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Alerting Messages

Various messages are used throughout this guide to alert you to potentially hazardous or error caus-
ing conditions. These messages are as follows:

WARNING! Alerts you to conditions or practices that
could cause serious injury.

CAUTION: Alerts you to conditions or practices that
could cause damage to the equipment or to the mate-
rial being run.

NOTE: Provides a comment or explanation of the associated topic.

IMPORTANT: Alerts you to conditions or practices that could ad-
versely affect equipment operation if instructions are not followed
exactly.

FCC Compliance

This equipment has been tested and found to comply with the limits for a Class A digital device,
pursuant to part 15 of the FCC rules. These limits are designed to provide reasonable protection
against interference when the equipment is operated in a commercial environment. This equip-
ment generates, uses, and can radiate radio frequency energy and, if not installed and used in ac-
cordance with the instruction manual, may cause interference to radio communications. Operation
of this equipment in a residential area is likely to cause interference, in which case the user will be
required to correct the interference at his own expense.

Use only a shielded interface cable to operate this equipment with a scale or other peripheral device.

CAUTION: Changes or modifications to this equipment not expressly approved by the party
responsible for compliance (Pitney Bowes®) could void the user’s authority to operate the
equipment
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1 « Read This First

What is
Business
Manager

Running Mail

1-2

Overview

Business Manager is an information management system that allows you to
capture postal and shipping transactions from the following Pitney Bowes®
meters, mailing and shipping systems:

« Paragon® meter

« Galaxy™ mailing system

«  B900 (with and without an Integra™ scale)
« 6500 (with and without an Integra™ scale)
« A900 (with and without an Integra™ scale)

» DM Series™ digital mailing systems (DM300c, DM400c, DM450c,
DM500™, DM550™, DM800i™, DM800™, DM900™ and DM1000™)

* DM Infinity™ digital mailing system
» SendSuite/Ascent™ shipping software

The Paragon® and Galaxy™ meters and the B900, 6500, and A900 me-

ters are collectively referred to as mailing peripherals or processors in this
guide. Each one of these connects to its own Data Collector PC which is

a PC running the Data Collector Module of Business Manager. Each Data
Collector PC connects to a master Host PC either via a direct network con-
nection or through a remote Host with a network or dialup connection. The
Host PC contains the working database and runs the Administrative Module
of Business Manager.

The DM Series™ digital mailing systems connect directly to the Host PC
through your network. When using the network interface option, the PC
Data Collector functions are performed by the IntelliLink® Control Center.

The DM Infinity™ digital mailing system can interface with the Business
Manager in one of two ways:

« The DM Infinity™ system can interface to its own Data Collector PC
which is a PC running the Data Collector Module of Business Manager.

» The DM Infinity™ system can interface directly to the Host PC through
your network using the IntelliLink® software. When using the network
interface option, the PC Data Collector functions are performed by the
IntelliLink® Control Center.

When you run mail from a DM Infinity™ connected to a Data Collector PC, a
Galaxy™, Paragon® or other mailing peripheral, you enter the account num-
ber, rate and job information at the Data Collector using the Data Collector
PC module. You then run the mail through the mailing machine or meter as
you normally would do.

If you are using a DM Series™ digital mailing system or DM Infinity™ digital
mailing system connected via the IntelliLink® software interface, you enter
the account number, rate and job information at the IntelliLink® Control Cen-
ter.

All mailing peripheral data collectors, DM Series™ and DM Infinity™ digital
mailing systems automatically send the postal transactions to the master
Host PC where they are stored in the working database.

SV61938 Rev. F
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Reporting and
Analyzing Your
Data
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Organizations
(Multiple Host
PCs)
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Manager
Databases
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You can analyze and create reports on all of the postal transactions col-
lected from the PC Data Collectors, DM Series™ digital mailing systems,
and DM Infinity™ digital mailing systems and stored in the working, archived
or consolidated database on the Business Manager Host PC.

You manage all of your accounts, operators, and transaction data using the
Administration Module of Business Manager. You can perform analyses
and generate reports based on a wide range of criteria, including operator
name, account name, the meter or mailing system used, the transaction
date, number and/or weight of the pieces of mail, postage category and so
on. You can use standard pre-formatted reports that come with Business
Manager or custom reports that your or a Pitney Bowes® Customer Service
Representative create.

The statistics module that is part of Business Manager extends the report-
ing facilities to include graphical representations of the data in the form of
2-D or 3-D charts. You can also export results of your statistical analyses for
viewing in other external applications like Crystal Reports®.

If your organization has multiple sites that function independently, you can
have several Business Manager host systems and designate one of those
systems as the master Host PC. The hosts at the other sites, referred to as
client or remote hosts, connect to the master host via direct network con-
nection, or through a dialup connection. The client hosts upload all of their
transactions to the master Host PC where it is stored in a single consoli-
dated database.

You can then analyze and create reports on all of the postal transactions
stored in the consolidated database.

Working Database (TR) - Stores original transaction information created
by the DM Series™ Mailing System, data collector, manual entry, or data
import.

Archiving Database (SV) - Utilized to archive transactions from the Work-
ing Database. When archived, the original transactions are removed from
the Working Database.

Consolidation Database (HO) - Utilized in multi-host configurations (Host-
to-Host) to consolidate transactions from each host system.

Host to Host Archive Database (SH) - Utilized to archive transactions from
the Consolidation Database. When archived, the original transactions are
removed from the Consolidation Database.

1-3
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Transactions

You can access all operations either from the Main menu, shortcuts on the
Main menu, or from submenus from the top menu bar in any of the Busi-
ness Manager screens.

1. From the Main menu, simply click on the appropriate selection. Links to
other submenus are indicated by arrows next to the selection items:

Arrow
indicates
submenu

2. Continue to click on the submenu selections until you get to the opera-
tion you want.

3. If there are system messages or tasks that require your attention, these
appear in the Administration tasks to perform section at the top of the
Main menu. To get more information on these, move the cursor over the
icon in this section.

Description

Description

Appears when an account-
ing period needs to be
created.

Appears when one or more
licenses will expire this month.

Appears as a reminder to
back up the databases.

Appears when a discrepancy is
detected and requires a correc-
tion.

Appears when the DM
listener service has logged
information.

Appears when a new worksta-
tion needs to be registered.

Appears when the DM
listener service has logged
information.

Appears when a new meter
needs to be registered.

Appears when the DM
listener service has logged
information.

Appears when an unverified
transaction has been detected.

4. To go back from a submenu, click on the Previous Menu button.

Navigating

Through

Business

Manager
Icon
d)
a

1-4

SV61938 Rev. F




Read This First * 1

From Main menu shortcuts:

1. To add a shortcut to the main menu:
a. Click on the Main menu selections and submenus selections until
you get to the operation you want.
b. Right-click on the operation and select Add to shortcuts. The short-
cut appears on the right side of the Main menu.

2. To go directly to an operation, click on the shortcut on the right side of
the Main menu.

From submenus on the top Menu bar:

The top menu bar duplicates the Main menu options and provides an alter-
native method of navigating through the screens. Click on a selection on
the top menu bar and select the appropriate operation from the submenu or
submenus:

Parameters
Configuration Meters L4
wiarkstation k
Carriers, Classes and Fees  F

Accounts and clients
Presets
Jobs m Accounting period
Global surcharges T
Task Scheduler

Software

See the installed licenses

SV61938 Rev. F 1-5
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Before Using
Business
Manager
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If your system is already set up and all of your accounts and operators are
defined, you can begin processing mail at your meter, DM Series™ or

DM Infinity™ digital mailing system. For instructions on running mail, refer to
Chapter 2, Running Mail Using Business Manager.

If this is the first time you are using Business Manager, follow the steps
listed here.

Learn about the accounts and clients and how to view, edit, and create
new clients and accounts. Refer to (Chapter 3, Understanding and Set]
ting Up Accounts and Clientd in this guide.

Learn about the types of operators and their rights and privileges. Refer
to (Chapter 4, Understanding and Setting Up Operators in this guide.

If you have not yet defined the accounting period on your system you
will see the following icon in the Main screen at the Business Manager
Host PC. You must set an accounting period before running mail. Refer

to in this guide.

Verify that all of your software licenses are enabled. This list of licenses
contains any additional features that you may have purchased with your

system. Refer to in this guide.

Check to see that all of the mail processors (meters, mailing machines,
scales, barcode readers etc.) are defined and their connections verified
at each Data Collector PC. In addition, you need to verify that each mail
processor is registered at the Host PC. Refer to [Chapter 5, Working witH
Meters and Mail Processord in this guide.

Create a virtual meter to add manual transactions for those meters that
are not connected to data collectors but for which you want to add post-
age information to the Business Manager database, or to simply create
manual transactions independent of a meter. Refer to (Creating a Virtual|
Meter for Manual Transactions in Chapter § in this guide.

Import standard carriers, classes and fees, if necessary or add your own
customized classes and fees. Refer to [Chapter 6, Working with Carriers)
(Classes and Feeq in this guide.

SV61938 Rev. F
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After you start collecting all of your mail transaction data from mail proces-
sors, DM Series™ digital mailing systems or DM Infinity™ digital mailing sys-
tems, you can edit, analyze and report on the data.

To view and edit transactions, refer to Chapter 7.

To run reports, refer to Chapter 9| and [Chapter 10.

In general, you run mail from the Data Collector PC in combination with the
mailing peripheral (for example, a Paragon® or 6500 Meter with or without
an Integra™ scale) that is connected to the Data Collector PC. You can also
run mail from the IntelliLink® Control Center on a DM Series™ digital mailing
system or a DM Infinity™ digital mailing system connected via a local area net-
work.

You run mail as an operator using the Data Collector module of Business
Manager, or as an operator at a DM Series™ digital mailing system or DM
Infinity™ digital mailing system.

As a manager, you perform all administrator functions, like adding new mail-
ing peripherals or processors, adding or modifying accounts and operators,
generating reports and analyzing your data at the Business Manager Host
PC. You perform these operations using the Administration module of Busi-
ness Manager.

The table on the following page summarizes the major system operations,
where they are performed, and who can perform them.

Operation: Perform at: Who can do this:

Run mail Data Collector or mail processor con- All
nected to the Data Collector. If you have
a DM Series™ digital mailing system or
a DM Infinity™ digital mailing system
connected via the IntelliLink® interface,
you run mail from the IntelliLink® Control

Center.

Add or edit clients | Business Manager Host PC. Manager
and accounts

Add or edit Business Manager Host PC. Manager
operators

Add new mail Data Collector to which the mail proces- | Manager
processors; sor is connected.

release old ones

Display, edit, and Business Manager Host PC. Manager
analyze transaction

data

View, print, and Business Manager Host PC. All
schedule reports

Backup and Business Manager Host PC. Manager
restore account

data

1-7
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Running Mail You run mail from the Data Collector PC in combination with the mailing pe-
ripheral (for example, a Paragon® or 6500 Meter with or without an Integra™
scale) that is connected to the Data Collector PC. If you have a DM Series™
or DM Infinity™ digital mailing system, using the IntelliLink® interface, you
run mail from the IntelliLink® Control Center on the mailing system.

You can run mail as a Manager or operator.

Refer to the sections listed here for instructions on running mail from the
following mail processors.

B900, 6500 and A900 meters

B900, 6500 and A900 meters with an Integra™ scale
Paragon® meter

Galaxy™ mailing system

DM Series™ digital mailing systems

DM Infinity “digital mailing systems (Data Collector or IntelliLink® inter-
face)

Connect+™ Customer Communication Series systems

NOTES:

The screens and procedures for running mail on a DM Infinity™ connected to
a Data Collector and the B900, 6500 and A900 meters are almost identical
and are therefore combined into a common procedure.

The screens and procedures for running mail on the B900, 6500 and A900
meters with an Integra™ scale are almost identical and are therefore com-
bined into a common procedure.

The screens and procedures for running mail on a DM Series™ digital mailing
system and DM Infinity™ connected via the IntelliLink® interface are identical
and are therefore combined into a common procedure.

If you are running mail using a Connect™ Series system, refer to |Appendix D,
Interfacing with a Connect+™ Series Systen in this guide.

If you are running mail at any of the above meters or mailing systems and
you let the system remain idle for a certain period of time (length of time
depends on how your system is configured), you will be prompted to re-enter
your password before continuing.

2-2

SV61938 Rev. F



Running Mail * 2

Using a DM
Infinity™, B900,
6500, or A900
Meter

SV61938 Rev. F

NOTE: This section only applies to DM Infinity™ digital mailing systems that are
connected to a Data Collector PC. If the DM Infinity™ is connected to the Host PC
via the IntelliLink® interface, refer to {Using a DM Series™ or DM Infinity™ Digital|

ailing Systent in this chapter.

1. Set the date at the B900, 6500, or A900 as you would normally.
2. At the Data Collector PC, select Process Mail | DM Infinity, or B700/

B900, or 6500, or A900.

3. The message “Initializing Meter” appears and then the Process Mail

screen.

NOTE: If you get a register discrepancy message, refer to the
Register Discrepancy Errorg section in this chapter.

— Preset
% Code € Mame

Code I ;I ll

Mame |

—Account to be incremented
" Code ¢ Ful Mame © Description

Select .-’-‘«ccountl T

Client |

Account

|
Sidcoount |
545 Account |

—Joh
& Code © Mame

Code I ;I LI

Mame |
[ Continue the job

User defined |

Process mail

r
Me;erStatusI Manual input I Surcharges I

4. If you have defined optional presets, you can click on the down arrow in
the Name or Code field of the "Preset" section and choose the appropri-
ate preset.

When you select a preset, all of the information fills in the "Account”,
"Job" and "Rates category" sections. You are then prompted to enter the
postage value. Go to step 12. If you are not using presets, continue to
the next step.
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10.

11.

12.

13.

In the "Account to be incremented" section view the accounts by clicking
on the account selection button [ & |

A list of accounts appears as shown in the figure below.

Account to be incremented Fiate category selected
" Code  FullMame ¢ Description ‘

Select Account = Scales
I ——— o
Client _____________________________ma
Account @ Seach ( Advancedssarch —
Search for Criteria:
sthconrt I—— " |
545 Account | —
Clear ¥ Code [~ Exact match
Job " Mame
* Code T Mame " Description
Cad | =] .
o Select Account: m
Hame | FHE Level Code Name | Glo.. |Loc... | Descii &
[™ Continue the job - Busingss M
User defined | = 0 Client  Pitney Bowes Pitn... Fitney
1o Anannn ri re.o
< | =
Process mail Contfiim Close |

Mete[Status| M anual Input | Surcharges | LCloze

Click on and select the account (only the lowest level account in a multi-
level account).

Click Confirm.

To select a job, click on the down arrow in the Code or Name field of the
"Job" section and choose from the list of pre-defined jobs.

Select the rate, class and any special fees in the "Rate category" sec-
tion. If you have pre-defined rate categories, click on the down arrow in
the List of current categories and choose the category.

To define other rates, click on the Other rate category button. Refer to
the [Selecting Rates for Processing Mail section in this chapter for more
information.

In the "Scales" section, click on the Enter weight button and enter in
the weight using the mouse and the keypad that appears in the screen.
Click the Confirm button and the Postal category valuation screen ap-
pears with a place for you to enter the postage amount.

Please enter valuation for the selection postal category

Carrier DHL

Class Express

Destination Default Desgtination m

Fees Cagh On Delivery 0.000
Delivery Duty Paid 0.000
Dollar Add 0.000
Handling Charge 0.000
Multi Piere Surcharne anon

Enter the postage value for your category. For example, enter .41 for a
first class letter that is under 1 oz. and click the Done button.

To add a surcharge to this batch of transactions, click on the Surcharg-
es button and enter the surcharge information. For more information on
surcharges, refer to [Chapter 8, Adding Surcharged in this guide.

SV61938 Rev. F



Running Mail * 2

Using a B900,
6500, or A900
Meter with an
Integra™ Scale
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14.

15.

16.

17.

Click on the Process mail button. You are prompted to validate the
postage amount again. Click Done to continue.

At the meter, press the Print Only or Tape button and feed each piece
of mail. The message “Processing mail” appears on the Data Collector.
When you are finished, click on the End transaction button at the Data
Collector PC.

Before the transactions are charged to the account, you may be prompt-
ed to view or charge the transactions to another account. If you want

to make changes, refer to the |Reallocating Transactionq section in this
chapter.

