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Overview
Keying Postage

Getting to know your DM3

Selection Keys are active when
display arrows (d) are present

00c

Home Screen and Ready Indicator
When you are on the Home screen and

7

] three bars are visible the system is ready

to print postage

Power and S\
Lock Key
L i e [

When Scroll Keys are lit

green, you can scroll up or
down for more information

OO

o
o
I}
=

OO} ONO

Clear field or go back

O

one screen

settings #

Electronically

predefined Qbowé@ / —- (-

9 Scole Height Eig.iéf
Tape Feeder L.J 2lb 10,10z  HMAR 05 2018
\\\ \\ /8 . < Account :ABC  |HC A
- =« Clas=s :1st Class
C ==« Rd :Recucle
@7/ < |hscrip. i Presort Std v
Press Tape
keytto pri?t —
on tape strips
\ Tepe P ey el Weigh/Rate MW
Return to Postage Funds

O O

$ %

ONONONO,

oo NoNo

download postage @ @ @ @ @ @ @
= ONONONONONONONO N

View postage
balance

htted S Sunn, pb. cond suppart S OM200

Troubleshooting Tips

Problems Printing Meter Stamps

Meter stamp does not print

The print head is not primed with ink.
Perform printer maintenance

press Menu>Maintenance> Printer
Maintenance>Clean Printer Nozzles.

Meter stamp is smudged

Envelope is contacting print head
during printing. Check that the envelope
is less 1/4” thick. Remove objects such
as paper clips from the stamp area.

Lines are missing in the meter stamp
The print head is not primed with ink.
Perform printer maintenance.

Out of Ink
Ink cartridge is low or out of ink.
Replace the ink cartridge.

To Perform Printer Maintenance
1. Press Menu

2. Select Maintenance

3. Select Printer Maintenance

4. Select Clean Printer Nozzles.

The laotest Operotor Guide con be found wusing the Support UEL

© 0

Home

Return to the Home
Screen at any time
from any place

©:0000

|

Tape Feeder Weighing Platform

Backspace Symbol

Moistener
(optional)

Information Messages Refill-Information Messages
Insufficient Funds Account Balance Low

The meter does not have enough You do not have enough money in your
funds to print the postage entered or Postage by Phone (PBP) account at the
calculated. If funds are low, perform a Data Center to pay for the refill amount.

postage refill.

High Postage Value

Refill a smaller amount, or send a check
to add to your account.

You have entered more postage than the Cannot Reach Data Center via LAN

alert limit. To change postage alert limits: » Make sure that the LAN internet

Press Menu>Setup>Postage Limits. cable is plugged only into an internet
connection.

Inspection Due

Connection to Data Center has not » Make sure the adapter lights are lit to

occurred in 90 days. To perform show an active connection.

inspection, connect to Data Center. One
way to do that is press Refill Postage
and then select Check PBP balance.

Inspection Required
Connection to Data Center has not
occurred in 120 days. To perform
inspection, connect to Data Center. One
way to do that is press Refill Postage
and then select Check PBP balance.

Clearing Stalls
Troubleshooting



http://www.pb.com/support/DM300

Clearing Stalls
Troubleshooting

Clearing Stalls 8

7 Remove mailpiece.

7 Rotate lever counterclockwise,
back to its home position.

1. To clear a stall, turn clearance
lever clockwise to printer deck.

Keying Postage

If you know the value of postage that you want to print, simply key it in at the home screen.
For example, to print $0.39 postage:

0. 00
© JAM 05 2016 @
1. Press 3 on the numeric keypad. N\ T ELTRY TeRE L
a = You do not need to
P Set Postoge [Enter] enter a decimal point.
Multiple Topes [Topel
Press 9 on the numeric keypad. 0. 00l
2. yp @ et
@ Entetr Amounts Tope [ty
@ =
2= Set Postoge [Enter]
@ f\\\ Multiple Topes [Topel
3. Press Enter to set postage. Enter keg In Postoge =30.39= The home screen will
: JAN 05 =016 now display the keyed-
GlEla=s diais in postage amount
4 Ad 1Recuc|e
o\ Py o and three bars next to
‘\\\ nscrip. iFresort Std it, indicating that the
system is ready to print.

