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Introduction 

Overview 
This document provides an overview of the Postage VB in PrintStream. 

Contact Information 

EFI Support 

US Phone: 855.334.4457 (first select option 3, then press option 8, then press option 1) 

US Fax: 415.233.4157 

US E-mail: printstream.support@efi.com  

Regular Service Desk hours are 8:00 AM to 7:00 PM Central Time, Monday – Friday. Outside of these hours, 
you may leave a voice mail message and an on-call support representative will be paged. Response time is 
based on the severity of the issue. 

Note For problems involving infrastructure (i.e., computers, networks, operating systems, backup software, 
printers, third-party software, etc.), contact the appropriate vendor. EFI cannot support these types of 
issues. 

EFI Professional Services 

US Phone: 651.365.5321 

US Fax: 651.365.5334 

E-Mail: ProfessionalServicesOperations@efi.com 

EFI Professional Services can help you perform EFI software installations, upgrades, and updates. This group 
can also help you implement, customize, and optimize your EFI software plus offer a range of training options. 
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Standard Debits and Credits in Postage 
Postage Deposit /Cash Receipt Posting DR CR 

Cash Account  (Asset – from A/R Bank Control Account or Bank 
Account                                          selected when entering cash receipt) 

$  

Postage Deposits (Liability – from Postage Deposits Control Account)  $ 

Postage Check to Post Office   

Postage Inventory (Asset – from Postage Inventory Activity Code-link 
to                                                             Purchasing) 

$  

Cash (Asset – from Postage Bank Control Account)  $ 

Postage Usage 
 (Posted via General Ledger Post Material/Postage/Finished Goods) 

  

Postage Deposits (Liability – from Postage Deposits Control Account) $  

Postage Spoilage (Expense – from Postage Spoilage Control Account) $  

Postage Inventory (Asset – from Postage Inventory Activity Code-link 
to                                                             Purchasing)) 

 $ 

Standard Final Invoice 
(If usage is greater than the deposit) 

  

Accounts Receivable (Asset – from A/R Control Account) $  

Sales Revenue (Income – from Default Revenue Control Account, or 
Activity                                      Code File)  

 $ 

Sales Tax Payable (Liability – from Sales Tax Control Account)  $ 

Freight Revenue (Income – from Default Freight Control Account)  $ 

Postage Deposits (Liability – from Postage Deposits Control Account)  $ 

Expense (Expense – from Activity Code File, G/L Links) $  

Work in Process (Asset – from WIP Control Account)  $ 

Postage Refund Check to Customer   

Postage Deposits (Liability – from Postage Deposits Control Account) $  

Cash Account (Asset – from A/R Bank Control Account)  $ 

Adjusting entries – Logging Postage Usage to Job 999999   

Postage Spoilage (Expense – from Postage Spoilage Control Account) $  

Postage Inventory (Asset – from Postage Inventory Control Account)  $ 

Adjusting entries – Postage Inventory Adjustment after Job has been Final Billed   

Postage Un-billable (Expense – from Postage Un-billable Control Account) $  

Postage Inventory (Asset  - from Postage Inventory Control Account)  $ 
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Glossary of Mail Terms 
Additional Postage - When creating a statement for meter or stamps, a permit can be used for any additional 
postage money required for the mail to be accepted. 

Allocate Checks - When a check is created to the Post Office to purchase postage, indicate which postage 
inventory will be increased.  After defining the dollar amount of the postage check, allocate the dollars to the 
postage inventories; for example, to the house permit.  A postage check cannot be printed until the allocation is 
assigned. 

Buyout - This term describes services or special materials for jobs that are not performed or provided in 
house.  It is synonymous with “subcontract”, “outside service”, “outside purchase”, or “farm out.” 

Customer Refund Check - In the Postage Module, a special program is available for reimbursement to a 
customer who has advanced more postage pre-payment than was necessary to mail the job.  The Customer 
Refund Check only refunds postage moneys to the customer.  Customer refund checks can be altered to affect a 
client’s balance, but actually have a different Payee than the client (to accommodate brokers and ad agencies). 

Earmarked - Usually when a customer pre-pays or advances cash to cover postage, the money is designated 
for a specific job.  This postage deposit is tracked by job if the pre-payment is entered correctly.  Assigning cash 
receipt postage deposits to a certain job is called Earmarking.  Postage advances that are not earmarked are 
called “suspense” or “escrow”. 

Outside Purchase - See Buyout. 

Outside Service – See Buyout. 

Postage Check - The Postage Module has its own check creation program that is separate from the Accounts 
Payable check creation program.  The checks print on the same check stock, but the check stub has different 
columns.  Postage Checks can only be written to Vendors defined as Postmaster Vendors in the Vendor 
Masterfile, and must be assigned to a postage inventory type. 

Postage Balance - This term refers to a customer’s postage dollar total.  The postage balance is computed by 
totaling any earmarked moneys, suspense dollars and unbilled postage usage. 

Postage Inventory - Postage Inventory refers to the assets tracked in permit, meter and stamp dollars on hand. 

Postage Usage - Postage usage is the relief of postage inventory.  Postage usage by jobs occurs when verifying 
a Permit Postage Statement, manually logging meter and stamp daily logs and allocating postage checks to a 
job. 

Postmaster Check - A Postmaster Check is a check written by a customer when the payee on the check is the 
USPS.   

Spoilage - The term spoilage refers to actual meter or stamp waste due to equipment or operator 
failure.  Postage spoilage is logged in the Record Postage Usage program or in the Postage Grid program to 
maintain accurate inventory counts.  Postage spoilage is not charged to jobs.  Some of this waste is recoverable 
from the post office. 

Subcontract - See Buyout. 

Suspense - Suspense postage money is postage advance or pre-payment from a customer that has not been 
earmarked for jobs.  A customer also maintains a postage suspense balance if their postage deposit exceeded 
the actual postage usage and the overpayment wasn't credited to the services on an accounts receivable 
invoice. 

Verify Statement - After printing a postage statement and taking it along with the mail to the post office, the post 
office will either verify or confirm the statement, indicating that the statement represents the mail being 
presented.  Verifying the statement is the final step in Postage Statement creation.  Once verified for permit 
statements, the customer balance and permit inventory are adjusted to reflect the true postage used.  Verification 
of meter and stamp statements does not adjust the customer nor inventory balances. 

Mark as Verified – This feature allows a postage statement to be created using the customer’s permit.  As a 
general rule, this feature should be used every time a customer permit is involved to avoid the risk of logging 
double usage.   Marking the statement as verified will cause it to drop from the list of active statements.  It will not 
adjust the customer or inventory balances, as does the Verify Statement feature.   
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Commonly Asked Questions and Answers 
Q.  We dropped 4 rolls of stamps in a puddle, what should we do? 

A.  Use the Record Postage Usage program and log the stamp inventory usage to job 999999.  This transfers 
the cost to Postage Spoilage. 

 

Q.  Can I have a separate bank account for postage rather than using the same bank account for Accounts 
Payable? 

A.  Yes.  The G/L can maintain separate accounts.  Check stock numbering is unique by the bank account 
number; therefore, you can generate check number 1234 for the postage cash account while the same check 
number can be used for the Accounts Payable cash account. 

 

Q.  When using the Mail Estimating Module to generate quotes and jobs with mail drops defined, will this become 
my List Count? 

A.  No.  The quote can record the tier quantities and postage types to assist in generating an accurate Postage 
Advance Request letter.  But these quantities are estimates; the true List Counts must be re-entered via the 
Postage Module. 

 

Q.  My customer likes to see a record of their postage balance when I send them an invoice.  How can I do that? 

A.  The AR Invoice Entry program provides a postage box detailing usage, deposits, suspense and the balance 
for the job.  The Customer Balance Detail Report will provide the overall postage activity and balance for a 
particular customer for a specified period. 

 

Q.  In the postage display program my customer’s historical balance is different than their current balance.  What 
should I do? 

A.  This is not uncommon.  Refer to this document on how to run the Postage Audit Adjustment Utility. 

 

Q.  When I try to earmark a deposit to a job I am getting a message that tells me there is not enough postage 
suspense for this customer. 

A.  See the Clearing Negative Suspense procedure later in this document.  This message appears if the       
customer’s postage suspense balance is a negative number.   
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Setting up the Postage Module 
The following is a checklist of items to define before creating postage checks, logging postage usage and 
performing other mail procedures.   

 Define PrintStream users in the Users/Group/Program Administration Menu 

 Create a Chart of Accounts in the G/L Master File Menu 

 Define production departments  

  Define cost centers  

 Define activities  

 Enter customers  

 Enter Postmaster vendors  

 Define A/P dissection codes  

How to configure the Postage Module 

1. Define two postage activity codes in the Master Files Reports, Production Activity Codes File.  Label 
one Postage Chargeable or Billable, the other Postage Non-Chargeable or Non-Billable.  Activity Codes 
should be defined as Type P for postage and should be linked in the Link to Purchasing field to the A/P 
Dissection code for Postage Inventory.  An activity code for customer permits and customer meters 
should be set up as Non-Chargeable only if you do not want to show as usage on the invoice.  All 
other activity codes for postage should be Chargeable. 

From Master Files Reports, Control Accounts, confirm the setup of the following fields:   

 Postage Un-billable (Expense) 

 Postage Deposits  (Liability) 

 Postage Bank Account  (Asset) 

 Postage Spoilage  (Expense) 

 Postage Inventory  (Asset) 

2. Complete Postage Defaults and Module Definitions as described below. 

 Enter Postmaster vendors as described in Master Files Vendor documentation. 

 Enter Postage Inventories as described below. 

 Complete Postage Statement Set-ups. 

 Define employees in Master Files Employee. 

 In Masterfile Report, Master Files Report, Master Files Report (report 1600) define the optional 
postage box that will appear on your invoices. 

Setting up Postage Defaults  

In Master File Reports, System Maintenance, Module Definition, Mail Defaults, define the parameters for using 
the Postage Module. 

If you prefer to have postage checks approved prior to them printing, verify there is not a check mark in the box 
next to Allow print w/o approval for the Postage Checks option in Mail Defaults found in Master File Reports, 
System Maintenance, Module Definition. 
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How to configure Postage Defaults 

1. Enable Postage Estimating / Accounting – Check Mark activates the postage estimating programs and 
allows accounting functions to include postage. 

2. Balance Postage at Invoicing Stage – Check Mark forces the program user to balance postage when a 
final invoice is created and the prompt asks, “Do you wish to balance postage now?” 

3. Auto-earmark postage at order entry – Check Mark causes a prompt in Mail Estimating to appear when 
creating the work order that asks, “Do you wish to reserve postage?”  Answering Yes to the prompt 
takes suspense money for that customer and earmarks it to the job. Not recommended. 

