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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.

About This Guide

CHANGE | TYPE |  LOCATION IN GUIDE DETAIL
1st version (publication) of product
Updated existin Guide that uses new product name
P 8 .. (i.e. PostalWeb Desktop Dashboard),
eDM10X Revision .
document replacing the name eDM10X,
coinciding with Dec. 2018 of software
(i.e. version 10.8.17.203).
'Updated. Revised | ABOUT THIS GUIDE Updated copyright information.
information
Updated images to coincide with
Updated sections | Revised | Throughout Guide product name change and software
version 10.8.17.203 (and newer).
. . . Replaced “eDM10X” with “PostalWeb
Updated sections | Revised | Throughout Guide Desktop Dashboard”.
Replaced “MailDrop Engine” with
Updated sections | Revised | Throughout Guide ”ep ace aiorop n”gme wi
PostalWeb Connector”.
Updated references to the PostalWeb
. . . Desktop Dashboard software system
Updated sections | Revised | Throughout Guide to the Postal Web Desktop Dashboard
software solution.
Updated general information about
the product, removed information
. . about the Automation Scheduler and
t t R INTRODUCTION
Updated section evised | INTRODUCTION updated references to “eDM10X
software system” to “PostalWeb
Desktop Dashboard solution”.
POSTALWEB DESKTOP . .
Updated section | Revised | DASHBOARD SOFTWARE 2%;:\;2:2::2; T:r"“t the
SOLUTION ! uier:
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DETAIL

Added information about the
Automation Scheduler.

Updated section

Revision

COMPONENT
IDENTIFICATION

Updated information to include the
What’'s New button/link. Also
updated the 3™ footnote with
PostalWeb Connector information for
clarity on provisioning, and the
Attention note to direct the user to
stop and start the PostalWeb
Connector Service before updating
the PostalWeb Connector software.

Updated section

Revision

GET SUPPORT ICON

The ‘Get Support’ feature no longer
contains the “Like” function.
Updated section to reflect this
change.

Updated section

Revision

GET SUPPORT ICON

Added information about two
additional options under the ‘Add
Attachments’ section of the Open a
Ticket screen.

Added section

New

WHAT'S NEW BUTTON

Added information about the ‘What’s
New’ button that displays on the
application’s home screen.

Updated section

Revision

Statement Viewer -
Description & Use

Added information about ‘Open
Folder’ function and updated
corresponding screen images.
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GETTING STARTED

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. Itis 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. It is important that the
information provided be read and thoroughly understood before proceeding.

K Where displayed, this Troubleshooting icon denotes helpful operational hints and tips for the
subject matter at hand. The information is intended to provide resolutions for some of the
more common issues that can occur during operation. It is important that the information
provided be read and thoroughly understood before proceeding.

PURPOSE

This User Guide is intended to provide feature information and operational instructions for PostalWeb
Desktop Dashboard™ and the Statement Viewer. Installation instructions are provided separately (refer
to the PostalWeb Desktop Dashboard Installation & Update Guide).

The PostalWeb Desktop Dashboard Installation & Update Guide provides the following:

e Instructions for a new or first-time installation of a PostalWeb Desktop Dashboard software
solution; and

e Instructions for updating an existing PostalWeb Desktop Dashboard software solution as
software updates are released by Window Book.

All Guides can be viewed or downloaded from the User Guides page via the Support Portal on Window
Book’s website (https://windowbook.na2.teamsupport.com/login/user). Registration and/or login is
required.
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INTRODUCTION

Window Book Inc.’s PostalWeb Desktop Dashboard is a revolutionary .Net-based system that enables
companies to keep track of all the information about their Mail.dat® PostalWeb Desktop Dashboard
submissions to PostalOne!®. PostalWeb Desktop Dashboard, keeps track of all the activity coming back
from the USPS MDR Client™ (MDR Client) regarding those jobs (including error reports and status
updates). Itis a system that enables Clients to easily view the data on multiple workstations without the
need for each user to log into PostalOne! It enables workers to know the production status of the jobs
without having to access the information on the PostalOne! site.

In addition, PostalWeb Desktop Dashboard also provides the following:

e QuickFix —a function that assists the user by allowing them to correct PostalOne! validation errors
as they are reported by the system, and then immediately resubmit the corrected or ‘fixed’ files to
PostalOne! helping to avoid costly delays. QuickFix allows the user to fix failed files using error logs
to guide them through the process.

e A Statement Viewer — a separate module launched from within PostalWeb Desktop Dashboard that
allows users to view, print, save, and send their USPS®-generated documents (i.e. confirmation and
registration pages, finalized statements, UPDs, etc.), right from their Desktop. Specific document
types (e.g. finalized statements) can be set to auto-print to a certain printer, such as one located in
an accounting department, as soon as the statements become available. To activate the Statement
Viewer, a Client-registered PostalWeb® site is required; and

e Get Support - a function that allows users open support tickets with Window Book’s Support Team
from any screen within the software — including attaching log files or any other pertinent file(s) to
help expedite the troubleshooting process.

PostalWeb Desktop Dashboard requires the use of Window Book’s PostalWeb Connector™. Itis an
important component of any PostalWeb Desktop Dashboard solution and is responsible for the
following:

e Enabling automatic transfers of Mail.dat files to be uploaded to PostalOne!;
e Updating the MS-SQL database with all the information in files that are uploaded;

e Staging the files that need to wait for PostalOne! processes to complete before the next time
updates on that job are to be uploaded,;

e Sending email notifications to Client-managed recipients containing a Submissions Summary
Report that provides a snapshot of different events that have taken place for job submissions, by
MDR Client type;

e Sending email notifications to Client-managed distribution lists, of PostalOne! receipt and log
events; as well as, warnings that will not fail a job, but could negatively impact mailings,
scorecards, and other performance measurement criteria used by the USPS, if left unheeded;

e Enabling the automatic transfer of QuickFix edited files back to DAT-MAIL™ (if applicable);

e Enabling the automatic download of the USPS MDR Client software when updates are released by
the USPS;

Page 10 of 112 ©2018 Window Book, Inc. All Rights Reserved.
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e Enabling the Client to limit the editing capabilities of individual users/operators within their
PostalWeb Desktop Dashboard software;

e Enabling communication between PostalOne! and a Client’s PostalWeb site for a specific Location
in order to view Location-specific PostalOne! events on their PostalWeb site;

e Enable the transfer and delivery of a Client’s various PostalOne! statements in PDF and/or XML
formats, including customizing the download location and name, and the file names of the
downloaded statements;

e Easily access pertinent log files for troubleshooting purposes;

e Adjust the number of simultaneous uploads processes the system will perform to optimize
performance; and

e Easily maintain various logs and database sizes that could impact system performance if left
unchecked.

The setup and configuration of the PostalWeb Connector functions described above are dependent
upon what components of a PostalWeb Desktop Dashboard software solution (e.g. PostalWeb and/or
DAT-MAIL) are installed and being used.

PostalWeb Desktop Dashboard is designed to work with or without Window Book’s DAT-MAIL software.
This means that companies that do not have DAT-MAIL will get tremendous benefit from this specialized
Mail.dat editor, but those that do have DAT-MAIL will also enjoy these benefits in addition to what DAT-
MAIL already provides. This Guide provides installation and configuration instructions for both
environments; as well as, instructions on how to update the existing software.

©2018 Window Book, Inc. All Rights Reserved. Page 11 of 112
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POSTALWEB DESKTOP DASHBOARD SOFTWARE
SOLUTION

Depending on the software solution being installed, using the PostalWeb Desktop Dashboard may
require the additional installation, registration and configuration of the following software components:
PostalWeb; DAT-MAIL; the Window Book Automation Scheduler™, and the PostalWeb Connector with
the USPS MDR Client (MDR Client).

Registration or license keys are required to operate PostalWeb Desktop Dashboard , PostalWeb
Connector, DAT-MAIL, and the Automation Scheduler. All four components are registered separately
using registration or license keys received from Window Book. Contact a Window Book Client Services
Representative for more information (refer to the CONTACT INFORMATION section in this User Guide).

Registration or installation and configuration instructions for all of the components of the different
PostalWeb Desktop Dashboard software solutions can be found in the PostalWeb Desktop Dashboard
Installation & Update Guide, which can be viewed or downloaded from within the Support Portal on
Window Book’s web site at: https://windowbook.na2.teamsupport.com/login/user. Registration and/or
login is required.

"= This User Guide assumes all necessary components of the PostalWeb Desktop Dashboard
software solution have been installed, configured, and registered prior to use.

COMPONENT INSTALLATION LOCATIONS &
REQUIREMENTS

Although this User Guide does not provide installation and configuration instructions for the software
components of the various PostalWeb Desktop Dashboard software solutions, it is important to know
where each component is installed to better understand how the system works; as well as to assist if
any troubleshooting should be necessary.

A PostalWeb Desktop Dashboard software solution can be installed on a single computer in a stand-
alone environment, or as part of a server with workstation(s) environment.

In a stand-alone environment the installation requirements are simple in that all of the software
components must be installed on the single computer being used, and local drives should be entered for
the installation paths.

The installation locations and other requirements for a server with workstation(s) environment differ
slightly and are defined in the table below.

o The information provided in the table below is for a server with workstation(s) environment is
intended as a quick-reference only. Refer to the PostalWeb Desktop Dashboard Installation &
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Update Guide for more detail. The Guide can be downloaded via the Support Portal on Window
Book’s web site at https://windowbook.na2.teamsupport.com/login/user. Registration and/or

login is required.

SERVER

WORKSTATION(S)

POSTALWERB (if applicable)

PostalWeb is a web-based component and does not
involve a traditional installation on a computer or
server. The registration/on-boarding process for a
Client’s company-specific PostalWeb site should occur
on the same computer that PostalWeb Connector
resides on; however, for ease-of-use during the
required provisioning process.

Once a company-specific URL is created and the
provisioning process is completed with PostalWeb
Connector, a Client’s PostalWeb site can be accessed
from any computer (server or workstation) for use.

Once a company-specific URL is created and the
provisioning process is completed with PostalWeb
Connector, a Client’s PostalWeb site can be accessed
from any computer (server or workstation) for use.

License/Registration:

A traditional license or registration key is not needed
for the registration/on-boarding process; however, a

. . N/A
Client will have to have a Postage Statement ID (PSID) /
to complete the registration process.

Installation Path:

Since there is no installation of software on a

computer, the requirement(s) for installation paths N/A
(local drive or UNC) is not applicable for PostalWeb.

Software Updates:

Updates to a Client’s PW site are automatic. No action N/A

is required by the Client.

©2018 Window Book, Inc. All Rights Reserved.
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WORKSTATION(S)

DAT-MAIL (if applicable)

type during the installation process.

Install on the server. Select ‘Server’ as the installation

Install on all workstations. Select ‘Workstation’ as the
installation type during the installation process.

License/Registration:

A registration key is required for the 1st time/new
installation - not for software updates.

Server registration carries over to each workstation
and does not require the re-entry of the registration
key (1% time/new installs and software updates).

Installation Path:

During installation, use a local drive for the program
installation path and the two data folders. Do NOT
use mapped drives.

During installation, use a local drive for the program
installation path. All workstations should point to the
same data folders as the server installation using UNC
path names. Using UNC path names for the two data
folders is required. Do NOT use mapped drives.

Software Updates:

Software updates must be downloaded from the
Window Book web site and installed on the server.
Re-entry of the product registration key is not
required.

Once the server software is updated, the next time
DAT-MAIL is launched on a workstation, the
workstation version will automatically be updated to
match the server. Re-entry of the product registration
key is not required.

Automation Scheduler (required only if DAT-MAIL is installed)

Install on the server (same machine as DAT-MAIL).

installation - not for software updates.

Required for the Automatic Postal Updates plug-in N/A
used by DAT-MAIL.

License/Registration:

A registration key is required for the 1st time/new N/A

Page 14 of 112
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SERVER WORKSTATION(S)

Installation Path:

A local drive can be used for the installation; a UNC
path name is not necessary. Do NOT use a mapped N/A
drive.

Software Updates:

Software updates must be downloaded from the
Window Book web site and installed on the server.
Re-entry of the product registration key is not
required.

N/A

PostalWeb Connector

Install on the server. N/A

License/Registration:

A Window Book-provided registration key is required
for 1% time/new installation (not for software N/A
updates).

Installation Path:

A local drive can be used for the product installation; a
UNC path name is not necessary. Do NOT use a N/A
mapped drive.

Software Updates:

Software updates must be downloaded from the
Window Book web site and installed on the server.
Re-entry of the product registration key is not
required. The PostalWeb Connector Service must be N/A
started and run a few seconds (at most) and then
stopped before installing the PostalWeb Desktop
Dashboard software update.
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SERVER WORKSTATION(S)

PostalWeb Desktop Dashboard

Install on the server. Install on all workstations.

License/Registration:

Entry of the registration key must occur on each

A Window Book-provided registration key is required workstation for the 1°* time install only. Each

for 1% time/new installation (not for software workstation installation uses the same registration key
updates). as the server installation. Re-entry of the registration
key is not required for software updates.

Installation Path:

Use a local drive for the program installation path. Use a local drive for the program installation path.
UNC path names are not necessary. Do NOT use UNC path names are not necessary. Do NOT use
mapped drives. mapped drives.

Software Updates:

Software updates must be downloaded from the

Window Book web site and installed on the server. Software updates must be downloaded from the
Re-entry of the product registration key is not Window Book web site and installed on each
required. Make sure to install the PostalWeb workstation after the update to the server installation
Connector software update and start and stop the occurs. Re-entry of the product registration key is not

corresponding service before installing the PostalWeb | required.
Desktop Dashboard update.
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COMPONENT IDENTIFICATION

The PostalWeb Desktop Dashboard’s home screen contains the following functional buttons for
accessing its various screens and features: Get Support button; Submissions button; Report button;
Staging button; Quick Fix button; Jobs Routing button’; Messages button; Preferences button; Help
button; PostalWeb Advanced button?; and the Statement Viewer® button.

In addition, the PostalWeb Desktop Dashboard home screen also contains the following links to external
resources for ease of use: a link to the PostalWeb log-in page; a link to a PostalWeb — Find Out What
You’re Missing page; a link to the USPS’ Business Customer Gateway log-in page; and a What’s New
page. Clicking the links launches a web browser that will display the site/page designated in the link.

Wiskcoma yirnses Subzcnphion pecod ends n 18 days Time Zose Eastern Staodard Time

Some of the buttons contain a scrolling marquee which provides a real-time snapshot summarizing the
information contained within that section of PostalWeb Desktop Dashboard (e.g. the Submissions’
button scrolling marquee provides the user a snapshot of the total submission count, and a total
submission count for the present day). PostalWeb Desktop Dashboard uses an automatic refresh rate of
every 3 seconds (approximate) to assist in providing this information in as timely of manner as possible.

1 The Jobs Routing button will only display if the ‘Tracking/Postage Service Providers’ feature is enabled in
PostalWeb Connector.

2 The PostalWeb Advanced button will only display if a client-specific PostalWeb site has been registered and
provisioned.

3 The Statement Viewer button will only display if a client-specific PostalWeb site has been registered and a site-
location provisioned in PostalWeb Connector.
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If a newer version of the PostalWeb Desktop Dashboard software becomes available on the Window
Book web site, PostalWeb Desktop Dashboard’s home screen will automatically update to display a
Download Latest Version button. Clicking this button will launch a web browser and display the
Software Downloads page of the Window Book web site, where the latest version of the PostalWeb
Desktop Dashboard software (and PostalWeb Connector) will be available.

‘Download Latest Version
Newer version avallablel
Click on Button abuwve to

download and Install the
latest version.

| ' ]

"= The latest publicly released version of PostalWeb Desktop Dashboard is dependent on having the
most recent publicly released version of PostalWeb Connector installed as well. Update
PostalWeb Connector and stop and start the PostalWeb Connector Service before updating

PostalWeb Desktop Dashboard!

Descriptions of each functional button and links are provided below.

GET SUPPORT ICON

Clicking on, or hovering the mouse over the GET SUPPORT icon located in the top right corner of the
screen automatically displays or expands the Get Support screen and the Open a Ticket option
contained therein.

Selecting (clicking) the ‘Open a Ticket option displays an Open a Ticket window. This function allows
users to automatically open support tickets directly from PostalWeb Desktop Dashboard with Window
Book’s Support Team. Users can then monitor their tickets and communicate with Window Book via the
Support Portal on Window Book’s web site.
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1)
Laura 1
Iburish@windeowbookcom (617) 395-4520 Ext:

PWDD: Ftleﬂog review

e User Contact Information @: This information is automatically populated using the contact
information recorded in PostalWeb Desktop Dashboard’s registration screen (refer to
Registration for more information). This is the contact information that Window Book’s Support
Team will use for any needed follow-up; therefore, change the contact information if necessary;

o Ticket ®: This section allows the user to assign identifying characteristics to the ticket:

o Severity: Select from the drop-down list provided. The available options are: Normal;
Critical; Urgent — SYSTEM DOWN; and Low;

o Support Issue: Select from the drop-down list provided: The available options are:
Support/Troubleshooting; Question; Updates to software; Software installation; PostalOne!;
File/log review; Registration code; MS SQL; Other; and API Support; and

o Subject: The subject line is automatically populated based on the ‘Support Issue’ assigned.
This field can be edited if the user feels it is necessary;

e Describe the problem 13 Type in a description of the problem and any details that led up to the
problem occurring and anything that was done after it occurred. This same area should also be
used if the user simply has a question pertaining to the product;

e Add Attachments @: The Open a Ticket function automatically attaches the main PostalWeb
Desktop Dashboard log to each ticket that is created to help Window Book’s Support Team
resolve any issue faster. Inaddition, there are three other default options that can also be
attached: the PostalWeb Desktop Dashboard log archive; the Receipt Table; and the PWC Config
Table if the user feels it could be pertinent to resolving the issue at hand;

e Add Attachments ©: Users can add other attachments like screen images or job files if they feel
they are important to help explain the problem, and ultimately resolve the issue. Simply click the
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Add Attachment button, navigate to and select the file to attach to the ticket (multiple files can
be attached). The file name of the attached file(s) will display in the window. If a wrong file was

accidentally selected, simply click the file’s corresponding Delete button so it does not get
attached to the ticket.

