

When finished, click the OK button to close the Setup screen. The setup of PMOD in DAT-MAIL is
complete!
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USING THE PMOD MODULE

o For documentation purposes, this Guide references International Bridge as “IB”.

ADDING PAYMENT ACCOUNTS

Mailers can use multiple payment accounts with the PMOD module depending on their needs. Each of
these payment accounts (Production and Test accounts) must be added to the ‘IB Account List’ in DAT-
MAIL so they are available for selection while using the PMOD module.

To add a Window Book/IB payment account, perform the following:

1. From DAT-MAIL’s main menu, select ‘File’ > ‘IB Account List’;

DAT-MAIL Editar with Toalbox - [m} i
B
File ctalOne!  Lilities TeolBax  Other Pregrams  Legistics  Security  Help
NewllaildatImpart  Ctrl-Insert Posiage Tags 3‘“’“I % @ %.& ]
S l "on a0
Open Mail.dat File Ctrl-Enter
Delete Mail.dat File Ctrl-Delete

Delete Multiple Mail.dat Files
Export biail.dat File

Mailing Agents (Mail Preparers)
Client List (Mail Owners)

Job List

Pemmit List

Publication List
Lat/String/Panel Info

Client Communication List

B 2020 Windaw Boolk, Ine.

Carrier List
CAPS List

I IB Account List l

Teancrnrtatinn Srharnes

E) Browse the [BAccount file .

Register Mew 1B Account

2. The Browse the IB Account File screen will
display. Existing/previously added accounts
will be listed. To add a new account, click
the Insert button;

Sys 10 Account Mame
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3. The Record Will Be Added screen will display. Enter an ‘Account Name’ to easily identify the
account, (e.g. payment type, customer involved, or mode (i.e. Test or Production)). And enter the

IB ‘Login’ and ‘Password’ assigned when the Window Book/IB account was created. When finished,
click the OK button.

EJ Record Will Be Added -

Apcourt Mame: | CustomerB_Prod |
Login: | hg'nltl@n.lﬂnmerb.:um |

F:‘rﬁ\'\:l:f'd: |Il..ll..|l |

4. The Record Will Be Added screen will close, and the newly added account will display in the list.
Click the Close button when finished to close the screen.

E) Browse the IBAccount file o
Hegister Mew (B Account
Sys |0 Account Name et
e Change
Dilete
£ > Close

The details of existing accounts can be Changed or Deleted by clicking the corresponding button.

o New Window Book/IB Production accounts can be created/registered from this screen by clicking
the REGISTER NEW IB ACCOUNT button. This button is specific to the creation of Production
accounts only! For a complete set of instructions, refer to APPENDIX 2 in this Guide.

o If a user wishes to change the account used as the default in the PMOD module, refer to DEFAULT
WINDOW BOOK/IB ACCOUNT in this Guide.

CREATE SHIPMENTS

Creating shipments can be done by using a Mail.dat file, manually creating them (i.e. a Mail.dat file is
not used) or importing a fixed format file containing shipment data. Created shipments can then be
managed for a selected Mail.dat file or independent of any one specific Mail.dat file (i.e. users would
select shipments from a general PMOD shipment list).
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Create Shipments Using A Mail.dat
To create a PMOD shipment from a Mail.dat file, perform the following:

1. Select ajob from the jobs list in DAT-MAIL to launch the Advanced Navigator. In the Advanced
Navigator, click on ‘Other Views’ and select the ‘Transportation View’ option;

E) Advanced Navigator b4
File View Felasted FEeports LUtilities Help
il (= AWAM Service is active, last import was started at 042272020 - 01:48:12PM L = E:I
JOB I 00000226 Prasentation Category: P - Conventhional Presart Tatal Pieces: 40,808
Job Number: DEMO FILE Mixed Full Service 59.9% F5 P1 Pieces Mailed: a P1 Pieces Paik 0%
Job Name: PMODTOM Standard Letter _Pieces Spoiled: [}
Historical Job ID: 00000342 Status: Open Remaining: 40,808  100.0%
Mailing Date: [5) USPS Promotion | Fee: Doc Sender CRID
02232020 - - incentive: None cep © ‘
Piece Weight(ibs): Fee: Hone = .
0.0300 ‘;fr-\ Content: None RS 123456700 - Palletize
i i Apply Mass Update
Trays, Sacks & Pallets
oy Move Update Method: 5 ;:.“
Mall Preparer CRI: 123456789 & NCOA 5| — PR o AWAM Post-Impornt process
(1L Not linked to Mailing Agent record . ' m—
Mail Owmer CRID: AZI456TED
= Address Hygiene Dates
(L. Not linked to Client record. Auto Coding Date: 020172020 Import Siblings
- Category: DEMO | TEM -
Postage Payment Permit CRRT Coding Date: 02012020 § rate Sl
Gene ngs
Permit: 99999593 BOSTON MA 02205.9654 | . CRAT Seq.Oote: 020112020 einduction Pallet Count: 0
Destination Facility Types
[ Type Pieces ] Canvert Job To Logical
. " = SCF 38,600
Verification (Crigin) Facility:
Window Book 02439-3781 = NDC 2,208 Check for Pending Actions
Local Permit Mumber:
Mall Owner: Downgrade to Basic Service
Type: Nofe

q Qualification View q Manifest View
Misc info

Mon-Profit Auth No.:

Customer Ref I0; Q Mall Schedule View '"'1 REELINS
Fed Agency Cost Cd:

' ————]

| Oiher Mail.dat Files I Other Views Reporis:

Validation Info Release Mail WView 5 |

2. Inthe Transportation View screen, select the entry point(s) to create PMOD or PMEOD shipments
to and press the Add PMOD Shipment button. To do a combination of both (PMOD and PMEQD),
only select the entry points for one of those services. The labels for the other can be created later;

B) Transportation View - DEMO FILE PMOD/TDM X
File View Related Reports Utilities Help

ﬂ W X Planalyzer wb.m 3 %m

By Entry Pont By Facity Type Set Pallets for einduction Remove ehduction Standard
170 S "
Physical ZP Code P4 sV Peces Coples Gross Weight Mal Weight Est MalDate Drop Ship A
SCF DV DANELS, NJ 070 | 07099-9400 | Y 4882 4882 2016500/ 146 woo; 2232020
SCF NEW YORK, NY 100 10199.9701 | Y 11,435 11,435 4366500 343.0500| 22372020
SCF WESTCHESTER, NY 10§ [ 106101000 | Y 7.361 7.361 292.3300 2208300 2232020
SCF BROOKLYN, NY 112 112569604 | Y l 21 IB‘ 2,118 97 2400 83 5400§ 20232020

SCF HARRISBURG, PA 170

Auto-Calculsle Maling Dates | Planalyzer Change ASGTOM Quote  Manage TOM Quotes | | Add PMOD Shpment I Manage PMOD Shpments
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3. The PMOD Shipment preparation screen will display.
Indicate whether to include pieces from all ship dates for
the selected entry points or those pieces from just a
single ship date;

4. In addition, the default Window Book/IB Account will be
selected for the shipment (refer to DEFAULT WINDOW
BOOK/IB ACCOUNT for more information).

To use a different IB Account, click the browse button to
launch the Browse the IB Account file screen and select a
different account from the ‘IB Account List’ (refer to
ADDING PAYMENT ACCOUNTS for more information);

Setup & User Guide

EJ PMOD Shipment preparation x|

¢Shp date restiction

@) {4l dates|
() Single date =
IIE Aecownl: Test Account u
Proiile: = |
Ship/Post Mark date: | 402372030 2 |.
5 Digit Tray Merge Max Pisce Mumber W
[ Exclude Mother Palets awer W bs

[ox ]

5. Verify the selected profile is the one that should be used. To use a different profile or if one is not
selected, click the corresponding browse button to select or create a PMOD Profile to be applied to

the shipment.

& As long as a profile exists, one is always automatically selected, so the user should take care to
confirm that it is the correct profile to be used for the particular shipment being created. The only
time a profile will not automatically be selected is the very first time PMOD is being used (first

time use requires the creation of a profile).

==

E PRIOD Svprment preparation

Shig dale resliction

FrQL Fiofle:

JTHEN T

5 Dvigit Tray Merge Max Fiece Mumbar: 0
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The Browse the PMOD Profile file screen will display. Highlight the profile to be applied to the
shipment and click the Select button;

E) Browss the PRAQDErofiie file ot
2| PMOD Sacks (EMM and Aat r.-ks:l PMOD
5| PMOD Tray Boxes and DDLU 2t MM Tray Baxes FMOD
i >
= e

o For information more information about PMOD Profiles, go to PMOD SHIPMENT PROFILES in this

Guide.
E) P00 Shipment preparation x
The Browse screen will close and the PMOD Ship date restriction
Shipment preparation screen will display, updated i () Al dates
with the selected profile name; ' ) Sngle date :

l I8 Account:  Test Account
i PMOD Profile: PMOD Sacks (11t and 2t trays) [

6. Specify the Ship/Post Mark date if other than the current date (default). The Ship/Post Mark date

cannot be older than the system date and not more than 14 days past (or newer) than the system
date;

E) PMICD Shipment preparation -

Ship date restriction
(%) Al dates
) Sngle date = B

IB Aseournt:
PMOD Profile: P

5 Dhgit Tray Menge Max Fiece Rumber ]

[ Exchsde Mother Palists over 0| lbs

oK Cancsl
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7. If the PMOD shipments that are being created involve DDU entry points versus SCFs and the Mailer
selected (i.e. checked) the option ‘Enable 5 Digit Container Merge’ in the PMOD profile being used,
the Mailer would also have to enter the maximum number of pieces that will fit in the container to
be shipped (i.e. ‘Max Pieces Number’ field). This number becomes the default value of the ‘5 Digit
Tray Merge Max Piece Number’ field on the PMOD Shipment preparation screen. For specific
shipments, this default value can be changed without changing the field value in the selected

profile.

The ‘5 Digit Tray Merge Max Piece Number’ field will not be active if the selected job does not
contain DDU entry points.

Press OK to process the shipments;

£l Fecord Will Be Changed @
' = — @ PMOD PHEDD : ;
il 2 Profle Mame: | (SRl WM N0 m PAOD Shiprrent preparation
MNDCASCE Letters MDCSCE Flatz
¥ Combire biays in sacks Ship date restriction
@ Flat Tub B Sack
Tpitpersack: 12 b o A @ Aldates
Contarier Type: | Trap Boses M ate wigight (Ib=) 400000 Single date
DD Leters DO Flatz I_I
= 1B A t Test Ac t
T Cambine bays in sacks Corkaines Type: | Sack =] count. - Test Aeooun
FA0D Fifle: PMOD DDU Profile E;]
Tragdt pes sack: 4 ww (1=} L0000 .
- = Ship/Post Maik date: | 4430 8 [
cewlainer Type: = @l - -
r O O S S S S (¥] Enatle 5 Digh Conlainer Harge A Dvigit Tray Menge Max Fiece Mumbar: &
Enable & Digit Tray Menge Carkaines Type:  Flat Tub Bex [=]
cntainet Type: | Flat Tub Bax | e Flisces Mumber: 100 ok || Cancel
i ay Fieces Mumbsr: 100 1

If an origin shipment is erroneously selected, a Warning dialog will display. Click the Yes button to
continue processing the non-origin pallets. If no non-origin pallets exist, the user will be returned
to the ‘Transportation View’ when the Yes button is clicked (clicking the No button to abort the
process PMOD function entirely);

Warning X

ORIGIN's sre not supported by PRADD inkerface st thas tirme and will be armitted from the guaks reguest

Dror o sk to continue?

R

Yes
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8. When processing is complete and the shipment charges have been returned from International
Bridge, the PMOD Shipment Estimates screen will display. The assigned Window Book/IB Account
being used for the shipment is displayed at the top of the screen (e.g. “Test Account”). In addition,
the postage balance for that account is displayed immediately below it, along with the cost of the
labels associated with the selected shipment;

E) PRAOD Shiprrent Extirmates ot

Test Accownt Ex Benart
Balanee: 5117,440.71 label purchase 524 63 port 2EpD

o Instructions on how to add funds to an IB account, are included as part of the instructions on how
to register a new Window Book/IB account. Refer to APPENDIX 2 in this Guide for more
information.

% If the cost of the labels exceeds the balance of funds that exist in the selected Window Book/IB
account, a warning will display, and the PURCHASE LABELS button will be disabled.

[ PMOD Shipment Estimates [

Tesl 1B decaurt
Balance: 510.00 label purchose 518.50
Warning: ¥ou do not have a sufficieni balance on this account fo purchass these labels, Please add 58 .90 1o your accound

Entry Point Shipments Savings Savings

Wieight PIOD
19272 1E.90

DISCOUNT LEVEL PECES  TRAYSSACKS WEIGHT

oou 44 3 1.93 Pasiage Saving 2084
5CF ] 0 0.00 Shipping %1850
NIWC o 0 0.00 Net Saving 5174
ORIGIN ] o 10.00

Cancel $ Purchase Labels
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9. All of the selected/processed entry points will be listed. For each entry point, columns are
provided for the Total Pieces, number of PMOD Shipments, the Total Weight, the Postage Savings,
the cost of Shipping PMOD; and the Net Savings for each selected entry point. In addition, the
screen will provide an area for the sum total of Pieces, Tray/Sacks, and Weight for each Discount
Level; as well as, the total Postage Savings, Shipping cost, and overall Net Savings for the entry

points.
E) PRAOD Shiprment Estimates by
Test Account
il Balance: §117,440.71 label purchase 524 &3 Export Beport
Drestmation Total PROD Total Posioge Shipp
Eniry Poind Peges Shiprmenis WWaigint Savings FMOL
SCF HARRISBURG, PA 170 10,3400
SCF LEWIGH VALLEY, PA 180 268 1 97400 B.97 1
1< %
Dt Aiew Shipments
=
| oscounT LEVEL PECES  TRAYS/SACKS WEIGHT
ooU 0 0 0.00  Postage Saving S14.46
5CF 555 2 2008  Shipping 52463
NDC 0 1} 0.00 Het Saving $-10.47
CRIGIN [ 0.00
Cancel Furchasa Labeis
E) PRAOD Shipment Estimates oy
Test Account
If a Mailer wishes to ii Balance: 5117,440.71 label purchass 524 63 Export Eeport

de!ete an entry Destnation Total PIAOD Total Postage Shipp
point(s), select caEs e LR Ediasia i g S
SCF HARRISBURG, P& 170 25 10.3400 g
(check) the entry v rreTrr——— . o
= = e i E!
point(s) and click the

Delete button.

Dalata Wiew Shipmenits

—
Qﬁ . DISCOUNTLEVEL  PECES  TRAVS/SACKS WEKSHT
If there is only one

oou L1} a 0.00 Poslags Saving 14,46
entry point, the SCF 558 2 2008  Shipping §24.63
DELETE button will be ;:fem E g gﬁ LI LA
inactive or grayed
out. Canesl Purchaze Labek
A Warning dialog will display. Click the Yes button to | aming £3
close the dialog and continue with the deletion .
(clicking the No button will close the dialog and abort [ Eﬁﬂﬂf;ﬂi‘fﬂ{“" be remowtd from processing,
the deletion). The entry point(s) will be deleted, and
the screen will update to display the recalculated | oy || be |
totals.
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To view shipment details of associated with a specific entry point, select (check) the entry point
and click the View Shipments button.

E) PRAOD Shiprent Estimates ¥

Test Account
ﬂ Balanea: $117,440.71 label purchase 511.10 Expont Report

Destnation Total PAGD Total Postage Zhippl
Entry Point Pieces Shipmenis Weight Savings PO
SCF LEHIGH VALLEY, PA 130

Dlete Wew Shipmenis

CASCOUNT LEVEL PECES  TRAYS/SACKS TWERSH
oo 1] Li] 0.00 Poslage Saving 84T
SCF 268 1 9.74 Shipging 2110
NDC 0 0 0.00 Het Saving 5413
CIRIGIN 0 0 .00
Cancel Purchase Labels
E) PRAOD Shiprents >-<

The PMOD Shipments screen will
display, providing the details of the
shipments for the selected entry
point.

PMOD Cortainer ID PMOD Package Type Tracking Mumber Tatal Weight

Change

The Container Type and Contents _ _
Weight (sacks) can be changed for Display Cartainer D | Mad dat Corttiner Tyne  Grass Weight | Mal Wesght  Nurrher Of Fiscet
any of the listed shipments by
selecting the shipment in the list and
clicking the Change button (the
screen image right contains only one { 5
shipment). -

Shi h %
A Shipment change dialog will display. Change the Container B) Shipment change

Type (if necessary) by selecting an option from the drop-down contsiner Tyee: RS -
provided and change the Contents Weight (if necessary). Contents Weight: | 7400

gance

% Sacks cannot exceed 70Ibs.

o Some information about ‘Contents Weight’: The weight of sacks includes the trays. It does not
include the PMOD sack. It is not mail weight. Content weight includes trays for sacks and tray
boxes. It does not on merged containers or flat rate boxes/envelopes.

Click the OK button when finished. If a change is made, the system will automatically re-calculate
the postage. When ready, click the Close button on the PMOD Shipments screen.
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10. The updated PMOD Shipment Estimates screen will display. When ready, click the Purchase Labels
button;
E) PRAOD Shipment Estimates 4
Test Account
ﬂ Balance: §117,440.71 label purchase 51110 Export Bepart
Dhestmation Total PROD Total Pasioge Shipp
Eniry Point Pieces Shipmanis WWeight Savings PMOLC

SCF LEHIGH VALLEY, PA 150

Dalete Wiaw Shipmenis

DISCOUNT LEVEL PECES  TRAYSISACKS WEIGHT

[wel] 0 0 0.00 Poslage Saving 58,97
SCF 288 1 074 Shipping 51110
NDC 0 Q 0.00 Het Saving 5413
CIRIGIN L1 a 0.09

Cancal Purchase Labels

11. A Warning dialog will display providing the total cost for the labels and asking the Mailer if they
wish to proceed with the purchase. Click the Yes button to purchase the labels (clicking the No
button will abort the purchase);

Waming

= Lakels will cost $11.10,

o
Press OK to proceed with the label purchase or Cancel to retumn to the PMOD Shipment Estimates window.

o | =]

12. When the purchase is complete, the PMOD Shipment Estimates screen will update and all function
buttons related to the payment account, entry point modification and obtaining prices or labels will
no longer be available.

E) PRAOD Shiprent Estimates oy
Test Account
il Balance: 5117,440.71 label purchase 51110 Export Beport
Dwestmation Total PROD Total Postage Shippi The PurChase Labels
Eniry Point Pieces Shipmenis Weight Savings mioC | button will be replaced by

SIOF LEHIGH VALLEY, PA. 150 26 5.
e a Manage Labels button.

At this point, if users wish

£ *'| to view/print a report
AR containing the original
DASCOUNT LEVEL PECES  TRAVS/SACKS WEIGHT shipment estimate
DOy o L 00 Postape 3aving 87| information, they can do
SCF 268 1 874 Shipping F11.10 L.
NDC o o 000 Met Saving 5443 | SO by clicking the Report
ORIGIN 0 o 0.00 button

Exit Manage Labek
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% The “PMOD Estimate Report” is only available if the original estimate is intact. If one or more
shipments in a batch is voided, users will no longer be able to print an estimate report (i.e. the
REPORT button will be disabled). For more information on voiding shipments, refer to
MANAGING PMOD SHIPMENTS in this document.

Rum:  4/24/20 1:26PM PMOD Estimate Report Page: 1
ORIGIN ZIF: 02139
Job: 00000842
DEMC FILE
PMODITDM
Destination Total Total PMOD Total Pastage Shipping Savings
Eniry Point Pieces Trays/Sacks Shipments Weight Saving PMOD Met
SCF LEHIGH WALLEY, PA 180 268 1 1 9,74 B.97 11,10 -4,13
Grand Totals:
DISCOUNT LEVEL PIECES TRAYS/SACKS WEIGHT
DDU Q 4] Q.00 Fostage Saving SB .97
SCF 268 1 974 Shipping $11.10
NDC [1} [4] Q.00 Net Saving 5-4.13
ORIGIN a [+} 0.00

To get tracking information for the individual shipments/packages, and to void, print or view
individual labels, click the View Shipments button on the PMOD Shipment Estimates screen (refer to
the image associated with Step 12 above).

The PMOD Shipments screen will display, listing each package, along with the package’s tracking
information. Labels for each package can also be viewed (PNG label image type only), voided, or
printed as well by selecting (i.e. highlighting) a package in the list and clicking the related function
button.

E) PRAOD Shiprnents 4

PMOD Container ID PHOD Package Type Tracking MNurber
BS Sack 9212350221 52274029683

£ b

|Z Shaw wolded packages Wew Label Void Label Prirk: Label

Displey Cortainer [0 Mal dat Cortainer Type  Gross Weight  Mal Weght  Number OF Piaces
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Select (i.e. check) the option ‘Show voided packages’ to include voided shipments in the displayed
list. To identify whether a shipment has been voided, scroll right in the top window (window
containing tracking numbers).

EJ) PRAOD Shiprrents by

Total Weight  Total Postage  Ship Date  Tofal Pieces oid Status

1110 /3373020

& F > »
Shaw voided packages Wiew Label oid Label Prirk Label

Display Cortainer [0 Mal dat Cortainer Type  Gross Weighl  Mal Weght  Yumber OF Pizess

o Refer to MANAGING PMOD SHIPMENTS for more information on each of the functions mentioned
above.