4. Enable Customer Inventory - Check mark allows the purchase order receipt program to activate the 
Customer goods option. 

5. Record 999999 usage in Job Costing – With this check box left unchecked or set to No, any postage 
usage logged to job 999999 will create a debit to postage spoilage and a credit to postage inventory.  If 
this box is checked or set to Yes, any postage usage logged to job 999999 will debit postage liability 
and credit postage inventory.  Postage usage logged to job 999999 will post using the General Ledger 
Post Materials/Postage/Inventory program and will show in the GL with an MS type of batch. 

6. When billing: Allow refunds to be created – Check this box to enable the prompt, “Do you wish to create 
a refund check?” in the invoicing program when deposits exceed usage.  To print the refund check, the .  

Creating a Postage Inventory 

Creating a postage inventory will allow the system to track usage and postage checks for all chargeable permits, 
stamps and meters. 

Before creating a postage inventory, verify your company is defined as a customer in the Master File Customer 
program.  Next, define all postmasters as vendors in the Master File Vendor program.  (Please refer to the 
Master File Vendor documentation for further instructions on defining a postmaster vendor type.) 
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To create a postage instrument, follow the steps outlined below: 

1. Select an inventory type by single Left-clicking on the name:  Stamp, House Permit, etc. 

2. Enter an inventory code for the item.  PrintStream recommends using the following format:  Begin all 
permits with a P and then the number.  Meters M, Stamps S, Customer Permits CP.  Examples, P162 
would be House Permit # 162.  S41 would be .41 stamps.  M255 would be Meter # 225.  CP126 would 
be Customer Permit # 126. 

3. Select either the Postage Chargeable or Postage Non-chargeable activity code previously outlined on 
page 8.  The Non-Chargeable activity code is used for Customer Permits or Customer Meters where the 
customer is not billed for postage. 

4. EFI PrintStream recommends the Enforce Job Usage option be set to No for all inventories except for 
Customer Permits. The option to allocate the postage to a job number will still be available. 

5. EFI PrintStream recommends that the Allow Negative Balance option should be set to Yes for all 
inventories. This allows the statements to be verified and usage logged even when the postage 
purchased for this inventory has not been entered into the system. 

6. Depending on the type of inventory being created, complete the applicable balance fields: 

 Permit Balance: The amount of money currently on the Permit.  (Please refer to the Creating Start 
Up Balances documentation when defining a new permit.) 

 [Meter Only] 

 Meter Ascending: The current balance on the meter.  (Please refer to the Creating Start Up 
Balances documentation when defining a new permit.) 

 Max Ascending Bal: The maximum dollar amount the meter will hold. 

 [Stamps Only] 

 Unit Cost:  Denomination or cost per stamp.  

 Qty on Hand: Number of stamps currently in inventory.   

The starting balance should be set at 0. Create a fake check to enter your beginning balance.    

1. Tab to the Statement permit # field.  Enter the permit number you wish to print on the postage 
statement. A renewal date is required when entering a permit.  This field is for internal reference only. 

2. Tab to the Dun & Bradstreet field.  If the Postal Service requires D&B numbers for your clients, enter 
them into this field. 

3. Currency – select the currency type you wish to use for this instrument. 

4. Enter the first few letters of the holder’s permit account number (case sensitive), and then use the 
up/down arrow key on your keypad to find the correct customer.  

5. Select the address for this permit holder from the drop down list. The larger field contains the name 
from the Master Files Customer Addresses and the smaller field is the associated address number. 
Information cannot be typed directly into this field. It must be selected from the drop down of addresses 
set up in Master Files Customer.  

6. In the Entry Office field, either type the postmaster vendor’s account number or use the up/down arrow 
keys to select the postmaster vendor who will be receiving the majority of the mail for this instrument. 

7. The opening date for the instrument will default to the system date; however, it can be changed to an 
earlier date to accommodate transactions that occurred prior to the inventory being set up in the 
system.  

8. When all the information is correct, select the Save button.  Select Add to begin entering the next 
inventory of that same type, or enter a different type by selecting the type from the tree. 

9. Click on Close to close the information display box. 
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Steps just before "Go Live" date 
1. In Master Files Vendor, define the postmaster vendors, usually post offices, for which postage checks 

are created. EFI PrintStream recommends using an asterisk (*) followed by the postmaster’s zip code to 
be used for the account number.  These will also serve as the Entry Offices.  Create them as DBMC, 
DSCF, DDDU or NONE in the Mail Entry Type field.  This field must be completed for each postmaster 
vendor in order for it to appear in the Postage Statement Program. 

2. Create beginning postage balances for the customer by using the A/R Cash Receipt program to log 
each customer’s outstanding postage deposits in the old month.  To make entry simpler, do not earmark 
deposits for jobs, but leave the deposit amount in suspense as one lump sum.  Deposits made after 
entering the startup balance may be earmarked to jobs via the Postage Receipt Allocation program. 

3. Postage usage for jobs that have not been invoiced should also be logged in by job, per inventory item, 
using the Record Postage Usage or Postage Grid Entry programs. 

4. Define the various meters, permits and stamps as described earlier in this document.  Two methods are 
available to adjust/create the inventory balances: 

PREFERRED METHOD:  Create a postage check for the entire value of the inventory and allocate it to the 
individual meters, stamps and permits.  Make a journal entry to reverse the effect of this check.  

The second option for adjusting/creating the startup balances for your postage inventory is to log negative 
postage usage using job 999999.  By entering a negative usage, the inventory balances will be increased.  Make 
a journal entry to reverse the effect of this negative postage entry.   If your module definition in startup is checked 
for option “Record 999999 usage in Job Costing”, these startup balances will post as a debit to postage inventory 
and a credit to postage liability.  If the module definition is unchecked, these items will post as a debit to postage 
inventory and credit postage spoilage. 

5. Define the standard number of copies needed to print for the Postage Advance Letter.  Report number 
925, defined in Master File Reports. 

Note For further assistance when entering beginning balance information, please refer to the Startup 
Balances documentation. 

Postage Advance Letter 
After the job has been created, the first step in the postage accounting flow is to request postage money from the 
customer.   

Select Postage Advance Letter from the Postage menu.  You may generate a postage advance letter by having 
the mail drop information reflected on the estimate pull directly onto the postage advance letter or you may 
create a miscellaneous postage advance letter.   
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A miscellaneous postage advance letter will allow the user to select the customer account number or name, 
enter the date the postage must be prepaid by, the amount required and any text that will appear in the body of 
the letter. 

 

To create a postage advance letter based off of a job, enter or select the job number in the field provided and 
then enter the date by which the postage is required.   

Note If the Date Postage Required by field is grayed out, this means that postage was not included as part of 
the estimate for this job, and therefore, the postage advance letter procedure will not be available.   

 

The postage advance letter can be generated based on Estimated Counts, List Counts, or you can edit the 
counts. 
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Estimated Counts: The postage advance letter automatically defaults to this option when counts have been 
estimated in Mail Estimating.  The letter will be generated based on those estimated counts from the job in Mail 
Estimating. 

List Counts:  This option will default if the PrintStream Mail.dat program is used or list counts have manually 
been entered using the Postage Statement, Drops Counts feature.  The letter will be generated based on the 
counts provided for the job. 

Edit Counts:  The program will offer an editing window where the quantity and/or dollar amount can be 
changed.  The edit box will appear for each line item estimated.  For example, the 3-digit letter line could be 
changed to read a quantity of 565,200 and an amount of $252,500.00.  After editing the quantity and/or amount, 
select the Next Field to alter the next line item, etc.  Selecting End Edit will end the edit session and no further 
edits will display for this job.  As soon as all adjustments have been made, select Print/Preview. 

 

After selecting Preview, a letter will generate for viewing and printing.  An invoice number is generated 
automatically.  The number is a combination of PA (Postage Advance) and the job number.  This makes it very 
easy for Accounts Receivable to identify what the customer is paying for when they reference this number on 
their check.  A postage advance letter does not create a General Ledger transaction. 

Also visible on the letter is the customer number, the job number, the title of the job, the invoice date, the date 
postage money is required, etc. 
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Your Company Name will default in the Make Payable To field, but can be altered on a job-by-job basis.  You 
also have the option of printing in detail or by summary. 
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Postage Check / Request 

Creating Postmaster Postage Check 

1. To create a Postmaster Postage Check, select Postage Entry from your PrintStream menu bar and 
then select the Request/Edit Postage Check group.  Then, select Request Postage Check. 

2. Enter or select the Payee by using the up/down arrow keys on the keyboard or enter the vendor name 
directly in the field provided.  Enter the dollar amount and select Save and Allocate. 

 

3. After selecting Allocate from the Request Check screen, you can begin allocating funds to the required 
postage instruments. Select the Inventory Type(s) by directly entering the postage inventory code into 
the Inventory # field, or place your cursor in the field provided and use the up/down arrow keys on your 
keyboard. Next, enter the amount of postage to be purchased for the instrument and then select 
Allocate.  

4. One check can be used to fill one or more inventory types. (For example, a request can be created for 
$15,000 with $5,000 allocated to the main permit, $3,500 can be allocated to a meter, etc.). Be certain 
that if the check is for stamps, the dollar amount is divisible by the stamp’s denomination. When the 
check request has been fully allocated, select Close. 
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If the Job Allocation Required is set to Yes for this inventory type, as it normally would be for a customer 
permit, select the Job Allocations button and enter a job number.  Entering a job allocation will create 
usage in the amount of the allocation against the job number when posted through the Post Materials, 
Postage and Inventory to G/L program in the General Ledger.  

Note Electronic requests can be entered throughout the day and checks can be printed once a day 
as a suggested procedure. 

A recap of the dollar amount remaining to be allocated will display in the lower left hand corner of the 
Allocation screen. 

Editing Allocations or Deleting a Postage Check Request 

1. To edit the allocation(s) of a postage check request or delete the request, select the Edit Check 
Requests icon from the Postage Checks group.  You can choose to display either unallocated check 
requests or allocated ones.  Select a request date to work with. 

2. Once the date is highlighted, click the Edit Allocations icon to open the Allocations window.  Allocate 
as instructed in the Create a Postage Check Request section of this document. 

To delete a check request, highlight the request date and click the Delete Request button. 
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Approving a Postage Check Request 

There is an optional safety approval feature designed that will allow only selected people access to the Postage 
Check Approval program based on the security role assigned. If this setting is selected, a postage check must 
first be approved before it can be printed. 

1. To mark a Request for Postage check as approved, select the Check Approval icon from the Postage 
Checks group.  Place a check mark in the gray box provided to the right of Approved in the Status 
column. Multiple check requests can be approved at one time. Close the screen when done. 
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Printing Postage Checks 

1. Once the check request has been approved, select the Postage Check menu from the Postage Entry 
Program.  Next, select the Print Approved Checks icon. 

