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HOW TO USE THIS BOOK

» This book describes both Envelope Manager and its more advanced sister product, AlphaMailer.
They share many functions and features. Except where noted, “the program” refers to either
Envelope Manager or AlphaMailer.

» The first several pages discuss installing and setting up the program.

* The second section of this book walks you through a typical discount mailing, using pictures and
step-by-step instructions.

* The appendices at the end of the book discuss high speed printing, LAN operation and Periodicals
presorts. These subjects apply only to some customers.

Menu Commands in this Book

Words in Courier font (example: Fi | e| Pri nt Set up) represent menu commands. The menu
commands are the row of words near the top of the screen. If the instructions read Fi | e| Pri nt

Set up, click “File’” on the menu bar, then select “Print Setup” from the list of commands that drops
down.

Ed\l Becord |ndex Fiters DOptions Reports Tool: Window Help

o o mfoled wla s []n]
Menus Close [_ O[]
Find

- Databage Information ——
Impart Addresses

Export 3 -

Lxpor 51 996-9721 PR
One of the Biirt » ) 869-6526 97 records (unfiltered)
commands__ | ey ] 245-3480 No records tagged
inthe File Frint Seroen F] 564-2823 ¥
rmenu - ) 978-4455 J Mo filters set

Summary D atabase Info ) 347-4358

DataBase Operations L4 f) 3336000

Dl p B) 265-6432

Manifesting Log % gig?g;? hd

Certified Mail Log »

PS3600 Form Preferences — Telephones
Special USPS Lookups

3

09-9600 (A) Primary: (216) 996-9721
Preferences o 5

05/06/98 Second:
1 CADIANTRANMCUSTOMRS\RYERSOMATrap0505. dbf A FAX: [216] 996-9948
2 CADIANTRANSCUSTOMRSRYE RS OMN \Customer. dbf °
3 W \3O0E02445Faod dbf “gml ? Help I
4 WA30050244 ) spspbe. dbf

5 W:A3005024'Flats. dbf

Exit |

Menu Commands



Installation

Before installation, please note the serial number printed on the license envelope or inside CD cover.
You will need this during the installation process.

Exit all applications (except Windows itself) before installing. If this is an upgrade, be sure to exit
DAZzle, Envelope Manager or AlphaMailer.

Note that the current version of this software is a 32-bit application. It will not work in Windows 3.1x.
You must have Windows 95 or later to run this program.
1. Insert the Envelope Manager Software CD-ROM into your CD drive.
2. Click the Start button in the bottom left corner of your screen, and then select Run.
3. Type the letter for your CD drive, followed by a colon, a backslash and the file name
“SETUP.EXE” in the Open box.
Example: D\SETUP.EXE
4. Click OK.

The program will guide you through the remainder of the installation process. Simply follow the
instructions on your screen.

Deskt op Shortcuts

If you want to place a shortcut on your desktop, point it to the WINEM32.EXE file.

If you are upgrading from the 16-bit version and you have a shortcut on your desktop already, right-click

on it and choose Properties. Click on the Shortcut tab. Change the Target from WINEM.EXE or
GOWINEM.EXE to the new version file name, WINEM32.EXE. Example: C:AWINEM\WINEM32.EXE



Running the Program

Go to the Start button in the bottom left corner of your screen, click on Pr ogr ans, and choose
Envel ope Manager . Click on Envel ope Manager or Al phaMil er.

Note your version number in the top left corner.
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SETTING UP THE PROGRAM

Address Verification

The Address Verification preferences tell the program what method to use for the ZIP+4 lookup and
CASS certification. Go to the Fi | e menu, choose Pr ef er ences, then click on the Address
Verification tab.
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Update Options

» If the addresses in your database currently are in all-capital letters, choose Standardize Address.

» If the addresses currently are in mixed-case letters, choose Standardize & Decapitalize.

» If you don’t want the addresses corrected to the U.S. Postal Service’s preferred abbreviations and
format, choose Add Only ZIP+4 to Address.

After you choose an Update Option, choose and set up one of the Methods
discussed below.

Fastest Methods: If you have the USPS AMS CD-ROM (the U.S. Postal Service’s national address
database on CD-ROM), use it. If not, use HTTP Dial-A-ZIP to take advantage of the speed of Turbo
Dial-A-ZIP.

HTTP Dial-A-ZIP

The HTTP method checks ZIP Codes over the Internet. In regular mode, this method is slower than the
TCP/IP method but more tolerant of bad connections. In Turbo mode, it’s faster yet still tolerant of bad
connections. If you have a firewall or proxy server, you must choose HTTP Dial-A-ZIP.

1. Choose the HTTP Dial-A-ZIP option.



2. Leave the TCP/IP Address box set to www.envmgr.com (If you are on the Postal Routed
Network, use 56.192.93.10 instead).

3. If you have a proxy server, enter that address.
4. Click OK to exit Preferences.

5. When you are ready to check ZIP Codes or download a zone chart, log into your Internet Service
Provider. (This step is not necessary on all Windows configurations, but it is a good idea for your
first try.)

TCP/IP Dial-A-ZIP
The TCP/IP method also uses your Internet connection to access our Internet ZIP-Station. Try TCP/IP if
HTTP doesn’t work for you.

1. Choose the TCP/IP Dial-A-ZIP option. A Port box will appear with the number 356.

2. Leave the TCP/IP Address box set to www.envmgr.com (If you are on the Postal Routed
Network, use 56.192.93.10 instead).

3. Click OK to exit Preferences.

4. When you are ready to check ZIP Codes or download a zone chart, log into your Internet Service
Provider. (This step is not necessary on all Windows configurations, but it’s a good idea for your
first try.)

USPS AMS CD-ROM

Select this option if you have the USPS AMS CD-ROM (the U.S. Postal Service’s national address
database on a CD). The CD-ROMs are updated every two months and can be purchased through
Envelope Manager Software.

1. Click on the AMS CD-ROM option.

2. Click on the Install CD button that appears.

3. A new window appears. Identify the letter of your CD-ROM drive.

4. ldentify the letter of the Target Hard Drive that you wish to use. Commonly, this will be “C.”

5. Do not check the Copy Main Address File to Hard Drive option unless you have over 400 MB
free on your hard drive and you don’t mind copying files for quite a while.

6. Insert the CD and then click OK.

7. During this installation process, your screen will go black for 15-30 seconds. If the black box
does not disappear, hit the space bar and click on the “X” button in the upper right corner when
prompted. Once the installation is complete, the DONE button in the upper right of the
installation window will be activated. Click DONE to return to the Preferences dialog box.



8. To ensure that the installation was successful, click on the Test AMS button. If the test screen
shows lots of green checks and tells you how many days remain before your CD expires, your
installation is complete.

[ AMS CD-ROM Test Diagnostics
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CAWINDOWSAZACONFIG DAT accessed!
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CAUSPSSATYLACTYS TATE.NDX : 1241598 B02524 hutes
CAUSPSARTYLAZIPSFLE.DAT : 12415798 1921124 bytes
CAUSPSSATYLAZIPEFLE. ND : 12/15/30 305654 bytes Sereen Print EI

AR R LRG0 0 0 Y

343011041 OK! AMS expires in 33 days. AMS date is 12/15/1938

Sample Completed Test AMS Screen

9. Whenever you want to check ZIP Codes, make sure the USPS AMS CD-ROM is in your CD
drive (unless you chose the Copy Main Address File to Hard Drive option in Step 5).

10. When you receive a new CD, repeat Steps 1-7.

Dial-A-ZIP (modem)

Using your modem, you have access to any of over 60 ZIP-Stations around the country. If you choose
this option, use the Modem Setup tab to select one from the list of ZIP-Stations and to identify your
modem speed and COM port. Consult the on-line Help for more information.

Most ZIP-Stations limit address verification to 100 addresses per call, so you may have to reconnect
often. This method is slower than the TCP/IP, HTTP or USPS AMS CD-ROM methods.



Download Zone Chart

Click OK on your Address Preferences if you haven’t done so already. Then go back to
Fi | e| Pref er ences and click the Your ZIP and Zone Chart tab.
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Your Zip and Zone Chart

1. InYour Local ZIP, enter your 5-digit ZIP Code. The program will use this when downloading the
Zone chart (used in postage calculations), and to determine your SCF when performing presorts.

2. Click on the Zone Chart button. This will download your zone chart using the connection method
specified on the Address Verification tab.

v" If you use the USPS AMS CD-ROM, you will be asked what method to use to download a
zone chart. Click on Local Hard Drive.

3. When the program finishes downloading your zone chart, click OK.



HOW TO DO A DISCOUNT MAILING

STEP I: IMPORTING AN EXISTING LIST OF ADDRESSES

A. Select Newfrom the Fi | e menu to create a new database. Type a name for this new
database and click OK. (All databases have a .dbf extension.) Type a description when prompted
and click OK again.