When all the necessary information has been provided, click the Open a Ticket button. The

window will automatically close. A support ticket will be created with Window Book, and an e-
mail notification will be sent to the e-mail address provided on the ticket.

= T3

aindowocck<om Laur Bueh

ech a5
we Ticket [59783] was updated. - Open a Ticket TEST

Ticket 59733 - Open a Thket TEST

This was tickat was uptated. Yiou 030 wiaw 165 changes by cicking o0 1 tekot bnk wtich Wil Sirect you 10 our poral

Tha cunnnt ctates of B Wcket 5 Naw

201
RegCode: WBRO1S4G
Machine Name : LBV
Contoct Name: ¢
Contact Phone: (617 29
Address : 300 Franidn 31 Cambadgn MA

SQYFGCWIHF OWAGMYGDZITZ

432010 1035 A

1f you would e to add additonal imarmaton 10 the ticket, smply reply to this smail
Yo esars the boked s pdennd, pheass nchade e Bohsl surmbss n beacseds [ | 0 Iha sulvec e,

Clients can view their tickets via the Support Portal on Window Book’s web site. Registration
and/or login is required. Once logged in, click the Tickets button.

< C | @ Secure | nttpsdwindewbookm2 teamsupportcom dmrboard

w @ O [+ IS
=
= rowledses Bows Tic<mls Submit g kel Lorg Burish
ndowBook o NS

Ourstandard support servicas are avalatie Monday to Friday 8AM - 6PM EDT |axcluding holldays)
ol s of 800-477-3602

 _ n &

Send o toeet 1o our

Arevers 1o commen Froguct Usar Guiga:
wipport tsom ot guetticns ord kepful
revdays mdsting ticieh traring tiea
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The GET SUPPORT button is available from within any PostalWeb Desktop Dashboard screen, including
the Statement Viewer.

Page 20 of 112 ©2018 Window Book, Inc. All Rights Reserved.


https://windowbook.na2.teamsupport.com/login/user

PostalWeb Desktop Dashboard™
User Guide Component Identification

SUBMISSIONS BUTTON

Clicking the Submissions button displays the PostalWeb Desktop Dashboard Submissions page.
The Submissions page is comprised of 7 panels: Submissions; Configurations; Debug Log; Events, Status

Receipts; Validation Log; and Current Submission. Buttons representing each panel are listed vertically
along the left side of the screen. To view a panel, click its corresponding button.

o The user can go back to PostalWeb Desktop Dashboard’s main or home screen at any time by

clicking the back or home arrow Iocated in the uppermost left corner of the page.

Submissions
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Submissions Panel

’usrs.snu -
B ovon ’Jse@amum X Clen 5o | W Oatte | LiczhD
| b saorch et e ibers o sench by i Sukmissaoay Q

.,\1 +,;,',-"'," i "4 k’ﬂﬁ"{e@(-ﬂ?b S Cwmrnide Staging -&m\\m

Ovay » couwe huadet 93 B9 £ fare 0 VLD ) thet ST

ko T/ b W | oo Mame | FoeNeme ¥V Status Message V| iogged Event W £1 Release Saatus W | Origerind Reteese T | Vaddaton Stone V|V T V(N 2300 N
00000003 00000135 0% Testlok 138 01 WBLR001 2 Ipaaded Poptage Stt Generatedt  Truw Pareed G0 [ ]
‘mmm JSOMICHTIS TN L), S jopiaded — 3 Porae Stm Cerpraied - e Fomed o S s A S 4
00000030 EDMIOK TESTING 11 ECSAI0N TESTING_ 11 WELE0OIY Upioaded. Fintage St Gerersted Trs ‘ Patved w 00
| 10 ELam TR 0 lsaneerieme n | wmanaa | et B St i || T B m nn R

The Submissions panel displays the list of jobs that have been exported or submitted to PostalOne!. The
details of each job that are pertinent to the submission process are displayed in column-format, e.g. ‘Job
ID’, ‘Job No’, ‘Job Name’, ‘Mail.dat Version’, ‘File Name’, ‘Status Date’, ‘Status Time’, ‘Status Message’,
etc. Additional job information is provided that allows users to get important detail about the job and/or
submission from a single source (i.e. 10X) without having to log into P1 or access other applications. For
example, the PSID associated with a submission, the number of pieces in a Mail.dat file or a job can be
found in either the ‘PDR Count’ or ‘PBC Count’ columns, what the payment status of a submission is, and
the e-Doc Sender CRID associated with the submission, just to name a few. In addition, if a Client has
their own PostalWeb (PW) site, the Submissions panel notifies them when a particular job is available on
their PW Desktop Dashboard. When the job is available on the PW site, the box in the “Sent to PW”
field will be checked.

0 For a list of all the available fields/columns in the ‘Submissions’ panel, refer to APPENDIX 1 in this
Guide.

o For important information on the reporting of the or the payment status information of a
submission and/or the % of pieces paid for and the # of pieces paid for in a submission, refer to
Current Submissions Panel in this Guide.

In addition, from the Submissions panel, users can view, send, print, and auto-print their USPS-
generated documents for completed jobs (i.e. UPD, confirmation and registration pages; finalized and
eVs statements; 3607’s; PostalWizard statements; and Qualification Reports) by clicking the Statement
Viewer button. There are certain requirements for being able to use the Statement Viewer in
PostalWeb Desktop Dashboard. Refer to the STATEMENT VIEWER BUTTON section in this Guide for
more information.

The Submissions panel provides extensive capabilities for finding, filtering, and sorting the displayed jobs
associated with the selected configuration. PostalWeb Desktop Dashboard’s QuickFix function can also
be accessed for a job or submission that has failed validation from the Submissions panel. The individual
components that make up the Submissions panel are discussed below.

USPS® SITE

The jobs or submissions displayed in the Submissions panel are determined by which MDR Client
configuration is selected. Configurations are created and managed in PostalWeb Connector. They are
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used to define which MDR Client is to be used for submissions; as well as, specifying the necessary
folders used for housing submissions on the server, based on their status and the various receipt and log
files returned from PostalOne!.

Only those MDR Clients that have been created in MDE are available for
selection within PostalWeb Desktop Dashboard, whether they are active.
Choose a configuration by clicking the down arrow and selecting the
configuration from the list.

EXPORTING DATA

All the job or submission data displayed in the jobs list can be exported outside of PostalWeb Desktop
Dashboard in one of three file formats: Excel, Word, and Comma Separated Value (CSV). To export the
data:

e C(Click the Export button at the top of the Submissions panel and select the preferred file format;

Submissions

- | Logged Event | P1 Release Status

[~

o A Save As dialog will display. Select the location where the file should be saved to and enter a
file name; and

o C(Click the Save button to save the data or click the Cancel button to cancel the export process.

QUICKFIX

PostalWeb Desktop Dashboard’s QuickFix feature can be accessed from the Submissions panel for jobs
or submissions that have failed validation or have been rejected. To access QuickFix from the
Submissions panel, select the failed or rejected file and click the QuickFix button.

Submissions

o The ‘QuickFix’ button will not be visible for those users whose login information has been
assigned a role of “User” within PostalWeb Connector, specifically the ‘Role Security’ screen. This
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applies to all PostalWeb Desktop Dashboard screens or panels where the ‘QuickFix’ button
normally resides (refer to the “PostalWeb Connector Installation & User Guide” for more
information on configuring the Role Security screen. The Guide is available via the Support Portal
on Window Book’s web site at: https://windowbook.na2.teamsupport.com/login/user.

Registration and/or login is

required).

If a file does not fail or has not been rejected, the QuickFix button will not be enabled (it will be grayed
out). More information on how to use the QuickFix feature can be found in the Using QuickFix section in

this Guide.

RESUBMIT SELECTED FILE

The Resubmit Selected File button allows users to re-submit a Failed or Rejected job from the
Submissions panel, without having to make any changes to the Mail.dat.

USPS® site: 7614 - o k]|

% Resubmit Selected file,

|52 overmeestngng | 8 statement viewer |

VTN

[ .Exwt“\/ Seliect columns to shew ”xfa:qmuﬁm?“; X Delete || LEGEND |
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When a job has failed and has a status message of “MDR Error Uploading — Re-submit via QuickFix”;

When a job uploaded to PostalOne! out of order. For example, the pay file gets uploaded before the

plan file. Both jobs have failed, so users can select the plan file and click the Resubmit Selected File
button. Once the upload begins, the pay file can be selected, and the Resubmit Selected File

button can be clicked for it; an
file and click the Resubmit Se
OVERRIDE STAGING

d

lected File button.

When, from time to time, the USPS MDR Client returns false positives. Users can simply select the

The Override Staging button will circumvent the staging logic for a single submission and allow an
upload to occur when the normal staging logic would not.
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@ It is very important to understand how the OVERRIDE STAGING button works and use it only as
intended. Using the OVERRIDE STAGING button in ways that it was not intended could result in
jobs being uploaded out of order, the need to cancel or delete jobs, or cause Historical Header
Sequence Number issues. Any of these issues could require the paid intervention of Window
Book’s Professional Services Team! Refer to OVERRIDE STAGING BUTTON for more information.

DISPLAYING COLUMNS

The jobs list is made up of various columns (i.e. Job ID, Job No., Job Name, etc.) that can be manipulated
in various ways.

EGE

11, 7 | Job o T | job Name. File Nome W Status Message. 7| Logged Event V| 91 lease ¥ | Valddaticn Status | | | | V| Paid | 3

VIETETUIT PO ” ' ; T —— ol

The columns that are displayed are controlled by the user via the Select columns to show button. When
the Select columns to show button is clicked, a list of the columns that make up the jobs list are
displayed.

The default setting for this control is that all the boxes are checked (i.e. all columns are selected to
display or show). To hide a column, un-check the corresponding box. As an example, in the screen
image below, the 1% column, “PSID” is not checked; therefore, that column does not display in the
Submissions panel, whereas “Job ID” is checked and is displayed.

Submissions

1 Mail. Dat Version
VI File Name
 Status Date

] Status Time

7] Status Message
¥ Logged Event

¥ Onginal Release
£ Sent to PW

¥ ClaSysiD

¥ Mail Gwner Name
¥ P1 Release Status
g % pieces paid for
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Individual columns can also be horizontally re-sized by the user (width only) by clicking and dragging the
right margin of the column header either to the left (narrower) or right (wider). When the column
header’s right margin is selected appropriately, the mouse pointer will change in appearance (<).

Submissions

Submissions

DELETE

A selected submission that has been rejected or has failed can be deleted by clicking the Delete button
located at the top of the Submissions panel.

= \ SR T
Submissions o)

o Only submissions that are rejected or failed can be deleted. The two delete options will be
ghosted (i.e. unavailable) for a selected submission if that submission has not been rejected or
has not failed.

- B
& ' | Dajate Submosion

=

I 'TIT | Deleta Subemission anc Mad.gat fla. 5
bl
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Rejected or failed submissions can be deleted from PostalWeb Desktop Dashboard in one of two ways:

e The submission or job line can be removed from PostalWeb Desktop Dashboard (i.e. the
Submissions panel) by selecting the ‘Delete Submission’ menu option. When this option is
clicked, the selected submission is removed from the
Submissions panel; however, the corresponding job or B %
Mail.dat file remains in the ‘Rejected’ or ‘Failed’ folder T SR 0 900 5 O S e ooy o
on the server (or computer in a sing installation R
environment). When the ‘Delete Submission’ option is e L2
clicked, a confirmation dialog will display.

Click the Yes button to continue with the deletion and resolve the dialog, or click the No button
to stop the deletion process and resolve the dialog; or

e The submission or job line can be removed from PostalWeb Desktop Dashboard (i.e. the
Submissions panel) and the job or Mail.dat file deleted
from the corresponding ‘Rejected’ or ‘Failed’ folder on
the server (or computer in a single installation iodor g o sptart-adicah ot
environment) by clicking the ‘Delete Submission and —

Mail.dat file’ menu option. When the ‘Delete )
Submission and Mail.dat file” option is clicked, a confirmation dialog will display.
Click the Yes button to continue with the deletion and resolve the dialog or click the No button to
stop the deletion process and resolve the dialog.

LEGEND

Clicking the LEGEND button launches a window that contains a visual representation of the different
colors and their associated status that can display in the jobs grid of the Submission panel. Click the X’
located in the top right corner of the window to close it.

R E——
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The line items for submissions are color coded to help differentiate between submissions’ statuses. This
visual colorization is generated based on the different events, receipts, and conditions that get reported
to/by PostalWeb Connector.

Progress Statuses

Waiting for resubmission

In progress

Pre-staging

Allow to QuickFix for Rejected/Failed submissions

Need to be Canceled or Deleted — Cannot be QuickFixed

Has been Canceled, Reversed, or Deleted

Finished successfully

FILTERING, SORTING, AND GROUPING DATA

The data displayed in each column can be manipulated for easier referencing. To add a filter, or clear

an existing filter, click on the filter icon " located to the right of the applicable column header. When
the filter icon is clicked a control panel is displayed that allows the user to apply certain filters to the
data in that particular column or clear existing filters that had been previously applied to that column’s
data.

Submissions
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Columns can be sorted by clicking the column header (an arrow will appear in the column header
indicating whether the sort order is ascending or descending). In the image below, the ‘File Name’
column has been sorted.

Submissions

Clicking the column header three times will return to the original sort order state. Holding the shift key
on the computer’s keyboard while clicking multiple column headers allows multi-column sorting.

In addition to the basic filtering and sorting features, grouping is also supported. To group columns,
click and drag a column-header up to the grouping area located above the job list column headers (in
the example below, the “Logged Event” column-header was dragged and dropped into the grouping
area above the jobs list):

Submissions

Once a column-header is dragged to a grouping area, the values found in that column are grouped
together and a summation of the data is displayed:

Submissions
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Click on a grouping to view the corresponding jobs that contain that data value (in the example below,
the job listed all has a null value in the Logged Event field):

Submissions

To turn off or remove a grouping, click the ‘x’ located to the right of the grouped column-header located
in the grouping area (the ‘x” will only be visible when the cursor is hovered over the top of the grouped
item).

Submissions

The grouping of multiple columns is supported.

SEARCH FEATURE

The Submissions panel contains a ‘Search’ feature that allows the user to search for various jobs that
meet the numeric criteria entered into the Search field. The search criteria can consist of text and/or
numbers.

Submissions
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As data is entered into the Search field, PostalWeb Desktop Dashboard will automatically begin
displaying the results that meet the search criteria (searches matching data are performed in all
columns).

% To search the entire jobs list, make sure to clear any existing filters before entering the search
criteria.

Resubrrit Selected Fle || B¢ Cverride Stagng ‘;’,—,_Shtmentv‘m’

mfl LEGEND

Successiu

Enter seatch term [cleat fiters ta search by o Submissions) €

Drag 3 column mmmtmmmpwmm

Job No W Job Name | File Name 7| Status Message | Logged Event Sentto PW | P1 Release Status W
RSuccesstul] Successful En WELB0004 | Uploaded Troe =] | Qual Report Generated | Pa
, *

Original Release W

To remove the filtered view of jobs based on the search criteria, delete the data entered in the Search
field.

PAGING CONTROL & REFRESH SETTINGS

Job lines or submissions are displayed in the jobs list newest or most recent to oldest. Once the number
of job lines or submissions exceeds the length of the screen, a scroll bar will display along the right of
the screen for viewing older data.

The PostalWeb Desktop Dashboard application automatically applies a status refresh every 3 seconds
(approximate) for viewing the current database contents in a timely manner.

If a change to an MDR Client configuration in PostalWeb Connector occurs while the PostalWeb Desktop

Dashboard application is open, the PostalWeb Desktop Dashboard software will automatically re-fresh
on its’ own.
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Configurations Panel

Clicking the Configurations button displays the Configurations panel.

o The user can go back to PostalWeb Desktop Dashboard’s main or home screen at any time by
clicking the back arrow located in the uppermost left corner of the page.

©

Configurations

PostalWeb Connector is the source of the configuration information displayed in PostalWeb Desktop
Dashboard’s Configurations panel. In the top left corner next to ‘USPS® Site’, a drop-down list provides
the various MDR Client configurations created in PostalWeb Connector for selection®@. In the screen
example above, ‘TEM’ is selected.

The ‘Config Info’ e part of the Configurations panel displays the details of the selected USPS® Site
configuration (see 0), such as whether or not the USPS® Site configuration is active or inactive, if the
MDR Login information used by the USPS® Site has successfully authenticated or not, whether or not the
MDR Client software is ‘old’, and whether or not the MDR Client software has auto-updated or not.

The ‘USPS® MDR Client’ field & displays the folder and folder location where the MDR Client software is
installed on the server.

In the ‘MDR Client Folders’ section of the Configurations panel 9, the path names and folder locations

being used by the selected USPS® site are displayed; specifically, for the ‘Exported’ folder (i.e. Jobs
Repository); the ‘Logs’ folder (i.e. Validation Logs); the ‘Receipts’ folder (i.e. Status Receipts); and all the
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file status types (i.e. Failed, Rejected, Successfully). In addition, the user can view each folder’s contents
by clicking the folder’s corresponding Open Folder Location button.

C It is important that the files contained within the MDR Client folders not be moved, deleted, or
manipulated in any way. Doing so could cause data corruption and/or loss of data, some of
which could be irreparable.

C It is important that the location of the MDR Client folders not be changed or moved. Doing so can
cause unwanted system behavior and/or loss of production time.