Overview
Keying Postage




Weighing Platform
Manual Weight

Calculating Postage using Weighing Platform
Make sure your weighing platform is attached to the system.

1. Place mail on the weighing platform.
The system will determine the weight and automatically
display a screen with classes for that weight.

Select Cl
7. Select Class. Olb 0.4 .:uEzEc ==
Some classes will display postage rates next to them. If you ~=|{4q 15t Class (300,329 A
select a class with no postage rate next to the class name, ,\§4 Priotrity o0 X
you will be prompted for destination information such as / ﬁ‘ Fka Serwvice v
ZIP or Zone to calculate postage. « Express
First Class 0,39
2 Select Extra Services (optional). - Sollze Beivg Boifis A
: ; " ; T4 InEurance R 5T T TS
Based on the class selected, appropriate additional services o — ¢ con S
like insurance or certified can be selected. D - - ;g
 >——4 E-Cartified §odamEn v
__[eCertified i ey
(- Dot [Entet]
/. Press Enter when done. : — —
The home screen will now display the weight, class, and Enter scale Heidht =0.23=
. AT Ole 0.4 oz MAR 05 2015
postage amount with three bars next to it, indicating that the <«Clazs 1ot Closs
system is ready to print. < Fd ‘Fiacuc e
j\“r\ 4 Inscrip. (Presort Std

Using Moistener

To seal envelopes, use the moistener as shown below.

1. Position moistener as shown. ) Fill reservoir with E-Z™
Seal Sealing solution.

3. Guide envelope flap around
gray edge of moistener

Changing Ink

Using Moistener




Changing Ink

Using Moistener

Changing Ink

1. Remove weighing platform. 3 Select Replace ink tank to move 5. Replace with new ink cartridge.
the ink cartridge carriage to the

replacement position. a. ? b.
@ Ink Tank Access
| Cowver Open
Close cowver to cont inue
ﬂx\ %
2 Open the ink access cover. /.. Remove old ink cartridge. 6. Close ink access cover and
replace weighing platform.

a. b.
= ﬁ@ The system will now perform
maintenance and ask for a
test print. Follow prompt to
C.

COO——or select:

O§4Hepluce print head
__|qFeplace ink tonk

print a test print.

Calculating Postage using Manual Weight Entry

If you know the weight of your mail piece, or if your package is too big for the weighing platform, you can key in the weight.

1. Press Weigh/Rate. Weigh/Rate 4. Key in ounces.

) Select Accept when done.
7. Select Enter Weight Manually.

Jr\\_\
Heigh/Faote ;
Current: Olb 0.0 oz @ @ Manual Weight
4 Zero the Scale @ Q\\ Enter Ounces:
4 FRate the HMail on Scale O— B Ih-c-z
4 Enter Height Marwal g f\ C >— Edit Pounds
—4 Differential Heighing \\ |4 Accept.
\—\ J’_\\_\
7. Keyin pounds. Select Edit Ounces to enter ounces or
select Accept if done.
P 5. Select Class.
@ @ @ Marnual Height
Erter Pounds: 6. Select Extra Service (optional).
o b 0.0 oz

Back Jf\

)
< Edit Ounces Enter
| q Accept
—1* 7. Press Enter when done. ﬁ

Weighing Platform
Manual Weight




Print on Envelopes
Print on Tapes

Using Envelopes to Print Meter Stamps

Postage

*Inscription

Registration wall

Insert the envelope until the system detects it and automatically
guides it through the printer.

For proper printing, position mail flat against rear registration wall
and gently slide mail to the right on printer deck.

*Select Ads and Inscriptions on the Home screen.

Locking Meter

To restrict access to the system, you can lock your meter with a lock code. To enable a meter lock code, press Menu > Lock Code/
Password > Enable Lock Code. Enter a four-digit lock code and select Accept.

|

1. If you have selected a lock code for o 3 Nothing will appear on the display and :Q\
your system, you may lock it at any the small LED right above the lock/power |
time by pressing the lock/power button. O button will change from green to orange. Q

/8 /8

) Select Lock the Meter. /.. When the meter is locked, pressing any key will
prompt you to enter the meter lock code.

Lock & Powsr Down
eelE s feier Enter the four digit lock code and select Accept
— | «Sleep Mode to return to the Home screen.
N\
"N« Power Doun @ Meter Locked

Enter Lock Code:

Fcoept

@ If you cannot remember your lock code,
contact Pitney Bowes.