NOTE: If you are using AlphaMailer and intend to do Periodicals, use the Extended format for your new
database. The Extended format is also good for cases where you have ““extra” information like customer
numbers, spouse’s names, birthdays, email addresses, etc.

B. Gotothe Fi | e menuand choose | nport Addresses.
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Importing a Comma-Delimited File

1. Choose the file type you’re importing from the choices in the upper left. (We’re importing a
comma-delimited file in our example, please refer to the on-line Help for information on the
other file types.)

2. Type the specific file name in the box at the top of the screen or click on the yellow folder button
to browse to it.

3. Click the View button if you do not see the contents of your file in the lower right. (If you are
importing an Envelope Manager or word processing-type file, you will automatically skip to Step
6.)

4. Specify how the fields in the file you want to import correspond to the data the program uses. We
call this “mapping.”

a) The Preview File box in the lower right displays the fields in the file you’re importing. The
Import Data box in the lower left lists all the possible Envelope Manager or AlphaMailer



fields. Take the field number from the Preview File and type it in the bright green column on
the left that matches the kind of data it holds.

b) In the example above,

i) Field #1 holds the person’s last name, “Hewitt.” Enter “1” in the Last Name section of
the bright green column.

ii) Field #2 holds the first name, “Diane,” so enter “2” in the First Name section of the
bright green column.

iii) Leave the Address Line 1 section of the bright green column set to zero. That way the
program can combine the first and last names and place them in the first line of the
address.

iv) Field #3 has the company name. Enter “3” in the Address Line 2 section of the bright
green column.

v) Field #4 holds the street address. Enter “4” for Address Line 3.

vi) This particular file has the city, state and ZIP Code separated into fields #5-7. Enter “5”
for the City, “6” for the State and “7” for the ZIP Code (ZIP+4) sections of the bright
green column.

v" The fields you’re importing can go into more than one database field. In this example,
the person’s surname in field #1 is mapped to both the Search Name and Last Name
fields.

v The Search Name does not appear on your envelopes or labels. Instead, it sorts your
addresses on screen. This file will display in alphabetical order because the Search Name
contains surnames.

v If you have “extra” information associated with your addresses, be sure to map it. Any
variable information that you want to print on your mailpiece, insert in a form letter or
export to another program later must be mapped. Extended format databases are
especially useful for this purpose. On a standard format database, use the Comment field
to hold information that is not part of the address.

5. The Preview Address shown on the right of the screen now displays how the addresses in your
file have been mapped. Review the Preview Address to confirm that your mappings are correct.
Click on the Next button several times and watch the Preview Address box to see how other
addresses in your file look.

v The Preview Address box is narrower than the actual address fields, so long lines wrap
around. A long address that looks wrong might be fine—click on the Next button to check
other addresses.

v" The Comment field, Search Name field and other fields that are not part of the address will
not appear in the Preview Address box.

6. Click OK to start importing. Once the importing and reindexing are complete, click OK again.



Another Example:

Allowing you to “map” your file’s fields makes the program more flexible. The previous example used a
file where the first name, last name, city, state and ZIP Code were each in separate fields. In the
following example, each field contains an entire address line. The fields are mapped to Address Lines 1
through 4.
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Importing a Different Comma-Delimited File
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STEP Il: CASS CERTIFICATION

The USPS requires CASS certification for Automation mailings. To CASS-certify an address, the
program must check it against the U.S. Postal Service’s address database, verify that the address does
exist and then retrieve its complete 9-digit ZIP Code for the barcode.

If you plan to do a Nonautomation mailing, you do not necessarily need to CASS-certify your addresses,
but it does improve the quality of your addresses.

A. Follow these preliminary steps to increase the speed of the ZIP+4 verification.

1.

2.

Put the database in ZIP Code order by going to the | ndex menu and choosing ZI P4.

Go to the W ndowmenu. If multiple databases are listed at the bottom, double-click on one
you’re not actively using and then click Close. Repeat until only the database you want to certify
iS open.

B. Highlight the first address you want to check. Then do a batch Dial-A-ZIP by choosing Bat ch
ZI P4 Lookup from the Opt i ons or Tool s menu.

3.

m Bateh ZIP 4+ Address Validation | % |
S

Musmibes of spcords o peocoes:  [|1510

o | (M| 7w

Batch ZIP+4 Lookup

The “Starting Record” field will automatically contain the ZIP Code of the currently highlighted
record (usually the first record).

v'If this field is blank, the first address record has no ZIP Code (i.e., nothing in the field you
indexed by in Step A). That won’t affect your ability to perform the ZIP lookup.

Enter the number of records you would like to process; typically, this number should be higher
than the number of records in the database.

Click OK.

The program will rapidly gather the addresses to submit them for ZIP+4 verification, then check
them using the address verification method you specified in Preferences. If you are using the Dial-A-
ZIP (modem) method, you will probably have to reconnect every 100 addresses.

4.

If you are using the HTTP method, choose Turbo Dial-A-ZIP for faster performance.

11



[4 HTTP Dial-A-ZIP Options

HTTF Dial-&-ZIP now has bwo submizzion optionz. The
clazzic method ig bo submit a zingle addrezs at a time,
repeating the process until we have submitted all of the
zelected addresses. A new faster approach allows wz to
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Bl

" Clazzic Dial-4-Z1P®

* Turbo

L S

Humber zubmitted per group:  |500

[~ Use 55L encryphion? Target: 38.168.1715.10

Turbo Dial-A-ZIP

5. Each address will be checked; statistics for the list will be shown on the right with a status bar
showing the percent completed. When it reaches 100%, click OK.

v"If you are using Turbo Dial-A-ZIP, don’t be alarmed if the program “looks like nothing’s
happening” when the screen displays “Request sent, awaiting reply.” It’s waiting for the ZIP
Station to send back results. The more addresses submitted per group, the longer the wait for
the screen to change. It’s not slower, it just gives less on-screen feedback.

v Addresses that get a Precise Match or a Default Match will be CASS-certified for six
months. Note that Enhanced Carrier Route rate mailings require CASS certification every
three months.

6. With all address verification methods except the USPS AMS CD, you will see another window
with options like “Yes,” “No” and “Change All.” You must choose “Change All” for the
program to update the qualifying addresses with the ZIP+4 information.

[4 Review Dial-A-ZIP® Responses

— Address az Submitted "
Envelope Manager Software B
247 High St
Palo Alta, Ca 34301-1041 ®

Mo
B Change
i 2l

— Result
& precize match was found) xCancel
ZIP+4: 943011041 DF: 47 6 CRT: CO01 ? Help

Click on the Change All Button

7. Repeat until your batch lookup reaches the end of the database.



C. Optional: You can check those addresses that are not CASS-certified to see if they can be fixed.
Often the problem is a misspelling or insufficient information. Go to the Fi | t er s menu and choose
Clear Al Filters,thengobackandchoose Set Filters.

1. Under Filter Criteria, highlight “Not CASS-Certified.” Check the Not CASS-Certified box that
will appear on the lower right.

2. Click OK. Only the addresses that are not CASS-certified will show.

3. To make corrections to an address, double-click on the record. This will take you to the Edit
Address screen where you can correct the address.

Addresses that were not CASS-certified will be left out of Automation discount mailings (but can be

included in Nonautomation mailings). If you are sending Standard Mail, you can include these not
CASS-certified addresses in “residual” Nonautomation mailings.

D. If you’ve corrected or changed any addresses, you must run another ZIP+4 check. Go to the
Opti ons or Tool s menu and choose Bat ch ZI P4 Lookup.

You’re repeating Step B, but this time only the addresses in the filter will be submitted; in this case,
those addresses that are not CASS-certified.

E. GototheFilters menuandchooseClear Al Filters.
Note: After step E if you decide to purge duplicates please do so how

F. Go to the Repor t s menu and choose PS3553 CASS Report.

The PS3553 CASS report is one of the reports that needs to be presented to the U.S. Postal Service
when you submit the mailing. It tallies the number of pieces in the mailing and their ZIP+4 status.

1. Type your name under “List processor’s name.”

2. Use the tab key or your mouse to move to the “Mailer’s Name and Address” field. Type the
organization’s name and address.

3. If you have a scanned image of your signature, input the file name under “Optional signature
image.”

4. This information will remain until changes are made. Click OK.
The program can automatically impose a “100% CASS-Certified” filter on the database. Say
“Yes” to that option if you are doing an Automation mailing (which is typical in this program).