2. Enter the correct bank account number by directly entering the bank account number in the field 
provided, or use the up/down arrow keys to select the required bank account.  Change or accept the 
Print Date, which will default to the current system date and enter the beginning check number. To mark 
checks as EFT (Electronic Funds Transfer), place a check mark in the EFT box, select the appropriate 
check (you may select only one check at a time) and type the EFT number in the Starting Check# field 
(this field accommodates 15 numeric characters). The default for all EFT transactions will be to Mark as 
Printed. 

2. To select all checks for payment, click on the Select All button.  If only one or two of the checks in the 
list are being paid, click on the date to the check request.   A green check mark will display indicating a 
check will print for that request.  To deselect a check request, click on the date of the check request to 
remove the check mark. 

3. If the check was hand written, the program gives the option of changing the default to Mark as 
Printed.  A check will not be printed; however, the transaction will be recorded in PrintStream.  After 
selecting this default, click on the Print Checks button. 

4. To print checks, leave the default at Print to Paper. To select a specific printer to which you want to print 
your checks, click on the Printer Selection button. Then insert the check stock in the selected printer 
and click on the Print Checks button. 
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5. After the checks have printed, a Print Confirmation window will display.  If the checks printed correctly, 
select Yes and then select Close.  If they did not print correctly, select No and reprint the checks (for 
more information on reprinting checks, please see NOTES at the end of this section).  If the checks did 
not print correctly due to an incorrect starting check number entered, you may replace the starting 
check number with the correct starting check number. 

 

6. To complete the check printing batch, select the Update/Post Checks icon from the Postage Checks 
group in the Postage Entry Menu. 

7. A Post/Update Checks screen will display. Select the appropriate Posting Period and Bank Account and 
click Load Postage Checks. Select checks to be included in the posting process and click the Post 
Checks button.  
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8. A Post Postmaster Checks screen will display detailing the check allocations. When ready, click the 
Post button.  Posting to the General Ledger will occur at this time. A Postage Posting Summary report 
will automatically display on the screen indicating the postage checks have posted to the GL.  You can 
either view this report on the screen or print it.  Close the report when completed.  This creates a batch 
of type PC. 
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Note If you experience a problem with your checks printing correctly, you may reprint the checks.  The 
reprint feature will allow you to reprint a check with the same or with a different check number. 
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How to Void a Postage Check 

1. Select the View/Void Updated Checks icon from the Postage Checks menu bar from the Postage 
Entry Program. 

 

2. First, select the bank account the postmaster check was written against.  Then, select the option to 
locate the check(s) you want to void.  You can either load all checks generated based on the checking 
account selected, filter by a specific date range or by inserting the starting check number.  

After locating the check number to be voided, Left-click on it to select it and then Right-click on it.  A 
Void Posted Postage Check box will display. Left-click to select this option.  A dialog box will display 
requesting a date to be inserted for the check to be voided on. This date must be in an open period, as 
defined in Master Files Reports, System Maintenance, Accounts Start Periods, and the check may not 
have already been marked as cleared in the Bank Reconciliation program.  Select OK when completed. 

This will generate a Void Postage Check Posting Summary report, which can be printed.  This posts a 
VP type of transaction to the General Ledger. 

 

Note Voiding a Postmaster check does not open the check request; i.e., the original request is 
removed.  A new request will need to be created. 
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Postage Checks Batches 

 

This icon will allow you to see all of your Postage Check batches by fiscal period.  Click on the plus sign next to 
the period and the list of batches that fall into that period will display.  Click on the batch and it will display the GL 
transactions for that batch at the top of the screen.  The bottom will show the check detail. Voided checks will 
display in red. 
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Customer Postage Refund Check 

Creating a Customer Postage Refund Check 

This program may be used to create a request for a refund check to a customer that has overpaid for 
postage.  Refund checks do not affect the customer’s accounts receivable balance, but they do affect their 
postage balance by decreasing postage suspense. 

A customer refund check request can also be generated from the Accounts Receivable Invoicing program at the 
Postage Balancing stage.  If the customer has paid excess postage, a prompt will display asking to create a 
Refund Check.  If the response is Yes, the request will display in this program after the AR invoice has been 
posted. 

The customer’s postage suspense balance must be positive to create a postage refund check. 

1. To create a postage refund check, select Postage Entry from the Postage Menu.  Select the Customer 
Postage Refund menu, then select Request Refund Check.   

 

2. Select the Customer and Payee by directly entering this information in the fields provided, or use the 
up/down arrow keys on your keyboard to select the correct information. Enter the dollar amount to 
pay.  An optional Notes field is provided that will print on the check and on the check stub (please 
contact your Accounting Support representative to activate this feature).  Select OK and close. 

 

The Edit Refund Requests icon will allow the refund request to be deleted if necessary. 
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3. Select the Print Refund Checks icon from the Customer Postage Refund menu bar in Postage Entry. 

 

4. Select the bank account by directly inserting the bank account number into the field provided or use the 
up/down arrow keys on your keyboard to scroll through the list of bank accounts available.  Accept or 
change the Print Date (this is the check date), and enter the beginning check number.  If you’d like to 
mark checks as EFT (Electronic Funds Transfer), place a check mark in the EFT box, select the 
appropriate check (you may select only one check at a time) and type the EFT number in the Starting 
Check# field (this field accommodates 15 numeric characters). The default for all EFT transactions will 
be to Mark as Printed. 

To select all checks for payment, click on the Select All button.  If one or two of the checks in the list 
are being paid, click on the date next to the check request.   A green check mark will display indicating a 
check will print for that refund request.  To deselect a refund check request, click on the date next to the 
appropriate request to remove the check mark. 

5. If the check was keyed, the program will give the option of changing the default to Mark as Printed.  A 
check will not be printed; however, the transaction will be recorded in PrintStream.  After selecting this 
default, click on the Print Checks button. 

6. To print checks, leave the default at Print to Paper. To select a specific printer to which you want to 
print your checks, click on the Printer Selection button. Insert the check stock in the selected printer and 
click the Print Checks button. 
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After the checks have printed, a Print Confirmation window will display.  If the checks printed correctly, 
select Yes. If the checks did not print correctly, select No and reprint the checks.  If the checks did not 
print correctly due to an incorrect starting check number entered, you may alter the starting check 
number with the correct starting check number. 

After printing, the system will navigate to the Post/Update option.  Select Yes to begin the posting 
process.  A Postage Refund Posting Summary report will automatically display.  You can either view 
this report on the screen or print it.  Close when completed.  This will create a batch of type PX. 
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How to Void a Customer’s Refund Check 

1. To void a customer’s refund check, select the View/Void Updated Refund Checks icon from the 
Customer Postage Refund menu bar in Postage Entry.  To locate the postage refund check to be 
voided, select one of the following options: Load all checks generated from this module, checks created 
for one customer, or by starting check number.   Once loaded, you can sort the list by clicking on any of 
the column headings. 

 

 

2. After locating the check number to be voided, Left-click to select, then then Right-click on it.  A Void 
Refund Checks option will display. Left-click to select this option.  
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3. A dialog box will display requesting a void date. This date must be in an open period, as defined in 
MasterFile Reports, System Maintenance, Start Periods, and the check cannot have already been 
marked as cleared in the Bank Reconciliation program.  The void date also cannot be before the date of 
the check you are voiding.  Select OK when completed. 

 

A Void Refund Check Posting report will be generated which can be printed.  This will post a VR type of 
transaction to the General Ledger.  
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Logging Postage Usage 
Once postage has been used in the production cycle for a job, the usage must be recorded in PrintStream.  This 
will reduce the customer’s postage liability balance, reduce the inventory and ready the job for invoicing. 

Postage Usage can be logged four different ways: 

 Through the Record Postage Usage program in Postage Entry.  

 In the Postage Grid Entry program. 

 As a job allocation on a postmaster check; primarily used when a postmaster check is generated for a 
chargeable customer permit or a chargeable customer meter. 

 When verifying a Postage Statement for a Permit or a statement for meters or stamps with balance due 
on a Permit. 

Use either the Record Postage Usage program or the Postage Grid Entry program primarily for meters and 
stamps.  Either can also be used for permit usage if you are not using PrintStream’s Postage Statement 
program. 

We will first look at the Record Postage Usage program. 

1. To log postage usage, select the Record Postage Usage program from the Postage Entry Menu and 
then select Postage Usage Entry. 
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2. Select the inventory type by typing the instrument’s inventory code into the Inventory # field.  You can 
type a P, M or S to begin the search for Permit, Meter or Stamp inventory, or you can use the up/down 
arrows on the keyboard to select the correct inventory.  Select the Enter Job Postage Usage option to 
log usage to an actual job number.  Insert the job # to log usage to or you can use the up/down arrow 
keys to search for the job number. The status of the job, whether final or partially AR invoiced will 
display to the right of the job title.  If the job has been final AR invoiced, additional usage cannot be 
logged. 

3. To record postage usage to the miscellaneous job 999999, select the Miscellaneous Usage option.  
The Job# field will be inactivated, but the usage will be logged to job 999999.  Transactions recorded to 
the PrintStream miscellaneous job number 999999 will post with a debit to the GL account linked to the 
Postage Spoilage control account, and a credit to the GL account linked to the Postage Inventory 
control account. 

4. Enter the date the usage was created.  The current system date will default into the Date field; however, 
it can be changed if needed.  The period the date falls within will be the period the usage transaction will 
post to in the General Ledger.  Next, select the employee logging the postage usage by directly 
inserting the employee’s code, or use the up/down arrow keys to scroll through the employee codes 
available. 

There are a few different ways to enter the actual dollar amount of the usage:  

 Enter a rate in the Rate field and a Quantity on the quantity line under total and the system will 
calculate the dollar amount.  

 Enter a total dollar amount on the amount line under total.   

 For mixed weights/rates, enter the total quantity and the total amount, and then press the tab 
button to log an average rate. 

 You can enter the number of pieces used and the number of pieces spoiled.  The dollar amount in the 
Used column is what will actually be charged to the job.  The dollar amount in the Spoiled column will 
be charged to the Spoilage Account, as defined in Masterfile Reports, Accounting Structure, Company 
Control Accounts, and the inventory balance for the permit used will be reduced by the dollar amount in 
the total column. 
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 Also on this screen is a look-up feature to use while logging postage usage.  You will find a button titled 
Job Postage Usage and Deposit Details in the Postage Inventory Usage screen.  This feature will 
allow you to view the deposits received from the customer for the job selected on the main Postage 
Inventory Usage screen, along with the total usage for the job, the requested usage, the amount 
remaining on the deposit, the amount currently available in the selected customer’s suspense account 
and if an additional postage deposit is needed to complete this job.  