Configurations

I

In the ‘Export and Import’ section of the Configurations panel, the path name and file location being
used by the selected USPS® Site are displayed for the ‘Mail.dat Export Folder’ (i.e. ‘DAT-MAIL-Export’)
and the ‘DAT-MAIL Import Folder’ (i.e. “QF_Edits” — this folder is named by the user; therefore, the
name of this folder can vary)@. In addition, the user can view a folder’s contents by clicking the folder’s
corresponding Open Folder Location button.

C It is important that the files contained within the ‘Mail.dat Export Folder’ and the ‘DAT-MAIL
Import Folder’ not be moved, deleted, or manipulated in any way. Doing so could cause data
corruption and/or loss of data, some of which could be irreparable.

©2018 Window Book, Inc. All Rights Reserved. Page 33 of 112



PostalWeb Desktop Dashboard™
Component Identification User Guide

\ !,’ It is important that the location of the ‘Mail.dat Export Folder’ and the ‘DAT-MAIL Import Folder

not be changed or moved. Doing so can cause unwanted system behavior and/or loss of
production time.

At the bottom of the Configurations panel is an informative note ©® on how to change the PostalWeb
Connector Configuration (i.e. referring to the MDR Client), if necessary.

An MDR Client configuration (i.e. USPS® Site) can be in one of three states or statuses: Valid; Active; and
Inactive.

e Valid (files will be moved and/or updated). See image above as an example. Note that the word
“Valid” does not display on the screen, but the system is reporting that the configuration is Active
(i.e. Active = “YES”) and there are no other errors being reported;

e Active (files may or may not be moved or updated). A configuration can be Active (i.e. Active =
“YES”; but may not be Valid, meaning it is in an Active state, but requires further attention such as
updating the P1 login credentials or updating the MDR Client software. If either of these two P1
issues occur, the Configurations panel will update and display a red thumbs down graphic or image
which serves as an obvious flag to the user that something needs immediate attention.

N

Configurations

USPS® Site: |7EM ' %
Config Info
Active: YES
MDR Authentication Status; Login failed | Login is failed, Mease update your login data
MDR Chient is old: NO Ao
| MDRClient iz Autoupdated:  YES KQ'\
|| MDR Client Versior: 45.3.1.0TEM &
e e N
E 0 Wt —
: Credentisls

If it the MDR Authentication Status is reporting “Login failed” (see image above) (i.e. P1 access has

been denied), it is due to one of two issues: a problem with P1 itself; or the P1 login credentials
being used are no longer valid.

To determine this if the problem is P1-related, click the Verify PostalOne! Credentials button. The
following Confirm dialog will display.

1
& Confirm the PostalWeb Connector’s service is running before clicking the VERIFY POSTALONE!
CREDENTIALS button! The service must be running for the verification process to occur.
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By clicking this icon, Window Book will attempt to verify the PostalOne! : : : 3
credentials that are entered in the PostalWeb Connector for the Usps Mpr | ead the information in the Confirm
Client selected to re-establish communication. Click the OK button to continue dialog carefully. Click the OK button to

or click the Cancel button to abort this process. . . .
” proceed with the verification or Cancel

¢ If communication is re-established, jobs will begin processing after a few to abort the verification process.
maments.

* If communication ks not re-established, most likely the credentials being
used are invalid. You will need to correct this within the PostalWeb “« i i ” H
Connector for the selected MDR Client by entering valid PostalOne! The “Login _falleql m?‘f‘sage will be
credentials. replaced with a “Waiting for

¢ In addition, if the same credentials are being used to provision a : P}

PostalWeb location, they will also need to be replaced in PostalWeb authentication message.
Connector's PostalWeb screen

PLEASE NOTE: The PostalWeb Connector Service must be running in order to
verify the credentials! [Fa login attempt fails twice, the PostalOne! account in
question will be locked and will require a manual re-set by the user from the
BCG web site.

oK Cancel

o While the “Waiting for authentication” message is displayed, users can continue to use
PostalWeb Desktop Dashboard.

Configurations

After a few moments, if the issue is P1 related, the “login failed” message displayed will be replaced
with an “Authentication succeeded” message.

Configurations

If the “Login failed” message is returned again, most likely the P1 login credentials being used are no
longer valid. If this is the case, new/valid P1 login credentials will have to be entered for the MDR
Client configuration from within PostalWeb Connector. For instructions, refer to the “PostalWeb
Connector Installation & User Guide". The Guide is available via the Support Portal on Window
Book’s web site at: https://windowbook.na2.teamsupport.com/login/user. Registration and/or
login is required.
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% If the Client is also using PostalWeb and the same P1 login credentials were used to provision a
location in PostalWeb Connector, the credentials will have to be updated/corrected in the
PostalWeb Connector’s ‘PostalWeb’ screen as well. For instructions, refer to the “PostalWeb
Connector Installation & User Guide"; specifically, the ‘Updating PostalOne! Credentials’ section
of the Guide.

o Inactive (files will not be moved or updated). An MDR Client configuration (i.e. USPS® Site) can be
Inactive but is otherwise without error (i.e. is Valid). If this occurs, the Configurations panel will
display that it is Inactive (i.e. Active = “NO”) and allow the user to activate it directly from the
Configurations panel by clicking the Activate button.

Configurations

An MDR Client configuration (i.e. USPS® Site) can also be Inactive and require further attention in
the MDR Client configuration setup in PostalWeb Connector to correct whatever is causing it to be
Inactive.

If this occurs, the Activate button will not display in the Configurations panel. This means the user
will have to access their PostalWeb Connector software located on the server (or computer in a
single installation environment) to identify and correct the issue in order to be able to activate the
USPS® Site.

Configurations
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In the event a Client does not have at least one MDR Client configuration (i.e. USPS® Site) created,
PostalWeb Desktop Dashboard will display the following screen.

When this screen is displayed, the user will not be able to access and display various panels in
PostalWeb Desktop Dashboard, such as the Submissions panel or QuickFix.
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Debug Log, Events, Status Receipts, and Validation Log
Panels

Clicking any of the aforementioned buttons will display a corresponding list of messages applicable to
the specific job selected in the Submissions panel, which are generated by the PostalWeb Connector
service and/or PostalOne! during the submission and validation process.

The panels contain columns capable of being filtered, sorted, grouped, as well as horizontally re-sized
like the jobs list panel for ease-of-use (refer to Filtering, Sorting, and Grouping Data in this document for
more information).

| 11/18/2016 3:53:15 PM DEBUG  sun.jeva.command=gon.usps.mdr.cliant controller.OmdCeatraller uploadMads 4017c04-c197-4338

11/18/2016 3:53:13 FM DEBUG  arcument 1 = 401F7c04-c157-4335-bi0f-315654 155060\ WINDDS15.2ip

11/18/2016 3:53:20 PM  TRACE  adding \\WBI-MAIL-SVR\WBIMAILSVRCOrive\WB\USPS Prod Datallobs!401f7c04-c197-4338-b0F-

11/18/2016 3:53:20 PM TRACE  prepanng to validate file 0: \WBI-MAIL-SVR\WBIMAILSVRCOrive\WBIUSPS Prod Data\Jobs|#01f7g

11/18/2016 3:53:20 PM DEBUG deung wldason action for: \\WB!-MAIL-SVR\WB!MMLSWDnve\WB\USPS Frod Data\Jobs\401

11/18/2016 3:53:21 PM INFO  Headsr file boaded. Zip=\\WBI-MAIL-SVR\WEIMAILSVRCOrive\WB\USPS Prod Data\jobe| 2017004

11/18/2016 3:53:21 M INFO  Loading Zp eniry. Name=\WINDOSIS.CPT, Extension=cpt

11182016 35321 P 1N Loading 2p enry. NameWINDOS18.0QT, Extensonmcat

11/18/2016 3:53:21 PM INFO Loading 2ip entry. Name=WINDO518.C5M, Extension=csm B

11/18/2016 3:53:21 PM INFO  Loading 2ip antry. Name=\WINDOS18.HDR, Extarsion=hdr

mia}i&i&:s:zx PM INFO  Loading Zip entry. Name=\VINDOS13.MCR, Extersion=mer

11/18/2016 3:53:21 PM| INFO  Loading zip entry. Name=\WINDOS18.MPA, Extension=mpa

11/18/2016 3:53:21 FM | INFO | Loading zip entry. Name=\WINDOS18.MPU, Exterdion=mpri

11/15/2016 3:53:21 P INFO Loading 2 entry. Name=\WINDDS15,0C, Extenson=oci

11/18/2016 3:53:21 PM| INFO  Loading 2ip entry. Name=\WIND0518.P8C, Extensionwpbc

11/18/2016 3:53:21 PM | INFO.  Loading 2 anfry. Name=\WINDO18.PQT, Extensicn=pat

11/18/2016 3:53:21 m m M\g #ip entry. Name=WINDOS18.5EG, Extension=s29

11/18/2016 3:53:21 M| DEBUG  actionStartad: MdeActicn = VALIDATE_UPLOAD, \\WBI-MAIL-SVR\WEIMAILSVRCOrive\WBIUSPS B

11/18/2016 3:53:22 PM| TRACE  staging \\WEI-MAIL-SVRWBIMAILSYRCDrive\WE\USPS Prod Data\lobs|4017c04-c197-4338-bE0f r

11/18/2016 3:53:22 P | TRACE  \\WBI-MAIL-SVRIWBIMAILSVRCDrive\WE\USPS Prod Data\lobs\#0117c0+-¢197-4338-b10F-3156541 ;

11/18/2016 3:53:23 PM INFO  Starting file uplosd (attempt no. 1) File=WINDO618.2ip

u{m}mzs 353290 IFO Flle wbad completel ﬁesmmﬁm.’zp B
T

o The user can go back to PostalWeb Desktop Dashboard’s main or home screen at any time by

clicking the back arrow located in the uppermost left corner of the page.
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Current Submissions Panel

The details for a specific job can be displayed by selecting the job itself in the jobs list of the Submissions
panel (single-click anywhere on the specific job line so that job line is highlighted) and click the Current
Submission button.

o The user can go back to PostalWeb Desktop Dashboard’s main or home screen at any time by

clicking the back arrow located in the uppermost left corner of the page.

Submissions

The Current Submission panel will display. This panel displays the same information as the job lists panel
for the specific job selected, but in text format (the data on the Current Job Detail screen cannot be
edited).
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From this panel, the user can also access QuickFix for the job selected if the job has a Failed or Rejected
status by clicking the Quick Fix button (the QuickFix button will be inactive or grayed out if the job has
not been rejected or failed).

Current Submission \":l{%':.,s; ¥

In addition, the record count for the PDR; PBC; CQT; and PQT files is provided, along with the percent of
pieces that have been paid for, and the number of pieces that have been paid for. A graphical
representation of the submission’s payment status on PostalOne! will also display. The graphical
representations are as follows:

. @: Not paid (0%);
. ‘: Almost paid (98% or greater, but less than 100%);
. W. Partially paid (greater than 0, but less than 98%); and

° .: Completely paid (100%).

The payment status that displays represents that payment status at the submission level, not the job
level. If more than one submission exists for a job, the payment information provided is cumulative. For
example, if there are three submissions for a single job, the 3" submission’s payment information
displayed will reflect the sum total for it and the two prior submissions.
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0 Payment status is also available in DAT-MAIL; however, in DAT-MAIL, this information is provided
at the job level only.

o All payment/job status information is only reported for submissions to the PROD MDR Client.

0 To be able to view the submission information, both PostalWeb Connector and a Client-
provisioned PostalWeb site are required. No PostalWeb subscription sign-up is necessary.

REPORT BUTTON

Clicking the Report button displays the Report screen.

0 The user can go back to PostalWeb Desktop Dashboard’s main or home screen at any time by

clicking the back arrow located in the uppermost left corner of the page.

The Report screen displays the list of jobs that have been submitted to PostalOne! for a selected MDR
Client configuration. A list of available MDR Client configurations can be accessed by clicking on the
down arrow next to the currently displayed configuration.

The jobs list is made up of various columns (i.e. Job ID, Job No., Job Name, etc.) that can be manipulated
in various ways.

The columns that are displayed are controlled by the user via the Select columns to show button. When

the Select columns to show button is clicked, a list of the columns that make up the jobs list are
displayed.
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To display a column, select (check) the corresponding box (in the example below, all the columns are
selected (checked); therefore, all the columns will be displayed in the jobs list). To hide a column, de-
select or un-check the corresponding box.

¥ HDR Job ID

Joo No

Vi Job Name

] Mail Dat Version
! File Name

] Status Dote

¥ Status Time

@] Status Message
¥} Oniginsl Retease | |-
V1 P1 Release Status

1 Validation Status
V! State Gen Status
W] Accepted Status
¥ Deleted Status
V] Finahzed Status
7] Rejected Status
V| DElrsert Status
V] Canceled Status
] Job Status

Each column of data contained in the jobs list is capable of being filtered, sorted, grouped, as well as
horizontally re-sized for ease-of-use (refer to Filtering, Sorting, and Grouping Data under the section
describing the Submissions panel in this document for more information).

Report data is generated for the selected jobs. Jobs can be selected individually by clicking the check-
box located to the left of the individual job line...

()
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...or all the jobs can be selected at once by clicking the check-box located in the column header.

All the job or submission data displayed in the jobs list can be exported outside of PostalWeb Desktop
Dashboard in one of three file formats: Excel, Word, and Comma Separated Value (CSV).

To export the data:

e Click the Export button and select the preferred file format;

| oas {XES! Excel |
| ste | Status Time | Statis Message
E ' Werd
| | =i
HEEY Gl Qj oV | % ¢ 3 ‘fb_  Mowdto —

o A Save As dialog will display. Select the location where the file should be saved to and enter a
file name; and

e C(Click the Save button to save the data or click the Cancel button to cancel the export process.

o All the displayed job data is exported using the Export function. Exported data cannot be limited
to only selected jobs.

©2018 Window Book, Inc. All Rights Reserved. Page 43 of 112



PostalWeb Desktop Dashboard™

Component Identification User Guide

The Create Report button becomes enabled once a job(s) selection is made.

I

2
ol

i

Clicking the Create Report button displays the report data for the jobs selected:

HDR Job ID (Corresponds with the ‘Header Job ID’ field displayed on the main Reports screen);
Process Start & Process End (date/time stamps);

Process Duration (time stamp);

Validation Start & Validation End (date/time stamps);

Validation Duration (time stamp);

Upload Start & End (date/time stamps);

Upload Duration (time stamps);

Attempt Start & End (date/time stamps); and

Attempt Duration (time stamp).

The various Duration data is also displayed in a graph at the bottom of the screen.
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The displayed report data can be exported outside of PostalWeb Desktop Dashboard in one of three file
formats: Excel, Word, and Comma Separated Value (CSV).

To export the data:
e Click the Export button and select the preferred file format;

@ HoMI CD Infor Explare Validstion Duration

”__Egji".‘_ifl e |

5 ler ang drog & 0 Qroup By That coumn
Xﬁ Becel 00 K hert 10 Qroup By cou

Process Ssart W Process End | Process Duration | Valiy

@ Wers 6/3/201594307PM  6/2/2015 94414 PM | 0001069300000  6/3)
S/3/2015 85506 PM  6/3/2015 85549 PM | 0000435930000  &73)

s g csv  B3/2015 50107 PM  §/3/2015 50153 PM | 00:00:45.3150000 &3/

s 6/3/2015 32406 PM  6/3/2015 82454 PM | 00:00:48.0440000 673/
|lo0001020 £/3/2015 84008 PM  6/3/2015 84049 PM | 00:00:40.6470000 673/
|
lineeniman AQUNIS RANAD DU | A 24247 DAL | AMAGIA AN | A2

e A Save As dialog will display. Select the location where the file should be saved to and enter a
file name; and

e Click the Save button to save the data or click the Cancel button to cancel the export process.

To go back to or display the main Report screen, click the Return button. Clear the job selection by un-
checking the selected jobs.

QUICKFIX BUTTON

Faiend Sibmibions B
Ugrdated Teday Coue

QuickFix '

From PostalWeb Desktop Dashboard’s main or home screen, clicking the QuickFix button displays the
PostalWeb Desktop Dashboard QuickFix page.

o The QuickFix button will not be visible for those users whose login information has been assigned
a role of ‘User’ within PostalWeb Connector, specifically the Role Security screen. This applies to
all PostalWeb Desktop Dashboard screens or panels where the QuickFix button normally resides
(refer to the “PostalWeb Connector Installation & User Guide” for more information. The Guide is
available via the Support Portal on Window Book’s web site at:
https://windowbook.na2.teamsupport.com/login/user. Registration and/or login is required.

o The user can go back to PostalWeb Desktop Dashboard’s main or home screen at any time by

clicking the back arrow €- located in the uppermost left corner of the page.

©2018 Window Book, Inc. All Rights Reserved. Page 45 of 112


https://windowbook.na2.teamsupport.com/login/user

PostalWeb Desktop Dashboard™
Component Identification User Guide

Failed Submissions, Rejected Submissions, submissions in Pre-Staging, and existing Configurations can all
be accessed and viewed from the QuickFix home page by clicking the corresponding button located to
the left. In the screen image below, the Failed button is selected; therefore, the ‘Failed Submissions’
panel is displayed.

Failed Submissions

|

:
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Failed Submissions Panel

Submissions or jobs that fail validation are displayed in the Failed Submissions panel. This panel is
displayed when the Failed Submissions button is clicked (see image below).

Failed Submissions | PR File s

|togtine 7| Type ¥ Messsge b 7| M Fie Prefix ¥ Dte ¥ |Time | Line Number | Code ¥ | Validation Feid Code ¥ |
The vaue provided for the .csm Container Status field \
e XA mlnt Eoinbeg S | | !

e 5212018 a230M | 1 3686 CSM-1124
populated) for original submissions. |
} Mail ot version 16-1 may not be submitted with & \
2 VERROR Pastage Statement Mailing Date Befare March 25, 55/29/2010;&239”}1 4352 CsMeed

1 2018,

I

These failed jobs are displayed according to the MDR Client configuration that was used for their
processing ©. select the appropriate configuration (in the example above, ‘TEM’ is selected).

