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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 EF| software plus offer a range of training options.
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Standard Debits and Credits in Postage

Postage Deposit /Cash Receipt Posting

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 | 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 | send them an invoice. How can | 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 | do?

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

Q. When | try to earmark a deposit to a job | 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:
e Postage Un-billable (Expense)
e Postage Deposits (Liability)
e Postage Bank Account (Asset)
e Postage Spoilage (Expense)
e Postage Inventory (Asset)
Complete Postage Defaults and Module Definitions as described below.
e Enter Postmaster vendors as described in Master Files Vendor documentation.
e Enter Postage Inventories as described below.
e 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.

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?”

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.

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

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.

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.)

ﬁ Postage Inventory List for the 01 Streamline Solutions Plant Code 0100
File Report Options Help

13} Postage Inventory

IF'1 000
ISDDD'I _I: 01

Common Description I

01 Postage Inventory

=B Meter

----- £3 Customer Meter
=l Stamps

E-=1 House Permit

; PI000 The Perfec
P1234 Bailey's G

Inventary Code [~ Special Fake type for the Plant

POSTAGE - CHARGEABLE

Activity Code

P125 Alaska inc Erforce Job Usage: " Yes (* No
P35 Alaska Inc
P5621 Flowers R’ Alow Neg Balance: | i ves (o [The Pertect Stom =0 —
PFAKE Alaska Inc. _ :
w-& Customer Permit Permit Balance: |252.081.957 Permit Holder:
[Meter Only] The Perfect Starm
Meter Ascending: -
Max. Ascend Bal: [P St
[Stamtpcsognly] FITTSFIELD k& 01203
Qty. an Hand: * Addresses are maintained in MF Customer
r Entry Office ==
Statement Permit #: |1 ZMBETE F‘E[:T e m
I 3 0 ostmaste
Renewal Date: [[12/31 /2004 = -
Diun & Brad. Heferencal ** Post Offices are maintained in MF Yendor
C : - .
HTEn=y IUSA J Opening date for inventary : |8J1 E/2002 = Inactive Pastage [nventons [kem

Add | Save LClaze
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To create a postage instrument, follow the steps outlined below:

1.
2.

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

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.

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.

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.

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.

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

e 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]

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

e Max Ascending Bal: The maximum dollar amount the meter will hold.
[Stamps Only]
e 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.

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

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

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.

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.

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.

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.

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.

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.

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.

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.

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.

FostageAdvancedILtr

E
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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.

|
—For:
Customer #: [LEAH = Miscellaneous Advance
Customer |Leah's Account =
Date Postage Required IW,
Check Payable To : IStreamIine Solutions
Fostage Amount Reguired :I—
Text to appear on Postage Advance Letter :
| [~
-
P review: Print | Close |

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.

far tt ine x|
B Postage Advance Letter

—For :
Job ; [6880 = Quote: [5357.99 = Miscellangous |

Customer : | KEL - Kelly Marketing |

—Bill To
Mame: |Ke|lv Marketing Alternative
Addresses
Contact: |44 |

Address: [4615 5. 400w,

MURRAY, UT
Zip|a4110
Date Postage Reguired : |2I1 82013
Check Fayable To |Streamline Salutions

[ PFrint Quote # on Invoice Line Job #is 0

—Print Letter Based On
& Estimated Counts ! st Caunts [~ Edit Counts

& Include Detail = Summary Only

. Preview | Erint Clase

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.

w  Editing A x|

|5-Digit

[Iuantity Aot

|1 1940 |$2,B44. [1]1]
Hext Field | End Edit

Prints/Presiew - How

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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invoice For
Postage Advance

ol 94 iroice % FA-E280
Kelly hMarketing
VG115 S.400 W0, iroice Oate 2ZMZ2013
MURR&AY,UT 94110 o o -
Cugorer ¥ KEL
inkinid a4 cusorers S O¥
Descotioeof (xilng Postage class

Fostage Aclusrnre Do

Fostage must be received by 2M 82013 10 ensure your mailing will be completed as

scheduled.

A

A
A
A

Sechion Sob Sec. Foskrge Ter e bty Azt Aot Founds Found Rxhe Poundd Aset Toked At
Wore S-Digll 120m ozao 22« 0Om ZE2«0m
Wore 3-piglhl 20m 0200 Si00m Si0om
Wore AADC 10m o0z2&r0 257 M o7 om
Wore Mixed AADC 10 oz I am I am
Wore AADC 1480 029m +150m +150m
Wore Mixed AADC 1,185 0zren 312720 3i2vEn

Total

Cuantity : 18,955

FPostage Due $467338

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.

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

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.

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.

&1 Postage Entry -- User : LS -- Company Code: 01 - Plant: 0100
File Request/EditPostage Check Postage Refund Record Postage Usage Postmaster Check Entry/Tracking Inventory Adjustment Help

Postage Checks

Edit Check Requests

Check Approval

=

Print Approved Checks

?“*

UpdatefPost Checks

View/Yoid Updated Checks

Postage Checks Batches

Allocate.

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

2% Request Check

—Payee

I*Dm vl BMC WEW JERSEY. NJ

— Requested

MNates: I

Date:|1217/2009

Amovnt: I 1.000.00

Save | Hew Bequest

Allocate . Lancel

check request has been fully allocated, select Close.
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[ View Check Allocations 2| x|
Papzett: Requested Date:

Tatal Check Armaunt:

Allocate

[Elete

Cloze

LLL

.t’-‘n.mnunt Job Allocation Fequired: -

Double click an Inventory Allozation to edit it

Irventaryd Description Type Amount Allocations
1 |M4567E BEY Paradize Court Ieter $200.00  Job Allocations
2 |P1000 Haouze Permit $800.00 " Job Allocations

| Check &mt Unallocated: $0 by

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.

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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2% Edit Check Requests ﬂ

" Unallocated Checks

& Unprinted Checks (Allocated)

Edit Allocations |! De

Close |

Date I Req by I Payee Name I Amount | Allocat... I Appr.l Source |
12/9/2009 LS BMC NEW JERSEY, NJ $1,000.00 Yes N IManual
12M7/2008 LS BMC NEW JERSEY, NJ $1,000.00 Yes No Manual
12112009 LS BMC SPRINGFIELD, MA. FB280.00 Yes Mg IManual

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.

E Check Approval

Postage Check Approval

x|

Req Date Payes #

FPayes

Had prablem
i a printing
process

Amount Status

1241/2003§4002
12/3/2009 <0M
1241742008 500

BMC SPRIMGFIELD, M&
BMC MEW JERSEY. MJ
BMC NEW JERSEY, MJ

880.00  Approved 1 C1
1.000.00  Approved L1 ]
1.000.00 Approved 121
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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.

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.

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.

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.

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.

i Check Approval x|

- |I 01-01-1100 Plart 0100
Currency Type: m

Prirt Date: |12£1?£2nus ~|  rerioc: JIEN vear Last Checke|13

The selected payments will be marked as EFT r Enter a different Checkit. The
[~ EFT- (electronic funds transfer), process only one check counter will not be updated
payment st & time.

Print Checks | {+ Print to Paper = Mark &z Printed Select Al |

Bank &ccountd: §postg cash23423 =

Req. Date Red by | Payes Mame | Aot | Currency | Alloca... | Pr. Proklem | Motes

¥ 12M72008 KRIS 100 US. Post Office of Tarylor 1,250.00 USs  Yes

¥ 121752009 KRIS 0100 Postmaster Draper 880.00 Usa Yes

4| | B

Cloge | Frinter 5 election |
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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.

B
Bank Accountd: Iar cash453453 vl ACCT REY cas 01-01-1000 Plant 0100
Currency Type: m
Print Date: [12/17/2009 | Perioct JIEM vear: EESEH Last Cheskit[57
The selected payments will be marked as EFT r Enter a different Check#. The
[~ EFT- (electronic funds transfer), process only one check counter will not be updated
payment at a time.
Brint Checks | {+ Prirt to Paner " Mark &= Printed Select Al |
Print Confirmation
Req. Date I Req by I Payee MName Prt. Proklem | Motes
¥ 2ATI008 WRIS 0100 ULS. Post Of Did the checks print comrectly?
¥ 124752009 KRIS 0100 Postmaster |
Mo |
1| o
Close | Frinter Selection |
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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=k Post/Update Checks ll
— Select Period
Date: |1 2/17/2009 v[ Periad: Vear:

Biank Acoount: |a, YLETIEIE |+/CCT REY cash 453453 01011000 Plart 0100

Select for Posting:
Payee Mame Check f# Check Date | Amount Curency :I
1 Pastmaster Draper 53 12/17/2009 BB0.00 USA Wiew Allocation
115, Post Office of Tawlor 121742009 125000 USA i i

Post Checks |

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.
|
Batch Date: [12/17/2009 Periad: | 3 | Year | 2010 |
ccount I [iehits | Creditz |
01-01-1300 post $880.00
01-01-1000 Cazh $880.00
07-01-1300 poztage inventary $3R0.00
07-01-1300 pogtage inventary $300.00
01-01-1000 Cazh $1.250.00
TOTAL $2,130.00 $2,130.00

Lloze |

Post |
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Steam line Solwlons

Postage Posting Summary Batch #4106

Fricted: JXRIF/209  Z0L ST

For: WIS
Page1 of1
Per Year Branch Dept. Account Debit Credit

3 2010 a1 a1 1300 postage inventory 220.00
3 2010 01 04 1000 Cash 58000

3 2010 a4 a4 1300 postage inventory 350,00

2 2010 01 o1 1200 postage inventory 00,00
3 2010 01 01 1000 Cash 1,250.00
Totals ... 2,130.00 2,120.00
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.

YiewYoid Updated Checks

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.

EUpdated,.-"Posted checks ll

— bake your zelection to load Updated\Posted Postage Checks

Bank Accounm]a, cashd53453 B4 4CCT REY cash 453453 Load Checks |

Filker By
= Load Al {* Far Date Fange " Starting from Check Mumber
| From Date |12£1 /2009 ToDate |2£2D£2DDS |
Check# | Date | Amountl Customer | Bank Account | Woid | Requested Plant/... |
41 12/4/2009 $1,000.00  Postmaster Draper ALCCT REY cash 453453 Ve
o] 1272009 $880.00  Postmaster Draper ACCT REV cazh 453453 Mo

mEeRe sl $1.250.00 115, Post Office of Taylor ACCT REV cash 453453 M

Yoid Posted Postage Check

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.

Postage Checks Batches
& Pastage Entry -- User : KRIS -- Company Code: 01 - Plant: 0100 - [Postage Check Batches(posted postage checks)]
T File  Request{Edi Postage Check  Postage Refund  Record Postage Usage  Postmaster Check EntryfTracking  Inventary Adjustment  Help
|— & | G Fransaclions
Postage Checks Batchlt | Batch Date | Accountho | Acct Descr | Dsbit Amt Credit At Description
. 113835 10/14/2009 | 0101 - 1300) postage inve, $500.00 postags inventony
Financial 1333 2 01-01 - 1100{cash postags $500.00| cash postage
== Financial 2000 3 001 - 1301 P 50000 " "
postage inve postage inventory
Request Postage Check Financial 2001 4 01-071 - 1100] cash postag: $500.00| cash postage
Financial 2002 3 0101 - 1300 postage inve: $4.000.00¢ postags inventory
% Financial 2003 5 0107 - 1100[ cash pestag 34000.00[ cash postage
Financial 2004
Edit Check Requests Financial 2005
7 Financial 2006
Financial 2007
[ Financial 2008
(i ] Financial 2009
{¥ Financial 2010
Period# 1
Print Approved Checks
Batch: 3708
v‘\* E Period 2
E Period 2
Update/Post Checks Batch: 4016
Batch: 4023
Batch: 4044
- - Batch: 4045
View/Void Updated Checks Batch: 4046
o Batch: 4047
Batch: 4106
Postage Checks Batches Batch: 4123
Batch: 4131
[ Period# 4
[ Period# 5
il | List of Posiage Checks
e Periodf & Check No_| Check Date| Payee Payee Name Bark Bank Acct At Y oidin Notes
- Perindtt 3 1 |E—
e Periodft 10 215 10/14/2003| =84020) Postmaster Drape| 1100 01-mm-01-1100 $4.000.00
£ Periadtt 11 3 |5 | 10/14/2003] 84070 Pastmaster Sandy 1100 [ormoron | $500.00/ |
[ Periodt 12
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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.

2J|Postage Entry —- User : KRIS

File Reguest/Edit Postage Check

Postage Checks

Cusztomer Poztage Refund

Request Hefund 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.

2k Create Refund Check |

r— Customer
KEL -

Postage Suspense

Pending Refunds m

— Payes

IKEL vl Kelly Marketing

Armnount: I 2.000.00 Date: |12.-"1 742003 vl

Motes: ||

oK | cese |

The Edit Refund Requests icon will allow the refund request to be deleted if necessary.
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Edit Refund Check

&4 Edit Refund Requests

Payee Mame: F.elly b ark.eting

Requested D ate:

Delete Request

|®

Refund | Requested =lreels oz
Dok qB Customer # Cusztorer Mame AmnoLint printing problem MHotes
e ¥ occumed
1 112/17/20090KRIS KEL Felly Marketing $2.000.00

< |

o]

Select the Print Refund Checks icon from the Customer Postage Refund menu bar in Postage Entry.

=

Print Refund Check

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.

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.

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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E= Unprinted Refund Checks

Bank Accountd: Iar cashd53453 vl
Print Ciate: |12.-"1 742009 'l Period: n\r‘ear: m

The zelected payments wil be marked as EFT
|_ EFT - (electronic funds transfer), process only one
payment at atime.

01-01-1000 Plart 0100

Currency Type: m

Last Checki: |59

r

Enter a different Check#. The
check counter will not be updated

Print Checks | {* Print to Paper

" Mark as Printed

Select & |

| Customer# | Customer Mame

Amaournt | PI hotes |

KEL Kelly Marketing

2,000.00

Close |

Printer Selection |

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.

(= Unprinted Refund Checks

x|

Bank Accourtd | ar cashd53453 bl | 2CCT REY
Print Date: | 12/17/2009 = Petiock n\’ear 2010

The selected payments will be marked as EFT
[~ EFT - (electranic funds transfer), process only one
payment &t a time.

Currency Type: m

Last Cheolat [55

01-01-1000 Plart 0100

- Ertter a different Checki. The
check counter will not be updated

(% Print to Pager " Mark as Printed

Print Confirmation

Brint Checks

Select Al

‘ou have indicated vou wish to update and
post checks to the period 3/2010
OFK to skark?

3

Yes

Date | Reg. by | Custamerd |
121702009 KRIS KEL Did the checks print comectly?
Yes HNo |
Close | Frinter 5election |
Post/Update Check |
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Stream ke Solitions

Postage Refund G/L Recap Batch #4107

Fricfed: fXIF2000  Z212TPIM

For: KRS
Page 1 of1
Per Year Branch Dept. Account Debit Credit
3 2010 [n}] o4 1000 Cazh 2,000.00
2 2010 o4 o4 2100 postage liability 2,000.00
Totals ... 2,000.00 2,000.00

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.

Yiew/Void Updated
Refund Checks

i Updated/Posted Refund Checks 1[
— Make pour zelection to load Updated\Pasted Refund Check:
 Load &l ' For Customer " Statting from Check Mumbsr
| IKEL _|; el Load |
Check# | D ate | Amount | Cusztomer | B ank. Account | “oid | “Woid
2 1041472009 $10.00 Kelly Marketing postgcash 2. Yes 1042
3 1041442009 $1.250.00  Kelly Marketing postgcash 2. Mo
25 10426/2009 $750.00  Kely Marketing ACCT REV ... Mo
[=11] 1241742009 $2.000.00  Kely Marketing ACCTREV e Mo
4] | i

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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ﬂUpdated,.-"Posted Refund Checks 1'
— Make pour selection to load UpdatedsPosted Refund Check:
" Load &l & For Customer " Starting from Check Mumber
Load |
Checkit | Date | Amount | Cusztormer | Bank Account | Woid | Woid
2 101442009 $10.00  Kelly b arketing postgcash 2. es 1042
3 101442009 $1.250.00  Kelly Marketing postgcash 2. Mo
25 10/26/2009 $750.00  Kelly M arketing ACCT REV ... Mo
o e $2.000.00  Kelly Marketing ACCT REYc.. Mo
| | i

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.
. Yoid Refund Check x|
To wvoid Checkf (B0 Date: 1241742009 enter the date of voiding.

L ate: |'|2a"1?a’2|:||:|9 Year_ 2010 Perod___ 3
LCancel |

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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Strezm ine Solifons

Void Refund Check Posting Summary

Frinted:  12497/.2000  E3IT:36P07
For: KRIS
Page 1 of 1
Per Year Branch Dept. Account Debit Credit
3 2010 o1 o1 000 Cash 2,000.00
3 2010 o1 01 2100 postage liability 2.000.00
Totals ... 2,000.00 2,000.00

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.

Postage Usage Entiy
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‘f'n Postage Inventory Usage ll
r— lnwventory
Irvventoryd: IM‘I 111 - l ABC Compar

' EnterJob Postage Usage " Miscellaneous Usage

Customer: arketing
Currecy: “ Wiew Job Postage Usage And Deposit Details |

—Job

Employee Last Mame Firzt Mame
Date:[ 12/17/2003 ~| [120 =B
Rate: 0100]  Apply Fiate | Nate: | |
Used | Spailed | Total
Quantity 0 a 1.200
Amount 120,000 0.000 120.000
Inwentory Balance: 97.571.0704
Usage: 120.0008
Mew Inventary Balance: 97.451.070)

Close | Clear | 0K |

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.

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.

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:

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

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

e 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.

Job Postage Deposits and Usage De |

Total Deposits for Jab:

Total Jsage for Job:

Deposit Available:

Requested Usage: m
51.29

Femairing D epogit:

Postage Suspense: 1

Additional Postage Needed: m

|
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.

a

Transfer Postage Usage

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

Enter the job to transfer the usage to.
Enter a transfer date and select an employee from the list.

Click Transfer Postage Usage.
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]

—Frarm Job

JDbﬁZ|322'I vI test
Eustomer: Kelly Marketing

Inventory Code Date Seqh Pieces | Amount Status Activity
11 |=4 m100 10,/14/2009 1000 100,000 Marmal 20aa1
| 2 =1 11111 10/26/2009 1000 50,000 Mormal A0001
| 3 [=1 P1000 10,29/2009 1000 148,710 Marmal 20aa1
4 ¥ b11111 12/ 7/2009 1200 120.000 Mormal i any |

Select All |

Abba Inc.

— Transfer Date and Employes

Date: I 12472009 - I Employee:

x||chis

=

Cloze |

Tranzfer Postage sage |
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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:

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

e 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.

&1 Postage Entry — User : KRIS - Company Code: 01 - Plant: 0100

File Request/Edit Postage Check Postage Refund  Record Postage Usage  Postmaster Check EnkryfTracking  Imwentory Adjustment  Help

=& Record Postmaster Check

r— Custamer
Postage Checks KEL bl F-elly b arksting
Customer Postage Refund
Record Postage Usage ~ Requested

Postmaster Check Entry/.

] Amount:l 5,000.00 Check Date: I12.-"23.-"2009 vl
Checks: [1233 Date Entered: [12/23/2009 = |

E% — Payee [Optional at this point)

iAllocate Postmaster Checks

?“*

Forward/Update/Post
Postmaster Checks

Hew Request Allocate ...

View/Update Updated PM
Checks

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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Total Check Amount:

Check Currency: m

Payeet:

Delete
LCloge
Sandy T 84117 Cumency m
Amount:l Job Allocation Reguired: -
Double click an Inventory Allocation ta edit it
Inwentoryit Description | Type | Amount | Allocations
1 |M2003 72008 5. 900 E. Meter $1.000.00 ) Job Allocations
2 |F1000 Hause Permit $4.000.00 " Jgb Allocations

| Check Amt Unallocated: $0

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

foiy

lAllocate Postmaster Checks

Load the non-forwarded checks by Customer, by date range or All.

% allocate Postmaster Checks
& Load Al

£ Filer By Custoner  Customent | = |

" Filter By Date Fom: [12/1/2009  w]  Tef12/232m3 x|

| Load Postmaster Checks i

Edit
Pavee
BOC Boulder Outdoor 2 104132008 100.00

Center
Kelly M arketing 22334564 12417/2009 2000.00 Allocate
Create Joband | U.5. Post Office of 12346 06/29/2008 200.00
then delete T aylor
Kelly Marketing | U.5. Post Office of 1233 12/23/2009 5000.00
Taylor
Leah's Account | Postmaster Draper 324234 1041842007 25.00 Allocate
Sunshine, LLC. Postmaszter Draper sun007 05./01/2009 56.00

Customer

Customer Mame Fayee Mame Check # | Check Date Amount | Allocated

Allocate

Allocate | Delete

Allocate | Delete
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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.

?‘-\*
Forward/Update/Post
Postmaster Checks

¥ Forward,/Update,/Post Postmaster Checks
— Select Batch Date for Posting

Batch Date:l12;2332009 vl Period: n Year:

Select for Posting:

Customer #| Customer Mame Payee Mame Check # | Check Date

Amovint

5 50060 Create Job and then U5, Post Office of 12346 06/23/2008 200.00 View Alocati
delete Taylor 1ew Allocation

& KEL Kely Mark eting ?gi;'ost Office of 1233 1242372009 5000.00 View Allacation
1 LEAH Leah's Account Postmaster Draper | 324234 10/418/2007 25.00
; Sunzhine, LLC. Postmaster Draper | sun(07 05/01./2003 56.00

Post Checks |

|

Accaunt | Drehits | Credits |

I -1:300 an entory $1.000.00

07-01-1300 pogtage inwentary $4.000.00

07-01-1300 postage invenbary $56.00

07-01-2100 pozstage lhability $5.056.00
TOTAL $5,066.00 $5.056.00

LClose | Post |

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.

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.