 

Note If the pending usage transaction exceeds the postage earmarked for the job, a message will 
display.  The message will not prohibit the user from logging the usage. 

Transfer Postage Usage 
1. Under Record Postage Usage is the ability to Transfer Postage Usage.   This will allow you to move 

postage usage from one job to another as long as neither job has been Final Invoiced.  Select the 
Transfer Postage Usage icon. 

`  

2. Select the job from which you want to transfer usage.  Select the transactions you will to transfer or hit 
the Select All button. 

3. Enter the job to transfer the usage to. 

4. Enter a transfer date and select an employee from the list. 

5. Click Transfer Postage Usage. 
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Postmaster Check Entry/Tracking 
The Postmaster Check Entry/Tracking program was designed to help the user handle receipt of customer checks 
made out to Postmaster. There are two possible scenarios this feature accommodates: 

 Tracking customer checks made out to Postmaster that will be deposited into any house owned postage 
inventory. 

 Tracking customer checks made out to Postmaster that will be deposited into a Customer Permit. 

First scenario: 

1. Select Record Postmaster Check option in the Postmaster Check Entry/Tracking program. Record the 
receipt of the check by selecting the customer, entering the check number information, the dollar 
amount and the date. As optional information, you can type in a Job # and a Payee (you also have the 
opportunity to Edit Payee at a later time through the Allocate Postmaster Checks program). After done, 
click on Save and then Allocate. 

 

Note At this point, no entries to the General Ledger are created; therefore, checks recorded here will 
not show up on the Customer Postage Balance Detail or Summary reports, but the information 
is stored in the system and you have the option of reporting on it through the Postmaster 
Checks Report in Postage Reporter. 

2. After selecting Allocate from the Record Postmaster Check screen, you can begin allocating funds to 
the required postage instruments.  Select the inventory type(s) by directly entering the postage 
inventory code into the Inventory # field, or place your cursor in the field provided and use the up/down 
arrow keys on your keyboard to search through the list of available inventories.  Next, enter the amount 
of postage to be purchased for the instrument and then select Allocate. Just as with regular Postage 
Check Requests, one check can be used to fill one or more inventory types.  Be certain that if the check 
is for stamps, the dollar amount is divisible by the stamp’s denomination. When the Postmaster Check 
has been fully allocated, select Close. 
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Note Do not enter Job Allocations when it is for house inventory, unless you want the usage 
transaction recorded at this time. 

You can change your check allocations by selecting the Allocate Postmaster Check icon 

 

3. Load the non-forwarded checks by Customer, by date range or All. 
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4. To post the allocated check to the General Ledger, select Forward/Update/Post Postmaster Checks 
from the Postmaster Check Entry menu. Next, select the batch date with which you’d like to post the 
checks. Then, select the checks to be posted by placing a check mark in the gray box next to the 
Customer#.  You can also view the allocations of each check on this screen.  When ready, click on the 
Post Checks button and again on the Post button in the Post Postmaster Checks screen. 

 

 

 

Note This step will create a General Ledger transaction in a PM batch type. The General Ledger 
posting will debit postage inventory and credit the postage liability account. These entries will 
show up on the Customer Postage Balance Detail and Summary reports. 
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Second Scenario:  

1. Just as in the first scenario, record the receipt of the check by selecting the customer, entering the 
check number information, the dollar amount and the date. As optional information, you can type in a 
Job # and a Payee (you also have the opportunity to Edit Payee at a later time through the Allocate 
Postmaster Checks program). After done, click on Save and then Allocate. 

Note At this point, no entries to the General Ledger are created; therefore, checks recorded here will 
not show up on the Customer Postage Balance Detail or Summary reports, but the information 
is stored in the system and you have the option of reporting on it through the Postmaster 
Checks Report in Postage Reporter. 

2. After selecting Allocate from the Record Postmaster Check screen, you can begin allocating funds to 
the Customer’s Permit.  Select the instrument by directly entering the Customer’s Permit code into the 
Inventory # field, or place your cursor in the field provided and use the up/down arrow keys on your 
keyboard to search through the list of available inventories.  Next, enter the amount of postage to be 
purchased for the instrument and then select Allocate. Just as with regular Postage Check Requests, 
one check can be used to fill one or more of Customer’s Permits.  When the Postmaster Check has 
been fully allocated, select Close. 

 

Note You can only allocate to a customer owned permit if it has been setup as chargeable.  If you 
try to allocate to a non chargeable permit you will receive the message: 
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 You can also choose to allocate the funds to a job.  This will also create the usage transaction for the 
same amount against this customer permit for the job listed. 

 

3. To post the allocated check to the General Ledger, select Forward/Update/Post Postmaster Checks 
from the Postmaster Check Entry menu. Next, select the batch date with which you’d like to post the 
checks. Then, select the checks to be posted by placing a check mark in the gray box next to the 
Customer#. When ready, click on Post Checks and again on the Post button in the Post Postmaster 
Checks screen. 
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Note This step will create a General Ledger transaction in a PM type of batch. The General Ledger 
posting will be a debit to postage inventory and a credit to postage liability account. These 
entries will show up on the Customer Postage Balance Detail and Summary reports. 
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 The usage portion will be posted when posting Materials, Postage and Inventory to the G/L from the 
General Ledger Module is generated. 

 

Voiding a Postmaster Check 

1. To void a Postmaster Check and make it available for forwarding again, click on the View/Update 
Updated PM Checks icon. Load Postmaster Checks by selecting the Load All, Filter By Customer or 
Filter By Date option and clicking on the Load Postmaster Checks button. A list of updated Postmaster 
checks will display. To void a check, click the Void button and enter the correct Void Date when 
prompted. The Void Date will always default to the current system date, but it can be changed if 
needed. Click on OK when done. In the Void Postmaster Check screen click on Post. This will generate 
a Void Postmaster Check Batch report, which can be printed.    

 

Note Voiding of a Postmaster Check “re-opens” the check and makes it available for forwarding 
again from the Forward/Update/Post Postmaster Checks program. If for some reason you 
need to remove the Postmaster Check from your system entirely, you will first need to void it (if 
already posted) and then delete it in the Allocate Postmaster Checks program.  
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Inventory Adjustment 
The last group in the Postage Entry Program is Inventory Adjustment.  This program will allow you to make 
adjustments to postage inventory balances.   

1. Select the instrument to which the adjustment should be made by directly entering the postage 
inventory code into the field provided or use the up/down arrow keys on your keyboard to select the 
correct instrument.  Enter a beginning date you want PrintStream to begin loading postage transactions 
from into the Load Transactions From Date field and then select the Adjust Inventory Value button in 
the lower right hand corner of the screen. 
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 A window displays allowing you to adjust the postage instrument selected on the previous screen. If the 
amount to be adjusted is a positive amount, the adjustment will decrease the postage inventory balance 
and increase spoilage.  Just as the opposite will occur if the amount is negative. 

 The control accounts for Postage Spoilage and Postage Inventory, as defined in Masterfile Reports, 
System Maintenance, Accounting Structure, Company Control accounts, will auto default into the 
Account Details sections.  The GL accounts in Spoilage Account Details and Postage Inventory Account 
Details can be changed; however, it is highly recommended the defaults are used when adjusting a 
postage instrument. 
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Note This should not be confused with the PostageInventoryAdjustment program that is its own 
icon.   That program is a utility for Postage Inventory that is out of balance. 

Postage Grid Entry 
Another program that allows postage usage to be recorded is Postage Grid Entry.  The Postage Grid Entry 
program allows a user to enter multiple postage usage transactions at a time to the same instrument and then 
process them all at once.  This works best for companies who manage a manual meter log or a manual stamp 
log to capture postage usages against jobs via a postage meter or stamp inventory.  At the end of the day, the 
user can directly enter the transactions from the manual log into the postage grid and process them all at once, 
as opposed to recording each transaction individually in the Postage Usage Entry program.  

This program is represented by its own icon and may need to be added to your menu bar. 

 

1. To begin using the grid, select the postage instrument in which to log usages. Then, select the Usage 
Date (the date will always default to the current system date, but it can be changed), and enter the 
default Employee for all entries. Place your cursor in the Job # field and directly enter the job number or 
use the +/- keys of your 10 key keypad on your keyboard to scroll through the available job numbers. 
The job’s description will display as well as the job’s status – whether the job has been final AR 
invoiced, partial AR invoiced or if the job is currently on hold.  (As a reminder, jobs that have been final 
AR invoiced cannot have further postage usage transactions logged against them.)  By pressing the 
Enter key you will can move to the next field.  Directly enter the Employee Code (if different from the 
default employee) or use the +/- keys of your 10 key keypad on your keyboard to scroll through the 
available employees.  
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There are several different ways to enter the postage usage amount:  

 Enter the per piece rate into the Rate field, then enter the Beginning Meter Piece Count and Ending 
Meter Piece count and the system will automatically calculate pieces mailed. Or enter the per piece rate 
into the Rate filed and then enter the total number of pieces mailed into the Pieces Mailed field, break 
out the number of spoiled pieces into the Less Pieces Spoiled field, and the amount used will auto 
calculate in the Amount Used field. 

 Allow PrintStream to calculate the average per piece rate by only entering the total number of pieces, 
the number of spoiled pieces and the total amount used. 

 Enter the total dollars of usage used into the Amount Used field. 

 The option selected will determine the postage data that will display on various postage reports. 

 

 A notes field is available to enter any comments associated with the entry. The notes will then display 
on various postage reports.  The Inventory Balance column, which represents the current balance of the 
instrument based on purchases less usages, will auto calculate based on the Amount Used entry.   

2. After all entries have been logged into the postage grid, select Log Usage in the lower left hand corner 
of the screen. 

 As PrintStream reads through the entries made in the postage grid, the line items will become shaded 
green.  The colored lines indicate PrintStream has auto created postage usage against the jobs 
referenced in the line entries.   
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3. After all of the lines have become shaded, either click on the Clear Grid button to clear the logged 
usage and begin working with another instrument or click on the Close button to exit the program. 

View Job Postage Info option in Postage Grid Entry 

1. To view the postage usage and deposit details in Postage Grid Entry Right-click on the job# and select 
the View Job Postage Info option.  

 

 The Job Postage Deposit and Usage Details window will display. 
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Postage Receipt Allocations 
The job allocation of a postage cash receipts containing can be changed; even after the receipt has been posted.   

1. Select the Postage Receipts Allocation module from the main menu. 

 

2. Enter the customer number in the Customer field or search using the up and down arrow keys on your 
keyboard, and hit the Tab key.  Entering a date in the Receipts From Date field will allow the display of 
receipts from this date forward.  Leaving this field blank will allow the display of all receipts for the 
customer.  The next step is to select Postage Unapplied Only, to see receipts with remaining postage 
suspense monies, or All Receipts. 