Only those addresses that were successfully ZIP+4 verified can qualify for the U.S. Postal
Service’s Automation mailing discount rates.
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OPTIONAL STEP: PURGE DUPLICATES

The Purge Duplicates feature helps you avoid sending multiple copies of your mail to the same
household or office. It works by comparing the 9-digit ZIP Code and the delivery point of your addresses,
so you must always CASS-certify your addresses before using this feature.

14

1. From the Tool s menu, choose Pur ge Dupl i cat es.

|7 Purge Duplicates E

This operation will search the databaze for potential duplicate
addresses. ‘t'ou should ZIP+4 validate pour databaze first, as
it will rmake thiz process more precize. Please refer to the
anvline help for more details

? Help

Start at ZIPCode: IEI1 a64-2715

= Detect identical ZIP+4's

™ Detect identical ZIP+4+2' [zame building)

& Detect identical ZIP+4+2'z and zame last name

[~ Sound beep when match found?

Purge Duplicates function — initial questions

2. The purge function automatically starts with the lowest ZIP Code in your database. Decide what
kind of duplicates you want to eliminate, pick an option and click OK.

3.

a)

b)

The Detect Identical ZIP+4’s option will often find lots of false “duplicates” that are actually
just neighbors. Don’t use the automatic purge mode on this search.

Choose Detect Identical ZIP+4+2’s if you want to eliminate multiple contacts inside the
same company. This search finds people who work or live in the same house, suite or
apartment.

Choose Detect Identical ZIP+4+2’s and Same Last Name to find people with the same last
name who work or live in the same house, suite or apartment. This option will find the
fewest matches, so it’s less likely to delete addresses you want to keep.

Whenever the program finds a match, it will give you several choices:

a)

b)

If you want to see the next potential duplicates, you can delete either address, delete both
addresses or click Ignore to keep both.

If you click the Chng All button, the program will go into automatic purge mode. It will
continue your search. When it finds a match, it will automatically delete the older of the two
records without asking you. It will tell you how many records it purged.



[4 Duplicate Address Detection

= =

Purge Duplicates in progress, using Detect Identical ZIP+4+2’s and Same Last Name option
4. When the operation is complete, click OK.

5. To see which addresses were deleted, select Li st Del et ed Recor ds from the Reports
menu.

15



STEP lll: SELECT A MAILING TYPE

Before you begin a presort, think about the characteristics of the mailing you are doing.

This section is merely an overview; check the on-line Help or your post office for more details.

A

16

What size is your mailpiece?

1. Letters must be rectangular, weighing roughly 3.3 ounces or less. Maximum size is 6 1/8 inches
high, 11 1/2 inches long and 1/4 inch thick. Examples: standard envelopes, flyers.

2. Flats are generally bigger than letters. Maximum weight ranges from 11 ounces to 16 ounces,
depending on mail class. Maximum size is 12 inches high, 15 inches long, 3/4 inches thick.
Examples: catalogs, 9 x 12 envelopes.

3. If you are doing First-Class Mail, postcards qualify for a special rate. Size ranges from 3 1/2
inches by 5 inches to 4 1/4 inches by 6 inches. In other classes, however, postcards count as
letters.

4. This program does not do bulk rates for parcels.
Do you want Automation or Nonautomation?

1. Automation is generally cheaper and easier than Nonautomation, but your mailpiece must meet
certain requirements to ensure that it can go through postal machinery. For example: flyers must
be tabbed, not stapled. Automation also requires your addresses to be 100% CASS-certified and
your mailpieces to be barcoded.

2. Use Nonautomation if your mailpiece is not automation-compatible or if a large number of
your addresses are not CASS-certified.

3. If you are sending Standard Mail, you can do both. Do a Standard Automation mailing for all
your CASS-certified addresses, and then put your not-certified addresses into a “residual”
Nonautomation mailing. Copy the Nonautomation numbers from that 3602 form onto the
Automation mailing’s 3602 form, and submit the mailings together.

What class should you use? Check with your post office to make sure your mailing permit covers the
class you choose.

1. Use First-Class Mail if you are mailing bills or other material intended for a specific person.

a) First-Class Mail is more expensive for letters and flats, but it is the cheapest option for
postcards (unless you qualify for an SCF or DDU discount under Standard Mail).

b) If you choose First-Class Mail, you will have to meet the Move Update Requirement. Check
the on-line Help for information about FASTforward® move updating.

c) First-Class Mail charges by the ounce, so other classes are significantly cheaper for pieces
heavier than one ounce.



d) First-Class Mail has a 500 piece minimum.

e) First-Class Mail does not offer a Non-Profit rate.

Standard Mail is generally cheaper but slower than First-Class Mail. This software does
Standard Mail (A), which used to be called Third-Class Mail. It is what most people mean when
they say “bulk mail.”

a) Standard Mail charges the same rate for pieces weighing between one and three ounces.

b) Standard Mail has more discount options than First-Class Mail.

c) Standard Mail requires a minimum of 200 pieces per single mailing.

d) Standard Mail offers Non-Profit rates.

Periodicals, formerly called Second-Class Mail, is a special class of mail for magazines,
newspapers and other publications issued at least four times a year.

a) AlphaMailer can do Periodicals presorts, but Envelope Manager cannot.
b) Periodicals have a much more complicated presort procedure. See Appendix C.

c) Mailers must apply for Periodicals mailing eligibility and must pay a higher fee for the
permit.

d) Periodicals class applies to both letters and flats. It offers several rate categories, including
the Non-Profit rate.

D. Where is your mail going?

1.

2.

3.

If your mailing is going to mostly local addresses, check into DDU or SCF rates (Standard Mail
and Periodicals only).

If your mailing is concentrated in certain neighborhoods, you may qualify for Enhanced
Carrier Route rates.

a) Enhanced Carrier Route Automation (ECRA or “AUTOCR?”) is the cheapest and easiest.

b) Use Enhanced Carrier Route Line of Travel (LOT or “ECRLOT?”) rates if your mailing is
Nonautomation or if your destination ZIP Codes don’t accept ECRA rates.

This program does not do discount mailings to international addresses, including Canada and
Mexico. International addresses must be printed separately.
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STEP IV: PRESORT

A. Choose the applicable presort type from the Repor t s menu in the main address database screen.
(See the previous section for advice on selecting a mailing type.) The window that appears varies

18

depending on the presort type.

Aut omation Letters Presort w th ECRAapplies to both letters and postcards. It is

this program’s most commonly used presort.

Flats Presort — Auto & Nonaut o appliesto mailpieces that are flat in shape but

bigger than letters.

ECR Automation Letters with Line of Travel gives Enhanced Carrier Route

discount rates on letters and postcards.
Nonaut omat i on Let t er s applies to letters and postcards.

Peri odical s — Letters/Fl ats isavailable in AlphaMailer but not Envelope Manager.

See Appendix C.

[ Standard Class Automation Letters

Standard Clazs mailings of leaszt 200 letters are eligible for
dizcounted rates if delivery point barcoded. Mail not bearing
a DPBEC barcode must be submitted zeparately. Yau may
optionally specify that we scan for qualiving ECR
Automation pieces.

Piece wit 0500 |&  o0z(0.031 bs)

il
I
@

o

— Tray Parameters

Ty inmum (21 [75___ ]
Tray Maxirurm [27: g

3
Your SCF: 943 SCF SAN FRAMCISCO, CA = | E‘E Save
TENT — B8 0o ]
M UseECR? Gualifying ZIP5's |
(8] " Letters
) Eards

DDU ZIPS's

B

For Standard Mail, you may choose to take SCF and/for
DOU discounts. Check the box below if you will be
presenting your mail at the SCF. Far DDLU discounts,
place the ZIPS's you will service in the liztbox to the right.

¥ Use SCF Discount [Deliver to SCFI?

Most Presort Analysis Screens are similar to this Automation Letters one.




1. Once you select a report, you’ll see the Presort Analysis Screen.

a)
b)

9)

h)

)

Input the single piece weight in ounces.

Identify the Entry SCF (Sectional Center Facility) with the first three digits of your ZIP
Code. Even if you are not taking the mailing to the SCF, the program needs this information
to sort your pieces.

Unless you have been assigned your own Mailer ID (very few people have), leave that box
blank.

For Automation letters/cards, check the “Use ECR Automation” box. If your mailing
qualifies, this is the easiest carrier route discount.

Select Standard Mail or First-Class Mail.

i) If you are doing an ECR Automation Letters with Line of Travel presort, Standard Mail
is your only option.

ii) If you are doing First-Class Mail, indicate whether you are mailing letters or postcards.

iii) If you are doing First-Class Mail, check the on-line Help for information about
FASTforward® move updating.

If you are doing flats, select Automation or Nonautomation.

Standard Mail has a “Use SCF Discount?” box. If you will submit the mailing at the SCF,
check this box.