23 |ERROR Cam

L esm

The files or submissions that failed are listed vertically in the ‘Failed Submissions List’ section of the
Failed Submissions panel ©. Inthe image above, there are three submission listed. Clicking the
QuickFix button located adjacent to the failed submission will direct the user to the QuickFix function
for that file. To view a submission’s details, single click on it to select it.

‘Selected Submission Info” section of the panel displays the selected submission’s identification details
9, such as Job ID/No, Name, File Name, and the Mail.dat version of the submission.

Details of the status information can be found in the ‘Status Info’ panel 14}
The values of the various status types are displayed in the ‘Statuses’ panel 5]

The user can select a failed submission and re-submit it to PostalOne! from the Failed Submissions page
by selecting the submission and clicking the Resubmit Selected File button @ If the submission is re-
submitted, it will be removed from the list of failed submissions and no longer display on the Failed
Submissions page.

Any validation logs that have been generated for the failed submission are listed below in the ‘Validation

Logs for Selected Submission’ section ©. The validation log(s) provide error information pertaining to
the reason for failure; as well as, the file and field number that the bad or value(s) resides in. The
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columns of data provided can be filtered, sorted, or grouped, as well as horizontally re-sized for ease-of-
use (refer to Filtering, Sorting, and Grouping Data in this document for more information).

In the image above, the validation log pertaining to the failed submission is reporting an error in the
CSM file, specifically field 1124. This information is reported in the ‘Validation Field Code’ field located
in the validation log table — far right.

Clicking the QuickFix button located to the right of a specific file name e displays the screen containing
the individual file segments of that failed file. In this screen, the user can determine, based on the
display, whether each file contains errors or issues that caused the file to fail. The same validation logs
provided in the Failed Submissions page are also displayed identifying said errors or issues (where

applicable). For instructions on how to use the QuickFix feature, refer to the USING QUICKFIX section of
this Guide.

Rejected Submissions Panel
Submissions or jobs that are rejected are viewable when the Rejected Submissions button is clicked.

The Rejected Submission panel functions in the same manner as the Failed Submissions panel. The
difference between the two (i.e. Failed vs. Rejected files), is that validation logs containing the actual
errors and locations of those errors in the Mail.dat file that caused the rejection are not provided for
rejected files. A basic status message; however, is displayed for a rejected file in the ‘Status Info’
portion of the Rejected Submission panel to assist the user.

— Rejected Submissions :

Select Configuration: | SRS TEM 07July -| Rejected Folder:  C/AISPSData TEM/JobaiRejected
Sejected Subemiszions List Selected Submizsian Info TSeatues
| ZpFileName T Action = 10/No: / 00001812 Validation Status: Rejected
= Name: MOTHEIR State Gen Status:
WBIFO795 o Quickfix
. Mall DAT: 141 Accepted Status:
WBIFO811 + QuickFix | |= File Name: NS
= Status Info Finalized Status:
WEFC814 o QuickFis 12: Rejected Status: Rejected
TR T lShmsllugg-: Your account doss not have access & DBInsert Status:
WBIFOB1S o QuikFis - I
— - iginal Release: True e S
WBIEC816 o Quicksic |
- = /’Aj P
i mit
WBIFCE20 o= QuickFix | |¥ e * Resubmit Selected File ‘
Vahdation Loge for Selectad Submission
Deap 9 columm Padder 300 Orop 1 here t0 Group by that column
\Line No W | Type | Message W MO File Prefix W Date 7| Time 7| Record ID Tl'i Code V| Validation Field Code .‘Tl

One of the most common issues that would cause a file or submission to be rejected is when the eDocs
or Submitting CRID information is incorrect. This issue returns the Status Message of “Your account
does not have access t...” as seen in the screen image above. This issue can be corrected, and the file(s)
be resubmitted using QuickFix.
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Pre-Staging Panel

Submissions or jobs that are in pre-staging are displayed in the Pre-Staging panel. This panel is
displayed when the Pre-Staging button is clicked (see image below).

ZpfleName  N|HORI02S V|, Action

aien__ -
RPD16707 83 |+ Qi:kFix]

Pre-Stagin T e
{[22 File Name 7 KOR:1025 ¥ | status Mesage T |PiRelessestatus - W] comrras T
For File Updates Processing, the <sm Container Status 7
908t field value provided was C based on the previous Erroe = Failed Vaidation

Container Status of C= Cancel; it must contain =
\mumm&mxums

RDIE7I0 983 \:e-msms Wnﬂ!gwl'ﬂ;smmwmmﬂ ———
ROD16711 9082 memmmtsmu o Tor Raceink
Solenz | L ‘Mvmwmmum:momu g fo ek

These pre-staged jobs are displayed according to the MDR Client configuration that was used for their
processing ©. select the appropriate configuration (in the example above, ‘TEM’ is selected).

The files or submissions that are in pre-staging are listed vertically in the ‘Pre-Staging Submissions List’
section of the Pre-Staging panel ©. Inthe image above, there are five submissions listed. To view a
submission’s details, single click on it to select it. Clicking the QuickFix button located adjacent to a
submission in pre-staging (if applicable) will direct the user to the QuickFix function for that file.

The location of the ‘pre-staging’ folder on the server where the files are kept is provided 3]

The ‘Selected Submission Info’ section of the panel 4] displays the selected submission’s identification
details, such as Job ID/No, Name, File Name, the Mail.dat version of the submission, and the
submission’s header sequence number.

A message providing the File Name of the submission the selected file is waiting for is provided in the
‘Status Message’ panel ©. Once the submission named in the Status Message panel successfully
uploads to P1, the selected job in pre-staging will be uploaded and will no longer display in the Pre-
staging panel.

The user can select a submission in pre-staging and re-submit it to P1 by selecting the submission and

clicking the Resubmit Selected File button @ Once this is done the submission will no longer display in
the Pre-staging panel.
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A user can also select a submission in pre-staging and override the staging logic to forcibly upload it to

P1 by selecting the submission and clicking the Override Staging button ©. Once this is done the
submission will no longer display in the Pre-staging panel.

S s very important to read and fully understand the information provided in Staging Logic and
Override Staging Button before using the OVERRIDE STAGING button located in the ‘Pre-Staging’
panel! Failure to do so could cause unexpected results!

The ‘Submissions for Selected Release’ area of the Pre-Staging panel (7] displays the File Name,
Historical Header Sequence Number, the Current Status of the file (i.e. PostalWeb Desktop Dashboard
status), and the P1 Status Message for all of the files or submissions listed in the Pre-Staging panel,
which helps the user determine why the submission is in pre-staging and identify errors (if any) that
associated with the file/submission.

Configurations Panel

Available MDR Client configurations created within PostalWeb Connector are viewable when the
Configurations button is clicked (see image at the start of this section under QUICKFIX BUTTON). For
more information about the Configurations panel, refer to Configurations Panel located under the
“Submissions Button” section in this document.

JOBS ROUTING BUTTON

Routing Messages V
Updated Today Count: 0
for all configurations, k

Jobs Routing }

The Jobs Routing button will only display if the ‘Tracking/Postage Service Providers’ feature is enabled in
PostalWeb Connector.

This feature is designed to allow the Mailer to set up a transfer folder to one or more tracking service
providers and use data in the Mail.dat file to route the file to the correct provider. Only after the
Mail.dat file has successfully been submitted to PostalOne! and its postage statements have been
finalized will the files be placed into the appropriate folder for transfer. This feature is designed to
provide a real-time feed of successful submissions.

o The Tracking/Postage Service Providers feature is fully functional on Window Book’s side;
however, the service providers are not yet equipped to handle the Mail.dat file in its present
form; therefore, this feature should not be enabled at this time (December 2016).
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MESSAGES BUTTON

General Messages Py
‘Updated Today Count:0 il

Messages

PostalWeb Connector reports general messages relating to file transfer activity when jobs are submitted
to PostalOne! These general messages are viewable in PostalWeb Desktop Dashboard by clicking on the
Messages button located on PostalWeb Desktop Dashboard’s main or home screen.

Q The user can go back to PostalWeb Desktop Dashboard’s main or home screen at any time by

clicking the back arrow "*=' |ocated in the uppermost left corner of the page.

. HOME (D Infor General Messages Updated Today Count: 0 for all configurations.

Drag 3 colurr header 30d GrOp & hare 10 growp by That coumn

Log Line No. Tt’ Message - - '\'J" Type "3'. Date T =
1858743 Secondary Date parsing error. Vialidation for date farmat handled by oval, (Configuration name: TEM] ERROR  5/16/2016 10:13:00 PM i
1838742 Secondary Date parsing error. Validation for date format handled by oval. (Configuration name: TEM) ERROR  5/16/2016 10:13:00 PM

1858741 Secondary Date parsing error. Vilidation for date format handled by oval. (Configuration name: TEM) ERROR * 5/16/2016 10:13:00 PM

1838740 Secondary Date parsing error. Validation for date format handled by oval, [Configuration name: TEM} ERROR  5/16/2016 10:73:00 PM

1858739 Secondary Date parsing error. Validation for date format handled by oval. (Configuration name: TEM)‘ ERROR 5/16/2015 16.13:00 M

1858738 Secondary Date parsing error. Validation for dase format handled by oval, (Configuration name: TEM)| ERRCR 571672016 10:33:00 PM

1858737 Secondary Date parsing error. Validation for date format handled by oval, (Configutation name: TEM) ERRCR | 571672016 10:13:00 M -

The columns displayed on the Messages screen are static and cannot be added to or removed; however,
the data reported can be filtered, sorted, and grouped just like the jobs list (refer to Filtering, Sorting
and Grouping Data above), as well as horizontally re-sized (refer to Submissions Panel above) for easier
viewing.

The message information displayed in the Messages screen can also be exported by clicking the Export
button located at the top left of the message list (see image above). The message information can be
exported in one of three formats: Excel, Word, or Comma Separated Values (CSV).

e Select the file format from the drop-down menu;

e A Windows Explorer dialog will display. Select the location where the exported file should be
saved to, and name the export file; and

e Click the Save button to save the data or click the Cancel button to cancel the export process.
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Messages can also be deleted or removed from the system to assist with usability and disk space
management. To delete messages, click the Delete button. There are four delete options:

e Delete All Records;

e Delete Records Older Than One Day;

e Delete Records Older Than One Week; and
e Delete Records Older Than One Month.

Logine No, \ ¥ Type | One X 3
1856743 Delete Records older than one Day  late format handied by aval. (Canfiguration name: TEM) ERROR. | 5/16/2016 10:1300 PM). :
esea fte format handled by oval. (Corfiguraton name: TEM) ERROR | /162016 101300 PM

1858741 WAl Ot Records alder than one Wieck ate format ha vdled by ovel (Canfigurat mrm:mon smmmmamm

s == lote format hendied by avel. (Co ‘J nuchEM) ERROR | 571672016 1 mlsmm ]
056739 BURY Oette Recorcsoicer than one Morth Iae format handied by oval (Configuration name: TEM) ERROR snmmuamm

CU T L . + o date format hariied by aval. (Configuration name TEM) ERROR | §7162016 101300 PM

1856737 Secondary Date parsing error, Validation for date format handled by oval. (Configuration name: TEM), ERROR. | 'sﬁwz&i_ﬁ&ia&m

When a delete option is selected, a Confirm dialog will display, corresponding to the delete option
chosen. Click the Yes button to continue with the delete process or click the No button to cancel the
delete process.

Arg you sure you want 1o
Delete Records older than one Month from database?

l Yes Ne
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PREFERENCES BUTTON

From PostalWeb Desktop Dashboard’s main or home screen, clicking the Preferences button displays
the PostalWeb Desktop Dashboard Preferences page. There are four button options on the Preferences
page: Manage Distribution; Manage Database; Manage Logging; and Refresh Frequency.

o The user can go back to PostalWeb Desktop Dashboard’s main or home screen at any time by
,”-\
clicking the back arrow located in the uppermost left corner of the page.

Monage Distribution

Manage Distribution

Clicking the Manage Distribution button displays the Manage Distribution panel. This is the default
panel that displays when the Preferences button on PostalWeb Desktop Dashboard’s home or main
screen is clicked.

The Manage Distribution panel displays distribution lists (along with each lists’ member(s)), that were
created in PostalWeb Connector.
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From this panel, the user has the ability to ‘suspend notification’ of emails to individual list members by
selecting (checking) the ‘Suspend Notification’ box located to the right of the list member’s name and
email address. This option is useful in the event list member is on vacation or works a different shift.

Manage Distribution

> laua tmail  E-Mad
Laura Email 2| E-Mai

% If a Client is using the ‘Role Security’ feature provided in PostalWeb Connector, only those users
assigned a role of ‘Power User’ or ‘Admin’ can ‘Suspend Notification’ for a distribution list
member(s). The Manage Distribution panel will appear as follows, with the list members
displayed, but greyed out for those logins assigned a role of ‘User’.

Manage Distribution
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Manage Database

Clicking the Manage Database button displays the Manage Database panel. The Client can select the
database instance to use by clicking on the drop-down arrow and selecting the instance from the list.

Manage Database - %‘

If the instance is not listed, the Client can click the Manage button. The Window Book Database
Connection Manager will display. From the Connection Manager, the Client can search for the preferred
database instance.

Windew Book Datsbisse Connection Mansger Version: B.0.84

Data Base Connections For Products
Server: | LBWTX625VR_1\SQLEXPRESS [res] [ ecidngs e
Locat Machine: | LEWTXG45VR_I\SQUEXPRESS [Test| | 4% Change Local Machine
l u '—':,'r,'h"m,!.‘ l x Ahandan Thanges I Q Ext

o Window Book strongly recommends that only qualified Window Book personnel or technical
people with DAT-MAIL and/or PostalWeb Desktop Dashboard and SQL knowledge pertinent to
the version of SQL Express being used should use the ‘Manage Database’ feature. Contact a
Window Book Technical Support Representative for more information (refer to the CONTACT
INFORMATION section in this document).
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Manage Logging
Clicking the Manage Logging button displays the Manage Logging panel.

Manage Logging
Log Settings - -

: ”'ﬂ N'J!‘r—lﬂﬂ"i

|

( ! v nb CRUzera\Public\Oocuments\Window Book\PosteiDesitonOashboard\PWOOLog log 13}

Lt of mchives:
File Name

This panel allows the Client to manage the log files that are generated when using PostalWeb Desktop
Dashboard:

e Thelog level can be set to ‘Verbose’ or ‘Minimum’ (recommended default) 0;

o The number of days to keep the log archives can be set/adjustede (move the slider right or
left);

e The location of the log files generated is provided 0;
o That day’s log file can be viewed by clicking the View Today’s Log button 0; and

e Alog file archive can be viewed by clicking the View button next to the specific archivee
(archives are listed by File Name and then Archive Date - each can be sorted in ascending or
descending order by clicking the column header).

If adjustments are made to the existing settings, click the Save button when finished. To not save
changes, click the CANCEL button.
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Refresh Frequency

Clicking the Refresh Frequency button displays the Refresh Frequency panel.

Refresh Frequency

Update Fraquency Management
Submissions
3

This panel allows for the management of the refresh rate for displaying the results of the following
functions: Submissions; General Messages; Routing Messages; Unsuccessful Submissions (QuickFix
screen, i.e. Failed and Rejected submissions); Staging; and Distribution (e-mail notifications). When a
refresh is requested, the Ul or user interface will be updated with any database changes that were not
yet displayed.

In addition, the how often the state messages display for each of the same processes mentioned above
can also be managed. State messages display as scrolling marquees on the buttons located on
PostalWeb Desktop Dashboard’s main or home screen; as well as at the top of each button’s
corresponding page or panel (refer to the write-up under the Component Identification section in this
Guide for more information). Adjusting the refresh frequency of a function’s state message will change
how often the scrolling marquee displays.

C Window Book strongly recommends that the refresh settings found on the ‘Refresh Frequency’
panel be left at their default values. Only a qualified Window Book Support representative
should ever make changes to the “refresh intervals” or “state message changing” displayed on
this screen!
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HELP BUTTON

From PostalWeb Desktop Dashboard’s main or home screen, clicking the Help button displays the
PostalWeb Desktop Dashboard Help page.

o The user can go back to PostalWeb Desktop Dashboard’s main or home screen at any time by
clicking the back arrow located in the uppermost left corner of the page.

From the Help page the following options (buttons) are available: ‘User Guide...’; ‘Support & Updates’;
‘Registration’; and ‘About’.

User Guide

PostalWeb Desktop Dashboard™

User Guide

Viekcora virses Sabscnphion peccd ends in 17 dyys Time Zone: Eastern Standaed Time
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User Guide

Clicking User Guide... button displays the currently published “PostalWeb Desktop Dashboard User
Guide”. This document provides use instructions for the PostalWeb Desktop Dashboard software.

=X o

V\nndowBoo‘k

I AT AT

PostalWeb Desktop Dashboard™

User Guide

Venion ), Ceated December 13, 20718
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Support & Updates

Clicking the Support & Updates button displays the Support & Updates panel. From this panel, the user
has three button options: Check for Updates; Support Questions; Support Session; and Make
Suggestion.

Support & Updates > -%)

CHECK FOR UPDATES

Clicking the Check for Updates button launches an Internet browser and displays the Downloads page
from Window Book’s web site. From the Downloads page the user can check to see if there are newer
versions of PostalWeb Connector and PostalWeb Desktop Dashboard available for downloading.

%{ It is important to remember that if you are preparing to update your existing version of
PostalWeb Desktop Dashboard, you must also update PostalWeb Connector, as well. PostalWeb
Connector should be updated before PostalWeb Desktop Dashboard. Instructions for updating
your PostalWeb Desktop Dashboard software along with PostalWeb Connector are provided in
the “PostalWeb Desktop Dashboard Installation & Update Guide”, which can be viewed or
downloaded via the Support Portal on Window Book web site’s at
https://windowbook.na2.teamsupport.com/login/user. Registration and/or login is required.
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o To receive emadil notifications automatically when Window Book releases a new version of a
particular software program, sign-up for Window Book’s ‘Software Notices’ on the Window Book
web site (Software Update Notices). Registration and/or login is required.