 

3. To select a receipt to work with, Left-click on the number in the Receipt# column.  This will open the 
receipt window. 

4. Click Load Jobs to display all open jobs for the customer. 

 The top portion of this window displays information about both AR and Postage monies from the 
selected receipt.  However, you can only work with the Postage monies. 

 The Total Earmarked column displays all monies earmarked to a job.  From this Receipt column 
displays monies earmarked to a job from the selected receipt.  A negative figure displayed in the 
Postage Balance on the Job column means the job has postage usage which needs to be paid.  A 
positive figure in this column indicates postage monies are available. 
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5. To remove monies earmarked for a job, enter a negative amount in the Apply Amount column.  To 
earmark monies, enter a positive amount. 
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Postage Reporter 

Postage Display Program 

The Postage Display Program offers a quick reference of customer related postage transactions in a variety of 
different ways.   

1. Select Postage Reporter from the Postage Menu, and then select the Display Programs group. 

2. Directly enter the customer’s account number into the field provided or select it by using the up/down 
arrow keys on the keyboard.  Next, select the Load Customer Data button and the customer’s postage 
information will appear.  The program will default to the Current Balance tab and it will show the current 
amounts for Earmarked money, Postage Suspense, Current Balance, Pending Refunds (with details of 
any pending refunds in the box at the right of the screen), and the customer’s future balance. 

 The lower section of the screen will provide job detail and will give you the option to view only Partial 
and Non Invoiced Jobs or All Current Jobs (final invoiced but not posted).  You may also have the data 
display in date order by placing a check mark in the field provided under the Load Customer Data 
button. 

 

 Billed Suspense column: lists money that was taken from suspense and used on an invoice as credit. 

 Billed Additional column: lists usage amount billed on an invoice. 

 The Historical tabs will offer a drill down, first by year, then by period and will detail all transactions 
related to that customer for the period selected.  
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3. To view details related to a particular line item such as the date the check was deposited, the receipt 
number, the check number, the date the usage was logged and what type of postage inventory was 
used, etc., double click on the job number 

 

 Historical Balance tab: 
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Historical Suspense tab: 

 

Postage Check Display  

The Postage Check Display provides a list of checks based on the parameters selected for printed, updated or 
all checks from any given date. 
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A similar display is also available for Refund Checks. 

 

Transactions can also be viewed in the Postage Display menu by job number.  Select Postage Display by Job, 
enter a job number and select Load Info.  This will list all postage deposits and usage entries for a particular 
job.  This is a useful tool when researching postage usage on a particular job in great detail. 
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The data can also be printed by selecting the Print option. 

 

The Customer Balance Level program allows the user to define minimum postage suspense levels for their 
customers.  This report is beneficial to those users who require the customer to maintain an ongoing postage 
suspense balance the House can pull from when processing postage jobs for the customer.  By defining 
minimum postage suspense levels, PrintStream users can periodically generate this report and request 
additional funds from the customer if the postage suspense balance falls below the minimum level. 

Setup must first be completed in the MasterFile Customer program.  Please refer to the MasterFile Customer 
documentation for further instruction. 

After the setup has been completed, select the Customer Balance Level program.  A report can be generated 
for those customers under the minimum level or for all customers. 
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Note PrintStream does not prevent the processing of any type of transaction against the customer’s jobs or 
account in the event they fall below the minimum balance defined.  However, a message will appear in 
Record Postage Usage if usage is logged to a job that belongs to a customer who is below the 
minimum: 

 

Postage Reports 
There are many reports available in the Postage Reporter menu.  The following is a listing and a brief description 
of each.   

Deposit Reports 

 Postage Received by Job: Details postage received by job number for the date range the user 
specifies.  This report is excellent for production meetings. 

 Postage Cash Disbursement: Lists postage cash disbursements for the date range the user specifies. 
This report will show checks that have been updated referencing the job and inventory number. 

 Postmaster Checks: Shows postmaster checks based on a check date range, customer and allows to 
further filter by Forwarded or Non-Forwarded checks or both. 

 Postage Receipts by Bank Account: Provides a listing that includes cash and check deposits, how 
they were allocated, grouped by bank account.   

 Customer Postage Balance Summary: Summarizes postage balance by customer for any period 
selected. 

 Customer Postage Balance Detail: Provides detail of postage transactions by customer for any date 
range selected.  It has out-of-balance finding capabilities. 
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 Customer Postage By Job Report:  Shows earmarked postage, postage deposits and postage usage, 
by customer and job.  This report provides similar information as the Postage Display. 

 Customer Historical Suspense Detail:  Details the transactions made against a customer’s postage 
suspense account for the date range specified. 

 Customer Historical Suspense Summary:  Summarizes the postage transactions made against a 
specified account for a specified period. 

 Postage Balance Detail (With Summary):  Details all postage related transactions by customer for the 
period selected. 

 Client Postage Payment and Usage Report:  Provides a recap of postage money received and 
postage usage created by customer for a period range entered. 

Usage/Statement Reports 

 Drop Schedule: Provides a mail drop schedule, by customer, for a selected date range. 

 Postage Usage: Offers many parameters for selection ranging from postage usage and spoilage to 
chargeable or nonchargeable.  This is a good report to print prior to posting usage transactions to the 
general ledger.  

Postage Inventory Reports 

 Postage Inventory Summary: Summarizes postage inventory by date for all inventory items.  This 
report can be printed for meters, stamps or permits. 

 Postage Inventory Details: Lists detailed transactions for postage inventory items for a given date 
range.  This report can be printed for meters, stamps or permits.  It can also be printed by transaction 
type, purchase usage, etc. 

Postage Procedures 

How to record dollars in your customer’s permit 

Since you are unable to receive a refund from the post office for money over deposited into a customer’s permit, 
this technique will bill the customer for the whole payment even though the true usage may be less. 

1. Define a Customer Permit inventory with the field Enforce Job Usage set to Yes. 

2. Create a normal postage check to the Post Office where the customer’s permit is held. 

3. Allocate the check to the customer’s permit. 

4. Allocate the permit money to the customer’s job/jobs for the full check amount. This transaction logs this 
amount of usage to the job. 

5. Print and Update/Post the postage check. 

6. Create a postage statement using the normal technique, but rather than normal verification use the 
Mark as Verified option. This prevents the logging of double usage to the job. Users should be trained to 
Mark as Verified all customer permits. 
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How to record a Postmaster check to your house permit, meter or stamp 

(Use this method as an alternative to using the Postmaster Check Entry/Tracking program) 

Use this procedure when a customer prepays for postage usage to your house permit, but writes the check to the 
post office.  A special Bank Account linked to Postage Inventory is needed, rather than a cash account. 

1. Define a new bank account in the Masterfile Reports Program whose G/L account number is the 
Postage Inventory account (rather than the cash account).  Name the Bank Acct number something 
distinctive. 

2. Create a normal, cash receipt batch except change the Bank Account field to use the special account 
set up.  Record the check number, as PM1234 to designate that it is a postmaster check. 

3. Enter a cash receipt; however, only include receipts in this batch from customers that have mistakenly 
paid the Post Office directly.  Earmark this deposit to jobs if desired. 

4. Post the cash receipts batch in the normal fashion.  The batch will debit Postage Inventory and credit 
Postage Liability. 

5. Create a postage check using the special bank account to your house permit, and select the Mark As 
Printed option.  Use a check number out of the normal range. You will give the customer’s check to the 
post office. 

6. Update/Post the PrintStream postage check. This will debit Postage Inventory and credit Postage 
Inventory. 

When the postage is used against the customer’s job/jobs, the posting will debit Postage Liability and credit 
Postage Inventory. 

Purchase postage by credit card or by phone 

Use this technique to increase the postage inventory when not using an actual postage check.  Make sure in 
Masterfile Reports, System Maintenance, Module Definitions, Mail Defaults, Record 999999 usage in Job 
Costing field in unchecked.  Call EFI PrintStream Support if you need assistance. 

1. Request a check and allocate it to one main postage instrument. 

2. Approve and print the check using a check number in a separate range linked to credit card or phone 
purchases, and select the Mark as Printed option. 

3. Update/Post the check. 

To divide the bulk payment between true inventories:  Log usage for the amount to job 999999 and the bulk 
inventory. Log negative usage to job 999999 and to the correct instrument. 

The posting will wash through Postage Spoilage. 

My customer’s historical balance doesn't match their current balance in the 
display program 

If the customer’s historical and current balances do not match, run the following utility. 

1. Select the Postage Audit Adjustment (the hammer) icon from the Postage Menu.  

2. Enter the customer’s account number in the field provided or leave the Customer field blank to capture 
all customers.  

3. Select the Historical Suspense and Historical Balance option.  If using this utility for all customers, you 
will want to place a check mark in the Fix all the problems without asking for confirmation option. 

4. As the utility runs and if the “Fix all the problems…” option is unselected, it will prompt with a Yes or No 
question as to whether to correct the problems. Respond Yes to each of these.  If no response appears, 
it means the utility did not find any items that need to be corrected.  

If the customer’s balance remains out of balance after running the utility, please contact EFI PrintStream for 
support. 
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What to do if a postage check is earmarked to the wrong job number 

Use this procedure when a postage deposit is earmarked to the incorrect job. 

If the incorrect and correct job number(s) are for the same customer: 

1. Select the Postage Receipt Allocations icon from the Postage Menu. 

2. Select the customer number with the incorrect receipt. 

3. Select the receipt number that was applied incorrectly. 

4. Enter a negative amount in the Apply column for the job to un-apply the money from and press 
tab.  This will put the money into postage suspense for this customer. 

5. Enter a positive number for the same amount to the correct job in the Apply column and press tab. 

If the incorrect and correct job number(s) are to two separate customers: 

1. Use the Postage Receipt Allocations program to un-earmark the postage on the wrong job. 

2. Go to the Cash Receipt program and select the cash receipt in the posted cash receipt batch.   

3. Use the search feature to find the cash receipt of the batch is unknown.   

4. Highlight the receipt number in the tree and then edit the cash receipt by single Left-clicking on the 
receipt number found under the Description header.  The Edit Cash Receipt window will display.   

5. Select Change Receipt Customer. 

6. The Select New Customer for Receipt window will appear.   

7. Enter the customer the cash receipt should get moved to and then select OK.   

8. Select the Close option on the Edit Cash Receipt screen and then close the batch. 

What to do if usage is logged to the wrong job number 

1. Select Transfer Postage Usage from the Record Postage Usage Program in Postage Entry. 

2. Enter the job number to the incorrect job you posted usage to in the From Job field. 

3. Place a check mark in the gray box provided at the beginning of the usage transaction to transfer.  

4. Enter the job number to the correct job usage should be posted to in the To Job field.  Verify the date 
and enter an employee code. 