When finished, click the Close button.

o Avery® produces a very common label stock that can be used with laser printers for printing
labels (not applicable for thermal printers or ‘ZPL’ format). The Avery 5126 two per page 5.5 x
8.5” labels (the image printed on each label is 4x6).

o If labels are voided the money is refunded to the corresponding Window Book/IB account after 14
days.

%{ When voiding purchased labels for specific shipments, users should be aware that the totals
provided on the “PMOD Labels and Shipments Browse” screen will not update and show new
totals based on the changes to the data that occurred with the void(s). The totals that were
displayed prior to the labels being voided will continue to display on the screen. However, users
can confirm the changes were made to the data in the “Open and Distribute Production Report”
(refer to REPORTS for more information).
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o Shipment and label management can also occur from the ‘PMOD Shipment Estimates’ screen by
clicking the MANAGE LABELS button.

4

E) PRAOD Shiprnent Extimates

Destnation
Endry Point

SCF LEHIGH WALLEY, PA 130

Test Account

Balance: 3117 440.71 label purchazse $11.10

Total

PUCD

Pieces Shipmanis.

Wiew Shipments
DHSCOUNT LEVEL FECES  TRAYS/SACKS WEIGHT
oou L] 1] 0.00 Poslage Saving 38.97
SCF 268 1 a74  Shipping $11.10
NDC 0 0 0.00  Met Saving §.4.13
QRIGIN 0 1} 000
Manage Labes

g

x
Export Beport
Total Posioge Shippr
Weight Savings PMOL

Clicking this button launches the ‘PMOD Labels/Shipments Browse’ screen, which displays a list of
the PMOD/PMEOD batches for the selected job. In addition to shipment and label management,
this screen also provides report and manifest management. Many of the functions can be
performed for an entire batch of labels (refer to MANAGING PMOD SHIPMENTS for more
information). These same functions are also accessible from the ‘Transportation View’ of a
selected job (i.e. MANAGE PMOD SHIPMENTS button).

E) Tranzportation View - DEMO FILE FIMOD/TOM

File

e,

View Felated Repurt;

L 4

Utalities Help

Pianalyzer

=

wb. . =

By Enlry Poinl By Facifty Type St Palkels for slhduction Remave shduction Standard
180 5
Physical ZP Code IP+4 v Pizces Copies Gross Weight Kail Weight Est WailDatz  Drop Ship »
'j SCF HARRISBURG, PA 170 1T07-8970 | 288 288 10,3400 B.6400 2020
SCF LEHIGH WALLEY, PA. 150 1801 7=8005 | ¥ 260 3. 7400
] NDCPHLA, PA 15205 1511B-9T51 | ¥ 153 383 12,7500 10.8500 2R
__| SCF PHILADELPHLA, P& 130 19176-0997 Y T3E T8 25,6400 221400 21232020
] NDE JAXVILLE, FL 32059 T2052-0002 |V 1,183 1,183 4444500 354500 2N
_| SCF JACKSONWILLE, FL 320 322035-9996 Y 25T 257 2.4100 7.7100 2232020
I SCF ML FL 331 INNG2-995T |V 763 763 275500 22.8500| 22300
<
Aute-Calculate Maiing Dates Flanafyzer Lhange Add TOM Quote | |Manage TOM Quotes Add PROD Shipment I Manage PMOD Shipments
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Create Shipments Manually

1. To create shipments manually (i.e. not from a Mail.dat file), select ‘Other Programs’ > ‘Manage
PMOD Shipments’ from DAT-MAIL’s main menu;

F7H DAT-MAIL Edlitorwith Toolbox . ==
File FReports Postallne!  Utilites ToolBod | Other Programs | fogistics  Secunty  Help
O e @ X "3 B Programs Stbup 3%%55!'

Palletization

Eppilage Tracking Utiling
Postage Reports
It Ecanning k

PN T o
-3 L

hanage PROD Shipments

2. The PMOD Labels/Shipments Browse screen will display. Click the Add Manual Shipment Batch

button;
E) PRAOD Labels/Shipments Browse by
Job 1D Jobr Numbser Job Name Higt. Job 1D Label Type DL;b:l mae—fam Account Mame

DO000E25 DEMO FILE FRCDT DM DO00E4E | Job-based shipments a/2a 2020 | 1:2/PM | Test Account

fdd Manual Shipment Batch Impot | | Print Repots | | View Labels Vaid Labels || Print Labela Print Scan Farm | Frint Sack Labels Exit

3. The Global Properties of Shipments Batch screen will display. Note the specified ‘IB Account’ that is
to be used for the batch shipment. Select a different account if necessary;

E) Global Properties of Shipments Batch S

|8 Accaurt Sanchox Tesl Accound

4. Populate ‘Optional Identification’, if helpful;

E) Glokal Properties of Shipments Batch A
1B Account: Sandbox Test Account
Optional Idenbfication
Job 1D [Tem ]
Jab Number: | TEST PMCD
Job Name: MO0 for Window Book
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5. Specify a ‘Ship/Post Mark date’ if differ than today’s date;

E) Global Properties of Shipments Batch »
IB Accourt: Sandbex Test Account El
DOptional Identification
Job 1D:
Jok Numbser: [ |
Jot Mame: [ |
Ship/Pest Mark date: [ 5012020 4

6. Select whether the batch shipment is supposed to be PMOD or PMEQD;

E) Global Properties of Shipments Batch Y

I Accoun: Sandbox Test Account El

Opianal Identfication

Jab 1D

Jab Mumber: [ |

Job Name: [ |
Ship/Prst Mark date 5012020 1

@ FMOD () PMEQD

7. Select a mail class for the batch shipment from the list provided;

EJ Global Properties of Shipments Batch H
IB Accourt: Sandbox Test Account
Oplional ldentificatian
51D —
Jok Mumbezr: [
Joty Mame: [
Ship/Pest Mark date: 5/01/2020 %

i |

@® PMOD (O PMEOD

Mail Class Enclased:
Processing Category Enclosad:

1 - [Firat Class
1 - First Class
= Penodicals
- Sandard

- Pl Services

- Srd/Par CaMail
= Other

(TEN=E S PN N
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8. Select a processing category for the batch shipment from the list provided;

.D Global Properties of Shiprnents Batch * .
B Aszount: Sandbox Tesl Accounl
Oplicnal Kertfication
dob 1D
Job Numrber: [
Job Name:
Ship/Past Mark dafte: SA01/2020 |4 |

@ PMOD ) PMECD

Mail Clazs Enclosed: 1 - First Classs ™

Processing Category Enclosed: [Ty
Processing Category

LT - Letier

FL - Flat Cancel
< MP - Mach Pareel

IR - I Parcsl

CD - Card

PF - Parcel

CM - Cusslam Mail

[MP - MenMach Pareel |

9. Click the OK button when finished. The PMOD Shipment screen will display. This screen will list
individual shipments in the batch as they are created. Click the Add Shipment button;

E) PMOD Shipmants 4
— FacleyMame =~~~ | PMOD Cortainer 1D | PMOD Package Type Tracking Mumber Tod Waeight Todl Postage  Ship Date  Vioid 9"*-*|
€ ¥

[ Show voided packages | Add Shoment || Prct Rapests Export View Label Wi Label Brirt Label | Close

10. The New PMOD Shipment screen will display. Click the Select Entry Point button;

E]) Mew PMOD Shipment -

Select Entry Point
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11. DAT-MAIL’s Drop Ship Facilities screen will display. Select the appropriate drop ship facility type
using the tabs along the top of the screen. From the corresponding list, select/highlight the facility
name and click the Select button;

E) Drop Ship Facilities *
MDC ADC SCE  Orgn DDU Leokup
To search, enter all or pait of the zip code and prezz TAB I: ﬁ
Cha &l DropShipZip +4 Lebel Facibly Hame Ciy St SteCade SV LabelZp Facliy Twpe ER Stert Date ER EndDia | |ZIP Codes
009363312 SCFSANJUAN. PR 005 SN JUARN PR |EVI7273 | v | 006 5 972372005 | 124317293 021
(N 540001 SOF CENTRAL, M M5 SHREWSBURY Ma |EVZIESS | v | s H 6157202 | 12/31/299 22
SRR ER SRR e TR SRR ==y I 24
' (2 ] FA2005
(29042477 | SCFPROVIDERCE, RI 028 PROVIDEMNCE Al |EVESa3s | v |28 ] 141203 12.-’3'1-"299
0310335937 SCFMaNCHESTER, MH 030 MAMCHESTER MH |EWES570 | % | 030 5 100522001 [12450./2593
00747001 SCFSOUTHERM, ME 040 SI'_'AFIBEIFIEIUGH ME EDOF3ET | % |Dd0 5 10032001 (12431293
044447039 SCFEASTERMW. ME D44 HAMPD EVZ7E v D44 5 BA0452008 | 12431/293
(09997 | SCFWHITE AN JCT. VT 050 WHITE HNEH JURE 'VT Evarzio | Y |80 5 92372005 12329
054523537 SCFEURALIMGTON, VT 054 ESSEX JUHCTIOM |WT EW28205 | % 054 5 92372005 | 12/314295
051013706 SEFHAHTFDHD,E’T 050 HARTFORD CT |EV20234 | v | 080 5 1042003 (120317293
070393400 SCF D WANIELS. M) 070 EEARMT M EVIS3EE | Y| 07D 5 10MB202 (1203172593
O7E3T3538 SCFMMIMETRO. M) 0TS TETERBOROD FLEDOEND | Y| VR 5 oA 0 [ 12030/253
0A0119937 | SCFSOUTHJERSEY.MJ 080 BELLMAWR MJ EVI0I03 | %080 5 972372005 [12431.4299
DEES3937 SCF TREMTOM, MJ (35 TRENTOM M EVI1EFE | | 085 5 EME2M2 | 124514293
TR [ v
+f St changs ar akemabe ske exits. M Expied change.
USPE Redieclion: fo zelecled Facliy
DrapShip ZIF+d Sike Code Na::( SV Lab=IZIF  Mai Class  MailShape  Palet EF, Starl Dale  ER End Dat=  Label Facibly Mame Ciy | [2IP Cades &
012637001 05 02 ST0 15 30072014 2 [AILIDLESES, o0 | 02136
maearm EYZ2061 I:I13 R 51D FLATS B 1104 MIDOLESEX ESSEX MOA] | @137
aEg70m Evz2iEl  ma | Y 0f STD FLATS B 4/MA2M5 MIDOLESER ESSEX MORT | 02143
013E3700 Evz2iel 013 | v 021 STD FLATS B | &s205 MIDDLESE: ESSEX MORT | 02144
013E370m Evzamel ma | v 021 s5TD FLATS B | 7012015 MIDOLESE ESSEX MORT | 02145
maegmam EVZ20ET a | v |02 5TD FLATS B | e MIDDLESEX ESSEX MOA] | 02148
01869700 EWZ20ET  Ma | v |0 5TD FLATS B | 30s2ma MIDDLESEX ESSEX MOAT | 02149
02152
£ > || 02180 v
[ [ T
T Thi¢ data iz supplied by the USPS FAST system. Prior to mailing. please
.Eiﬂ“‘" |J_ Sclest |J | Select Rediection | wesily pour shipping address to avoid delays

12. In the New PMOD Shipment screen, select a Container Type from the list provided;

B) New PMOD Shipment *

SCF BOSTON, MA 021
Select Entry Polt | 15 4. 622050016, Locale Code: V21507

Contaner Type
Contents Weight:
Shipping Price: 0.00 | GetPrce

Purchaze and Part Label Cancel
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13. Enter the Contents Weight of the individual shipment;

B) New PMOD Shipment X
o Information About ‘Contents Weight’: The

weight of sacks includes the trays. It does SCF BOSTON. MA 021

; ; p Select Entry Point A
not include the PMOD sack. It is not mail ZIP+4: 022050016, Locale Code: V21507
weight. Content weight includes trays for Contaner Type Sack v

sacks and tray boxes. It does not on merged Contents Weight:
containers or flat rate boxes/envelopes Shipping Price: 0.00 | GetPace

% Sacks cannot exceed 70Ibs. Purchase and Prrt Label Cancel

14. Click the Get Price button. In a few seconds, the screen will update to display a ‘Shipping Price’.
The existing balance of the Window Book/IB Account being used is also displayed;

EJ) Mew FMOD Shipment 4
SCF BOSTON, M& 01
Select Eniry Point | 5104 0122050016, Locale Code: V21507
Container Type Sack r
Contants Weight: 10,0000

Shipping Price: s.ml[ﬁ_ﬂ::

Balance: $20.274.55

Purchase and Prnt Label Cancel

15. When ready, click the Purchase and Print Label button (clicking the Cancel button will abort the
shipment creation and return to the PMOD Shipment screen). A Warning dialog will display. Click
the OK button to purchase the labels (clicking the Cancel button will abort the purchase and return
the user to the New PMOD Shipment screen);

Waming
= Lakels will cost 59,76,

[e

Fress OK to proceed with the label purchase or Cancel to return to the Mew PRAOD Shipment window.

o | [Em]

16. An Info dialog will display confirming the purchase, the purchase amount, and the remaining
balance of the Window Book/IB Account used. Click the OK button to close the dialog;

Info

The purchased postage is 59.75
r I %  The remamning balance is 520,264.79
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A hard copy of the label will print to
the printer specified in the PMOD
Setup tab in DAT-MAIL (refer to
‘PMOD’ Tab for more information).

o Label depicted in the image (right)
was generated in ‘Test’ mode.

Using the PMOD Module

SAMPLE - GO NOT HAILLH /
PREGRITY MAIL
U5, BOSTAGE PAID
REDERICKZAT, INC,
V5

7
US\PS PRIORITY MML

WINDOWBOOK |
300 FRANKLIN 5T
CAMBRIDGE, MA 021

FMOD fof WINDOW BOOK

OPEN AND DISTRIBUTERAT:
SCF BOSTON, MA O

MAIL CLASS ENCLOSEW:  Marketing

5 5CAN ON ARRIVAL -P

u

9212 3901 3366 6700 0120 54

In addition, the PMOD Shipment screen will update and display the newly created shipment.

E) PRACO Shipmants

X

PMOD Cantaine ID

Faclty Nams
1 " Sack

FMOD Packuage Typs

Tolal Waight Tolal Foslage Ship Date Vid SNabia

00K . i i

__t Show volded packagea Add Sepmert

St Flaccsts
Prrt Boy

View Label Ve Label Brint Label Ceae

From this screen, users can view an image of the label (i.e. View Label button), void the shipment
(i.e. Void Label button), or print the label again if necessary (i.e. Print Label button). Also,
additional shipments can be added to the batch, if preferred (i.e. Add Shipment button).

If a batch contains multiple shipments, some of which have been voided, users can choose whether
or not they want to display the voided shipments in the list by checking or unchecking the ‘Show

voided packages’ option; and

©2020 Window Book, Inc. All Rights Reserved.
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17. Click the Close button to close the screen and return to the PMOD Labels/Shipments Browse
screen. The screen will update to include the newly created batch shipment in the list, with a Job
Description of “Manually created shipments”.

E) PMOD Labels/Shipments Browse x

Y

Job 1D Job Number iob Name M. Job ID Label Type e O Accourt Nome
TEST PMOD PMOD for WINDOVY BOOK ¢ created shipn 5/01/2020 10:51AM Sandbox Test Accourt
QOCCE _OEAMe DAL (T ‘M‘xy Lo b ek A-w‘kh A I A

PMOD  |PMOD TEST | PMOD TEST [erported shipments 4/27/2020| 6:10PM|
| PHOD Test | mported shipmerts 4/27/2020| 2:56PM|

Test TEST PMOD PMOD for Window Book j\lmua!r croated shipmerts 4/2472020| 3:.08PM|

< >

Add Marual Shpmert Batch oot Pt Reports | Yew Labels Voud Labets Pt Labels Prirt Scan Form Prrt Sack Labels Bt

Management of the various batch shipments is performed using the different function buttons
located along the bottom of the screen. For more information about the individual buttons, along
with the filter options for viewing particular batch shipments, refer to Managing All PMOD
Shipments in this Guide.

Create Shipments From An Imported File

Shipments can be created by importing a file containing shipment data. The file must be a fixed format
file and the fields must be in the correct positions (refer to Import File Layout for the file layout
definition/design).

In addition, be aware that labels are automatically purchased when a file is imported using this feature.
Labels are charged to the default IB account that is set in DAT-MAIL, so if a payment account other than
the default should be charged, a different default IB account must be set before the import occurs (refer
to DEFAULT WINDOW BOOK/IB ACCOUNT for instructions).

B Setup 0
Archive Advanced Saitings Palie? Trackingnteligent Mai Mainlenanca
Impart Defaulis  Wailer information  Planalyzer Fostaline! Siart Up Optons  Container Tare Weights  Export
Labeling List Walidalion Logislics PWOD
Defaul B Account  Another Person Test =
1 ahal Imaas Fadfmal | akal e ns Baeakiling | ahal Frans Sirs
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To create shipments using the Import function (and purchase labels), perform the following:

Using the PMOD Module

1.

From DAT-MAIL', select ‘Other Programs’ > ‘Manage PMOD Shipments’ menu options;

7] DAT-MaLL Editar with Toolbos 1
File

[

L=

Other Programs

agistics  Secunty  Help

Reports  PostalOnel  Utilite:  Tool

D E @ X

er Frograms Setup

18 (19

Palletization

Spoilage Tracking Ltiliey

Pastage Reports

Ind Scatining L3

Cuol T acy

=

Manage PMOD Shipments

2. The PMOD Labels/Shipments Browse screen will display. Click the Import button;

E) PMOD Labels/Shipments Browse X
Job ID Job Number Job Name Higt. Job ID Label Type D":td C:eaegm Account Name
TEST PMOD PMOD for WINDOW BOOK Manualy created shipments
00000365 | DEMO FILE PMOD/TDM 226 | Job-based shipmeants 473072020 5:39PM| Sandbox Tes Account
PMOD  |PMOD TEST PMOD TEST Impodted shipments 4/27/2020| 6:10PM
PMOD Teat Imported shipments 4/27/2020| 2:56PM
Test TEST PMOD PMOD for Window Book Manually created shipments | 4/24/2020( 3:08PM
< >
£0d Manual Shipment Batch Import Pt Reports | | View Labels | Void Labels | Eth&d: Print Scan Forn | Print Sack Labels Eat

3. Click the Select File button and select the fixed format text file to import;

E) PMOD CSV Import x

L Select Fle

FMOD Frofile: PMOD Sacks (1 ft and 2 ft trays)
Oiptional Identification

Job 1D; ' |
Joby Mumber: | |
Job Hame: |
Mail Class Enclosed: 1- Firet Clazs |
Processing Category Enclosed: LT - Letter ]
O Cancel
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4. Using the corresponding browse button, select the ‘PMOD Profile’ to be applied to the shipment
data in the file during the import;

E) PMOD C5V Import *

Select Fle | C:AWBMDV\Data\PMOD Rile\PMOD Import Fle.t:

PMOD Profile: PMOD DDU in Sacks

Dpticnal Kentification

Job 1D

Joby Humber: { |

Jeb Mame: |
Mail Class Enclasad, 1- Fired Class |
Processing Categary Enclosed: LT - Latter E

QK Cancel

5. Populate the Optional Identification fields (if preferred);

E) PMOD C5V Import ¥

Select Fle | C:AWBAMDV\Data\PMOD Rile\PMOD Import File.t:

e R0 DOVn Sacks L
Dipticnal Kentification
Job 1D: : |

Joby Mumber: { |
Job Mame; |

Mail Clags Enclosed, 1 - Firet Class |
Processing Category Enclosed: LT - Letter El

QK Cancel

6. Using the droop-down provided, select the ‘Mail Class Enclosed’;

EJ PMOD CSV Import k'
Select Fle  C:\WEB\MDV\Data\PMOD Filc\PMOD Import Filet:

PMOD Profile: PMOD DDU in Sacks
Optional denlification

Job 1D | 20200501
Joby Mumber: | EP 32301 |
Jeb Mame! PMOD for Window Book |
Mail Class Enclased: 1 - Firet Clasz
Proceasing Categary Encloasd:
2 - Pengdicals
3 - Standard
4 - Phg Services Cancel
B - Std/Per CoMai
9 - Other
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7. Using the drop-down provided, select the ‘Processing Category Enclosed’. When ready, click the
click OK button.