Software Update Nofices

Software Update Nolice:

SUPPORT QUESTIONS

Clicking the Support Questions button launches an Internet browser and displays the log-in page for the
Window Book Support Portal on Window Book’s web site. Within the Support Portal the user will have
access to FAQs, Window Book’s Knowledge Base, and many other support-related links to increase
product knowledge and ease-of-use. Registration and/or login is required.

SUPPORT SESSION

Clicking the Support Session button launches an Internet browser and displays the Schedule Session
page from Window Book’s web site. From the Schedule Session page, the user can contact Window
Book’s Technical Support team to schedule a live, technical support session.

MAKE SUGGESTION

Clicking the Make Suggestion button launches an Internet browser and displays the Window Book
Suggestion Box page from Window Book’s web site. From the Suggestion Box page, the user can submit
their suggestions (product, support, documentation, etc.) direct to Window Book. Your privacy is
guaranteed!
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Registration

Clicking the Registration button displays the Registration panel for that computer’s PostalWeb Desktop
Dashboard’s installation.

Tiptomet Inlaemdion

The foSavwmg sutiomes information is reacod o conlivsas, (i m yoan iniSemations s sread (e oo butsar,

Campany, User Contact Niene Reporatan/Puchsee Contact Name

indow Bock Inc

User Contact Phane Registraticin/Pdchine Contact Prone

u :

Addrewy Linn 1 User B Mail Add o Regrtratin/Iharchase F-Mad Adcras

[oorantinst [ burihOmiosoubookeom [ bumh@vmionbookeom

Addvess Lina 2

0 The Registration Key only displays when PostalWeb Desktop Dashboard is opened independently
from DAT-MAIL. If a Client is using DAT-MAIL and launches PostalWeb Desktop Dashboard from

within DAT-MAIL (launched by clicking the blue icon = in DAT-MAIL), the ‘Registration Key’ field
will be blank.
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About

Clicking the About button displays the About panel. This panel provides contact information for
Window Book, product version information, registration key information, and the End User License
Agreement for the PostalWeb Desktop Dashboard software.

About ' o”)-

\“de&sBook

Actomaivg Ifomason
300 Franklin St. Cambridge, MA 02135-37381
Toll-free: 1-800-477-3602 Phone: 617-395-4500 Fax 617-395-5900
hitp/Zwenwvindowbeck.com
Version: 10837203
018 12:00:00 AM
472018 120505 AM
Ragistration Key

WEERATk L e PG AT IRATIINN T L

Datatase Informatoon: Version - 84659,  Date - 12/14/2018 35723 PM

WINDOW BOOK END-USER LICENSE AGREEMENT PostalWeb Desktop Dashboard™ Software

m

IMPORTANT INFORMATION: PLEASE READ THIS LICENSE CAREFULLY BEFORE USING THE ASSOCIATED
SOFTWARE. BY USING THE SOFTWARE, YOU AGREE TO BE BOUND BY THE TERMS OF THIS LICENSE.

1. Creation of Binding Agreement; Return Right. This License is a binding legal agreement between Window Book,
Inc. ("Window Book") and you. Thi¢ License governs the parties' rights and obligations concerning (i) the
configuration of Window Book's PostalWeb Desktop Dashboard™ software which you have licensed, as desecribed in
the TTzer's Gnide (the "Snaftware Annlicatinn™ and (i) anv acanciated media anline dncrnmentatinn  ar nrinted

POSTALWEB® ADVANCED BUTTON

&6

0 The PostalWeb® Advanced button is only displayed on the PostalWeb Desktop Dashboard main or
home screen if the Client has a company-specific PostalWeb site with a mailing location
provisioned in PostalWeb Connector.

For convenience purposes, users can request that FIN (finalized) postage statements or UPD documents
for a particular job(s) be re-sent to their PostalWeb site. Simply click on the PostalWeb® Advanced
button on PostalWeb Desktop Dashboard’s main or home screen. The FIN Submissions panel displays by
default. To re-send UPD documents, click the UPD Submissions button located on the left. The UPD
Submissions panel functions in exactly the same manner as the FIN Submissions panel.

0 The user can go back to PostalWeb Desktop Dashboard’s main or home screen at any time by

clicking the back arrow "*=' |ocated in the uppermost left corner of the page.
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All job-specific submission information that is or will be available on a Client’s PostalWeb site will be
displayed in the panel’s top grid 1] (in the example being used here, the FIN Submissions panel is being
used). The user can select the job(s) that they would like to have the FIN statements re-sent for by
selecting (checking) the box to the left of the ‘Job ID’ field. Once the job(s) is selected, the user would
then click the Re-Send to PW button.

UPD Submissions

626 g 4
276399863 WINDOW BOOK)
L 10/11/2017 B:1818 PM 278624334 PEOPLES REALTY]
773172017 90231 PV 278784779 PEORLES REALTY
02545 2017 09 Newstetter } 281457450 af. |

When the Re-Send to PW button is clicked, the job line(s) will move from the top grid to the bottom grid
9, so that the user has a clear picture of what was re-sent to PostalWeb.

6/30/2017 8:4217 PM
11 0000254 Standard st Mailing ‘ | 10/11/2017 2:18189M
T3 00002544 Stardard Flat Maiking 17- 7317201790231 M

T 00002545 201709 Newstettes j | 8/30/2017 8:1438 M
[F] 00002545 2017 09 Newsletter ] | 9/5/2017 84534 PM

‘ | 9/28/2017 12:45:45 M.

The user can use the Refresh button to update the display against the database. Once the statement(s)
or document(s) has been sent, the job line will disappear from the bottom grid and re-display back in
the top grid.

The statements or documents that are displayed can also be exported in Excel, Word, or CSV format by
clicking the Export button. Individual statements or documents cannot be exported. Using the Export
button exports all the displayed data.
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5, T
UPD Submissions %

Upsated submissions for §

Enter sesrch teem {ciest | 8 Submissionsy. Q
Dr30 3 column hasder 3nd arcp W 2

T =1 i 152 T 1 et o ] T TN B <] =
Il | Job D ¥ | Job Name .Dat Version [ | File Name ¥ | Status Date Time W | Status Message W | PSGenerated Status W | PSD 1 Maz Cwner Nai
[ 00002540 Standard csy WINDJGES  6/30/2017 8:42:17 PM T 276399863 WINDCW BOOK|™=
[T 00002528 Standard oo ey 3 WINDOGE?  10/112017 1&1EPM T 278624334 PEOPLES REALTY
[T 00002544 Standard Flat Mailing. 17-2 WINDOGES  7/31/2017 90231 PM T 278TEATTS PEOPLES REAL

POSTALWEB LINK

& PostalWeb®

From PostalWeb Desktop Dashboard’s main or home screen, clicking the PostalWeb® button launches a
web browser and displays one of two pages for PostalWeb.

If a Client has a company-specific PostalWeb site with a location provisioned in PostalWeb Connector,
the page displayed will be the company specific PostalWeb sign-in page (in the example being used
here, the Client-specific sign-in page is for “Window Book Test Company”, which is also identified in the
URL used).

£ * Account Login - Window Book Test Company - 1 ternet Explorer

|\ ritos s btestco postaveb ek ]0;] 3 |'42] & accourk Loghn - WrdwiBco.... % | I
Login  1.800.524.0380 Get Started today
~ AboutUs  Products Contact
@ PostalWeb

0 Refer to the PostalWeb Setup Guides for more information on registering a company-specific
PostalWeb site. The Guides are available via the Support Portal on the Window Book web site at:
https://windowbook.na2.teamsupport.com/login/user. Registration and/or login is required.

If a Client does not have a company-specific PostalWeb site, the displayed page will be the general
Home screen for PostalWeb (i.e. http://www.postalweb.net).
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& C  ® www.postalweb.net % | © B 3
Login  1.800.524.0380

About Us Products Contact

& Postalweb®

POSTALWEB - FIND OUT WHAT YOU’RE MISSING

From PostalWeb Desktop Dashboard’s main or home screen, clicking the PostalWeb® Find Out What
You’re Missing button launches a web browser and displays an html page that outlines the benefits of
adding PostalWeb to your PostalWeb Desktop Dashboard and/or DAT-MAIL solution(s). Included are

screen images, video demonstrations, and hyperlinks to example documents, making this a very easy to
read and informative feature.

o [pre——er—rrra—

— ]

£ - | @ vnmsrtai o |

@ PostalWeb

PostalWeb® is a platform that allows you and Window Book to send and receive data from PostaiOne!"
without having to go to the USPS" Dashboard and got it yourself,
PostalWeb Solutions can do many things that will save you both time and money; as well as,
save you the frustration when things don’t work as planned
Click 10 ' see what wo're fafking atout!
Manually having to download and prinl your PastalCnel documents is cast-probitiitive aver the lang Naul companid 1o aur PostalWedt Salutions

Automatically having the data downioaded s more accurate ~ re-Keying errors are eliminsted.

Take owneranip of, and contrel your own dats, Autemutically hiving the dita downlcaded to your ssrver ls mare securs, USPS data-retention is reported 1o be 13
manths; however, anything can happen to change that. This is especlally Important should the USPS decide to perform an sudit.

~Ag Jong 83 you ave ¥ regislernd PostalWeb sife and a site Jocafion provisioned in MaNDrop £ngine ™, the worid /s your oystors
Chick ' o see how (o do both!

In a nutshell, here’s what it can do for you!

PastalWib & DAT-MAIL* PostalWeb & e DMIOX"
Autcrreted USPS docutrer detrery via e-mal! QAT-MAL's Jobie List chspiays whether & jod 3ax teen £ekd on The Suteetisior patel frow s preys Boee Ml o hep you
- AN POUSIION Lesad 0N Tnatzed POSIADE S1lemenis.
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BUSINESS CUSTOMER GATEWAY LINK

pd

Business Customer Gateway

From PostalWeb Desktop Dashboard’s main or home screen, clicking the Business Customer Gateway
button launches a web browser and displays the sign-in page for USPS’ Business Customer Gateway.

=] UNITED

Zlrosuceances  Business Customer Gateway

Reglster for free

RRESISTIBLE
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WHAT'S NEW BUTTON

Clicking the What’s New button launches a web browser that displays the most current “What’s New”
document (PDF). Depending on the default web browser being used, the PDF may become available in
download format vs. displaying in the web browser.

Vinatshew odf X ~

C B hutps//s3.amazonaws.com/media.windowbook comidocs/softwareupdatesAWhatsNew, pdt w 4 o

What's New?

Take advantage of this in-depth view of What's New in
Window Book's latest software release.

Dozens of projecis are underway to add new functionality and improve

user experience; most of which are based on your suggestions!

~ Want to review a past “What's New" documents for an older software release? ~

GO 10 https s fwweer windowogs Cooet e
and sefect the product you want indformation for

“What’s New” is a document that Window Book publishes every time there is a software release. It’'s an
easy to use, valuable reference that details the enhancements being released in each product and
contains light instructions, video demonstrations, links to documentation, etc. It also contains (when
applicable) critical information about the software being released such as known issues or required
steps that must be taken by the Client.

@ The document that is launched from within PostalWeb Desktop Dashboard is the version specific
to the latest software release and not specific to the version of software the Client has installed.
Clients can easily view the What’s New document that pertains to the version of software they
have installed on their system by following the instructions provided on the document’s cover

page.
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STATEMENT VIEWER BUTTON

‘u’m

Statement Viewer |

o The STATEMENT VIEWER button will only display if a client-specific PostalWeb site has been
provisioned in PostalWeb Connector.

Clicking the Statement Viewer button launches the Statement Viewer utility. The Statement Viewer
allows users to view, print, save, and send their USPS®-generated documents (i.e. confirmation and
registration pages, finalized statements (i.e. 3607s Legal and BCG), UPDs, Update Statements, EVS
Statements, and Qualification Reports), right from their Desktop. Specific document types (e.g. finalized
statements) can be set to auto-print to a certain printer, such as one located in an accounting
department, as soon as the statements become available.

o The Statement Viewer button is also available from the Submissions Panel.

There are a few requirements for being able to access and use the Statement Viewer:

e Clients must have their PostalWeb site provisioned in their PostalWeb Connector software (refer
to the “PostalWeb Connector Installation & User Guide”; specifically, the section titled
“PostalWeb”, for instructions. The Guide is available via the Support Portal on Window Book’s
web site at: https://windowbook.na2.teamsupport.com/login/user. Registration and/or Login is
required);

e Within their PostalWeb site, clients have to be subscribed to the PDF and/or XML statement
transfer service for the USPS-generated documents they wish to receive via download to their
server (for instructions on how to subscribe to services in PostalWeb, refer to the PostalWeb
User Guides found via the Support Portal on Window Book’s web site at:
https://windowbook.na2.teamsupport.com/login/user. Registration and/or login is required);
and

e Clients must specify and configure the folder name(s) and location(s) within their PostalWeb
Connector software of where the USPS-generated statements and documents will be delivered
to on their server (refer to the “PostalWeb Connector Installation & User Guide”; specifically, the
section titled “PostalWeb”, for instructions. The Guide is available via the Support Portal on
Window Book’s web site at: https://windowbook.na2.teamsupport.com/login/user. Registration
and/or Login is required). If operating in a server with workstation(s) environment, make sure
to use UNC path names for the folder locations in PostalWeb Connector to ensure that all
workstations with the Statement Viewer can access the information.

Once the Statement Viewer is launched, it becomes independent of PostalWeb Desktop Dashboard.
Users do not have to leave their PostalWeb Desktop Dashboard software open in order to be able to
view and/or use the Statement Viewer.
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@ For the Auto Print Settings function to work properly, the Statement Viewer must be
opened/running, but can be minimized on the computer.

Statement Viewer - Description & Use

39
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s
Accourt Nuntes 00
P Pt bt 56736 “WW;" Fun
O 34417 CMD 4217 o S1e3ee
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The Statement Viewer screen is comprised of four elements: the Document Listo; the Viewere; the

Open Folder functiono; and th

e Button Menuo.

e Document List Iul: This element of the Statement Viewer will display all the available
documents or statements that have been returned from PostalOne! and are available to the
Client. The different types of documents or statements are color-coded to make identification
easier. The newest or most recently received documents or statements will display at the top of
the list.

{ e-Doc |
{gleYiTypp__V PSID 7| Date W| Time T|icbN:T su;m\?l
[[00002629° QAL | 30518933! 5/17/2018 TAG36PM | 201805NL 2442173

00002629 |FIN BCG| 30518933 5/11/2018  7:1035 FM

| 201805NL. 2442173
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30518933 5/11/2018  33333PM  201805NL 2442173

30516833 sm1/2008 | 33333 pa | 2016080 2042173

30518933 511/2018 | 33333PM | 201B05NL 2442173
| 30518933/ 5/11/2018 | 3333PM |

The number of documents that display can be
controlled by the user. The options for the number
of documents to display are: ‘30 Days’; ‘60 Days’; ‘90
Days’ and ‘All’.

The following information for each document or
statement is provided in columnar format: Job ID;
Job No.; Type of document or statement (e.g.
Confirmation); PSID associated with the document,
document Date; document Time, The Job No.
associated with the document, and the e-Doc
Submitter CRID associated with the document.
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Each column width can be adjusted; as well as, grouped, sorted and filtered (refer to the
FILTERING, SORTING, AND GROUPING DATA section in this Guide for more information on how

each of these functions work).

In addition, users can search for a specific document or statement by entering search criteria in

the ‘Enter search term’ field;

e Viewer 9: This element of the Statement Viewer is where the selected document or statement

will display.

Fesyitod Irfomation
Today's Oute: 051172018

Malling Group 1D 993993959 Mallers Job#. t 05112018
Descripion. NLOLs®Narrs Submision Type:

P50 AN
OSTL2GTY 08.07.42 Mg

PS Form 3602-R - USPS Marketing Mail - Permit Imprint

220131 Procesod OF MAM 00 Concal | Confymaticn Oagn | Reguier | Bece-
Wodht nlo mater

Final

INDOW BOOK, ING, Madng VANDO/W BOOK. INC Mal Onear: PEOPLES REALTY
300 FRANKLIN 5T Ageol. 220 FIANKELN 5T 300 FRANKLIN 5T
CAMBRIDGE, MA (2135 3761 CAVERDGE. WA 02139 3731 CAMSRIDGE, MA (12139 T8¢
Contact WICHELLE YEARWOOD
®17)481 - 3500
Exi 4530
MENCSGMNDOWSOOK COM

27038
Pormt: Purest lrrgent £5728 rOtesEng P

CROD 2222102 CRID: raanan CRID: 2222002
Stonement FS Fea Walver o0
%!