To complete the transaction without making any changes, click on the
Update now button.

This describes how to run mail at a B900, the 6500, or the A900 that has an
Integra™ scale attached to it. You perform this at the Data Collector PC to
which the postage meters are connected.

1.

Set the date at the B900, 6500, or A900 as you would normally.

At the Data Collector PC, select Process Mail | B700/B900 with
Integra™ scale or 6500 with Integra™ scale, or A900 with Integra™
scale.

The message “Initializing Meter” appears and then the Process mail
screen shown on the next page.

NOTES:

e If you get a register discrepancy message, refer to the |Correcting Regis-l
ter Discrepancy Errorg section in this chapter.

¢ If you get a message stating that "The meter currently connected reports
rates that are not declared yet in Business Manager, click OK and refer to
the Register New Meter Rateq section in this chapter.

2-5



2 * Running Mail

[RE Admin Serial Mo 8553d

— Preset

= x|

Code

M ame |

— Entered codes

Gur Bar code | r |

Integra account |

— Business Manager Account
' Code O FulName ¢ Description
Select Account | =

Client |

Account |
S/Account |
5/5 Account |
—Job

¢ Code © Mame [~ Continue the job
Code I :I —I><
Mame |

User defined |

r
MgterStatusI I anual input I Surcharges I

4. Place the piece of mail on the Integra™ scale.
5. Atthe Integra™ scale, press the Accounts key and enter the account

2-6

code of the account on Business Manager to which you want to charge
the transactions.

Press the Enter key on Integra™ scale and the account information ap-
pears in the Process mail screen on the Data Collector.

— Buziness Manager Account
& Code ¢ Ful Mame ¢ Description

Select Account |3ggggg T
Cliznt ja1
Aecourt |200009

S/bccount 300002

545 Account |
—Job

& Code ¢ Name [ Continue the job

Code I ;I LI

M arme |

Uzer defined |

L)
Meter Statuz I Manual input Surcharges
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10.

11.

12.

If you want to assign the transactions to a job, do it in the "Job" section
of the Process mail screen on the Data Collector. To select a job, click
on the down arrow in the Code or Name field and choose from the list
of pre-defined jobs.

To add a surcharge to the transaction, click on the Surcharges button

at the bottom of the Process mail screen and enter the surcharge infor-
mation. For more information on surcharges, refer to [Chapter 8, Adding|
in this guide.
At the Integra™ scale, select the rate, class and any special fees as you
normally would do on the scale.

Press the Enter key on Integra™ scale. The rate information and the
weight of the piece of mail appears in the Rate and Integra™ weight sec-
tions of the Process mail screen.

At the Integra™ scale, press the Meter Set button. The “Processing mail”
message appears in the Process mail screen.

At the meter, press the Print Only or Tape button and feed each piece
of mail.

When you are done, press the Meter Set button on the Integra scale to

end the mail run. The information for the mail run appears on the right
side of the Process mail screen as shown here.

(=]

— Rate category

Carrier Class United States Postal Service
First Class Single Piece Lir/Card

Bogs I Certified

/.l'llZ.l’Zl]l]ﬁ

—Integra zcale

~ Indicia

2 6?0

HET)
T 0.5, POSTAGE

e
I

Mumber of mail pieces

8.010

0.60 OZ.
Reset |

Total amount

Total weight

Cloze
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Using a
Paragon® Meter

2-8

To run mail from your Paragon®, you enter a valid account code at the Para-
gon® control panel. A valid account code is one that is in the Business Man-
ager Host PC database.

You initate the mail run at the Data Collector PC attached to the Paragon®;
you perform all other operations for the mail run at the Paragon® control
panel.

For detailed information on the Paragon®, refer to the Paragon® Operating
Guide, SV50219.

1.

10.

1.

At the Data Collector, select Process Mail, then select Paragon. The
message “Initializing the meter” appears.

At the Paragon® control panel, press the Red key, then the Zero key.
You are prompted to enter an account number.

Enter a valid account number (one that is in the Business Manager Host
PC database).

The first Paragon® Process mail screen appears. The Paragon® account
code you selected on the Paragon® appears in the "Paragon External
Account" field in the "Entered Codes" section.

The account code information also updates in the "Business Manager
Account" section.

At the Paragon® meter, select the class and any fees as you normally do
when you run mail.

If you want to add surcharges to these transactions, click on the Sur-
charges button at the bottom of the Process mail screen at the Data
Collector and enter the information. For more information on surcharg-
es, refer to (Chapter 8, Adding Surcharged in this guide.

At the Paragon®, load the mail and press the Start key. The message
“Processing Mail” flashes on the Data Collector Process mail screen.

The number of mail pieces, postage and total weight appears in the

"Registers" section of the Paragon® Process mail screen on the Data

Collector.

To end the mail run and stop the processing at the Data Collector PC,

press the Stop key on the Paragon® meter.

To start another run, go to the Paragon® control panel keyboard. You

can use the same account code to run more mail by simply pressing the

Enter key.

a. To start a new batch using the same account, press the Batch key
on the Paragon® control panel.

b. To use a different account, press the Red key, then the Zero key.
Enter the new account number when prompted and repeat the pro-
cess.
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Using a Galaxy™
Mailing System
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Before using the Galaxy™ mailing system, check the control panel on the
Galaxy™ to make sure it make sure it is ready to run mail (ready screen is in
the display). Refer to the Galaxy™ Operating Guide, SV60480 for detailed
information.

1. Atthe Galaxy™ Data Collector PC, select Process Mail | Galaxy™. The
message "Initializing the meter" appears, then the Galaxy™ process mail
screen opens.

2. Inthe "Account to be incremented" section click on the account selec-
tion button & | to view the account list.

3. Click on and select the account (only the lowest level account in a multi-
level account).

4. Click Confirm.

5. Atthe Galaxy™ control panel, the account you select in step 2 appears
in the display.

6. Atthe Galaxy™ control panel, select the class, special services and fees
as you normally do when you run mail.

7. Press the Start button on the Galaxy™ control panel. The carrier, class
and fee information appears in the Galaxy™ Process mail screen at the
Data Collector.

8. To end the mail run, press the Stop button twice on the Galaxy™ control
panel.

9. The number of mail pieces and the total amount of postage appears in
the "Registers" section of the Galaxy™ Process mail screen.
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USing a NOTE: This section only applies to DM Infinity™ digital mailing systems that are
DM Series™ or connected to the Host PC via the IntelliLink® software interface. If the DM Infinity™
DM Infinity™ is connected to a Data Collector PC, refer to Using a DM Infinity™, B900, 6500 or|
Digita | Ma}lfling A900 Meter in this chapter.

System You set up the accounts for your mailing system at the Business Manager

Host PC in the same way you set up accounts for all other meters and mail
processors. Refer to |Adding Accountd in Chapter 3 in this guide.

You set up all DM Series™ or DM Infinity™ digital mailing system operators at
the Business Manager Host PC in the same way you set up all other opera-
tors. Refer to |Adding or Editing Operatord in Chapter 4 in this guide.

DM500, DM550, DM800i, DM800, DM900, DM1000 and

DM Infinity™ Mailing Systems

To run mail at a mailing system:

1. Press the Accounts key to select the account (that you set up on Busi-
ness Manager). Use the down arrow key to scroll down through the list
of accounts.

NOTE: You may also select an account name or account code using
an optional handheld barcode scanner.

* If you do not see the account, type in the first few digits of the ac-
count name and press the Enter key. The mailing system searches
for all of the accounts beginning with those digits and lists them in
the display.

NOTE: Your mailing system always checks the local accounts first for a
perfect match for your entry. To force a search at the Business Manager
Host PC, try entering a space after the first few characters.

* Press the screen key that corresponds with the account you want.
2. Press the Class key. A list of available classes appears in the screen.
*  Select the class and press Enter.

» IfaZIP Code or Zone is required, you are prompted to enter it.
Press Enter to accept it.

» If a country is required, you are prompted to select it. Press Enter to
accept.

. If special services are available with the class you select, they are
displayed. Even if you do not want any special services, press the
Enter key to confirm the class.

The system returns to the Main screen.

3. If necessary, select Surcharge and follow the prompts to add a sur-
charge.

4. If necessary, select Job ID 1 and then select the appropriate Job ID
from the list.
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5. If necessary, select Job ID 2. You will be prompted to enter the Job ID
information.

NOTE: Job ID 2 information at the mailing system will populate the user-de-
fined text field for the transaction on the Host PC.

6. Press the Start key to begin running mail.

7. Press the Stop key to end the batch. The transaction information is sent
to the Host PC.

NOTE: Changing the account, class, Job ID or postage mode will also end
the batch.

Refer to the operator guide supplied with your mailing system for detailed
instructions on running mail.

DM300c, DM400c and DM450c Mailing Systems
To run mail at a mailing system:

1. From Home screen, press the selection key next to Account. The “Se-
lect Account” screen displays.
2. Select the appropriate account.

» If a password has been assigned to this account, you will be prompt-
ed to enter one. Key in the four-digit password if necessary and se-
lect “Accept” or press Enter.

*  You return to the Home screen with the name of the account listed.

NOTE: You may also select an account name or account code using an op-
tional handheld barcode scanner.

3. Press the Class key. A list of available classes appears in the screen.

» Select the desired class by pressing the key next to the class name
(use the scroll keys to see additional rates).

e If there is no value next to the class name, more information is need-
ed. Follow the prompts for the options and/or services available for
this class of service. The last screen is usually “Services” which lists
special services such as COD and Insurance.

» Press Enter when finished selecting all the class options and fees.

4. If necessary, press the green down arrow key and select “Surcharge.”
The Batch Surcharges screen displays.

» Select the appropriate surcharge option and follow the prompts to
enter the amount.

e Select “Done” to return to the Home screen.
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If necessary, press the green down arrow key and select “Job ID”. The

Job ID screen displays.

» Select “Job ID 1” or “Job ID 2.” The Job ID screen displays.

* Type in the Job ID number and select “Accept”; or select the “Select
from Recent List” option, then select the Job ID. (If necessary, use
the green down arrow key to scroll through the menu screens.)

The system returns to the Home screen once you have made your Job
ID selection.

Press the Start key to begin running mail.

Press the Stop key to end the batch. The transaction information is sent
to the Host PC.

NOTE: Changing the account, class, Job ID or postage mode will also end
the batch.

Refer to the operator guide supplied with your mailing system for detailed
instructions on running mail.

2-12

SV61938 Rev. F



Running Mail * 2

DM Series™ and
DM Infinity™
Digital Mailing
System
Alarming
Options
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You can set alarming options to notify you if your DM Series™ or
DM Infinity™ digital mailing system becomes disconnected from the Busi-
ness Manager Host PC.

NOTE: This section only applies to DM Infinity™ digital mailing systems that are
connected to the Host PC the IntelliLink® software interface.

The alarming options are set at the Business Manager Host PC. You must

have manager level access rights to set the alarm.

1. Select Parameters | Configuration | Environment | Software. A pass-
word prompt appears.

2. Type in your password and click Confirm. The Software screen opens.

3. Click the Alarms tab.

B Software

Databaze ] DOptians and acquizition ] Licensel Hegional optionsl Metweark l

Bar code acquisition I Mjsc.] LColorz
DM Mailing Machine Alarming Options

Db Communications and Transactions

I~ Monitor and Alarm DM Communications and Transactions

Communications Inactivity Interval [gecs]

-

I LConfirm Cloge

4. Click in the Monitor and Alarm DM Communications and Transac-
tions check box (so that a check mark appears) to enable digital mailing
system alarming.

5. Type the communication interval in the field provided.

NOTE: "Communication interval" means the amount of time, in seconds, you
want the system to wait in between checks for mailing system connectivity.

6. Click in the Audible Alarm... check box (so that a check mark appears)
if you want to hear an audible "beep" when a DM Series™ or DM Infinity™
digital mailing system is disconnected from the Business Manager Host
PC.

7. Click Confirm when done.
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DM Series™ and
DM Infinity™
Digital Mailing
System
Interface
Service for
Business
Manager

2-14

NOTE: This section only applies to DM Infinity™ digital mailing systems that are
connected to the Host PC via a local area network.

Before you run mail from the DM Series™ or the DM Infinity™ digital mailing
system:

1. At the Business Manager Host PC, locate the Meter Status icon in the
system task bar located at the lower right corner of your screen:

Meter Status lcon

|
B 12:05 PM

2. Double-click on the icon. A dialog box appears showing how many ports
are open on your Business Manager Host PC for your digital mailing
system and if the interface service is running.

.22 DM interface for Business Ma... @

Start/Stop Service

Stark

'°' -

Mo of Dk s connected 0

Status
Dk Interface Service is running

IMPORTANT: If, for any reason, your digital mailing system becomes discon-
nected from the Business Manager Host PC, the interface service screen
may show that the system is still connected. (This dialog monitors the avail-
ability of the port.) It may take several minutes after a digital mailing system

is disconnected for the port to time out and this screen to update. Once the
screen updates, a dialog box will appear indicating the type of error the sys-
tem has encountered. Be sure to check all of your system connections, and
verify the interface service is running.
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Refreshin When processing mail with DM Series™ or DM Infinity™ digital mailing sys-

g

Active tems, there is a limit of the number of 100 operators on the mailing system.

Operators NOTE: This section only applies to DM Infinity™ digital mailing systems that are
P

connected to the Host PC via the IntelliLink® software interface.

In addition, Business Manager has the ability to refresh the operator list so

that the most active operators appear on the Users screen.

You must have manager level access rights to use this feature:

1. Select Parameters | Configuration | Environment | Users. You are
prompted to enter your password.

2. Once you enter your password, the Users screen appears and lists all of
the current operator login names.

3. Click the Refresh DM Series (tm) Operators button.
4. The following dialog box appears. Click Yes to continue.

Bl Business Manager

Selecting Yes will reset the operators on your DM Series™
Mailing Systems to the current active users (up to 100)
configured in Business Manager. It will also log off all DM
Series™ Mailing Systems operators. Before continuing,
please ensure that all batches on the DM Series Mailing
Systems are closed and that the systems are online.

J Do you wish to continue?

5. Business Manager will provide an updated operator list to the digital
mailing system. This list will contain the most active operators in order of
creation.

NOTES:

« All batches must be closed out and the systems must be online in order
to refresh the operator list.

« Use of this feature will automatically log you off of the DM Series™ or
DM Infinity™ mailing system, except when the mailing system is actively
running a batch. In this case, when you press End Batch, the system will
log off and refresh the operator list.
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Selecting Rates When you run mail or enter manual transactions, you select the rates in the
for Processin g "Rate Category" section of the Process mail or Manual Input screens.

Mail 1. Click on the Other rates category button in the Process mail screen or
the -.;.‘II | button on the Manual Input screen.

The Postal category selection screen opens. This screen lists the avail-
able carriers.

".ﬂ Postal category selection
— CCF Source
@ |mported CCF [v037)  User Defined

Carrier selection

AIRBOBME A~

EURLINGTON Burlington il

CAR_LOG Carrier Log =

DHL DHL T

Dt D Modes =

FEDE: Federal Express

INTERPOST International Post

LTL_CAR LTL Carrier

OtherCar ALL OTHER CARRIERS L]
_Breviows | New |

Lonfirm | Cancel

2. Click on the appropriate option button in the "CCF Source" section.
Business Manager comes with the most commonly used carriers and
their standard classes of service. To use these, click on the option for
"Imported CCF."
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3. Select and highlight the carrier you want, for example, USPS. Click on
Next. The Postage category selection screen appears.

& Postal category selection
~CCF S
' |mported CCF [+037) " User Defined

Class selection

@Home2D @Home Second Day Package

>

@Home2DC @Home Second Day Package W/ Del. Conf.

@HomeDel @Home Ground Package W/ Del Conf. =3

@HomePlkg @Home Ground Package |

2D ayltr 2nd Day Letter

2DayPlkg 2nd Day Package

CanE=Ltr Canada Express Letter

CanExFkg Canada Express Package

ExpLtr Express Letter L]
~ Items already zelected

Carrier Airtborne

Lonfirm Cancel

4. Select and highlight the class you want.
5. Click on the Next button and a list of available services appears.

a. If you want to select a service, click on the service and then click
Next.

b. You can continue to add services by clicking selecting the service
and clicking on the Next button. As you add services, they are dis-
played in the "ltems already selected" box.