E) PMOD CSV Import X

Select Fle  C:\WB\MDW\Data\PMOD Fle\PMOD Import Rle th

PMOD Profle: PMOD DDU in Sacks

Optional Identfication
Job ID: [ 20200501
Job Number: [P 32301 ]
Job Name: [ PMOD for Window Book
Mail Class Enclosed: |3- Qandard ™
Processing Category Enclosad:
Procassing Category
FL-Aat Cancel
MP - Mach Parcel
IR « ir Parcel
€D - Card
PF - Parced
CM - Custom Mail
NP - NonMach Parcel

8. Purchase is complete, now labels can be viewed, printed or voided. Labels and reports can be

printed.
B) PMOD Labels/Shipments Browse X
Job ID Job Number Job Name Higt. Job ID Label Type Dl';gd Cmaegm Account Name
p dow Boo J 020
- e ot g R bt et iAo A Pl e
00000365 | DEMO FILE PMOD/TDM | 00000226 |Job-based shipments 4/30/2020| 5:33PM| Sandbox Test Account
PMOD  |PMOD TEST PMOD TEST Imported shipments 4/27/2020| 6:10PM
PMOD Test imported shipments 4/27/2020| 2:56PM
Test TEST PMOD PMOD for Window Bock Manualy crested shipments | 4/24/2020| 3:.08PM
< >
Add Manual Shipmert Batch | impot | | rnt Reports | | View Labela | | Void Lobels | | Prnt Labels | Pt Scan Fom | Prrt Sack Labels | | Ext

Important information about the text file used with the Import function in DAT-MAIL’s PMOD module is
provided below.

o The text file to be imported must be in fixed format;

o The necessary fields must be located in the exact, defined positions;
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e The Individual field columns in the file do not contain headers; however, there is a header row
that contains the following value: “PMDSVER006”; and

[ CAWBAMDV Data\ PMOD File\testprod2.tt - Notepad++ - 0 "
File Edit Search View Encoding Language Settings Teols Macro Rum  Plugins Window 7 X
sHEHR R G sDhhae gl 22| EE(1 ERRpo®e 06 RBE
B changelog £1 H testprod2 bt [5]

EMDSVEROODE

DEMC DD in Sacks 32301 32311 000006L300000027.585000000027.69803230195958FL3

DEMO DDU in Sacks 32301 323 0 33.435000000033.5480323019958FL3

DEMO DDU in Sacks 32301 D 32311 0 40.815000000040.9280323019998FL3

DEMC DDU in Sacks 32301 32311 0000083T00000028.665000000028.7TE0323015958FL3

< >

Mormal text file length: 642 Fines: 5 Ln:1 Cel:1 Se&:10]1 Windows (CRLF)  UTF-8 M5

e Unless “values” are provided in the table, the Feld Names are explained in the Mail.dat®
IDEAlliance Database Standard, Version 19.1.01.4; specifically, the “Container Summary Record -
.csm” section.

File Layout
Position Length Field Name

1-25 25 Job Number

26-31 6 Entry Point for Entry Discount - Postal Code

32-33 2 Entry Point for Entry Discount - Facility Type

34-39 6 Container ID

40-40 1 Window Book Container Type — T for Tray, S for Sack

41-42 2 CSM Container Type

43-50 8 Date (YYYYMMDD format)

51-58 8 Reserved (leave blank)

59-64 6 Container Destination Zip

65—-72 8 Pieces (must zero fill prior to numeric)

73 _85 13 Net Weight (must zero fill prior to numeric and add zeros after the
decimal — example 99999999.9000)

8698 13 Gross Weight (must zero fill prior to numeric and add zeros after the
decimal — example 99999999.9000)

99 -107 9 Entry Point - Actual / Delivery - Postal Code

108 — 109 ) Principal Processing Ca.tegory (Mail Shape): Values are: LT - letter, FL—
flat, CD — card, OS — outside parcel, MP — Machinable Parcel
Class Defining Preparation (Mail Class). Values are: 1 —first class, 2-

110-110 1 periodicals, 3 — standard mail now referred to as Marketing Mail, 4 — package
services

111-116 6 Volume (leave blank, no longer applicable)

117 - 156 40 CAPS Reference Number
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PMOD SHIPMENT PROFILES

PMOD shipment preparation profiles can be created to save the Mailer time and avoid possible errors
when setting up PMOD and PMEOD shipments from Mail.dat files. Profiles are not used when creating
shipments manually. The creation of profiles allows the Mailer to select different sets of processing
options when aggregating their presort mail into PMOD/PMEQOD shipments.

Using the PMOD Module

Selection, creation, and management of existing profiles occurs from the Browse... screen, which is
accessible from the PMOD Shipment preparation screen. To create a new profile, click the Insert button.

{ B} PMOD Shipme

Ship date resifiction
(@) Aldates
() Single dale

|B Account:  Sandbox Test Account

5 Digit Tray Merge Max Piece Number

[ Exclude Mother Palets over

FMOD Profie: PMOD DDU in Sacks .

Cancel

E) EBrowse the PMODProfile file

A Record Will Be Added screen will display.

E) Record Will Be Added

Prafile Hame: |

| ® PMOD (O PMEOD

MDC/SCF Lethers:
[ Combine trays in sacks

Tray £t per sack 4

Cortainer Type! | Tray Bowes

DOU Letters

[ Combine trays in sacks
Trayft per sack 4
Certainer Type: | Hit MM Tray Bex

] Enable & Digt Tray Menge
Container Type: | Wt MM Tray Boo

[Max Pieces Nirmber i)

WDC/SCF Flats Parcals
(®) Fat Tub Bowes () Sacka
Max Weight dbs): [ 40.0000]

DDLU Flats Pareats
Cantainer Type: | At Tub Bex e
Maxx Weight fbs): | 40.0000 |
[[] Enable 5 Digt Cortainer Merge
Caontainer Type: | 15 MM Troy Bax
Max Pisces Number: R0

Cantainer Type i Sacks ane under 5 ba:
Fat Rate Enwelops L

o 1| cancel

Enter a name for the profile and specify whether it isa PMOD or PMEQOD.

©2020 Window Book, Inc. All Rights Reserved.

D Name Cass
& PMOD DOU FMOD
7| PMOD DOUin Sacks FMOD
4| PMOD EMM Tray Boxes and Flat Tub Boxes PHOD
3| PMOD Sacks (11 and 2 rays) FPMOD
2| PMOD Sacks (EMM and Flat Sacka) PHOD
‘ 5| PMOD Tray Bowes and DDLU 2ft MM Tray Bowes FMOD
£ >
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There are four quadrants to the profile details screen: ‘NDC/SCF Letters’; ‘NDC/SCF Flats’; ‘DDU Letters’;
and ‘DDU Flats’. The two areas that are labeled ‘Flats’ are for sacks and parcels.

e NDC/SCF Letters: This area has an option for the mailer to put multiple trays into a PMOD sack.
Since some trays may be two feet and others one foot, mailers can choose how many total tray-
feet will be placed in a sack. For example, if a mailer chooses 4 tray feet, they could fit: two, 2’
trays; or four, 1’ trays; or one, 2’ tray with two, 1’ trays.

This area also contains a ‘Container Type’ of “Tray Boxes”, which is not available for DDU Letters
or DDU Flats. “Tray Boxes” are not a specific container type itself, but instead is a placeholder
that means to use whatever tray type the current CSM record is using, which could be 1ft or 2ft
or EMM. And a ‘Container Type’ of “1ft MM trays”, while available for DDU Letters, NDC/SCF
Flats (or parcels), and DDU Flats, it is not available for NDC/SCF Letters since 1ft trays are not big
enough if the NDC/SCF Letters trays are currently 2ft trays.

e DDU Letters: This area contains a similar option to put multiple trays in a sack, but the mailer
also has an option to combine the contents of trays going to the same entry facility that have a
container destination Zip that is 5-digits in length (destination Zips containing only 3 digits are
not included) into a single PMOD container. Mailers also have to pick what type of container
that would be from the drop down provided.

The maximum number of pieces that can fit into the EJ PMOD Shipment preparation *
selected container type is entered by the Mailer on the S

PMOD Shipment preparation screen. The maximum @ Al daes

number of pieces is not a field that is part of the PMOD O Sngle date

profile since it is shipment specific.
1B Aocourt Sandbox Test Account

If both ‘Combine trays in sacks’ and ‘Enable 5 Digit Tray R (TY T
Merge’ options are chosen, the system will attempt to Ship.Post Mark date: | 5/0N 2980 |2
combine as many trays as possible, then process the rest 5 Digt Tray Merge M Piece Numiber: | |

by putting the trays in sacks (refer to 5 Digit Container [ Esclude Mather Palists ver 50 | Ibs

Merge Function for more information).

&
i
o

e NDC/SCF Flats (or parcels): Mailers can put sacks into
PMOD sacks or flat tubs up to a certain weight based on the size and weight of the piece and
specify the maximum weight allowed.

e DDU Flats: Mailers have more flexibility as to what kind of containers they choose. Like with
DDU letters or parcels, Mailers can merge the contents of multiple 5-digit sacks or just put sacks
into another container (refer to 5 Digit Container Merge Function for more information).

e Container type if under 5 pounds (flats only): There is a 5Ib. minimum on all sacks unless Mailers
have elected to put trays or other sacks into them. If one of the entry points falls below the
minimum, a different container type must be selected for these light shipments.

Page 48 of 113 ©2020 Window Book, Inc. All Rights Reserved.



PMOD
Setup & User Guide Using the PMOD Module

5 Digit Container Merge Function

‘Enable 5 Digit Container Merge’ is an option available in the ‘DDU Letters’ and ‘DDU Flats’ areas of each
PMOD profile. A Mailer’s presort software will have to assign trays and sacks to the appropriate DDU
facility taking into account the carrier routes serviced by each facility.

Do not attempt to convert a job that was not DDU presorted to DDU entry using Quick Plan or Planalyzer
if the PMOD module is going to be used! The PMOD module will merge all containers going to a DDU. If
a single Mail.dat tray has more pieces than the maximum specified in the ‘Max Piece Number’ field, the
tray will not be split. This applies to merged containers only (not single containers).

The PMOD Open and Distribute Production report will show which trays/sacks are related to each
shipment much like it would if Mailers were putting trays into PMOD Sacks. When the merged mailings
are produced; however, the mail pieces would be taken out of the original trays or sacks. It is important
to retain the original bundling if flats are being removed from sacks, but if letters are being removed,
the pieces that came out of each tray should be banded together.

\ 4 Using PMOD requires Clients to use the presort as-is, with no freight-planning first.

MANAGING PMOD SHIPMENTS

Previously created shipments can be accessed and managed based on an individual Mail.dat file or
independent of any one specific Mail.dat file (i.e. users would select shipments from a general PMOD
shipment list). This ability is necessary for those shipments created manually, i.e. not from a Mail.dat
file. The management functionality is the similar between the two options, with only a few differences.

Managing PMOD Shipments By Mail.dat

Managing the PMOD shipments created from a specific Mail.dat file can be done by opening the
Mail.dat file and accessing the file’s ‘Transportation View’ from the Advanced Navigator. In the
Transportation View, click the Manage PMOD Shipments button.

3 Tranzpartstion View - A1315114 AT315114
File  ‘'iewe Relsted Reports  Utlities  Help
T z
ﬂi ¥ 4 Planalyzar wl':r. .
Biy Erbry Poirt |5y Facilty Type. | setestets tor einduction | | Remove enduction | Standard
105 5
Plrysical ZP Code P4 =V Pieces Copies Groszwieight  Maileghl  Est MalDate  Drep Ship -
M| =CF WESTCHESTER, NY 105 [ 0
] SCF BROCHLYN, WY 112 112559504 | Y BHORMS Eten
SCF WESTERN MASSAL, MY 115 11502.0200 | v 1020 300
] SCF MD-SLAND, MY 117 19747-3832 | ¥ BHORMS 220
SCF GREENSBIORD, NG 270 27498-9735 | ¥ G100 320
SCF CHARLOTTE, WG 280 IEMA-0105 | ¥ BHORMS 200
] SCF JACHSOMMVILLE, FL 330 32203-9895 | v | BHORMS 30
& B -
Ao Caculsts halng Detes | | Planabyzer | [ Change | | Add TDMOucte | [Manage TOMQuctes | |[add BMOD Shipment || | Mensge PMOD Shipments |

CarkRiners et Delake
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The ‘PMOD Labels/Shipments Browse’ screen displays the list of existing PMOD/PMEOQOD batches for the
selected job (i.e. Mail.dat file).

In the screen example below, only one PMOD shipment has been created from the selected Mail.dat
file. The screen provides the date and time the labels were created for a batch, the ‘Account Name’ (i.e.
Window Book/IB account) that was used to purchase the labels, the ‘Class’ of mailing, the ‘Origin Zip’,
‘Total Pieces’, how many ‘PMOD Shipments’ were in the batch, the ‘Total Weight’, ‘Postage Savings’,
‘Shipping PMOD’ charges, the ‘Net Savings’ associated with the batch, the date the batch of shipments
was post marked (i.e. ‘Post Mark Date’), and the ‘Scan Form Manifest Status’ (if one was
generated/printed), and the ‘Void Status’ of batch.

£ PIOD Labela/Shipments Brouse
UL:,:" mc{’m Aok Nang Clas O ZIP Tobal Pieces PROD Shimests Tolalweight Pw.aDSSaw"ﬂ]
E 121
- .
|Pns|ag=9a~i’gﬁ Shisping FMOD Hel Savgs PeatMaik Date |, 2550 F3m Veid Staus |

1212 EI 31

e

[ Bepens | [ PenGeanFom | [ PonSackLabeis|

. »

ewlabels | [ oidlabes | | Punilaoss | | Bepons ™ [ PewSewcfom | [ PinSacklaoss| [ e |

Several label and package management functions are available from this screen, some of which can be
performed for an entire batch at once or for individual shipments in a batch.

%{ With the exception of the VIEW LABELS and EXIT buttons, if the function buttons are grayed out,
the selected shipment has a batch Void Status of “Entire Batch Voided”.

5 PRA0D Labels/Shipments Browss

PMOD Shipments Tolal\eight Postage Savings Shipping PMOD  Met Savings Post Maik Date oo Fom Vaid Status

Marifest Statuz
ZERRRE 25Tl 2IEE e

oG T T
/2013 Manitest Lreabed  Erire Batch iz Vooded

572019 No M anilest Erhiz Baleh iz Warded

20.13e0 2850 2259 BAIES203 | Marilest Crasted | Entira Balch iz Woded
201360 28350 2259 BANES2003 | Maritest Created | Enbne Batch iz Voded
201960 2850 2259 SAIES2019) Marilest Crested | E e Balch iz Yoded
2013e0 2850 2259 BAIES20NS | Marilest Craatad | Erbiz Baleh iz VWarded
155360 2850 18382 42452003 | Marilest Cragted | Entia Balch iz Woded
15,5360 2830 1832 4724/2003 Marifest Created | Endne Batch iz Voided

ok Pod Pl Fad Pk 0 Pl i )

15 S960 2880 1882 47247209 Bo Manitest Erfre Balch iz Voded

| Aiesa Labek: Voig Labels Brint Labiels Eepoets Reepriat Sc:an Foem Print Sack Label: Edt |
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E) PROD Labels/Shipments Browse

Label Created

Dte Tine Account Name

50620120 11:288M Test Account

£

Class  Ongin ZIF  Total Plieces  PMOD Shipmerts  Total Weight  Postage Saving

=

Wewlabels | | Void Labels | Frnt Labels | Beports

Print 3can Fom |

B

| Prrt Sack Labels

Below are the functions button located on the PMOD Labels/Shipments Browse screen and a description

for each:

e View Labels button: This button launches the PMOD Shipment Estimates screen for a selected

shipment.

The PMOD Shipment Estimates screen provides shipment details for each entry point, along with

sum totals pertaining to pieces, containers, weight, postage savings, shipping costs, and net
savings. In addition, users can get tracking information for individual shipments/packages, and
void, print or view individual labels by selecting an Entry Point on the screen and clicking the

View Shipments button.

SCF INDIANAPDLIS, IN 460

EJ) PMIOD Shiprnent Estimates »
Test & t
ﬁ FetAesnu Export Beport
Destmation Total PIOD Total Fostoge Shipp
Endry Point Pieces Shipments Weight Savings PMOC

1057682

©2020 Window Book, Inc. All Rights Reserved.

Wiew Shipmanis
DISCOUNT LEVEL FECES TRAYS/SACKS TOEran
1kl [1] [i] 0.00 Poslage Saving 214318
SCF 5,508 13 10577 Shipping 5110.81
NDC (1] 0 0.00 Hel Saving $32.36
QRIGIN L] 1} .00
Exit
B PRIOD Shiprents b
[PMOD Corfainer [0 PMOD Package Type Tracking Murber Tatal Weight] : A
1 Sack 9212390188666 700013105 IThe PMODhSh/pmenlt;s screen V‘;'” d|splahy,
2 Sack 9212350188665 700013112 20712 istine each PMOD shipment, along wit
3 Sack 921 2390188666 700013129 20712 8 . , P ’ g .
4| Sack 5212350185666 700013136 272 | each shipment’s corresponding container
5| Sack 9212390185666700013143 18275 | . . . .
6| Sack 9212350185666 700013150 4541 | information. Each package's tracking
information is also provided.
£ >
[[] Show voided packages View Label Vioid Labsel Print Label
Display Cortainer 1D Mail dat Container Type  Gross Weight  Mal Weight  “humber OF Picczs
; 10,3553 :
TO0SE3 7 Tray 10,3563 B 6563 554
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Select (i.e. check) the option ‘Show voided packages’ to include voided packages in the displayed
list. To identify whether a package has been voided, scroll right in the top window (i.e. window

containing tracking numbers).

E) PROD Shipments

PMOD Cortainer ID

i

wr o oo w Bl

4
5
5

BERE

<

FMOD Package Type

* || E) PMOD Shipments

Trackng Numbser
9712380138666 700013105
9123901 8B5E6 700013112
SR 2350138866 T000T 3125
9212350138666700013136
9212350138666700013143
9212390138666 T0001 3150

| Total Weignt  Total Postage  Ship Date

Woid Stafus

Tetal Fieces

>

[ Shaw voided packages I

View Label Void Label Pt Labed | | | B Stow voided packages

| i

View Label Vioid Label

Brint Label

Draplay Cantainer ID
TODS85

Mall gt Cortainer Type  Gross Weight | Mall Weight  Mumbser OF Pleces
> Tra

554

10.3883 B.EEE3

Mal.dat Comainer Tvpe  Groas Weight

26563

0305

2.6562

10.3862

Mal Wesgnt  Number OF Plece:

Labels for each package can be viewed (PNG label image type only) by highlighting the specific
package and clicking the View Label button.

E) PROD Shiprents b
PMOD Cartainer ID PMOD Package Typs Tracking Mumber Total Weight
[ 1 Sack 921 2390182666 700013105 | 2071
Sack 92 23501 88666700013112 0.712
|# 3 Sack 921 2390N 88666 700013123 20.M2
4 Sack 5212350188666 700013135 WNZ
5 Sack 5212350185666700013143 18275 E) PMIOD Label kS
B Sack 9212350188666700013150 4 643

£
A Show wolded packages

View Label Voig Label

Brint Labsl

/

SAMPLE - LR MO AL

PRIGRITY HAIL
5. P IALE PRI
RCOEAICKZAT, INC.
> LU

Display Cortainer ID  Mai dat Cortainer Type  Gross Weight

TO05ES 2 Tray 10,3563 B £563 554 00 FRAMELUN 5T
CAMBAIDGE, Ha 021 e
Cooo
OPEN AND DISTRIBUT
SCF INDIANAPOLIS,
o MAIL CLASS ENCLOSE | Letters
Label depicted in the image (right) was generated
USPSs SCAN ON ARRIVAL -gFP

in ‘Test’ mode.
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U\S\PS PRIORITY MQJL

N DWW E00K,

9212 3901 8866 6700 0131 12

/
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A single package label can be voided by highlighting the specific package and clicking the Void
Label button. A Confirm Void dialog will display. Click the Yes button to close the dialog and
continue with the void process (clicking the No button closes the dialog and aborts the void

process).

E) PRAOD Shiprnents

PMOD Cartainer ID PMOD Package Type Tracking Mumber
1| Sack 9212350188565 700013105
2| Sack 9212300188565 700013112
3 Sack 921 7350188666 700013129
921 X350 188666 TO0013136
5 Gack 5212350188665 700013143
B Sack 9212350188565 700013150
<
[ Show voided packages View Label Vi Labse!

*

Total Weight
20712
20712
2013

20712

18.275

4843

Erint Labed

Cispley Cortainer ID Mail dat Cortainer Type  Gross| Confirm Veid

TOSAS 2 Trey

':9' Are you sure you want to veid the label for the highlighted record?

A1

Irdfa

An Info dialog will display. Click the OK button

to close the dialog and return to the PMOD

Shipments screen.

l . Package for the selected shipment record has been voided.

The 'Void Status’ column will update accordingly. Possible values for ‘Void Status’ of individual

shipments are:

“Not Void” — package has not been voided,;

~ ‘“Instant” — package was voided the same day the labels were purchased for it. The refund
will be deposited back into the associated IB account after 15 minutes; and

~ “Delayed” — package was voided the day after the labels were purchased (or later). The
refund will be deposited back into the associated Window Book/IB account after 14 days.

o As of May 2020, the void statuses for individual packages are as stated above. However, due to a
change in how IB handles voids, these statuses will be changing in the near future. There is no
longer an “instant” void. All IB-issued refunds will take place 14 days after the void occurs. This
status change pertains to individual packages, only.

& The returned void statues of individual shipments differ then the statuses for Batch Voids.

& When voiding purchased labels for specific shipments, users should be aware that the totals
provided on the “PMOD Shipments Estimates” screen will not update and show new totals based
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on the changes to the data that occurred with the void(s). The screen will continue to display the
original total batch information; however, detail by entry point will no longer be available (see
screen image below). In addition, the “PMOD Estimate Report” will no longer be available (i.e.
the EXPORT and REPORT buttons will be grayed out). Confirmation of the changes made to the
data will be reflected in the “Open and Distribute Production Report” (refer to REPORTS for more

information).
E) PRAOD Shiprent Estimates e
ﬂ Test Account Expurt Report
[Deestinntion
Entry Point

SICF INDISNAPOLIS, N 460

Wiew Shipments

DESCOUNT LEVEL PECES  TRAYS/SACKS WEIGHT

oow L] 4] 0.00 Poslage Saving 514318
SCF 5,508 i3 108.77 Shipping %110.81
NDC 0 ] 0.00 Kel Saving $32.36
ORIGIN 0 1 0.00

o Labels can also be voided for an entire batch. For information on batch voids, refer to VOID
LABELS button below.