The display area of the Viewer can be maximized both l|
horizontally and vertically by clicking the corresponding
directional arrows. When the vertical arrows are clicked, the
Button menu located at the top of the page will be hidden,
and when the horizontal arrows are clicked, the Document
List will be hidden either totally or in increments. Click the
arrows again or click the “SHOW” arrows to unhide each ‘
element. 1
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The Viewer also contains icons that allow the user to control the display of the selected
statement or document. They are: rotate (counter clock-wise and clock-wise); zoom (in and out),
and fit-to-width or fit-to-page.

e Open Folder Function 9: The Open Folder function allows the user to access the folder on the
server where either PDF or XML download documents are saved to.

e Button Menu 0: The Button Menu contains buttons that control the various the functions
provided by the Statement Viewer.

o Save As... g: Clicking this button launches a Save As dialog, allowing the user to save a
displayed document or statement to the computer in a different location;

()’O v v Librares  Documents ~ ¥ 23 | SewchDosuments g
-Crganize v New folder = 8
W Favodtes Documents library
Ay T Folder
Indiudes: 2 locations ety
w4 Ubraries :
'?3 Name - | Date mcced Tive
o Music | Inkegrabicn Services Sapt Compenent 120872016 11:09 M e Fokdar
] Pictures | Inkegration Services Sarpt Task, 12/8/2016 11:05 AM  Fle folder
B vaeos 1. 50U Server Management tud \Z}IZ016 257 PN Fie fokder
B it 1. Vil Sudio 2005 L2016 2:STPM File Fobder
: | Vimsal Studio 2003 12/8/2016 11:06 AM  Fie folder
€3 Netvacek. 1 Window Back. 12/302016 11:27 %1 Fio folder

< | |
Fils pame: | 2016_11NLYS-2571 779261, pdf l =1
Save & Lype: :]
(= Hide Foldars | Save | Cancel I
&
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o Open PDF : Clicking this button allows the user to open the displayed document or
statement as a PDF file, outside of the Statement Viewer (assuming a PDF viewer exists on

the computer being used);

2016 _1 INLVS-257177928-FINpdi - Adobe Acrobat Reader DC
Be G tow dndow b ,
Home Tools 2016_11NLVS-257., X @ signin

BdBRBEBQAQA O 172 M MO® s - m BE T © &

- -
Urited Stares Possal Sennoe Processes By MAM an 11189 8434 07 P oort POF Y
Postage Statement -- Standard Mall [3 Eportec
[FE6 11 e EME N0 251178
Uring mon Motee [Svee Dwe L"
00000203 13-78-2018 Adobe Export PDF &
ongn. |=oce Sum
Madat Convert PDF files to Word
e
2018 TINL VS or Excel Onling
P Ho3eT: Name 973 AcoT 9 T Asomm. ¥ Ay N7 32 Agresn ¥ Moing AT Mg 370 Aorres o movee
7 Jmer e Se™ eoe Oraamanon S AT Maan) 3 Precares
WINCOW BOOK, INC. 1 omnar 230 e nOC) Select POF File
200 FRANKLIN 57 WINDOW BOOK. ING St
S B o ey preyraig i 2036_1ANLYS.. 926-FIM.pafX
RITRAI500 CAMDADGE, MA (@830
! coM CRD 222223 R ‘
CRID: 2223222 Conwvert to

o Send By E-Mail : Clicking this button displays the Send Statement by e-mail screen.
Whatever document or statement was highlighted or selected is automatically selected for
sending via e-mail as an attachment (note the document information in the Document List
becomes bolded).

T T eDc
Time T Jobt T Subemitter T
e U moraia

S o
71035 PM 2018058 2442173

Tailing document(s) generated by PostalOne! for

»  JobIR . Job No: 60602629/201305NL
*  Postage Suteent [D- 3057189338
*  Mail Owner: PEOPLES REALTY

Users can create and maintain a
Contacts List for inserting the
recipient information. Click on
the ‘To’ field.
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The Contacts List will display. Contacts or recipients can be added to the list manually by
clicking the plus ‘+’ button, or they can be imported from an existing Outlook™ or Gmail™
account. Contacts can also be revised or deleted from the list by clicking the pencil or trash
can buttons.

Sngn m
wnh

Select (check) the recipient(s) to send the e-mail to and click the TO button. Repeat the
process for the ‘CC’ and ‘BCC’ fields. When finished, click the Apply button.

@ Clicking the ‘X’ in the red circle located in the top right corner of the screen to close the Contacts
List will not add the recipient(s) to the e-mail. You must click the APPLY button to add recipients!

Selected recipients can be removed from the e-mail by clicking the delete button located to
the left of the TO, CC, and BCC fields.
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The e-mail’s Subject line is populated with the related Job ID and Job No., and the job
information by way of the Job ID and Job No., the Postage Statement ID, and the Mail
Owner is displayed in the Message Body of the e-mail. The Statement Viewer also keeps a
history or archive of all the Sent Items for easy reference.

| e | 1
Maiina Socurment(s) Sor JobiDijob Mo D3002629/201ETAAL are attached 1

Maillng document(s) gencrated by PoualOne' for

o JobID ' Job No. 00002629/ 20180SNL
¢ Postage Statement 1D: 305189338
s Mail Owner PEOPLES REALTY

" Name

To select additional documents to be sent in the same e-mail, simply click on the document
or statement in the list. The document line will become bolded, the document will be
attached automatically to the e-mail. The subject line will update to read “Mail document(s)
for Multiple jobs are attached”, and the job-related information will populate in the e-mail’s
message body.

To remove an attached document, simply click the document’s corresponding Remove
button from the Attachments List.

1¢ Mlmng docmnenl(s) genenled b\ PostalOne! for

I’ JobID Job No_ 00002629.261805NL I

* Postaage Statemens [D: 305189338

* Ml Owner PEOPLES REALTY
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The Send Statement by e-mail screen will close and
shortly after, a Desktop notification will display on
the computer the e-mail was sent from;

Mading document(s) for JoblD/Job No: 00002629/201205NL are attached -~ Message (HTML)

Message Help O Tell me what you want to do

do-not-reglv@windawt COHY Lare Burigh LI 1103 AM

Malling document(s) for JoblD/Job No.: 00002629/201805NL are attached

EIR  00002629-201803NL-FINBCG-305169338-5163670-PEOPLES REALTY-NLOLstName-ST0-24421 T3 91
4~ | 154K8

Mailing document(s) generated by PostalOne! for
= JoblD / Job No.: 00002629/201805NL

* Postage Statement 1D: 305189338
* Mall Owner: PEOPLES REALTY

0 To assist the insuring the successful receipt of e-mails from the Statement Viewer, follow the
guidelines outlined on Window Book’s “White List Help” web page:
http://www.windowbook.com/Home/White-List-Help

o Print : Clicking this button displays a Print dialog and allows the user to print a
selected document or statement to a local or network printer (depending on the computer’s
printer settings);

Geness I
~ Selact Privket
8 add pricker 7 Microsoft XPS Document '
B Fax 3 stippng HP Lyserdat M0

8 Fa (reckocted 1)
d |

Statuz:
Locahon
Comment

~Pags Rangs
|

€ Sedoion ULy, Py
€ Piges | [= Gzt

Enfer etther & aingle pags numbes or & smghs _;——I__Z_r—-
page sae For exanple. 512
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Pt =

o Multiple Print : Clicking this button will display the Print Multiple Statements
screen; from which, a batch print of multiple documents or statements can be performed.

Statement Name
12015 12N1004-250730640-UREG polf

| 2016_12NL003-258730827-USTMT.pdf
1 2016_12N1L003-259730827-UCONF.pdf

12016_121¥1003-258730827-UREG pdf

Select the printer to send the batch of documents/statements to by clicking the down arrow
and selecting from the list provided (including PDF).

o Printers or fax machines listed/loaded are based on the computer’s printer settings. To re-load
the available list of printers, click the RE-LOAD PRINTERS button.

Documents or statements to be printed are selected by single clicking on them within the
Document List. A selected document or statement can be removed from the batch list by
clicking the statement or document’s corresponding Remove button.

To print the selected documents/statements in a single batch, click the Print button.

112016_12N1003-258730827-USTMT.pdf
| 2016_121003-259730827-UCONF. pof

12016_12N1003-258730827-UREG pdf
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)

o Auto Print Settings : Clicking this button will display the Auto Print Settings screen;
from which, the user can select a specific document or statement type to be automatically
printed to a specific printer every time a document of that type becomes available. In
addition, users can specify how many copies of each document should be auto-printed as
well.

Once a document or statement type is selected (i.e. checked), the screen will update to
display frequency options for when they should be sent. The two options are: 1)
‘Immediately’ as individual documents or statements become available; or 2) ‘Once a day at’
a given time, which is selected/set by the user.

A printer the documents or statements should be automatically sent to must be selected
from the drop-down list provided.

|1
A ol B8 Dnrnans bt |

s nlkmaknadaie G
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0 Printers or fax machines listed/loaded are based on the computer’s printer settings. To re-load
the available list of printers, click the RE-LOAD PRINTERS button located in the bottom left corner
of the screen.

Click the Save button to retain any settings made or click the Cancel button (any settings
made will not be retained when the screen is closed).

Every time the Auto Print function is activated (an auto print occurs), a Desktop notification
is sent, similar to the one that is generated when the Send By E-Mail function is used (see
above).

@ For the Auto Print Settings function to work properly, the Statement Viewer must be
opened/running, but can be minimized on the computer.

o Notification Alert Settings -: Clicking this button displays the Notification
Messages Settings screen; from which, users can cancel the Desktop notifications that
display on the computer when the ‘Send By E-mail’ function and Auto Print functions are
used, and/or when new documents or statements are received, by selecting (checking) the
corresponding box.

Click the Save button to retain any settings made and close the screen or click the Cancel
button to close the screen (any settings made will not be retained).
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HOW IT WORKS

Where and when files are moved on the server (or computer in a stand-alone environment) is controlled
by the active configuration that was created in PostalWeb Connector.

The active configuration uses the log files generated by P1 to decide where the files should be placed on
the server/computer. They are used to update the ‘Logged Event’ column in the Submissions panel of
PostalWeb Desktop Dashboard and to generate log event notifications to the user(s) via e-mail. The
active configuration also uses the P1 receipt files to update the ‘P1 Release Status’ field in the
Submissions panel (see screen image below) and to also send receipt event notifications to the user(s)
via email.

Within the Submissions panel, an MDR Client configuration can be selected by clicking the corresponding
drop-down arrow. Any/all jobs that were submitted to P1 using this configuration will then display in
the table located in the middle of the panel.

e Qul:kﬁ'.-“"f" Resubrit Selected File “ B2 Override Staging

I Setect columns ta show, | K Clear All iers HXDM ]liséeﬁnﬂ

29 Statement Viewsr

|
| Enter search term (clear filters to search by all Submissionsk Q

Drig & columm header and drop it hare 10 910 by that column
PSID Job lD.Tr:' Job No 7V7;b Namei ;:f-irFxIe Name Vl Stamsage — B ;i Logged Evenx-‘% Ori;i:al Release | Sentto PW {7
ow PSID| 00000136/ 00000136.01 Testiob 136,01 WBLB6003” | plosded  Trie o
PSID 00038178 Notice F3513 20170410 F3513.COCK018| WBLB0002 Uplosded  True m
PSID 00000134 0000013401 :Tesdob_iﬂ_m7 WELB000L Uploaded Fre Iﬁ
PSID 00000013 EDMI0K TESTING_ 04 EDMIOXTESTING.04 | WBLBOOOS. Uplaaded True ]
PSID’ 00002671 EDM10X Testing 01 EDM10X TESTING WBLBOOO Uplosded Trie 2]

There are five job or submission retention folders on the server (or computer in a stand-alone
environment) that Mail.dat files will and/or can be moved to during the submission and validation
process. If the Window Book template in PostalWeb Connector was used to create the MDR Client
configuration, the folders will be located at and named as shown below:

e \\..WB\MDRClient\[MDRClientType]\DAT-MAIL-Export
(e.g. \\...WB\MDRClient\TEM\DAT-MAIL-Export);

¢ \\..WB\MDRClient\[MDRClientType]\Export;

e \\..WB\MDRClient\[MDRClientType]\Successfully;
o \\...WB\MDRClient\[MDRClientType]\Failed; and
\\...WB\MDRClient\[MDRClientType]\Rejected.

0 For the purpose of this Guide, it is assumed that the MDR Client configuration was created using
the Window Book template in PostalWeb Connector. If the Window Book template in PostalWeb
Connector was not used, the location and names of these folders may differ.
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SUBMITTING TO POSTALONE!

0 This section assumes that statements were generated from DAT-MAIL for a particular job, and
then a release was created to PostalOne!.

0 For documentation purposes, the MDR Client used in this section is ‘TEM’. However, the same
information and instructions can be applied if the MDR Client used is ‘PROD’.

When using PostalWeb Desktop Dashboard with DAT-MAIL, Mail.dat files to be uploaded or submitted
to PostalOne! (P1) are automatically placed in the “DAT-MAIL-Export” folder associated with the MDR
Client specified in DAT-MAIL. If not using DAT-MAIL, Mail.dat files can also be placed in the appropriate,
corresponding “DAT-MAIL-Export” folder manually by the user, or automatically through any presort or
post pre-sort software application provided a script is created to do so.

When a file is placed in the “DAT-MAIL-Export” folder, communication is attempted with P1. If, after
three attempts, communication is unsuccessful, an “MDR Error Uploading” log event is generated. At
this time, the Submissions panel is updated with the job or submission information and a status message
of “MDR Error Uploading. Re-submit via QuickFix” displays, and the job is moved to the ‘Rejected’ folder

on the server.

T e T Mt Dt ewan T 1 Sie e T Staten Dene 7| Shoten Trme 7 | Stakad Messogm T Lpped st 7| Orgpodd &
o A e sae e 050" benamedideo el Btk
”_‘.‘.ﬂ s : N
2t snd i MCMMECTOIE  OATRITIE | LMAL T

Dew MO DOOISAL 3050wl puod ¢ W10 Mod e Q0 MEGSI00N 04197018 L™ Jpiated L
B FT0 AR WYl bt " ") EILAMESAML AW L0 It Faa

In addition, if a user(s) is set up to receive log event notifications in PostalWeb Connector; specifically,
the ‘MDR Error Uploading’ log event, a system-generated e-mail is sent notifying the user(s) of the issue.

PROD |eDoc CRID '99993599' [1obID ‘03010M04' [JobNo '3010mDMpeod,bee’ | Mail.dat File Name "3010-MOASEGTCOPAL: MDR Error Uploading. Re-submit via Quickiix

Vﬁwd?ﬁBook

Automating Information
'3010-mD4SEG7COPAL' P1 submission has been moved by the PostalWeb Connector to Rejected folder

Hall.dat Fita Nama: 3090-mDESEGTCOPAL Job Nama: 3090-M04 Job [: 03010M04
Mail.dat version: 17-2 Job Number: 2010.m04.prod tec ClaSys 10: 00013801
PBC Count: 53083 CQT Count: 701 PQT Count: 707

This email is never sent without permission.

You are receiving this e-mall because you are subscribed to this event as part of the PostalWab Connecter application's "Events Notifications” feature; specifically, as a member of the
‘Successfol and Failed distribution list,
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To remedy the situation, the user simply must select the file in the Submissions panel and click the Re-
submit Selected File button to attempt the upload again.

As long as PostalWeb Connector can establish communication with P1 when a file is placed in the “DAT-
MAIL-Export” folder, an ‘event’ is recorded, and the PostalWeb Desktop Dashboard Submissions panel is
updated with the job or submission.

Once a file is placed in the “DAT-MAIL-Export” folder it goes through a Window Book staging process
(refer to Staging Logic for more information). After it passes the staging process, the file or submission
is moved to the “Exported” folder and a log event is recorded in the system.

¢|_; » Computer b Local Disk (C) b WB » MORCHent » TEM » Exported | v | €3 || Seorch Exported

\ »
' Orgamuv Include infibrdey > Sharewith »  New fokder v 0 O |

* L w3 S Name Date modified Type Size
vl Cales
.. DropShip
bl Installs
» S
v 4 maildat
4 .. MDRClient
40 TEM
b | DAT-MAL-Exgort
| Exported

5 b Failed =

I 1, wBLB0010 52972018 5:310M  Compressed (zipp.. 1K8

When this occurs, the PostalWeb Desktop Dashboard Submissions panel refreshes and the ‘Logged
Event’ field is updated to a value of “Uploaded”.
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At this point the P1 validation process begins. If a submission passes P1 validation, the Mail.dat file or
job is moved to the appropriate MDR Client’s “Successfully” folder:
“\\...WB\MDRClient\TEM\Successfully”.

=1 e
G@'“‘ » Computer » Local Disk{C) | WE » MOACHent » TEM » Successfully » v | 42 || Seorch Successtutly o
Organize »  Includeinfibracy »  Sharewith »  New folder Fe [l B
Lowa e Name Date modified Type Size
: :akss” (1L WeLB00N1 S/20/2018 4.7 PM  Compressed (ipp., 5@
3 ]':;:“ P 1 weLB0002 729/2018 &:45 PN Compressed (zipp.., 30 KA
s ’ 1§, weLB0003 57292018 450 0N Comprassed (tipp... 24 K3
' | L wBL80004 520016 352PM  Compressed (xipp.. 13
b :;’Rgt & ) 5007018 83700 Comprazead | .
t '
s ¥ |1, wBLB0010 5/29/2018 5:31°M  Compressed (zipp., 3K3
L TEM A
o DAT-MAL-Export
4 Bparted

P1 generates a receipt file and the PostalWeb Desktop Dashboard Submissions panel refreshes and
displays the new status of the successful submission.

In addition, once the receipt file is received, and if the user has the Events Notification enabled in
PostalWeb Connector; specifically, the Passed Receipt Event “PS-Generated”, the user will receive an e-
mail notifying them that a statement has been generated (see example below).

do«not-repty@windowbook com LarsBush

TEMIeDoc CRID "2442173 JobiD "00000014 JobNo 'EDMI0X TESTING_05": Postage Statement has been generated g

=
V\S:maEvVBook
Automating Information

PostalWeb Connector Receipt Events Report

Racaipt has been generated on P1 at 5/29/2018 5:32:59 AM
Receipt File Name: status_receipt_2028_05_25_05_33_12_037.xml
Mail.gat Fila Name: WBLEOD10

Mail.dat version: 18-1

T

D

Job Nama: EDM10X TESTING _0S
Job Number: EDM10X TESTING_OS

Jab 1D: 00000014
ClaSys 10: 00000014

Total Places: 2
POR Count; 2
Submitted CRID: 2442173

PS-Generated

This email is never sent without permission.

