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Address Presorting
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The ‘Presort’ set up box

. . . R ‘ o G 20014 ﬂlﬂﬁq
will be displayed. This is Bie [ preson o
where you tell = : :‘;“""" Mai m]::m,:':m —

. . alions hoider. agert Mai owner:
ConnectRight Mailer proced o e e [saeaieming) | o~
about who is sending e T bl Bosasee .
out the mailing. Mot I oua

[w Entry Points.
— Address
| Verty
There are three areas e s
for entering (D) heon
information: S Herwrtre
i [Prosct| R
e Permit Holder — oo
ape \ Ghost permi
e Mailing Agent
e Mail Owner
E
Save Rn | O gk | (e ][ O ]

Enter.the |nf(_)rmat|on o ey gt s e
associated with the pe [l = (o=
permit that is being = E% Maiing Inomalic

used to submit the Proces e | s [ Seloct 1 B 1 d | i e i [ Soect1EcRIAG || |42
mailing. Also enter your = ch:: B Smemoemt D S ot :
information in the LE— |-

‘Mailing agent’ section if : S

you are generating }m =

mailings for another =) ™

organization. Finally, Soors oot ro

enter information in the E"""“

'Mail owner" section. - G

The ‘Mail Owner’ is the

organization that

directly benefits from

the mailing. The mail E

owner usually makes T =T
business decisions
regarding the mailpiece
content.

If the Permit holder and
Mailing agent or Mail
owner information is the
same, click "Same as
permit" to auto populate
these areas.

Click the Select | Edit |
Add button under
Permit holder to begin.
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Cllc_k_ Ad_d to enter new T )
mailing information. Be | pion - o
r =2 Mailing Information
MNew O Specifcations Pome holder Maing agert Mal oaner
m;—" Lo ) [ s rrereral o .-.....W _l‘
oy Permits | MIDs | CRIDs i
2 Addressfter

(7] Permi hoider [7] Maiing agent 7] Mad owner

L1 5 L

Fill in the . — —
- ConnectRight Mailer - Marketing Mailing > * . B =loks
Permit | MID | CRID e PIE— e L B )
information. S| e TN Fem |
Click the check box(es) 5 “’j‘:ﬂ‘:’m | oo 70
to indicate whether it is i Cortact:
for Permit holder, [: Addss: 435 Dnidend Drve -
Mailing agent, and/or . et ——
. . - Zip -l:-
Mail owner mailings. Bipe e =
Delete
Click Save when all
information has been 2
entered. -
cRiD: dec ]
Ghost pemit
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The new record is now ooy B
available for use. B [ prman e leEs
NOTE: if the record = | ettt 0 rtormation _
does not appear in the Procel | Permits | MIDs | CRIDs o (.-
list, the address filter | | - :
may be preventing it r_ —
- . —
from displaying. -
(over
To remove the address [Daeil
filter, click the Address Suworl
filter check boxes and Bt
. . [pon|
then click the Filter o
button.
To add other
Permits |MIDs | CRIDs,
click Add. If you need — ———0 — T
to modify any of the
mailing information,
select the record and
click Edit. When
complete, click the
Select button to
continue.
If the mailing — — =
information is correct, Ee T E——r
click Next to access the = T et g tgmation
Presort Specifications roces R et el .-
screen. ] v e | 2 ) Some soemt ) Same oot :
oo Company. L]
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L: Phooe ETB5551515
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On the Presort
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e Mail Rate % = .
e Envelope Size and . =
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e If you are using an E‘:‘ e SReeeme
IMb = Machinatie: | P T
) M loter as fat | it as parcel: [7] o of Goveman:
e How you will be (ooet PO — l e e e :
paying for postage Sore ! D =
. [Frosot L] F—)
e The date you will be = PO =
taking your mailing to Cntasma ]
Wak sequence

the USPS

Maingdse: [ /1472014 E

Records to Exclude from Presort
Check ol record types 1o be exchuded from presea

OPVvacant ¥ [1] Moved, no new sddress to provide: (V]

Qd DPVieg W [0 Suppress matches: (V]
DPV fiag biark: (7] Forsign: ] b
Csw | TR O (23 bt Qoo |
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Finally, you can let
ConnectRight Mailer
know if there are any
records you do not want
to include in your
mailing.