Calculate the minimums and maximums.

i) For letters and postcards, stack a few, measure the height of the stack and use the
“Calc” button to determine your tray minimum and maximum.

ii) For Standard Mail flats, the minimum will automatically be either 125 pieces or 15
pounds. Set the maximum to the number of pieces that will fit in the sack, making sure
the total weight is less than 70 pounds.

iii) For First-Class Mail flats, set the minimum to the number that will fit in a single stack
up to the handholds of the tray. The maximum should be no more than can be contained
in the tray with the cover secured in place with two straps. The total weight of a tray may
not exceed 70 pounds.

If “Use ECR Automation” has been selected, or if you are doing a Line of Travel presort,
enter the ZIP Code(s) of the Post Office(s) where you will take the mailing in the “DDU
ZIP5s” box on the lower right.

Click OK.

2. The program now determines which presort category each piece in the mailing list will fit into.
Click OK when prompted.

3. If you are doing a carrier route mailing, you may see some additional screens. Simply follow
their instructions.
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a)

If you are doing an Enhanced Carrier Route Line of Travel presort, you may be asked to

download files that describe mail carriers’ routes.

i) Do not click Skip. If you do not download these files, your Line of Travel mailing will be
invalid because your mailpieces will not be sorted in the exact order the mail carrier
follows.

i)

If you use the CD for CASS certification, you can download Line of Travel files either

over the Internet (faster) or via a direct modem call.

4. The Postage Summary screen shows the lowest possible postage rate for each piece as well as
how many pieces qualify for each rate.

|7 Standard Mail Automation Letters Postage Summary 3.006.038
. Piece Total Postage  [Postage
Category of Mail Rate Count Postage Affived e
ECR-futo $0.148 a0 $0.0000 $0.0000 $0.0000
5 Digit Auto $0.155 ] $0.0000 $0.0000 $0.0000
3 Digit Auto $0.175 1] $0.0000 $0.0000 $0.0000
—_— B asic Auto $0.183 209 $38.2470 $38.2470 $0.0000
@l Sereen Print SCF Enty | Rate | count || Total | Affived | Due
ECR-&uto 0128 487 $62.3360 $62.3360 $0.0000
— Rate Class 5 Digit Auto $0.137 1294 $177.2780  $177.2780 $0.0000
& Slandard 3 Digit Auta $0.157 1296 $203.4720) $203.4720 $0.0000
" . B asic Auto $0.165 1] $0.0000 $0.0000 $0.0000
" Mon-Profit
~ Postage | DOU Qualifing | Rate [ Court [ Totsl [ Affired | Due ||
O Bt it ECH-Auto 30123 92 $11.32 $11.32 $0.00 |
» Idelerfplecancal\ed ‘wieight: 0.50 oz Totals: 3378 ¢ 4926430 § 4926430  § 0.0000
— Affixed Postage — Printing Options
& Conect Rates ¥ Pave Presort Analysi -
" Lowest Rate i
¥ P523600 Forms

Postage Summary

a) If you’re doing a Standard Mail presort, you’ll have a Rate Class box. Choose “Standard” or

“Non-Profit.”

b) For Postage, choose “Permit Imprint” if you print permit indicia on your envelopes. If you

are metering your mail or using pre-canceled stamps, choose “Meter/Precanceled.”

c) Choose an option in the Affixed Postage box.

i) Select “Correct Rates” if you are doing a permit mailing.

ii) If you’re using pre-canceled stamps or metered mailpieces, choose the “Lowest Rate”
option, then specify the rate that has been pre-applied to the mailpieces. The program
calculates the amount of postage printed on the mailpieces as well as the postage that is
still due.

d) Make sure that all three reports under Printing Options are checked. You must submit each of

these reports (plus the PS3553 CASS Report you printed earlier) with your mailing.

Click OK.

f) A standard Windows print dialog box will appear. If it lists the correct printer, click OK.

Another one will pop up, click OK again.

5. PS3600 Series Form Information



6.

b)

Tray or Sack Assignments: The program now does the traying or sacking preparation for the

Click on the Mailing Specifics tab.

i) Select the proper Method of Postage Payment.
i) Choose “First” or “Standard” under Mail Class.
iii) Confirm that the weight shown is correct.

iv) If you have a scanned image of your signature, enter the file name.

Permit Information tab: Enter the permit number and city/state information. Leave the
Federal Agency Cost Code blank unless you represent a federal agency.
m Y |m
N @ e | G
Mail Clazs ] stage Payment ? hichp
€ First v BT 5
& Standard " Metered/Precancelled Stamp
' Mon-Profit Permit
" Nor-Prafit Metered/Stamp
Weight, 0z [050 5 0.03121bs W Brint Tatals?
Signature: W W %
FEorm D ate: IW
PS3600 Series Form Information
Permit Holder tab: Enter the name and address information of the permit holder; be sure to
include the phone number at the bottom.
Prepared For tab: If this information is different from the permit holder, enter it here.
Mailing Agent tab: If this information is different from the permit holder, enter it here.
Click OK.
In the Windows print dialog box, click OK again.

mailing, determining precisely which pieces go in which tray or sack. When complete, click OK.

7. Print Tray or Sack Labels
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|7 Print Mailing Container Labels [Tray or Sack]

— Label Dimensions
Tray labels must be printed on 708 paper. Tray

labels must have a height between 1.86" and ; _ [=]
215", and & width between 3 250" and 3 515" Herizontal Page Difset: E
ou can print 5 or 10 per 8152 « 11" sheet. We
cade the labels with a 2 of 5 barcode. Wertical Page Offset:
Label Wwidth: E
— Label Format
ight: 2.00 B
1 Column € Continuous Form Label Height - £l
% 2Columms 11 Inch Length Column Spacing; 375 E
I I
¢ Trap Labels Bow Spacing: I

" Sack Labels

— Third Label Line

Specify what pou want to appear on the lazt line. 1t Job 1D [Opt): OPTIONAL INFO

can be your mailer name, or the entry Post Office
[e.g. 943 PALD

|LIMﬁ3« 0H 458

[
=
Alv]

||£| Pritat ||x Eancell |? Help I

Print Tray or Sack Labels

a) If you have done multiple types of presorts for this database, you’ll be asked which presort to
print tray labels for.

b) Choose the label format you want to use. The “Sacks Labels” option is for Standard Class or
Periodicals flats; everything else in the program uses trays.

c) Under “Third Label Line,” input the 3-digit ZIP and the city/state from which you are
mailing.

d) Optional: Type something in “Job ID” to identify your mailing.
e) Click Print.
Tray Order or Sacking Operations

a) If you have done multiple types of presorts for this database, you’ll be asked which presort to
use. Choose the most current one.



Database chwinembcustorner. dbf was last
prezorted at the date and time below:

8/13/1998 & 5:20 PM

" Erelope or label printing
€ Mema printing
€ L etter printing

' Export to database in lray order

Starting Traw:
Ending Traw:
Eiler [ray0813.dbf | El

l! 0k l |x Cancell |? Help I

Tray Order Operations

b) Select “Export to database in tray order” (or “sack order”).

v This creates a new database that contains all the addresses in this mailing, in the order
they are supposed to go into the trays or sacks. It is an exact record of what you want to
print, so you can restart printing at any point. You can delete this database later.

c) The default Starting/Ending tray or sack numbers are the first and last. Keep these selections.

d) Enter a new, unique file name in the “File” field. Click the yellow folder button to select the
directory where the file will be saved.

v To avoid confusion, use the name to identify this as a database in tray order. (Example:
Add a “t” to the end of the database name or type “tray” and that day’s date.)

e) Click OK.

Optional Endorsement Line screen: An Optional Endorsement Line (OEL) puts asterisks and
important information on the top line of the address block and is required for Enhanced Carrier
Route mailings. If you intend to print address labels, be sure to use a font small enough to
accommodate an extra address line.
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a)

b)

d)

[4+ Optional Endorsement Line

Optionally, you may ingert Endorsement Line information in your address. Choose from the various types below:

I= | Tirapand piece numben o fopmostiine
¥ Tray and piece number at end of first address line?
= & Dt 3 igit, A0E e mized S0E endarsement on each new FLATS packanes

¥ &pply Carrier Route Endarsement [&utomation or LOT] on carier route pieces?

— Standard Address Example Auto Carrier Route Example LOT Carier Route Example ——
Mz Tish Hinojoza TOOT/PO0T | | == AUTOCH =BOO4 | | s ECRLOT =B004
Box 3304 Ms. Tizh Hinojoza T0OO01/P001 s, Tish Hinojosa  TOO1/P0O01
Austin, T 78764-3304 Blox 3304 Blox 3304
Austin, T 78764-3304 Austin, Te 78764-3304

“'ou may also, as an option, have a tray separatar
record ingerted at the beginning of each new trap.