Xl Postage Entry -- User : KRIS -- Company Code: 01 - Plant: 0100

File RequestiEdit Postage Check  Postage Refund  Record Postage Usage  Postmaster Check EntryjTracking Invenbory Adjustment Help

Record Postmaster Check

E
Fostage Checks e Kol Marketing
Customer Postage Refund
Record Postage Usage F—
Postmaster Check Entiy/...
Aot 200000 Check Date: [T2700, 200 -
gE Checktt: [123859 Dte Entered:[12/23/2008 =
@ Payee (Optionalattispoin) I L)
ocats Posmaster Cheoks || | [ =] INEE —
Payect: [N Feauesi=dDale Total Check Ameunt: Y
& ek urerny [T
Soe | HewRemuest | aloc
Forward/UpdatePast T
Postmaster Cheoks

Delte

View/Update Updated PM
Checks Disse

p—

Deseription Type Amount Allocations

566 Alley "Way Customer Fermi $2.00000 | Job Allcations

| Check Amt Unallocated: $0

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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Inventuryﬂ:IEF"IDD J Leah Allozate |
Delete

Cloze |
Currency: m

Customer Permit

This POSTAGE Inventory item is linked to the Non Chargable activity code and can not be used for
allocation.

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.

i, Job Allocation - Payee#: *48180 x|

[t o CPEEE - Abba (.

Allozate

Jobt: - [Ielete

Apnount: I LCloze

il

Job# Deszcription Arnavint

1 3247 [Mailouts $2.000.00

[Jab Unallocated: $0

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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¥ Forward,/Update,/Post Postmaster Checks

— Select Batch Date for Posting

Batch Dat81|12£23£2009 v| Peiod [JEI vear

Select for Posting:

Customer #]  Customer Name Papes Mame Check # Check Date | Amount =
1| 50060 Create Job and then U.5. Post Office of | 12346 0E/29/2008 200,00 View Allacation
delete Taylor

I KEL k.elly M arketing IJ.5. Post Office of 123663 12/23/2008 2000.00
Taylor

1 LE&H Leah's Account Postmagter Draper | 324234 10/18/2007 25.00

Wiew Allocation

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.

|
Batch Date: Period; “ear:

| Debits | Credits |
01-[) [ = b $2.000.00
01-071-2100 pogtage liability $2.000.00
TOTAL $2.000.00 $2.000.00

Cloze | Post |
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Streaw line Solkbons

Postmaster Checks Posting Detail - Batch # 4137

Prinfed: IXP32009  540:2TPM

For: KRIS
Page1 of1
Per Year Branch Dept. Account Debit Credit
3 2010 o1 01 1300 postage inventory 2,000.00
2 2010 o1 o1 2100 postage liability 2,000.00
Totals ... 2,000.00 2,000.00

General Ledger Module is generated.

——

The usage portion will be posted when posting Materials, Postage and Inventory to the G/L from the

P AziEsiz009 £0001Po* Ege Irueniory ama

Normal 01 01014300

postage =Ny 2,000.00

01 01012100

2,000,000 Alloc Child 123669
GGG Alley Wray

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.

%W Updated,/Posted Postmaster Checks x|
&+ Load &ll
C gy Coone Cosomer:[ | [
£ Fiter By Date Fom [12/71 /2008 x|  Tofieezwzoe =]
Load Postmaster Checks
Cus;omer Customer Name | Payee Name | Check # | Check Date |L|pdaled Dale| Amount | Yoided
q [GO0ED Createdoband LS Past Office of 1234 0E/29/2008  DB/29/2008 naan View Alocat
|| then delete Taylor 1=t Alocations
[ 2 {001 Sunshine, LLC.  Postmaster Draper | sun007 05/01/2003  12/23/2003 56.00 =1 Wiew Allocations
3 |121544Rk Fiop Mclnture U5, Post Office of | 4123456 05/21/2009  05/21/2009 1200.00
Taplar (o Yiew Allocations
4 |FEL Kelly Marketing U5, Post Office of | 431221223 Ov/22/2008  Ov/22/2009 500.00 Ve Alosati
Taylor i iew Allacations
5 [KEL Kelly Marketing %lai‘UFl'osl Office of | 123 10/26/2009  10/26/2009 S00.00 Vimw Alosations
& [REL Kelly Marketing ?ai‘;nsl Office of | 1233 12/23/2009 12/23/2008 SO0000 View Alosations | Waid
Select Dal
’V Date: [E/23/2009 = Perind: n “Year.
4
Close | Cancel (ul9

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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% Allocate Postmaster Checks x|
& Load &l
" Filter By Date From: [12/1 /2008 =]  Te[12/23/2008 x|

Customer Customer Mame | Payee Mame F'Easge Check # | Check Date | Amount | Allocated
1 BOC Egﬁl{i}er Outdoar 22 10/13/2008 100.00 5 Alocate | Delete
|2 |KEL Kelly Marketing 22334564 121742009 200000 =1 Allocate
3 50080 Create Job and | 11.5. Post Office of 12348 05/29/2008 200.00 W Allocat Delet
L then delete Taylar EEED GEE
4 |REL Kely Marketing ?;iolr”ost Office of [ 1123663 12/23/2009 200000 Alosate | Delete
(5] Leahis Account _ Pastmaster Draper 324234 10/18/2007 500 ¥

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.

Postage Inventory
Adjustment
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=N Postage Inventory Adjustment

Inventar_l,l#:lF"l ooo

Load Transactions from D ate:l

[ ate | Type | Reference uuantityl R ate | At 5 poiled | Total At | Clazing Bal. | -
8/6/2002  Opening I aster File il 0.000 0.000 0.000 0,000
B/27A2002  Puchaze  Checkdt BE4 1] 0.000 0.000 100.000 100.000 —
BA2TA2002  Adjust Check# B4 1] 0.000 0.000 -100.000 n.oo0
9/9,/2003 Usage JobH 285 150000 0.305 -61.000 -45,750.000 -45,750.000
BA15/2007  Uszage Jobit 1349 -1000 0.000 0.000 -140.500 -45,830,500
242242008 Usgage Job# 1206 -9333 0.000 0.000 2,173,782 48,070,282
242972008 Usage Job# 1225 1000 0.000 0.000 -2,515.000 -h0,585.282
341042008 Usgage JobH 1225 10000 0.000 0.000 -18,100.000 -68,685.282
47242008 Purchaze  Check#5 il 0.000 0.000 500,000,000 431314718
4/15/2008  Uszage Jobf 1332 99 0.000 0.000 43152 431.271.566
472242008 Purchase  Check# 42 1] 0.000 0.000 200.000 431.471.566
472242008 Usage Job# 1361 110 0.000 0.000 23935 431 447 B3
472242008 Usgage Job# 1361 100 0.000 0.000 -63.968 431,383,663
472572008 Usgage Job# 1295 -84 0.000 0.000 -198.440 431,185,223
4/26/2008  Usgage Jobf 1295 -3 0.000 0.000 -3.690 431.181.533
4/26/2008  Usage Job# 1382 -1o000 0.000 0.000 -2,330.000 423.801.533
42742008 Usage Jobl 1295 -4366 0.000 0.000 -1.719.620 427 131.913 hd

Adjust Inventony Yalue

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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Spoilage Account D etails:

Company: ID'I j IStleamIine Salutions
Branch: m j IMain Branch
LDiepartment: Im j IMain Department
Account: |54DE| :ll Iposlage spoilage

Poztage Inventory dccount Details:

Company: Im ::ll IStleamIine Solutions
Branch: Im ::ll IMain Eranch
Department: Im ﬁ IMain Department
Account: |'| 300 ﬁ |pn$tage itvertary

Adjustment D ate: |‘|2.-"23..-'2DEIS 'I %
Adjustment Amount; I
Employee | =

Fieference: I

Close | ok, |

Note  This should not be confused with the PostagelnventoryAdjustment 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.

=

FostageGridEntry

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.



44 @ EFI PrintStream | User Guide

——

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.

¥ Postage Grid Entry
r Irwer

Inventory IMHTH 2

Last Name First Hame

Usage Date: |12/23/2009 = Emplayes: [120 i | D ouglass

Customer
AccountH

Customer
Mame

Employee
Code

Employee
First

Beg Meter

At Piece Court]

Jol Employee Rate End Meter | Pieces |Less Pieces| Amaount Mates Inventory
Statug Last Piece Count| Mailed Spoiled Used Balance

3221 test KEL Kelly Mark 120 Moma Douglass | 0100 10000 10)_1000.000) $96,451.070

Job Description

=1

e

)

=

o

o

=

=

@

gm [ e | o o feon | fean e | fean et fian | [ | | [t [ [ f s [
Gl B P b = G ot Pl B st 60 B8 ) R e ) o ] R ] (S Ay £

s
&

=
=

.
&

Cloze | Clear Grid | Print Grid | Log Usage

[

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.

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.

i#7 Postage Grid Entry

r Irwentar
Inventond: [M11111 'I ABC Compan Activity Code:
Tppe: “ Activity Description:

Last Name First Name

Usage Dale:|12x’23x’2009 v[ Employee: |12n v| Jouglass m

P Job Customer | Customer | Employee | Employes | Emplayes BegMeter | End keter | Pieces |Less Pieces | Amount Inventory
JobH | Job Description Status | Accountd Mame Code First Last Rate Piece Count|Fiece Count| Mailed Spoiled Uszed Notes Balance
ek afl Kely tark 120 Norma Douglass | 0.100 10000 100 1000.000 $96.451.070

0'J|U'\|J=|LAJ|I\J —

The Job Postage Deposit and Usage Details window will display.
|

Job Postage Deposits and Usage Dek Al
Total Deposits for Jaob: m

Total Usage for Jok:

Deposit Available:;

Requested Usage:

Remaining Deposit:

Postage Suspensze:

Additional Postage Needed:




46 ® EFI| PrintStream | User Guide

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.
5
F'ostageReceiﬁtAllocations
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.
% Postage Receipt Allocations -—- Company: 01 - Plant Code: 0100 x|
Postage Receipt Allocations
Customer. |KEL ] [Felv Matketing
[ Load &l Compary/Flants
iz I e l:l 8 ‘;lzaeg‘::‘il;apphed Only
Receiptd CoEn;pd.:ny Egadnat Date | AR Depasit |Foslage Deposlll Tatal | Batchit
50675 01 oo 1041472009 $398,500.00 $1,500.00 $100,000.00 3|11
BOE7E o1 00 10/14/2003 $0.00 $6.000.00 $4.000.00 351
GOs7e |01 0100 10/14/2009 40.00 $4,000.00 3H1
50682 o oo 10/15/2009 $0.00 $5.,000.00 $5.000.00 3563
50E33 o1 00 10/26/2009 $150,000.00 $5.000.00 $170,000.00 3707
50633 01 o100 10/26/2009 $150,000.00 $20,000.00 3707
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 Allocate Postage Receipts |
Feceipt Taotal: F100,000.00
Receipts: | 50675
Drate: (1041442009 AR Applied: $95,500.00 Patg Applied: F1,350.00

AR Unapplied: $0.00 Pty Unapplied: F150.00

Transfer To Company Load Jobs |
Jobt Deserition carmerked | i Reoapt | ontne s | 4P Amount
1811 | GQuick job mail 0.0o 0.0o 0.oo
1851 Copy of Shared job 0.00 0.0a 0.0a
1900 EPltest one 0.0o 0.0o 0.0o
2190 copy 1000.00 1000.00 1000.00
2195 Copy of copy 0.00 0.a0 0.a0
2355 Copy of Copy of Copy of 10,000.00 0.a0 10,000.00
3221 lest 350.00 35000 51.29
5642 address test 293 0.00 0.0o 0.0o0
5643 address test 2000 0.00 0.0o 0.0o
57 Copy of EPl test one .00 0.ao0 0.a0
5792 Kris PO test 0.0o 0.0o 0.oo 150000

Close |

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.

os PostageReporter for the Company : {01) Streamline Solutions - (0100) 01 San Rafael --- User: KRIS
File Options Display Programs Postage Deposits Reports  UsagefStatement Reporks  Postage Inventory Reports  Help

POStage Reporter Data for the Company D1 Streamline Solutions. Plant 0100 01 San Rafael

Lsplavliautams Select the customer whose postage balance you wish to display and then press the 'Load Customer Data' button

IKEL j IKeII_l,I Marketing Load Customer Data ¢

Postage Display

Current Balance | Historical Balance I Historical Suspense I [+ Display in Date's Order

Postage Check Display

Current Balance Pending Refunds Details:

Earmarked for jobs $963.63 [ check amaurt | Reqdby

Refund Check Display Postage Suspense $18,000.00

Current Balance $18,963.63

Pending Refunds $0.00

isplay By Job

Future Balance $18,963.63
Earmarked Deposits Details: ' Partial And Mon Invaiced Jobs = All Current Jobs
Jok | Deposits I Earmarked Dep I Job Lsage I Billed Suspensze I Billed Additional I Balance I
735 0.00 0.0 10,237 66 0.00 oo -10,237 66

Customer Balance Level

2180 1000.00 1,000.00 0.00 0.o0 0.00 1,000.00
2355 10000.00 10,000.00 0.00 0.0o0 0.00 10,000.00
324 350.00 350.00 29871 0.o0 0.00 2128
a792 150.00 150.00 0.00 0.o0 0.00 150.00

(Click on & Job and press 'Enter’ or double click for Deposit and Usage details)

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

Details of Postage Deposits & Postage Usage Company 01 Streamline Solutions: Plank 1'

J Loadinfo |

Postage Deposits Allocations:

Date | Biatch | Recejt# [ Checkd | amaurt |
10A472008 3511 50675 5432 $350.00

Postage usage:

Inverntory Code | Drate | Ref# | Pieces | Amourt | Status | Activity |
mi00 10/ 452009 1000 100.00 Marmal 0001
w1111 10/2652009 1000 50,00 Marmal 0001
P{000 100292009 1000 14571 Mormal 0001
11111 121712009 1200 120.00 Mormal 50001
w1111 121712009 -1200 -120.00 Marmal 0001
Deposits | Earmatked Dep. | Job Usage | Billed Suspense Billed Additional | Balance
350.00 F50.00 295.71 0.00 0.00 5129

Su.. | Date | Tak.. | Co.. | Hcte

< | 3

Report Options
’7(" Sort by Date ' Sort by Inventory Code ‘ Print | Close

Historical Balance tab:

Data for the Company 01 Streamline Solutions. Plant 0100 01 San Rafael

—Select the customer whose postage balance you wish to display and then press the 'Load Customer Data' button

IKEL j IKeII}I Marketing j

Curtert Balance  Historical Balance |H|s10r\ca| Suspense I ¥ Display in Date's Order
Dates Histarical Balance Details Dec 309 - Dec 31 09
2005 Date | Type | Reference | Joh# | Inw!.. | Batch# | Amourt | Balance
2009 : OFERING . 13 865 83 ]
E-z2010 121772009 Ref B0 -2,000.00 11,963 63
(—Period 1- 1 1396363 | [1247/2009 Ref B0%oic 2,000.00 1396363
—Period 2- 13,963 63 1272008 Used Transfer 32 -120.00 13,843 63
(—Period 3-: 1896363 | [1217/2009  Used Chriz 32 120,00 1396363
| Period 4- 1 18,96363 | |12/232008  PMC.. Check#: 1233 5,000.00 18,363 63

—Period 5- @ 18963 63
—Period 6-: 18,963 63
—Period 7-: 18,963 63
—Period 5- ; 18,963 63
—Period 9-: 18,963 63
—Period 10-: 18,963 63
—Period 11-: 18963 63
‘—Period 12-: 18 963 63

4| | v
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Historical Suspense tab:

-— e )
Data for the Company 01 Streamline Solutions. Plant 0100 01 5an Rafael x|

Select the customer whose postage balance you wish to display and then press the 'Load Customer Data' button
[KEL =] [Kely Marketing =] Lo customer Data |
Current Balance I Historical Balsnce  Historical Suspense | v Display in Date's Order
Dates Historical Suspense Details Dec 309 - Dec 31 039
2008 Date I Type I Reference I Jobi# I I iPay# I Batchi# I .&.mourrtl SUspEnse
2009 CPEMIMG ... 13,000.00
[F=2010 121772009 Refund =1 -2,000.00 11,000.00
—Period 1-: 13,000.00 121772009 Refund G0% aidl 2,000.00 13,000.00

—Period 2-;13,000,00 || 12232009 PM Check Check#: 1233 2,000.00 18,000.00

: fE ||1223/2009 Job Alloc. Rec# 50875 2190 S0B75 3511 150.00 18,150.00

| Perind 4. 1600000 | | 12232009 Job Alloc. Rec# 50875 5792 50675 3511 -150.00 18,000.00
| Period 5 1800000 || 12232008 Job Alloc. Rec# SOBTS 5792 SOBFS 3511 150.00 18,150.00
120232008 Job Alloc. Rec# 50675 5792 SO0675 3511 15000 18,000.00

—Period B- @ 18,000.00
—Period 7-: 18,000.00
—Period §- : 15,000.00
—Period 8- 18,000.00
—Period 10-: 15,000.00
—Period 11-: 15,000.00
—Period 12-: 15,000.00

1| | v

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.

1% PostageReporter for the Company : (01) Streamline Solutions - {0100} 01 San Rafael --- User: KRIS - [Postage Check Display]
" File Options  Display Programs  Postage Deposits Reports  Usage/Statement Reports  Postage Invenkory Reports  Help

Postage Reporter | - Selection Dption:

:
(Dl i e " Printed & Updated ¢ &l Load Checks from D ate: |11£23£an9 - Befresh |

Postage Dizplay Check# | Date | Amount | ‘Wendor | Bank Account | Waoid | Printed | Lpdated | Flant... |

i 124342003 $1.000.00 U5, Post Office of Taplor postgcash 2. Yes  Yes Yes oo

4 12/4/2009 $1.000.00  Postmaster Draper ACCTREW c.. Yes  Yes ‘Yes o100

== g 124872009 $1.000.00 U5, Post Office of Taylor postgcash 2. Yes  Yes ez oo

Postage Check Display 9 12/8/2009 $1.000.00 U5 Post Dffice of Taplor poztg cazh 2 Ma Yes Yes oo

1 12/8/2009 $1.000.00  Postmaster Draper postg cash 2. Mo Yes Yes o100

13 1248420039 $1.000.00 U5, Post Office of Taplar postgcash 2. Yes  Yes ez o100

] 12M17/2009 $880.00  Postmaster Draper ACCTREY c... Mo Yes Yes o100

Refund Check Display 58 12A7/2003  $1.250.00 LS. Post Office of Taplor ACCTREY c..  No Yes eg oo

] 12/23/2009 $100.00  postmaster ACCTREY c... Mo Yes Yes o100

B3 1242342009 $53.00 LS. Post Office of Taplar ACCTREY .. Mo Yes es i)

P-1233 12/23/2009  $5.000.00 LS. Post Office of Taplor Ha Yes ‘es o10a

Customer Balance Level
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A similar display is also available for Refund Checks.

Postage Reporter )
Display Programs = Refund Check Display

Selection Options

" Prnted & Updated Al Load Checks from Date: | 2 21 /2007 — BRefresh

Check# | Date | Amount | Customer | Bank éccount ‘ Woid | Printed | Updated | Plant ‘
14104504 : 211272007 $1.00000  ABC Company postgcash2..  Yes.. Yes Yes oo
406450650 2/5/2007 4100000 ABC Company postocash2.. “Yes.. Yes Yes o100

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.

Details of Postage Deposits & Postage Usage Company 01 Streamline Solutions. Plant

Postage Deposits Allocations:

Date | Batch | Receiutd | Check# | Amaourt |
10/ 4/2009 3511 50675 5432 350,00

Postage usage:

Invertory Coce | Date | Refd | Pieces | Amount | Stetuz | Activity |
m100 10/14/2009 1000 100.00 Marmal g0001
M11111 10/26/2009 1000 50,00 Marmal F0001
P1000 10/29/2009 1000 148.71 Marmal 20001
M11111 1201772009 1200 12000 Marmal 80001
M11111 121772009 -1200 -120.00 Marmal g0001
Deposits | Earmarked Dep. | Job Usage Billed Suspense Billed Additional Balance
35000 350.00 29571 000 0.00 51.29

su.. | Date | Tak.. [ co.. [ mote

4| | 3

Repont Options
’7{‘ Sort by Date + Sart by Inventory Code Print Close
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The data can also be printed by selecting the Print option.

Fostage Deposits And Postage Usage Report Job # 3221 test
Dapos s Z50. 00
E. rhod Daposits 350.00 )

AR e POST Fricied  12/23/ 2009  5:32-07P0F
Job Usage 298.71 For: HKRIS
Rillad Suspense o.0n '

Billed AddRfonal .00
Bafance 59.29
Customer Information
Customer Name: KEL - Kelly Marketing
1234 W st S5t Job Status : Open
suite 1002 Invoice Status :
Windsor,CT First Mail Date = 3/1/2002
Contact: Joe Kelly Last Mail Date ; S/1:2002
Fhone : 2860-555-6666
Postage Deposits Allocations
Date Batch & Recefpt ¥ Customers Check # Pogtage Receipt Amt
1042002 2511 S0E7S 5432 F2E0.00
Postage Usage
hiviode Status Data Refifo Pieces Amrount
Usage for the ftem w100
Normal
0 2009 1000 e e]
Normal 000,00 $100.00
Toital Us age for the Ntom m 100 100000 S$T00.00
Usage for the ftem ATITTIY
Normal
IO2E 2003 1,000 BRA.00
124 IO 1200 E1E0.00
1249 7009 -1.200 (E120.00)
Nortral 100000 $50.00
Toital Usage forithe NMom MT111Y 100000 50000
Usage for the ftem PT0pn
Normal
02003 1,000 £148.71
Mormal 1,000.00 $148.77
Total Usage for the Nom PT0OOD 1,000.00 $148.77
Usage Grand Totalk 300000 $298.77

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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= PostageReporter for the Company : (01) Alaska Incorp - (0100) Mail P

File Options Display Programs  Postage Deposits Reports  Usage/Statement Reports  Fostage Inventory |

Postage Reporter

Dizplay Programs

=% Customer; Balance Level Report

Note

' List Only Customers under Minimmum Level
" List All Customers

Acch Custamer Name ‘ ITRIALID ‘ iz

Halance Balance

SmanmaifSmarthail of Austin §0.00 -$2500.00
200 Lighthouse Managerment §0.00 -§41,995.60
CinCin  Cinnaman §0.00) -§777.00
1234 Flowers R'Us §0.00) -$3,501.45
125 Tree's and More $0.00/-§27 H66.44
124 roplait §0.00 -§13,757.76
| 7 |5605025 Federal Heights Meighborhot §0.00 -§24,073.16
1 Pollard Consulting §0.00 -$6,200.00
111 Acompany $1,000.00) -%4100.00
[ 10 |134GRW GRYY Agency $0.00 -§3,200.00
DAMMOD | Dannon §0.00 -§13062.27
FLAMIMG!Flamingo Press §0.00 -§38866.51
1222 Black Angus Doggie Day Car §0.00 -§E7a.18
ShowW Snow College §0.00 -$104.36
showl | Snowhlind §0.00 -§10,346.87
mailers  Mailers Companion §0.00 -§1,004.18

Print Grid |

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:

The Requested Uszage EXCEEDS the Customer Postage
Balance.