And finally, a label can be printed by highlighting the specific package and clicking the Print Label
button.

o Avery® produces a very common label stock that can be used with laser printers for printing
labels (not applicable for thermal printers or ‘ZPL’ format). The Avery 5126 two per page 5.5 x
8.5” labels (the image printed on each label is 4x6).

Click the Close button to exit the PMOD Shipments screen and return to the PMOD Shipment
Estimates screen. Click the Exit button to return to the PMOD Labels/Shipments Browse screen
(i.e. ‘Manage Labels’).
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E) PRAOD Labedss Shipmants Browie

Label Created
Date

Rocourt Name Ol

Trne:

Oagni ZIF  Tolal Peces  PMOD Shipmerts  Tolal Weghl Poslage Saving

Using the PMOD Module

x

/01020 1754PM Sandbox Tes Account FMOD (2139 I 7
£/01/2020| 12:25PM| Sandbax Ted Account PMOD | 02129 2.240 2 101.2520 13 &

£ b

Yew Labols Void Labela Pt Labela Reports Prt Sean Fom Perf Sack Labels Eat ”
e Void Labels button: The function of this button is to void the labels for an entire batch to avoid

having to void each package in a batch. Select
(i.e. highlight) the batch in the list and click the
Void Labels button. A Confirm Void dialog will
display. Click the Yes button to close the
dialog and proceed with the void process
(clicking the No button closes the dialog and
aborts the void process).

After the void process is complete, an Info
dialog will display, confirming that all of the
packages for the selected batch or shipment
record have been voided. Click the OK button
to close the dialog.

Confimm Vizid

Iﬁ Aire you sure you want to vaid labels for the highlighted record?

Tl

Info

L All packages for the selected shipment recerd have been voided,

The voided batch will continue to display in the PMOD Shipment Estimates screen; however, the
‘Void Status’ column will update the display the correct value that pertains to the batch void.

m PRAOD Labels/Shipments Browse

= |

Telalwieighl  Peslage Savings Skipping PMOD Mel Savings  Post Maik Date

Sean Faim
P anifest Shatus;

A4/24/2013 No Maniest

A4/2472013| Manifest Createg

Void Slabus

Enlita Eatch it Voidad
Emting Batch iz Voidad

153950 2890 4.8z Tnie 4/2472013) Mamitest Created) Entine Batch iz Veoided
201980 2840 2258 ) S/06/2019) Manitest Crested) Enlie Batch iz Veodad
2019350 28.90 253 B3 SA0E/2019 Manifest Created Entile Bateh is Voided
201950 2840 2258 B3 B/05/2019) Manifest Creabed Entine Batch iz Woidad
2001950 2840 2258 B3 506/2013) Manitest Created Some Shipments: Voded
27000 20002 1615 287 /07420149 Mo Manfest Mot Yaid
] | ]
[ Wiew Labels | Void Labels Biint Labels Eepoez Frir Sean Form Print Sack Label: Esit

The different possible void statuses for batch voids are as follows:

~ “Not Void” — package has not been voided;

~ “Entire Batch Voided” — all shipments in a batch have been voided; and

~ “Some Shipments Voided” — some of the shipments in a batch have been voided (i.e. not the

entire batch).

K The returned void statuses for batch voids differ then the statuses for individual shipment voids.

©2020 Window Book, Inc. All Rights Reserved.

Page 55 of 113



PMOD
Using the PMOD Module Setup & User Guide

Also, with the exception of the View Shipments and Exit buttons, the function buttons on the
PMOD Labels/Shipments Browse screen (i.e. Manage Shipments) will not be enabled when the
voided batch is selected in the list.

5l PRADD Labels/Shipments Browse

Sican Foim |

Tokal Weaght F'ml,aﬂe Savirg: Shipoing PMOD  Met Savings  Post Maik Date Vioid Shatues

L3950 2830 13.82

4/24/019 Mandest Ciealed  Enhie Bateh is Veided
BJ08/ 201 9| Manifezt Created | Entite Batch it Voided
OGS 201 9| Manifest Created | Entine Batch iz Voidad
W0E/2019| Manifest Created | Entie Batch iz Voided
BJ0E/ 201 9| Maniest Crested | Some Shpments Yioded
BJO7/2019] Na Manifest MNatYoid

1 | t

| M Labels: Wiod Labed Bt Label Heporls Frir# Seen Fom Fint Jack Labels Ext I

e Print Labels button: Clicking this button allows the user to print the labels for an entire PMOD
batch (not individual labels). Highlight the batch in the list and click the Print Labels button.

Confirm Print Labels
A Confirm Print Labels dialog will display.
Click the Yes button to close the dialog and
continue with the batch print process
(clicking the No button will close the dialog :
and abort the batch print process). o

|g Are you sure you want print labels for the highlighted record?

K If an Error dialog displays informing the use that a “PMOD Label Printer is not specified in DM
Setup”, click OK to close the dialog. Exit the ‘PMOD Labels/Shipments Browse’ screen and
navigate to DAT-MAIL’s Setup screen; specifically the PMOD tab, and specify a label printer (refer
to DAT-MAIL PMOD SETUP > ‘PMOD’ TAB > LABEL & SCAN FORM PRINTER SETUP for instructions).

o Avery® produces a very common label stock that can be used with laser printers for printing
labels (not applicable for thermal printers or ‘ZPL’ format). The Avery 5126 two per page 5.5 x
8.5” labels (the image printed on each label is 4x6).

E) PRACD Labeds/ Shipmants Browie >
- - ~ - - Scan Fo
Clada  Ongn 2P otal Piscn FMOD Shipmerts  Total Weight Postsge Sivings Shipping PMOD  Net Savings  Post Mark Date Maril st 58
21 429 4710 573,50 58361 11011 50172020 Na Manfes
PMOD (02139 4,000 180 6730 24400 256 58 1258 501/2020| Mo Manfest
PMOD 02135 2240 2 1012520 136,64 155.41 2277 501/2020| Mo Manifest
£ ) ) ¥
IEWLM Void Labsls Pordt Labels Reports Prrt Scan Fam Porl Sack Labels Exk I

e Reports button: Clicking the Reports button displays one report option, which is the “Open and
Distribute Production report”. Information about the ‘Open and Distribute Production report’ is
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documented under REPORTS in this Guide. The report options differ between shipments created
from a Mail.dat file versus shipments created manually.

e Print Scan Form button: Clicking this button generates and prints a PS Form 5830, which is used
for shipment confirmation and acceptance. The form displays the number of PMOD or PMEOD
shipments and contains a single EFN barcode or manifest ID which identifies and links each
individual shipment for all entry points that make up a batch. This simplifies the PMOD mailing
process in that Mailers do not have to print a PS Form 5830 for each individual shipment in a
batch. The scan form consolidates all shipments under one EFN barcode or manifest ID. Using
this function requires the setup of a Scan Form Printer in the Setup screen in DAT-MAIL;
specifically, the ‘PMOD’ tab (refer to LABEL & SCAN FORM PRINTER SETUP for more information).

Select/highlight the batch in the PMOD Labels/Shipments Browse screen and click the Print Scan
Form button. In the example being used here, the selected batch contains nine PMOD

shipments.
E) PMOD Labels/Shipments Srowse x
- - SUOD m . = nee i Scan Fou
Clase Owgn 2P otal Pieces  PMOD Shomerts Totd Weght Postage Savinge Shipping PMOD  Net Savings  Post Mark Date Mordest St
fe]
PMOD 000 180 6780 25 5/01/2020| No Manfest
PMOD 02133 2,240 101.2520 136.64 159.41 277 5/01/2020| No Manfest
< >
Yow Labol Voud Labels Bt Labels Beports Pret Scan Form Prrtt Sack Labels Ext

o Once a scan form is created/printed successfully, the PRINT SCAN FORM button will be replaced
with a REPRINT SCAN FORM button.

Confirm Create Scan Farm A confirmation dialog will display. Click the Yes
button to create and print a scan form for the
selected batch (clicking the No button will close
the dialog and abort the process).

|e Are you sure you want creste and print sean form for the highlighted recerd?

s

Infio 2

A dlaIOg will dISplay to confirm the manifest was created I 1B Scan Manifestwas created successtully.
successfully. Click the OK button to close the dialog.
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Shipment Confirmation

Shigmant Dake: ey 1, e
Shepped From

Haracz  |ohanes
wreas. 0T Higada
CluSiabe@P  PAID AITH C8 843011041

Type of Mall

Copress Hal H‘I}‘R H /
Py Bl farevicn \ ] /

Lhial xaess Cowarneed WA [

Fopencs Mal Ingwmatioal

Prorry Bl intemstens \ / 4

e &

Hn'ﬁiam/ \ 1

Rl lire o poudi s wilh s guararbocs ol Eogh el o il e e ol ijecal pud oo

LEA L R aran ppan pickos arsesins ol el |esws hgm with costers ar n

1SR R el

SPS SCAN AT ACCEPTANC

9275 0901 8866 5400 0131 52

E) PRAOD Labals/Shipmants Brovwie

Claga  Ongn JF  Total Feces  FMOD Shipments Total Wieight Fostage Savings Shipping PMOD  Net Savings  Poat Mark Date T

Setup & User Guide

Example: Scan Form/ Manifest
generated/created in Test mode.
Note the number of PMOD
shipments (i.e. 4) matches the
number of shipments in the batch.

X

Scan Fo

] 4729 4710 GH9 61 -110.11 5017020 No Manfes

PMOD (02138 4000 3 1806780 24400 25658 1258 5/01/72020| N2 Manest

PMOD (02135 2240 2 1012520 136.64 155.41 -2 T 50172020 Na Manifest

< ¥
IEHWLM Vi Labela Prrd Labels Reports Prrt Scan Fam Prrl Sack [abels Ext I

e  Print Sack Labels button: PMOD Sacks need special PMOD Sack tags, not just PMOD shipping
labels. To print sack labels for a batch that contains sacks (i.e. container type = ‘S’), select the

batch and click the Print Sack Labels button.
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A Confirm Print Sack Labels dialog will Confirm Print Sack Labels
display. Click the Yes button to close the
dialog and continue with the printing

process (clicking the No button will close

the dialog and abort the process). =

|ﬁ Are you sure you want print sack labels for the highlighted record?

The PMOD Sack Tags — [Format Labels/Tags] screen will display. Make adjustments, if necessary.
When ready, click the Print button.

PMOD Sack Tags - [Format Labels Tags]

FICLEL R LT Lautesbach 525001 (2257

L et Mangin: Label Widtkx
0350 (= 2250 (=

y ¥

TepMargin | 0500 e) Wl T ol
Labed Height | 2.000 & *
L
* Paper Height: | 11,000 =
U N
i
Papen Width: BS0D (=
Shift Fiedds Harizortalks 000m 2 ] Uz Custam Paper Type
Werticaly: 0o (=
These wo setings shilt ALL daka Aedds lefi £ nght [haorizonkaly] o
up # down [verticall] wihin esch lshelftag detai, Lancel
A print dialog will display. Select ‘Preview’ or Beneral
‘Print’ and either use the default printer or select | Q) ® Pueiy |8 POF P edected 3 on 15005
a different printer. Click the OK button when 2 O
ready' Sedect Prinkar
Caneel Helo
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Example: Preview of sack tags for batch containing 9 shipments.

DOU LAKE JACKSON FL
P‘MDI} LTE-

VBT A 1

32303

EFETETETIE S S
Jobs DEMD D0 s Sachs Spchk Kumber. 1270 Pleces. 114

32303

DOU LAKE JACKSON FL
P‘MEII} FLTS

RS A XD

AN | B0 TS001 TR
Jaisk DEMD DOU i Secks Bach Murdor. 298 Medo. W03

DOU LAKE JACKSON FL
P‘MEII} FLTS

MBI A1

32303

MO | B0 2TS001 TN
il M (IR L, Sk Dk Firmbiiet, S50 Mimsa 1454

DDU LAKE JACKSON FL
MU LIS

32312

U000 SO ZE4001 TEEITE

DOU CRAWFORDVILLE FL
FMDD LTS

3232?

Joba D 0 (D0
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A PMOD sack tag will include the ‘Job#’ (i.e. job number) derived from the Mail.dat Header of the
Mail.dat file HDR-1102 (Licensed User Job Number); ‘Sack Number’ which is the PMOD SysID;

and ‘Pieces’, which is the total number of pieces of the sacks/trays put in the sack.

32303

DDU LAKE JACKSON FL
PMOD FLTS

CAMERIDGE MA 02133 901264001

323030301 901264001 768918
Job# DEMO DDU in Sacks Sack Number: 223 Pieces: 1134

Managing All PMOD Shipments

To manage all existing PMOD shipments from one central location, select the ‘Other Programs’ >
‘Manage PMOD Shipments’ menu option from DAT-MAIL’s main screen.

H DAT-RAALL Editarweith Toolbos

aE @ X m 5 &F Prograins Setup

Palletization

Sooilage Tracking Utilisy
Postage Reports
It Ecanning

PN T o

hanage PROD Shipments
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The PMOD Labels/Shipments Browse screen will display.

E) PMOD Labels/Shipments Browse X
P

Job 1D Job Number Job Name Hagt Job 1D Label Type Date Tome Account Name

00000369 DEMO DDU in Sacks DEMO DDU in Sacks ship 01/ 1.41PM Sandbox Test Accourt

00000369 | DEMO DDU in Sacks DEMO DDU in Sacks 00000325 | Job-based shipment 5/01/2020 | 12:54PM | Sandbax Test Accourt
00000369 | DEMO DDU in Sacks DEMO DDU in Sacks 00000325 | Job-based shipments 5/01/2020 | 12:25PM | Sandbox Test Account
20200501 | EP 32301 PMOD for Window Book Imported shipments 5/0172020| 11.16AM | Sandbox Test Accourt
Test TEST PMOD PMOD for WINDOW BOOK Manually crested shipments | 5/01/72020 | 10.51AM | Sandbox Test Accourt
00000365 | DEMO FILE PMOD/TDM 00000226 | Job-based shipmants 4/30/2020| 5:39PM| Sandbox Test Account
PMOD  |PMOD Rats in Sacks PMOD 4/30/20 | Imported shipments 47302020 1:00PM| Sandbox Test Account
test test test Imported shipments 473072020 | 12:53PM | Sandbox Test Accourt
test test test Manualy created shipments | 473072020 | 12:52PM | Sandbox Test Accourt

PMOD |PMOD TEST PMOD TEST Imported shipments 4/27/2020| 6:10PM

PMOD Test 2 Impoted shipments 4/2772020| 3:03PM

PMOD Test imported shipments 472772020 2.56PM

| Impoted shipments 4/27/2020| 2:52PM

Test TEST PMOD PMOD for Window Book Manually created shipmants | 4/24/2020| 3.08PM

g ] o 6 (6] 0O (9] g0 :

Add Manual Shipment Batch Import Pt Reports | View Labels  Void Labels Pt Labels  Repent Scan Form | Print Sack at

. O'The screen displays all exiting PMOD shipments, including voided shipments, whether they
have been created from a Mail.dat file or created manually by a user. Manually created
shipments contain a ‘Job Description’ of “Manually created shipments”. The screen displays the
following information for each PMOD shipment:

Job ID; Total Pieces;

Job Number; PMOD Shipments (number of)

Job Description; Total Weight;

Hist Job ID (Historical Job ID); Postage Savings;

Label Created Date; Shipping PMOD (shipping charges);
Label Created Time; Net Savings;

Account Name (IB Account Used); Post Mark Date;

Class (PMOD or PMEOQOD); Scan Form Manifest Status; and
Origin Zip; Void Status.

. 9 The screen’s filter function allows users to limit or control the PMOD shipments that display,
using various criteria. The filter image on the screen changes based on whether a filter has been

applied (? = No filter has been applied; or Y - Filter has been applied).

Click the Filter icon to launch the Filter [T Browse Fifter List =
List. Existing filters (if any) will display Marifads Crasted Sioan Form Marifest Status -
in the window (in the screen image
below, a previously created filter
named “Manifest Created” is listed). To !

Mew Piofle

apply an existing filter to the PMOD
shipments list, highlight it in the listand | —%— — _ _
click the Select button. To create a new | Imat || Ghenge || Deleie | | MoFier || Seleost || Cancel |
filter, click the Insert button.

L3 =
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P Adding Brawse Fitter @
The Adding Browse Filter screen Fiker name: ot Veided
H H Filtes Achroe Flters:
will display. o o Liafites Void State -
u Hist HDR Jeb ID
H __| Jab Il " L]
Enter a name for the filter. = Job Hame U
__| Jab Hurber
| Digin 2P ) Some Shipmerits Voaded
. . . . _| PMDD Shipments
From the list of filter criteria on | Pos Matk Dae
the left, select (i.e. check) which E g;ﬁgﬁﬂ;;gm
option(s) to use for filtering the - i:ﬁ;@jﬂ?_ﬂs
. . . . o
existin shipments list. | Tod werht
ting PMOD ship ts list -
| Tupe of Label: Creaticn
iﬁbﬂ_
Further the criteria definition by
selecting the desired values on - F I
the right for that criteria.
Clear All Filers Ok Cancel

In the example here the “Not Voided” filter will only display those PMOD/PMEQD shipments that
have a void status of “Not Void”. Click the OK button when finished to close the screen.

The Browse Filter List screen will update and display the newly created filter in the list. To apply
the filter, select/highlight it and click the Select button.

P Browse Filker List [
Marlests Cresbad “oid Stabuz i
Mew Pioile
L™ v =

Inset || Chenge || Delete | | MoFlter || Select || Cancel |

Browse Filter List screen will close and the PMOD Labels/Shipments Browse screen will update to
display only those shipments with a Void Status of “Not Void”.

E) PMOD Labels/Shipments Browse

Ongn 2IP

4232210
180.0000
10.0000
20.0800
180 0000
130.5000
10.0000

e AL R

Total Peces PMOD Shpmerts  Total Weght  Postage Savings Shipping PMOD  Net Savings  Post Madk Date Marvest Status

X
Filter applied to list ¢ '

- Voud States

5/01/2020 Mangest Created Nt Void

5/01/2020 No Manfest Nt Void
50172020 No Mandest Net Void
5/01/2020! No Manfest Not Void
47272020 No Manfent Net Void
472772020 No Manfest Net Void
4/24/2020| No Manfest Not Void

Add Marual Shpmert Batch oot Pt Reports

Repere Scan Form  Prrtt Sack Labels
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To remove a filter from the shipment list, click the Filter icon. The Browse Filter List screen will
display. Click the No Filter button.

E) Browse Filter List (Mot Voided) >
Maw Profile Vioad Status

T
€ |

The Browse Filter List screen will automatically close and the PMOD Labels/Shipments Browse
screen will update, showing that no filter has been applied, and displaying all existing
PMOD/PMEQOD shipments.