Iy DKI |annceI| |? HeIpI

Optional Endorsement Line

If you are mailing flats or Nonautomation, check the “5Digit, 3Digit, ADC or Mixed ADC

endorsement on each new FLATS package” option.

i) This feature will mark the first piece of every package with asterisks, the package type
and its destination.

iii) This OEL is optional, but it makes mailing flats and Nonautomation pieces easier
because it identifies where you put rubber bands around one package and start a new
one.

iv) If the program does not print endorsement lines on your packages, you will need USPS
package-level labels (red D, green 3, pink A or tan MXD) on the first piece of every
package.

If you used the Line of Travel presort or you turned on ECR Automation, check “Apply

Carrier Route Endorsement (Automation or LOT) on carrier route pieces.”

i) You must use this OEL,; there are no stickers.

i) The program will put the required AUTOCR or ECRLOT endorsement line and carrier
route on the pieces you are sending at Enhanced Carrier Route rates, but it will not mark
pieces that didn’t qualify for those rates.

Optional tray and piece numbers: You can put a small tray (or sack) and piece number (like
“T001/P001) on every piece of mail. This option makes it easier to check that you are
stuffing your sacks/trays in the correct order.

Optional: The “Insert Tray Separator Records” option inserts an extra record that reads
“TRAY SEPARATOR” between trays or sacks. Remove the separators when sacking or
traying your mail.

v"If you choose this option, your exported database will have more entries than the total
number of pieces you’re mailing. For example, if you have 1400 pieces in seven trays,
the new database will have 1406 entries.

Click OK.



f)

The program will tell you that the target database is new, and ask if it is OK to create it.
Click Yes.

10. The program will export the addresses you are mailing into the new database in presort order and
create new index files. When it is finished, click OK. When asked if you want to open the new
database, click OK.

11.

You now have a database in presort order. Note that the Search Name field shows the pieces in
sack or tray order. This database is ready to print whenever you have your printer and mailpiece
design set up.

a)

b)

c)

d)

The example below shows a mailing that was exported in tray order with the Enhanced
Carrier Route endorsement line, tray/piece numbers and tray separator options turned on.

Only the first five trays qualified for Enhanced Carrier Route rates—in this case, Enhanced
Carrier Route Automation rate—so the AUTOCR endorsement line stops at Tray #6.

Note how the main display shows only the AUTOCR line under the Address column, but the
full address is still there—the full address for the highlighted record appears at the bottom of
the screen.

We have scrolled down for the sake of the example. Before starting to print, highlight the
first piece in the mailing—Tray 01 #0001.

When you print this file, the pieces (envelopes, labels, flyers or postcards) will come out of
the printer in the same order that they go into the trays or sacks. You don’t have to sort by
hand.

iy Database: TRAYDS13 [_ (3] =]
ST Im — Database Information ——
XI SearchMame | Address | Phone Numhber | _

Trap 05 #0098 | ======s===ssxzzseaxx AUTOCR = ;I o\ _Atray0505. dbi

~ Tray 05 #0099 *
Tray 05 #0100 *

===* AUTOCH == 3389 records [unfiltered]

=== AUTOCR == No records tagged

[ T'a}' ']5 uu‘l u‘l EXXIXXIEEEXIXIEIEEIXIXX AUTDEH == i
Tray 05 #0102 AUTOCR == __| Mo filters set
Tray 06 #0000 SEPARATOR BEGIN TRAY 6

: Tray 06 #0001 BARBETT. BECKY TG/P1
_ Tray 06 #0002 CAVANAUGH, CLAIRE TG/P2

~ Tray 06 #0003 LEVY, CYNTHIA TG6/P3

| ITlay 06 #0004 ENGEL, PAT TGE/P4 bl
4 b

— Telephones
““““““““““ AUTOCRH == ROZ0 ZIP4: 46278-9783 [C] Primary:
CRAWFORD. JOHH W T&H/P102 CRT: )
9115 Fictitious Rd Updated: 05505798 Second:
Indianapoliz, IN 46278-9783 HCOA: NAA FAc:

Profile: Mo
Vgose ? Help

A Sample Tray-Order Database
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STEP V: MAILPIECE DESIGN & PRINTING — DAZzle

IMPORTANT NOTE: The program supports a number of high-speed printers designed
specifically for printing envelopes or labels. If you have such a printer, especially one made by
Bryce, Datatech, Neopost, Rena, Pitney-Bowes, Scriptomatic or Taneum, you may choose to use
“High Speed Printing” instead of DAZzle. See Appendix A.

DAZzle is the award-winning mailpiece design and printing utility used by Envelope Manager and
AlphaMailer. Unless you are using “High Speed Printing,” you use DAZzle to set up the kind of
envelope, label, flyer or postcard you want to print. Then you return to Envelope Manager or
AlphaMailer to do the actual printing. It will print your addresses using the design you created in
DAZzle.

A_“}’ DAZzle Designer 97 - Mylapout
Fil= Edit Layout Dial-AZIF Help

e IET

Cakes Show Love
247 High Street
Palo Afto, CA 94301-1041

[P Y Y TP TPSRTNAT T A RIRTA M
2 John Doe

123 Main 5t

Palo Alta, CA 34301-1234

| Envelope, Business, #10[4.12" « 3.5 | ROB 351 on \ROBA3S! via Manual feed o

A customized envelope layout in DAZzle

A. Design your mailpiece. In Envelope Manager or AlphaMailer, go to the Edi t menu and select
Edit or Create Layout. Thisstep launches the DAZzle program. In DAZzle you will create a
“layout,” which is a design for the envelope, label, flyer or postcard you want to print.

v You can also run DAZzle separately. You’ll find an icon for it in the same place as your
Envelope Manager or AlphaMailer icon.

1. Once DAZzle has been opened, look at what appears on the screen. If it already looks like what
you want, go on to Step B.

2. If you have already designed a layout similar to what you want to print, or if you want to look at
the many sample layouts included with DAZzle, go to the Fi | e menu and select Open
Layout .

a) If you find a pre-existing layout that exactly matches what you want to print, go on to Step B.
(If you are printing envelopes, first set the Barcode Position to “Above Address” or “Below
Address.”)
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b) If you find a pre-existing layout that is similar to what you want to print, leave it on screen as
the starting point for your new layout.

3. GototheFil e menu, select Save Layout As and specify a new name for the layout you
are about to create.

4. Go to the Layout menu and select Medi a. Select the label or envelope type that you will be
printing on. (For continuous feed labels, see the example in Step C a few pages from here.)

5. Click on the Barcode button.

a) In most cases, you should choose “Delivery Point Barcode” and “Standard” spacing.
i) The “Standard POSTNET Barcode” is not acceptable for Automation mailings.
“Narrow” spacing is rejected sometimes by the USPS.
ii) If you are doing a Nonautomation mailing, which doesn’t require barcodes, you may
choose “No Barcode.”

b) Specify the barcode position either “Above Address” or “Below Address.”
i) Many printers can’t print close enough to the edge of an envelope to print a barcode in
the lower right corner.
ii) If you choose to put the barcode in the lower right corner and you’re doing an
Automation mailing, you must put “AUTO” on the envelope.

¢) Inthe Facing Identification Mark (FIM) box, select “None.” Do not use FIMs on bulk mail,
except in very special cases—check with the USPS for details.

d) IMPORTANT: Change the Carrier Route to “None.” Instead, use the Optional Endorsement
Line (OEL) feature in Envelope Manager or AlphaMailer. It applies endorsements only to
pieces that qualify.

e) Click OK.

Barcode Options
~Ivpe — Eacing |dentification b ark

% Delivery Point Barcode
™ Standard Postret Barcode
" Mo Barcode

€ FIM A - Standard Mail
™ FIM C - US Gow't or BR M

— Positian
" Lower Right Commer
" shove dddress
¥ Below Address

— Carrier Route [bulk mail only)
¥ Do Mot Frint
" Print

Endorsement:

— Spacing
' Standard
" Mamow

(1] I Eancell Help |

Barcode Options

If you want to print postage information, such as your permit indicia or a note that postage is
required, click on the Postage button.
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Select the appropriate postage type. (Selecting “None” prints a note on the envelope that
postage is required.) Check the Print Postage checkbox.

Under the Permit Options tab, input your permit city and state.

For Permit ID, most people should type “PERM T NO. ” in all-capital letters, followed by
the permit number.