6. When you are done, click the Confirm button. At this point, you are
prompted to save this rate information (carrier, class, and services).

7. To save this information so in the future you can select it as a predefined
category, click on the option button for "Save this category among the
predefinitions" and type a name for the category.

8. Click Confirm.
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Correcting
Register
Discrepancy
Errors

2-18

Business Manager now includes a Detailed Discrepancy Diagnostic tool
with an enhanced interface to identify and resolve meter discrepancies.

If your meter register and the register on the DM Series™ or DM Infinity™
digital mailing system or Data Collector do not match (for example, the me-
ter was disconnected from the Data Collector and the collector never re-
ceived the transactions), Business Manager shows you the discrepancy and

prompts you to correct it.

1. Double-click the Required discrepancy correction icon.

g'h Required Discrepancy

:J!

Correction Icon

Required discrepancy comection
If & meter is used without Business Manager connected or an enor occurs during the
: isition process, some differences may appear belween the meter's registers and

Business Manager's registers

Discrepancy comection{s] to perform :
Meter 1000095, missing pieces 139 for $61.869, 2 Transactions

2. The register discrepancy correction screen appears. This screen allows
you to charge the transactions on your meter to an account on Business
Manager.

- Correct the discrepancies between, registers

Meter number 8025184
User pbrep

Error date i /09/2008

Business Manager
165.672
128

796.682.290

1162855

I eter registers }{New Business Manager registers

796.682.290
A 0.000

1162855

Curent entry
Lo
iy 0

+ After

" Befare

Dretailed entry

~ Preset

Code I

o x|

Mame |

~Rate category
List of current categories

DOther rate categomy

El

Display the categomn detailz |

d

Fate category selected

A to be i

" Code  FulName ¢ Description

Select
Account

|

~Job

Account

|
I
S/bcocount I
5/5 Account I

Code |

o x|

Name |

Userd. I

Date of transaction | 01/16/2008 _» | [12:51:28 PM

Lonfirm Clase
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3. To correct the discrepancies as a single transaction, use the Overall

entry tab:

a. Fillin the account, rate category, and job information for these trans-
actions and then click on the Confirm button.

b. The system notifies you that the correction for the meter discrepancy

is done. Click OK.

4. To break up the discrepancies into multiple transactions, use the Detail

entry tab:

- Correct the discrepancies between registers

Meter number 8025184 Business Manager  Meter registers New Business Manager registers
User pbrep 165.672 796,682.290 165.672 128 (Eurrent entry
* Afh
Enordste  01/09/2008 e 1162855 || \ 796 516.61¢ A 1162727 .~ o
yI Overall entry'
- Preset - Rate gory
Code I ll ® I List of current categaries ;I
llare I DOther rate category Display the category details |
A to be i d Rate categorny selected
" Code @ FullMame C Deseription |
Select I =
Accourt =1 | ~Job
Account | Code | x| X
Sikcoount | Mame |
5/5 Account | Wl I
‘ Date of transaction [01/16/2008 > | [12:57.28 P =
Mo, of items I ] |
Trans Detail
- - b
I Confirm ‘ Cloge

TIP: Use the Business Manager Meter Detail report (run for the day the
discrepancy occurred) and the Transaction Log on your DM Series™ mailing
system to identify the appropriate account, rate category, and job information

for each discrepancy.

a. Click on the Trans Details button. The Meter Discrepancy History
dialog box appears.

2 Meter Discrepancy History

— Transaction list

Piece Count Amount

736,516,618

Operator

01,

Error date

LConfirm | Cloze

b. Select the appropriate transaction from the list and click the Confirm

button.
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c. Fillin the account, rate category, and job information for the transac-

tion and then click on the Confirm button.
» If there are more discrepancies to fix for the meter, a dialog box
appears. Click Yes to continue.

Repeat steps 4a-c as necessary to fix the remaining discrepan-
cies.

Ed Business Manager

There are still some discrepancies to fix for this meter.
Do you want to fix them now 2

I Yes |[ETTTHETT

+ If all discrepancies have been fixed, the system returns to the
main menu screen.
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Rea||ocating When you run mail from a meter or mailing system that is connected to

Transactions a Data Collector PC, you may be prompted to reallocate or reassign the
transactions before charging them to an account. The following screen ap-
pears:

Bd Business Manager

For properly recorded pieces of mail: Do you want to view or
re-allocate them as part of this fransaction before
automatically incrementing the accounts?

J

Faulty indicia | Wiew or re-increment || DIEdate Faw II

Select the appropriate option and follow the prompts. The options are de-
scribed in this section.

* Update now - To bypass reallocating your transactions, click on the Up-
date now button.

* Faulty Indicia - Click on this button if the meter stamp did not print cor-
rectly on a piece of mail. A screen appears that allows you to subtract
the number of improperly printed meter stamps (indicia).

Select Faulty refundable or Faulty nonrefundable from the drop-down
menu.

* View or re-increment - Click on the View or re-increment button if you
want to charge the transactions to another account or job.
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Register New 1. When you process mail at a Data Collector connected to a B900, 6500,
Meter Rates or A900 with an Integra™ scale, you may get the following message:

£k Business Manager,

The meter currently connected reports rates that are not
declared yet in Business Manager.

Please declare this rates throught the main men to be able to
process mail.

2. Click OK and the Process mail screen closes.

3. Start the Administrative module on the Business Manager Host PC to
which this Data Collector is attached.

4. Log on as a Manager and select Parameters | Configuration |
Carriers, Classes and Fees | Register new Meter rates. The Associ-
ated Postal Rates screen opens.

5. Click on Confirm at the bottom of the screen.
6. You can now process mail at the Data Collector.
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Understanding
Accounts

What is a Client

Account
Attributes

SV61938 Rev. F

Account Structure

The structure of Business Manager accounting is based on four levels:
* Client

* Account

*  Sub Account

*  Sub-Sub Account

Your accounting structure can vary depending on your requirements.

You can structure your accounts in single or multiple levels. For example,
you can divide a top level department (account) into two additional sub sec-
tions. An example of a multiple level account is shown here:

Client Cost Center A

Account Engineering Department
Sub Account Software Development
Sub-Sub Account Software Testing

IMPORTANT: You can have all single top level accounts or you can mix both
single and multi-level accounts but the lowest level account is where charges to
the account are incurred.

Clients provide you with a means of organizing your top level accounts ac-
cording to cost center, location, customer, or whatever business entity is
appropriate for your site.

When you create accounts, you assign the following attributes to each top
level account, sub account, and sub-sub account:

* Account Code - This is a unique code that Business Manager as-
signs to identify the account, sub account, or sub-sub account. You can
change the number assigned by Business Manager but this code must
be unique for every account level for single host sites, and for global ac-
counts (see Global and Local Accounts) within enterprise organizations
that have multiple hosts. It is strongly recommended that you use the
account code automatically assigned by Business Manager to ensure
the account code remains unique.

This code allows you to find a particular account, sub account or sub-
sub account anywhere in your organization.

* Account Name - This can be any name you assign to an account, sub
account or sub-sub account. The full name (for example, Engineering-
Software-Testing) must be unique for all levels in single host sites and
for global accounts (see Global and Local Accounts) in enterprise orga-
nizations.

* Description - You can enter a description for each account, sub ac-
count or sub-sub account. This description does not have to be unique.
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Global and Local When you create accounts in a multiple host enterprise organization, you

Accounts

System
Accounts

3-4

can designate them as global or local.

Local Accounts

If you define an account as local, you can only charge transactions to that
account at the host where you created it. The transactions for local ac-
counts are sent to the master Host PC where they are stored in the con-
solidated enterprise database where you can view them and run reports on
them.

Global Accounts
If you are part of a multi-host enterprise system, you may use global ac-
counts that are shared by all hosts in the enterprise.

If you define an account as global, it is stored on the master host database,
even if you create it at a local (client) host. You can charge transactions to
any global account from any local host in your enterprise organization.

Business Manager automatically assigns transactions to predefined system
accounts whenever one of the following conditions occurs:

*  You edit or void a transaction (see [Editing or Voiding Transactiond in
Chapter 7 of this guide).

NOTE: Any voided or modified transactions are assigned to the system ac-
count named: 00007

*  You get unverified transactions (see [Correcting Unverified Transactiond,
in Chapter 7 of this guide).

+ If the meter stamp (indicia) doesn’t print correctly and you need to real-
locate the charges for that transaction (see |[Reallocating Transactiond in
Chapter 2 of this guide).

To view the system accounts, refer to the [System Account Reportd in Chap-
ter 8 of this guide.
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Adding Clients You add or edit clients at the Business Manager master or local Host PC
using the Administration module. You must be a manager to perform this
operation.

1. To add a new client or edit an existing one, select

Parameters | Accounts and clients. The Clients and Accounts screen
opens.

NOTE: If you are running a multi-host enterprise system, the Disconnect

from the Master host and Synchronize buttons will also appear on this
screen.

‘&l Clients and Accounts

@ Search (" Advanced search

Search for: Criteria:
Any ;I
-Go Clear | @ Code [ Ewact match
" Mame
" Description
Select Account: view ||
Level Code Mame | Global | Locked | Description

Ll L@l = I Default DM Accounts Surcharges | Sort

Export and Import | Frint I LCloze
S—

2. Click on and highlight Business Manager in the Clients & Accounts
screen.
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3. Click the button and the Clients management screen appears.

Clients management

Client Code [ 3
Clignt Name [ 3

Client Description  |<new client>

Address [
|
City [ State |
ZIP code/Postal Code ’7
Country |
Phone [

-

I ..

I Caonfirm Cloze

The system automatically assigns a numeric value to the Client Code.
Use the default value in this field to ensure the client code remains
unique. Enter the information in all of the other fields in the screen.

All of the mailing peripherals (DM Infinity™, Paragon®, Galaxy®, B90O,

6500) you have registered at this Host PC can charge transactions to

the accounts associated with this new client.

a. If you have an enterprise organization and you want to make this
Client and its accounts available to all of the local hosts in your en-
terprise, click on the check box in front of “Available at all sites”.

NOTE: If you select to make this client available to all local hosts, make
sure you have clicked on the Connect to Master Host button on the
Clients and Accounts screen.

b. If you want to select certain accounts for a DM Series™ Digital
Mailing System, refer to |Adding DM Series™ Digital Mailing System|
in this chapter.

When finished, click on the Confirm button. The new client appears in

the Clients and Accounts screen.

NOTE: If this is an enterprise operation and you designated this client as
global, an icon appears in the Global column to indicate that it is a global cli-
ent.
If you want to update this host with any changes made to other hosts in
an enterprise multi-host site, click on the Synchronize button at the bot-
tom of the screen.
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Adding
Accounts
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You add accounts at the Business Manager master or local Host PC using
the Administration Module. You must be a manager to perform these opera-
tions.

If this is the first time you are using Business Manager, you need to add the
name of the client to which you will be adding the accounts. To add a new
client or edit an existing one, refer to |Adding Clientq in this chapter.

If you are adding accounts for a DM Series™ digital mailing system, create

the accounts as described here and then refer to |Adding DM Series™ Digitall
Mailing System Accountd in this chapter.

1. To add accounts, select Parameters | Accounts and clients. The Cli-
ents and Accounts screen opens. This screen lists all of the current ac-
counts, sub accounts and sub-sub accounts for each client.

‘&l Clients and Accounts

* Search (" Advanced search

Search for: Criteria:
Ay [
Go | Clear  Code [ Ewact match
[Co] Cear £ e
= Description
Select Account: Yiew ||
== | Level | Code |Name | Global | Locked | Description |
=l Business Manager

0 Clignk 3 " Acme Ine.

Ll L@l = I Default DM Accounts Surcharges | Sort

Ex=port and Import | Frint I Lloze

3-7



3 « Understanding and Setting Up Clients and Accounts

2. If you want to change how the account informa- -
=
tion is viewed on the screen, click the View button. M

Select/deselect the options you want to show/hide. |Iv! Level
The account list will refresh to reflect the changes | v Code

you made. v Marne
NOTE: You cannot deselect the Name and Code v| Global
options. v| Locked
| O e=cription
3. To add:
« anew top level account, click on the Client and then the but-
ton.
* anew sub account, click on the top level account and then the
button.
* anew sub-sub account click on the sub account and then the
button.
NOTES:

« If you add a sub account to an account, the system will notify you that it
will move the transactions from the parent account to the sub account.
You will be asked to confirm this operation.

« If you have multiple clients or accounts, you may want to search the ac-
count list. Refer to [Searching Accountd in this chapter for more informa-
tion about the account search feature.

The Account management screen opens. All of the screens have similar
fields. The screen shown on the next page is for adding a top level ac-
count.
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M Account management

Account Code

Account Name 200012
| 200012

Account Description

|<new accaunts

User Mates

I~ fwailable for 2l sites

Password I Re-type pazsword I ‘
Account budget I Budget b anagement I ‘

| *2000172x* Frint Bar Code |
™ Locked account
[ Lock sub levels [sub accounts and sub-sub accounts)
General I

I LConfirm | Cloge

3. Fillin the fields in the account management screen. Refer to
the Account Management Screen Fieldd section in this chapter for more

information.

NOTES:

« If you create a global account by clicking and putting a check mark in
front of “Available at all sites”, you cannot change this to a local account
once you click on the Confirm button and save the account. The same is
true if you create a local account - you cannot change it later to a global
account.

« If you need to add a budget to an account, refer to Assigning Budgets to
Accounts in this chapter.

4. If this is the first time you are adding DM Series™ Digital Mailing System
accounts, refer to {Adding DM Series™ Digital Mailing System Accountd
in this chapter.

5. When finished, click Confirm.

NOTE : You must exit the Account Management Screen in order for your
changes to take effect.
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FiIIing in When adding or editing accounts, you need to fill in the fields in the Ac-
the Account count, Sub Account, or Sub-sub Account Management screens. The
Management fields are described in the table in this section.

Fields Most of the fields are the same for all account management screens for
both global and local accounts but when there are differences they are
noted here.

When you have finished entering the information in the fields, click on
the Confirm button at the bottom of the management screen.
Field Description

Account Code

The system provides a unique numeric code by default. You can change this,
but the code must be unique for every account on the master host and for every
account on each local host.

You can enter any combination of numbers and letters for this code.

If you are adding a sub account or sub-sub account to this account, the total
number of characters for all account levels cannot exceed 60 characters.

This code allows you to find this account anywhere in your local or enterprise
network of mailing systems and machines.

Account Name

This is another name or code that you can assign to your account. Like the ac-
count code, this must also be unique for every account on the master host and
for every account on each local host.

You can enter any combination of numbers and letters for this code.

If you are adding a sub account or sub-sub account to this account, the total
number of characters for all account levels cannot exceed 74 characters.

If you do not enter anything in this field, the system uses the account code by
default.

Account Description

You can assign a description to any of your accounts to help locate or identify
groups of accounts. This does not have to be unique.

The account description can be edited at any time.

You can enter any combination of numbers, letters and special characters in the
Account Description field.

User Notes

You can enter any combination of numbers, letters and special characters in the
User Notes field.

The total number of characters in this field cannot exceed 255.
This field can be edited at any time.

Available for All Sites

If you place a check mark in this box, the account will be available to all Host PCs.

Locked Account

If you place a check mark in this box, you lock the account. You will not be able
to charge any transactions to this account once it is locked.

For global accounts, you can lock this account on the master host, or on the
local host where it was created. You cannot lock it from a different local host
however.

Lock Sub Levels

If you lock the account, you automatically lock the sub accounts.

PARAGON® account

This applies only if you are using accounts from a Paragon® meter.

You can enter the Paragon® account number in this field as a means of cross-
referencing your accounts.

3-10
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Field Description

Password *  You can protect your account by assigning it a password. If you enter a pass-
word, you must re-enter it in the Re-type password field.

» For global accounts, you can assign a password at the master host or on the lo-
cal host where the global account was created. You can assign a different pass-
word to this account on a different local host, but the password for the account
will not change on the master host or on the local host where it was created
originally.

Account Budget » This field displays the amount you have assigned to this account. To change or

modify this, click on the Budget Management button.

» If you have multi-level accounts, this button only appears in the lowest account
level.

* All budgets are considered to be local regardless or whether the account is
global or local. The budget you set will only apply to the transactions collected at
this master or local host.

Refer to Assigning Budgets to Accounts in this chapter.