Normal Presets
Locking Meter




Normal Presets
Locking Meter

Using Normal Presets

You can save time by creating a snapshot of a setting that you frequently use. For example, if you frequently print $0.39 postage, you
can set your Normal Preset with that amount.

1. On the home screen, key in the postage value 3 Select Set Normal Preset.
you wish to assign to the Normal Preset.

Preset Options
) Press Menu.  Menu —=«4Set Mormal Preset
—| qCreate New Custom Preset
N J «View Presst Settings
A f\ﬁ Edit Preset Mome
Main Menu |

4Frinting Options

O Setwr /.. Select Yes to confirm settings.

Current Settings OK?

CoO——4 Repot-t.=
___|qAczount= Confirm Curtent Settings
O/ - For Hormal Preset
,\ —
/ ——qfes
Mot Sure, Uien Settings
«Exit
I

Main Menu
—lqFre=sst Optiohs \‘

Follow the same steps to create more presets, by selecting
I Create New Custom Preset in step 3.

———q Text Messoges

jxﬁ< Mai ntenance
Ooto Center Dptiohs

Using Tapes to Print Meter Stamps

1. Load the tapes. Printing Multiple Tapes
Push the tape lever to the right and drop . .
tapes down into slot and release the tape Key in Multiple Tapes
lever. You can load up to 50 tapes.
On the home screen, you can simply key in the number

2. E;/eEZfL?JFI)teé single tape will be printed of tapes you want to print and press the Tape button.
Configure Tape Button

If you print multiple tapes you can configure the Tape
button to prompt for a tape quantity.

Printable Side
1. Go to Menu > Setup > Configure Tape Button

and select Ask for Tape Quantity.

Tape 2. Now pressing the Tape button
will prompt tape quantity. Key in number of
tapes that you want to print and press Start.

O\

Tape Button

Print on Envelopes
Print on Tapes




Refilling Postage
Printing Options

Refilling Postage

Refilling postage transfers money from your Postage by Phone™ account into your system. To do this, make sure your system is

connected through a LAN internet connection.

Refill
1. Press Refill Postage. Postage

ENEAR

7 The first choice is your last refill amount. If you want to
refill any other amount then select Another Amount.

Fefill Postoge

O «Fafill $ 50,00
— 4 Another Amount
¢ Check FEF Balchoe
g\

7 Key in amount and select Accept or Press Enter.

/. The system dials the Postage by Phone™ Data
Center automatically. The funds transfer should take
less than 60 seconds. When refill is complete, you
will see the following screen.

Fostoge Refill

Comp |lete
Refil led B
Available . v

4 Print Receipt
4 Skips Print Receipt

To print your receipt select Print Receipt and follow
the prompts.

Refill: JAN 05 16 11:38A Account No
Amount: $100.000 Meter
Funds Available in Meter: $115.000
Prepaid: $935.780

Additional Funds Available: $000.0

Printing Options

press Menu>Printing Options.

Printing Options

idHo Printing-Seal Onlg
4 Text-Ad-Doate-Time Mode
4 Omit DogfDotes0Lher
4Set Printing Position

No Printing - Seal Only
allows you to use your system
to wet and seal envelopes.

To print Date and Time only

« Select Text-Ad-Date-Time Mode.
» Set Date-Time to Print.
» Set Ad and Text to None.

@ Refill Amoumnt _=
S Enter Amount ;0{35
QQ $ oo
[ 100
Back O,,//
| 4 Accept
W\

To print Ad only

P et B

o et BT

« Select Text-Ad-Date-Time Mode.

« Set Date-Time to Do Not Print.
* Select Ad.
» Set Text to None.

To print Text, Date & Time only

JohnSmith
321 Main Stree
Jour Town, US 12345

« Select Text-Ad-Date-Time Mode.

+ Set Date-Time to Print.
+ Set Ad to None.
« Select a text message.

Refilling Postage
Printing Options

The printing options screen provides choices of what can print on your mailpiece. To access the printing options screen,

Omit Day/Date/Other

allows you to print a normal
meter stamp without the day...
or without the date altogether.

Day Omitted

g
z o A b T %Ef 'E—f:
Date Omitted