For Standard Mail bulk mailings, leave the Mailing Type blank.

i) For First-Class Mail Automation or Nonautomation mailings, type “Presorted” or
“PRSRT” for the Mailing Type.

i) “Presorted Standard” or “PRSRT STD” is the new marking for regular rate Standard
Mail (A), but you may use the “Bulk Rate” or “Blk. Rt.” markings until January 10,
2001.

iii) Click OK.
Postage Options EH Postage Options EH
Rate | Permit I Buzinezs Replay MaiII Rate  Permit | Buzinezs Replay MaiII
—Rates Permit
A N/ Permit ID: ERMIT MO, 1234
Postage Type: IPermit-Bqu TMail j Permit City, State:l PALO ALTO, CA
Weight: Mailing Type: I

—Options

r Use Cversize Rates

ok I Cancel | Help | ok I Cancel Help

Postage Options: Rate Tab and Permit Tab

7. Customize your mailpiece. Please refer to DAZzle’s on-line Help for more details.

a)

b)

d)

To change an existing mailpiece element, such as the return address, double-click on it. That
will pull up an edit screen. Many edit screens have Font buttons where you can change the
font, size, style and color of your text.

To delete an existing element, such as a rubber stamp or graphic, click on it once and hit the
Delete key.

To add a new element, go to the Layout menu and select from the drop-down menu, or
click on the appropriate button. You can add rubber stamps, small graphics, text boxes and/or
a return address—whatever suits your needs and fits your design.

If you want to print variable information, such as an expiration date or customer number, add
a rubber stamp that has the “Stamp Message” blank and instead is linked to address field
“Rubber Stamp 1.” Later, when you “print many addresses” in Envelope Manager or
AlphaMailer, the program will ask what database field you want to link to that rubber stamp.



8. You can move the address and other elements around by clicking on them and then dragging
them to another location.

B. While in DAZzle, select Pri nt er Setup fromthe Fi | e menu.

Printer 5etup

Prrinter
IHDB 351 on WAROBY3SI

Paper Feed Source

IUpper tray

Printer Paper Size

[
=
|Letter 8172511 in =l

— Label Orientation
" Portrait (¢ Landscape
@ Facelp  Face Down

" Left End First ¢ Fight End First

' Left Side (% Ce " Right Side

— Envelope Offzet
From Top: ID" 3: From Left; IEI" 3:

¥ Show Printer Hints & Recommendations

0k I Cancel | Help |

DAZzle’s Printer Setup

1. Refer to the Notes and Recommendations on the screen for the recommended settings for your
printer. (If you don’t see them, click on “Show Printer Hints & Recommendations.”)

2. Select the printer that you will use to print your mailpiece. Your options depend on the printer
drivers you have installed in Windows.

3. Select the Paper Feed Source. The options available depend on the printer you selected. Not all
printers or feed options print envelopes properly—check your printer’s manual to find the
recommended method for printing envelopes.

4. Select the Paper Size. Many printers work best when “told” an 8 1/2 x 11 sheet is being fed, even
when you’re actually feeding an envelope or label.

5. Begin with the Envelope Offsets both set to zero. If the print is too high or low on the mailpiece
(or too far right or left), adjust it using this option. Negative numbers are acceptable.

C. For continuous feed labels: Under the Layout menu, click on Medi a, put the dot next to Label
and select a setting such as “1 Column Continuous Labels” from the drop-down menu. Click the
Setup button. The number of Rows times the Height and the Gap should match the paper height from
the Fi | e menu’s Pri nt er Set up screen.
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Printer Setup E

Label Setup Dptions E ]
FErrinter
Hame:

|Bb4 Proprirt LPTZ:
|1 Colurnn Continuous Label I OPIMEET o
Paper Feed Source

— Columns Bows T J
Murmnber: |1 Mumber: |11 I ractor
“wfidth: |35— Height: |1— IF'nnter Paper Size J
Letter 31/2x 11 in hd
Gap betwean: IIJ" Gap between: ID" ST
 Label Orientation
Left Margin: IIJ" Top Margin: ID @ Potat ¢ Landscape II
—Marginz & FacelUp ( FaceDown
I__eft:IU Top: ID &' Top First " Bottam First
Eight:IU" Eotl0m1|ﬂ” " Center ¢ Right Side
— Perfaration — Envelope Offzet
Skip ID” every IEI rowi(s) From Taop: IIJ" 3: Framn Left: ID" 3:
I Display with rounded comers ¥ Show Frinter Hints & Becommendations
0K I Cancel | Help | ok I Cancel | Help |

Continuous Feed Labels: 11 rows at 1” each in Media settings=11" paper height in Printer Setup

D. Gotothe Fi | e menu and choose Save Layout, then go back to the Fi | € menu and choose
Exi t to get out of DAZzle.

E. Printing: Open Envelope Manager or AlphaMailer if you’re not currently running the application.
1. Make sure the database on screen is the one you just created in presort order. The Search Names
will read Tray 01 #0001 or Sack 01 #0001. You may need to close the current database and open

the one you exported in presort order.

2. Make sure the database is displayed in Search Name order.
If it is easier for you to stuff trays/sacks when you print in reverse order, select Descendi ng
Sear chnane from the | ndex menu.

3. Highlight the first address you want to print—usually “Tray 01 #0001.”

4. Gotothe Fi | e menu, choose Pri nt, then Many Addresses by Range. The range will
automatically “begin” with the one you highlighted and “end” with the last piece in the database.

a) If you want to print a smaller amount, change the “End” field to an earlier piece. For
example, a range from Tray 1 #0001 to Tray 2 #9999 will print the first two trays.

b) The first time you use a new DAZzle layout, print just the first few pieces and make sure
they come out right. For labels, print an entire page and count to make sure no addresses are
skipped.

c) Leave “Manifest Mailpieces” turned off. Click OK.
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= Define Record Range

“ Range of Entries
- Tagged entries
 Record numbers

Begin: | Treg T

End: |Tray 2 #0365 |

_| Manifest mailpieces?

V oK x[:ancel ? Help

Define a Range of Records

d) If you put a variable rubber stamp in your DAZzle layout, the program will ask you what
database field to link to it. Click the Help button for more information on this feature.

Your addresses will print using the layout you most recently had open in DAZzle.

To restart printing, highlight the first piece you want to print and choose Fi | e| Pri nt | Many
Addr esses by Range again.

Once you have finished printing, the database you exported in presort order has served its
purpose.

a) After the Post Office has accepted your mailing, you can delete that presort-order database
(not the original database). Go to the Fi | e menu and choose Fi nd to delete databases
easily.

b) If you want to do a new mailing to those addresses, go back to the original database and do
another presort.

Now that you have printed in the correct order, follow along on the tray report as you place the
mailpieces in their trays or sacks.
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OPTIONAL STEP VI: MAIL YOUR “LEFTOVERS”

You have imported addresses, CASS-certified them, presorted them, printed them and placed them in the
appropriate sacks or trays. If you did a Nonautomation mailing, you’re done. But if you did an
Automation mailing, any address that was not CASS-certified was ignored.

A. If you have just finished an Automation presort, choose what you want to do with your not-CASS-
certified addresses.
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You can ignore them. Simply don’t send the mailpiece to them. If you choose this option, stop
now.

You can send them at First-Class Mail single-piece rates.

If you just did a Standard Mail Automation or Enhanced Carrier Route presort, you can do a
“residual” Nonautomation mailing. This option does not apply to First-Class Mail.

Go to the Window menu and choose the database you presorted (the original, not the tray-order
database).

Filter for Not CASS-Certified addresses.

Gotothe Fi | t ers menuand choose Cl ear All Filters,then go back and choose Set
Fi | t er s. Highlight “Not CASS-Certified.” Check the Not CASS-Certified box in the lower
right. Click OK.

If you choose to send these at single-piece First-Class Mail rates, simply print them. Use the
same DAZzle layout or high speed printing that you used for your Automation pieces, except do
not print a barcode.

If you choose to do a Nonautomation “residual” mailing, go to the Repor t s menu and choose
Nonaut omati on LettersorFlats — Auto and Non- Aut o.

a. Follow the procedures in Step 1V of this manual again.

b. Because this Nonautomation mailing is part of the same job as your Standard Automation or
ECR mailing, the 200-piece minimum does not apply.

c. Print the forms, tray/sack labels, and mailpieces as usual, but this time do not print barcodes.

d. Copy the Nonautomation numbers from the 3602 form onto the 3602 form you printed earlier
with the Automation mailing.

e. Submit the Nonautomation and Automation mailings together as one.



APPENDIX A: HIGH SPEED PRINTING

Envelope Manager and AlphaMailer support a number of high speed envelope or label printers for high-
volume mailers. The “High Speed Printing” feature with these printers works differently than printing
from DAZzle. They only print the address and barcode—no return address, postage indicia, graphic,
rubber stamp, etc. Thus, using “High Speed Printing” ignores your DAZzle layout.

You can print “extra” information if you make it part of the address block. See the on-line Help on the
“Add Line to Address Block” feature.