Adding If you have a DM Series™ or DM Infinity™ digital mailing system connected
DM Series™ or to your Business Manager Master or Local Host PC, you create your digital
DM Infinity™ mailing system accounts at the Business Manager Host PC in the same

. . vrs way that you create accounts for all other meters and mailing machines.
Digital Mailing

If this is the first time you are adding DM Series™ digital mailing system
accounts you can create a default list of accounts that is downloaded and
stored directly on the IntelliLink® Control Center of your DM Series™ or
DM Infinity™ digital mailing system.

System Accounts

NOTE: This download operation is only done one time.

Since these accounts are stored directly on the IntelliLink® Control Center,
you can access these accounts more rapidly than if you have the control
center search through all of the accounts stored in the Business Manager
database. In addition, these accounts can be used if the digital mailing sys-
tem goes off-line from the Host.
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Setting Up Default Digital Mailing System Accounts

1. Select Parameters | Accounts and clients. Create the accounts as
described in the Adding Accountd section in this chapter.

2. When you are finished creating the accounts, click on the Default DM
Accounts button on the Clients and Accounts screen.

3. The Default DM Account screen opens. Select the accounts to down-
load the to DM Series™ mailing system. (The accounts you created ap-
pear on the left side of the screen.)

‘&l Default DM Account |Z|

& Default Accounts downloaded to new DMs

[ Seach ( Advanced search

Search for Ciiteria:
I [y [=|| =
[0 ] Ceear  Code I Exact match
[ s | g =
" Description
<
Selest Account View ||
InlEE] [Level | Cade [Mame |Global |Locked | Description
= Business Mana...
O -2 0 Client 3 Acme... Acme Ine.
O 1 Acct 200009 Acco... Accounts...
O 1 Acct 200010 Huma... Human R...
O 1 Aot 200011 Engin... Engineeri...
O = 1 Aecct 200013 Softw... Software ..
O b 25 Acct 20000 Produ.. Software ..
O 28 Acct 300002 Testing Software ..
[m} 1 Acct 200014 Manu... Manufact..

¥ Automatically select dependent accounts

Closz |

» To select all of the accounts, Click here to select or deselect all
click on check box at the top accounts
of the account list so that a S e 51
check mark appears. -

| Level | Code [Name [ Global [Locked | Description |
Business Mana

0 Client 3 Acme. Acme Inc.

oooooooo [

« To deselect all accounts, click a0 P bt
cct uma. uman

on the check box at the top TAcct 200011 Engin Engineer

. E| 1 Acct 200013 Softu Software

of the account list so that the [ 2%kl o P Solwae

ol esting oftware

1 Acct 200014 Hanu. Manufact

check mark disappears.

¥ Automatically select dependent accounts

* To select individual accounts, click in the box in front of each ac-
count.

NOTE: If you have multiple clients or accounts, you may want to search
the account list. Refer to [Searching Accountsl in this chapter for more
information about the account search feature.
¢ To select all of the accounts and sub accounts for a client, make
sure there is a check mark in the box in front of “Automatically select
dependent accounts” at the bottom of the screen. (When you click
on the box in front of the client, all of the accounts and sub accounts
will be selected automatically.)
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4. When you are done selecting the accounts, click on the @ button.

5. The selected accounts now appear in the “Default Accounts downloaded
to new DMs” portion of the screen.

il Default DM Account |z|

@ Search " Advanced seaich
Search for: Ciiterie: Account .| Sub-subAc..
I [y =l [
Go | Clear ? EU;:B ™ Exact match ggggjnu
 Descrption | 200013
| 200013 300001
Select Account: View || 2 U0 RSO0
EAEE] Level | Code [Name [Global |Locked | Description| 2o
E Buginess Mana.
0 Client 8 Acme. Acme Inc
1 Aot 200003 Acco. Accounts
1 dcct 200010 Huma. Human R
1 Aot 200011 Engin Engineeri
1 dcct 200013 Softe Software
25 Acct 300001 Produ Software
25 Acot 300002 Testing Software

1 Aot 200014 tanu. banufact

¥ Automatically select dependent accounts

Close
E—

* To remove one of the accounts, select it and click on the EI button.
- To remove all of the accounts, click on the [£3§ button.

‘ TO SetarCI'I\. fEr dotwhnlcgdsdttac- & Default ccounts downloaded to new Dis

counts, click on the utton.
Enter the appropriate account = . | |
information in the erIdS that ap_ Client Account | SubAc.. | Sub-subAc..
pear. Business Manager will < ms 200010
highlight the accounts the match |, g pagodtl
the criteria you entered. 3 200012 200007

3 200013 300002

3 2000714

6. Click on the Close button at the bottom of the screen to return to the
Clients and Accounts screen.
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Searching for
Accounts

3-14

There are two methods you can use to search for accounts: standard
search and advanced search. The available search criteria varies, depend-

ing upon the search method you choose.

To begin, select Parameters | Accounts and clients. The Clients and Ac-
counts screen opens. This screen lists all of the current accounts, sub ac-
counts and sub-sub accounts for each client.

1 Acct

| = |

200014

Default DM Accounts |

Mari...

Surcharges |

il Clients and Accounts |X|
{+ Search ( Advanced search —
Search far: Criteria:
| Any j
Go | Clear @« Code [ Ewact match
_I _I  Mame
(" Description
Select Account: Wiew I ‘_I
HE | Level | Code [Name |Global |Locked |Description
=] Business Manager
wE] 0 Clignt 3 Acme .. Acme Inc.
1 Acct 200009 Accou,., Accounts Paya...
1 Acct 200010 Hurmna... Hurman Resour...
1 Acct 200011 Engin... Engineering De...
1 Acct 200013 Softw... Software Depa ...
25 Acct 300001 Produ... Software Produ ..
25 Acct 300002 Testing Software Testin...

Manufacturing ...

Sort I

Export and Import

Frint

Lloze

SV61938 Rev. F



Understanding and Setting Up Clients and Accounts * 3

Standard Search 1. To perform a standard search, click the Search radio button.
2. Select appropriate option from the Criteria drop-down list.

f# Search ( Advanced search __
Search for: Criteria:

| TR - |
I:I Clear {* Code [ Exact match
" Mame

(" Dezcription

3. Enter the keyword(s) for the search.

* If you selected Any, Client, Account, Sub account, or Sub-sub
account from the drop-down list: enter the search keyword(s) in the
Search for: field.

Any You can search under any account level (clients,
accounts, sub accounts or sub sub account). You
must indicate whether the search is being per-

formed for an account code, name or description.

Client You can only search for clients. You must indicate
whether the search is being performed for a client
code, name or description.

Account You can only search for accounts. You must indi-
cate whether the search is being performed for a
client code, name or description.

Sub account You can only search for sub accounts. You must
indicate whether the search is being performed for
a sub account code, name or description.

Sub-sub account | You can only search for sub-sub accounts. You
must indicate whether the search is being per-
formed for a sub-sub account code, name or
description.
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» If you selected All account levels from the Criteria drop-down list,
enter the appropriate keyword(s) in the Client, Account, Sub ac-
count, and Sub-sub account fields.

f# Search ( Advanced search __
Client: Account: Criteria;

Sub account; Sub zub account; s Code
| " Mame

|
I:l Clear " Description

[ Exact match

All account levels | You can search all account levels and can enter a

keyword for each level.

NOTE: You must enter criteria in at least one of the

fields, but are not required to enter criteria into all of

the fields.

You must indicate whether the search is being per-

formed for an account code, name or description.

+ If you selected Recall Last Search from the drop-down list, the
keyword(s) and criteria used for the last search appear.

Select the radio button that corresponds with the category to search:
Code, Name or Description.

Click in the Exact Match check box if you want the search results to
match the keyword(s) you enter in the search field(s) exactly.
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6. Click Go. The first account, sub account, or sub-sub account that
matches your search criteria are highlighted in blue. All subsequent
matches appear in red italics.

7. Click the Next and Previous buttons to move through the search results
in the account list, or use the up and down arrow keys on the keyboard.

‘dll Clients and Accounts

" Search (" Advanced search

Search for: Criteria:
|200 IAccount LI
Frevious Clear & Code [ Ewact match
_I _I " Mame
" Description

Select Account: View [T
=] | Level | Code [Mame | Global |Locked | Description -
=] Business Manager

E| 0 Clignt 3 ACme .. Acme Ine.

Ao S

e : R

Fow

SR Ly £
Floef SRR F S Sevlane Dan.
25 Acct 300001 Produ.. Software Produ
25 Acct 300002 Testing Software Testir

SRS Az Afzenaiaeioinr

HE |ﬂ| = | Default DM Accourts | Surcharges | Sort

Expart and Impart | Print I LCloze
—

8. Click Clear to perform a new search.
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Standard Search Using Hyphen Shortcuts

When you use the “standard” search feature, you can use hyphens as
shortcuts to search for specific accounts, sub accounts, and sub-sub ac-
counts.

* The first hyphen stands for the highest level (Client)

» The second hyphen stands for the next-highest level (Account).

» The third hyphen stand for the next-highest level (Sub Account).

* No hyphen in front of the keywords means no shortcuts are used.

Hyphen shortcuts cannot be used if the criteria selected in drop-down list is
All account levels. Hyphens can also appear between keywords to repre-
sent shortcut for All account levels. For example: “XYZ--ABC” keyword will
be interpreted as search for client XYZ and sub-sub Account ABC.

On the Clients and Accounts screen:

1. Click the Search radio button.

2. Enter the appropriate keywords in the Search for: field. For example, to
search for sub account XYZ, enter “--XYZ” in the keyword field. Each
hyphen in front of a search word stands for one account level.

NOTE: If you use hyphen shortcuts in the keyword field, the system will
ignore any selections you make in the Criteria drop-down list.

3. Select the radio button that corresponds with the category to search:
Code, Name or Description.

4. Click in the Exact Match check box if you want the search results to
match the keyword(s) you enter in the search field(s) exactly.

5. Click Go. The first account, sub account, or sub-sub account that
matches your search criteria are highlighted in blue. All subsequent
matches appear in red italics.
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Advanced 1. To perform an advanced search, click the Advanced search radio but-
Search ton.

(" Seach & jAdvanced search

" and & or

|select cateaory | _Add> |
A
| zelect comparison j ﬂ

|enter criteria I Clear |

2. Select a category from the first drop-down list: Account Code, Ac-
count Name, or Account Description.

NOTE: Advanced search is performed at all account levels.

3. Select an appropriate comparison option from the second drop-down
list: is exactly, does not contain, begins with, ends with, alphabeti-
cally precedes, alphabetically follows, is blank, or is not blank.

4. Enter the search criteria in the field provided.
5. Click Add>. A summary of the criteria you selected appears in the field

(" Search — 1 Advanced search
" and o T TR Account Code
|.":".CCI:ILJH|: EI:IdE ﬂ E. end beglns Wlth
Remove | |20
|I:-egins itk ﬂ
120 Go | Clear |

to the right of the Add> button.

6. To add additional criteria to the search, click either the and radio button
or the or radio button.

7. Repeat steps 2-6 as necessary.
8. To remove criteria from the list, select an element (category, compari-
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son, search information) you want to delete. Click Remove.

9. Click Go. The first account, sub account, or sub-sub account that
matches your search criteria are highlighted in blue. All subsequent

matches appear in red italics.

10. Click the Next and Previous buttons to move through the highlighted
options in the account list or use the up and down arrow keys on the

‘&l Clients and Accounts

 and o

" Search —{+ Advanced search

Account Code
IAccount Code vl ﬂl bieging with

— Remove I a0
Ibeglns with VI
|2D Previousl Clear |
Select Account: Wiew I‘_
FE] | Level |Code |Mame |Global |Locked |Description =+
=] Buziness Manager
3 Acme ... Acme Inc.
i A s

per i Lo
Prr ik Sk
300001 Pradu...
300002 Testing

SHERS A

Ll |%| = I Default DM Accounts Surcharges |

Erppeying £
Sivfsians Han.
Software Produ
Software Testir
Afzenaiaeiaier

Sort

Export and Import | Frint

I Lloze

keyboard.

11. Click Clear to perform a new search.
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Viewing or To edit or view an account:
Editing an 1. Select Parameters | Accounts and clients. The Clients and Accounts
Account screen opens. This screen lists all of the current accounts, sub accounts

and sub-sub accounts for each client.

2. Select the client or sub account and click on the button. One of the
account management screens opens.

NOTE: If you have multiple clients or accounts, you may want to search the
account list. Refer to [Searching Accountd in this chapter for more information
about the account search feature.

3. Edit the fields in the account management screen. Refer to v_:illing in the|
Wccount Management Screen Fields section in this chapter for more
information.

NOTE: If you need to add a budget to an account, refer to V\ssigning Budgetsl
in this chapter

4. When you are done, click on the Close button.

Deleting an If you have already charged transactions to an existing account you cannot
delete the account until it has been archived. If you want to prevent opera-

Account , . i : .
tors from charging transactions to this account, click on the check box in
front of Locked account in the account management screen.

1. Select Parameters | Accounts and clients. The Clients and Accounts
screen opens. This screen lists all of the current accounts, sub accounts
and sub-sub accounts for each client.

2. Select the account, then click on the button.

NOTE: If you have multiple clients or accounts, you may want to search the
account list. Refer to [Searching Accountd in this chapter for more information
about the account search feature.

4. Adialog box appears. Click Yes to delete the account.
5. When you are done, click on the Close button.
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Assigning
Budgets to
Accounts

Budget Styles
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You assign budgets to accounts at the Business Manager master or local
Host PC using the Administration module. You must be a manager to per-
form this operation.

All account budgets are local. The budget applies only to transactions
charged to the account on the Host PC where you defined the budget.

You can use one of two different budget styles:

+ Manage Budget at Chargeable Level Account: The budget is as-
signed to the lowest-level (chargeable) account. Each account has its
own separate budget.

+ Manage Budget at Top Level Account: The budget is assigned at the
account level. Each chargeable account draws from the same budget.

Business Manager has a feature that will enable migration of chargeable

level account budgets to top level account budgets.

Enabling Top Level Account Budgeting
You must have manager level access rights to perform this action.

IMPORTANT:

« This is a permanent, system-wide migration. Once you have changed to top
level account budgeting, you cannot switch back to chargeable level account
budgeting.

*  When enabled, this feature will take effect only on the current and future ac-
counting periods. It is not backwards compatible.

* Any existing budgets defined in the current and future accounting periods will
be summed up and made the top level account budget.

« The Budget Performance Report is the only report available when top level
account budgeting is used. This report displays information at the account
level only.

« Custom Reporting cannot be used with this budget style.

1. Select Parameters | Configuration | Environment | Software. You will
be prompted to enter your password.

2. Once you enter password and click Confirm the Software screen ap-
pears.

3. Click on the Options and acquisition tab to display the budget settings
for Business Manager.

4. Click in the Enable Account Level Budgeting check box until a check
mark appears.

=] Budgets
Click in this O Enable &ccount Level Budgeting
check box O Enable Budget Rollover
until a check Rallover Megative Budget Amounts
mark appears @ Rollover method
) Auto Ballover
=} Manual
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Rolling Over
Budgets
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Click Confirm.

A dialog box appears indicating this is a one-way migration that cannot
be undone. Click OK to continue.

A dialog box appears confirming that the budgets should be migrated.
Click Yes to continue.

A final dialog box appears confirming you want to perform this migration.
Click Yes. The budgets will be migrated to top level accounts.

This feature allows you to rollover unused budget amounts into the next ac-
counting sub period.

If the budget for a sub period is not used in its entirety by the end of the
sub period, you can add the unused budget amount to the budget for
the next sub period.

If the budget for a sub period is exceeded, you deduct the overage from
the budget for the next sub period.

The rollover will take place at the beginning of the next sub period. You
can set the rollover to occur automatically, or you can perform the rollover
manually.

Setting Up Budget Rollover
You must have manager level access rights to perform this action.

1.

Select Parameters | Configuration | Environment | Software. You will
be prompted to enter your password.

Once you enter password and click Confirm the Software screen ap-
pears.

Click on the Options and acquisition tab to display the budget settings
for Business Manager.

Click in the Enable Budget Rollover check box until a check mark ap-
pears.

| Budgets
O Enable fccount Level Budgeting

Click in this O Enable Budget Rollover

check box Rallover Megative Budget Amounts
until a check . Rollover method

mark appears ) Auto Ballover

=} Manual

6. Click in the Rollover Negative Budget Amounts check box until a

check mark appears if you want to rollover negative budget amounts.
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Assigning a
Budget to an
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3-24

Select the rollover method:

» Select Auto Rollover if you want the rollover to occur automatically.
Three days prior to the rollover, an icon will appear in the Adminis-
trator Task bar indicating the rollover will take place.

» Select Manual Rollover if you want the perform the rollover manu-
ally. At the end of the sub period, an icon will appear in the Adminis-
trator Task bar indicating the rollover needs to take place.

Click on the icon, then click Yes to rollover the budget.

Click Confirm when done.

Select Parameters | Accounts and clients. The Clients and Accounts
screen appears.

Click on and select an account, sub account or sub-sub account. If you
have a multi-level account, you can only assign the budget to the lowest
level of that account.

Click on the button to open the Account management screen, then
click on the Budget Management button.

Click on the button in the Management of the budget screen. This
opens the Parameters for duplication screen.

In the Seek a budget field of the Parameters for duplication screen,
click on the down arrow and select a budget period from the drop-down
menu.

B Parameters for duplication

Seek a budget | |

Accounting major period
Accounting June 2007

As soon as you select one of the budget periods, the name appears in
the Seek a budget field and is highlighted. You can type in a new name
or accept the default name. The budget period information appears in
the screen.

B Parameters for duplication

Seek a budget

Beqinning | End | Budget |
06/14/2007 09/13/2007 1]
09/14/2007 1241342007 1]
121442007 03/13/2008 1]
031472008 061342008 1]
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7. Click on the Confirm button at the bottom of the screen and the Man-
agement of the budget screen opens.

8.
9.

10.

11.

SV61938 Rev. F

5 Management of the budget |§|
Beginning | End | Budget |
0E/14/2007 0941372007 a
03/14/2007 1241372007 a
12414/2007 03/413/2008 a
03/14/2008 0E/13/2008 a
Accounting budget I 0.000 & |
Budget label |< Mew budget »
Spending limit |95 %
Change of currency IT‘M US Dallar j
- o

I LConfirm | Cloze

Type a name in the Budget label field.

Enter an amount in the Spending limit field. If you enter zero, the ex-
penditures charged to this account vs. your budget amount will appear
on your reports. If you exceed your budget amount, you can still charge
to this account.

If you enter an amount such as 90, as soon as your expenditures
against this account reach 90% of the budget amount, you will no longer
be permitted to charge to this account.

NOTE: You can specify a value in the range of 1 to 2000% of the budget.

Enter any additional information about the budget in the User Notes
field.

Click on the button next to the Accounting budget field. The
Modification of the total budget screen opens.
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12. Enter the budget amount in the Total budget field.

;-iJ Modification of the total budget

Total budget 100000 %

o Distribution of the total budget over all the periods [with deleting budget for each
under period).

a Distribution of the difference between the sum of the existing budgets and the tatal budget
over all the empty periods.

13. Click on the radio button corresponding to the method you want to use
to distribute the budget over the accounting period. You can:

» Distribute the total budget over all periods (with deleting bud-
get for each under period) - this option distributes the budget
evenly over all periods, giving you a set amount of money to spend
during each period.

» Distribute the difference between the sum of the existing bud-
gets and the total budget over all empty periods - initially, this
option distributes the budget evenly over all periods. However, at
the end of each period, any unspent part of the budget is distributed
evenly between the remaining (empty) periods.

14. Click Confirm to close the Modification of the total budget screen, then

Confirm again. The amount of the budget appears in the account man-

agement screen.

15. Click Confirm to save and close the budget.
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Defining
Presets
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A preset defines the account that incurs the charges, and all of rate informa-
tion including the carrier, class and any special services or fees.

You can define presets at the Business Manager Host PC using the Ad-
ministration module. You must be a manager to perform this operation. To
define a preset:

1.

Select Parameters | Presets. The Presets screen opens.

2. Click the button. The Preset management screen opens.

B

I’ Preset management

Preset Definition

Frezet code [

Freset name [

Uszer Motes

Account to be incremented
" Code ™ FullMame  Description
Select Account | &

Client [

Account [

S/Account [
/5 hccount |

Related rate category [predefined list)
| El
|

Selected category detail |

Drefault weight 0z. Wwieight input

|- —Jﬁeneral

Fill in the Preset code and Preset name fields.

Type any additional preset information in the User Notes field.

In the “Account to be incremented” section, select an account by clicking
onthe fi= I button.

NOTE: If you have multiple clients or accounts, you may want to search the
account list. Refer to [Searching Accountd in this chapter for more information
about the account search feature.

Remember, if you have multi-level accounts, you can only charge to the
lowest level in the account. Click Confirm once you have selected an
account.

Select a predefined rate from the “Related rate category” drop-down list.
For more information on selecting or creating predefined rates, refer to
[Selecting Rates for Processing Mail in Chapter 2 of this guide.

LConfirm Cloze
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Editing an
Existing Preset
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7. Click on Weight input and enter the weight. Click Confirm to continue.

ok w0nN -~

IMPORTANT: You must enter a weight value in order to save a preset. If you

do not have a weight, enter 0 in the field.

I Preset ma nagement

— Preset Definition

Preset code I

Preset name |firstclass

User Hotes prezet for first class mail and accounts payable account
Y t to be i ted

" Code  FullMame " Description

Select Account IAccounts Payable

Cliert |Acme Inc.

Account |Accounts Payable

S/Account |

5/5/Account |

— Related rate category [predefined list)

I;;J] USPS 1CASDFE Default Destination

El

|USF'S 1CA3DFI Default Destination

Selected category detail I

Drefault weight

200 gz |:

- _Igeneral

LConfirm

Cloze

Click Confirm to save the preset, then click Close.

Select Parameters | Presets. The Presets screen opens.

Select the preset you want to edit from the list.

Click on the button. The Preset management screen opens.
Make the necessary changes to the preset, then click Confirm.

Click Close.
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Defining Jobs

Editing an
Existing Job
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Defining a Job allows you to track the amount of money you spend on post-
age, as well as how frequently you process a given transaction. You can
define jobs at the Business Manager Host PC using the Administration mod-
ule. You must be a manager to perform this operation.

To define a job:
1. Select Parameters | Jobs. The Jobs screen opens.

2. Click the button. The Jobs management screen opens.

& Jobs management

Job code ]

Job name [

User Motes

™ Job closed

I LConfirm Cloze

3. Fillin the Job code, Job name and User Notes fields. You can enter
any combination of letters and numbers in each field.

4. When complete, click Confirm.

5. Click Close.

1. Select Parameters | Jobs. The Jobs screen opens.

2. Select the job you want to edit from the list.

3. Click on the button. The Jobs management screen opens.

4. You can edit the Job code, Job name or User Notes. If you want to dis-

able the job, so it cannot be used to track transactions, click the Job
closed check box so that a check mark appears.

5. Click Confirm to save your changes.
6. Click Close.
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Adding

DM Series™ or
DM Infinity™
Digital Mailing
System Jobs
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If you have a DM Series™ or DM Infinity™ digital mailing system connected
to your Business Manager Master or Local Host PC, you create your digital
mailing system jobs at the Business Manager Host PC.

If this is the first time you are adding digital mailing system jobs you can
create a default list of jobs that is downloaded and stored directly on the
IntelliLink® Control Center of your DM Series™ or DM Infinity™ digital mailing
system.

NOTE: This download operation is only done one time.

Since these jobs are stored directly on the IntelliLink® Control Center, you
can access these jobs more rapidly than if you have the control center
search through all of the jobs stored in the Business Manager database. In
addition, these jobs can be used if the digital mailing system goes off-line
from the Host.

Setting Up Default Digital Mailing System Accounts

1. Select Parameters | Jobs. Create the jobs as described in the
section in this chapter.

2. When you are finished creating the accounts, click on the Default DM
Jobs button on the Jobs screen.

3. The Default DM Job screen opens. Select the jobs to download to the
DM Series™ mailing system. (The jobs you created appear on the left
side of the screen.)

w. Default DM Jobs

Jobl Desgcription
JobZ Description
i... Postcard
... Letter
... Flat
... &utomation Compatible

... MondutomationCompatible
... Direct Mail

... Mewsletter

oo Invoices

... Holiday Cards
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+ To select all of the jobs, click on the check box at the top of the job
list so that check marks appear.

» To deselect all jobs, click on the empty check box at the top of the
job list so that the check marks disappear.

+ To select individual jobs, click on the check box in front of each job.
4. When you are done selecting the jobs, click on the @ button.
5. The selected jobs now appear in the right portion of the screen.

» To remove all of the jobs, click on the button.

« To search for downloaded jobs, click on the ! button. Enter the ap-
propriate job information in the fields that appear. Business Manager
will highlight the jobs the match the criteria you entered.

w. Default DM Jobs

JobZ Drescription
Medi.. Postcard
Medi.. Letter
Medi.. Flat
Freso... Automation Compatible
Frezo... MondutomationCompatible
Type ... Direct Mail
Tupe ... Mewsletter
... Invoices
... Holiday Cardz

6. Click on the Close button at the bottom of the screen to return to the
Jobs screen.
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Sorting You can use the account sorting feature on the Host PC to define the order
Accounts in which accounts appear. The sort order is then used by the Host and Data
Collector PC(s).

Using the account sorting feature, you can:

* Manually sort accounts, sub accounts, and sub sub accounts;

« Sort by type (account description only);

« Sort by attribute (code, full path, description, or order of creation).

Sorting Accounts To manually sort accounts, sub accounts, or sub sub accounts:

Manually 1. Select Parameters | Accounts and clients. The Clients and Accounts
screen opens.

2. Click Sort. The Clients and Accounts - Sort screen appears.

W Clients and Accounts - Sort |X|

¢ Search (" Advanced search

Search far: Criteria:
Ay LI
& Code
il M S M [ Ewact match
" Description
Select Account: Wiew I ‘_I
= | Level | Code [Name | Global |Locked | Description |
=] Business Manager
(| 0 Client 3 Acme .. Acme [nc.
1 Acct 200009 Accou,., Accounts Paya...
1 Acct 200010 Huma... Hurmnan Resour...
1 Acct 200011 Engin... Engineering De...
1 Acct 20003 Softw... Software Depar...
25 Acct 200001 Produ.. Software Produ...
E 25 Acct 300002 Testing Software Testin...
[ 1 Acct 200014 Manuf... M anufacturing ...

- ) | 1' Sott..

Sart by type LClose

3. If you want to change how the account information is viewed on the
screen, click the View button. Select/deselect the options you want to
show/hide, then click the View button again. The account list will refresh
to reflect the changes you made.

NOTE: You cannot deselect the Name and Code options.

4. Select the account, sub account, or sub sub account you want to move,
then click the up or down arrow buttons to move its location within the
list.

NOTE: If you have multiple clients or accounts, you may want to search the
account list. Refer to [Searching Accountd in this chapter for more information
about the account search feature.

5. Click Close when done.
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Sorting Accounts Sorting by type allows you to sort accounts by information entered in the
by Type Account Description field for the client, account, sub account, or sub sub
account. To sort by type:

1. Select Parameters | Accounts and clients. The Clients and Accounts
screen opens.

2. Click Sort. The Clients and Accounts - Sort screen appears.

3. Click Sort by type. The Sort according to type screen appears.

W Sort according to type |z|

& {ient  Account " Sub Account " Sub-sub Account

Client |

Adjustment accounts
Acme Inc.

Cloze |

4. To list by Client, Account, Sub Account or Sub sub Account, click on
the corresponding radio button at the top of the screen.

5. Select the item you want to move, then click the up or down arrow but-
tons to move its location within the list.

6. Click Close to return to the Clients and Accounts - Sort screen. The Ac-
count list is updated with the changes you have made.

7. Click Close.
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Sorting Accounts In addition to sorting manually or by type, you can sort accounts by code,
by Attribute full path, description, or order of creation. To access these additional sort
options:
1. Select Parameters | Accounts and clients. The Clients and Accounts
screen opens.
2. Click Sort. The Clients and Accounts - Sort screen appears.
3. Click Sort, and select the appropriate option from the menu that ap-
pears. The Account list is updated to reflect the selected sort order.

NOTE: Accounts are sorted by level, then by selected attribute.

You can sort:

* by code

* by full path

* by description; or

* by order of creation.

Each option can be listed in either ascending or descending order.

B Clients and Accounts - Sort

v Search ( Advanced search

Search far: Criteria:
| Ay j
Clear ¢ Code [™ Exact match
 Mame
i Description
Select Account: Wiew I ‘_I
FE= Lewvel Code Mame | Global | Locked  Description
= Business Manager
= 0 Clignt 3 Acme .. Acme Inc.
[ 1 Acct 200003 Acocou.., Accounts Paya...
1 Acct 200010 Hurmna... Hurman Resour...
[ 1 Acct 200011 Engin... Engineering De...
= 1 Acct 200013 Softw... Software Depar...
[ 25 Acct 300001 Produ... Software Produ...
25 Acct 300002 Testing Software Testin,..
e 1 Acct 200014 M anuf... Manufacturing ...

by Code 3

—
I Sart by type | by Full path 3 Close
b description b e

by arder of Creation Ascending
Descending

4. Click Close when done.
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Types of
Operators
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Business Manager has four different types of operators or users, each one
with a different set of rights or privileges.

Operator - can run mail, view and add manual transactions at the Data
Collector PCs. Operators can also run reports from the Business Man-
ager Host PC using the Administration Module.

Manager - can perform all operations at the data collectors and the ad-
ministrative functions at the Business Manager Host PC.

Report User - can view and run reports from the Business Manager
Host PC.

Pitney Bowes® Service - a special access level reserved for Pitney
Bowes® service representatives. You cannot modify this operator.

NOTE: If you are adding or editing operators for use with a Connect™ Series
system, refer to [Appendix D, Interfacing with a Connect+"™ Series Systen in this
guide.
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Adding You view, edit or add operators at the Business Manager Host PC using the
or Editing Administration module. You must be a manager to perform this operation.
Operators 1. To view, edit or add operators, select Parameters | Configuration |

Environment | Users. You are prompted to enter your password.

2. Once you enter your password, the Users screen appears and lists all of
the current operator login names.

~ I |

[ Admin Drefault administrator
BlEika |Eika

[ phrep Default Fitney Bowes service

op _=._ - Refresh Dk Series[tm]Dperatorsl Deactivate I

‘ [™ Hide deactivated users ‘

Default D Operators | E=part and Impart | LCloze
—

+ To search for an existing operator, click on the || button and enter
the name of the operator in the field over the operator name column.

« To add a new user, click the button.
* To edit an existing operator, click on and select the operator, then

click the button.

Clicking on either button opens the User management screen.
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Fill in the information for the new operator, or edit the information for an

existing operator:

IMPORTANT: You can use any combination of letters and numbers in the fol-
lowing fields, but can not use any special characters.

|_ | Sub menu | Mat available | Available

Login ID - this can be up to a maximum of 50 characters.

Password - Use a four character password when using a DM Series
or DM Infinity mailing system. Otherwise, there is a 50 character
limit.

Admin. Number - this can be an employee identification number.
This allows employees to scan their employee numbers to log onto
the system. This can be up to 50 characters.

Complete name - operator’s full name. This can be up to 100 char-
acters.

User Notes - this can be up to a maximum of 255 characters.

Predefined rights - click on the down arrow to select Operator,
Manager, or Report user rights. A color key code is at the bottom of
the User Management screen. This shows the access rights by col-
or. For example, if an operation is highlighted in the same color as
“Not available” it means this operator cannot perform the operation.

For information on operator rights, see Types of Operators in this
chapter.

E User management

Laogin Firzt Shift Operator
Password ~ |mess
Admin. Number Firgt Shift Operator

Complete name |First Shift Operator

User Notes lngin and pagzswaord for first shirt operatar

Rights
Fredefined rightz

5| L

Available functionality

File
Default printer
Change user
Quit

Process Mail

Process Mail
Paragon
EF00/B900
B700/B900 with Integra scale
4300
AJ00 with Integra scale
E500

|<

LConfirm Cloze

7. To delete an operator, click on and select the operator, then click on the

button.

8. When finished, click on the Close button.
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Adding

DM Series™
Digital Mailing
System
Operators
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If you have a DM Series™ Digital Mailing System connected to your Busi-
ness Manager Master or Local Host PC, you create your DM Series™ digital
mailing system operators at the Business Manager Host PC.