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.

2
3.
4

o

Define a Customer Permit inventory with the field Enforce Job Usage set to Yes.
Create a normal postage check to the Post Office where the customer’s permit is held.
Allocate the check to the customer’s permit.

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.

Print and Update/Post the postage check.

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.

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

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

© N o o

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

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

Bl

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.

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.

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.

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.

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 titted 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.

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. Ifusing 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. Tolog 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.

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.

Balance start Postage Fostage FPostage used B anoe end
of period Rece vad Eillad [job=] Postage Refunds of period
FA910LF DA Bnm RBIRSE206 k25 Tt BI1209
10,391 675.04 T45.966.05 F41,435.95 F7.250,940.37 $1,121,202.03 F11, 706,334 .04

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.

-G + 01 Streamline Solutions - Plant Code: 0100 01 San Rafael
File  Opti o Help

01*General
/L REPORTS
/L ENTRIES
DISPLAY PROGRAMS
/L POSTIMNG

Post G/L Batch

Past G/L Standing Journals
Using Batch Mumber: l—

{Post Postage Usage v
Post Material and Inventory Usage W

Fiom the Dates iangs | 1 /12010 - 147200 =
Period [+ Year 2070

Post Malerials. Pastage
and Inventary to G/L

GJ/L Post Labor

c the activiy's general ledget link to expense account for valued i
adustments thal occur alter a ob has been final biled

Use the Extra Costs control account 01-01-01-6200 for valued inventary
adjustments that occur alter a job has been final biled

Use Wulti /1P optior with Pasting,

Repart By Activity
Repait By GL Accounts

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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Het Change (1,314,659.00) {11,706,334.84)
Debit Credit Debit Credit
ClBatches A Batches
CF Batches %J Batches
DR Batches 9,745 966 .05 &P Batches
Ol Batches 51,695.20 93,131.15 3R Batches
Fhl Batches M3 Batches T.873.640.02 522.599.05
FX Batches 1,121.022.72 Q| Batehes
FC Batches QF Batches
FT Batches Othertranzactions 121.68

IF Batches

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.

fa PostageReporter for the Company : {01) Streamline Solutions - {0100) 01 San Rafael --- Use
File Cptions Display Programs Postage Deposits Reports  Usage/Statement Reporks  Postage Invenkar

Postage Reporter ]

Display Programs
Deposit Reports
Usage/Statement Rep__.

Postage Inventory Re_ . .
Starting D ate: Ih 2172009
- Ending Date: [12/31/2008

Postage Inventory
ST Inventory Type: IAII j

- Imvertary Currency: IUSA YI

: irventony

Postage Inventory . -
Details Print | Preview I LCancel |

Presort Payables
Report [alternate for. .

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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Beg. Balance Furchases Job Usage Spoilage Usage Adj's Spoil Adj's End Balance
0.ooo o.oo o.ooo 0.o000 0.ooo 0.000 %000
0.ooo o.oo o.ooo 0.o000 0.ooo 0.000 $0.00
0.ooo o.oo o.ooo 0.o000 0.ooo 0.000 $0.00
133 560 o.oo -16.120 -6.930 0.ooo 0.000 $111.51
0000 0.00 0000 0.000 0000 0.000 $0.00
0.ooo o.oo o.ooo 0.o000 0.ooo 0.000 %000
10,400 o.oo o.ooo 0.o000 0.ooo 0.000 $10.40
0000 0.00 0000 0.000 0000 0.000 $0.00
0.ooo o.oo o.ooo 0.o000 0.ooo 0.000 $0.00
6,787 800 65,203.23 -50 969 560 -0.650 -7 640 940 0.000 $413,370.97
150 673,144 F1,146,717.33 -1.078 463 510 082 187 -15,412.920 0.000 $202,531.86
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.
eneral Ledger 01 Streamline S s - Plant Code: 0100 01 San Rafael
File Options ‘Window Help
01*General
/L REPORTS
/L ENTRIES
DISPLAY PROGRAMS
/L POSTIMNG
Post GAL Batch
Post G/L Standing Joumals
Post Materials, Postage
and Inventery to G/L Using Bateh Number. l—
[Post Postage Usagd v
Post Material and Inventory Usage W
GJ/L Post Labor
From the Dates Range [ 1 /1 /2010 - 147 /2000 -
Period: | Year MO
Use the aclivity's general ledge link to expense accourt for valued invertory -
adiustments that occur after a job has been final biled
Use the Extra Costs control account 01-01-01-6200 for valued inventory r
adiustments that occur after a job has been final biled
Wee 1 ulki WP aption witt Pasting (=
Report By Activity
Report By GL Accounts
Check Posting
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.
Balance 1,396,56.50 (1,3434,517.79)
Met Change 51,858.71 202,531.85
Debit Credit Debit Credit
ClBat:zhes G4 Batches
CF Batches &J Batches
'R Batches GP Batches
Dl Batches %R Batches
Fh Batches ME Batches 240,659.17 1,429, 104.27
FX Batches Q| Batches
FC Batches 1,146,717 .33 QP Batches
FT Batches Othertranzactions 15.442.02

IF Batches
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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.

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.

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.

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.

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

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

1.
2.

Setup a Master Job (usually for the year).
Log all transactions to the Master Job.

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.

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

Final invoice the quick job and balance postage.

Billing yearly jobs on a monthly basis

1.
2.
3.

Setup a Master Job (usually for the year).
Log all transactions to the master job.

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.

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

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.

-[w Custamer iz the Postage Customer for the Customer... -
Custormner H: |Ella|::k.-5'-.|]1
Cuztamer: rEIack dngus Doggie Day Care

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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MNew Quote Header _

Customer #: [Blackall | w Mew... _
Custamer: |Black Angus Dogaie Day Care
T m =k
Custorner Price List: j - Postage Sub Account
AEE B I j | IBIac:-’-‘«CDTD IBIack Angus gz;n;ie Day Care |_|
Contact Phone/F [801 6557380 | BlusBoll  Blue Bo
Fe-Contact Date: |6/4/2007
SalesRep:|Jon Doe j
CSh: I=
Estimatar: et 1 | Llﬂ
Job Type: [l
Job Title:  Irventon Sub Account
Description: ;I Customer #: |Blackal m
Custamer: |Black Angus Dogaie Day Care
;l Address: |1222 East 5300 Sauth
Guantity 1: 4 Erint A Muiiah LUT:B4123
2 o Default Sec
) ) & _— E: Cancel | Save |
Firzt Mail Date: Lreate Default P

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.

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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" AR Invoicing Entry - Company: 01 - Alaska Inc

File Batch Inwvoice Options Utilities Help

8| % T

A/R Invoicing Entry Line

Active Batches | Posted Batches |

=5 company: 01 - Plart: 0100

[ 083
[ 213
[+ 2175
[+ o188

7l 5320
5334
5347
5352 - brandon
5368
7] 5382 - Job 1485
5384
5393

o O s IO o O o O ey I e IO o O I o R

E Mew Batch

Mew Multiple Job Invoice
Mew Single Job Irvoice

Me e I
MNew Credit Memo
Create Freight Only Invaoice
Change Batch Date

Irvaice Inko Finished Goods

Preview Batch Paosting
Wiew Pasted Allacations
Past Batch

Batch Allocation Report
View/Edit Batch Description
Print Batch Invoices

w Display Regular Batches
- A E

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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" AR Invoicing Entry - Company: 01 - Alaska Inc. -—- Plant Code: 0100
File Batch Inwoice Options Utilities Help

| ¥ T

AR I['l‘.voicing Ellt.l'}’ Lines |Ela|anc:e Postage I Bill TosShip Ta I Miscellaneous I Dumimy Invaice I Deposits I Notes I Allocations

Active Batches | Posted Batches |

E-q Company: 01 - Plant: 0100 . Create Postage Invoice M

Create Postage Invoice

el

- Job 1483

[

£

[ Select Customer: M
[' [BlueB o0t =] |Blue Box = Load Jobs
£

£

[ .

£ . Postage Unbilled

; erandion Jobdt Description Statug e FasEes

A 1487 monaiho 1555 1555

[

£

£

% & Partial Invoice
Cancel " Final Invoice e

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.

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:

PostageStatements ]|

Mo postage is earmarked For this job,
Ok ko conkinue wikh skakement creation/update?

> 1|

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.

AN

Cancel

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

3 Staternents for the Company 01 Eires 7 t
£5) File JobLookup StatementDirectory Tools Wiew Help  Window

8837 ~|§ AddUpdate Statements
Select Job Statements Drops, Counts

N TN ALAL |

‘Wedding Mailer

Mot Invoiced

Postage Statements

Update Guaote Notes Quote: 8834.99 Job: 8837 Due Date: 02/10/2013

E lggggggggm{ggiﬁz} 5 st e Drop || Erter Statemert Directly | Greate Statement from Counts |

[ 15257 [3602-N]B531:1:43] [ Updale Existing Statement(s)

[ 15258 [3802 N ][E831-1:44] Drop# | Description | Drop Gty |  Date | Est Cou
[ 15250 [3602-N[8831:1:45] 1 |Drogd
[ 15280 (3802 N[2531:1:46] —
[ 16261 [3802 NJ[EEE11:47]
B 15262 [3602-N]8831:1:48]
[ 15253 (3802 N][531:1:49]
[ 16264 [3802 NJ[2E311:50]
[ 15265 [3602-N]8831:1:51]
[ 15288 [3802.N[2831:1:52]
[ 16267 [3802 N[E31 53]
[ 15268 [3602-N][B831:1:54]
[ 15283 [3802.N][2531:1:55]
[ 15270 [3802 N [2E311:56)
B 15271 [3602-N]8831:1:57]
[ 15272 (3802 N][2831:1:5]
[ 16273 [3802 N[E31 5]
B 15274 [3602-N8831:1:60]
[ 15275 (3802 N[2831:1:61]
[ 15276 [3802 N[EE311:62]
B 15277 [3602-N]8831:1:63]
[ 15278 (3802 N[2531:1:64]
[ 15273 [3802 N[2E311:65]
B 15260 [3602-N[8831:1:66]

| List Counts | Fostage Motes
I

(1)Default Package: [Estimate]

Cancel

El

Mailing D ate:
Job/Package/Drop:
Permit #:

Total Pieces:

Total Postage:

Done | Upete Estimate svith Chanaes |

Met Pastage Due:

Note Remember, the job must have at least one package to allow PrintStream to create statements

for that job number.
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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.