A. Stay in Envelope Manager or AlphaMailer to print.

1. Make sure the database on screen is in presort order. Its Search Names will look like Tray 01
#0001 or Sack 01 #0001. If necessary, close the current database and open the one you exported
in presort order.

2. Make sure the database is displayed in Search Name order.

v"If your printer drops envelopes face up, print in reverse order—go to the | ndex menu and
choose Descendi ng Sear chnane.

3. Highlight the first address you want to print, usually Tray 01 #0001.

4. Gotothe Fi | e menu, choose Pri nt, then off to the side choose Many Addr esses by
Range- H gh Speed.

a) Choose your printer from the drop-down lists.

b) For Queue, select your high speed printer from the drop-down list. If it is not listed, select an
item that uses the same printer port as your high speed printer.

c) For Barcode, select “Delivery Point Above Address” or “Delivery Point Below Address.”

d) IMPORTANT: For Carrier Route, select “None Printed.” Use the Optional Endorsement
Line feature described in Step 1V instead. It applies carrier route endorsements only to pieces
that qualify.

e) If you chose a printer that prints labels, you will see a Setup button. Click on it, then fill out
the label specifications.

f) Click OK.

5. For envelopes: Adjust the controls on the printer itself to position the address and barcode
properly.

6. The range will automatically “begin” with the one you highlighted and “end” with the last piece
in the database.

a) Test print a few pieces. For labels, print an entire page and count to make sure no addresses
were skipped.
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b) To print a smaller amount, change the “End” setting. For example, printing Tray 1 #0001 to
Tray 2 #9999 will do the first two trays.

c) Click OK to begin printing.

To restart, highlight the first piece you want to print and again choose Fi | e| Pri nt | Many
Addr esses by Range—Hi gh Speed.

Once you have finished printing, the database you exported in presort order has served its
purpose.

a) After the post office has accepted your mailing, you can delete that presort-order database
(not the original database). Go to the Fi | e menu and choose Fi nd to delete databases
easily.

b) If you want to do a new mailing to those addresses, go back to the original database and do
another presort.

Now that you have printed in the correct order, follow along on the tray report as you place the
mailpieces in their trays or sacks.



APPENDIX B: LAN OPERATIONS

The Local Area Network (LAN) and single user versions of the program are virtually identical. The
address databases and layout files are opened in shared mode, so multiple users can access, add, modify
and edit files simultaneously.

Installing the program on a LAN

From a workstation, log into the network with all rights. Run the SETUP.EXE program as usual, but
specify a network drive and directory as the destination. If possible, select a directory that all users map
to the same letter.

Note: U.S. Postal Service field offices typically follow a different installation procedure.

Workstation Setup
Once you install a LAN version, you will see a new, smaller file named SETUP.EXE in the network
Envelope Manager directory. Run that file from any workstation where users will later run the program.

Optional: The program stores individual settings in the WINEM.INI and DAZZLE.INI files, located in
each user’s C:\WINDOWS directory. Select the printer preferences and other settings that should be
common to all users, then copy the WINEM.INI and DAZZLE.INI files from your workstation to each
user’s WINDOWS directory.

User Rights

Every user needs virtually all rights to the network Envelope Manager or AlphaMailer directory (usually
called WINEM). The program creates a subdirectory for each user who does any action requiring
temporary files.

Backups
Backup the .DBF, .DBI and .DBT files for any database containing critical data.

User Count

The user license for your LAN version is displayed under the Hel p menu (not the button) in About .
This is for concurrent users.
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APPENDIX C: PERIODICALS

Periodicals presorts are available in AlphaMailer but not Envelope Manager. Periodicals are by far the
most complicated presort we do.

Not all publications qualify for Periodicals classification. Contact your post office for a permit and
information about eligibility, advertising percentages, In-County rates, advance deposit accounts and
other payment arrangements, annual reviews and so forth.

A. Consider In-County rates first.

1.
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Who Qualifies? In-County rates apply only to Periodicals. However, many Periodicals do NOT

qualify for In-County rates, as explained by the Domestic Mail Manual:

“In-County rates apply to subscriber copies of any issue of a Periodicals publication (except a

requester publication) when they are entered within the county in which the post office of

original entry is located for delivery to addresses within that county, if:

a. The total paid circulation of such issue is less than 10,000 copies; or

b. The number of paid copies of such issue distributed within the county of publication is more
than 50% of the total paid circulation of such issue.”

If you do qualify for In-County rates, there are two ways to apply these rates within the
program. See the Periodicals presort on-line Help topic for further details.

a) The easiest method identifies the In-County pieces for you.

i) When you create your database, use the extended database option. You will get a lot of
extra fields, including one for the county number.

ii) Do a batch ZIP+4 lookup on the database using either the CD-ROM or HTTP method.
This step will retrieve the USPS county number for each address that gets a match.

iii) When you do the presort, click on the button next to the County Number blank and scroll
down until you find your county’s number. Type that and the state in the appropriate
boxes.

iv) Be sure to check the “Use In-County Rates?” box.

v) Leave the ZIP5 box in the lower right corner empty.

b) The second method involves entering all the 5-digit ZIP Codes that are in your county.
i) When you create your database, use the standard database format.
ii) Do a batch ZIP+4 lookup on the database using any method.
iii) When you do the Periodicals presort, go to the County-ZIP Info box in the lower right
corner. Hit the blue Plus button repeatedly and type ranges of 5-digit ZIP Codes that are
in your county unless you already have a text-only file listing those ZIP Codes (see v.
below).
iv) Example: If ZIP Codes 89004, 89005, 89006, 89007 and 89009 are inside the county,
but 89008 and 89010 are not, then you would enter ranges like this:
89004-89007
89009-89009

. B
v) Click on the Save button & once you have entered the ZIP Code ranges for your
county. The program will save these ranges to a text-only file with a Z5 extension.



B.

. . E . .
You can click on the Retrieve button (i to choose that Z5 file the next time you do a
Periodicals mailing in this county.
vi) Be sure to check the “Use In-County Rates?” box.

3. If you do not qualify for In-County rates, leave the ZIP5 box in the lower right empty and don’t
check the “Use In-County Rates?” box. All your pieces will get out-of-county rates.

Import your addresses, CASS-certify them and print the PS 3553 CASS report. (Refer to earlier in
this book.) These processes are the same for Periodicals as for any other type of mail, except that you
should use the extended database format.

Note that the extended database format has a field for the number of copies sent to a single address.
There is also a field for subscriber status—entries are assumed to be subscribers unless you put an
“N” in that field. This information affects the PS Form 3541 and the postage rates for that mailing.

Choose the Periodicals Letters/Flats option from the Repor t s menu in the main address database
screen.

[% Periodicals Presort - Letters

Penodical clazz mailings are arguably the most comples of all USPS presorts.
Pleaze consult the anling kelp for instuctions on bow ta fll out thiz screen,

Wit/Copy: [2.0000 2] o2 (01250 bs) i O
‘

[ |
[
Zadvert (4000 |2 & Letters ) Flats " MNon-Auta Only
* Mixed M
‘Your SCF: |943 SCF S4M FRANCISCO, Ca4 7] Jﬁ B2, Open
i Pub Title: |Fictitious Quarterly | W' Uss InCounty Rates?
‘m Pub MNor - fno-po0 Edition Code: %ol 101 |ssue 3
LA S |
oncTAGE Phw
— Tray Parameters — County-ZIP Info—————
Tray Minirurn [2']: |3-_"'5 E 1B Cale I County: E Jﬁ
Tray b aximum [21: B E State: Im vl

DDU ZIP5's

For Penodicals, you may chooge to take SCF and/or DDU
digcounts, Check: the bow below if wou will be prezenting

+| -
wour mail at the SCF. For DDOU discounts, place the ZIPS's By |
wou will zervice in the listhoy to the left. =
FE]
= |

[ Use SCF Discount [Deliver to SCF)?

"

Periodical presort screen.
1. Once you select a report, you’ll see the Presort Analysis Screen.
a) Enter the single piece weight in ounces.
b) Enter the percentage advertising for your Periodical mailpiece.

c) Choose Letters or Flats according to the physical dimensions of your mailpiece.
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d)

9)

h)

)
K)

p)

If your mailpiece is not Automation-compatible, select Non-Auto Only. If it is Automation-
compatible, you probably want to select Mixed so that this Periodical mailing will include
addresses that are not CASS-certified as well as the ones that have been certified.

TIP: AlphaMailer does not include foreign addresses in presorts.

The Entry SCF (Sectional Center Facility) will pop up automatically. Make sure it matches
the first three digits of your ZIP Code. Even if you are not taking the mailing to the SCF, the
program needs this information to sort your pieces.

Enter the Publication Title.