If this is the first time you are adding DM Series™ digital mailing system
operators you can create a default list of operators that is downloaded and
stored directly on the IntelliLink® Control Center of your DM Series™ digital
mailing system.

NOTE: This download operation is only done one time.

Since these operators are stored directly on the IntelliLink® Control Cen-

ter, you can access them more rapidly than if you have the control center
search through all of the operators stored in the Business Manager data-
base. In addition, these operators can be used if the DM Series™ mailing

system goes off-line from the Host.

Setting Up Default DM Series™ Digital Mailing System Operators

1. Select Parameters | Configuration | Environment | Users. You are
prompted to enter your password.

2. Once you enter your password, the Users screen appears and lists all of
the current operator login names.

3. Create the operators as described in the JAdding and Editing Operators)|
section in this chapter.

4. When you are finished creating the accounts, click on the Default DM
Operators button on the Users screen.

5. The Default DM Job screen opens. Select the operators to download to
the to DM Series™ mailing system. (The operators you created appear
on the left side of the screen.)

w. Default DM Operators

— Operator

Operatar 2
Operator 3

Operator 4
Erika Erka
First 5...  First Shift Operator

I Cloze |
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+ To select all of the operators, click on the check box at the top of the
account list so that a check marks appear.

+ To deselect all operators, click on the empty check box at the top of
the account list so that the check marks disappear.

» To select individual operators, click on the check box in front of each
account.

4. When you are done selecting the operators, click on the @ button.
5. The selected operators now appear in the right portion of the screen.
- To remove all of the operators, click on the [£3§ button.

» To search for downloaded operators, click on the g‘l button. Enter
the appropriate job information in the fields that appear. Business
Manager will highlight the operators the match the criteria you en-
tered.

w. Default DM Operators

— Operatar

First S...  First Shift Operator Operator 2
Operator 3
Operator 4

I Lloge |

6. Click on the Close button at the bottom of the screen to return to the
Users screen.
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Deactivating
Operators

Refreshing
Operators
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You deactivate operators at the Business Manager Host PC using the Ad-
ministration module. You must be a manager to perform this operation.

1.

Select Parameters | Configuration | Environment | Users. You are
prompted to enter your password.

Once you enter your password, the Users screen appears and lists all of
the current operator login names.

Select the operator to deactivate. To search for an existing operator,
click on the | 4| button and enter the name of the operator in the field
over the operator name column.

Click the Deactivate button.
When finished, click on the Close button.

Business Manager has the ability to refresh the operator list so that the 100
most active operators appear on the Users screen.

Refer to |Refreshing Active Operatord in Chapter 2 of this guide for more
information.
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Viewing Meters
Registered at
the Business
Manager Host

5-2

You can view the meters and mailing machines registered at the Business
Manager Host PC using the Administration module. You must be a manager
to perform this operation.

1. Select Parameters | Configuration | Meters | View the Meters. The
Meters screen opens.

O Meters |§|

— Reagisters at creation ——

Total postage [$)

0.00

Mumber of mail pieces

- Current registers
Total postage [$]

Mumber of mail pieces

— General information

Client

— Monthly meter usage

| Fitney Bowes

Attached accounts and clients

Mo data to dizplay
Click on "Update" to refresh.

Commizzioning date

| 05/14/2007
Update |

I Releaze local or remote meters | Cloze
—

2. To get the details on a specific meter, click on and highlight the meter.
This screen displays the postage charged at each meter as well as the
number of pieces of mail processed.

3. To view the clients and accounts attached to this Host PC, click on the
Attached accounts and clients button.

4. To view the monthly usage of a specific | Monthly meter usage
meter, click on and highlight the meter, Monkh "2”;;; ' "‘;”;ﬂ“D”D” Pief;'
then click Update. The monthly usage
details will appear in the Monthly meter
usage pane.

T
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Adding or
Editing Meters
and Mail
Processors
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You can view the mail processors connected to each of your Data Collector

PCs, add new processors, or free up ports on your Data Collector PC. You

must be a manager to perform these operations.

1. At the Data Collector PC, select Parameters | Configuration |
Environment | Peripherals.

2. When prompted, enter your password. The Peripherals screen appears.

i Peripherals
Available hardware: Hardware connected:
052 B -]
A500
5500 COM 2
B 700900 COM 2
DM Infinity [TH)

| |
| |
Paragon | COM 4 |
Integra scale ‘ } | COM 5 |
| |
| |
| |

Paragon platform

COME
COM 7
COM 3

Allocate to selected port | Test the port | FEree the port

USE Scanner
[~ Use USE scanner

Advanced settings

™ Display warning message : "B300 franking will be paused at midnight''

The “Available hardware” section lists all of the types of mail processors
you can connect to the Data Collector. The “Hardware connected” sec-
tion shows the devices that are currently connected to your Data Collec-
tor PC and COM ports to which they are connected.

LCloze

3. To connect one of the mail processors in the “Available hardware” list to

an available COM port, click on and select the item and drag it onto the
appropriate COM port in the “Hardware connected” section.

For example, to add an A900 to the COM 1 port, drag the highlighted
A900 onto the “COM 1” text in the “Hardware connected” section.

4. After adding an new processor, click on and highlight the item (for ex-

ample, A900) and click on the Test the port button. You must test the
port before you can run mail on this processor.

5. To free up an existing COM port, click on and highlight the mail proces-

sor connected to the port and click on Free the port button.

6. If you have a B90O, click in the check box in front of “Display warning

message: Checking B900 midnight behavior” if you want to be noti-
fied before the B90O0 starts its routine internal checking. When the B900
performs this internal processing, you cannot use it to run mail.

7. If you are using a barcode reader to scan in your accounts, make sure

the check box in front of “Use USB Scanner” has a check mark in it.

8. Click Close when done.
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Registering a
New Meter

5-4

You register new meters and mailing machines at the Business Manager
Host PC using the Administration module. You must be a manager to per-
form this operation.

Before you can register a new meter, you first need to add that meter to the

appropriate Data Collector PC. Refer to |Adding or Editing Meters and Mail|

rocessorq in this chapter for instructions.

To register a new meter:

1. Select Parameters | Configuration | Meters | Register a new meter.

2. A Register meter screen appears with the new meter’s serial number
and postal number already filled in.

@ Creating a new meter

— Meter

Meter type IDigitaI Meter

Serial number of the meter | 1000396

eter model I 1000

Ieter Alias Name I

User Mates |

Meter Ci

IVSeIect the currency used by the meter

J#s2 US Dollar |

~ Client

Mame of the client IF'itne_l,l Bowees

Address |35 ‘wiaterview Drive

|

Tawn |Shelton State |ET

ZIP code/Fostd06484

Country |USA

"Poslal Sysh

Default |
Associated virtual meter
( l K|

LConfirm | Cloze

Enter a meter alias in the Meter Alias Name field.

Enter any additional information about the meter in the User Notes field.
Verify the client information is correct, or modify as necessary.

Click on the Confirm button.

A dialog box appears confirming the meter has been registered. Click
OK.

NS ok w
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Replacing a In order to replace a meter, you must first release the port on the Data Col-
Meter lector to which the current meter is connected. You perform this at the Data
Collector PC. You must be a manager to perform this operation.

1. At the Data Collector PC, select Parameters | Configuration |
Environment | Peripherals.

2. The Peripherals screen appears.

i Peripherals

— Available hardware: — Hardware ted:

|P oot ]
£500 | rcom2 |
B700/300 [ comz |
Db Infinity [Th)
Paragon ‘ } I COM 4 I
Integra scale | COM & |
Faragon platform I TN E I
| comM7 o |
| coms |
Allocate to selected port I Test the port I FEree the port

~USB S
™ Use USB scanner

a

— A d zettings

[ Display waming message : "B 00 franking will be paused at midnight"

I LCloze

3. Inthe “Hardware connected” section, click on and select the meter you
intend to replace, then click on the Free the port button.

4. Select Parameters | Configuration | Meters | Release a local meter.
5. You can now add the new meter to the port.
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Creating a
Virtual Meter
for Manual
Transactions

5-6

In order to enter manual transactions, you need to create a virtual meter.

You create a virtual meter at the Business Manager Host PC using the Ad-
ministration module. You must be a manager to perform this operation.

N ok

@ Creating a new virtual meter,

Select Parameters | Configuration | Meters | Create an additional
meter. The Creating a new virtual meter screen appears.

Meter
Serial number
Meter model |
Meter Alias Name |
Usger Motes
Mumber of mail pieces processed when the meter was created il
Tatal amount of postage uzed when the meter was created 0.000
Curency fi2 1S Dollar |
Client
Cliegt |Pitney Bowes
Address |35 Wwhaterview Drive
City |Sheltan State |CT
ZIP code/Postal Code | 06454
Country [usa
Use of a virtual workstation
‘wihen uzing manual input on this meter, assign the mail
that iz processed to thiz virtual work station | j
Postal System
Default |
LConfirm Cloze

Enter any number in the Serial number field, for example, 500. You can
enter only numbers in this field and you cannot enter a value of zero (0).

Enter any alphanumeric characters in the Model number field.
Enter a meter alias in the Meter Alias Name field.
Enter any additional information about the meter in the User Notes field.
Fill in the client information fields.

You can assign the virtual meter to a virtual workstation to help identify
the manual transactions when generating reports. To do this, select a
virtual workstation in the “Use of a virtual workstation” section.

Click on the Confirm button.
Click Close to exit.
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Viewing Meter Follow the steps below to view the status of the meters from the Host PC.

Status 1. Select Parameters | Configuration | Meters | Meter Status. The Meter
Status screen opens.

2. Drag and drop the appropriate column header(s) into the blank row at
the top of the screen.

Column headers
/

Drag a column header here to group by that column/

Meter - workstation Index Meter t... Meter status |Last update Asc register [
4 - BM-TMO9S Currfent F 12/28/2007 2:17:18 PM $132.740
Previous FM 12/14/2007 3:23:29 FM $132.740

herErR - BRED 28 B Currfant oM Of'fl!ne 07/24/2006 5:06:55 AM $1,214.021 q

Previous DM Offline 07/24/2006 5:06:50 AM $1,214.021 q

1000114 - 0010737 Currfent [nl] Ofﬂ!ne 05/04/2007 6:05:19 AM $68,686.396 q

Previous DM Offline 05/04/2007 6:05:14 AM $68,686.396 q

SRR = EUTIES Currfant FrM Locked 11/15/2006 3:03:58 PM $744,925 q

Previous FM Locked 11/15/2006 3:03:58 PM $744,925 q

1000179 - 54321 Currfent [nl] Ofﬂ!ne 05/04/2007 10:23:37 AM  $22,856.965 q

Previous DM Offline 05/04/2007 10:23:32 AM  $22,856.965 q

o o il cing an.c PP c c 4

3. The meter status information will appear grouped by the column(s) you
selected. (In the example below, the status information is grouped first
by workstation, then by last update, then by meter status.)

Meter - worksta,., i ast update

o Meder 52,
Meter - workstation Index Meter t... Meter st... Last update Asc register =]
[ Meter - workstation : -1 - BM-TMO95
[ElLast update : 12/14/2 23 PM

ElMeter status :
-1 - BM-TMO95 Previous FM 12/14/2007 3:23:29 PM $132.740
[El Last update : 12/28/2007 2:17:15 PM
ElMeter status :
-1 - BM-TMO95 Current  FM 12/28/2007 2:17:18 PM $132.740
ElMeter - workstation : 1000114 - 0010737
[E]l Last update : 05/04/2007 6:05:14 AM
ElMeter status : Offline
1000114 - 00107.., Previous DM Offline 05/04/2007 6:05:14 AM $68,686.396

4. To remove a column header from the grouping, click on the appropriate
name in the top row, then drag and drop it back into the column header
row.

5. Click Close to exit the Meter Status screen.

SV61938 Rev. F 5-7






6 - Working with Carriers,
Classes and Fees

Importing Standard Carriers, Classes, and Fees ........................ 6-2
Adding Customized Carriers, Classes, and Fees........................ 6-3

SV61938 Rev. F 6-1



6 » Working with Carriers, Classes and Fees

Importing
Standard
Carriers,
Classes, and
Fees

6-2

Business Manager comes with the most commonly used carriers and their
standard classes of service, also referred to as Standard Carriers. You per-
form this operation at the Business Manager Host PC using the Administra-
tion module. You must be a manager to perform this operation.

You cannot change any of the Standard Carriers. If you need to modify car-
rier information, refer to V\dding Customized Carriers, Classes and Feesl in
this chapter.

If for any reason you need to reload the Standard Carriers, follow the proce-
dure here.

1.

Use Windows Explorer to view the files on the Carrier, Class and Fees
disk (floppy or CD) you received with your system. Record the three
digit extension number for the files. For example, if you see the files,
Mmscar.027, Mmscls.027, and Mmsfee.027, record 027.

Select Parameters | Configuration | Carriers, Classes, and Fees |
Import CCF Files. This opens the Carrier, Class, Fee Import screen.
Type in the 3-digit extension of the files you viewed in step 1 in the CCF
File extension field.

Click on the EI button next to the Path to CCF files Directory field and
select the location of the CCF (Carrier, Class, Fee) files. These are typi-
cally provided with your system on a CD.

Click on the Confirm button at the bottom of the screen. The system
begins importing all of the CCF files and displays them in the “Import
processing” box.

When the import is complete, click on the Close button.
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Adding You can add carriers that are not included with the standard carriers pro-
Customized vided with your Business Manager system. For example, you may want to
Carriers do this to accommodate local trucking companies.

’ You add custom carriers at the Business Manager Host PC using the Ad-
Classes, and ministration module. You must be a manager to perform this operation.
Fees 1

Select Parameters | Configuration | Carriers, Classes and Fees |

User Defined Carriers, Classes and Fees. The Manage User Carrier,
Class and Fees screen appears.

=1 Manage User Defined Carriers, Classes and Fees

Postal System Default |

Surcharge |

I Export I LCloze
—

2. To create new carrier, click on and highlight Classes, Carriers and

Fees, then click on the button at the bottom of the screen. The
Carrier information screen appears.
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3. The Manager User Defined Carriers screen appears.

# Manage User Defined Carriers

Carrier Token I

Carrier Code |

Carrier Mame I

User Notes

¥ Enable this Carrier

a. Enter a number value in the Carrier Token field.
b. Enter a number and/or letter value in the Carrier Code field.

c. The entry in the Carrier Name field defaults to the value you enter in
the Carrier Code field but you can change this value as well.

d. Enter any additional carrier information in the User Notes field.
When complete, click the Confirm button at the bottom of the
screen.

4. Click on and highlight the new carrier you just created.
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5. Click on the button at the bottom of the screen. You are prompted
to “Select what kind of addition you want to do”.

* To add a class, go to step 6.
+ To add a fee, go to step 7.

6. Click on the Add Class button to add a new class for this carrier. The
Class information screen opens.

# Manage User Defined Class

Class Token I

Class Code I

Clazs Mame I

Default amount I

User Motes

Curency IT'm US Dallar ﬂ

[ This class iz meterable

I LConfirm Cloze
—

a. Enter a number value in the Class Token field.
b. Enter a number and/or letter value in the Class Code field.
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g.
7. Click on the Add Fee button to add a new fee for this carrier. The Man-

The entry in the Class Name field defaults to the value you enter in
the Class Code field but you can change this value as well.

Enter a number value in the Default amount field.
Enter any additional carrier information in the User Notes field.

Make sure the check box in front of This class is meterable has a
check mark.

Click the Confirm button at the bottom of the screen to save.

ager User Defined Fees screen opens.

& Manage User Defined Fees

Fes Token ||

Fee Code |

Fee Name I

Drefault amovnt I

User Mates

Currency II‘SG US Dallar ;I

¥ Enable this Fee

LConfirm Cloze

Enter a number value in the Fee Token field.
Enter a number and/or letter value in the Fee Code field.

The entry in the Fee Name field defaults to the value you enter in
the Fee Code field but you can change this value as well.

Enter a number value in the Default amount field.
Enter any additional carrier information in the User Notes field.
Click the Confirm button at the bottom of the screen to save.
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Managing
Transactions

7-2

You can view transactions at the Business Manager Host PC using the Ad-
ministration module.

You can display all of the information associated with your mail transac-
tions such as the number of pieces, the weight of each piece or mail, the
combined weight of all of the transactions, as well as any special fees or
surcharges. You use a series of selection criteria or filters to determine what
information you want displayed.

Since there are so many different ways you can select to display your trans-
action data, this section focuses on basic methods for selecting the data
and calculating data results.

Once you learn the basic tools, you can customize the display results ac-
cording to the requirements of your site.

1. Select Transactions | Manage Transactions. The Manage Transac-
tions screen appears. There are several options on this screen that
allow you to select and display the transactions based on a variety of
criteria.

IMPORTANT: Using the options on this screen only changes how you filter
and sort information from the transaction database. None of the changes you
make here affect or change any transaction data.

0] Manage Transactions

Database used for the selection
|3 working database |
View Dptions
+ Hierarchy view [Transactions grouped by batch & weight breaksf
" Giid view [Each transaction]
Analysiz Period =
+ Select Date Range
¥ Include only transaction from this analysis period
Start 06/01/2007 _~ | |12:00:00 &M = & by date of transaction
End  [ose3/2007 - [11:59.50 PM —H £ by indicia date
Other selection of dates |
" Select Relative Date
Template ‘ Shaow Close
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2. Select the appropriate view option:

Yiew Options

f* Higrarchy wiew [Tranzactions grouped by batch weight breaks]

" Grid view [Each tranzactions)

* Hierarchy view - the results are grouped by batch. Within each
batch, multiple transactions may be present, depending on the post-
age mode and class selected. The mail piece details are grouped
within the transaction(s). Click the I+ button to expand each individ-
ual level, or click the Expand All button to expand all levels at once.

* Grid view - the results are grouped by weight within a batch. Mail
pieces within a batch that have same weight will be grouped togeth-
er in a single row.

If you select Grid view, you have the option of selecting the columns

that appear in the view. The Manage Transactions screen is updated
with the following:

Yiew Options

" Hierarchy wiew [Tranzactions grouped by batch & weight breakz)

' Grid view [E ach transaction)
Show columns:
Tranzachion number L B O
Meter zenal nurmber it | n
b eter dliaz
whorkztation name

b ernony
Workgroup code Recall
Warkgraup nane Default
¥ Uzer name he

You can add or remove transactions items you want to view by clicking
on the corresponding check boxes in front of the items. You can also
save your selections for recall later:

Click on this button to select all transaction items for display.

Click on this button to deselect all transaction items.

it Select a transaction item so that the entire line is highlighted
and click on this button to move it up in the display list.
Select a transaction item so that the entire line is highlighted
and click on this button to move it down in the display list.
Memory Click to save the current selections.
Recall Click to restore the previous selections.
Default Click to restore the default selections.
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3. Select the appropriate filter options from the drop-down list.

|.-’-'-.na|ysis Period

Rd

Accounts

Use this filter to view transaction data for specific ac-

counts. If you have multiple clients or accounts, you

may want to search the account list. Refer to
in Chapter 3 for more information about the ac-
count search feature.

Analysis Period

Use this filter to view transaction data from a specific date
range or a relative date.

To limit the transactions to a specific date range:
1. Click on the Select Date Range radio button.

2. Click the radio button for the parameter you want to
filter by: date of transaction or indicia date.

»  Select the appropriate Start and End day and/or
time.

OR

» Click the Other selection of dates button to
select a broader date range: Year, Month, Major,
or Minor Accounting Period.

3. Click Confirm.
To limit transactions to a relative date:

1. Click on the Select Relative Date radio button.
2. Select the appropriate option from the drop-down list.

Carrier/Classes

Use this filter to view transaction data for specific carriers
and classes.

Indicia Use this filter to view transaction data with specific indicia
characteristics. You can include indicia printed by a spe-
cific type of meter (DM Series™ digital mailing system,
DM Infinity™, etc.).

Jobs Use this filter to view transaction data for specific jobs.

Meters Use this filter to view transaction data for specific meters.

Presets Use this filter to view transaction data for specific presets.

Transaction
Amount

Use this filter to view transaction data for a specific trans-
action amount. You can: view all transaction amounts

(no selection), or enter a specific amount and view all
amounts that are lower, equal, or higher.

Transaction

Use this filter to view transaction data for a specific trans-

Weight action weight. You can view: all weights (no selection),
a specific weight (equal to), or a weight range (between/
and).

Users Use this filter to view transaction data for specific users.

Workgroup Use this filter to view transaction data for specific work-

groups.

Workstations

Use this filter to view transaction data for specific worksta-
tions.
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4. You can save the selections and sort criteria you made in the above
steps by clicking on the Template button at the bottom of the screen.
a. Click on Save as and type in a name for the template.
b. Click Confirm.

c. The next time you want to display the transactions using these set-

tings, click on the Template button. Select the name of the template
and click Open.

5. When you complete your selections, click Show to view the results. The
Select Transaction to Manage screen appears.

NOTE: The view (grid or hierarchy), column headings and order are based
on the selections you make on the Manage Transactions screen. An explana-
tion of the hierarchy and grid views is contained on the following pages.
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Grid View

=l

Tians. | Serialno. | Meter Az ‘workgroup |"orkgroup C. |‘Workgioup M. | User | Postal date | Mumber  ‘weight| Maximum ‘weight Limit  Minimum weight Limit Total weight| Weight unit | Basic Fe
o 1om 123 12345 Bt4-TM125 - Erka 06/14/2007 10 200 20.00 oz 0.410 00
_ 1001 123456 Manual Tr.. BM-TM125 pbrep 08/20/2007 45 200 30.00 oz 0.410 00
_oj2om 123 12345 Bt4-TM125 1 06/20/2007 10 0.20 200 oz 0.410 1.0
_o3m 1z 12345 BM-TM125 1 06/20/2007 0 020 2.00 oz 0410 1.0
_ o dom 123 12345 Bt4-TM125 1 06/20/2007 10 0.20 -2.00 oz 0.410 1.0
/B0 123 12345 BM-TM125 2 06/20/2007 0 200 0 2000 oz 0410 1.0
_ (GO0 123 12345 Bt4-TM125 1 06/20/2007 10 0.20 200 oz 0.410 1.0
o F0m 123 12345 BM-TM125 2 06/20/2007 A0 200 0 -20.00 o0z, 0410 1.0
_|Bom 123 12345 Bt4-TM125 Erka 06/14/2007 10 200 -20.00 oz. 0.410 00
_lsom 123 12345 BM-TM125 Enka 0BA14/2007 0 200 2000 oz 0.410 00
_ 10001 123 12345 Bt4-TM125 1 06/20/2007 5 0.00 0.00 oz 0.410 1.0

10 123 12345 BM-TM125 1 06/20/2007 5 000 0.00 oz 0410 1.0

123 12345 Eib4-TM125 06/20/2007 -

t]l

Oplions \‘l Close I
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Hierarchy View

% Select Transactions to Manage

= Start date End Date Total Pieces Total Charged Serial no. Meter Alias Workaroup W
06/14f2007 12:52:11 PM  06/14/2007 12:5211 PM 0D 1] 123 12345 BM-TM125
06/20/2007 10:17:11 AM  06/20/2007 10:17:11 AM 0 1] 123 12345 BM-TM125
06/2042007 10:17:11 AM  06/20/2007 10:17:11 AM D 1] 123 12345 BM-TM125
06/20/2007 10:17:11 AM  06/20/2007 10:17:11 AM 10 141 123 12345 BM-TM125
06/2042007 10:17:11 AM  06/20/2007 10:17:11 AM 10 141 123 12345 BM-TM125
06/20/2007 10:17:11 AM  06/20/2007 10:17:11 AM  -10 -141 123 12345 BM-TM125
06/14/2007 12:52:11 PM 061472007 12:52:11 PM 10 41 123 12345 BM-TM125
06/20/2007 10:17:11 AM  06/20/2007 10:17:11 AM & 7.05 123 12345 BM-TM125
06/2042007 10:17:11 AM  06/20/2007 10:17:11 AM & 7.05 123 12345 BM-TM125
0642042007 10:06:48 AM _06/20/2007 10:06:48 AM 123456 Manual Trxn Meter BM-Th125

i| i i‘

Expand All Collapse Al Options

Batch level column headings

I—E! Start date End Date Total Pieces Total Charqed
06/1472007 12:52:11 PM  06/14/2007 12:52:11 PM 0 0
Batches < 0642042007 10:17:11 AM_ 06/20/2007 10:17:11 AM 0 0

Collapsed (Batch Level) View
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Transaction level column
headings (green)

Transaction
level details

Mail piece
level details

Mail piece detail level
column headings (blue)

<

<

45

&

-l Start date End Date Total Pieces Total Charged
= Trans. Average Cost per Piece Workstation surcharge  Global surcharge
Nesomin W eipht A 2 Wonpht £imit M Wenmht £ o
- 061442007 12:52:11 PM  06/142007 12:52:11 PM 0 1]
-1 0.41 0 1]
7 &
-8 0.41 0 1]
-IE &
- 0642042007 10:17:11 AM 0642042007 10:17:11 AM D 1]
-2 1.4 0 1]
7 £z
=12 1.4 0 1]
-IE £z
- 0642042007 10:17:11 AM 0642042007 10:17:11 AM D 1]
-3 1.4 0 1]
7 £z
- 4 1.4 0 1]
-IE £z
- 0642042007 10:17:11 AM 0642072007 10:17:11 AM 10 141
-5 1.4 0 1]
7 & &7
- 0642042007 10:17:11 AM 0642072007 10:17:11 AM 10 141
=R 1.41 0 o
7 £z
- 0642042007 10:17:11 AM  06/20/2007 10:17:11 AM  -10 -14.1
-7 1.41 0 o
-IE & &7
- 06/14/2007 12:52:11 PM  06/14/2007 12:52:11 PM 10 1.1
-9 0.41 0 1]
7 &
- 0642042007 10:17:11 AM 0642042007 10:17:11 AM & 7.05
- 10 1.4 0 1]
F £
- 0642042007 10:17:11 AM 0642042007 10:17:11 AM & 7.05
=11 1.4 0 1]
F £
- 06/20/2007 10:06:48 AM 06/20/2007 10:06:48 AM 45 18.45
-1 0.41 0 1]

Expanded (Batch, Transaction and Mail Piece Detail) View
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Editing
Transactions

SV61938 Rev. F

This section describes how to modify the information associated with each
transaction such as its account number, carrier and class, number of pieces
of mail, the weight of each piece or mail, as well as any fees or surcharges.

You perform this operation as a manager at the Business Manager Host PC
using the Administration module.

1. Follow the steps 1-5 in Managing Transactiond in this chapter to display
the appropriate transactions.

2. Select the transaction you want to edit. You can select multiple transac-
tions using mouse clicks and keyboard key combinations:

» To select consecutive transactions, click on the first transaction you
want to edit, then press and hold down the Shift key, and then click
the last transaction.

» To select nonconsecutive transactions, press and hold down the Ctrl
key, and then click on each transaction you want to edit.

NOTES:

* In the hierarchy view, multiple batches may be selected, multiple transac-
tions may be selected (within or between batches), and combinations of
batches and transactions may be selected.

+ Mail pieces may not be selected.

+  When multiple batches are selected, you can only edit the following:
User, Account, Job ID, and User defined text.

3. Click on the Options button, then select Edit. The Edit Transactions

screen appears.

= Edit Transactions

General information Surcharges
Mumber | Global Surcharge
Meter | Account Surcharge
User |C7‘ tichadmin ﬂ Class Suicharge
“Workstation | Tl G ,—
Accounts ‘Workstation Surcharge 0.00 E:nge r
(¢ Search ( Advanced search
Search for Criteria: Advanced information
‘ Any = Oiigin
Clear . r
o Type of transaction
-
[ rchived Consolidated
Select Account: M
HE Level Code Mame |Global | Locked Description j
1 Acet 200014 200014 Rich's stul
= 0 Client 6.1 E1 @ <hew clie.
O TAcol 25 *® @ % =TT
= 1 Aot 100 o @ 100
= 25 Acctk 300001 300001 & <new s/a...
- oot 400001 00001 % Category ‘
< | 3~
Destination
Preset [ R ‘
Job [ = ®
User defined [ = % Change Rates and Fees
Amounts - Currencies in US Dollar
Change Base Details | Base Total
Change Fee Amounts | FeesTalal
Tranzaction total
Close
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4. Use the Edit Transactions screen to modify the transaction information.
For example:

To change the user, click the appropriate drop-down arrow and se-
lect an alternate user from the list.

To change the account to which the transactions are charged, click
in the check box that corresponds with the new account name.

NOTE: If you have multiple clients or accounts, you may want to search
the account list. Refer to [Searching Accounts in Chapter 3 for more infor-
mation about the account search feature.

To change the associated preset, job, click the appropriate drop-
down arrow and select an option from the list.

To change the user-defined information, click in the user-defined
text field and enter the new information.

To change the weight, base postage amount, or the number of
pieces of mail in the transaction, click on the Change Base Details
button. The Transaction Base Details screen opens. Click in the ap-
propriate field and type in a value. Click Confirm at the bottom of
the screen when done.

= Transaction Base Details

Unit ‘wWeight Base Amount| Humber of Fieces Upper Eound
2.00 0.410 10 0.00

To change the fees, click on the Change Fee Amounts button.
The Postal category valuation screen opens. The list of fees you can
change depends on the carrier for this transaction.

Click in the appropriate field and type in a new value. Click Confirm
at the bottom of the screen when done.

% postal category valuation

Please enter valuation for the selection postal category

United States Postal Service

eceipt Electronic

To change the carrier and class or fee, click on the Change
Rates and Fees button in the “Advanced Information” section. For
details refer to [Selecting Rates for Processing Mail in Chapter 2 of
this guide.

5. When you are finished editing the transaction, click Done. The following
message displays:
“The operation has been saved”.
Click OK and the Select Transaction to Manage screen reappears.

7-10
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Voiding
Transactions
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This section describes how to void transactions. Note that when you void a

transaction, the transaction is no longer charged to an account. However,

the transaction is still deducted from the meter register.

You perform this operation as a manager at the Business Manager Host PC

using the Administration module.

1. Follow the steps 1-5 in Managing Transactiond in this chapter to display
the appropriate transactions.

2. Select the transaction(s) you want to void.

3. Click on the Options button, then select Void. The Void Transactions
screen appears, displaying the transaction(s) to be voided.

= Yoid Transactions

The following transactions will be voided:

[Trans. | Serialno. [Workgioup |User |PresetC. | PresstM. [Job C. [Job M. [Client Code | Client Desc. |Account Code |Account M. | Account Descriptic
2 123 BM-TH125 1 3

Acme Inc. 200013 Software Software Departme

= i | >

LConfirm | Close

4. Click Confirm. The transactions are voided and the system returns to
the Select Transactions to Manage screen.
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Splitting
Transactions
Between
Accounts

7-12

If after running transactions at a Data Collector PC you decide you want to
assign some of those transactions to another account follow the procedure
here.

You perform this operation as a manager at the Business Manager Host PC
using the Administration module.

1.

Follow the steps 1-5 in Managing Transactiond in this chapter to display
the appropriate transactions.

Select the transaction you want to split.

Click on the Options button, then select Split. The Split Transactions
screen appears, displaying the account list and number of pieces in the
existing transaction.

— Split Transactions X

The Original Tranzaction will be zplit into bwo new tranzactions:
Mew Tranzaction containg mailpieces that are transferred from Original Trangaction
Fiemaining Original Transaction  containg remaining mailpieces that are not transferred

Tranzfer Mailpieces from Original Tranzaction to Mew Tranzaction

Mumber of mail pieces in this new transaction [1-44)
Total number of mail pieces in the existing transaction |45—
Select A t for New T
@+ Search ( Advanced search .
Search far: Criteria:
| Ay j
Clear @+ Code [ Exact match
" Mame
" Description
Select Account: M
r Level Code Mame |Global | Locked | Description
= Business Mana...
= 0 Clignt 3 Acme .. Acme Inc.
O 1 Acct 200009 Acocou... Accounts ...
] 1 Acct 200010 Hurna... Human ...
Engin... Engineer...
= 1 Acct 200013 Softw... Software ...
O 25 Acct 300001 Produ... Software ...
O 25 Acct 300002 Testing Software ...
[} 1 Acct 200014 anu... Manufact...

Caonfirm

Specify the number of mail pieces in the new transaction in the Number
of pieces in this new transaction field.