B) PMOD Labels/Shipments Browse X
| Scan Form
|Ongin ZIP  Total Pleces  PMOD Shpments  Total Weight Postage Savings Shpping PMOD  Net Savings  Post Mark Date Marsfest Status Void Status
3 9 4294210 579.50 689 61 -11 5/01/2020 Manfest Crested Not Void
102139 4,000 3 1806780 244,00 256.58 | -1258|  5/01/2020| No Manfest | Entine Batch is Voided
102139 2,240 2l 1012520 13664 159.41 2277|  5/01/2020| No Manfest | Entire Batch is Voided
02139 4000 6 180.0000 0.00 358.80 0.00|  5/01/2020| No Manfest | Not Void
102139 0 1 10.0000 0.00 9.7 000|  5/01/2020| No Manfest | Not Void
102139 556 2 20,0800 14,48 2463 07|  5/01/2020| No Manfest | Not Void
102139 30,000 27 1,385.8760 0.00 208873 000  4/30/2020| No Manfest | Some Shipments Voided
102138 4,000 3 1806780 0.00 256.53 0.00|  4/30/2020| No Manfest  |Entire Batch is Voidad
02139 0 1 10.0000 0.00 20.30 0.00|  4/30/2020| No Manfest | Entire Batch is Voided
02139 4000 6 180.0000 0.00 35660 000|  4/27/2020| No Manest | Not Void
|02139 2.500 & 1305000 0.00 23520 000|  4/27/2020| No Manfest | Entire Btch is Voided
102139 2.500 4 130.5000 0.00 23920 000  4/27/2020| No Manfest | Not Void
02139 30,000 48| 1,350.0000 0.00 227040 0.00|  4/27/2020| Manfest Created | Entire Batch Is Voided
02139 0 1 10.0000 0.00 2030 0.00|  4/24/2020| No Manfest | Not Void
< >
£33 Manual Shipment Batch ipot | | Pt Reports | | View Labels | | Void Lobels | Pt Lobels | Repert Scan Fomn | Prt Sack Labels | | Eat
5 Browse Filker List ==
Existing filters can be changed or Marilests Crasted Vaid Stahus A

Hew Piaile

modified (i.e. highlight the filter in the
list and click the Change button) and
existing filters can be deleted (i.e.
highlight the filter in the list and click
the Delete button).

| et |[ Chengs || Delete | | MoFder || Selewt || Cancel |
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Job 1D

Job Number
00000369 DEMO DDU in Sacks

E) PMOD Labels/Shipments Browse

Job Name
DEMO DDU in Sacks

Hst Job ID

00000325  Job-based

5/01/2020 1:41PM Sandbox Test Accourt

00000369 | DEMO DDU in Sacks | DEMO DDU in Sacks 00000325 | Jobbased Mﬂeﬂs 5/0172020 | 12:54PM| Sandbax Test Account
00000369 | DEMO DDU in Sacks DEMO DDU in Sacks 00000325 | Job-based shipments 5/01/ 2020\ 12 25PM Sandbox Test Account
20200501 | EP 32301 PMOD for Window Book | Imported shipments 5/01/2020 | 11.16AM | Sandbox Test Accourt
Test TEST PMOD PMOD for WINDOW BOOK | Manualy created shipments | 5/01/2020 | 10:51AM | Sandbox Test Accourt
00000365 | DEMO FILE PMOD/TDM 00000226 | Job-based shipmants 4/30/2020| 5:39PM | Sandbox Test Account
PMOD  |PMOD RAats in Sacks PMOD 4/30/20 | imported shipments 473072020, 1:00PM| Sandbax Test Account
test test test | Imported shipments 473072020 | 12:53PM | Sandbox Test Accourt
test test test Manualy created shipments | 473072020 | 12:52PM | Sandbox Test Accourt

PMOD |PMOD TEST PMOD TEST Imported shipments 4/27/2020| 6:10PM|

PMOD Test 2 | Imported shipments 4/2772020| 3:09PM

PMOD Test | Imported shipments 472772020 2.56PM

| Imported shipments 4/27/2020| 2:52PM

Test TEST PMOD PMOD for Window Book Manually created shipmants | 4/24/2020| 3.08PM

Pt Reports

Import

g T

Add Manual Shipment Batch

(9 0 d

Repent Scan Form | Prirt Sack Labels =

9 Add Manual Shipments button: This button is used to manually create PMOD or PMEOD
shipments. Refer to Create Shipments Manually for more information;

0 Import button: This button is used to manually import a file of PMOD shipments. The file
must be a fixed format file and the fields must be in the correct positions! Refer to Create
Shipments From An Imported File for instructions.

@ Be aware that labels are automatically purchased when a file is imported using this feature!

9 Print Reports button: Clicking this button display three different report options: Postage
Details (voids not included); Postage Detail (only voids); and Account Activity.

The data provided by the reports is for ALL shipments (both PMOD and PMEOD). The data
included can be limited by a date range specified by the user. For more information about these
individual reports, refer to REPORTS in this Guide;

|| Pt Reports | | View Labels | [ Void Labels | | Pt Lats
Postage Detail fwaids not included)

Postage Detail (only voids)

Account Activity
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E) PMOD Labels/Shipments Browse X
|
Job 1D Job Nomber Job Nome Het. Job 1D Label Type e Accont Nares
00000353 DEMO DDU in Sacks DEMO DDU in Sacks 00000325  Job-based shy
00000369 | DEMO DDU in Sacks DEMO DDU in Sacks { 00000325 i.lobbased shipments | 5/01/2020| 12:54PM | Sandbox Test Accourt
00000369 | DEMO DDU in Sacks DEMO DDU in Sacks { 00000325 | Jobbased shipments 5/01/2020| 12:25PM | Sandbax Test Account
20200501 | EP 32301 PMOD for Window Book | Imported shipments 50172020 | 11:16AM | Sandbox Test Accourt
Test TEST PMOD PMOD for WINDOW BOOK | Manually crested shipments | 570172020 | 10:51AM | Sandbox Test Accourt
00000365 | DEMO FILE PMOD/TDM 00000226 | Job-based shipmants 473072020 5:395PM | Sandbox Test Account
PMOD  |PMOD Rats in Sacks PMOD 4/30/20 Imported shipments 47302020 1:00PM| Sandbox Test Account
test test test Imported shipments 473072020 | 12:53PM | Sandbox Test Accourt
test test test Manualy created shipments | 473072020 | 12:52PM | Sandbox Test Accourt
PMOD PMOD TEST PMOD TEST | imported shipmeants 4/27/2020| 6:10PM
PMOD Test 2 Imported shipments 4/2772020| 3:09PM
PMOD Test Imported shipments 4727/2020| 2:56PM
Imported shipments 4/2772020| 2.52PM
Test TEST PMOD PMOD for Window Bock Manualy created shipmants | 4/24/2020| 3.08PM
< >
<H 4] e (6 & (8] (0] 1]

Add Manual Shipment Batch Import Print Reports | View Labels Void Labels Print Labels  Repert Scan Fomm | Print Sack Labels 1=

. @ View Labels button: This button is used to be able to view the labels for individual shipments
in a selected (i.e. highlighted) batch. The screen that displays when this button is clicked is
dependent on how the selected batch shipment was created.

If the batch shipment was created from a Mail.dat file, the PMOD Estimates screen will display. If
the batch shipment was created manually by the user, the PMOD Shipments screen will display.

Example: PMOD Estimates screen

F5H PRAOD Shipment Estimates ==
ii Test Account Report
Deatnation  Total © PNOD  Total  Postage  Shippif
| Eriry Peinl Pices Shipmenis Weighl Savings FM0L . .
SCF GREENSB0RD, HC 210 E i Use the View Shipments button to be able to
SCF CHARLOTTE, NC 280 ko 2 10,1585 10.84 1 . . L. .
view the individual labels for shipments by entry
point.
o 3
Vigw Shipmenis
DSCOUNTLEVEL  PECES  TRAYSISACKS  WelGHT For more information, refer to Managing PMOD
= - ¢ s 0% | Shipments By Mail.dat.
HDC 0 0 000 Het Saving $-9.74
ORIGIN L] o 0.00
(&= ]
Example: PMOD Shipments screen
E) PRAOD Shiprents b
Facity Mame PMOD Cartainer ID PMOD Package Type Tracking MNumber Tetal Weight  Tolal Postage  Ship Date  Void Slabes
SCFBEOSTON, MA 21 23T Sack S Z 301 SRSEE 0001 2207 10,0000 i 510 Mot Vioid

£ ¥

£ Shaw veidedpackages | fdd Shipment| | Pt Feparis | | Export Vew Label | | Vo Label | | Pt Label | I

Select (i.e. highlight) the desired shipment and click the View Label button.
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. 9 Void Labels button: This button is intended for voiding labels for an entire batch shipment
all at once versus having to access each shipment in a batch and void the labels individually.
Select (i.e. highlight) the batch shipment in the list and click the Void Labels button.

B) PMOD Labels/Shipments Browse X

K

Scan Fom

Ongin ZIP  Total Pleces  PMOD Shpments  Total Weight  Postage Sawngs Shpping PMOD  Net Savings  Post Mark Date 1y 0 e Void Status
02139 4,000 4/27/2020| No Manfest | Not Void
02139 2,500 : ‘ 4/27/2020| No Mantest | Entire Bstch s Voided
4 1305000 0.00 235 20 000 4/27/2020 No Manfest Nt Void
02139 30,000 48] 1,350.0000 0.00 ‘ . 4/27/2020| Maneat Created | Entire Batch is Voided
02139 3.767 3 87.2400 9457 134.09 3952  4/24/2020| No Manfest | Entire Batch is Voided
02139 9,101 6| 209.2200 20532 44065 20133 4/2472020| No Manfest | Not Void
02139 3652 3 §3.1400 8452 159.22 7430|  4/2472020(No Manfest | Not Void
02139 2310 2 59.4000 £0.06 11198 5192|  4/24/2020|No Manfest | Not \oid
02133 1226 1 59,7988 3183 50.34 1846|  4/24/2020| No Manfest | ot Void
02139 506 1 539518 3% 3103 793 4/24/2020| No Monfest | Not Void
02139 0 1 10.0000 0.00 2030 000|  &/24/2020( No Manfest | Not Void
02139 268 1 9.7400 697 11.10 413 4/24/2020| No Manfest | Not Void
< >
| 804 Manual Shipmert Batch | impot | | Brnt Reports | | View Labels | | Void Labels || Pt Lobels | Pt Scon Fom | Prrt Sack Labels | | Eat
A Confirm Void dialog will display. Click the  |cenfim veid
Yes button to close the dialog and continue
with the void process (CI |Ckmg the No |ﬁ Are you sure you want to void labels for the highlighted recerd?
button will close the dialog and abort the
void process).
process) o

Info

When the void process completes, an
Info dialog will display confirming that all
of the shipments in the selected batch
have been voided. Click the OK button

to close the dialog.

h All packages for the selected shipment record have been voided.

The ‘Void Status’ for the selected shipment will update accordingly in the PMOD
Labels/Shipments Browse screen.

*

EJ BMOD Labels/Shipments Browse

PMOD Shipmerta  Tota Weight Postage Savings Shipping PMOD  Met Savings  Post Mark Date WSI::-';;L"“ Void Staus

5/01/2020| No Manfest o

Origin ZIF Tatal Piecae

0 Mo Maniest _Enlire Bafich is Woided

ﬁ.-’M."Jﬁ?ﬁl Mo Manfrat et Wonidd
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. 6’ Print Labels button: This button is intended for printing all the labels for a batch shipment at
once, versus having to access each individual shipment in a batch and print each label one at a
time. Select (i.e. highlight) the desired batch in the list and click the Print Labels button.

B) PMOD Labels/Shipments Browse

X

Y

Label Type DL:zd Otate%me Account Name Class Ongn ZIP  Total Pleces [PMOD Shipments §Total Weight Postage S‘!
Manually created shpments | 5/01/2020°  3:34PM Sandbox Test Account PMOD |02138 | 0 1 10.0000 1
Jobbasad shpments 50172020 1:41PM Sandbox Test Account PMOD |0213% 5,500 § 4294210 g
Jobbazad shpments 5/01/2020 12.54PM Sandbox Test Account PMOD |02133 4,000 3 180.6780 Z‘
2 . T4 2 —y TN TN Y aa4an ] eV 1.1 "01 2520 11

oted shomes 01/2020 ’ PMOD 02139 4.000 E 80.0000

sy Crestes spmems VU I/ EUE 1 9enchoK ACCOUT 3 | 10.0000
Jobbasad shpments 473072020 5:35PM Sandbox Test Account PMOD 02139 556 | 2 20.0800
Imported shipments 4/30/2020° 1:00PM| Sandbox Test Account PMOD |02139 30,000 27|  1,355.8760
Imported shpments 4/30/2020 12:53PM Sandbox Test Account PMOD |02139 4,000 3 180.6780
Manually created shpments | 4/30/2020  12.52PM Sancbox Test Account PMOD [02139 0] 1 10.0000
Imported shpments 427/2020° 6:10PM PMOD 02139 4,000 6 180.0000
Imported shipments 4/27/2020° 3.05PM PMOD |02133 2,900} 4 130.5000
Imported shpments 4/27/2020 2:56PM PMOD |02139 2,900 4 130.5000
Imported shpments 42T/020 252PM PMOD |02139 30.000 48 1.350.0000
Manually crested shpments | 4/24/2020 308PM PMOD |0213% 0| 1 10.0000
< >
Add Manual Shipment Batch Import Print Reports | | View Labels Void Labels Prnt Labels Prnt Scan Form Prnt Sack Labels Eat

A Confirm Print Labels dialog will display.
Click the Yes button to close the dialog and
continue with the batch print process
(clicking the No button will close the dialog
and abort the print process).

Confirm Print Labels

j] Are you sure you want print labels for the highlighted record?

Yes . Mo

The labels will print to the printer specified in the PMOD Setup in DAT-MAIL.

% If an Error dialog displays informing the use that a “PMOD Label Printer is not specified in DM
Setup”, click OK to close the dialog. Exit the ‘PMOD Labels/Shipments Browse’ screen and
navigate to DAT-MAIL’s Setup screen; specifically the PMOD tab, and specify a label printer (refer
to DAT-MAIL PMOD SETUP > ‘PMOD’ TAB > LABEL & SCAN FORM PRINTER SETUP for

instructions).

o Avery® produces a very common label stock that can be used with laser printers for printing
labels (not applicable for thermal printers or ‘ZPL’ format). The Avery 5126 two per page 5.5 x
8.5” labels (the image printed on each label is 4x6).

. @' Print Scan Form button: Clicking this button generates and prints a PS Form 5830, which is
used for shipment confirmation and acceptance. The form displays the number of PMOD or
PMEOQOD shipments and contains a single EFN barcode or manifest ID which identifies and links
each individual shipment for all entry points that make up a batch. This simplifies the PMOD
mailing process in that Mailers do not have to print a PS Form 5830 for each individual shipment
in a batch. The scan form consolidates all shipments under one EFN barcode or manifest ID.
Using this function requires the setup of a Scan Form Printer in the Setup screen in DAT-MAIL;
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specifically, the ‘PMOD’ tab (refer to DAT-MAIL PMOD SETUP > ‘PMOD’ TAB > LABEL & SCAN
FORM PRINTER SETUP for instructions).

To generate/print a Scan Form for a single batch, select/highlight the batch in the PMOD
Labels/Shipments Browse screen and click the Print Scan Form button. In the example being
used here, the selected batch contains four PMOD shipments (no voided shipments).

B) PMOD Labels/Shipments Browse X

Y

Ongin ZIP  Total Pleces PMOD Shpments  Total Weight Postage Savings Shpping PMOD  Net Savings  Post Mark Dat Mari(e:gt’:us Void Status

02139 556 2 20.0800 1446 2463 -10.17 5/01/2020| No Manfest Not Void
02139 4000 6 180,0000 0.00 35880 0.00 4/2772020| No Manfest Not Void
02139 2,500 4 130.5000 0.00 23920 0.00 4/27/2020| No Manfest Not Void
02138 0 1 10.0000 0.00 20.30 0.00 4/24/2020| No Manfest Not Void

' => .

-

Add Manual Shipmert Batch | impot | | Pt Reports | | View Labels | | Void Labels | Prnt Labels | Prrt Scan Fom | Prnt Sack Labels Ext

A Confirm Create Scan Form dialog will display. (Clicking the Cancel button closes the dialog and
aborts the Scan Form generation process).

Confinmn Create Scan Form

P
|ﬂ Are you sure you want create and print scan farm?

[ For highlighted shipment batch | For multiple batches Cancel

~  For highlighted shipment batch button: Generates a Scan Form for the highlighted (single)
batch;

~  For multiple batches button: Clicking this button prompts the user for a postmark date.

E) PMOD Scan Form bt

100 7201 5 S

I

)

;

1

|
=
[ !
|

1

|

1.

Pastemark Date:
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When a date is set and the OK button is clicked, a Select PMOD shipment multiple batches
for [MM/DD/YYYY] screen will display, listing the shipments/batches that are associated
with the postmark date specified. All shipments in the list are automatically tagged;
however, users can select/deselect shipments/batches in the list, as necessary. Clicking the
Create and Print Scan Form button will generate and print the Scan Form for those
shipments/batches; and

B Select PMOD shipment multiple batches far 101772018 *
Label Created

Job 1D Job Number Jab Mame Labwel Type Date Time ||
Marwally created shipments . 1017/2019  3:30AM i
] 45 Taw § Tesl #5 Marwally created shipments | 1071772019 2:324M |||
MIE:s Taet & Tesl HE Marwally ereated shipments | 1017/2019 ) 3:33AM |||
|
|
. i
€< > ||
R s [ creste and Pt Scan Feem | | Cancel ||

o Once a scan form is generated for multiple batches, those batches are linked to that scan form.
So, if a Client wishes to reprint a scan form or manifest that was generated for multiple batches,
only one of the shipments in the batch needs to be highlighted clicking the REPRINT SCAN FORM
button.

When either print scan form option is used, a dialog will display to confirm the Scan Form or
Manifest was created successfully. Click the OK button to close the dialog.

Infio 2

!.\ 18 Scan Manifest was created successfully,
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LALTRE 4T Shipment Confirmation
L sEmice Acceptance Notic

Shipped From

Hame:  fzon Doc
Bl

ittt

Type of Mail Volume

LETTTESCET] ﬁ--\ L]

Fring by il Sierese \ %

Skl Faraipe: Gatataidisl eﬁ 0 /
[Express Hal Im2mas znal \ /

R Ty AN ETRAT SREl \ / a

M [

Toial Vel / \ i

Wl B o el ol oo guaeaniees e legel sl wail aniver o gl el e

L5 ERLCY e Plegefe sonm opon pick. poarreceips oF mail. Legve S i custamer 00 n
v’ e i eal

5P5 SCAN AT ACCEPTANC

9275 0902 2158 1600 0588 60

73::“ LI, B S50 U UG S0 oy 5, 200 \

Using the PMOD Module

Example: Scan Form / Manifest
generated/created in Test mode.
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E) PMOD Labels/Shipments Browse

Job 1D Job Number Job Name

DEMO DDU in Sacks

00000369 DEMO DOU in Sacks

00000325

Job-based

00000369 | DEMO DDU in Sacks DEMO DDU in Sacks 00000325 iJobbased shipments | 5/01/72020 | 12:54PM | Sandbox Test Accourt 1
00000369 | DEMO DDU in Sacks DEMO DDU in Sacks 00000325 | Jobbased shpments 5/01/2020| 12:25PM | Sandbax Test Account
20200501 | EP 32301 PMOD for Window Book | Imported shipments 50172020 | 11:16AM | Sandbox Test Accourt
Test TEST PMOD PMOD for WINDOW BOOK | Manually crested shipments | 570172020 | 10:51AM | Sandbox Test Accourt
00000365 | DEMO FILE PMOD/TDM 00000226 | Job-based shipmants 473072020 5:395PM | Sandbox Test Account
PMOD  |PMOD RAats in Sacks PMOD 4/30/20 Imported shipments 47302020 1:00PM| Sandbox Test Account
test test test Imported shipments 473072020 | 12:53PM | Sandbox Test Accourt
test test test Manualy created shipments | 473072020 | 12:52PM | Sandbox Test Accourt
PMOD |PMOD TEST PMOD TEST Imported shipments 4/27/2020| 6:10PM
PMOD Test 2 Imported shipments 4/2772020| 3:09PM
PMOD Test Imported shipments 472772020 2.56PM
Imported shipments 4/2772020| 2.52PM
Test TEST PMOD PMOD for Window Book Manualy created shipmants | 4/24/2020| 3:.08PM
< >
<H 4] e (6 & (8] (0] 1]

Import Print Reports | View Labels Void Labels Print Labels

Repent Scan Form | Prirt Sack Labels =

. @ Print Sack Labels button: PMOD Sacks need special PMOD Sack tags, not just PMOD shipping
labels. To print sack labels for a batch that contains sacks (i.e. container type = ‘S’), select the

batch and click the Print Sack Labels button.

A Confirm Print Sack Labels dialog will
display. Click the Yes button to close the
dialog and continue with the printing
process (clicking the No button will close
the dialog and abort the process).

Confirm Print 5ack Labels

—
ﬁ Are you sure you want print sack labels for the highlighted record?

Yes

The PMOD Sack Tags —
[Format Labels/Tags] screen
will display. Make
adjustments, if necessary.
When ready, click the Print
button.
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PMACD Sack Tags - [Farmat LabelsTags]

LIRS DL R I Laukerbach B25001 [3.25" wide, & highl

Labeel Wit
3.250 5

4

LeltMaigr:
0950 2

4

Topbagre | 0500 12| ) s IO e |
LabglHeicht: | 2000 2 * - :

' ' 115

A FavsHoih: [ 110005
tl ? J
Paper'widih: | 8.500
Shilt Fiakds Horzontal | 0000 12 T Use Custom Paper Type
Meslicalle | 0000 3]

These o sellings shit ALL datafiakds ket / right (hosizerialy] cr -
up / dowin [verticaly] ilhin each labaltag detail [ e ][} cocel |
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A print dialog will display. Select ‘Preview’ or Beneta!

‘Print” and either use the default printer orselect | o 5. . (6 F0F e fediecied 5.0 15005
a different printer. Click the OK button when 2y OFin

ready. Select Printer

A PMOD sack tag will include the ‘Job#’ (i.e. job Cancel Helo
number) derived from the Mail.dat Header of the -

Mail.dat file HDR-1102 (Licensed User Job Number); ‘Sack Number’ which is the PMOD SysID;
and ‘Pieces’, which is the total number of pieces of the sacks/trays put in the sack.

Example: Preview of sack tags for batch containing 9 shipments

Eﬂgéﬁﬁgﬂwsnn L 32303 DDU LAKE JACKSON FL 32303
wetiry — Gl 1 —

©2020 Window Book, Inc. All Rights Reserved.

ALBALAIN PN TAIN LW
Jobl DE N D0A) 7 Sdxchs Sadh Kumber. 273

32303

DOV LAKE JACKSON FL
FRIOD LTS

CAMBNDOE A ¢ 50 | 4

NN | BOAES00H TN

Joiol DEMICI DOU i Sach 2% Pladen. W2

EPJ?EIEIIZ-}AT_E JACKSON FL 32 303
CARMERLE A0 0 CIE T
0| WARE00H T
DT 4] DA 1, Sl T Firmli, S350
EEH&AT_IIESIACKSQH FL 323 1 2
CAMBDOE MA02TH 01 25030

G 2000 B0 2001 TR

o DR D0A i Sk Siack Kumber: 333 Fiocsa: 1120
Eﬁgﬁﬁt-&‘:DPD WILLE FL 32 32?

CARMERIDOE MA L O | N |

LT SO JE001 Tl
Jobd DR M0 D0 in Saxchs Sack Kumbar: 334 Flocsa: 1460

2 BB S A
Jobl DE NS0 DI0R |7, Btk X

32303

DOV LAKE JACKSON FL
FHIOD FLTS

R R eze4an1

A2000] LS00 T TR
Sl DEND DDA ir Bdxch 3 Sach Mosber. T'10 Ploces. 242

32312

12000 0 T0E00 T TERCE
b EOCMAES) DU 7 D Gk Hirmbis, 31

DOV LAKE JACKSON FL
FHIOD FLTS

CAMRE M 0T | e Ert ]

DOU CRAWFORDVILLE FL
PIEUL L |:
A

32327

2

DA O G009
Joiuit DEAND DOU i Bacien Seck
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REPORTS

DAT-MAIL’s PMOD module provides various reports that will assist a Mailer’s Production department by
instructing them on building PMOD shipments and assist the USPS clerk when doing verification. In
addition, there is a report that displays information on voided shipments, overall PMOD activity, and a
document that will provide the estimate detail for shipments.

The availability of these reports and the report contents may differ based on whether a shipment was
created from a Mail.dat file or created manually by a user. The available reports are described below
and are listed by the name they are identified by in DAT-MAIL.

' l ' IMPORTANT: PMOD mail must be presented to a Business Mail Entry Unit (BMEU) or a Detached
Mail Unit (DMU) and unlike other “ePostage” shipments, cannot be accepted by a retail unit. But
unlike conventional e-VS shipments, mail clerks cannot see these shipments on the e-VS
dashboard. International Bridge shipments are approved for acceptance without local
verification or manifest documentation. Mailings made on International Bridge’s e-VS/ePostage
permit will also not need local USPS approvals. The contents of a Mailer’s PMOD boxes ARE
subject to verification, however. Mailers will need to enclose and provide statements, including a
production report generated from the PMOD module to their mail clerk so the contents can be
verified. For shipments created from a Mail.dat, the “Open and Distribute Production Report”
should be used. For shipments created manually, mailers will need to present the “Postage Detail
(voids not included)” report and include information on package contents since that information
is not available at the time the shipment is created.

PMOD Shipment Estimate Report

The estimate report provides the original estimate detail for shipments after labels are purchased for
shipments created from a Mail.dat file. This report is not available for shipments created manually.

Run: S/04/20 417PM PMOD Estimate Report Page: 1
QRIGIN ZIP: 02138
Job: 00000325

DEMO DDU in Sacks

DEMO DDV in Sacks

Diestination Tatal Tedal oD Tatal Fostage Shipping Savings

Eniry Point Fieces Trays/Sacks Shipments Weight Saving PMOD Mat
DOU LAKE JACKSON FL 22303 7280 15 7 327 442 86 53020 2734
COU CRAWFORDVILLE FL 32327 2240 4 2 101.2% 13664 15841 2277

Grand Totals:
DISCOUNT LEVEL PIECES TRAYS/SACKS WEIGHT

Dou 5,500 i7 42542 Poslage Saving $370.50

SCF a 0 .00 Shipping 333861

NDC 0 0 .00 Net Saving 3-110.11

ORIGIN a a 0.00
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If the original estimate is modified after labels are purchased (e.g. one of the labels is deleted), the
estimate report will no longer be available.

E) PMOD Shigment Estimates

i Sandbox Test Acceunt :D Epot Bepor

SIRAtoN
Entry Point

COU LAKE JACKSON FL 32303

DOU CRAWFOROVILLE FL 3207

Yiew Shipments
DESCOUNT LEVEL PECES  TRAYS/SACKS WEIGHT
Dou 9,500 17 42042  Peslage Saving $579.58
sCF o o 000 Shipping 885 81
NDC 0 o 000 Met Saving $-110.11
CRIGIN 0 0 0.00

There are four ways to generate an estimate report in DAT-MAIL.

e Option 1: From the PMOD Shipment Estimates screen using the Export button to export the data

ina .csvfile.
E) PMOD Shipment Estimates x
Q Balance smi?.’é.?;'fﬁ:ﬁ.. 2062 $ Export Sepon
Desteation Total PROD Toeal Postage Sheor
Entry Foint Peces Shpments Weght Somq WO

R >
8.2 &

SCF TRENTON. U 0858

Delete Yiew Shpments

DSCOUNTLEVEL  PECES  TRAYS/SACKS  WEGHT
Dou 0 0 000 Postage Saving 8.2
scr 318 2 2055 Shippng $20.62
NDC 0 0 000  Net Saving s12.40
ORIGIN 0 0 0.00

Gancel Purchase Labes

When the Export button is clicked, the E) PMOD CSV Export *

PMOD CSV Export screen is displayed. Use
the corresponding browse button to
navigate to and select an ‘Export Folder’ (i.e.
where the CSV file should be saved to). Click —

Export Folder: || | E

Export File Name: | 00000354_PUOD_Estimate csv |

OK button when finished to export the file.
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Option 2: From the PMOD Shipment Estimates screen immediately after the labels are purchased

for a batch shipment created from a Mail.dat file.

After a price is returned from International Bridge, the label(s) must be purchased (note that at
this time, the Report button is grayed out/inactive). Click the Purchase Labels button.

E) PMOD Shipment Estimates x
Sandbox Test Account =
Balance: $18.770.01 sbel porchase $20,62 Seport
Destnation Tota! PNOD Total Postage Shgpr
Entry Foimt Peces Shipments Wegnt Savings PMOC
SCF TRENTON. U 085 822 -
1
< >
Dalete Yew Shpments
DSCOUNT LEVEL PECES  TRAYS/SACKS WEIGHT
DOU 0 0 000  Postage Saving 8.2
scr e 2 205 Shippng 2062
NDC 0 0 0.00 Net Saving s120
ORIGIN 0 0 000
Gance! Purchase Labels

Once the label(s) are purchased, the screen will update, and the Export and Report buttons will
become active. Click the Report button to generate the report.

E) PMOD Shipment Estimates

b

Destnation
Entry Foint

SCF TRENTON. U 088

Sandbox Test Account
Balance: $18.770.01 lsbel porchase $20,62 Export Seport
Total PUOD Total Postage Shgor
Peces Shpmants Wegnt Savings PWOC

Yiew Shipments
DSCOUNT LEVEL PECES  TRAYS/SACKS WEIGHT
I Doy 0 0 0.00
scr 318 2 205
NDC 0 0 0.00
ORIGIN 0 0 0.00

Gx

R
8.2 e

Postage Saving 8.2

Shigpry $20.62

Net Saving 1280
Mannge Labes
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e Option 3: From the PMOD Labels/Shipments Browse screen for shipments previously created
from a Mail.dat.

Select the corresponding Mail.dat file from the Jobs list and launch the ‘Transportation View’
from the Advanced Navigator. Click the Manage PMOD Shipments button.

P2 Transportstion Wiew - A1315114 A1315118, ==
File ‘%iew FRelated Reports  Utliies Help
o Tags 2|
Al w X | e | wo. IHEI @ o
——
Ety Entry Poirk IB’ Facilly Type | Sat Pallatz for elrduction Ramove einduciion Sandard
335 5
Prysical ZIP Coda Zireq Y Placas SO Gross Wakght Kl Wit Est. Mall Date:  Dvop Ship =
j SCF TAMPA, FL 335 W BHOR2MS
] scF MANASOTA FL 322 F4260-5000 | v a7 397 293535 B.1535 BADR2MS F0n
SCF CLEVELAND, OH 440 A4 8303 | ¥ e ] =2 i) 303585 9.2345 BHOR2MS S0
] scF CHCAGO IL BI6 BOBIE.ITE | v 453 433 a7as E7I1S EADR2MY Z0n
MOCDALLAS, TH #5193 7aiEg-mon G567 6557 203535 1330885 BADR2ME 20
_ | SCF MORTH HOUSTOM, TH 773 TT3E-9297 | v 262 264 E1920 40920 BHORMS E20
SCF SALT LAKE CITY,UT &40 a4198-0097 | Y S0 a0 2849740 TET0 BADR2ME 3'2EI.I_|
1 il "
Auto-Calouote Malng Detes | [ Planalyzer | | ghenge | | Acd TDM Quote | [bonege TDM Sucles | [Add BMOD Shipment || | Menege PMOD Shiprents |

CArERIrRrs: | e Dalake |

The PMOD Labels/Shipments Browse screen will display. Select (i.e. highlight) the desired
shipment and click the View Labels button.

E) PMOD Labeds/Shipmants Browie x

El::tdl:"iegﬂ# Bocourt Name Cass  Ongn ZIF  Totel Peces PMOD Shipmerts  Total Weight  Pomage Saving

PMOD 02119

S0 4-31PM Sanchox Test Account L
PMOD |D2139

£ 29FM | Sandbax Test Accournt

Yow Labels || | Vod Labe Pt Labela Bepots | Pt Scan Fom Pt Sack Labels Ext
E) PMOD Shipment Estimates x )
g RO The. PMOD Sh/pmer.rt '
beert | 8ot Fstimates screen will display.
' Destnation Total PUOD Total Postage Shgpr

mioc| As long as the original

“| estimate still matches the
existing shipment (i.e. no
label(s) have been voided)),
, | the Report and Export
buttons will be active, and

Entry Foim Peces Shipments Wegnt Savings

SCF TRENTON. MU 088 82

8.2

View Shipments
DSCOUNTLEVEL  PECES  TRAYS/SACKS  WEIGHT the estimate report can be
Dou 0 0 000  Postage Saving 222 | generated or exported to a
scr 318 2 2089  Shipping 208 | gy file.
NDC 0 0 000  Net Saving $.12.40
ORIGIN 0 0 000
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e Option 4: From the PMOD Shipments/Labels Browse screen accessible from the ‘Other Programs’
> ‘Manage PMOD Shipments’ menu in DAT-MAIL for shipments created from a Mail.dat file.

Select (i.e. highlight) the desired batch shipment in the list and click the View Labels button.

; E) PMOD Labels/Shipments Browse X

00000354 DEMO FILE TRAY BOXES 00000225  Job-based shipmerts 33PM Sandbox Te= Account
20200501 |EP 32301 PMOD for Window Wpoted spments | /01/2020| 11:16AM| Sanbox Tex
Test TEST PMOD PMOD for WINDOW BOOK Manually created shipmerts | 5/01/2020| 10:51AM| Sandbox Test Account
00000365  OEMO FILE PMOD/TOM 00000226 | Job based shipmerts | 4/30/72020 $:39PM| Sandbox Test Accourt
PMOD  |PMOD TEST PMOD TEST Imported shipments 4/2772020| 6:10PM|
PMOD Test rported shipmerts &4/27/2020| 2:56PM|
Teat TEST PMOD PMOD for Window Book Manualy created shipments | 4/24/2020| 3.08PM|
< >
£dd Marwal Shpmert Batch oot Pt Reports | Wew Labels Voud Labels Prnt Labeln Prirt Scon Form  Prrt Sack Labels £

The PMOD Shipment Estimates screen will display for the selected job. As long as the original
estimate still matches the existing shipment (i.e. no label(s) have been voided)), the Report and

Export buttons will be active, and the estimate report can be generated, or the data exported to a
.csv file.

E) PMOD Shipment Estimates O Ox
Tesk A
| i Sandbox Test Account £ Beport

[ Desteation Total PUOD Tetal Postage Shppr
Endry Poind Peces Shipmanis eghl Savings

PROC

SCF TRENTOM, W) 082

Wiew Shipments
DSCOUNT LEVEL PECES  TRAYS/SACKS WEIGHT
Dou 0 0 000  Pestage Saving 38.22
sCr na 2 2059 Shipping $20.82
NDC 0 0 000 Met Saving 1240
ORIGIN 0 [ 0.00
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Open and Distribute Production Report

The “Open and Distribute Production Report” is available for shipments created from a Mail.dat file. An
identical report is not available for shipments created manually. For manual shipments, mailers should
refer to the Postage Detail (voids not included) report. This report is intended to be used for verification
purposes by the mail clerk (for more information refer to the ®note documented under REPORTS in
this Guide).

To run the “Open and Distribute Production Report” for a particular shipment, either click the Manage
Labels button in the PMOD Shipment Estimates screen, or...

E) PRAOD Shipmant Estimates w

Sandbox Test Account
g Balance: $18,745.35 be| purchase 520,62 Eport | | Bapont

Desteabon Total PUOO Teral Postage Sneppr
Eniry Poind Paces Shipmanis gsght Savings PROC
SCF TRENTOM, H) D&S 1 > A ]

iew Shipmes
DESCOUNT LEVEL FECES TRAYSRACKS WEIGHT
DoU 0 o 000 Peslage Saving 38.22
SCr 38 2 2059 Shipping 52062
NDC | ] 0.00 Net Saving 1240
CRIGIN 0 Q o0

Exd I Mannge Labels

...open a job in DAT-MAIL and launch the ‘Transportation View’ for the job from the Advanced
Navigator. In the ‘Transportation View’, click the Manage PMOD Shipments button.

B Transpertation View - DEMO FILE TRAY BOXES >
File View FRelated PReports Utilities Help
Tags |02
ii & Planatyzer wo I @ El
By Entry Point By Facity Type Saf Pallats for einduction Rgmove einduction Standard
98000 B
Physical ZIP Code ZIPed BW Places Copies Groes VWaight 1hail Wiight Est MailDate  Drop Ship A
D HDC SPRNGFELD, M& 01152 011528303 | 3,928 3,928 268.3464 221.1464 S/022020
SCF HARTFORD, CT 080 DE101-5706 | v 1,720 1,720 126.0050 96,8350 S0
HOC NEW JERSEY, NJ 07087 OTDS7-8985 | Y 1,085 1,085 E9.4855 B1.0855 S/022020
SCF OV DANELS, NJ 070 OT053-5400 | v 4882 4,882 30,0568 2748556 SIRE0Z0
SCF NNJ METRO, NJ 075 i 2,353 2,355 1721074 1350074 S/022020
SCF TRENTON, KJ (85 il 36 36 20.5508 17,7908 SI0272020
L] SCF NEW YORK, B 100 A 27 403 27 408 1,774.2704 1,543.0704 S/022020
< F W
Auto-Calculate Maling Dates | | Planalyzer | | Changa Add TOM Quots | |Manage TOM Quotes ‘Add PMOD Shipment | | Manage FIMOD Shipments
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The PMOD Labels/Shipments Browse screen will display. Select (highlight) the shipment to run the
report for, click the Reports button, and select ‘Open and Distribute Production report’.

E PMOD Labels/ Shapmants Browie =
1l
DL;td Ere;!ggm Recourt Mame Class  Ongin ZIF  Tolsl Pieces  PMOD Shipmeris  Total Wieight Poslage Sawing
2N/E020  &50FM Sanchax Test Account FPMOD 20 5508 [F:
SAN020 [ £JIPM| Sandbax Test Account PMOD | 02133 36 1 205508 [F]
SA0N/H20| 4:25PM| Sandbax Test Account PMOD | (133 e 1 25508 B2
I
I
€ G b

e Latwln \oig Labets Prmt Labds Bepons Prnt Scan Fom Print Sack | abeis Bt
) ) Oper and Dvtribute Praduction repert

Generzl
A Report dialog displays. To preview the report, select & ® P
the ‘Preview’ option and click OK. To print the report, &y O P
select the ‘Print’ option, specify a printer, and click OK.

Bullzip FOF Prtes rechiected 3) on TS008

Sefisct Prinka
Cancel Helo
Example: Open and Distribute Production Report
Run:  501/20 5:00PM Open and Distribute Production Report Page: 1
Job Mumber; DEMO FILE
bail Date Entry Paint FPMOD Cont, I PMOD Container Type IMFPE Zone  Sernice Type
5012020 SCF TREMTON, MJ 085 230 Sack 9212390188666T00012238 3 PMOD
Coantainer 1D Containar Type Pieces  Piace Weaight Mail Wt Gross Wit
Q00106 T 283 00563 15.832¢ 17.632¢
Qoa107 Q 33 00563 1.857% 2957
Totals: 36 17.7908 20,5908
Entry Point Totals; PMOD Containers 1 DM Containers 2 316 17. 7908 20,5908
Grand Totals: PMOD Containers 1 DM Containers 2 316 17,7908 20,5908

Postage Detail (voids not included)

The “Postage Detail (voids not included) is available from the PMOD Shipments/Labels Browse screen,
which is accessible from the ‘Other Programs’ > ‘Manage PMOD Shipments’ menu in DAT-MAIL.

Data for this report is based on all existing PMOD/PMEQD shipments, the results of which can be limited

using a date range entered by the user (it is not generated based on the selection of a specific batch
shipment). It includes the postage detail on PMOD/PMEQOD shipments by the Window Book/IB account
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used. The detail consists of the Job Name, Mail Date, IMPB, Weight, PMOD Container Type, Zone, EP
Type (Entry Point Type), EP Zip (Entry Point Zip), and the Postage paid.

r,—-'-\\
= This report does NOT include information on shipments that were voided.

The Postage Detail report can be used for verification by the mailer for shipments created manually;
however, the mailer would also have to supply information on the package contents, which is not

included in the report.

For shipments created from a Mail.dat, Window Book recommends using the Open and Distribute
Production Report for verification.

In the PMOD Shipments/Labels Browse screen, click the Print Reports button and select the ‘Postage
Detail (voids not included)’ option.

B) PMOD Labels/Shipments Browse

Job ID
00000225

Job Number
DEMO FILE

Job Name
TRAY BOXES

Het. Job ID

Label Type
Job-based ship

Label Created

Date
4/28/2020

Time

12:45PM

Account Name

X

L

PMOD  |PMOD TEST PMOD TEST irported shipments 4/27/2020| 6:10PM| Test Account
PMOD Test Irpedted shipmants &4/27/2020| 2:56PM| Test Account
00000334 | Cont Group: CCLD Nationwide Last Drop PMOD | 00000246 | Job-based shipments 4/24/2020| 6:54PM| Teat Account
00000334 | Cort Group: CC-LD Natiorwide Last Drop PMOD | 00000246 |Job-based shipmerts 4/24/2020| 6:53PM| Test Account
00000334 | Cont Group: CC-LD Natiorrwide Last Drop PMOD | 00000246 | Job-based shipments 472472020 6:52PM|Test Account
00000321 | PMOD 745 teet PMOD 745 test 00000321 | Jeb-based shipments 4/24/2020| &:26PM | Test Account
00000235 | PMOD Sacks PMOD Sacks to NDC - RUSH | 00002581 |Job-based shipments 4/24/2020| 4:22PM| Test Account
Test  |TEST PMOD PMOD for Window Book Manualy created shipmerts | 4/24/2020| 3:08PM | Test Account
00000226 | DEMO FILE PMOD/TDM 00000842 | Job-based shipmerts 4/2472020| 1:22PM| Tet Account
< >
Add Manual Shipment Batch Irpodt Print Reports | | Miew Labels Void Labels Print Labels Prirt Scan Form | Print Sack Labels Exit
I Postage Detail (voids not included) l
Postage Detail (only voids)
Account Activity
Select Date Range...
A Select Date Range... screen will display. Enter the Start and End Dates
. . . . Start Date: | Ehetfelied =
for gathering data to report on (i.e. Post Mark/Mail Date) and click the anbele |uemEl
OK button. EndDate: |4/2@2020 %
Cancel

Please note...

If no data can be found that corresponds with the date range entered, a
Please note... dialog will display. Click the OK button to close the dialog.

Report is empty!

Mathing to print or preview.
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When data is identified that falls into the date range entered, the “Postage Detail (voids included)” will

be generated.

Bun_ diRRE0 1:40RPM Open and Distribute Postage Detail Report Page: 1
“ From 4/27/2020 to 4/27/2020
IB Account Name: Test Account
Job Mama Mail Date IMPE: Weight PMOD Container Type Zone EPType EP 2IP Postage

Manually created shipment A2T/2020  9212300221582704100822 27,5850 Flat Tub Bex & DDuU 32301 59,80

Manually created shipment 41272020 92123090221582704100839 33.4330 Flat Tub Box & Doy 3230 59.80

Manually created shipment AR2TI2020  9212300221582704100846 40.8150 Flat Tub Box G DDuU 32301 59.80

Manually created shipment 4127/2020 9212380221582704100853 28.6650 Flat Tub Box & oou 32301 59.80

Manually created shipment 4272020 9212380221582704100807 27,5850 Flat Tub Box G Dou 32301 59,80

Manually created shipment 4127/2020 9212380221552704100914 33.4350 Flat Tub Box & pou 32301 50.80

Manually created shipment 41272020 9212280221582704100921 40.8150 Flat Tub Box 6 DDu 32301 59.80

Manually created shiprment 4127/2020 9212320221582704100938 286650 Flat Tub Box & DDU - 32301 59.80

Manually ereated shipment 42712020 9212300221582704100945 #2.5000 Flat Tub Box G DouU 32301 59.80

Manually created shipment 42712020 9212380221582704100952 27.0000 Flat Tub Box L] Dou 32301 59.80

Totals: 310.5000 598.00

Grand Totals: 310.5000 598.00

Postage Detail (only voids)

The “Postage Detail (only voids)” is available from the PMOD Shipments/Labels Browse screen, which is
accessible from the ‘Other Programs’ > ‘Manage PMOD Shipments’ menu in DAT-MAIL.

This report ONLY provides data on voided shipments. The data is based on all existing PMOD/PMEOD
shipments, the results of which can be limited using a date range entered by the user (it is not generated
based on the selection of a specific batch shipment). It includes the postage detail on PMOD/PMEQOD
shipments by the Window Book/IB account used. The detail consists of the Job Name, Mail Date, IMPB,
Weight, PMOD Container Type, Zone, EP Type (Entry Point Type), EP Zip (Entry Point Zip), and the
Postage charges that were voided.

In the PMOD Shipments/Labels Browse screen, click the Print Reports button and select the ‘Postage
Detail (only voids)’ option.

B) PMOD Labels/Shipments Browse X
p

PMOD TEST
00000334 | Cont Group: CC-LD

00000321 PMOD 745 test
00000235 | PMOD Sacks
Test TEST PMOD
00000226 | DEMO FILE

Add Manual Shipment Batch

Page 82 of 113

Job Number
DEMO FILE

Job Name Wt JbID  Label Type 2ol Cmstnd.__ Account Name '
TRAY BOXES 4/28/2020 12:45PM Test Account
|PMOD TEST | | imported shipments 4727/2020| 6:10PM|Test Account
|PMOD Teat Imported shipments 4/27/2020| 2:56PM|Test Account
| Natonwide Last Drop PMOD | 00000246 | Job-based shipments 4/24/2020| 6:54PM| Teat Account
| Natiorwice Last Drop PMOD 100000246 Job-based shipments 4/24/2020| 6:53PM|Test Account
iN&orw\ide Last Drop PMOD ]00000246 Job-based shipments 4/24/2020| 6:52PM|Tes Accout
|PMOD 745 test 00000321 | Jobbased shipments 4/2472020| 4:26PM |Test Account
| PMOD Sacka to NDC - RUSH | 00002591 |Job-based shipments 4/24/2020| 4:22PM|Test Account
iPMOD for Window Bock Manualy created shipments | 4/24/2020( 3:08PM| Test Account
| PMOD/TOM 00000842 | Job-based shipments 4724/2020| 1:22PM| Test Account

Iy ,

Print Reports . | View Labels Void Labels Print Labels Print Scan Form | Print Sack Labals Ext

Postage Detail (voids not includ:
Postage Detail (only voids)

Account Activity

Import
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A Select Date Range... screen will display. Enter the Start and End Dates for
gathering data to report on (i.e. Post Mark/Mail Date) and click the OK
button.

Please note...

b

= Mothing to print or preview.

Using the PMOD Module

Start Date:

End Date:

4128202 2

Select Date Range...

4/28i2020 =

Cancel

If no data can be found that corresponds with the date range entered, a
EepRHElmne Please note... dialog will display. Click the OK button to close the dialog.

When data is identified that falls into the date range entered, the “Postage Detail (only voids)” will be

generated.
15 e o x
" SharyEEwr HEodEean BEA
Run:_4/28/20 1:51PM Open and Distribute Postage Detail Report Page: 1
From 4/27/2020 to 4/27/2020
IB Account Name: Test Account
Job Name Mail Date IMFB Weight PMOD Container Type  Zone EP Type EP ZIP Postage
Manually created shipment 4/27/2020 9212390221582704 100341 27.585C Flat Tub Box 6 DDU - 32301 59.80
Manually created shipment 412702020 9212300221582704100358 334350 Flat Tub Box 6 DDuU - 32301 59.80
Manually created shipment 412702020 9212300221582704100368 40.815C Flat Tub Box G oDU 32301 5680
Manually created shipment 4/27/2020 9212300221582704100372 28.665C Flat Tub Box [+ DDu 32301 50.80
Manually created shipment 4/27/2020 921239022158270410038¢ 22.500C Flat Tub Box G DDU 32301 59.80
Manually created shipment 42772020 921238022158270410039€ 27.000C Flat Tub Box 5] DouU 32301 50.8C
tanually created shipment 42712020 9212300221582704100402 28.8450 Flat Tub Box G DDuU 32302 50.80
Manually created shipment 4/27/2020 921239022158270410041€ 38.855C Flat Tub Box 6 DDU 32302 58.8C
Manually created shipment 4/27/2020 9212390221582704100426 14.040C Flat Tub Box 6 DDU 32302 59.80
Manually created shipment 4272020 9212300221582704100432 28.800C Flat Tub Box 6 DDU - 32302 59.80
Manually created shipment 412772020 921238022158270410044C 38.160C Flat Tub Box 5] DOW 32302 58.80
Manually created shipment 42772020 9212380221582704100457 33.300C Flat Tub Box 5] DDOU 32302 59.80
tanually created shipment 412772020 9212380221582704100484 19.980C Flat Tub Box G DDU 32302 59.80
Manually created shipment 412772020 9212300221582704100471 24.705C Flat Tub Box G DDuU - 32302 59.80
hmm:::mmlm e "hi’;;?:;;‘;.--u|--urf-t?:.i¥;n?n O34 20MTTAERITO4ANNARE 20 AR Lt Tiak Do A nnil AP3NT = M?O R =
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Account Activity Report

The “Account Activity” report is available from the PMOD Shipments/Labels Browse screen, which is
accessible from the ‘Other Programs’ > ‘Manage PMOD Shipments’ menu in DAT-MAIL.

The data is based on all existing PMOD/PMEQOD shipments (including voids), the results of which can be
limited using a date range entered by the user (it is not generated based on the selection of a specific
batch shipment). It includes the shipment detail on PMOD/PMEQOD shipments by the Window Book/IB
account used. The detail consists of the Job Name; Mail Date; Packages (humber of); and the Postage,
Packages Voided, and Postage Voided for both PMOD and PMEOD shipments.

In the PMOD Shipments/Labels Browse screen, click the Print Reports button and select the ‘Account
Activity’ option.

) praoD Labels/Shipments Browse =
Job 1D Job Humber Job Name Hiet. Job 1D Label Type nL;bEEI I.'.reabe:;lm Account Mame
00000225 DEMO FILE TRAY BOXES 00000813 Job-based shipments 47282020 12:45PM Test Account
PMOD | PMOD TEST PMOD TEST Imparted shipments 472772020 6 10PM| Test Account
PMOD Teaa Impaited shipments d/27/2020| 2:56PM | Tast Account
00000334 | Cont Grougp: CC-LD Hationwida Last Drop PMOD | 00000246 | Job-based shipments 4/24/2020| G6:54PM | Test Account
00000334 | Cont Group: CL-LD Habwonwide Last Drop PMOD | 00000245 |Job-based shipments 4/24/2020| 6:53PM| Test Account
00000334 | Cort Group: CC-LD Hationwide Last Drop PMOD | 00000245 | Job-based shipments 472472020 6:52PM| Test Account
00000321 | PMOD 745 test PMOD 745 tas 00000321 |Job-based shipments d/24,2020| 4:26PM | Tast Account
00000235 | PMOD Sacks PMOD Sacka to NDC - RUSH | 000026591 |Job-based shipments 4/24/2020| 4:22PM | Test Account
Test TEST FMOD FMOD for Window Book Marwaly created shipments | 4/24/2020( 3:08PM | Test Account
000002236 | DEMO FILE PMOD,/TOM 00000842 | Jab-based shipments 472472020 1:22PM| Test Account
£ ) >
Add Manual Shipment Baich Impeart Print Feports | View Labels ‘aid Labels Prinit Labels Print Sean Fam Prirt Sack Labels Exit

Postage Detail (voids not included)
Postage Detail {only voids)

Account Activity

Select Date Range...

Start Date: | Eletlelied

4k

A Select Date Range... screen will display. Enter the Start and End Dates

for gathering data to report on (i.e. Post Mark/Mail Date) and click the EndDate: |4msmozn |2
OK button.
Cancel
Please note...
Report is empty! If no data can be found that corresponds with the date range entered, a
A 'Y Nothing to print or preview. Please note... dialog will display. Click the OK button to close the dialog.
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When data is identified that falls into the date range entered, the “Account Activity” will be generated.

) Preview: RptQuote 8 X
v B e@rjenenen e 8@ @HEE e a% R
Run: 4/28/20 3:22PM Open and Distribute Account Activity Report Page: 1
From 4/27/2020 to 4/27/2020
PMOD PMEOD
Job Name Mail Date Packages Postage Packages Postage Packages Postage Packages Postage
Voided Voided Voided Voided
IB Account Name: Test Account
Manually created shipment 4/27/2020 1 59.80
Manually created shipment 4/27/2020 1 59.80
Manually created shipment 4/27/2020 1 59.80
Manually created shipment 4/27/2020 1 59.80
Manually created shipment 4/27/2020 1 59.80
Manually created shipment 4/27/2020 1 59.80
Manually created shipment 4/27/2020 1 59.80
Manually created shipment 4/27/2020 1 59.80
Manually created shipment 4/27/2020 1 59.80
Manually created shipment 4/27/2020 1 59.80
Manually created shipment 4/27/2020 1 59.80
Manually created shipment 4/27/2020 1 59.80

e i S P TLVCVN “ En on 2
Prnt ALL pages Bultzip POF Printes (redirected &) on 15005 Pgiof2 2%
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APPENDIX 1

This appendix provides information for on how to adjust the settings of a Zebra GK420d thermal printer
with Windows® driver version 5.1.16.624 to assist with label alignment when printing labels. The
information provided is intended for Zebra GK420d thermal printer with Windows driver version
5.1.16.624, ONLY.

% ZDesigner GK420d Properties X
Barcode Fonts Command Fonts
Options Advanced Setup Dithering Stocks Printar Memory
Custom Commands Fmpont/Export settings Tools About

N8 ZebraDesigner

Label Design Application

ZEBRA

Windows dnver for ZDesigner GK420d
Version 5.1.16.6924

Copyrght 2018 (C) Zebra Technelegies
All Rights Reserved

I

There could be many similar attributes and options from one Zebra printer to another, but they are
likely not identical and may depend a lot on how old the driver and printer are.

The settings provided in this Appendix is what Window Book found to work best with this specific
printer/driver combination. Not all printer models/drivers will have the exact same interface.

And in some situations, label stock, printer models, etc. may require some use of the adjustment fields
(e.g. top & left center positions) in the event the label does not line up correctly with the default
settings.

"= Users should double-check to make sure the resolution selected in DAT-MAIL matches the
resolution of the printer being used, otherwise scaling (i.e. too big or too little) of the label image
may occur, as well as degraded barcode quality (refer to ‘PMOD’ TAB for more information).
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ZEBRA PRINTER SETTINGS

On the computer where the Zebra GK420d thermal printer is installed, launch the Control Panel, select

‘Devices and Printers’, and locate the printer. Right-click on it and select ‘Printer Properties’ (i.e. not
‘Properties’).

T FR o Contod Paned + AF Conmacl Paned items + Desices and Printers

~ o
A2 deoce Add & porter Ses what's privting Srire uerver propentie: Remove deice - - (7]
Dewices (8)
. @ - \3 E
. g ~—— J ~ ~ . <&
ABLANCO Rack-UPS RS Gerenc Prd Logtech MO Pro Logtech® Plantronics usE201D Viewscak
1500G FALEESLS Menzer Webcam (320 Urehyng Recener Hudic 473 5B VIQTTO Seriex
DUSE FWILS
Printers (11)
2 See what's printing
Fax - Mp WORFSR4S 2P Microzctt Pare Maerozett XP5 Onedote Send Io Snaget 2014 IDesigner Set az default printer
COfficelet 3330 Officelet 3330 1 POF Docernest Writer OneNete 2096 Grad
e senes)
Printer propedties
Create shortcut
' Remove device
Trewleshoot
m ZDesgner GKA0G Properties X
Pricter Settrd Siecks Language Barcode Forts Coewvand Forts  About
Genead Sang Ports Advenced  Colr Mansgement  Seauty
: o =
The Zebra GK420d Properties screen will display. = -
Location:

The settings for label alignment are contained in two
separate areas in the Printer Properties: General > B
Printing Preferences; and General > Advanced >

Printing Defaults. The settings in each of the two
areas are identical, but each must be set individually. | ™% fPesessse

Features
Coler: No Peager avadable
Doutle-sided No User defined
Staple: Unknown
Speed: Ungnown
Masmym fsslusion: 203 dpt
Preferences.. Print Test Page
oot |
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General > Printing Preferences

In the Zebra GK420d Properties screen, within the ‘General’ tab, click the Preferences... button.
9 ZDesigner GKA20d Properties

D Socks language  Bacode Forts Command Forts Aot

Shaing Pods Advanced Calor Managament Secuty

g i ZDezgrer GKA20d

X

Lotatiore

Comment

Modek ZDengner GK420d
Festues
Colon No
Double-sidedt No

Paper avadable

User defined
Steple: Unknown
Speed: ovdlg:n
Maoamum rézolutiore 203 dps
Preferences.. Print Test Page

o) e ) ) (O

= 7Designer GX220d Printing Preferences X

Barcode Forts Commend Forts
i i 4 oot/ Expont sengs Tocks About
Advenced Setup Dtheang Stocks Prrter Memory
Lo e ] e p——
_ I - No. Cf Copes:
The Printing Preferences screen will display. Within @ |

the ‘Options’ tab, set the ‘Darkness’ option to a value
of “15”, and the ‘Size’ of the label to a Width of 4.00

and a Height of 6.00. G v
Pager Format

Oam Opomar

©2020 Window Book, Inc. All Rights Reserved.
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In the same Printing Preferences screen, select the

‘Advanced Setup’ tab.

there are no values other than “0.00” set for the ‘Top’,
‘Tear Off’, and ‘Left Position’ fields. Then, click the

Other button.

Qther Settings

[[] Use prrter settngs
Backiosd

(O No backfead

(® Defaut setings
Pause

(@) No Pausse

() Aser Labed
Labeing Scftware Settings

Graghic Settings
[JUse 2P compression

PMOD
Setup & User Guide

&= ZDesigner GK420d Printing Preferences X
Bacode Forts Command Forts

Custom|pesmmmres oot setings Tools Aot
Optorss Amr-:or\deo e Socks  Prrter Momory
Cluse -
Operxtion Mode

(®) Tear off () Acplcator

Under ‘Adjustment’, make sure O Rewnd O Sream

() Peel OFF mt

() Lnedess Pest ) Curter

(O Lnedess Cut Growp Quartty

(O Linedess Delay Cut ) Advanced **

r Mevor mage D nverse
Medas Type

Thermal Tranater Thoemal Diect

Tracking Wode

(O Contiruous () Mark Sensing

(®) Web Sensing
Adustrrert

Top 0.00 ! nch

w0t {000 ech <:

Lot Poation 000 1 nch
** Orily vald for use with Lab

R

The Other Settings screen will display. Make sure the ‘Use
ZIP Compression’ option is disabled (i.e. not checked).

() Before panting
O A perting .
Also, the ‘Enable Passthrough Mode’ option should not be
O Ao Jeb enabled (i.e. checked) when printing either ZPL or PNG
O Mo rteeval

formats from DAT-MAIL.

Click the Close button when finished.

Commands
[ Enatie Passthvough Made
bedore pent
me now mode for RTC
Co ers s.Oatb.tion
Formet § control prefices and delinter
Rid Setp
50 prtertag :g&}l." ng
Page 90 of 113

Stast sequence
End sequerce

©2020 Window Book, Inc. All Rights Reserved.



PMOD

Setup & User Guide Appendix 1 - Settings for Label Alignment
" 2Desqgner (;Hli\s Prieting 5de¢eﬂca N x
Barcods Forts Correnand Forsts

Custons Cormmands gt /Bxpot selings Toos Aot
Optora Advanced Setup Diherrg Stacks Prrter Mavery

] Use parter setings
Oparation Made
®) Tex oM () Applcater
() Rewind ) Sream
O Pomt 0% )
Lo . . . () Ureriess Pasl ) Gt
The Printing Preferences screen will be displayed. Click the O Lraress Cue Grou Qusetty
. () Ureriess Delay Cut () Advanced ™"
Apply button and then click the Close button. i e
Meda Type
Tracking Mode
) Cortruncy ) NoA Serang
@) Web Serang
Adustrent
Top 000 nch
Tear OF 200 | ineh
Lett Poston 'E& ‘l nch

™ Oriy vaid 4 uie with Labelng Sotwave
Nkt s 20 Caikeste

e [
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General > Advanced > Printer Defaults

From the main Zebra GK420d Properties screen,
select the ‘Advanced’ tab.

= [ZDengner G204 ]
Location: [ ]
Comment:
M ZDesigner GKA20d Properties X
Privter Settngs ~ Stocks s Command Forts  Abont

Gerverdd Shatng Podstaoene‘l Securty

(®) Abways avadable
(O Avaitable from 200 AM = | To \I 200 AM

Prionty: 1 2.

Driver: ZDesigner GK420d v |  New Driver..

Within the Advanced tab, click the Printing
Defaults... button.

(®) Spool print documents 2o program finishes painting faster
(0 Start printing aftet last page is spocled
@) Start printing immediately

() Print directly to the printer

[ Hold mismatched documents
A prnt spooled documents first

0 Keep peinted documents
| Enable advanced printi ‘femre:
[ p,lmm Defauits.., Print Processor.., Separates Page.., # Designer GKA0d Printing Defaults %
=
Earcode Forts B CommandForts
[Cox ]| cancsl o0 o CtomCommands  hootBmcdsetings  Toos  About
Optios  Advenced Setws  Dtherng  Stocks  Printer Memory
Pager Format ]
The Printing Defaults screen will display. Set a <_}en ﬁ ® ponsat
‘Darkness’ value of “15” by selecting from the drop- o i r_:::z
down provided and set the ‘Size’ of the label to a Width -~ amm i
of 4.00 and a Height of 6.00. With [4c0

Height [6c0

Lef [oce | Too 000
Regh: [oco |Boton:  [000 ]

o] [ oo | ] [
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In the same Printing Defaults screen, select the
‘Advanced Setup’ tab. Under ‘Adjustment’, make sure
there are no values other than “0.00” set for the ‘Top’,
‘Tear Off’, and ‘Left Position’ fields. Then, click the Other

button.

Other Settings ? X

(] Use printer settings
Backfeed

() Ne backfeed

(®) Defaut setings
Pauss

(®) Mo Pause

) A Label

Labeting Software Setings

Graphse Settings
[ Use ZIP compression

ormang:
[[] Enable Passthrough Node  Start sequence:

End roquence:
before part
e now made for RTC
Cort scbsttuton
Format & cortrol prefixes and delmber Sandard v

Fid Setp

©2020 Window Book, Inc. All Rights Reserved.
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% ZDezigner GK420d Printing Defaults X
Baroode Forts Commend Forts
Cust settnga Took About
Option - Socks Prrter Nemory
] Use vy
Qperation Mode
@ Tewot O splestor
) Rewind O Sream
(O Pont OF RFIC
() Lnedess Poal () Cutter
) Lnetags Gt Group Quantty
() Lnetess Dty Ot O Advanced ™
[[] Mror nage [ nverse
Media Type
Thenral Tranafes Therme Drect
Tracking Mode
) Cortiruous (O Mark Serming
(®) Web Sensng
Adpsteet
Tep 000 |meh
Tear OF 0.00 rch
Left Postion (000 | ixch
** Ordy vahd for use with Lab c=x
Aphosor Other Caliteste
[Cox ]| Cconce Aoply Hoo

The Other Settings screen will display. Make sure the ‘Use
ZIP Compression’ option is disabled (i.e. not checked).

Also, the ‘Enable Passthrough Mode’ option should not be
enabled (i.e. checked) when printing either ZPL or PNG
formats from DAT-MAIL.

Click the Close button when finished.
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0 ZDezigner GKA20d Printing Defaults X

Baroode Forts Commend Forts
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APPENDIX 2

International Bridge provides a production API for using with DAT-MAIL's PMOD module and a test API.
Each APl requires a separate account. If a user wishes to use both APIs, an account will have to be set up
for each (i.e. production and test). Each APl uses its’ own/different URL for the registration procedure.

REGISTERING A NEW PRODUCTION ACCOUNT

The information provided in this section refers to registering a new Production account; along with,
instructions for setting up each available payment option (i.e. ePostage, e-VS, credit card, wire transfer/
llpush”).

To register a new Window Book/International Bridge (IB) PRODUCTION account, perform the following:

1. On the computer, open a web browser and navigate to:

https://blue.myib.com/register?org code=WBOOK

@ Users must register their Window Book/IB account using the link provided in order to successfully
use the PMOD module in DAT-MAIL!

2. IB’s Window Book-specific registration page will display. Enter an e-mail address for the account
(please note that account setup information is sent to this account and must be accessible by the
user registering the account). In addition, enter a password and confirm the password, following
the password requirements provided on the page (in red font). If the password entered meets the
password criteria, the requirements listed will change to a font green in color. Click the Sign Up
button when finished;

Login Register

Register

PASSWORD CONFIRMATION *

PASSWORD MUST. PASSWORD MUST.
Contain both upper case and lower case 2 Contain both upper case and lower case

latters letters

Be at least 8 charactess long 2 Be at least 8 characters long
Contain numbers Z Contain numbers

% Contein symbols < Contain symbols
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3. The first screen of the Account Activation Wizard will display. This screen details the additional
steps required for registering an IB account. Until all of the steps of the Account Activation Wizard
are satisfied, PMOD labels cannot be printed. The first step is ‘Verify Your Email’.