5. Click Transfer Postage Usage. 

Note This procedure cannot be used for jobs that have been final invoiced or if postage has been 
balanced in AR Invoicing. 
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How to move a Postage Suspense to A/R suspense 

Use this procedure when a customer has postage suspense money to be moved to AR suspense.  

1. Open the Cash Receipt program and either create a new batch or use an existing unposted 
batch.  Verify the date of the batch, as the batch date will determine the period the transfer will take 
place in.   

2. Right-click on the batch number highlighted and select Add Postage Transfer Receipt.  A New Transfer 
Receipt window will display.  Select the customer the unapplied postage receipt belongs to in the field 
provided.  Select Load Receipts.   

3 The Date field will default to the date of the batch while the Payer will auto fill based on the customer 
selected.  Enter a check number (most likely it will be the same check number as originally entered, 
unless you want to code it with a unique code to indicate it was transferred), and place a check mark in 
the gray box to the far left of the receipt transaction indicating the receipt you want to transfer.  If the 
amount you want to transfer is less than what is available under Postage Balance, edit the amount 
displayed in the Amount to Transfer field.  When finished, select Create Transfer Receipt. 

How to move A/R Suspense to Postage Suspense 

1. Open the Cash Receipt program and either create a new batch or use an existing unposted 
batch.  Verify the date of the batch, as the batch date will determine the period the transfer will take 
place in.   

2. Right-click on the batch number highlighted and select Add AR Transfer Receipt.  A New Transfer 
Receipt window will display.  Select the customer the unapplied AR receipt belongs to in the field 
provided.  Select Load Receipts.   

3. The Date field will default to the date of the batch while the Payer will auto fill based on the customer 
selected.  Enter a check number (most likely it will be the same check number as originally entered, 
unless you want to code it with a unique code to indicate it was transferred), and place a check mark in 
the gray box to the far left of the receipt transaction indicating the receipt you want to transfer.  If the 
amount you want to transfer is less than what is available under AR Balance, edit the amount displayed 
in the Amount to Transfer field.  When finished, select Create Transfer Receipt. 

How to move Postage Suspense to pay A/R invoices 

Use this procedure when a customer has postage suspense money available to apply towards Accounts 
Receivable invoices for product or services. 

1. Follow the procedure mentioned in the previous topic to move postage suspense money to AR 
suspense.  Next, apply the AR suspense money to invoices by using the Deposits Tab in the A/R 
Invoicing program if the AR invoice has not yet been posted, or use the Allocate Cash Receipts 
feature in the Cash Receipts program. 
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How to record freight charges as if they were postage usage 

This procedure will lump UPS, FED EX, etc. together with meter/stamp/permit usage on the AR invoice to the 
customer.  This procedure assumes you want to carry prepayments for freight as you currently do for postage 
prepayments, i.e. through your Postage liability account.  This procedure also assumes that you can pay your 
UPS, FedEx bill through the Postage Module, rather than through AP. 

Setup: 

1. Create a new chargeable activity code, as a Postage type, titled Postage Freight. 

2. Create a new GL asset account named Freight As Postage Inventory or something similar. 

3. Create an AP dissection code for the new GL asset account. 

4. Create a new postmaster vendor for UPS or Fed EX, use Mail Entry Type = NONE. 

5. In Link to Purchasing, link your new activity code to the new GL asset account. 

6. Create a new Postage Inventory house permit titled FREIGHT and link it to the new activity code. 

Procedure: 

1. Create a receipt for the postage/freight prepayment as normal in Cash Receipts. 

2. When you receive your shipping report from UPS, log it as postage usage to the FREIGHT inventory 
using the customer’s job number.  If there is a difference between the UPS charge to the customer and 
the amount UPS charges you (because you have a volume discount), log the usage for the higher 
amount to the customer’s job. 

3. Create an AR invoice to the customer as normal.  When you balance postage, the freight amount 
logged will appear with the other postage usage.  Use postage deposits or suspense as normal.  You 
may want to edit the line description to be Postage/Freight Usage or Postage/Freight Received; 
however, it is important that Postage be the first word. 

4. When you get your UPS bill for the shipping, log it as a Postage Check request to the Postmaster 
Vendor UPS, allocate it to the Freight inventory code and print/post/update the postage check as 
normal. 

Note Because there may be a difference between what you charge your customers for freight (now 
logged as postage usage) and what your vendor charges you for freight (now logged as  a postage 
check), your Postage Inventory detail for this instrument will tend to go negative.  On a monthly 
basis you should use the Postage Inventory Adjustment program to adjust the new postage 
instrument created above to $0.00, while crediting a General Ledger account such as Freight 
Markup. 

 

Note When balancing your postage inventory to the GL, you must account for the Freight Inventory being 
in a different GL account than your other postage instruments. 

How to record IMS foreign mail costs 

When using IMS (International Mailing Services), you will need to account for and bill the customer for the 
postage costs involved.   

Setup 

1. Create a new activity code for foreign mail as a Material type. The link for Link to Purchasing should be 
a foreign mail expense account.  The link for Link to GL should be the same expense account for the 
expense linking. 

2. Setup IMS as a vendor.  

3. Create new material coding in Job Material Entry through Job Material Entry Master File. 
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Procedure 

1. Enter the customer’s prepayment for postage into Cash Receipts as AR; however do not allocate it to an 
unpaid invoice.  This will debit cash and credit AR. 

2. Through Job Material Entry in Job Costing, log the foreign mail costs to the material activity code created for 
foreign mail for the job.  (DR – WIP, CR – foreign mail expense). 

3. AR Invoice the customer by inserting an additional line item on the invoice.  The account to be credited will 
be foreign mail expense. You will then need to click on the $Deposit tab located along the top of the invoice 
screen, and select the deposit the customer made in step #1.  This will apply the deposit to the current 
invoice (DR – foreign mail expense & AR, CR – WIP and foreign mail expense). 

4. Enter the monthly total charge for foreign mail costs from IMS into A/P Invoicing.  You will want to debit 
foreign mail expense and A/P will be credited.   

Billing your customer for all services, including postage, on one line item 

1. Set up an activity code called Hidden Postage and make it a Material type rather than Postage. 

2. Create two new general ledger accounts called Special Postage Expense and Special Postage 
Revenue.  Create a dissection code for the new expense account. 

3. In Link to Purchasing, select the control account for postage spoilage. 

4. In Link to General Ledger, select the Special Postage Expense account and Special Postage Revenue 
account created in step a. 

5. Be sure Module Definitions, Mail Defaults, Record 99999 usage in Job Costing field is unchecked.  Call 
EFI PrintStream Support for further assistance. 

6. Set up a material code in the Job Cost Entry Masterfiles and link it to the new activity code created in 
step 1.  Log the hidden postage usage through the Job Cost Entry program against the job using your 
new activity code.  This will debit WIP and credit Postage Spoilage. 

7. Create actual postage usage to maintain the balance of the postage inventory items by logging usage to 
job 999999.  (If creating a postage statement the statement should be marked as verified and usage 
should be entered manually to 999999).  This will debit Postage Spoilage and credit Postage Spoilage. 

8. Invoice the job. (Print the Billing Worksheet to analyze actual postage usage via the material code – not 
the postage page.)  Make sure the estimate/job creates a line for the revenue including postage.  At the 
AR invoicing stage, a debit to Accounts Receivable and Special Postage Expense will occur, while 
Special Postage Revenue and WIP will be credited. 

Postage usage put on unposted, partial invoice and should not have been 
billed yet 

1. Open the unposted AR invoice and select the Balance Postage tab. 

2. Select Usage Transaction and deselect the usage that should not be billed yet. 

3. Re-Balance postage on the AR invoice. 

I need to refund my customer for postage  

You may run into a situation where you will need to refund your customer for postage.  For example, the mail job 
you processed for them was mailed later than they requested.  (In this scenario, we will use $100.00 to be 
credited back to the customer.) 

1. Create a quick job in Quick Job Entry for the customer. 

2. Log the $100.00 that needs to be refunded as negative usage (-100.00) to that quick job created in step 
#1.  This will debit inventory and credit postage liability. 

3. Final AR invoice the job and balance the postage.  Select No to Apply To Services, and No to Create A 
Customer Refund Check.  Post the invoice.  This will move the negative $100.00 of usage into postage 
suspense.  The invoice amount will be zero. 
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4. Log usage for $100.00 to job #999999.  Make sure to use the same postage inventory as in step 
#2.  This will correct the meter/permit back to the true amount.  This will also debit the spoilage account 
and credit inventory. 

5. Now that the customer has money in postage suspense, a postage refund check can be issued. 

Moving purchases from one Inventory type to another 

Make sure in Masterfile Reports, System Maintenance, Module Definitions, Mail Defaults, Record 999999 usage 
in Job Costing field in unchecked.  Call EFI PrintStream Support if you need assistance. 

To move a postage purchase from one instrument to another, select the inventory to move from and log usage 
for the amount to job 999999. Next, log negative usage to job 999999 and select the correct instrument. 

Posting this usage nets to zero through the Postage Spoilage Account. 

Logging customer permit usage – Verify vs. Mark as Verified 

In the case of a customer permit – handling checks to the Post Office and usage may need to be handled 
differently than normal. 

1. Log the customer’s postage receipt for prepayment in the Cash Receipt program as normal. 

2. When a postage check is created for the customer’s permit – allocate it to the customer’s job. This 
automatically creates a usage transaction for the amount of the check.   

3. If using the Postage Statement program, prepare the statement to the customer permit using the regular 
technique.  Instead of verifying the statement, use the Mark as Verified option for the customer permit 
statement.  This prevents double usage against the job. 

4. If you are not using the Postage Statement program, do not manually log usage to a customer permit 
inventory. 

Postage Buyout to Another Mailhouse 

This procedure will explain how to handle usage if a postage job is subcontracted to another mail house.   

Setup 

1. Create a new meter titled Buyout Meter linked to the regular postage activity code. 

2. Setup the subcontract mail house as a postmaster vendor – type NONE. 

3. Setup the subcontract mail house as a regular vendor. 

(In this scenario, we will use $100.00 for usage and a $50.00 processing fee assessed by the subcontract 
mailhouse) 

1. Enter the customer’s postage prepayment check in Cash Receipts as normal. 

2. When you receive the invoice from the subcontractor, log $100.00 for postage usage to the buyout 
meter.  This will debit postage liability and credit postage inventory. 

3. Create a postage check for $100.00 made payable to the subcontract mail house, who was previously 
setup as a postmaster vendor.  Allocate to the buyout meter.  This will debit postage inventory and 
credit cash. 