Entry Office - Locale Key

; - HORTHYAE ANNEX
Lu_:u:-ale. oo0o01:3 Site: 4000013 b 120 BAIR FE
Tip: GiEa0d LINCOLM, HE 62504 1015

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

ement forJ

Form 3600-R - First Class Mail - Permit Imprint

Edlit Permit | Ediit Agent

Edlit Prepared Far
—Postage Class —Processing Category
IFirst-CIass [GET j I~ | Mon-Standard Size  Letters = Letters - Paid a5 Monauto flats
" Flats " CR Letter - Paid as G Flats
—Method of Payment ———————— —Use Rates Effective | for the Drop Date of : —— :: Autarmation Fats :: Chtg Ll
Iachinstle Parcels Parcels
Permit Imparint 2712013 2HOM2013
I Ermit mart j ’7I j I ! Ifregular Patcels

—Entty Office - Locale Key

Locale: Site; Customer Generated Electronic Labels
Tip: | [~ DelCon [~ SigCon

—Permit Infarmation - - — Containers
Bl . IFEmE? 1-Ft. 2Rt 2Ft. Total
|P325 LI I 325 M Trays MM Trays  EMM Trays  Ltr Trays
Permit Holder: flaska Inc. | | | I
Adress: [F200# 5. 900E. Flat Trays  Sacks Pallsts Cther
uite 200 I I I I
ancly UT 84117

—Federal Agency Cost Code

Phone : |BD1 571 0877 Ref : | I
—Single Piece Weight —————  —3606 Identical Pieces: — — Certified for Certification Date —
Junces: Pounds: ID [ nsa [~ Automstion Pieces
fro |n.oB25 I™ Carrier Route Pieces

[™ cCarrier Route Sequencing
[ Simplified Address

—Combined hMailing: —Mlove Update Method

™| Mied Class  Ancillary service endorsement  ( ACS

I" Single Class € FASTTarward " Atternative
 NCOA Link  ( Muttiple = OneCode ACS
' nia Aternative Adress Format (% None

[ Mon ldertical [~ Mixed Weights I I

rSimplified Addr Pieces: 1 —CTAS Ref Mumber: —‘

Package:

comments: I

Parcels Only Hold for Pick (HFPUY: Mo. of Pieces: | r Priarity Mail Open and rLetter-size mailpieces contain:
Distribute (PMOD) [~ Reply card Jenwelope [ DVDICD or other disk
Cancel | Save | Back Page | r Only: zantents that arenot required to ke mail FC
I~ | & Procuct zample
Current:50,000 Cost:12,312.00 ™ RoundTrip ONLY: One DYDMCD or ather disk
Postage Due:12,312.00

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.

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.

| Form 3602-R - Standard Mail Letters and Flats - Permit Imprint
PART Description Quantity Amount
B Automation Flats 3.3 oz (0.2063 |b.) or Less 0 0
D MNon Automation Letters 3.3 oz (0.2063 Ib) or or Less 300 55
E MWon Automation Flatz 3.3 oz (0.2063 Ib.) or Less 0 0
F Irregular Parcels 3.3 oz (0.2063 Ib.) or Less 0 0
G Mot Flat-Machinable 3.3 oz (0.2083 Ib.} or Less 0 0
H Enhanced Carrier Route Letter 3.3 oz (0.2063 |b.) or Less 6000 1154
l Enhanced Carrier Route Flats 3.3 oz (0.2063 Ib.) or Less 0 0
Entry Type Description Rate Quantity Amount

A1 Hone S-Digit 233 1000 233.0000

AZ 3-Digit 251300 75.3000

Al AADC 253 400 101.2000

Al Mixed AADC 270

AS DHDC S-Digit 199

AB 3-Digit 217

AT AADC 218

AB Mied AADC 236

AS DSCF S-Digit 180

A0 3-Digit 208

Al AADC 210

A24 Full Srvc Number of pieces that comphy 001

Full Service ameunts wil be subtracted frem your parts total

Drop Current Counts
Front Page Clear Changes | 8000 8000 §1,702.5000
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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.

Postag ents for the Comp 0 n olutions
5 Fie Joblookup Statement Directory Tooks Wiew Help Window

1221 ~| Addupdate statements [ Memhe-Ma-lmq"ve- !:l==llml
will mail
Select Job Statementz i Diops, Counts [ ] 5000 will deliver t o customer

(Y] ALY |
B4 Statements
[ 1310([3602-RI735:1:1] /Add New Drop |

[ 1318[3602-R1867:1:1]
[0 1653 [3602-AI704:21] Drop# | Description | DropQty | Date | EstCounts | ListCounts | Postane Notes
[ 1670[3602AVI1211:1] 1 One 6.000 05/26/2010 8 A
0 1671 [EE02AVII211:1:2] 2 Two 5,000 05/28/2010 5,000 NfA
% 12;;@5322}3331 ‘2} 3 Theee 4500 05/28/2010 4500 /A
- [ 1678 [3600R[1210:1:3]
- [§ 1683 [302RI1213:1:1]
O 1o (amap
[ 1885 [3602-NV1064:1:1]
[ 1853602 AKIZIS11] Diop:  Desciiplion Dale: Quaniy

3 1694 [3602-R1215:1:2]
) 1693[3802-R1214:1:1]

Post;
0 1700(3602R112141:2] sl Diop Hotes

[:
[:
E 2006 [3800-AI[1216:1:10]
2007 [3B00RI1216:210]
[ 2008 [3600RI1Z16:1:11] Carce) el
[ 2009[3800R1218:211]
[} 2011 [(3800RIZ19:1:1]
~[§ 2021 [3602R[1220:1:1]
[ 2025[3802-R]1221:1:1]
3 Consolidated Statements
© 2054 3602-01210]

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.

AddiUpdate Statements Membe;nbagging_l Ipel !;leeling
will mail
Select Job Statements I Draps, Courts 5000 will deliver t o customer

Postage Statements Quote: 1463.93 Job: 1221 Due Date: 05/23/2010

E-d Statements
[ 1310 [3602R17351:1] /Agd New Drop
[ 1318 [3602R1867:1:1]
0 1663 (3602 AIP0421] Diop# | Desciption | DropQty | Dete | EciCounts | ListCounts | Postage Notes
[ 1670 [302RVIZ11:1:1] 1 One 8,000 05/28/2010 8,000 A
) 1671 [02RVINZ11:1:2] 2 Twn 5,000 D5/28/2010 5,000 [

E b ggggi}ﬂig} ;} 3 Thiee 4500 08/26/2010 45800 hgs

[ 1676 [3600A11210:1:3]
[ 1683 [(E602AIN213:1:1]
[ 1684 (3602AI213:1:2)
[ 1685 [3602HVI[1064:1:1]
[ 1693 (3602AI1215:1:1]
[ 1694 (3602A11215:1:2] Postage C| ‘

R i fommm 5 roe
Q) 200k 00 Al 216110 Method of Payment Use Rates Effective for the Drop Date of
’7| Permit Imprint =l |V| 31412010 =] [ezeeo0 —‘

Postage LIST Counts for Job:1221 Drop:2

Form 3602-R - Standard Mail Letters and Flats - Permit Imprint

[ 2007 (3600-R11216:210)
[ 2008 [(3600-R11216:0:11)
[ 2009 (360011216211

Entry Offi
[ 2071 [3600RIN 215111 il
[ 2021 (60212201411 | =]
[ 2005 (2802:R1 221:1:1]
/23 Consolidated Statements P Permit Permit#
= } 2
= 2084 e02CI210] [Fiom = 2345678

Permit Holder: [The Perfect Storm
Address: [558 Main Street

[
JADWAY GA 31320

Phone : [31-332-3334 Ref: [
- Single Piece Weight
Ounces: Founds
1.0 0.0625

3606 identical Pieces: CTAS Ref Number.
I tion lientical [ Wixedl visigfts ’VI W ’VI

Comments: |
Maiing Date: Cance) | e | Back Page |
Job/Package/Drop: Current:0 Cost:0.00
Permit #: m Postage Due:0.00
Total Pieces;
Total Postan; | 1

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.

UERI@
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Verify Postage for Job # 1220

—The statement will be updated with the following date and period:

Transaction Date: I 52212010

Period/ ear:
By Employee:

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.

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.

Postage Statements |

@ Are you sure you wish to mark this Statement as Verified?

Yes | Mo I

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.

[ Postage Statements for the Company : 01 Streamline Solutions - Plant Code: 0100 01 San Rafael
Fle Joblookup StatementDirectory Tools View Help Window

1215 ~|N§ AddiUpdate Statements Epi 3
Select Job Statements Drops, Counts Hot Invoiced

=K

Start New Consolidation Wizard [\

-3 Statements
------ (1 1310([3602R)735.1:1]
[ 1218 [3602-R]E671:1]

[ 1663(3602-R]704:2:1]
------ [) 1670 (3602 RvI1211:1:1]
[ 1671 [3602Rv1211:1:2]
B 1674 [302R11210:1:1]
------ [ 1675 [3602R]1210:1:2)
[ 1676 [3600-RI1210::3]
j 1665 [3602-NV][1064:1:1]
53 [3602-F]11215:1:1]

[ 1693 [3602R]1214:1:1]
[) 1700 [3602R]12141:2]
[ 2006 [3600-RI1216:-10]
[ 2007 [3600-R)1216:2:10)
------ [) 2008 [3600RI12161:11]
2003 [300RII216:211]
[ 2011 [3600-R]1219:1:1)
------ [ 2025 [3602R]12211:1]
=3 Consolidated Statements
B 2054 (36021 210]
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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.

New Consolidation

— Options

Consolidation D ate IDE.-'23;-’2U1 0 I Mon Profit

 Automatically Consolidate all available statements for this Job

= Create an empty Conzolidated Statement [ho 8125's)

i~ Select from available Statements

" Select Statements for Truck Lot : TruckdLot

~ Select List Counts and Convert to I

Statements for Truck/Lot :

S [

B Postage Statements for the Company : 01 Streamline Solutions - Plant Code: 0100 01 San Rafael
File Joblookup StatementDirectory Tools View Help Window

~ |l AddiUpdate Statements
Select Job Statements Drops, Counts

Bl=| =[]

Postage Statements

B3 Statements

[ 1310[3602-R][735:1:1]
[ 1318 [3602-RIEE7:1:1]
1663 [3602-R[704:2:1]
1670 [3602-RYI[1211:1:1]
1671 [3602-RYI[1211:1:2)
1674 [3602-RI1210:1:1]
1675 [3602-RI210:1:2]
1676 [3600-RI1210:1:3]
1685 [3602-NV][1064:1:1]
1693 [3602-RI1215:1:1]
1694 [3602-RI1215:1:2]
1699 [3602-RI[1214:1:1]
1700 [3602-R][1214:1:2]
2006 [3600-RI[1216:1:10]
2007 [3600-RI1216:2:10]
2008 [3600-RI1216:1:11]
2009 [3600-RI[1216:211]
2011 [3600-AN1219:1:1]

[ 2025 [3602-RI1221:1:1]
B2 Consolidated Statements
; ‘2054[3802{][1210]

2085 [3602-C][1215]

o o e e e e e




V21.1.0200 Postage VB Guide ® 77

————

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.

B Postage Statements for the Company : 01 Streamline Solutions - Plant Co
File JobLookup StatementDirectory | Tools View Help Window

1216 M
Ltilities. ..

Select Job Statements oo
i B v I d

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.