An e-mail is automatically sent to the e-mail address provided in Step 2 above; however, users can
also click the Verify email button if they prefer. This also triggers the e-mail to be sent.

Internationa! Bridge x +

&< - C i bluemyib.com/admin/activation-wizard/email % O o

© You are just a few steps away from your account becoming active!
Please complete the required information by using wizard below, Unless all steps are completed, you cannot print
shipping labels

b u o5

Verify Your Verify your Add address Add payment
Email

cell phone information method

Email

Your emall address Iburish@hotmail.com is not yet verified.

| Verify email ’< l

N Mad - L 8 - Cutlock - Google Chrome — [m] U

Welcome to Blue International Bridge! Please confirm your email. . .
Log into the e-mail

support@myibservices.com o, > - account.
Tue 10/1/2018 .07 AM ) 2
You =

Open the e-mail
from IB requesting

Welcome to Blue International Bridge :
that the e-mail

Thank you for joining Blue International Bridge - the best fulfiliment API platform & client technolcgy address be

in the cloud and on-prem. To log in to the website, please follow this link: hitps//lue myib.com/lagin. confirmed and click
What's next? on the confirmation
Your registration is not yet complete, Firstly click here to confirm your email. After logging in, link.

complete the following steps to activate your account and print shipping labels,

o Complete your contact details.
e Add a payment methed.
o Verify your cell phone.

Questions?

Contact us at suppont@myibservices com.

o Users should make sure and have the e-mail address ‘support@myibservices.com’ white-listed on
their server to ensure the receipt of e-mails sent from this address.
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4. A new browser window will open, and a message will display that the account has been verified.
Click the ‘Login’ link to log into the newly created/confirmed account;

0 International Bridge ®x o+

& 3 & @ bluemyib.com/email-confirmed * © 0 :

Your email has been verified. Thank you!
L%Jm to your account.

5. The main login screen will display. Enter the e-mail address and password entered in step 2 in this
procedure to register the account and click the Login button;

O Internations’ Brdge » +

& = C @ blemyibcomiogin

Log In Register

Login

PASSWORD FOROOT PASSWORD?

6. The Account Activation
Wizard screen will display;

specifically, the second step, © You are just a few steps away from your account becoming active!
Wh ICh iS ,Verify yOU r Cel I Please complete the required information by usin;]':\l;i:iar:: lI;»:lI;: Unless all steps are completed, you cannot print
phone’ (note that the first

step has been completed, =

i.e. ”Email Veriﬁed”). i Add address Add payment

information method

Enter a cell phone number
applicable to the person
who is registering the
account. CELL PHONE NUMBER *

Phone

Click the Update button 5
pdate
when ready; -
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7. The screen will update, displaying the cell phone number entered. Use the “(change)” link to edit
or change the number entered on the previous screen, if necessary. When ready, click the Send
verification SMS button to confirm the validity of the number entered;

© You are just a few steps away from your account becoming active!
Please complete the required information by using wizard below. Unless all steps are completed, you cannot print
shipping labels.

© O 03 =5

Email Add address Add payment
Verified cell phone information method

Phone

Your cell phone 999-888-7777 (change) is not yet verified,
Send verification SMS ’@

8. The screen will update and inform the user that an SMS has been sent to the number entered.
Input the confirmation code provided in the SMS into the text box and click the Verify button;

F b

O You are just a few steps away from your account becoming active!
Please complete the required information by using wizard below. Unless all steps are completed, you cannot print
shipping labels

© 9= =
Email Verify your Add address Add payment
Verified cell phone information method

Phone

An SMS has been sent to 999-888-7777. Input a confirmation code from the SMS into the text box
below.

Verify
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9. The Account Activation Wizard screen will display; specifically, the third step, which is ‘Add address
information’ (note that the second step has been completed, i.e. “Cell phone verified”). At a
minimum, satisfy the required fields for the address information that corresponds with the
payment account being created. Required fields are noted with an asterisk (*). When finished,
click the Update Address button;

You are just a few steps away from your account becoming active!

Please complete the required information by using wizard below. Unless all steps ane completed, you cannot print shipping labels
P P
| ) I=
) 9 =
Email Cell phone Add payment
Verified verified method
Edit Address

Use this address in label creation process

Laura Burish
Window Baok, Ine

300 Franklin 5t

Cambridige Ma 02134

o Once all of the Account Activation Wizard steps are completed, including adding a payment
method/option, users can come back to the Address screen and enable the option ‘Use this
address in the label creation process’. To access the Address information, log into the account
(https://blue.myib.com/login), select the ‘Account’ menu option ‘Settings’ and select the
‘ADDRESS’ tab at the top of the window.
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10. The Account Activation Wizard screen will display; specifically, the fourth and final step which is
‘Add payment method’ (note that the third step has been completed, i.e. “Address complete”).
Click the Create New Payment Method button;

You are just a few steps away from your account becoming active!

Please complete the required nfarmation oY uSIng Wizard Desow, Unless a | steps are completed, you cannat print shipping labels

A ‘- @)
5 @, (v =
Ernail cell phone Address

Add
weerified verified complete mw

My Payment Methods

Create New Payment Method @

No payment methods. Add one by clicking on the "Create New Payment Method® button

My Transactions
Your account is not active, Visit Dashboard for more info.

k |

11. A New Payment Method screen will display. Depending on what Payment Option is to be used,
select the desired 'Payment Method' (i.e. ‘Credit Card’ or ‘ACH’). Refer to the table immediately
following the image below for guidance.

r &

Mew Payment Method

CregitCard ACH

Close

e

Below is a table that provides what 'Payment Method' (i.e. Credit Card or ACH) is used for each available
Payment Option when setting up new accounts on the Window Book/IB Blue Production site.

Credit Card ACH
Credit Card X
ePostage
e-VS

Wire Transfer

Push Transfer
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Payment Options

Appendix 2 - Registering A New Account

Window Book/IB supports the following payment options: Credit Card; ePostage; e-VS; Wire Transfer;
and Push Transfers. Further information and instructions are provided below for each Payment Option.

CREDIT CARD PAYMENT OPTION

When the ‘Credit Card’ option is selected, the screen will update and display the fields required for using
a credit card to purchase labels: ‘Card Number’; ‘Expiration Date’; and ‘CVV’. Enter the correct

information for each and click the Create button.

New Payment Method

(=& CreditCard ACH

Card Number *

Expiration Date * Cyy *

Create l Close

The Dashboard / Welcome screen will display. Note that the payment account balance displays in
the top right corner of the screen. To be able to update the registrant and/or account settings, click
the down carrot on the ‘Account’ option to expand it.

Inbernatianal Bridge ® =+

= o B blue.myib.com fadmin

blue Gl [zshboard

() accour
Ballance: §0
Onganization
Setlings

Log Out

g mewLen

©2020 Window Book, Inc. All Rights Reserved.

Mew Label Eaplore AP

= 0O X
o0

Balance: 50.00

Welcome
Mk some labels o explore our APIS,

&
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Select the ‘Settings’ option. To add funds, click the ‘PAYMENT DETAILS’ tab and then click the Add
Funds button.

Internationy! Bridge x + = a %
& = C 8§ blemyibcom/admin/setungs/payment * © 0
Settings Balance: $0.00

PAYMENT DETAILS

Balance: $0 My Payment Methods

Organization
l Croate New Payment Method I

Setlings
E Credit Card (default) Acd Funds H (Z Edn ‘ @ remowe
Log Out /B9 X
Visa - sens snes sacs 1111 (10/2020)
™) My Transactions
3 CREATED AT PAYMENT MET1000 AMOUNT STATYS

w,

No Bows To Show

e

An Add Funds screen will display. Enter the amount to be added (the minimum is $100) and click
the Pay button.

o A 3% convenience fee is charged for every credit card transaction.

Add Funds

Add funds to your account balance from your credit card (== === == 1111} A
non-refundable convenience fee will be added 10 this amaunt on your cradit
card.

Amount (5100 min)

E 11|

Credit card total amount charged 5103 (convenience fee 53).
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When the funds have been added successfully, the account Balance displayed at the top right of the
screen will update accordingly.

Internations! Bridge x 3 = o X
€& =5 C § bluemyib.com/admin/semings/payment r o 0 ¢
Settings Balance $100.00
T D
Balance: $0 My Payment Methods

Organization
Create New Payment Method ’

Settings

£ Credit Card (defaul) ‘ Add Furds H & edi 1¥ @ Remove |
Log Out JL s ==L
Visa - sore seee sens 1111 (10/2020)

43 MEW LABEL

Users can enable an auto refill function by clicking the Edit button in the PAYMENT DETAILS screen.
Set the ‘AUTO REFILL’ toggle button to “On” and enter an amount to have auto refilled or charged to
the account by the system. Click the Save button when done.

E FAYMENT DETAILS || FRINTERS & SCALES A RESS || PASSWI PG PAYMENT DETAILE
Wy Payment hethods Iy Payrment ethods

Create New Fayment Meihod I Cragle Mew P Mo ]

B Credit Card (default)

WU REFILL AW CUNRT [S100 KIK)

s Pusids Eﬂ.un. B Reme
[ | |

£ nm

Have Cangel
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EPOSTAGE PAYMENT OPTION

When the ‘ACH’ option is selected, the screen
will automatically expand to display the
required fields for setting up an ACH payment
method.

Enter the information for the required fields
(required fields are noted with an asterisk).

The First Name, Last Name, and Business
Name fields will be auto populated based on
the corresponding information entered in the
ADDRESS screen. Edit this information if
necessary.

When ready, click the Create button.

The screen will update and
display the bank information that
corresponds with the Routing
Number and Account Number
entered. Additional information

PMOD
Setup & User Guide

MNew Paymeant Mathod

CrditCard

Routing Mumber *

Account Mumber

Eank Account Type *
chistking
savings

First Name *
Laura
Business Mame *

Pracuction Test Company, Inc.

(& AcH

Eank fccount Ownership Type *
persang
business

Last Name *

Swrish

My Payment Methods

is provided noting that the it Bank Account

account has not yet been
verified, what to expect in the
coming days, and how to
proceed. Read this information
carefully!

MY BANK USA
Account ending in 1234 (checking]

m

The information that is noted in the screen image on the previous page reads as follows:

“Your Bank account is not yet verified.”

“Two separate credits of less than a dollar each have been issued to your bank account and requires you
to confirm the exact amounts once they’re visible on your bank statement. This typically takes 2-3
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business days (up to 5 business days). Look for PAYPAL on your statement. Once you see them, click on
the “Verify Microtransactions button above.”

The setup of the payment account is at a stand-still until such time as the microtransactions show up on
the bank statement. Log out of the International Bridge site. The Window Book/IB account can be
added in DAT-MAIL at this time but cannot be used for purchasing labels until the microtransactions are
verified. For instructions on how to add the Window Book/IB account to DAT-MAIL, refer to ‘PMOD’
Tab.

o If using an ACH payment method, once the bank account is verified and funds are added, the
potential exists for Clients adding funds to an existing account to be able to avoid the wait of 3-4
business days for the transaction to settle. International Bridge will pre-fund the Client’s meter
(existing Clients only with accounts that have already been funded at least once) up to 51,500
based on a notification from Window Book. Contact the Window Book Client Services team for
more information. The final decision in regard to pre-funding occurs at the sole discretion of
International Bridge.

Login
When the microtransaction amounts appear on the bank
statement (transactions will display as “PAYPAL”), open a web EMAIL
browser and navigate to: https://blue.myib.com/login. Enter the Ibwindowbook@gmail.com
account’s login credentials and click the Log In button.
PASSWORD FORGOT PASSWORD?

A

germationsl
\ / Beidge

The International Bridge Dashboard screen will display. In the vertical
menu on the left, select the corresponding down-arrow for the ‘Account’

Biiane 1000 option to expand it. Select the ‘Settings’ option.

Organization
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In the Account screen, click the PAYMENT DETAILS link. Click the Verify Microtransactions button.

My Payment Methods

1 Bank Account

MY BANE US4
Account ending in 1234 (checking)

The Verify Microtransactions screen will Verify Microtransactions

display. Enter the transaction amounts (i.e.
credits) that are displayed on the bank
statement as PAYPAL. IMPORTANT: Enter the
correct amounts or the account verification
will fail. Click the Verify button when ready.

Microtransactisn #1 Micratransaction #2

i 17 5 29

The screen will update, and the following message will display: “Your bank account is not yet verified.
The microtransactions have been verified. Waiting for transfers to settle”.

My Paymeant Methods

M Bank Account

CAMBRIDGE TRUST COMPEANY
Account ending in 1207 (checking)
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When the verification completes successfully, the screen will update and the bank information will be
listed, along with the ability to add funds to the account for use. Click the Add Funds button.

My Payment Methods

1 Bank Account =
MY BANK USA,
Account Ending in 1234 (checking)
Add Funds
The Add FUndS screen W||| d|sp|ay Read the Add funds 1o your account balance by entering an amount and clicking the pay

. . button. This will transfer the amount from your b Countt
information carefully. When ready, enter the prtan. IS W TENSIETING Smount from your bank seeonniie
International Bridge, Inc. For ACH payments may settle on the same day but

amount ($100 minimum) and click the Pay sametimes may take 2-3 business days. Once the transaction is setiled the
button funds will be added to your account.

Amount {5100 min)

My Payment Methods
The screen will update, and the
pending transaction detail will

display below the bank account
1l Bank Account

information.
o MY BANK USA
Once the transaction is settled, Account Ending in 1234 (checking)
the transaction status will update
( <o ) and the funds will be added
to the account. My Transactions
472472019 12:50:06 PM US bank account ending n 1234 51000.00 pending
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E-VS PAYMENT OPTION

In order to use e-VS, Clients need an e-VS permit linked to either a CAPS or EPS account.

In addition, Clients need to register/create an IB account they can log into (refer to IB EPOSTAGE
METHOD above for instructions); however, they will not need to fund the account. Instead, Clients must
provide the following information to Window Book’s Technical Support Team to finalize the setup with
IB:

e e-VS permit number and PO Zip;

e Master MID;

e Primary MID for tracking barcodes (this is the MID that will actually be on the barcode);
e CRID (this must be the e-VS-authorized CRID); and

e Credentials for PDX SSF upload (if the Client already uses Postal Package Partner™ (PPP™) their
current credentials can be used — Window Book can obtain these credentials for them, if
necessary)).

WIRE TRANSFER & PUSH PAYMENT OPTIONS

Both Wire Transfers and Push payment options are electronic ways of sending/receiving funds. They are
considered ACH payment methods. Wire Transfers move funds from one bank to another within one
business day (for a fee — fees are dependent on the bank sending the transfer) and generally cannot be
reversed, unlike Push transfers. Push transfers typically take slightly longer to complete, often do not
involve a fee to send (if there is a fee, it is typically very small), and can be reversed. And, unlike wire
transfers that occur directly from one bank to another, Push transfers involve a third-party
clearinghouse of sorts.

o Fees associated with sending Wire Transfers or Push transfers are controlled by the bank issuing
the transfer. Fees associated with receiving transferred funds (if any) are the responsibility of
International Bridge. Window Book is not responsible for any fees associated with the transfer of
funds.

To set up and use Wire Transfer or Push payment options, ‘Credit Card’ (not ‘ACH’) needs to be selected
as the Payment Method in the creation of the IB Production Account (refer to step 11 under “Registering
A New Production Account), and a credit card must be added to the account (see Credit Card Payment
Option for instructions). Funds; however, should NOT be added to the credit card.

! i |
= When using Wire Transfer or a Push payment option, do not add any funds to the credit card on
file to avoid any potential for the card to be charged for shipments.

Once the Window Book/IB production account is registered/created and the credit card has been
added/set up (S0 balance), users must e-mail Katie Hart at IB (accounting@myib.com), stipulate the
desire for a wire transfer or push of funds, provide the Window Book/IB account user name (i.e. e-mail
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address used to create and log into the account), and request International Bridge’s account credentials.
The user will have to communicate the International Bridge account credentials to their bank, so their
bank is be able to transfer or push the funds directly to IB.

Katie (or an IB representative) will respond with any questions and/or the needed International Bridge
account credentials and provide further instructions if necessary.

Users should also notify Katie (accounting@myib.com) whenever the funds are transferred as she (or an
IB representative) has to monitor International Bridge’s account and confirm receipt so IB is able to add
the funds to the user’s Window Book/IB account.
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REGISTERING A NEW TEST ACCOUNT

To register a new Window Book/International Bridge (IB) TEST account, perform the following:

e Onthe computer, open a web browser and navigate to:

https://blue-sandbox.myib.com/register;

@ Users must register their Window Book/IB account using the link provided in order to successfully
use the PMOD module in DAT-MAIL!

e Enter an email address for the account and a password. Confirm the password entered and click
the Sign Up button;

Internationy! Bridos »® +

&« # blue-sandboxmyib,com/register w © e :

plorsole? @ Window Bcckinter., € WEWetMyi o Freesound - Freeso. (@) viphere Web Chent » Cther bockmars

Holp AP Docs Prica Calcutator

Reqister

testregisten@windawheok com c
PASSWORD *

Discounted Rates

All packages.

ASSWORD MUST
Contain both upper case and lower cass letters A" mail C[asses.

B ot least 8 characters long

All destinations.

By clicking "Sign Up' and registering you are agreeing
to the Terms and Conditions

o The e-mail address and password entered during registration will be the required login
credentials used for the Window Book/IB Test account going forward.
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The International Bridge Dashboard will appear. Test accounts are automatically set up as if to
use a credit card as the payment method, and accounts are pre-funded with $1,000 of mock
funds. Additional mock funds can be added, as needed.

= (=] x
I=tarnatoral B-dow x 4
& 5 C 8 blus-sandboxmyibcom/aden * © O
gt s [ vocorsi @ Wndowdmok R TwgeProcess @B FepCorscleT @ Window Soock nter Q@ WE WMyl Freesiund - Freso (@ viphere Web Qlent » Cthar bookranks
Dashboard Balance: $1000.00  Pending: $0.00

Welcome
Make some labels or explora our APIs.

|

[ { =) d;:.z

(HE
[

165 Label Wizan Explore AR

The new Test account is ready for use with DAT-MAIL’'s PMOD module (refer to ADDING PAYMENT
ACCOUNTS for instructions).

Adding Funds to a Test Account

Mock funds can be added to Test accounts, as needed. To add mock funds to an existing Test account,
perform the following:

1. Launch a web browser, navigate to the International Bridge Sandbox site (https://blue-
sandbox.myib.com/login) and log in using the e-mail and password used to register the test
account (refer to REGISTERING A NEW TEST ACCOUNT for more information);

Help AP1Docs Price Calculator Register

Login

Discounted Rates

All packages.

Al mail classes. >
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2. The International Bridge Dashboard will display. From the vertical menu on the left, click on drop-
down arrow to the right of the ‘Account’ menu and select the ‘Balance’ option (the total amount of
mock funds currently available (if any) will display next to the ‘Balance’ menu option -- in the
example being used here, the existing balance available is $1,000);

() International Bridge ® =+ - o 23
& [} 8 Dblue-sandbox.myib.com/admin Y o e
-l Dashboard Balance: $1000.00 Pending: $0.00
Welcome
Make some labels or explore our APls.
Balance: $1000
Organization @
Settings One Click Print Classic Label Explore API
Wizard
Log Out
3. The Settings screen will display. In the ‘Credit Card’ section, click the Add Funds button;
{3 International Bridge x + N o e
&« [&] 8 blue-sandbox.myib.com/admin/settings/payment o O e
blue LSOl Settings Balance: $1000.00 Pending: $0.00
{h\ DASHEOARD ADDRESS ADDRESS BOOK PASSWORD EMAIL PHONE PAYMENT DETAILS LEDGER PRINTERS & SCALES
@  account My Payment Methods
Balance: $1000 Create New Payment Method
O izati .
AL Bank Account l Add Funds I W Remove

Settings

Account ending in 1881 ()

== Credit Card (default) E>[ Add Funds
Viga - snes sees sene 1881 (12/2021)

Log Out

‘ [ Edit H B Remove
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4. An Add Funds window will display. Enter an amount and click the Pay button;

%{ Add Funds
Clients can disregard any

mention of convenience fees Add funds to your account balance from your credit card (x«» sss «=

. H o”
that d'SPIfW in the “Add 1111). A non-refundable convenience fee will be added to this amount on
Funds” window of a TEST your credit card.

account. In the Sandbox or
Test account, convenience
fees do not apply.

Amount ($50 min)

§

|

Pay Close

5. The Add Funds window will close, and the addition of mock funds will be reported in the ‘My
Transactions portion of the screen; as well as, be reflected in the overall account balance.

My Transactions
CREATED AT PAYMENT METHOD AMOUNT STATUS
5/04,20 WViga sees senr s 17 5400.00 approved
3727720 Viggsees s e 110 51,000.00 approved

Example: Immediately following the addition of $400.00 of mock funds to a Test account.

hy blue

ﬁh\ DASHBOARD

@D account

Balance: $4000.38 Balance: $4400.38

Organization Organization

Settings Settings

Log Out Log Out

6. Logout of the IB Sandbox site. The Test account with the added funds is ready for use.
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