4. To log the $50.00 processing fee as a cost directly to the job, create a job related purchase order for 
$50.00 to a normal buyout activity code.  After created, receive the purchase order through New PO 
Receipt in Inventory Manager. 

5. Enter the subcontract mail house’s invoice for the processing fee in Accounts Payable to the regular 
subcontract mail house vendor using the purchase order in step #4.  This will debit buyout expense and 
credit accounts payable. 

6. You will need to send 2 checks to the subcontract vendor:  one created through Postage Entry for 
$100.00 and the second created in AP Check Entry for $50.00. 
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Note If the customer needs to be billed for the full amount, enter $150.00 in steps #2 and #3, but do 
not complete steps #4, 5 and 6. 

Posting to the General Ledger 

The following list shows when/where each type of postage transaction will post to the General Ledger.  Please 
reference page four of this document for the debit and credit transactions taking place. 

1. Checks written to either a Customer or Postmaster Vendor through the Postage Entry Program will post 
to the General Ledger during the final step of the check printing process, the update/post prompt. 

2. Checks voided through the Postage Entry screen post to the General Ledger immediately upon voiding. 

3. Postage Usage created from either manual usage entry or verification of postage statements must be 
posted to the General Ledger from the General Ledger Posting program, Post Materials, Postage, and 
Inventory to GL option.  These items will post based on a date range rather than by batch number. 

4. Cash received and deposited to the customer’s postage account are processed through the Cash 
Receipts program. 

Procedure for recording a refund from the post office for usage 

If the post office provides a refund to the mailer for a mailing, and the Company will pass the refund onto the 
customer, please record the refund as follows: 

1. Enter the refund in Cash Receipts to the customer’s account.  This will debit cash and credit postage 
liability.  Post the batch. 

2. Create a customer postage refund check to the customer.  This will debit postage liability and credit 
cash.  

Procedure for recording a refund from the post office to your house permit 

If the post office overcharges the postage on your customer’s mailing, but applies the refund to your house 
permit rather than sending you a check, please record the refund as follows: 

1. Enter the refund as a cash receipt allocated to postage to the customer’s account.  This will debit cash 
and credit postage suspense. 

2. Create a customer postage refund check in the same amount as the cash receipt and using the same 
cash account the cash receipt was entered to.  This will debit the postage liability account and credit 
cash. 

3. Using the Postage Inventory Adjustment program, located in Postage Entry, select the house permit the 
post office deposited the refund to.  The spoilage account selected should reflect the cash account used 
in steps 1 and 2 above.  The postage inventory account selected should be the postage inventory asset 
account.  Enter the refund amount as a negative.  This will debit postage inventory and credit cash.   

Note The net effect of the above procedure will increase postage inventory, reflecting the refund the post 
office deposited into the permit, and a decrease to cash for the refund you processed to the 
customer. 

Procedure for receiving funds from customer for permit renewal fees 

A customer may pay you directly for renewing its mailing permit.  Record the payment as follows: 

1. Enter a cash receipt allocated to postage to the customer’s account. This will debit cash and credit the 
postage liability account. 

2. Write a check to the post office the renewal fees should be paid to.  To log this check into PrintStream, 
go to Postage Entry, Request Refund Check, select the customer who paid the renewal fees, enter the 
dollar amount and verify the date. 

3. Follow the remainder of the procedure to process the check for payment.  However, instead of printing a 
check, enter the check number of the check you manually wrote to the post office and select Mark as 
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Printed.  This will debit postage suspense, where the renewal fees were originally posted to, and it will 
also credit cash. 

How to balance the postage liability account to detail 

1. To reconcile the postage liability account in the General Ledger, generate a Customer Postage Balance 
Summary report found in Postage Reporter, Deposit Reports.  Select the period and leave the customer 
selection field blank to pull data for all customers. 

 

2. Ensure that all postage transactions have been posted.  Check to make sure all Postage Check batches 
are posted as well as Cash Receipts.  From the General Ledger – check to make sure there are no 
unposted Postage transactions. 

 

3. Generate the Transaction by GL Account report from the General Ledger program/GL Reports.  Enter 
the period for which to reconcile and only select the Postage Liability account.  Select the option to 
Display Summary by Batch Type for Account. 
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 Column 1, Balance Start of Period, should equal the postage liability account’s ending balance from 
the previous period. 

 Column 2, Postage Received, should equal the grand total of the Applied to Postage Deposits column 
plus the grand total of the Suspense Postage Deposits column found in Postage Display Reports, Cash 
Receipts by Bank Account.  Column 2 should also equal the net of “DR” batch type listed for the 
postage liability account in the General Ledger Transaction By Account report. 

 Column 3, Postage Billed, should equal the net of the “DI” batch type listed for the postage liability 
account in the General Ledger Transaction By Account report. 

 Column 4, Postage Used (jobs), should equal the net of the “MS” batch type listed for the postage 
liability account in the General Ledger Transaction By Account report. 

 Column 5, Postage Refunds, should equal the net of the “PX” batch type and Other Transactions 
listed for the postage liability account in the General Ledger Transaction By Account report. 

 Column 6, Balance End of Period, should equal the postage liability account’s ending balance for the 
period being balanced. 

How to balance the postage inventory account to detail 

1. To reconcile the postage inventory account in the General Ledger, generate a Postage Inventory 
Summary report found in Postage Reporter, Postage Inventory Reports.   

 

2. Select the period and leave the Inventory type ALL (or you can select each House type if you use 
separate chart of account records to track your meters, permits and stamps. 
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3. Ensure all postage transactions have been posted.  Check to make sure all Postage Check batches are 
posted.  From the General Ledger – check to make sure there are no unposted Postage transactions. 

. 

4. Generate the Transaction by GL Account report from the General Ledger program/GL Reports.  Enter 
the period for which you are reconciling and only select the Postage Inventory account.  Select the 
option to Display Summary by Batch Type for Account. 
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5. To ensure the transactions that posted to the Postage Inventory Summary report also posted to the 
General Ledger, please compare the following from the Postage Inventory Summary report to the net 
batch postings in the GL for the postage inventory account. 

 Column 1, Beginning Balance, should equal the postage inventory account’s ending balance from the 
previous period. 

 Column 2, Purchases, should equal the net of the “PC” batch type listed for the postage inventory 
account in the General Ledger Transaction By Account report. 

 Column 3 and column 4, Job Usage and Spoilage, should equal the net of the “MS” batch type listed 
for the postage liability account in the General Ledger Transaction By Account report. 

 Column 5, Usage Adjustments, Should equal the net of the “Other” batch type listed for the postage 
inventory account in the General Ledger Transaction By Account report. 

 Column 6, End Balance, should equal the postage inventory account’s ending balance for the period 
being balanced. 

How to inactivate a postage inventory 

To inactivate a postage inventory, you will first need to bring the balance in that inventory to zero.  Depending on 
the type of inventory and the reason why the inventory needs to be inactivated, there are a couple of ways to 
handle this. 

1. Ensure that in Master File Reports, Module Definition, Mail Defaults, Record 999999 usage in the Job 
Costing field is unchecked.  Call EFI PrintStream Support for further assistance. 

2. In the case of having a meter replaced, log usage to the existing meter, using job #999999, for the 
amount remaining in the meter.  Then, log negative usage, using the same job number, to the new 
meter.   

3. If you have a denomination of a stamp that you will no longer use, log usage to that inventory, using job 
#999999 for the amount left for that inventory.  This will debit Postage Spoilage and credit Postage 
Inventory. 

4. In the Masterfile Postage Inventory program, select the postage inventory you want to inactivate.  Make 
sure the Allow Neg Balance option is set to No.   

5. Place a check mark in the Inactivate Postage Inventory Item box in the lower right portion of the screen. 

6. Select Save. 
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Invoicing on-going “Postage Only” Jobs 

1. Setup a Master Job (usually for the year). 

2. Log all transactions to the Master Job. 

3. Create a quick job in Quick Job Entry, at the end of the month or quarter, to use for invoicing. The 
master job number may be referenced in the description. 

4. Transfer postage transactions from the master job to the quick job for that period of time. 

5. Final invoice the quick job and balance postage. 

Billing yearly jobs on a monthly basis 

1. Setup a Master Job (usually for the year). 

2. Log all transactions to the master job. 

3. At the end of the month create a new job by copying the master job.  The master job number may be 
referenced in the description. 

4. Transfer job costs and postage transactions from the master job to the new job for that period of time. 

5. Invoice the new job number and balance postage. 

Postage Sub Account (PSA) Feature 

The PSA feature was designed for jobs where the customer referenced on the job is acting as an Agency 
between the House and the Agency’s customer (sub customer), and the sub customer is responsible for the 
postage portion of the job.     

1. Minimal setup is required to efficiently use the PSA feature.  The customer acting as the Agency must 
be defined in MasterFile Customer. The sub customer must also be defined in MasterFile Customer 
with the Customer is the Postage Customer for the Customer option checked referencing the Agency in 
the Customer # and Customer fields. 

 

 The job must be created against the Agency account.  After the New Quote header has been 
completed, select the Sub Acct button to the right of the Customer # field and select the Postage Sub 
Account to be associated with the job by placing a check mark in the gray box provided to the left of the 
Ac No.  Select Save and complete the balance of the job by selecting processes, components, etc. 
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 The job is processed as normal by logging time, materials, etc. to it.  When postage is logged to the job, 
the sub customer’s company name will appear as the owner of the job as PrintStream knows he has 
been selected as the Postage Sub Account for the job.   

 If prepaid postage money is received prior to the job being AR invoiced, the cash receipt will be entered 
against the postage sub account.  The postage advance money can either be earmarked to the job or 
left in postage suspense. 

 If postage payment is received after the postage invoice is generated to the postage sub account, the 
cash receipt will be entered as normal as a receipt to Accounts Receivable and applied to the invoice 
PrintStream will generate for it. 

2. When the job is ready to be AR invoiced, Right-click on the batch number and select New Postage 
Invoice to bill the postage to the sub account rather than to the Agency. 
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3. Enter the postage sub account’s account number in the Select Customer field and then select Load 
Jobs.  All jobs the postage sub account is associated to will display in the grid.  Place a check mark in 
the gray box provided to the left of the Job # to select the job’s to generate a postage invoice for.  Select 
Finish. 
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4. Balance the postage as you would with a standard job related invoice.  This invoice will be addressed to 
the Postage Sub Account customer.  A separate job invoice can be generated for the Agency for 
services. 

 The services invoice can be generated prior to the postage invoice and vice-versa. 
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Postage Statements 

Adding a Statement 

1. In the upper left area of the screen, enter the job number you wish to create a postage statement for in 
the white field provided, or use the up/down arrow keys on your keyboard to scroll through the job 
numbers available. Once the job number has been selected, press tab.  The job title and status (final, 
partial or un-invoiced), will display to the right.  (Postage Statements cannot be created for jobs that 
have been final AR invoiced.)  The option Add/Update Statements will become available.  Click on 
Add/Update Statements and all drops created for the job in Mail Estimating will display. 

2. To create a postage statement for a drop, click on the drop’s description in the grid.  If prepaid postage 
money has not been earmarked to the job selected, the following message will display: 

 

 This message does not prohibit the user from moving forward with creating a statement.  It’s simply 
notifying the user prepaid postage money has not been earmarked to the job in the event it is company 
policy to have postage money prior to a job mailing. 

3. A pop up window will display allowing you to select a package created for the job.  Select the 
appropriate package. 

 

Note Remember, the job must have at least one package to allow PrintStream to create statements 
for that job number. 
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4. When the front page of the statement opens, some information will auto-fill into various fields. This is 
based on how the postage computation screen was completed in the Mail Estimating program or the 
data is pulling from list counts. Tab through the information verifying it is correct.  To make adjustments, 
type in the information, use the pull down menu or use the up/down arrow keys on your keyboard to 
select the correct information.   

Note For further information regarding how to use and select the Entry Office – Locale Key, please 
refer to the Postal Changes for Redirection of Postal Facilities at the end of this document. 

 

5. Once the information is correct, click Back Page. The back page is where the actual counts will be 
entered. 

 

Note To generate a statement from Estimated Counts, click on the quantity of the drop under the 
Est. Counts column. Click on the quantity of the drop under the List Counts column to generate 
a statement from list counts.  If N/A displays in either the Estimated Counts or in List Counts 
column, there are no counts available; therefore a statement cannot be generated via these 
options. 

 You may create a new drop from within the Postage Statement program.  After entering the job in the 
provided field, select the Add New Drop button located above the grid where the drops would be list 

Note The job must have at least one package to allow PrintStream to create statements for that job 
number. 
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Completing the Postage Computation Worksheet  

This screen represents the worksheet portion of the postal statement. 

1. Select the category the mailing falls under by clicking on the letter of the category. Enter the piece count 
under the appropriate description; use the tab key or press enter to save the entry.  

2. When the entry of the piece counts is complete, select Front Page in the lower left corner of the screen 
to return to the front page. Select Save and then Done. The statement will now display in the statement 
directory at the left of the screen. 
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Adding Drops  

The Add New Drop function is used when drops are manually added to an existing job.  

1. To add a new drop to a job, enter the job number and click on Drops, Counts. A window will display in 
the middle of the screen allowing you to add a drop or create list counts for existing drops. 

2. Click on Add New Drop. The Adding New Drop window will display.  Enter the drop number you wish to 
use. Enter the description and drop quantities.  Click Add to create this drop and to add it to the job. 

 

Note If the drops have already been added in the Mail Estimating Module, these steps are not 
necessary. 

3. To make changes to an existing drop, click in the appropriate field under the Drop # column to access 
the Update Existing Drop pop up window.  
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Adding List Counts  

List Counts can be added/edited by clicking in the corresponding Drop field under the List Counts column and 
following the basic steps of adding a statement. 

 

The Estimate can be updated with List Counts by clicking Update Estimate with Changes after the list count 
has been entered. 

Verifying a Statement 

Once the Postal Service has verified the mailing and ball dated or round stamped the statement, you will need to 
clear the statement from the directory’s tree.  

1. Select the VER blue check icon or right-click on the statement and select the Verify option. This will 
drop the statement from the tree and create usage in the amount referenced on the postal statement. 
Confirm the transaction date and period are correct, enter the employee information and click OK. 
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 The statement has now been verified, the postage usage will be deducted from the postage instrument 
and the usage will be billed to the job number.  

2. Select the VER green check icon or right-click on statement and select Mark As Verified.  This option 
is used if the Postal Service has verified (ball dated or round stamped) the statement and you DO NOT 
want the postage to be billed against the job. This option is used mostly for customer permits.  Select 
Yes to mark the statement as verified. 

 

Consolidating Statements  

A consolidated statement is used when large jobs are going to area distribution centers directly from the plant, 
and the job is too large to send as one mailing, but the post office is treating it as such.  

1. Select one of the several statements to the job and click on the consolidation wizard icon.  
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2. Select the applicable options for the consolidation and Finish.  The consolidated statement will display 
in the statement tree under Consolidated Statements with a blue icon. 
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Bulk Verify  

The Bulk-Verify option is used to verify a large quantity of statements at the same time. It speeds up the process 
of verifying many statements.  

1. To bulk verify statements, select Tools from the toolbar and then select Bulk Verify. Select the 
statements to verify using the shift, control and enter keys.  After making the selection, enter the 
employee information.  Next, choose one of the options at the bottom of the window.  All statements will 
be verified automatically or marked as verified based on the verification option selected. 

 

Note Remember, when using the Mark as Verified option the postage usage will NOT be applied to 
the job. To apply the postage usage to the job, use the Verify option. 
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Unlock Statement 

1. If a statement becomes locked and it cannot be opened, first verify no other users have the statement 
open.  If the statement is not open by another user, select Tools on the toolbar, and then select 
Utilities and Unlock Statement. 

 

2. Enter the statement number and click Unlock 
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Changing Settings for 3606 

1. Access the Preference window by clicking File on the toolbar and then select Preferences. Click on the 
Settings tab and make the appropriate changes. Click OK to save the changes. 
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Postage Statement Reporter 

Print Postage Statement 

1. To print a postage statement, select the Print Postage Statements icon from the Statements group.  
You may search by a certain form type, such as 3602-C for consolidated, or all.  You may search by 
verified, not verified or both.  You may search by sequence number, job number, customer account 
number, date range or all records.  Once your search selection has been entered, select Load 
Grid.  Forms may be previewed and printed by selecting the statement from the grid, choosing a print 
option of Preview or Print and selecting OK. 

 

 

Note The 8125 and 3606 forms can be selected for printing near the bottom left of the screen. 
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Postage Statement Reports 

1. A postage statement detail report can be run by selecting the Postage Statement Reports icon from 
the Statements group.  The report may be run either by job number or a selected date range.  The 
report may be previewed and printed by choosing the desired print option and selecting OK. 
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Statement Recap Report 

The Postage Statement Recap report can be run from a standalone program called PostageRecap.  A report by 
job number, or by a single package on a specific job, can be generated that will show a recap by tier for each 
statement meeting the criteria.  Enter the job number and package number if desired and then Print or Preview. 

 

The report is shown below for a specific job number. 
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Postal Changes for Redirection of Postal Facilities 
Due to postal facilities closing on occasion, PrintStream created a Redirection utility that works with the Mail.Dat 
program as well as the postage statement program within PrintStream.  Depending on the Drop Ship Zip or SCF 
and the mail size and class, determines in some cases which Entry Post Office will be used.  Standard flats may 
be delivered to one location while standard letters to another location. 

The redirection programming provided by PrintStream will NOT impact the following: 

 This change will not affect those users using EPI XML files.  We read the address information from the 
XML File. 

 Our users who use MDDSupport (Mail.dat) will not be affected as we are going to handle this 
programming within the MDDSupport program to read the correct field from the .csm file. 

 This change will not affect any estimate, list or statements already created in your system.  The address 
record has already been selected and saved in the database unless you have a mail date of 1/27/13 or 
after and you edit the statement. 

 Creating postage checks will continue to use the accounts set up in MasterFiles Vendor. 

The redirection programming provided by PrintStream WILL impact the following: 

 This change will affect those users that have to manually enter estimates (if selecting an Entry Post 
Office), List Counts and Statements. 

The redirection programming will work similar to USPS FAST.    

As PrintStream provides Mail.dat and Postal Updates, we will include an updated Mail Direction and Address file 
from the USPS.  In between out updates, it will be the customer’s responsibility to download any updates 
from the USPS.  Appendix I contains the directions for downloading an update.  

Instructions: 

1. After adding the RedirectionLookup.exe to your menu bar, select the Location of the USPS Download 
files and map it to where you have the files saved to.  Then select Import Redirection Entries. 

 

When the Import is complete, you will receive notification of how many records were imported. 
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2. If you have an ORIGIN post office, after importing the files you will load your record in the grid, select 
the row and then click Set Origin in the lower right corner.  

 An example is your ORIGIN post office is located in 15042.  According to the USPS, there are currently 
13 different records that match that zip, but actually 2 locations.  The only distinction is the CRRT field 
(B001-B005 and G099 go to Freedom and the remaining go to a different location).  We are assuming 
that you, as a user would know which CRRT your facility is in and will be able to make this 
determination.   
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3. Once you set the Origin, you will see a new record.  Do not be concerned.  We know where this record 
is tied to, so you do not need to look up by ORIGIN. If you need to change the selection, load your 
records again, select a different line, and select Set Origin to change your ORIGIN.  This step will need 
to be performed every time you run the import. 

 

 If a statement is created manually, based off of List Counts or Estimated Counts with a Drop date of 
1/27/13 or after, we will change the look up control here for the Entry Office.  There will be an option to 
select that will then launch the Redirection Utility within this screen. 
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4. You will then either use the Drop Ship Key, Locale Key, or Drop Ship Zip.  This will load all of the 
matches entered.  Also, you can Load All Existing Redirection Entries and use the grid filter options to 
search. 

5. Based on the Discount Type, Pallet, Class and Shape will determine which Post office of Entry is 
selected.  Selecting a line will display the address information in the upper right part of this screen to 
help verify you are selecting the correct Entry office.  Highlight the row and then click Select in lower left 
corner.   

 Appendix II illustrates using the USPS website for a similar lookup. 

 

6. This will then display in the Entry Office – Site Key area. 
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Appendix I: Downloading the USPS Files 

1. First, create an account to the USPS website. 

Once logged in, navigate to this page: 

https://www.usps.com/nationalpremieraccounts/mailingnews.htm 

Click on Facilities Access and Shipment Tracking under the USPS Facilities and contracts category.

 

2. Click on Resources. 
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3. Then, click on Drop Ship Product File Download. Download the Address File and Mail Direction File and 
save to the network. 
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Appendix II: Using the FAST.USPS.com website 

1. From the Drop Ship Product File Download page, click Reports. 

 

 

2. Click on Mail Direction Search. 

 

 

3. Select the Report View option shown below: 
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Enter the highlighted parts: Content Zip Code, Discount Type, Mail Class, Mail Shape, Palletized, check boxes Show 
Default Address and Show Redirect Address and Search.  The results will be displayed and will show you the 
Redirected Post Office. 

 

 

 

 