If you qualify for In-County rates, put a check in the “Use In-County Rates?” box. See the
on-line Help or the beginning of this appendix for very important information about
qualifying for In-County rates.

Enter your Publication Number.
Enter your Edition Code.
Enter the Issue Date.

Select the publication’s Frequency from the drop-down list. Your choice here determines
whether the program prints “NEWS” or “PER” on your tray or sack labels.

Calculate the tray or sack minimums and maximums.

i. For flats, the minimum will automatically be 24 pieces. Set the maximum to the number
of pieces that will fit in the sack, making sure the total weight is less than 70 pounds.

ii. For letters, stack a few, measure the stack and use the “Calc” button to determine the
tray minimum and maximum.

Fill out the County-ZIP Info according to the information at the beginning of this appendix.

i) If you did not put a check in the “Use In-County Rates?”” box, you can ignore this
section.

ii) If you allowed the ZIP+4 lookup on an extended database to determine counties for you
(i.e., you used the easy method), click on the button next to County to check a list of
county numbers, then enter the county number and state for your mailing.

iii) Alternatively, you can leave the County and State blank but use the blue plus sign button
to enter the 5-digit ZIP Code ranges for your county in the list box. If you already have a
text file listing those ZIP Code ranges, click the lower of the two buttons next to the list
box and browse to that file.

If you will submit the mailing at the actual Sectional Center Facility, check the Use SCF
Discount? box.

Enter the ZIP Code(s) of the post office(s) where you will take the mailing in the DDU ZIP5s
box on the lower left.

Click OK.



2. The program now determines which presort category each piece in the mailing list will fit into.
Click OK when prompted.

3. The Postage Summary screen shows the lowest possible postage rate for each piece as well as
how many pieces qualify for each rate. This screen matches your PS Form 3541, which
calculates both a pound rate and a piece rate. Scroll down to see the entire form.

[% Periodical Cost Summary for C:\amdemo\E xtendcd.dbf

Total Out-County Postage: 225.5080 ¥ Erint PS5 3541 Screen Print | [ |
Total In-County Postage: 0.0000 * Begular Rates
Total Postage: 2255080 = Science-of-Agriculiure Rates ¥ Print Traying Report
Total Copies: = Mon-Profit Bates
Total Addresses: " ClassRoom Rates

=

— Outside-County

$0.1550 $0.0155 |8

2 5CF 1] 1] 1] 0.0000 0.0000 $0.1780 $0.0000 [
312 0 0 0 0.0000 0.0000 $0.2150 $0.0000
4 3 1] 1] 1] 0.0000 0.0000 $0.2290 $0.0000
5 4 1 1] 1 01250 0.0500 $0.2630 $0.0132
E & 3 i 3 0.3750 0.1500 $0.3160 $0.0474
7 B 1 1] 1 01250 0.0500 $0.3710 $0.0186
8 7 10 0 10 1.2500 0.5000 $0.4380 $0.2190
9 3 1094 0 1094 136.7500  54.7000 $0.4350 $27.0765
10, Subtat 1 0 111 13848750 555500 $0.0000 $27.3301
11, Non-Ae 1] 1] 0 833250 0.0000 $0.1610 $13.4153
12 Total 1] 1] 1] 0.0000 0.0000 $0.0000 $40.8054 |+

Number Qualified

Level

Mon-Automation 7 / 0 I 1
Automation Letters 294 294 $0.2320 $68.21

=

14. BaS|

15. Basic Automation Flats a i} $0.2480 $0.0000
1E. 3-D!g!t N_orj—Automati_on 0 0 $0.2530 $0.0000 LI

Postage Summary screen (before scrolling down).
a) Puta check in the Print PS 3541 box.
b) Immediately below that, choose the correct rate type.

c) Puta check in the Print Traying Report box. If you are doing a Mixed mailing, you’ll get two
traying (or sacking) reports—one for Automation and one for Nonautomation.

d) Click OK. (You do not need to click Print—OK will print too.)

e) A standard Windows print dialog box will appear. Confirm that it lists the correct printer and
click OK.

4, PS3600 Series Form Information

a) Click on the Mailing Specifics tab.
i) Choose “Periodicals” under Mail Class.
ii) Choose Regular, Science of Agriculture, Non-Profit or Classroom.
iii) Confirm that the weight shown is correct.
iv) If you have a scanned image of your signature, enter the file name and the percentage to
which you want it reduced.
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b)

9)

P53600 Seriez Form Information

Prepared b ailing
L For l EZ Agent
Mailing Permnit Publicatior
) Specifics Information ] L] Title
bail Clazz Method of Postage Pavment
" FEirst & Regular
" Standard " Science of Agriculture
¥ Periodicals = Mor-Prafit
" ClazsRoom

‘wieight, Oz [Z0000 [3] 012501 I Print Totals?

Signature: | [1o0 & =
Earmn Date: |n?max1 5999

PS3600 Series Form Information for Periodicals

Under the Permit Information tab, enter the permit number and city/state information. Leave
the Federal Agency Cost Code blank unless you represent a federal agency.

Under the Mailing Agent tab, enter the Mailer’s Name, Address and Telephone number as
you want it to appear on the PS Form 3541.

Under the Publication Title tab, enter the Publication Title. If the publisher is not the same as
the Mailing Agent, also enter the Publisher’s name and phone number.

Ignore the Prepared For tab.
Click OK.

In the Windows print dialog box, click OK again.

Tray or Sack Assignments: The program now does the traying or sacking preparation for the
mailing, determining precisely which pieces go in which tray or sack. When complete, click OK.

Print Tray or Sack Labels

a)

b)

c)

d)

If you have done multiple types of presorts for this database, you’ll be asked which presort to
print tray labels for.

Choose the label format you want to use. The “Sack Labels” option is for Periodicals flats
only; letters use trays.

Under “Third Label Line,” input the 3-digit ZIP and the city/state from which you are
mailing.

Optional: Type something in “Job ID” to identify your mailing.



e) Click Print. Don’t forget that tray and sack labels for Periodicals should be printed on pink
paper.

7. Tray Order or Sacking Operations

a) If you have done multiple types of presorts for this database, you’ll be asked which presort to
use. Choose the most current one.

|7 Tray Order Operations

Database chwinemcustorner. dbf was last
presorted at the date and time below:

8/13/1938 & 5:20 PM

" Envelope or label printing
" Mema printing
" Letter printing

' Export to database in lray ordet

Starting Tray: 1

Ending Tray:
File: Itra_l,-DS‘IS.dbf | El

A

|V DKI |x Cancell |? Help I

Tray Order Operations

b) Select “Export to database in tray order” (or “sack order”).

v’ This creates a new database that contains all the addresses in this mailing, in the order
they are supposed to go into the trays or sacks. It is an exact record of what you want to
print, so you can pause and restart printing at any point. You can delete this database

once your mailing has been completed.

c) The default Starting/Ending tray or sack numbers are the first and last. Keep these selections.

d) Enter a new, unique file name in the “File” field. Click the yellow folder button to select the
directory where the file will be saved.

v To avoid confusion, use the name to identify this as a database in tray order. (Example:
Add a “t” to the end of the database name or type “tray” and that day’s date.)

e) Click OK.

8. Select the desired Optional Endorsement Lines.
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a) Optional tray and piece numbers: You can put a small tray (or sack) and piece number (like
“T001/P001™) on every piece of mail. This option makes it easier to check that you are
stuffing your sacks/trays in the correct order.

b) Optional: The “Insert Tray Separator Records” option inserts an extra record that reads
“TRAY SEPARATOR” between trays or sacks. Remove the separators when traying or
sacking your mail.

v"If you choose this option, your exported database will have more entries than the total
number of pieces you’re mailing. For example, if you have 1400 pieces in seven trays,
the new database will have 1406 entries.

c) If you are mailing flats or Nonautomation, check the “5Digit, 3Digit, ADC or Mixed ADC
endorsement on each new FLATS package” option.
i) If the program does not print endorsement lines on your packages, you will need USPS
package-level labels (red D, green 3, pink A or tan MXD) on the first piece of every
package.

d) Check “Apply Carrier Route Endorsement (Automation or LOT) on carrier route pieces.”
i) If AlphaMailer has performed the optional carrier route preparation for any of your
Periodicals, the affected pieces will be marked with the required CAR-RT SORT
endorsement.

e) Click OK.

f) The program will tell you that the target database is new, and ask if it is OK to create it.
Click Yes.

The program will export the addresses you are mailing into the new database in presort order and
create new index files. When it is finished, click OK. When asked if you want to open the new
database, click OK.

. You now have a database in presort order. Note that the Search Name field shows the pieces in
sack or tray order. This database is ready to print whenever you have your printer and mailpiece
design set up. See earlier sections of this manual for discussions of High Speed Printing and
using a layout created in DAZzle.
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