ConnectRight Mailer will
automatically exclude
records which have
moved and have no
forwarding address, as
well as duplicate
records.

However, you can add
other selections such as

Eile

New C
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] 1§ 51 1

| . ConnectRight Mailer - Marketing Mailing 2014 oo =
o Presont = o .

! N Presort Specifications =
— Cosaof ol [Solectone.. -lo Thicknesz O Weight Do L
Pericscals cpbers Mairte: [Soectons.. =] O «\3}2&%00 =
M ot cpbrs Epe. | =1 N, b
M opo Heght: (0000 Q] Thickness: 0000 @[ <R
Enty Poinss wnmuowmumu[ J

Postcard Double postcand: ‘[
Machnable: ]
Ml letter as fiat: [7] i flat 08 parce 0 Boad of Govemen
4TS LErdant Plazs SW r
e s | e
L =) Length On
Aspect ratior 0
Postage [ ,J
Starmp valoe
Camer route 10
Walk sequence
Madng date: [] 4142014 = O

v s} Moved, no new addwess to prowide. (V]
" DPVRsg W [ Suppress matches: (¥ :
- DPV flag blark: | Foraign

Records to Exclude from Presort
Chiack all recond types 1o be exckuded from presad
DPV vacert Y

. An |0 (o ) [_ter -
foreign addresses.
Select Next when you
have completed all of
the Presort
Specifications.
The Mail..dat.Options - T——— ———
screen will display. tie (1 Thaen Tolees
Mail.dat is the format || Mstmtn {110 ot options
ConnectRight Mailer L= e - — -
uses to send s : .
information to the USPS L)
regarding your mailing. %: i
. - [ih‘ USPS piciop
Begin by selecting the =
Create Mail.dat check gﬂ
=
box. -
(s ] me |O (B [ et |[ owe |+
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Enter the following - — - )
information: Ere T — —on
= ! Meleo Ifrmmion Mail dat Options
. MNew ' Specificatons -
Job number: Unique [ pw— o a-
reference ID for sy Meildotogim || CutimerFbeence 0 2585 :
H H Me Name: Lot Mayle
PostalOne! submission. __ |G g
%‘:’“ E— #Doc sender CRID. 1234567
. Vady. UsPapcian || ol
Customer Reference ID: = -
A reference number for (Bsi e ot e
the CAPS account Sueer
Presot
statement. ot
Name: Contact person
for the Mail.dat file.
Phone: Contact phone

number for the Mail.dat (=) (ERen) © Com Il tm Jiom ) |

file. e e

eDoc Sender CRID:
USPS-assigned CRID
(identifies the company
uploading the Mail.dat
file). ConnectRight
Mailer will fill this in for
you.

USPS pick-up: Check
this box for mailings
verified at a USPS
“DMU” (Detached mail
unit).

Postage payment
options: Payment
method provided to the
USPS.

Piece weight source:
Method used to
calculate the piece
weight for the mailing.

When the Mail.dat
Options are complete,
click Next to continue.
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The Intelligent Mail - e
Options screen will Mo Fa o )

display. This is where =5 L3 pe———— =
you tell ConnectRight — e oo (o ,-,J‘(— u-

Mailer which IMb e S :
services you would like [l == s s a

to use. Select/Enter the e '
following:

ig|f

Mader 1D 1]

= = =

ARG

Address change service:
Indicates which address
correction service (ACS)
method will be used for
the mailing. This
information is used to
calculate the
appropriate service —T 0 =T T ]
type. T

[

Tracing: Check this box
when using IMb Tracing
from the USPS® or a
mail tracking solution.
This information is used
to calculate the
appropriate service

type.

Auto assign service
type: Check this box to
calculate the service
type for the presort. If
not checked, the user
must specify the service
type. This option is not
available for IMpb
presorts.