S/29/2015 4:32:56 PM

You : 3 il because you are

NEtp:Lnwe indawback.com

his Evant as pal

Total Coples: O
CQT Count; 1
PSIO: 102208150

CANELtor

i of th

Postage Statemeant has been ganerated

s "Events " feature;

85 s member of the 'SUCCESSFUL' distribution Fist

Total Postage: 1.36
PQT Count: 1

6 There are multiple types of receipt event notifications that can be activated to meet each Client’s
needs. Refer to the “PostalWeb Connector Installation & User Guide”; specifically, the ‘Events
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Notification” feature for more information. The Guide is available via the Support Portal on
Window Book’s web site at: https://windowbook.na2.teamsupport.com/login/user.
Registration and/or login is required.

While receipt events are being recorded during the validation process, so are log events. PostalWeb
Desktop Dashboard also provides notifications to users for specific log events as well (i.e. Successful,
Failed, Rejected, and MDR Error Uploading). If a successful log event notification was enabled, the user
would also receive an email notification when the statement is generated.

Reply A €3 Forn
chepy E3Reply 3

oy B i
TEM}eDoc CRID 2442173 JobID "00000014 JobNo 'EDMI0X TESTING_05'] Mail.dat File Name "WBLEQ010': Job moved to Successful

Y —
W,) o
indowBook
Automating Information
'WBLB0010' P1 submission has been moved by the MDR Client to Successful folder 'C:\WB\MDRClient\TEM\Successfully\WBLB0010.zip'

Madl.dat Flle Name: WELBEDOLO Job Name: EDM10X TESTING_05 Job 1D: 0OOROOLA
Madl dat version: 18-1 Job Number: EDM10X TESTING_0S ClaSys [D: 00000014
PDR Count: 2 CQT Count: 1 PQT Count: 1

This amail is nevar sent without permission

You are recaiving this e-mail batause you are subsoribed to this event as part of the Postaiwed Connector applucation’s "Events Nottfication™ feature; specifically, as a member of the "SUCCESSFUL distribution list,
bttp:ffwww windowbeok.com

o Although log event notifications are limited to just four event types (i.e. Successful, Failed,
Rejected, and MDR Error Uploading), log events are often received in a more timely fashion than
are receipt events. Therefore, log event notifications are sometimes sent before receipt event
notifications if a job was Successful in uploading to P1, Failed the P1 validation process, was
Rejected, or the PostalWeb Connector was unable to establish communication with P1 (MDR
Error Uploading). Refer to the “PostalWeb Connector Installation & User Guide”; specifically, the
‘Events Notification” feature for more information. The Guide is available via the Support Portal
on Window Book’s web site at: https://windowbook.na2.teamsupport.com/login/user.
Registration and/or login is required.
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Staging Logic

Files are uploaded to P1 in sequential order —in other words, in the order they are submitted. If a job
fails, this does not impact the uploading of a new/different job. In other words, if job number 1 is
submitted and fails and job number 2 is submitted, job number 2 will continue to be uploaded.

This is not true for single jobs that have multiple submissions. Multiple submissions for a single job are
uploaded in sequential order using the ‘Historical Hdr Sequence Number’ (QuickFixing a file will not
change the Historical Hdr Sequence Number). The next submission in line will not begin the upload
process until the previous submission for that job uploaded successfully. The ‘Submissions’ screen in
PostalWeb Desktop Dashboard will have each submission listed with a status of ‘Pre-staging’ (the line
items will be gray in color) until such time as a submission is uploaded to P1. In addition, the ‘Status
Message’ field will also provide which submission it is waiting for before it too can be uploaded. If one
submission for a job is uploaded and fails, any submissions that were released after the failed
submission will not upload until the failed submission is QuickFixed, resubmitted, and accepted by P1. If
a job has multiple submissions and a user deletes one of them from within PostalWeb Desktop
Dashboard, any other submissions for that job that occurred after the deleted submission (submissions
with a status of “Pre-staging”) will never be uploaded to P1. They too would have to be deleted. All
deleted submissions would then have to be re-released.

IMPORTANT: There is one exception to this rule. Cancel statement submissions and delete job
submissions will not be moved to pre-staging due to their status. These submission types are denoted in
PostalWeb Desktop Dashboard with “Cancel” or a “Delete” in the ‘Special Type’ column of the
Submissions panel. These types of submissions will by-pass the general staging logic and be uploaded to
P1. Once uploaded, these line items will turn orange in color.
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With this sophisticated staging logic, submissions are sequenced, thereby reducing validation failures.
Submissions to P1 will be much more reliable, and multiple jobs can still be submitted simultaneously
for faster processing. The staging logic involving “pre-staging” is only applied to multiple submissions

released for a single job.

OVERRIDE STAGING BUTTON

In certain instances, the existing staging logic can cause a gridlock of submissions that may unable to be
resolved using normal channels. Examples of such instances are:

e When server validation errors occur, but the Mail.dat still uploads. The user would need to put up a
cancel statement and/or delete job request; however, the staging logic would not let the
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cancel/delete request upload because PostalWeb Connector sees the first submission as failed, even
though the upload completed;

e When PAR errors occur, but the Mail.dat still uploads;
e When Qual Report Generation failed, but the Mail.dat still uploads; and

e When somehow, a Historical Header Sequence Number gets skipped.

As a work-around, Window Book has provided an Override Staging button on the Submissions panel
that will circumvent the staging logic for a single submission and allow an upload to occur when the
normal staging logic would not. Users would highlight the appropriate submission that is being held in
pre-staging and click the Override Staging button. The upload of that file would be forced by the
system, overriding the existing staging logic. The existing staging logic would then resume and be
applied to the next submission in sequence.
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S Itis very important for users to take note of the File Name and the Historical Header Sequence
Number of the submissions that are being held in pre-staging to make sure the right submission
(next in sequence) is being selected for staging override. Using the OVERRIDE STAGING button on
the wrong submission that is being held in pre-staging could cause further issues.

\ l’ The OVERRIDE STAGING button is intended for use in only those circumstances where a
submission has been uploaded to P1 but is recorded as ‘failed’. Using the OVERRIDE STAGING
button in ways that it was not intended could result in jobs being uploaded out of order, the need
to cancel or delete jobs, or cause Historical Header Sequence Number issues. Any of these issues
could require the paid intervention of Window Book’s Professional Services Team!

PostalWeb

If a Client has their own, company-specific PostalWeb (PW) site with a mailing location provisioned in
their PostalWeb Connector software, PostalWeb Desktop Dashboard will notify users when a job(s) has
been sent to and/or is available on their company-specific PW site. PostalWeb Desktop Dashboard does
this through the Submissions panel by updating the box located in ‘Sent to PW’ field with a check-mark.
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o Only data associated with the PROD MDR Client is sent to PostalWeb.
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Additional Job Information

At any time, the user can view the ‘Debug Log’, ‘Events’ list, ‘Status Receipts’, and the ‘Validation Log’
for an individual job or submission by selected the job in the Submissions panel and clicking the
corresponding button located at the left (see screen image below).

Submissions

Submitting Partial Mailings

Client’s using DAT-MAIL can submit a release to P1 without generating statements in the event they
wish to perform partial mailings from one Mail.dat file. The main submission shows up as the original
release in PostalWeb Desktop Dashboard (‘Original Release’ column reports a value of “True”).
Additional submissions off of that same Mail.dat file report a value of “False” in the ‘Original Release’
field. The ‘Job No’ and ‘Job Name’ stay the same; however, subsequent submissions are given a
separate ‘File Name’ to differentiate it from the original release.

Submissions
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PostalOne! Is Down

205

Window Book has detected an issue with
PostalOme! TEM that is affecting MailDrop
Engine performance. Until PostalOne!
resumes  normal  operations, MailDrop
Engine will continue to be affected. This,
most likely, is not an issue with your
MailDrop Engine software or any other
Window Book component! Please contact
the PostalOne! Help Desk to report the
issue.

How It Works

In the event P1 goes down, PostalWeb Desktop Dashboard
will display a message notifying the user of the event.

This notification will display on PostalWeb Desktop
Dashboard’s main screen, in the Submissions panel, and the
Messages screen.

View Debugdog|© | View — —
k g [ —_—
ﬂ_l, lo% "J
Window Book has detected the issue with
When the issue is resolved by P1, the displayed message PostalOne! TEM has been most likely
; . yFEL P y & resolved. Any MailDrop Engine
will update, notifying the user of the resolution. performance issues that occurred becnuse

USING QUICKFIX

of the PostaOne!l-related problem should
resolve themselves or vou may need to do
Verify PostalOne Credentials in MailDrop
Engine; PostalOne! and MailDrop Engine
could take some time to get back to normal
operational performance. If you continue to
have issues please contact Window Book
Support nnd or PostalOne! Help Desk.

There are two submission statuses for jobs that do not successfully pass P1 validation: Rejected; and
Failed. Rejected applies to those jobs that do not pass the Window Book staging process before being
pushed to P1. Failed jobs are those submissions that pass the Window Book staging process, but then

fail the P1 validation process.

The Mail.dat files that make up the job submissions that are either rejected or failed can be “fixed’ or
corrected within PostalWeb Desktop Dashboard and re-submitted to P1 using the function called
“QuickFix”. Accessing QuickFix for a rejected or failed submission can be done in one of three ways:
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o  Click the Submissions button from the main or home page in PostalWeb Desktop Dashboard to
display the Submissions panel. If the rejected or failed job is displayed, select the job and click
the QuickFix button (if the rejected or failed job does not display, make sure the correct ‘USPS®
Site’ is selected);

Submissions

o Click the Submissions button from the main or home page in PostalWeb
Desktop Dashboard. Select the rejected or failed job or file in the
Submissions panel (if the job does not display, make sure the correct
MDR Client configuration is selected) and click the Current Submission button located on the
bottom-left. The Current Submission panel will display the details of the selected job. Within the
Current Submission panel click the QuickFix button; or

Current Submission

o  Click the QuickFix button from the main or home page in PostalWeb
Desktop Dashboard. Click the Failed Submissions button to view all the
failed submissions or the Rejected Submissions button to view the
rejected submissions. Jobs will be displayed in list format based on the MDR Client configuration
selected (in the screen image below, ‘TEM’ is selected).
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Click the QuickFix button that corresponds with the failed or rejected job to be fixed.
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Rejected Submissions

Once a Mail.dat file is placed in the “DAT-MAIL-Export” folder it goes through a Window Book staging
process. If it doesn’t pass the staging process, the file or submission is moved to the “Exported” folder
and almost immediately to the “Rejected” folder (in the example being used here, the file path for the
folder would be: “\\...WB\MDRClient\TEM\Rejected”).

When this occurs events are generated, at which point the PostalWeb Desktop Dashboard Submissions
panel refreshes. The job line turns pink or red in color, so users can easily identify those jobs that have
been rejected. In addition, the ‘Logged Event’ field is updated to a value of “Rejected” and the ‘P1
Release Status’ field to “Error — Job Rejected.”

Submissions

o With the receipt of the rejected log and receipt events, e-mail and/or text message notifications
would be generated/sent if the notification functions are enabled and configured for rejected
files. Refer to the “PostalWeb Connector Installation & User Guide”; specifically, the ‘Events
Notification’ section for more information. The Guide is available via the Support Portal on
Window Book’s web site at: https://windowbook.na2.teamsupport.com/login/user.
Registration and/or login is required.
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One of the most common causes for a submission to be rejected is if the eDoc Sender CRID is missing
and/or incorrect. If this occurs, the “Status Message” field in the Submissions panel will update to a
message of “Your account does not have access to eDoc Sender CRID: NNNNNNN” (“N” referring to a
number).

To resolve the issue, select the rejected job and click the Quick Fix button found near the top of the
Submissions panel.
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USPS® Site: |7EM: ' o Quickix| ;"wmmlrﬁ_c“maemgmg; ;aesmanent\fm.
]'Eagpod |/ select columnsto show | K Clear Allfiters | 3 Delete || LEGEND ]
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&g i 2 =

A screen will display showing the individual Mail.dat files that make up the Rejected or Failed
submission (i.e. CQT, MCR, PQT, PBC, CPT, HDR, MPA, SEG, MPU, and CSM). Each Mail.dat file is
represented by a thumb-nail image.

How errors are displayed differs between Rejected and Failed submissions. For Failed submissions, the
file(s) that contains the error(s) and requires fixing is denoted by two red X’s [ZE] (versus the two

green check-marks as seen in the image below). In addition, the validation logs that contain the
error information are provided at the bottom of the screen (refer to the Failed Submissions section in
this Guide for more information on fixing Failed submissions).

For Rejected submissions, this does not occur. QuickFix does not display red X’s for the file(s) that
contains the error(s), and no validation logs containing the error information are provided at the bottom
of the screen.
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What does display, is the ‘Status Message’ from the Submissions panel which provides the error
information — in this case, “Your account does not have access to eDoc Sender CRID 999”. Click the
Change Submitter CRID button to correct the issue.

Please select the file you want to edit

The current (incorrect) CRID will display (e.g.
"9991').

Enter the correct CRID and click the Apply
Changes button.

With the correct CRID entered, click the
Save and Re-submit button to resubmit the
corrected job to P1.

o If the user does not want to immediately re-submit the corrected or fixed job, the user can click
the “Save ALL to Current Folder” button. The correction or fix is applied; however, the ‘fixed’ file
remains in the Rejected folder on the server (or computer in a stand-alone environment) until the
user is ready to re-submit the job to P1.
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% If there are conflicting CRIDs in the submission, the user will be prompted to click the FIX CRID
button; afterwhich, the user must also repeat the steps above to change the submitter CRID (i.e.
click the CHANGE SUBMITTER CRID button), make the necessary change, and then save and re-
submit the file/job.

A Please Wait... screen will display as the rejected file is moved to a “...Rejected\History” folder and a
corrected copy of the file is moved to the “DAT-MAIL-Export” folder.

Please Wait..,

C The ‘Please Wait’ screen also provides a valuable reminder to the Client about re-importing the
QuickFixed file back into DAT-MAIL to update the original Mail.dat. Doing this avoids issues
if/when the job is cancelled, deleted, or otherwise modified in DAT-MAIL at a later date.

If validation errors are present in the file, a screen will display identifying the errors found. Click the
Close button to close the screen and return to the Submissions panel. Depending on the type of errors
found, the resubmitted job may or may not fail again, requiring additional attention to corrections.
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The Submissions panel will display. While the job is going through the staging process, the job line in the
Submissions panel will be yellow in color and the ‘Status Message’ will read “Waiting for resubmission”.
Depending on the timing of events, the user may not see this yellow line-item. In all likelihood, the
Submissions panel will be blue in color and display a ’Status Message’ of “Moved to USPS MD Client Jobs
Repository” and the ‘P1 Release Status’ will be “Waiting for Receipt”.

Submissions

Once the file completes the staging process without incident, the file is moved to the “Exported” folder
and the Submissions panel once again refreshes. The job line turns green in color and the ‘Status
Message’ changes to “Resubmitted”. As with the yellow line item status mentioned above, depending
on the timing of events, the user may not see this green line item status. In all likelihood, line item will
be blue in color with the ‘Status Message’ and ‘P1 Release Status’ fields being blank or empty, and the
‘Log Event’ displaying a value of “Uploaded”.

Submissions

With the CRID information corrected and assuming the submission passes validation, the file will be
moved to the “Successfully” folder. Both log and receipt events will be received, and the Submissions
panel will refresh. The job line will remain blue in color, the ‘Status Message’ field will be blank, the
‘Logged Event’ field will report a value of “Uploaded”, and the ‘P1 Release Status’ field will report a
value of either “Postage Stmt Generated” or “Qual Report Generated” (depending on whether or not
statements were generated at the time of upload).

o For more information on the color coding that is used for the various status options of
submissions, refer to LEGEND in this Guide.

: | Validation Statu: VRV
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o The file that is moved to the “Successfully” folder is a corrected copy of the original. The original
(rejected) file is saved to the “...Rejected\History” folder for that MDR Client. Since only one
version of the file was successfully accepted by P1, the corrected copy is still considered an
‘Original Release’ (i.e. ‘Original Release’ column will display a value of “True”).

“FILE ALREADY EXISTS” REJECTION

Another issue that can cause a submission to be rejected is if a user submits a duplicate file. For Clients
who are using DAT-MAIL, the export to P1 will have to be cancelled within DAT-MAIL and the job re-
submitted using a different ID. No action can be taken within PostalWeb Desktop Dashboard to correct
the rejected file. The cancelled file can; however, be deleted from PostalWeb Desktop Dashboard by
selecting the rejected job in the Submissions panel and clicking the Delete button (refer to the Delete
section in this Guide for more information).

o With the receipt of the rejected log and receipt events, e-mail message notifications would be
generated/sent if the notification functions are enabled and configured for rejected files. Refer to
the “PostalWeb Connector Installation & User Guide”; specifically, the ‘Events Notification’
section for more information. The Guide is available via the Support Portal on Window Book’s
web site at: https://windowbook.na2.teamsupport.com/login/user. Registration and/or login is
required.

If a Client is not using DAT-MAIL and a file is rejected due to a “...file already exists” error, the user can
select the rejected file, click the QuickFix button, and change the submission ID for the file by clicking
the Change Submission ID button.

Once the Submission ID is updated and the change applied, the user can then resubmit the file to P1 by
clicking the Save and Re-submit button.
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o The “Change Submission ID” button only displays in the QuickFix screens for those Clients who are
not set up to use Window Book’s DAT-MAIL software.
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% QuickFixes can be performed on all jobs that have been rejected or have failed; however, if the
connection with the ‘DAT-MAIL-Export’ folder (the folder that is specified in the MDR Client
configuration in PostalWeb Connector - where files being submitted to P1 are saved to) has been
lost for whatever reason, the fix can be applied, but the file will not be able to be resubmitted (i.e.
the SAVE AND RESUBMIT button will not be enabled). The user would have to save any fixes by
clicking the SAVE ALL TO CURRENT FOLDER button and resubmit the fixed file after the connection
to the appropriate ‘DAT-MAIL-Export’ folder has been re-established.

Failed Submissions

Once a Mail.dat file is placed in the “DAT-MAIL-Export” folder it goes through a Window Book staging
process. Once it passes the staging process, the file or submission is moved to the “Exported” folder and

begins the P1 validation process.

At this point, the Submissions panel refreshes and the job is displayed. The ‘Status Message’ for the job
is “Exported from DAT-MAIL” and the ‘P1 Release Status’ is “Waiting for Receipt” (refer to File Name

“WBLB0022” in the screen image below).
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If the submission fails the P1 validation process, the file or submission is moved to the “Failed” folder (in
the example being used here, the file path for the folder would be: “\\...WB\MDRClient\TEM\Failed”).

When this occurs log and receipt events are generated (not simultaneously), at which point the
PostalWeb Desktop Dashboard Submissions panel refreshes. The job line turns pink or red in color, so
users can easily identify those jobs that have failed. In addition, the ‘Status Message’ field is updated to
include the reason for the failure”, the ‘Logged Event’ field to “Failed Client Validation”, and the ‘P1
Release Status’ field to “Error — Failed Validation” (refer to File Name “WBLB0011” in the screen image

below).
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6 For more information on the color coding that is used for the various status options of
submissions, refer to LEGEND in this Guide.
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o With the receipt of the failed log and receipt events, e-mail and/or text message notifications
would be generated/sent if the notification functions are enabled and configured for failed files. .
Refer to the “PostalWeb Connector Installation & User Guide”; specifically, the ‘Events
Notification’ section for more information. The Guide is available via the Support Portal on
Window Book’s web site at: https://windowbook.na2.teamsupport.com/login/user.

Registration and/or login is required.

To get further detail about the failure and to fix it, select the failed job and click the QuickFix button. A
screen will display showing the individual Mail.dat files that make up the failed job (i.e. CQT, MCR, PQT,
PBC, CPT, HDR, MPA, SEG, MPU, and CSM). Each Mail.dat file is represented by a thumb-nail image. The
individual files that passed validation have green check marks that appear over the file’s thumb-nail

image . No action is required for these files.

Mail.dat files that contain errors have red X's displayed over their thumb-nail image [EZ] (in the
example displayed in the image below, the “CQT” and “CSM” files contain errors). At the bottom of the
screen a table of validation logs will be displayed that provides the actual error that is occurring in the
file, along with the file’s field name/number that contains the error (in the example displayed in the
image below, one of the errors occurs in file/field ‘CQT-1008’). Use the scroll bar along the right side of
the validation log table to identify all the reported errors.

o How errors are displayed differs between Rejected and Failed submissions. For Rejected
submissions, QuickFix does not display red X’s for the file(s) that contains the error(s), and no
validation logs containing the error information are provided at the bottom of the screen (refer to
Rejected Submissions for more information).
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0 The values displayed in the Validation Field Code column are specific to fields defined in the
IDEAlliance Database Standard for Mail.dat files.

To display the QuickFix Editor to fix or correct the issue(s) causing and individual file to fail validation, do
the following:

1. Click the thumbnail image of the file containing the red ‘X’ (e.g. the ‘CQT file);

2. The QuickFix Editor displays for the selected file and the file’s line detail displays, along with the
validation log for that file.

The Validation Logs panel will display only those logs for the file that is being viewed; however,
the user can view all the log files for the entire job by clicking the View All Logs button;

Identify the field code that contains the error (in the example being used here field code 1008
contains the issue);

3. If not already checked, select (check) the box located to the left of the corresponding line(s) that
contain the issue. If all the rows contain the issue, select or check the box in the table header
row to automatically select all the rows;

4. Locate the field code containing the issue in the white editor panel located at the left by
scrolling down through the list of fields (e.g. field code 1008);
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Based on the error detailed in the Validation Log, enter the correct value in the field (i.e. field
code 1008);
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5. At this point, the user can apply the changes to the current row, apply the changes for all the
selected rows, or cancel all the changes made by clicking the appropriate button located at the
top of the editor panel. In this example, the Apply Changes for ALL Selected button is clicked;
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Next, the user would need to select another file containing errors (if one exists), by clicking on
the file’s thumb-nail image located at the right (if necessary, use the scroll bar to locate and click
the thumb-nail image of a file with a red ‘X’). In the example being used here, the CSM file also
contains errors that need to be fixed;

Perform the same steps for identifying and correcting the issues or errors as explained above,
and applying the changes;
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6. When all the files containing issues have been fixed or corrected, the user can ‘Save All to
Current Folder‘(corrected file is saved in the ‘Failed’ folder but is not resubmitted to P1) or ‘Save
and Re-submit’ the file. In the example being used here, the Save and Re-submit button is
clicked (see image above);

% QuickFixes can be performed on all jobs that have failed or been rejected; however, if the
connection with the ‘DAT-MAIL-Export’ folder (the folder that is specified in the MDR Client
configuration in PostalWeb Connector - where files being submitted to P1 are saved to) has been
lost for whatever reason, the fix can be applied, but the file will not be able to be resubmitted (i.e.
the SAVE AND RESUBMIT button will not be enabled). The user would have to save any fixes by
clicking the SAVE ALL TO CURRENT FOLDER button and resubmit the fixed file after the connection
to the appropriate ‘DAT-MAIL-Explort’ folder has been re-established.

7. A Please Wait... screen will display as the failed file is moved to a “...Failed\History” folder and a
corrected copy of the file is moved to the “DAT-MAIL-Export” folder;

|IMPORTANT REMINDER! [
| J‘% Q-)
Yo MUST updste yaur ceiginal Maddat file i DAT-RAIL to incotporate the changes that weres just made using QuickFix. ‘%)9

P
Failing to import the QuickFix file will cause issues if the job is cancelled, deleted or modified from DAT-MAIL at a later date. =,
The QuickFix Fife will only be avatlable for Import if the Job has been accepted by P1 In MallDrop Engine ’
To Impoet the QuickFix fe into DAT-MAIL use the DAT-MAIL 'Utisties’ » QuickFix Processing’ ment optian of AWAM'S Auta Impart function.
1F you have AWAM and need help satting up AWAM to autcmatically impost GsckFix files, contact Window Book Support.

o o0 0Q9PPYO

(B
= The ‘Please Wait’ screen also provides a valuable reminder to the Client about re-importing the
QuickFixed file back into DAT-MAIL so as to update the original Mail.dat. Doing this avoids issues
if/when the job is cancelled, deleted, or otherwise modified in DAT-MAIL at a later date.
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8. |If validation errors are present in the file, a screen will display identifying the errors found. Click
the Close button to close the screen and return to the Submissions panel. Depending on the
type of errors found, the resubmitted job may or may not fail again, requiring additional
attention to corrections;
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[hb b oT: €T §ie panaed complance vabdatos X
ik 1 o QT s paszed conplivice v daton .
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Ukt 1 (o NPA fle paatad corspiace waidaticn -
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9. If no further validation errors are identified after the Save and Resubmit button is clicked in
QuickFix, the Submissions panel will display. While the job is going through the staging process,
the job line in the Submissions panel will be yellow in color and the ‘Status Message’ will read
“Waiting for resubmission”. Depending on the timing of events, the user may not see this
yellow line-item. In all likelihood, the Submissions panel will be blue in color and display a
’Status Message’ of “Moved to USPS MD Client Jobs Repository” and the ‘P1 Release Status’ will
be “Waiting for Receipt”.

o For more information on the color coding that is used for the various status options of
submissions, refer to LEGEND in this Guide.

Submissions

Once the file completes the staging process without incident, the file is moved to the “Exported”
folder and the Submissions panel once again refreshes. The job line turns green in color and the
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‘Status Message’ changes to “Resubmitted”. As with the yellow line item status mentioned
above, depending on the timing of events, the user may not see this green line item status. In
all likelihood, line item will be blue in color with the ‘Status Message’ and ‘P1 Release Status’
fields being blank or empty, and the ‘Log Event’ displaying a value of “Uploaded”;

Submissions

With the necessary information corrected and assuming the submission passes validation, the
file will be moved to the “Successfully” folder. Both log and receipt events will be received, and
the Submissions panel will refresh. The ‘Status Message’ field will be blank, the ‘Logged Event’
field will report a value of “Uploaded”, and the ‘P1 Release Status’ field will report a status of
either “Postage Stmt Generated” or “Qual Report Generated” (depending on whether
statements were generated at the time of upload)..

Submissions

o The file that is moved to the “Successfully” folder is a corrected copy of the original. The original
(failed) file is saved to the “...Failed\History” folder for that MDR Client. Since only one version of
the file was successfully accepted by P1, the corrected copy is still considered an ‘Original Release’
(refer to the screen image above)..
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Importing QuickFix Files Back Into DAT-MAIL

Submissions or files that were ‘fixed’ using QuickFix and that passed validation after being re-submitted
to P1, can be imported back into DAT-MAIL as a new job, or be imported so that it will update/correct
the original file.

Within PostalWeb Connector, part of the setup process is to create/specify a directory or folder where
the ‘fixed’ files will be saved to. In the example being used here, this directory or folder was created
under the ‘\\...WB\Mail.dat’ folder and was called “QF_Files”. Files that have been corrected or ‘fixed’
using QuickFix are saved to this folder using the original file name with a “QF_" prefix attached to it (e.g.
“WBLBO0011.zip” becomes “QF_WBLB0011.zip").

) PostaWeb Connector = e |

PostalWeb Connector Service Status:

0 if PostalWeb Desktop Dashboard and PostalWeb Connector were being used in server with
workstation(s) environment, using a UNC path for the directory where the QuickFixed files are
saved would be required (as shown in the image above).
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b Installs 2 Name . Dats mocfied Type Size
b 1PS
¢ . o { QF_waLB01 443 P
- mail.¢a
o | QF WaLE02 £ 447 PM
1. archive . .
Sy i i, QF_w3LEM03 51 P
A _LogBarcodesOnly ) i QF WaLES004 153 P31
L AWAM OQveranteGenReplaceBarcodes . . 4
S N SR P 12 429P3  Compreszed (zpp
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QuickFix edited files can be imported back into DAT-MAIL one of three ways: 1) Using AWAM; 2) From
DAT-MAIL’s main screen by selecting the ‘File’ menu and then the ‘New Mail.dat Import’ menu option;
and 3) Manually, one at a time using the QuickFix Processor.
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Using methods 1, and 2 results in the QuickFix edited files being imported into DAT-MAIL as new jobs.
The new job’s file name will include a “QF_” prefix so as to be able to easily identify it as a previously

released job.
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Method 3 allows the user to import a QuickFix edited file and update the original Mail.dat file with it.
Whatever caused the original file to fail or be rejected initially will be corrected.

o For original files that are being updated, the job or file data will remain unchanged. No “QF_"
prefix will be used to signify the Mail.dat file has been updated/corrected.

If a user wishes to update the original file in DAT-MAIL with the corrected or ‘fixed’ file (method 3), they
would need to perform the following:

0 In the example being used here, QF_WBLB0016.zip is being imported back into DAT-MAIL. The
original file or submission had been rejected due to a bad eDoc Sender CRID (i.e. “9999999”) in

the SEG file. The file was ‘fixed’ using QuickFix — the eDoc Sender CRID field in the SEG file was
updated with a value of “2442173”.

1. Launch DAT-MAIL. From DAT-MAIL’s main screen, select the ‘Utilities’ menu and then select the
‘QuickFix processing  menu option;

{78 DAT-MAIL Editor with Taske [E=RECR ===
File  Reporis  PostalOn oolBax  Other Programs  Logistics DIME  Secunty Help
O = x oy, Sack & Pallet Tag Printing » @ (i ﬂ

Tag Master »

Prink Statements

QuickFix processing

e i (1

dat file:
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2. The QuickFix processor screen will display. Click the Select QuickFix File button;

& QuickFix processor [ %]
Sedact QuickFox Fis

_ K| g |

3. A Select a QuickFix file set screen will display. The screen automatically displays the contents of
the ‘QFEdits’ folder specified within PostalWeb Connector (refer to the PostalWeb Connector
screen image located at the beginning of this section above);

#¢ Select Quickro: file set
CIC) v LbwTaBAenT_1 = wh v mal,dat ~ QFEs =

v 23 | seacch qFEdts

Organize v New foldar =~ i B
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[ = E TI23{2015 12:28FM Compressed (2ppe...
| oF_wetamie 7IZ32NS 12:39FM  Comgressed (Zppe.,
T TSNS 242 M Compraseed (2ppe. .
i CF _WeLsaoie TI23{ 2015 6:46 FM Comgressed (2ppe. ..
4l | 2
File game: |QF_WBLBDE1S =] [Mailoatzi |
Qpen Cancel ]

4. Select the QuickFix file to be imported into DAT-MAIL. In the example being used here,
“QF _WBLB0016.zip” is selected. Click the Open button;

5. The Select QuickFix file set screen closes and the QuickFix processor screen updates to include
the selected QuickFix file. Click the OK button to begin the import process (clicking the Cancel
button cancels or stops the import process);

B QuickFix processor B3

[ Select Quckin i \\Lbw7x642vi_1\wb\moil. dat\QFE dR=\QF_WBLB0G16 zip

oK Cancel

6. When the import is complete, an Information dialog will display confirming the file processed
successfully. Click the OK button to resolve the dialog;

Information

! Salacted QuickFte sat “YIbm?xb4svr_Linbimal At OFESRSIQF_WBLB0016, 25" proceszed auxcessiuly,
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7. Onthe server (or computer in a single installation environment), the file is moved from the
“\\...WB\mail.dat\QFEdits’ folder to the ; ‘\\...WB\mail.dat\Processed’ folder. A copy of the
original, rejected file remains in the ‘\\...WB\MDRClient\TEM\Rejected\History’ folder;

8. In DAT-MAIL, the newly updated file now contains the correct eDoc Sender CRID in the SEG file;

fls Lot Heb
He
Job HNumber: 114201 SegmertiD:  DDO1
Genes Cont l
Move Update Date: | @
Detached Mafing Labal Indcatce [ Ho, Mot Apgicatie

Ll

| 2442173 _]

MPAID fot Penodcdl Conlaret Changs Method. |

Move Update Method: | 5 - Arciary Serice Endocsen

4

[ ok | cewa |

The update/correction of the original Mail.dat file in DAT-MAIL using the QuickFix Processor is complete!

REPORTING

—

The reporting function in PostalWeb Desktop Dashboard assists Clients in understanding how long it
takes to perform various PostalOne! submission functions, such as:

e End-to-end processing time for all functions (i.e. Start, End, and Duration);
e Validation Time (i.e. Start, End, and Duration);
e Upload Time (i.e. Start, End, and Duration); and

e Attempt Time (i.e. Start, End, and Duration).
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The report itself provides data that can provide insight as to why it takes as long as it does to process
jobs. Process times can be related to validation, the actual upload, and/or the processing itself.
Variables that can impact these are: job type (regular or MLOCR), number of pieces, number of trays
and pallets, size of the PQT and CQT files, and/or the time of day the processing was attempted.

Once a report is generated, the resulting data can be exported to Microsoft Excel, allowing Clients to use
formulas to calculate such things as average duration. By determining a baseline and comparing it
against certain times of the day (upload may slow during certain times), Clients will be able to develop
an accurate set of expectations around PostalOne! processing times; an advantage for those Clients who
submit a large number of jobs.

0 For navigation and/or on-screen data manipulation information and instructions, refer to the
Component Identification section in this manual, specifically the Report Button section.

To generate a report based on existing job submissions, do the following:

1. From PostalWeb Desktop Dashboard’s main or home screen, click the Report button;

2. The Report screen will display. Select the MDR Client configuration to display the corresponding
jobs for (i.e. PROD, TEM, PREPROD, or CAT);

3. Select the job(s) to generate report data for and click the Create Report button;

4. The resulting report data will display, after which the corresponding graphical representation
will build and also display;
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5. To export the displayed report data from PostalWeb Desktop Dashboard, click the Export button
and select the preferred file type for the data to be exported as (i.e. Excel, Word, or CSV);

6. Specify the file save-to location and enter a file name. Click the Save button (or click the Cancel
button to quit the export process);

7. After the export is complete, click the back-arrow & located in the top, left corner of the page
to return to PostalWeb Desktop Dashboard’s main or home menu, or click the Return button to
display the main Reports screen.
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APPENDIX 1

SUBMISSIONS PANEL FIELDS

Submissions

Status Message V‘loggcdivemv P1 Release Status. V | Original Release Y | Validation Statu: V| V(W' Paid|
2 ®

The following fields are available in columnar format on the Submissions panel in PostalWeb Desktop
Dashboard (not listed in any specific order):

Submissions Panel Fields

e PSID (postage statement ID) e Stmt Gen Status
e JoblID e Accepted Status
e JobNo e Deleted Status

e Job Name e Finalized Status
e Mail.dat Version e Rejected Status
e File Name e DBInsert Status
e Status Date e Canceled Status

e PS Mailing Date (Postage Statement Mailing

e Status Time Date)

e  Full-Service Indicator (possible values are: F =
e Status Message Full Service; M = Mixed Full Service; and
blank = no full service)

e logged Event e Job Status

e Original Release e Resubmission Attempt
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Submissions Panel Fields

e Special Type (denotes whether a statement
has been Cancelled or a job Deleted —
submissions that contain either of these e PBCCount
values will not be moved to pre-staging due
to their status))

e SenttoPW e PDR Count

e ClaSysID e (CQT Count

e Mail Owner Name e PQT Count

e P1 Release Status e Historical Hdr Sequence Number
e % pieces paid for e e-Doc Sender CRID

e {# pieces paid for e Workflow Status

e Paid e Warning Message

e Validation Status

Not all columns or fields can be displayed in a single view on the screen; therefore, users will have to
scroll right or left to view columns, if all are displayed.

Depending on a Client’s needs, columns can be manipulated in a variety of ways to make viewing data
easier. Columns can be hidden, moved, resized, and grouped. Refer to Submissions Panel in this
document for more information.
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