Bulk Verify

Select Statements to Verify:

Date | Permit# | Seq# | sob# | Pkg | Drop [ customer Pieces | =]
0 o772 sss 521 180 4 17 Babbalnc. 4200
O o7r7mz | 85 S22 180 Babba Inc. 1800
0 o7riamz | 555 524 180 Babba Inc. 301
0 o7namz 555 525 130 Babba Inc. 15643604
O o7rianz | 325 124 The Perfect Storm 10000
0 ormemz 328 184 The Perfect Storm 100010
[ o7reamz 325 194 Abba Inc. 1000
[ o628z | 325 563 194 Abba Inc. 5828
[0 oawemz 325 569 183 Alaska Ine. 100
O o7reamz 325 s82 190 Alaska Ine. 1520
0 orizamz 328 sas 190 Alaska Ine. 00
[ 100202 599 180 Alaska Ine. 15845
[ 10/02/02 600 180 Alaska Ine. 4198

By Employes: I102 jINnrma j_
L ]

—= e e =3 = B RN D

Mark Verified | Verify...
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Unlock Statement

———

1.

2.

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.

B Postage Statements for the Company : 01 Alaska Inc. - Plant Code: 0100 Cq
Fie Job Lookup Statement Directory

Select Joh Statements

Bl =¥ x|

Window

il View  Help

Bulk Verify...
Utiities...

Import Segment Counts
Update Postal Rates

Unlock Statement

Enter the statement number and click Unlock

W Unlock Statement

nlock Statement

[ Consolidated

Unlock | Cancel
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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.

B Postage Statements for the Compai
i § -| File JobLookup Statement Directory

1 USPS Forms 3 Addiug

Printer Setup... i

Change Company/Plant

E Exit
|8 131N EARDZ-RITAS 110

Preferences
S ettingz |
MHext Sequence #: |1 am Mext Conzalidation #: | 2056
— 3606 Settings

Baze Fee: |4.5|:| Guartity Step: I'I Qo0
Addional Per Step: IEI.35

— Residual Shape
A/5-Bazic 012  Enhncd CRRT IEI_1 3 BarCoded Disc. II:I_E|3

Origin Post Office: IMiII Y alley Main
City: [l Y alley
State: Im Zip Eade:|g4941

Meazure Weight [n: I Dunces [oz) j

Cancel |
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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.

Filter Criteria

© AllRecords
(o] Seg Mo : I
& Job No: IWZ'“3 _|::l

|purcnasing class |

© Cust Code : I _I;
| |

) Date Range : |5:ze:zc1c = 1D|_=::?::c1c ~| LeadGrid |

Printing Preferences

PostageStatementsReporter
il statements x|
— Select Criteria —
Form Type : |Al - Verify Status ;| Al -I Postage Statements I
Mailing Date Package

10

Werifie «

2 1218 1 No
3 |z007 3600-R  |4/21/2010 1218 2 10 Mo
4 |zo08 3600-R  |4/22/2010 1218 1 11 Ho
5 |2009 3600-R  |422/2010 1216 2 11 Mo
-
| LIJ

Print Selected Statement ?

[ rint 81252 Print Options
[ print 3606 7 @ Preyiew O Print

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.

B postage Statements for the Company: (01) Streamline Solutions - Plant Code: 0100 01 San Rafael
File About

Statements | 2k Postage Statements Reports

oBuee [

Frint Fostage Statements | |
© Date Rangei | 5/1/2010 x| to |5 /232010 7

]

Fostage Statement Reports — Print Options

@ Preview O Print

Streamiine Solutions

Postage Statement Details for Dates: 5/1/2010 through 5/23/2010 51232010 14:24:52PM
Job#: 146 purchasing class
Seq#: 2003 Pkg#: 1 Drop: 9 SCFTAMPAP &DC, FL
Date: S/222010 Permit 112345678 - P1000
Section Disc Tier QtylLbs Rate Amount Pounds PoundRate Pound Amt
] DECF oz E-Digit 782 0.287 215.824
o] DSCF az 3-Digit 5,255 0.404 2,123.020
6,007 2,338.844

Report Totals : 6,007 2,338.8440
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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.

Postage Recap Report X|

Select a job far this repart:
213 —= [First class and EF|

Select a packade {leave hlankto include all packages):

I = I

Prewview:. .. Erint... Close

The report is shown below for a specific job number.

lg|x.
Close

Alaska Incorp 6126108 3:13 pm Page 1
Postage Re-Cap Report for Job #813 "First ¢lass and EPI"

Pky Drop Date Destination Permit # Paid By Class Category Sctn Disc Tier Pieces  Rate Amount

1 1 BiZ8/2007 Fosimaster Draper 12345678 Imprinl 1siClass Lefiers A~ None 0z 5-Digit 172 0312 536640

A None oz 3-Digit 2610 0334 871.7400

A None 0z AADC 887 0.341 3058770

A None oz Mixed AADC 313 0360 1126800

B MNone oz Single-Piece 77 0410 31.5700

Totals: 1,069 1,375.5310

1 2 TH02007 Fostmaster Draper 12345678 Imprint  1stClass Lefters A Lefters 05-Digit 172 0312 536640

A Letters 03-Digit 2810 0334 871.7400

A Letters pAADC 887 0.341 3058770

A Letters oMixed AADC 313 0360 1126800

B  Letters oSingle-Piece 770410 315700

Tofals: 4060 13755310

Report Totals: 8,138 2,751.0620
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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:

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

e  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.

e 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.

e Creating postage checks will continue to use the accounts set up in MasterFiles Vendor.
The redirection programming provided by PrintStream WILL impact the following:

e 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 | 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.

USPS Mail Redirection Facility Maintenance _ (] X

| 1 Select Drop Ship Key + Select Drop Ship Zip Load All Existing Redirection Entries

: Select Locale

Drag a column header here to group by that column

Locale Discount ‘ Zip ‘ CRRT ‘ Pallet ‘ Class ‘ Shape Mass Code

Type

Stark Date

Key End Date ‘

Location of USPS Download

Dong IEl\Ma“_Dat\LUEa‘E\ALL FAST UsPS | Import Redirection Entries Sek Origin

When the Import is complete, you will receive notification of how many records were imported.
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ki USPS Mail Redirection Facility Maintenance - I O I ® I

‘ + Select Drop Ship Key ‘ : Select Drop Ship Zip ‘ | Load All Existing Redirection Entries

‘ : Select Locale ‘

Drag a column header here to group by that column

Locale Key Mass Code Start Date

Type

Discount ‘ Zip ‘ CRRT ‘ Pallet ‘ Class ‘ Shape

End Date ‘

ility X

151701 redirection entries were imported, 34187 address entries were imported.,

Redirectionl)

Location of USPS Download

Done IW:\Generchata\Stream_l4_D\Genar\cMu\t\_2El[lB_14_D\psextern | | Import Redirection Entries St Crigin

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.

USPS Mail Redirection Facility Maintenance _ (m o
‘ : Select Drop Ship Key | 15042 : Select Drop Ship Zip | ‘ Load &ll Existing Redirection Entries Site key : PX18508
- FREEDCM
‘ : Select Locale | S0 ETH ST

FREEDOM, PA 15042-9995

Entries ; 13

Drag & column header here ko group by that column

Locale Discount Type Pallet Mass Code Start Date End Date
7 011

18508 PR13505 D 15042 E002 M DEFLT DEFLT 711142011 12[31]2999
_KIBSUS Ple18508 [} 15042 BOO3 M DEFLT DEFLT 7r1jz011 12/31/2999
7XIBSUE Pr18508 D 15042 BO04 M DEFLT DEFLT 7M1jzo1n 12/31/2999
_XIBSDE PR13505 D 15042 E00S M DEFLT DEFLT 711142011 12[31]2999
_K17052 Pel705Z [} 15042 CO01 M DEFLT DEFLT 7r1jz011 12/31/2999
7X17052 PR1705Z D 15042 00z M DEFLT DEFLT 7M1jzo1n 12/31/2999
_X17DS2 Pr17052 D 15042 003 DEFLT DEFLT 711142011 12[31]2999
_K17052 Pel705Z [} 15042 004 M DEFLT 7r1jz011 12/31/2999
7XIBSUE Pr18508 D 15042 (o] M 7M1jzo1n 12/31/2999
_X17DS2 Pr17052 D 15042 ROOZ M 711142011 12[31]2999
_K17052 Pel705Z [} 15042 RO M DEFLT 7r1jz011 12/31/2999
7X17052 PR1705Z D 15042 RO1Z M DEFLT DEFLT 7M1jzo1n 12/31/2999

Location of USPS Download

Select:Px18508 | [E:\mail_piatiocalelalL FAsT UsPS || Import Redirection Entries | | set origin |
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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.

=lof x|

| : Select Drop Ship Key | | 15042 : Select Drop Ship Zip | | Load All Existing Redirection Entries | | Site key : PX18503

| FREEDOM
601 8TH 5T
FREEDOM, P& 15042-9995

| 1 Seleck Locale

Entries : 13

Drag a column header here to group by that column

Locale ‘ Key Discount Type Zip CRRT Pallet Class Shape ‘ MNass Code ‘ Start Date ‘ End Date ‘

CQRIGIN CQRIGIN 925913
> 0 O

®18508 Pr18508 D 15042 BO0Z = el CRFLT Fi11fzo11 12312993
| | X18508 PR18506 D 15042 BO03 ‘ LI FLT 7i11fz011 12312993
B X18508 PR18508 D 15042 BO04 ORIGIN set bo : PR18508-15042 [FLT Fit1fzo11 12312393
B %18503 Px18505 D 15042 BOOS FLT 7itifzo1 12312393
B R17052 Px17052 D 15042 ool FLT Fiifzo1 12}31f2299
| X17052 Px17052 D 15042 conz 0 DEFLT DEFLT FiLijzoll 12}31)2299
| K17052 Px17052 D 15042 ooz M DEFLT DEFLT FiLijzoll 12]31)2299
™ 17052 Pr17052 D 15042 004 N DEFLT DEFLT Filifzo11 12312999
|| ®18508 Pr18508 D 15042 G099 N DEFLT DEFLT Fi11fzo11 12312993
| | 17052 Pr17052 D 15042 ROO3 M DEFLT DEFLT 7i11fz011 12312993
B K17052 PR17052 D 15042 ROL1 il DEFLT DEFLT Fit1fzo11 12312393
B X17052 PR17052 D 15042 RO1Z M DEFLT DEFLT 7itifzo1 12312393

Location of LISPS Download

SelectiPi18508 | [E:tail_DatiLacalelaLL FAST LISPS ik Impart Redirection Entries | | setorigin |

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.

Postage Statement for Job:8871 Drop:11

Form 3600-R - First Class Mail - Permit Imprint |
Ecit Prepared For Ecit Permit Etlit Agert
Postage Class / Processing Category
’V I~ hon-Standerd Size. ‘ i Lefters | Letters - Faid az Horaute flats
" Flats | B Letters - Faidas CR. Flats
) Automation Flats €5 GiM £ 1A

€ Wachinaklz Parcelz € Parcels:

Method of Payment Uss Ryfes Etfective : for the Drop Date of :
112
€ Irregular Parcels

’V|pemn Imprint =l ’V| 1201 3 =] fenerors
Ertry Office - Sie Hey
Site Key:
Zier

’rcustnmer Generated Electranic Label

I~ Deicion I~ Sigton
(Permit Information Containers
Berniy (s 1-Ft. 2. 2ft. Total
[z | [ MM Trays  MMTrays  EMMTrays LirTrays
Parmit Hoider: | [
ciress Ii'lat Trays iSacks Fallets IOIhEr
Federal Agency Cost Code
Phane: | Ret: | { I

Single Piece Weight —— 3606 |dentical Pieces: - Certified for Certification Date —
Ounces: Paunds: l— " msa I™ Automation Pieces -
™ Carrier Route Pieces

’—Simphvied Addr Pieces: -‘ ’—CTAS Reef MNumber: —‘ I™ Carrier Roule Seuencing

[~ Mon ldertical [~ Mixed Weights

[ | ™ Simpiitid Address

Combined hailing: ~Move Upciate Methiod ——————————
™ Wizzd Class " Ancilary service endorsement 7 ACS
I” single Class £ FASTiorvard £ Alternative

 MCOA Link 1 Muttiple " Onecode ACS

Pack
i £ nia Alternative Adress Format 5 Hone
Commerts |
Parcels Only Hold for Pick (HFPL; Mo. of Pieces: [~ Priorty Meil Gpen and rlLetter-size ieces contain
Distribute (PMOD) ™ Reply card fenwelope [ DVDICD of other disk
Cancel | Save | Back Page | I | Orily conterts thet are not required ta ke mai FCH

™| & Product sample

Drop: 43,721 Current:d Cost:0.00 [~ RoundTrip ONLY: One DVDICD o other disk
Postage Due:0.00
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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 Il illustrates using the USPS website for a similar lookup.