Service type: A three
digit number used as
part of the Intelligent
Mail barcode. For most
categories, the
application will generate
the service type ID. If
the Service Type ID is
not automatically
calculated, consult
appropriate USPS
documentation to
determine the correct
service type ID.
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Auto assign sequence

ConnectRight Mailer - Marketing Mailing 2014 = e
numbers: For Full- B [PEp—. Ep——
Service mailings, unique W et Mot Optns

. . New Ol cosccasons - -
piece and container Proce: Ao s oo [ptcon =0 4
. Pericdicals optons Full sarice
serial numbers can be = ey s :
= Auto sssgn service tyoe: 1] )
gengrat_ed by thg . = i .
application. If this box is — Ado son secrca o
[Vedty Mader 1D
not checked, then =
unique serial numbers [Doek
must be specified by the Suoorl
user. The application %
only tracks unique serial .
numbers for presorts
using the Auto assign
sequence number
functionality.
. (s ][ B |@ (o ) e | Oowe ]
Mailer ID: The 6 or 9 —

digit Intelligent Mailer
ID assigned by the
USPS.

Piece start no: Starting
piece number to use for
the mailing if “Auto
assign sequence
numbers” is unchecked.

Container Mailer ID:
The 6 or 9 digit
container Intelligent
Mailer ID assigned by
the USPS.

Container start no:
Starting container
number to use for the
mailing if ‘Auto assign
sequence numbers' is
unchecked.

When the Intelligent
Mail Options are
complete, click Next to
continue.




ConnectRight™ Mailer Address Presorting

The 'Entry Points'

screen will display. ple [ pren
Information entered in *_ Hto i
this screen will let the [rrocd o —
USPS know where you b fprp—
are dropping your mail B e
off, help calculate the =
correct postage, and E
make certain your =
reports get to the £2
appropriate USPS %
location. T
Select Find entry point.
(sm )l A0 |0 (o ]
ConnectRight Mailer will oy re i TS
determine which USPS B [ - prmen R en
facility is closest to you = || S ey pons @ _
and display the location. i == N
Select entry port decount type: [
Select the displayed e -

location(s), and choose
the entry point discount
levels you will be
taking. Click Add
selected

Important Note: If you
are entering mail at
multiple entry points
and are unfamiliar with
the process, we
recommend contacting
your local USPS
business mail
acceptance department
for assistance. A
representative can
guide you through the
complex nuances of
multiple entry points
and drop ship mailing.
Topics to inquire about
include: required
documentation, pallet
requirements, planning
to maximize postage
discounts, and logistics.

Select | Name Gty | sme | azp

v | Peachiree City Peachiree City GA 30269
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Select Run to begin ey T T —
presorting your list, or te P )
Save to keep your =i .

settings for future i Tt o= il
mailings. o

[ save An i sk et Qoo | *
You will be asked to R T ]
confirm your selections. Be [l - ==~
Select Run to continue. o Yt oy pos
[t | _— -
Procel = Po-:l-wwl::‘ Gty | Gme ‘m zP [D.____k Cetsils A
'U:d Mail dat ogbons. E|
1M options: .
Eotey Pouts
(e Y Confirm Run Process
[M il Are you sure you wish to run this process? During this time., you wil be unable to
[hovei make changes to the database o to the process defintions.
[Dosk You have selctedto un Presot as asee . ¥ you have nct seviousy ot ]
— ZIP4 on this file, the data retumed may not be as expected
g@ [7] Do not show this message again Run
Bt
[

= o e o=
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The Job F_’rocessmg ey T T —
Status window will B [P =
display indicating the =i L [—
progress of the Presort. .».;:7 w_ S -
aurgl] Mol du cvione Job Py g Status 9
M opbors .
impot | Entry Poess
(vt '
=
= G ]
Suppre: L=
Proscd Pes
=3
Cancel job Hde
[E
= ) ) =) |

If there are any
validation issues, you
will be prompted to

confirm that you want
to continue processing.
Click the Process button
to continue or click fot
. [vety o\ Data Validation
Cancel tO Stop the JOb [Moveid _ The Move Update date is not recent encugh 1o meet the Move Update
[h.pnl) requirement.
— Process anyway?
[Proscn Process Cancel |
C=Y Canceljob | Hide
(&
swe |[ An % [(Eack ][ e |[ Ome ]
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When tr_le Job T
Processing Status pre [ oron
window shows Process S el T
- — || Specticatons
complete, click the Pl ]| e A e S A -
Close button. Ees : - q
1M opeons. |
e L
g PmussCm'dete ansed‘O.M.SOBmmedanm.ﬂ.Od
Movel
= = -
Suppr| N
Prosod P
@ Cancel job Close
(
[ J[An ] & ()] (e (] |

Select Close to return to
the home screen.

—

[(sm J[Ra e e |

NOTES:



