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GETTING STARTED - TIPS & TRICKS

Please call Customer Support at 316-262-3333 ext. 305 or 316-260-2220 if you have
any questions this New User Tour does not answer.

Formatting and designing your files—for best visual results on letter-sized paper, increase

your margins to %2 inch. Do not upload a PDF containing interactive form fields. Postalocity

does not read form field data, so your fields will appear empty.

e Postcards, bifolds, and trifolds—each of these mailing types uses a specific template that
you can download from the “Manual Build” section of the home page.

e Envelopes—you can download these templates from the “Envelope Design Gallery” on the
home page.

Your Postalocity Meter—Think of this as a prepaid card—you preload funds onto the meter and

then when you are ready to approve, we withdraw the funds out of your meter to pay for the

job.

Prepayment options—Are you prepaying by ACH, check, or credit card? If you send a check by

mail, please submit your prepayment at least 3 days before you plan to approve your job, to

allow us time to receive it. If you are sending an ACH payment, allow 1 business day for the

bank transfer to take place. If you are paying by credit card, be aware that you will incur a

2.9% transaction fee.

NCOA PAF—A confirmed and valid Processing Acknowledgement Form is legally required before

Postalocity can show you the list of people who have submitted moves to the US Postal Service

within the past 4 years. You can choose not to update addresses in your mailing, but we still

recommend downloading the list of address updates for your records (see page 22).

Address quality—Plan to spend at least 10 minutes per each 1,000 pieces reviewing address

quality after we have processed your job. Our automated system is built to search for the best

USPS standardized addresses, and sorts pieces that don’t match a standardized address into a

low-quality category. Many of these addresses simply have typos or lack spaces and proper

street abbreviations. Others have harder issues to fix. For more information, please visit this

link to the Postal Explorer Addressing Standards page to search a database of addressing

examples.

e Manual corrections - Make these one at a time in each mail piece page.

e Bulk address corrections - Download a list of addresses and make changes on Excel,
uploading them later.

e Do NOT reprocess after making manual address corrections!

Accuracy & digital proofs—What you see is what you get, in Postalocity. You are in full control

of how your documents look when they mail out. The first step of approval will always show

you a random sampling of mail pieces, including the envelopes and any inserts included. If you

need to look at a specific mail piece, click on the “Search All Mailpieces” button on Step 1 of

approval to do a quick search by Address or by Document ID. You can then view your document

by clicking “Download Mail Piece PDF” on the right-hand side of the Mail Pieces page.

e Pop-ups—Please enable pop-ups for prod.postalocity.com, as you will not be able to see
individual mail piece proofs job if pop-ups are disabled.

Archival access to your data—Postalocity is designed to give you exactly the amount of data

that you want. Want a USB Archive? Select that option under “expunge job” in your job

settings. Want a proof of mailing? We generate a mailing affidavit as soon as we scan your last

piece to go in the mail truck. All the address lists we generate can be downloaded from the

Mail Piece pages via the address quality links on Step 2 of approval.
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QUALITY & ACCURACY CHECKLIST

BEFORE PROCESSING
O Do you want to change any of the default settings?
O Do you want to change any of your preferences from the previous year?
O Do you want to change your Move Update setting or your Endorsement?

AFTER PROCESSING—BEFORE APPROVAL:

Does your envelope look the way you expected or requested on the proof?

Are there any visual elements within your mail piece proof (not including the

left margin) that are missing or different from what you would like to mail?

If you expect to mail an insert, do you see it on the proof?

Are the merge and endorsement settings set to your preference?

Is there a large amount of bad addresses? Do you plan to correct those

addresses? Have you already ensured that all settings-determined changes to

the statements are correct before performing any manual address
corrections?

Is the mail date on Step 3 of approval the date that you plan to mail?

Does your “Breakdown by Type” show you more flats or priority mail than

you expect? Priority boxes may be manually ignored and sent digitally to save

on postage costs.

O Does the “Total Documents” count on Step 5 of approval match the total
count of statements you expect to mail? Add up totals from all jobs
generated, if you have separate jobs for different document types. If the
final sum does not match up, call us immediately.

Oooo oO0

oad

AFTER APPROVAL:

e We begin printing your statements as soon as possible. Sometimes the very
day you approve. Various piece weights and paper types determine which
statements print first, and your files may be separated into a number of
separate batches that may print on separate days. If you have ANY changes
or corrections after approval, contact us ASAP. We cannot guarantee an
automatic unapproval for fixes, and your mail date may be pushed back due
to time constraints.

e Mailing Affidavits will automatically post to each job page as soon as all
batches within that job have been mailed. You may log in to Postalocity to
download your mailing affidavits as soon as 4 p.m. on the mail date.

e Your jobs will remain on Postalocity as a fully-searchable online archive for
the selected archival time frame. If you have selected no archive, all files
and addresses will be deleted 30 days after the mail date, and you will only
see the basic meta-information such as piece counts and settings selections.
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HOME PAGE

Log into Postalocity. Your
home page should look like
this:

L@Pnstalocity Arome  Qseacn @b ()

Postalocity Demo (1024)

» Start a Mailing Job (Any job started under any section can be opened and modified with all available settings.)

" 1. Use Wizards ‘or 2. Manual Build or 3. My Saved Templates
y STEP-BY-STEF HELP MORE VERSATILITY l l” SAVED JOB TEMPLATES
-

© Drafts = Collapse

Incomplete jobs show here. Delete stale jobs. Completed jobs show in link above.

Design your own envelope! Design your own stationery!

5 A TRADIMAJSE OF BROADSTIONE, e wow

You can create many types of mailings in many different ways. To create a mailing in
the quickest and simplest way, choose Use Wizards and we'll guide you through only
the most necessary settings you'll need to select. You can also go straight into
advanced job customization by choosing Manual Build to go straight into the job page
and start changing the exact settings you want. The third option is for regular
customers who have already customized a mailing in the past and want to send a job
using your Saved Templates using the exact same settings as a previous job.

For this first user guide, we will show you how to start an Invoice/Statements mailing
by using a Wizard.

Additional user guides for Certified mailings, Single Letters, List mailings, and job
types will be available soon.
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STARTING A JOB

Hover over “Invoices/Statements” and click on “Start Building Job.”

The
Invoice/Statemen
t job type is great
SERb R for letter-sized
= P PDF files with one

Single Letter or more pages.

No POF needed - Type it here

You can upload
I Start Building Job many files that
have just one
piece in each file
or just one file
with many pieces
merged inside it.

Document to List
Send to many witha CSV list

Certified

Send PDF as a Certified Lefter.

Create Tax Documents

R Simply make sure
the full mailing
address is on the
first page of each
mail piece in the
PDF, and then tell
our system how often to split the file into a new mail piece. Then the system will be able to
separate multiple mail pieces included in one pdf. We will go over these options in the
following sections.

).(@ Postalocity Atone  Qseach  @Hop ()
Guided Job Start Invoices/Statements

Step 1 - Introduction

This guice will whisk you through your first invoice/statement mailing, without fretting about complex settings. We'll show you anly the most commonly changed settings to get you started.

Before you begin, you will need one or more PDF files of what you want ta mail
= Each PDF file will will use only standard US Letter size paper”
+ Each PDF fila will contain at least one™* complets recipient address, formatted as below:

FirstName LastName

Company Name (optional)

PO Box or Apt No. (Optional)

Full numbered Street address (No cross-streets)

City, State, Zip

Gountry (Optional)
‘Want something more complex? After the wizard completes, you can still adjust settings and start ta work like a pro.
And if you need further assistance, please call us at (316) 262-3333 or email us at helpdesk@postalocity.com

*Legal size, bifolds, trifcids, or postcards can be set up by Using the Manual Build menu.
*Jobs with multiple-recipient PDFs will req PDF Adj which you must change in Step 3 after uploading your filefs).

Click “Begin” after you have read the introduction and prepared your PDF file to upload.
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SELECT BASIC SETTINGS

This screen lets you quickly choose the most commonly variable settings. You will be
able to change more advanced settings later on.

oV @
Step 2 - Basic Settings

Select Color Mode: Select Print Style: Edit Your Return Address: Select Envelope Design:

Black Color One Sided  Two Sided
— : 8] 3 N O

Your Name-
S | |®

Postalocity #10 Envelope Design

Optional Department or Fioor
Optional Compary Name

Optional Alternate Address

TS (-]

Your Tawn Ks |omos |

Default

Select First Sheet Paper Type: include Remittance Envelope?

Plain Bottom Perf m
] (o] (o]

If you have already uploaded a custom envelope, select it by clicking “choose design”

and use the dropdown menu to go to “my account’s design” if you do not see it right
away.

% Cancel

Select Envelope Design

L@ Postalocity
4 Broadstroke..

0 W 2nd St N - Wichits KS 67203
N

SAMPLE A SAMPLE

SAMPLE DEPARTMENT

SAMPLE COMPANY

123 SECONO ST

124 FIRST ST

LONG CITYNAME KS  12345-6789

computer..

My New Envelope

Default
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THE JOB BELOW WILL HAVE THE FOLLOWING SETTINGS:
e Double-sided printing

Color printing

Plain paper

A remittance envelope inside

A custom envelope design on the outside

0 &

Step 2 - Basic Settings

Select Color Mode: Select Print Style:

Edit Your Return Address: Select Envelope Design:
Black Color One Sided  Two Sided | Foturm Adaress | Postalocity #10 Envelope Design
O @ O ® ol Ran
= .:l.s Optional Department or Foor
7 . W Optional Company Name:
= ‘Optional Alternate Address
321 W Main St
Your Town KS 67203

Select First Sheet Paper Type: Include Remittance Envelope?

AT =

When you are satisfied with the basic settings, click “Next.” pummmmme
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UPLOAD YOUR PDF FILE(S)

Note: Please ensure that your file name contains no special characters, except for spaces and
underscores.

Guided Job Start Invoices/Statements

0 0 ® 4

Step 3 - Upload File(s)

Drag POF
;'; | R
or ’

.
s

Source PDF Adjustments ,’

r PDF have more than one mail

reat! Use this “Split” setting to
how many pages are in each
where every first page starts.

Ifthe provided source PDFs are made up of multiple docump@ the PDFs
have to bs split. The followi gs allow you to d ere the splt
accurs and gives you the option to remove a fixe er of pages from
the beginning and'or end of each source PDE

Spit Source PDF ZNever

Bonus Tip: You can upload multiple files! But be aware that Postalocity’s automated
processing system is not designed to merge these files, and will attempt to place each
separate file in one or more separate mail pieces.

Option1: Drag and drop your PDF into the browser uploader.

Option 2: Click “Select PDF” to use your computer’s file explorer.

ar

Select PDF

Your PDF will begin to upload. Please wait until the progress bar has changed from
orange to blue to green.
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After your progress bar has turned green, you may click “Next.”

Guided Job Start Invoices/Statements

0 - &

Step 3 - Upload File(s)

Drag FOF Here
J
or

Select PDF

Example Letter or Statement.pdf n

After naming your job, you have three options:

e Go to Job Screen
e Start Processing Job
e Cancel Job

For the purposes of this tour, please click on “Go to Job Screen.”

Guided Job Start Invoices/Statements

0/ -4 oV

Step 4 - Name Your Job

Monthly Statement Mailing|

If you have special instructions or questions, you can go to the Job screen for additional settings or contact help desk to finalize your job setup: (316) 262-3333.

14

If all your settings are correct, click "Start Processing”.

X Cancel Job
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CHANGING SETTINGS

wiome  Qsarch  GHep  (8)

I.rp)l’wtlhdtv

Envelope Job - monthiy stateme

Each column below represents a |
different category of settings you
may want to change before

Unitec States

I Reply / Remifiance Enveiope
™ NONE

@ FOF Files :
processing.
Settings
Basic Settings. Materials and Handiing Document Adjustments
[ st ot 20 days ater maling (Froc) | [} e e P Use upcated ardress 1 LT oo I
1 I I Lirw Esabty ke Foune Ma 2 Full Fate: II—'- Any Fort
Document Printing i |
I I Inw--n--'-- Danat merge - Mal Dupicases I I
Cokr Prird i Cokr I Ajusst Your FOF I
I - Duplex [rimt on Both sdes) I I Document i I IB-N-'—-—- s Upicaded I
I I Exienct o ngoo I Saumezn Lart o I
| Fastaiocity #10 Envelope Design I 1
[ e (Comp, o Ml - Gick Hers r Changa 1 Iu‘ o I I: : 1
I 'ﬂ"“_‘..__' - I I Papsr ! Madia. I I = I
g o N B =
| computer  _ 1 1 == vk [ ] o e Same satjkaded :
BiEr [ ———
I 1) (=28 Bér . I I e I Ih-n---n- \se il pages i cocument
| PapariMaia Swich 1 it |
e
1 i Hang 1 Ih—«n—m..
I + Add Ruln
I e Latter Gatic |2 Fiich BT I Io.p-m.-s-u.a Hane I IM,_.. e I
. Imma - | :nw-a---m + a0 Fan 1
: Luttar Ervvaizpe Sinck. 10-Pastaloaty : T P e +acd Rn I
p— i e :
Costarar Cvereide Nana el irsares Mo
: !:mdm“ - I
T Peten L |
P Type Numnema I
I [T Da nat print mund date I
Im-«- None I
Imm g:mnm 1
I “four Camaany Name
=21 Main 5t |
1 U Tawr K 672036008 |
|
|
1
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ADDRESS CAPTURE ZONE

This step is optional, as Postalocity’s automated processing system is designed to
search every page for an address block and set the capture zone automatically while
processing.

Materials and Handling Document Adjustments

Address Handling Address Extraction
Move Update Found Use updated address Recipient Address Zone 0,0,0,0
Low Quality Address Found Mail at Full Rate Font Fitter Any Font
Duplicate Address Found Do not merge - Mail Duplicates

Adjust Your PDF

Document Id Set My Page Breaks As Uploaded
Extract from 0,000 Squeeze Left 0
Pull list Empty Squeeze Up (1]

Move Right (1]

Paper / Media

Move Down (1]

{ SRR e S

If your document contains two or more address blocks, you will want to use this
setting to select the correct one.

The visual capture zone always appears on the same spot on the first page.

To set or reposition your capture Address Caplure Zona %
zone, click on the numbers next to
“Capture Zone” in the Address

Open Zone Tool

Click on “Open Zone Tool” and the
preview will open in another tab or
window. Close Save changes

Please make sure you have pop-ups enabled.

IT WILL TAKE A FEW MOMENTS TO LOAD THE ZONE SELECTION TOOL

This tool will show you a preview of 10 pages within the document. This should be
sufficient to set the capture zone for all of your pieces.

Use the handlebar arrow tools to long-click, drag and resize the selection box around
the section of the page that you want text extracted from. Your selection will appear
to be highlighted while the rest of the page is darkened. Allow for extra space on the
right side to accommodate longer-than-normal addresses.
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= WHOME #4055 @HELPv  WACCOUNTSETTINGS &vOuRNaue | sicn ouT
J@Postalomty

Reciplent Name
Recipient Company
Suite 123

455 N Main St

Wichita KS 67202 /]
Save and Close

Next, click “Capture Selected Text” to check that the text you want to capture shows
up in the white box on the right side. If you see any odd characters, extra spaces or
lack of spaces in the words, please call us at 316-260-2220 or email us at
helpdesk@postalocity.com.

When you are sure your capture zone is exactly where you need it, click “Save and
Close.” This window or tab will close and it is safe to go back to your job screen.
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PROCESSING YOUR JOB

When you have finished selecting your job settings, click “Process Job” at the top
right corner of the job screen.

% Delete Job

Tniggening job import process...

Processing Details

Your job (s being processed. When the import s complete, you wil
need 1o review the results and approve the job before it will be

mailed,
Action Log
parey

LE=1

Controls ‘
Cancel Import

Processing can take some time if you have many documents within your PDF file.
You may choose to log off and continue on with your day, and we will notify you
by email when processing is complete.

Please make sure that you have access to the email account you used to set up your

Postalocity account.
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NOTIFICATIONS

After your job processes, you will get an email that should look like this:

Postalocity Job 50748 (Monthly Statement Mailing) Imported - Job 50748 has completed i.. I

l@ Postalocity -

Job 50748 (Monthly Statement Mailing) Imported

Job 30748 has i ling and is ready for approval

¥ou are recelving this emal dus to 2 triggered system @

er preferences here.

Postalocity

820 W 2nd St N Wichita KS 67203

(316) 262-3333

Clicking on the email link will take you back to the job or back to the login page. If
you are directed to the home page, you will find your job in the Active Jobs section.

READY FOR APPROVAL

50748
V Monthly Statement Mailing

You are now ready for your Guided Review & Approval.
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REVIEW & APPROVAL

There are 5 steps to job approval. You must complete all 5 steps before your job is approved
to mail. You will get a confirmation email when your job is approved. If you believe you have
approved but have not received a confirmation, please make sure that all 5 steps are checked
off.

Review proofs

Review address quality

Select mail date

Accept Terms & Conditions

View final price and select “Pay, Approve and send Job”

The next few pages will show you how to navigate the approval pane and point to a few
features that will help improve your experience along the way.

REVIEWING YOUR PROOF

@ posta'ocity A HOME « JoBs © HELP « 4 ACCOUNT SETTINGS & YOUR NAME I = SIGN OUT
Envelope Job - Monthly Billing Statement
b=

Monthly Billing Statement ‘ Read only for Accoun ¥ 693397
Date Created: Mon, 30 Mar 2020 15:58:34 CDT Created By: Your Name(858) / Company Name(101€)

% Delete Job

Approve Job for Mailing

n
w
o

Step 1 - Approve Sample

The sample below Is of the first mail piece in your job. Click the icon for a larger view: Click this button to search for specific Mail Pieces o review. Review as many as necessary to ensure your documents are
as you intended
o Postaiosity

QSearch Mail Pieces

H Example Letier or Statement

TN
o If anything does not look right during Approval, make changes in Settings then Reprocess. And of course, call us if you

computer need assistance: (316) 262-3333.

First Class Mail

| have reviewed adequate proofs, and accept their appearance, [EEVJET=TY

Click on the thumbnail image of the letter or the envelope to open the proof. This will most
likely open a new browser tab, but it may also open in a new window if you have changed
your default browser settings.
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How TO VIEW YOUR PROOF

The very first page is always the front of the envelope where we will print the addresses.

4y Broadstroke.

L@ Postaéocity

computer
g AECIPLENT Wt
RECIPIENT COMPANY
455

N MAIN ST STE 123
WICHITA KS  67202-1600

ANATOMY OF A STATEMENT OR LETTER

does Postalocity work?

his page mal

The second page is the front of the first sheet.

The third page will show the back side of the first sheet or the front side of the second sheet.
This is determined by your job’s settings. You can also easily check by looking for a
barcode, as shown in the example.

We teep all paper and envefapes in stock. S yoau dent bhave to.

Why go through all the additional expense of printing, foldin

e

ghing, stamping, and

mailing all your documents in house? We are able to pass you a lower rate on all paper and

postage due to our high volume and Paostalocity's efficient, automated system,

5 1T SIMPLEX OR DUPLEXT

This page is on the back of the sheet if there is no
barcode showing. This page is on the front of the

sheet if there is a barcode showing!

Why the barcsdes?

‘You may think it seems odd that we reserve so

much of the left margin for a very prominent
barcode--but we think it's smart

To protect YOUR privacy!

These barcodes not only ensure 100% accuracy

by matching each envelog > each statement,
but they ensure that no sensitive information

can be seen from the window, thus protecting

your customers' privacy. P ————
WHAT YOU SEE 15 WHAT YOU GET

Each digital proof is rendered in the exact way that it will be sent to our printers. There may

be the incidental marg

bu

document your customers receive.

shift as paper and printers are not exactly identical,

15 - your digital proof will be nearly identical to the

Jr margin allo

1. Digital proofs show exactly what we will print..

2

Check your margins! If it's cut off in the proof, it will be
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Your proof will also show a sample of your return/remittance envelope if you have selected
this option in the settings.

WHAT YOU SEE 15 WHAT YOU GET

Each digital proof is rendered in the exact way that it will be sent to our printers. Thera may
be the incidental margin or perforation shift as paper and printers are not exactly identical,
but our margin allowance is generous -- your digital proof will be nearly identical to the

document your customers receive
1. Digital proofs show exactly what we will print

2. Check your margins! If it’s cut off in the proof, it will be
cut off when it prints!

YOURNAME HERE

EAST LOCATION

YOUR COMPANY NAME

100 § MAIN ST

WICHITA K5 67202-3725

If your mail piece contains more than 10 pages, you may not see the entire piece in the
sample proof. Do not worry—your entire submitted file will still be mailed. If you want to
check a mail piece individually, go into the mail piece page and download the mail piece PDF
from the right navigation pane.

See pages 3 and 24 for further instructions.

Page | 17



ADJUSTING YOUR PDF AND REPROCESSING

Are you unhappy with the way your mail piece looks? We have built in an adjustment feature
so that you can easily adjust the size to give it a wider margin.

I NN NN NN N N BN BN BN BN S RN BN BN B B By
R

computer

-—— -
t

4

I First Class Mail

e L L

If anything does not look right during Approval, make changes in Settings then Repracess. And of course. call us if you
need assistance: (316) 262-3333

(N | have reviewed adsquate proofs, and accept their appearance

\\

© PDFFiles
Click o addiremove PDFs m

Settings

© Recipient List \
N

Do you have a kst? \

\\ Click to add/remove Recipients m

B 5
Settings
Basic Settings Materials and Handling Document Adjustments
General Addross Handling Address Extraction
Archive/Expunge job. 30 days after malling (Free) Move Update Found Use updated address Rocipient Adcress Zone 00,00
Low Quality Address Found Mad at Full Rate Font Filter Any Font
Document Printing
Dupbcate Address Found Do not merge - MallDuplicates
color PrntIn Golor Adjust Your POF
Sides Duglsx [print on both sides) Document Id Lt dic As Uploaded
Extract from 0,000 Squeeze Left [}
Postalocity #10 Envelope Design
| Puiit Empty Sauesze Up
Current Envelope. Comp 10 Mailbox - Click Here to Change
Move Right o
D posascny Paper / Media
Move Doven o
; e Papabedi Siza Letier
Page Order Same as Upioaded
l Detault PaperiModia Plain
- Blank ast page Use &l pages in document
Paper/Media Switch 1 None
fwe
InsertPage Betors +Add Ruie
_ Address Font Letter Gothic 12 Pitch BT PaperMedia Switzh 3 Now
Insert Page After + Add Aule
Composits Pags Under + Add Aule

Envelope / Packaging

When you click on one of the adjustment numbers, you'll see this message. Click OK.

Updating this field will require this job to be reprocessed to take effect. Are you sure you %

want to change this value?
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There are 4 directions to make PDF adjustments:

e Squeeze Left
e Squeeze Up
e Move Right

e Move Down

Move Right %

-

72 pixels = 1 inch

36 pixels = 112 inch

18 pixels = 1/4 inch
9 pixels = 1/8 inch

Close Save changes

Squeeze Left b 4

72 pixels = 1 inch
36 pixels = 1/2 inch
18 pixels = 1/4 inch
9 pixels = 1/8 inch C ortion, U

)
Close Save changes number for “Left” and
“Up” settings.

Page | 19



REPROCESSING

Click on start reprocess, in the turquoise notification box to begin rebuilding your mail piece

with new settings, preview below.

You have made a change to the settings of this job or changed the provided source. This job will need to be reprocessed to reflect the results

correctly. 4

Approve Job for Mailing

Step 1 - Approve Sample

The sample below s of the first mail piece i your job. Click the icon for  [arger view

First Class Mail

4

i to search for specific Mad Pieces 1o review Review 35 many s necessarny fo ensure your documents are as you infended

then Reprocess. And of course. call us if you need assistance: (316)

| have reviewed adequate proots, and accepl Iher appearance.

You’ll see another prompt (below) warning you that all your address edits will be lost. Select
OK if you want to proceed or Cancel if you want to download the address edits you have made

before reprocessing the job.

Waming: Reprocessing will rebuild all mail-pieces. All manual edits, e g. address x
changes, will be lost. Continue?

The job will start reprocessing and you will see the image below.

Processing Details

Your job i being processed. When the import is complete, you
will need to review the results and approve the job before it will be
maded

Action Log.

3] Sompleted Actwiy: {"name""Job Star!”. werson""T] witk resut
SobFhasaFarL

 Find Address Zone |

Extract Teat

oy s
[ooessrees |
Ll oo oo

Merge Job Data
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REVIEW ADDRESS QUALITY

On Step 2 of approval, you can click on each category of mail to access the Mail Piece pages,
and make sure that all address information is correct. Pay attention to the categories in red.

Approve Job for Mailing

o/ o : 4 :

Step 2 - Review Address Quality

Your goal is to get all addresses here ¥ Mail Pieces below may have a low probability of delivery.
Good Domestic Addresses 1704 Low Chance of Delivery 64
Ioves 45 Very Low Chance of Delivery [1}
International Addresses 0 Extremely Low Chance of Delivery 32
These Mail Pieces will not be mailed Click on the desired Quality category, then click on individual mail pieces to view their
details. While in the details, you can:
Ignored 1] = Correct addresses on the fly;

= Mark pieces "ignore" so they won't get mailed;
« "Ignore" entire group & download to fix and mail later;

These Mail Pieces include more than one source document merged based on address ; -
« Leave to mail as they are, for a few pennies more.

handle settings.

Merged o Bulk Address Corrections A Expand

Ranking Based on USPS Certification Processing Results
Review your addresses, with the goal of minimizing undeliverable pieces.

| have reviewed address quality & updated or deleted as needed.

Moves—You will only see this link if you have signed a PAF and your settings call for using the
updated address. We will automatically print the new address instead of the old one onto the
envelope.

Low Chance of Delivery— These addresses should be the easiest to fix. You will find
misspellings, transpositions, and incorrect highway or street designations.

Very Low Chance of Delivery — These addresses are missing crucial data such as entire
street addresses, cities, states and zip codes. Usually this link is inactive, as most mailings
will not be missing data. If you see a red link to this category, this may indicate an error in
your data file or a glitch.

Extremely Low Chance of Delivery — These addresses usually have a non-standard
format that cannot be fixed. Example: rural addresses that receive mail at a nearby route
box, or street addresses with standing orders to not deliver. These pieces are not likely to be
returned, but they will still be sent using full-pay postage.

Ignored — If you have a pulls list set, the number of ignores should match the number of
pulls. If you have manually ignored mail pieces, those pieces will be moved into this page
after you click “ignore.”

Merged — Pieces within this category contain two or more documents that share a street
address. When your settings call for an address merge, we mail these documents in the same
document. This list overlaps with the other address quality lists.
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BULK ADDRESS CORRECTIONS

Did you know that you don’t have to be logged in to Postalocity to make address
corrections? If you need to send addresses to another department to have them
checked and then sent back to you, you can make the edits directly in the address
data spreadsheets and then upload them into the “Bulk Address Corrections” section.

Follow the instructions below:

Bulk Address Corrections = Collapse

Bulk address corrections allow you to make all of your

B = B Dirag CSV Here
address corrections in a single command.

To perform bulk updates, open one of the mail piece groupings *

above and download its CSV list. ‘
Bt

lUpdate addresses in the list only in the columns that start with the

word "Used." Example: "Used Name,” "Used City," etc. or

Do not modify any columns that do not include the word "Used.” Select CSV

Skip to PAGE 24 if you need help finding the Address Data link.

» Postalocity Job 45530 (20** CVN - Main) CSV request - Click here to download Job-45530-g3List.csv from Job 45530 po...

After requesting address data, you should soon get an email like this:

z@ Postalocity

Job 45530 (20** CVN - Main) CSV Request

Click here to download Job-45530-g3List.csv from Job 45530

‘You are receiving this email due to a triggered system event govemned by your user seftings. You can adjust your nofification

settings in your user preferences Nere.
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How 10 USE THE ADDRESS DATA SPREADSHEET

To expand each column, select rows A through L and then mouse over the header section

until you see this symbol:

H9-M-|= ' b - = ~ Job-45530-g3List.csv - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Acrobat QuickBooks
& cut Calibri vl A= P S Wrap Text General - i_:,(‘ ﬁ ‘ MNormal
153 Copy - £ ——
e . . E - = +8 .00 | Conditional Format
& Format Painter | B £ U i - A= = =4 EMergesicenter~ | $ - % > | % S Fourrr‘naltéiunnga' sx Table= good
Clipboard [ Font £l Alignment F] MNumber [ Styles
Al - fe | MailPiece 1d

A [ 8 [ ¢ T o [ & [ F [ & [ w [ v ] [« [ ¢ M N 0
MailPiece Documeni Used Nam Used Opti Used Opti Used Opti Used Addi Used City Used StateUsed Zip Used CourAddress (4Supplied | Supplied (Supplied «
45530-03-1042-218-3: FISCHER LAND LP 11637 HOLWRIGHT KS 67882 United Ste Address MFISCHER LAND LP

45530-03-1042-141-0. QUERBACH FARMS LLC
45530-03-1042-062-0: CHILDS, JUDITH
45530-03-1042-103-0. JOHNSON, CORELLIA SUE
45530-03-1042-153-0/ BRICKWALL PROPERTIES LLC

45530-03-1042-194-1; KUGLER, ALLEN D & KRISTY L
45530-03-1042-033-0| PAWNEE RIVER FARMS LLLP
45530-03-1042-057-2/ SELENSKY, JYNETTE R TRUST
45530-03-1042-203-0! WILLIAMS, CURTIS N & KIMBERLEE D
45530-03-1042-136-2: WILO CORPORATION
45530-03-1042-142-0- SEBES, DONALD E& VERLENE (IT)

45530-03-1042-161-0 KURTZ, KEITH C
45530-03-1042-226-1: SCHAFFER, BRETT A & ERIN L
45530-03-1042-021-1. MCFADDEN, HAROLD V TR
45530-03-1042-183-31 ELMORE, NORMA LOUISE
45530-03-1042-209-31 ) STUDE & SONSKS LLC
45530-03-1042-012-0! SELFRIDGE, LUCAS W
45530-03-1042-067-31 SELENSKY, JYNETTE R TRUST

45530-03-1042-153-01 SEILER, LEA ANN E & GARY
45530-03-1042-049-3. ROBINSON, BOB G & NORMA M TRUST
45530-03-1042-113-0! EWY, BARBARA J

45530-03-1042-011-0: CHREST, ROGER D &
45530-03-1042-157-3| WADE, DEAN

45530-03-1042-031-0. WHITLEY, PATRICIA ANN
45530-03-1042-246-1 SCOTT, JEANENE
45530-03-1042-134-1' GLEASON, JAMES R & ROSANNA JT
45530-03-1042-077-3. RASMUSSEN, LYNETTE

ATTN: LEE 834 COUN CRETE

104 W ME: DODGE CI'KS
8807 SANSCOLLEGE S TX
3605 NOR WICHITA KS
PIO BOX 7 JETMORE KS

45530-03-1042-097-3 WASHBURN, RANDY E & WASHBURN, ERIF 814 WILDCJETMORE KS

111 E ELIZ CIMARRCI KS
76475 ) RCTOWNER CO
6221 CO. FPARK KS
13457 GAF DODGE CI'KS
NE
106 W ADI HANSTON KS

45530-03-1042-018-2/ H THERESA AISTRUP TR; H THER TRUSTEES 26812 NE:HANSTONKS
ATTN: LAR 101 PAYNT MANHATTKS

11941 SE 2 SPEARVILIKS
332 N OAFWICHITA KS

ATTN: NO 1200 RPOVSOUTHLAFTX

107 KETTLI DODGE CI' KS
24695 NEBURDETT KS
6221 COR PARK K5

45530-03-1042-097-3! STATE HIGHWAY COMMISSION STATE OFFATTN; KS ITOPEKA KS
45530-03-1042-181-1. DEMORET, LAWRENCE B & DEMORET, RANM 801 GARDI DODGE CI' KS
45530-03-1042-123-0! H THERESA AISTRUP TR ; H THEF TRUSTEES 26812 NE IHANSTONKS

PO BIOX 1 HANSTON KS
640 W AVEKINGMAN KS
RR 1 BOX { HANSTON KS

45530-03-1042-153-0 SCHAUVLIEGE, KENNY & SCHAUVLIEGE, LE 59446 WCIGROVER CO

45842 NEYBURDETT KS
16451 SE 2 SPEARVILIKS
7928 NE 1(KANSAS C MO
105303 BAWICHITA KS
17761 SE RKINSLEY KS
4116 DOVIFLOYDS KI'ID

67801 United St Address M
77845 United Stz Address M
67230 United Stz Address M
67854 United Stz Address M
67854 United Stz Address M
67835 United Stz Address M
81071 United Stc Address M
67751 United St Address M
67801 United St Address N
68333 United Stz Address M
67854 United Stz Address M

QUERBACH FARMS LLC
CHILDS, JUDITH

JOHNSON, CORELLIA SUE
BRICKWALL PROPERTIES LLC
WASHBURN, RANDY E & WASHE
KUGLER, ALLEN D & KRISTY L
PAWNEE RIVER FARMS LLLP
SELENSKY, JYNETTE R TRUST
WILLIAMS, CURTIS N & KIMBERL,
WILO CORPORATION

[SEBES, DONALD E& VERLENE (JT|

67849 United Stz Address
66502 United Stz Address
67876 United Stz Address
67208 United Ste Multiple
76092 United Stz Address
67801 United Stz Address
67523 United Stz Address
67751 United Stz Address
66616 United Stz Multiple
67801 United Stz Address
67849 United Stc Address
67849 United Stz Address
67068 United Stz Address
67849 United Stz Address
80729 United Stz Address
67523 United Stz Address
67876 United Stz Address
64157 United Ste Address
67212 United Stz Address
67547 United Stz Address
47119 United Stz Address

45530-03-1042-178-2/ DEMPSEY, WAYNE R & LILA JOANN (TC) 2013 HIGH MANKATCKS 66958 United Ste Address MDEMPSEY, WAYNE R & LILA JOA
45530-03-1042-068-2 CEMETERY KIDDERVILLENR ~ RR 2 BOX: ATTN; VIE JETMORE KS 67854 United Stz Address MCEMETERY KIDDERVILLE NR
M 4 b ¥ | Job-45530-g3List .~ Fd T4

H THERESA AISTRUP TR; H THER
KURTZ, KEITHC

SCHAFFER, BRETT A & ERIN L
MCFADDEN, HAROLD VTR
ELMORE, NORMA LOUISE

) STUDE & SONS KS LLC
SELFRIDGE, LUCAS W
SELENSKY, JYNETTE R TRUST
STATE HIGHWAY COMMISSION
DEMORET, LAWRENCE B & DEM
H THERESA AISTRUP TR ; H THEF
SEILER, LEA ANN E & GARY
ROBINSON, BOB G & NORMA M
EWY, BARBARA J
[SCHAUVLIEGE, KENNY & SCHAU
CHREST, ROGER D &

WADE, DEAN

WHITLEY, PATRICIA ANN
SCOTT, JEANENE

GLEASON, JAMES R & ROSANNA
RASMUSSEN, LYNETTE

Ready |

y.

Double-click to
expand the
columns.

Only edit
Columns C
through K. If
you heed more
information on
what we think
is wrong with
the address,
check column L
for a brief
description.

Do not delete
any rows.

If you want to
ignore a mail
piece just clear

out the data
from  columns
C-K on that
row.

Refer to the Tips & Tricks section for suggestions on different ways to correct addresses.

When you are done, save the CSV with its original file name, then go back to
Step 2 of your job in Postalocity and upload it to the bulk address corrections

section.
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YOU CAN ALSO MANUALLY CHANGE ADDRESSES IN EACH MAIL PIECE PAGE

Downloads for this Group

4 BACK TO JOB

Low Chance of Delivery

Address Data

Zippad Documents

These mail pieces have addresses thatwe have detected problems in

You gan edit thess addresses before approval. With a miner adjustment
to the addresses, you may be able to get them fo certify.

Search Within this group Expasi

Select a mail pizce below to see the details.

Ignore ALL MAIL FIECES in this Group

Next Mall Plece »

45530-03-0000508-0

SELENSKY, JYNETTE R TRUST
8221 CORDE

/ PARK KS 67751

United States.

45530-03-0000561-0

DEMORET, LAWRENCE B & DEMCRET, RAMONA L JT 5
201 GARDNER AVE

LETTER

45530-03-0000053-0 SEILER, LEA ANN E & GARY 2
POBIOX 115
HANSTON KS 87348
United States

45630-02-0000811-0 EWWY, BARBARA J

RR 180X 85

HANSTON KS 67248
United States.

DODGE CITY KS 87801
United States.

Selected Mail Piece 4ss30-03-0000508-0

Controls
Ignore THIS MAIL PIECE
(Do Not Mail)

Diownload Mail Piece PDF

Na - Use Updated Address v |
Used Address (Where it's going)

This is the address after it has been certified. This address is the one that is printad on the envelope.

SELENSKY. JYNETTE R TRUST
E221CORDE

PARK K 67731

United States

Address Certification Return Code

21 - Address Not Found

Supplied Address (What you gave us)

This is the address originally captured during processing bsfare cerfification.

Expand to Paste

SELENSKY, JYNETTE R TRUST ‘

Optional d=paniment or fisor

Optional comgany nama

Cpllonal ARemate Address

6221 CORDE

PARK,

Country If ot United States

Save Address Change

This is the container your document{s) will be shipped in. Depending on the sheet count, the container can
be an envalope, fist or box

Your currently selected mail piece will be highlighted in blue text on the left pane
and all of its identifying information will appear on the right pane.

Need to use our Moves information to update your records for next year? Look in
the Downloads for this Group section of the Moves page and select Address Data.
A csv (Excel) file containing a list of of the updated addresses will be sent to your

email.

Use the Controls section to access individual document proofs, ignore a mail
piece, or revert to the original address if an address is in the Moves section.

Use the Originally Extracted Address section to manually change an individual
address. First enter the change into the Address Block, press on the blue bar, and
then when your changes populate into the fields below, click Save Address

Change.

When you are done, click BACK TO JOB on the top LEFT.
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STEPS 3, 4, AND 5 OF APPROVAL

The last 3 steps will go very quickly. Simply click on the green button on the bottom right of
each page

Approve Job for Mailing
1 : @ : s

Step 3 - Approve Mail Date

This is the date your mail pieces will be submitted to the Post Office
To make a change, click on date.

=l 2019-03-01

| accept this mail date. EEELPEVI

Review the mail date, if you want to mail same day, the quantity must be lower than 100 and
be approved before 2:00 pm CST. Once you are good with the mail date select ACCEPT.

Approve Job for Mailing
0 (- % (- 3 © :
o v h

Step 4 - Accept Terms and Conditions

Open terms and conditions
Last updated Jan 2015

| have read and accept the terms and conditions

Read the Terms and Conditions, then select ACCEPT.

Approve Job for Mailing
0/ @/ @/ 0/ o
A A h w

Step 5 - Final Approval
Price Breakdown by Type $3.610.22

Count Avg. Pricelpc 50.00{ aaa woney |

Total Mail Pisces: 3751

Flats 201 $224 Total Sheets: 74597

Total Documents: 7497

Priority Box 0 $0.00 |3 Click here to Pay, Approve & Send Job

Have one last review of the total piece count and total price. If you need to add money to

your meter, select the “Add Money” button and follow the steps on page 26.

When you have the appropriate amount of funds in your Meter Balance, click Approve & Send

Job.
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You have mail pieces with a low potential of delivery. Are you sure you want us to x
attempt to mail these?

Cancel OK

If there were any mail pieces you wanted to send even though they were flagged by the
system as low potential for delivery, click OK. If you would like to look at the addresses of
those mail pieces, click Cancel, then navigate back to the address review section of the job.

Congratulations! You are done with your first Postalocity mailing!
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ADDING FUNDS TO YOUR METER

When the total amount due exceeds the amount on your meter, the “Click here to Pay,
Approve & Send Job” button will not appear.

Approve Job for Mailing
1 2 %) 4

Step 5 - Final Approval
Breakdown by Type $1.91051

Count Avg. Price/pc | Mster Balance | $D.DD

Total Mail Pieces: 1845

Flats 69 $2.49 Total Sheets: 3635

Total Documents: 3566

If you need to make a credit card payment, click on the “Add Money” button.

You will be taken to your meter page, where you can enter
™,

your credit card information.

Meter

A
~
0.00 »,
$ ~u,

et

|
" Depositing to your meter does not

: :
| ' automatically approve your job.

H =~ |

196 91 |
Glick the PayPal button or enter your crediit card number below. T
PayPal
1. Direct EFT Wire transfers: Wire transfers provide
same-day fund availability, but will trigger bank fees
Card Number on both ends. We will charge your account $15 for a
wire transfer.
2. Checks, ACH transfers: All these require 310 5
Expiration Date N [, = = = days to clear.

l 3. Money orders, Cashier checks: We will credit your

Accept Charge - . ﬂ WE i meter immediately upon receipt of certified funds.

* Use an altemate payment option tMmid the transaction fee
** Credit card or PayPal charges greater than $5000.00 ars not

To ensure proper application of funds: Please include

the Account Id, 1 01 0 on any check/money order. Send

r:;:;;r:ended. Consider an alternate payment option to maximize your i or Contact : cheg;k,‘muney order to
. BILLING DEPARTMENT
accounts receivable for more STl OCT CoRA
q . . PO BOX 3033
information. | WICHITAKS 67201-3033

If you have already sent a prepayment but it is not showing on your meter,
please reach out to us at 316.262.3333 or moreinfo@postalocity.com.
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HAVE ANY QUESTIONS OR CONCERNS?

CONTACT US!

Call our help desk line at
316-262-3333

Or email us at

moreinfo@postalocity.com

Page | 28