8 USPS Mail Redirection Facility Maintenance

| + Select Drop Ship Key | | 15042

| : Select Locale |

Entries : 13

+ Select Drop Ship Zip | | Load all Existing Redirection Entries

Drrag a column header here to group by that calumn

Sike key @ PX18508

FREEDCOM
601 6THST
FREEDOM, PA 15042-9995

Lacale Key

> r4 ]

#18508 PX18508
|| #16506 PX18508
|| 18508 PX18508
|| #18508 PX18508
|| R1T0SE PRITOSE
|| 217052 PX17052
|| R17052 PX17052
|| *1F0SE PX17052
|| 218503 Px18508
|| R17052 PX17052
|| 17052 Pr17052
|| w1705z PX17052

Select:PX 18508 |

Discount Type Zip

15042

Pallet

Nass Code Start Date

End Date

D ] DEFLT DEFLT 712011 12/31/2999
D 15042 BO03 M DEFLT DEFLT 7itfz011 12/31)2999
D 15042 BO04 M DEFLT DEFLT 7i11fz011 12/31§2999
D 15042 BOOS ] DEFLT DEFLT 7itfz011 12/31)2999
D 15042 2001 M DEFLT DEFLT 7itfzo1 12/31)2999
D 15042 ooz ] DEFLT DEFLT 7i11/2011 12/31j2999
D 18042 003 ] DEFLT DEFLT 7itfz011 12{31)2999
D 15042 004 M DEFLT DEFLT 7i11fz011 12/31§2999
D 15042 G099 ] DEFLT DEFLT 7i1fzo011 12{31/2999
D 15042 ROOZ M DEFLT DEFLT 7itfz011 12/31)2999
D 15042 RO11 M CEFLT DEFLT 7i1jz011 12/31/2999
D 15042 RO1Z2 ] DEFLT DEFLT 7itfz011 12/31)2999

Location of USPS Download

IE:IMaiI_DatILDca\e\ALL FAST USPS _I | Impart Redirection Entries | Set Origin |

6. This will then display in the Entry Office — Site Key area.

1
f|Fostage Statement for Job:8871 Drop:11

—FPostage Class

Form 3600-R - First Class Mail - Permit Imprint

I Firzt-Class Mail j I~ | hon-Standard Size
—hethod of Payment Uze Rates Effective : far the Drop Date of | —
IPerm'rt marint j ’7| 102712013 j |2r1 Bi2013
—Entry Office - Site Key
. . FREED R
Site Key: PX18508 |ZI )ﬁm Enant
Zipx: 13042 FREEDON, P2 15047-0995
r—Permit Information
Permit Permits

|Nm

Permit Halder: |

Address: |

[ TI——

~Fe

=
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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.

= | X, Backyard Prodw () Webex Enterpris () Electronics for Ir ‘ = Duo security & E Mi @ Eng 1ent Mi ‘ & Account: Fort [
& = O M &) httpsy//www.usps.com/nationalpremie

E UNITED STATES
POSTAL SERVICE » Home

National & Premier Accounts > News & Information

RY - eSS
News & Information
All the news, all online.

Scarch

Accounts

Manage Account

Plan & Design o . .
Keep up with important news and bulletins and find useful resources, all from the convenience of

1
Address Management your computer

_ = Mailer News = USPS Resources for Mailers
Verify & Transport Get news and updates online Information and tools to make your mailing
experience easier.
Track » Postal Bulletin
« Postal News « Federal Registers
N » Rapid Information Bulletin Board System » Forms & Publications
4News & Information (RIBBS™) « MERLIN®
= Price Information/Price Changes = Official USPS Abbreviations
4 icati » Security of the Mail « Official USPS Holidays
Find Forms & Publications = Weather Alerts = Postal Explorer®
= PosfalOnel®
Locate & Calculate = Quick Service Guides
- STAMPS NOW® PDF | IXT
Customer Support = Connect with Other Mailers
Events and ways to communicate with other
mailers.
- es and Contacts
= American Postal Workers Union Find the facility information you need here
= Mailers' Technical Advisory Committee
(MTAC = Network Distribution Centers
« Institute for Supply Management™ = Business Service Network | ocator
(formerly the National Association of = Facilities Access and Shipment Tracking
Purchasing Management) (click on Facilities)
=« National Postal Forum (NPF) = Post Office Locator
= Postal Customer Council® (PCC = Postmaster Finder
Program
- POSTCOM

= Customer Support Rulings

2. Click on Resources.

UNITED STATES
POSTAL SERVICE » Home | Sign Out

Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Resg e Corporate Profile

Origin Entry
Customer / Supplier

Agreements Some of the companies you are applying for access to are not currently using FAST services. If

TEM you would like any of these companies 1o serve as the headquarters/corporate office, click on

the Create Corporation button. If you want to associate one of these companies to an existing
corporation in FAST, click on the Locate Corperation button. When this process is complete
you viill be returned to the FAST Landing Page

1 result
CRID Company Name Address Locate Create
25403712 NONE 286 W | ("Locate Corporation ) ( Create Corporation )
BRICKER -
RD
DRAPER,

UT 84020-
5446

1 result
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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.

é =5 O ﬁb E| httpsy/fastusps.com/f

UNITED STATES
POSTAL SERVICE» Home

Facility Access and Shipment Tracking (FAS

Facility Access and Shipment Tracking (FAST)

Login to FAST

Refe,enc% Drop Ship Product File Download
Labeling List Laack
s Download File:
mﬁﬁ All Files i Download )
e c% fiddnessFae Sovant 8) Download
ﬁ Supplemental Site File 1{}:35.'0%'4'201 8) Download
Origin Eni Parcel File 1{}135.'0%14‘201 8) Download
Mail Direction File Soane Download
Mail Direction File v2 R 8 ( Download )
Mail Direction File v3 rri 8 Download
CINListFile E:;Sm%'fzma} Download )
Drop Ship Delivery Unit Hours File 3633?02‘201 8) (_Download
Layout File 38171?,‘201 n (_Download )
BMEUIEs Saoaravte) Download
Critical Entry Time File ‘é‘:ﬁ;{,zm 3 (" Download

: f
Post Plan Supplement File (0652%’.201 6 Download
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Appendix II: Using the FAST.USPS.com website
1. From the Drop Ship Product File Download page, click Reports.

é % O @ B hitps://fastusps.com/fast /fasts

UNITED STATES
POSTAL SERVICE « Home

Facility Access and Shipment Tracking (FAST)

g Facility Access and Shipment Tracking (FAST)

Reports

Remnc% Drop Ship Product File Download

< Back

Labeling List .
e Download File:

Mail Direction Files
Message Board All Files
What's New Board
e ies Address File fas of Download
View CIN Group List 08/0512018)

iona - - [ — las of =

(as of
08/09/2018) Downisad

2. Click on Mail Direction Search.

WIVITEL DQHATED
B FOSTAL SERVICE »

Facility Access and Shipment Tra

mawemel  Facility Access and Shipment Tracking (FAST)

Appointment Calendar R
eports
Closeout Data Report p

Holiday And Contingency . -
Constraint Report Please select the type of report to view from the left menu or from the report list be

gives a brief description of each report.

Mail Direction Search

If you would like to return to pages previously viewed within a report, please use th
navination har or the "Previous Screan” link found in the unner riaht of each level ¢

3. Select the Report View option shown below:
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& USPS - Facility Access and Shipment Tracking (FAST) - Mail Direction Search - Windows Internet Explore!

o e e
e . = || @] https.//fast.usps.com/fast/fastApp/reports/mailDirectionSearch.action

7 Favorites ‘ o Suggested Sites » & | Employee Stock Plans & | Get more Add-ons »

‘ (& USPS - Facility Access and Shipment Tracking (F... ‘ |

UNITED STATES
POSTAL SERVICE« ‘Homs | Hslp

Eacility Access and Shipment Tracking (FAS

ity Access and Shipment Tracking (FAST)

Login to FAST
= Fac

Mail Direction Search Criteria

< Back

Choose Search Criteria

Flease enter in the following informetion { * Required Fiziss J:
Resources

e There are 3 options for viewing Mail Direction Search results

1. Select the Default and Redirections View to view results for both default and
redirection facilities.

2. Select Drop Entry Point View to view results for Drop Entry Peints only.

3. Select Label List View to view results for a specific Label List.

4. For useful information on Mail Direction Report please dick on the “Help” Link.

G AN Default and Redirections View IR

<Back | [ <Cancel_ Groate >

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.

- Medified Ay - = Mail Class: ALL =
* Effective Date Range Any Cument or Future - E?:g:ﬁ::: News: -
Cantant 2P Cods W e —— -
“ I I DAarK, 20 2ppicaie ZIP COoes Wil e « Mail Sh
= sil Shape: ]| B
== —  ——
Imegular Parcels
- Discount Type R — -
* Palletized: Bath hd
* Show Results For: Default and Redirections -

how Default Address

Show Truck Length B
Redirections Only

how Redirect Address
Show Fadility ZIP/CRID Ranges

< Cancel Search >

Please disregard NDC discount
Please utilize the search oriteria ab.

re discounts and the other scenari er= drop ship discounts do not spply.
= 1o limit results when using Download into Excel and View Printsble Version

losd | -_\|B iew Fri
Content Information Default Facili irection Facili Effective Dates
Default
! : Effective | Grace | Effective
IPICRIDS Discount | CIN Group |Pallet Facility [NASS | Address State| ZIP | Facitity |NASS| Address || City |state| zp |EFfectue | Grace ) Efective
End Date
Y SCF Defash B FOX 605 380 FOX  IL BOSS99TO0 127311289 WA 1062172007
VALLEY GABRIELLE VALLEY
N
&5 SCF N FOX 605 30 FOK  IL BISSO701 CHIGAGD B0Z  TE0D  FOREST IL 601302296 O5/08/2008 07/21/2008 12312998 A D5/03/2008
VALLEY GABRIELLE VALLEY NDG ROOSEVELT PARK
N RO
Y sCF v FOX 05 3900 FOX Il GOSSSSTO CHICAGO 60Z 7500 FOREST IL GO1302256 OSOB/2008 UT/Z1/Z008 12/31/2999 NS D5A82008
VALLEY GABRIELLE VALLEY NDC ROOSEVELT FARK
N RD
Toral (2 resutis)