Select an account for the new transaction.

NOTE: If you have multiple clients or accounts, you may want to search the

account list. Refer to [Searching Accountd in Chapter 3 for more information

about the account search feature.

Click Confirm. The updated transaction information appears on the Se-
lect Transaction to manage screen.
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Correcting
Unverified
Transactions
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If for any reason an account is deleted or disabled on Business Manager,
and you charge transactions to that account, you will get an unverified
transactions message when those transactions are sent from the mailing
system to Business Manager. You will also get an unverified transaction
message if you imported transactions and selected the “Make the transac-
tion an unverified transaction” option.

1. To view and correct unverified transactions, select Transactions |
Resolve Unverified Transactions.

% Unverified Transactions

~ Unverified Batch

" Code © FulMame ¢ Description
Account I EI
User |
Job |
-~ Unverified T

Apply the changes o the selection I

Postal System I

Carrier |

Class |

Lel L

Lpply the changes to the selection I

Canfirm

2. If you are correcting an unverified batch:

a.

b.
c.
d.

Click the %= | button and select an account to which you want to
charge the transaction.

NOTE: If you have multiple clients or accounts, you may want to search
the account list. Refer to [Searching Accountd in Chapter 3 for more infor-
mation about the account search feature.

Select a user from the User drop-down list.
Select a Job from the Job drop-down list.
Click on the Apply the changes to the selection button.

3. If you are correcting an unverified transaction:

a.

b.
c.
d

Select a postal system from the Postal System drop-down list.
Select a carrier from the Carrier drop-down list.

Select a class from the Class drop-down list.

Click on the Apply the changes to the selection button.
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Adding Manual
Transactions

7-14

Before you can add manual transactions, you must have a meter connected
to your Data Collector PC that is also registered with the Business Manager
Host PC, or you need to create a virtual meter to which you
transactions. For information on adding a virtual meter, see

can assign the

tual Meter for Manual Transactiond in Chapter 5 in this guide.

You can add manual transactions at the Business Manager Host PC using
the Administration module, or you can add them at the Data Collector PC as
an operator. To create a manual transaction:

1. Navigate to the Manual Input screen. There are several ways to do this:
» If you are at the Host PC, select Transactions | Manual input.

» If you are logged onto one of the Data Collector PC PCs, click on
the Manual input button at the bottom of the Process mail screen.

«  Follow the steps 1-5 in Managing Transactiong in this chapter to
display transactions. Click on the Options button and select Create
Manual Transaction.

The Manual Input screen opens.

NOTE: If a section has an asterisk (*) next to its name, you must enter infor-
mation in the field(s) in that section in order to process the transaction.

B Manual Input X
User 1 Wednesday. June 20, 2007 10:31:20 AM
Transaction Type

(* PerFiece " Tiansaction Total Predefined [ =
= Meter Selected [ =)
Pastal Non [ =l
Serial No. [ Transaction Start Date: Postal date

[o6/20/2007 =] [10:30:51 am = [ 672072007 =]
™ Code * Name Transaction End Date

Cods | = % [06/20/2007 -+ [10:30:51 &M =

Name |
" Code & Name
Code | |

@ Seach ( Advanced search

Sesrch far Criteria: Description |

| Any j

Clear = Code [~ Ewactmatch | | Userdefined |
" Mame
" Description
YT -
Select Account: Wiew | T oz. Enter weight
r Level Code Name | Global |Lock... | Descrip *
B i 2usimess Mar... m n l Surcharge Type: No Surcharge
= hient cm cme Ir Surch:
Surch A l 0.000 SISl =83
O 1 Aot 200003 Azco... Aocoun T AT €
O Thect 200010 Hum Hurnan
] 1 Aot 200011 Engi.. Enginee Base amount Fees amount Piece count
= 1 Acct 200013 Soft Softwar, + 2|
FE
m] 25Acct 30000 Prod. Sattwar| | || oo 608 4[] o
O 254cct 300002 Testing Softwar
El Total amount  0.000
‘ Close
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In the “Transaction Type” section click the radio button that corresponds
with the mode you want to use.

» Click the Per Piece radio button to enter postage information that
will be applied to each piece of mail that is run as part of the trans-
action.

» Click the Transaction Total radio button to enter postage informa-
tion for the entire transaction.

Select the virtual meter from the Postal No. drop-down list.

If you are not using presets, go to step 5.

If you have defined optional presets, you can click on the down arrow in

the Name field of the “Preset” section and choose the appropriate pre-

set. This fills in all of the information in the “Account”, “Job” and “Rates

category” sections. The Postal category valuation screen appears with a

place for you to enter the postage amount. Enter the amount and press

the Done button.

4 Postal category valuation

Please enter ion for the selection postal gory

Carrier Urited States Postal Service

Class Class 3 Di

Select an account in the “Account to be incremented” section. Remem-
ber, if you have multi-level accounts you can only charge to the lowest
level in the account.

NOTE: If you have multiple clients or accounts, you may want to search the
account list. Refer to [Searching Accountd in Chapter 3 for more information
about the account search feature.
Select the rate, class and any special fees in the “Rate Category” sec-
tion.
» If you have pre-defined rate categories, choose a category from the
Predefined drop-down list.

» For other rates, click on the selected rates ( -:"JI |) button. Refer to
Selecting Rates for Processing Mail in Chapter 2 in this guide for
details.

NOTE: If you selected Transaction Total in step 2, you will not be able to
select special fees.

If appropriate, fill in the information in the “Dates” section. You can:
» Select a start date/time and end date/time for the transaction.
» Select the postal date.
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8. To select a job, click on the down arrow in the in the Name field of the
“Job” section and choose from the list of pre-defined jobs.

9. If appropriate, enter text in the “User-Defined Text” section.
10. To add weight information, click on the Enter Weight button. Type in the

weight and click Confirm.

11. To add a surcharge to the transaction, click on the Surcharges button.
Enter the surcharge information and click Confirm.
12. The information you enter in the “Postage ($) and Pieces” section will
vary, depending upon the transaction type you chose.
a. If you selected the Per Piece transaction type, you will need to enter
the following information in the “Postage ($) and Pieces” section:

—~ Postage [$] and Pieces

Baze amount

Fees amaount

| 0.000

+
|

nooo 24| X|] 0

Fiece count

Total amount

0.000

“Postage ($) and Pieces” Section - Per Piece Selected

Enter the base postage amount in the Base Amount field.

If you are applying fees to the transaction, click the button.
Enter the appropriate amount(s) and click Done.

Enter the number of pieces in the Piece Count field. The “Total
Amount” section will populate with the total postage amount.

b. If you selected the Transaction Total transaction type, you will need

to enter the following information in the “Postage ($) and Pieces”
section:

* Postage [$] and Pieces

Total amournt Piece count Fees amount
| n.ooo | ¢ o [T 0.000 % |
Base amount  0.000

“Postage ($) and Pieces Section - Transaction Total Selected

Enter the total amount of the transaction in the Total Amount

field.

Enter the piece count in the Piece Count field. The “Base
Amount” section will populate with the per piece postage

amount.

NOTE: You cannot apply fees in Transaction Total mode. As a result,
the “Fee Amount” is set to zero.
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13. Click the Create Transaction button.

+ If the total amount cannot be divided evenly by the number of piec-
es, a dialog box will appear. Click OK to continue.

NOTE: If you selected the “Transaction Total” transaction type, and the total
amount cannot be divided evenly by the number of pieces, a dialog box will
appear. Click OK to continue. Business Manager will create two separate
transactions.

»  The first transaction (Transaction 1) will be rounded to the closest amount
(above or below) the transaction amount that can be divided evenly by
the number of pieces.

» The second transaction (Transaction 2) includes the remainder (negative
if Transaction 1 is greater than the total amount, positive if Transaction 1
is less than the total amount).

The sum of the postage amounts in Transaction 1 and Transaction 2 will be

equal to the total amount you entered.

14. A dialog box appears with the values/information you selected for the
transaction. Click Create.

NOTE: If Business Manager created a second transaction, a second dialog
box will appear with the values/information for the second transaction. Click
Create to continue.
15. Business Manager saves the transaction information and returns to the
Manual Input screen.
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Viewing the
Corrections
Log

7-18

The corrections log allows you to search for and view modified transactions.
From the main menu, select Transactions | Correction Log. The Cor-

1.

rection log screen appears.

il Correction log,

~ Type of modification made to the

Criteria

£ [ iHieak down and allocate 4 tansachion o several oihers [~ Meter I

2 Change the account to be incre;
2o [~ Extemal adding of a transaction

mented by a transaction I User I

El

[ Between |06/01/2007 =] and [08/30/2007 =]

G tion list

Source lransaction || Target transaction

Display the line |

Print the lins

Fiint I

Seaich | Close

Click in the check box that corresponds with the type of modification that

was made to the transaction:

< Break down and allocate a transaction into several others,
» Change the account to be incremented by a transaction, or
» External adding of a transaction.

Select the appropriate criteria for your search. You can use any combi-

nation of the following to search for transactions:

* Meter - Select a specific meter by clicking in the check box and se-
lecting a meter from the Meter drop-down list.

» User - Select a specific user by clicking in the check box and select-
ing a user from the User drop-down list.

» Date range - Select a date range during which the transaction was
processed by clicking in the check box and choosing a start date
and end date on the appropriate drop-down calendars.

Click Search. The transactions that match your search criteria appear

on the screen.
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5.

6.

Select a transaction and click the Display the line button to view de-
tailed information about the transaction. The Mail piece detail screen
appears.

il Mail piece detail

General information

Edit Transaclw User ’17
Meter ’7‘123 “workstation W
Starting on ’m

Ending on ,m Postal date 0642042007

Accounts
" Code O FullName ™ Description

Client |seme Inc.

Account  |Software Department Account

Sitccount | Software Testing Account

S-S thecount]

Preset |

Joh [
User defined |

Amounts - Currencies in US Dollar
Baszic amount pEr piece | 0410 global | 0.000

Fees amount per piece | 1.000 global | 0.000
|_ Mumber of mail pieces 5 Unit weight 0.00 oz

Lloze

a. Click the Advanced button to view more detailed information about
the transaction.

b. Click Close when done.

If you want to print information about a specific transaction, select the
transaction and click the Print the line button. The Transaction Detail
screen appears.

If you want to print the entire corrections log, click the Print button. The
Corrections Log screen appears.

Click on the Print button to print the transaction information.

If you want to export the transaction information, click on the Export
button. The Export Report dialog box appears.

a. Select the appropriate file type from the drop-down list. You can ex-
port the report as a pdf, Word (rtf), Excel (xIs), html or text (ixt) file.

Type the file name in the “File Name” field.

Click Save.

A dialog box appears indicating the export was successful. Click OK.
Click Close.

© Q0T
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Archiving The Save Transactions feature allows you to send data from the working

Transactions database to a separate archiving database. You must be a manager to per-
form this operation.

NOTE: Data from the Host database (in host to host setups) can be saved to a
separate database as well.

Follow the steps below to save Business Manager transactions.

1. From the Business Manager main menu, select Utilities | Maintenance

| Archive Transactions. The Archiving Business Manager transactions
screen appears.

$ Archiving Business Manager transactions

—Datab to backup

Period
’7|7 Archive data relating to a specific period Start | 1241042007 LI End |12x’1 2/2007 LI ‘

[~ Only archive new transactions that have not aeady been saved

™ &z0 archive pending accounts

e

’V Aychive according to the settings I ‘

I Lloze

2. Select the appropriate settings.

3. Click the Archive according to the settings button. The system will
save transactions according to the settings you selected.

IMPORTANT: Archived transactions cannot be edited or restored to the
Working database.

4. Click Close.
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Types of
Surcharges

8-2

You can apply the following surcharges using whenever you process mail:

» Account surcharge - when a transaction containing an account with a
defined surcharge is received at the Host PC, the amount of surcharge
is computed based upon the type surcharge selected.

* Job surcharge - when a transaction containing an job with a defined
surcharge is received at the Host PC, the amount of surcharge is com-
puted based upon the type surcharge selected

* Global surcharge - this applies a surcharge to all mail runs. The
amount of surcharge is computed based upon the type surcharge se-
lected.

+ Data Collector PC or mail processor surcharge - this applies the
surcharge at the Data Collector PC when you process mail on a meter
or mailing machine connected to that Data Collector PC. The amount of
surcharge is computed based upon the type surcharge selected. This is
also referred to as a workstation surcharge.

» Class surcharge - this applies the surcharge when you use a particular
class to process mail. You can add a surcharge to the predefined usual
or standard carriers, classes and fees and to the user defined carriers,
classes, and fees. The amount of surcharge is computed based upon
the type surcharge selected.

You can apply the following types of surcharges:

* Flat rate - this applies a fixed surcharge for every mail run or batch.

* Per piece - this applies a fixed surcharge for every piece of mail.

* Percentage - this applies a surcharge as a percentage of the base
amount of either the batch or the transaction.

You can also combine these types of surcharges. For example, you can add

a percentage and a per piece surcharge to the same account.

NOTE: If you are adding surcharges for use with a Connect™ Series system,
refer to Appendix D, Interfacing with a Connect+™ Series Systen] in this guide.
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Adding
Surcharges to
Accounts
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You add surcharges to accounts at the Business Manager Host PC using
the Administration module. You must be a manager to perform this opera-
tion.

Whenever you add a surcharge at the account level, the surcharge is ap-

plied every time you process mail using that account.

To add surcharges:

1. Select Parameters | Accounts and clients. The Clients and Accounts
screen appears.

2. Click on the Surcharges button and the bottom of the screen and the
Account Surcharge screen opens.

& Account Surcharge El

Accaunts Surcharge Infarmation for Selected Account
& Seach  Advancedsearch
& SEEEn Citeria Surcharge Type
[ any = Type of Surchaige
@ 3 r ]
0
o Surcharge Value and Units
Flat Riate Per Piece Percentage
Select Account View | T [
 EE Level Code Mame | Global |Locked Description +
E Business Mana... Units
[} 0 Client 3 Acme . Acme Inc.
O 1 Acct 200009 Acco.. Accounts...
[} 1 Acct 200010 Huma.. Human R...
O 1 dect 200011 Engin... Engineeri.. Disposition
[} 1 Acct 200013 Softw... Software ... Charge Back
O 25Acct 300001 Produ. Software ...
[} 25Acct 300002 Testing Software ...
O 1 Acct 200014 Manu.. Manufact...
< | & ~|
IV Automatically select dependent accounts
Cose |

3. Select the account(s) to which you want to apply the surcharge:

» To select all of the accounts, click on check box at the top of the ac-
count list so that a check mark appears.

» To deselect all accounts, click on the check box at the top of the ac-
count list so that the check mark disappears.

* To select individual accounts, click in the box in front of each ac-
count.

NOTE: If you have multiple clients or accounts, you may want to search
the account list. Refer to [Searching Accountd in Chapter 3 for more infor-
mation about the account search feature.

e To select all of the accounts and sub accounts for a client, make
sure there is a check mark in the box in front of “Automatically select
dependent accounts” at the bottom of the screen. (When you click
on the box in front of the client, all of the accounts and sub accounts
will be selected automatically.)
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4. Once you select the account(s), click on the drop-down arrow in the
“Type of Surcharge” field and select the surcharge.

— Surcharge Information for Selected Account——————————————

— Surcharge Type

Type of Surcharge

Mo Surcharge j

Mo Surcharge
Flat Rate

Percentage

1| Percentage + per tranzaction

Per piece + per tranzaction

u Percentage + per piece

I_ Percentage + per transaction + per piece
s

5. Once you select the type of surcharge, click in the appropriate field in
the “Surcharge Value and Units” section and enter the value.
NOTES:
«  The maximum amount you can enter in the flat rate field is $9999.998.
«  The maximum amount you can enter in the per piece field is $9999.998.
*  The maximum amount you can enter in the percentage field is 1000.000.

— Surcharge |nformation for Selected Account

— Surcharge Type
Type of Surcharge

Per piece j

— Surcharge Walue and Units

Flat Rate Fer Piece Fercentage
oo (25 [0
Units

[s =

6. To show the amount of the surcharge on the invoice reports, select Yes
from the drop-down menu in the Charge back field in the “Disposition”
section.

7. When you are done, click on the Apply Surcharge Choices button,
then click on the Close button at the bottom of the screen.
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Adding You add surcharges to jobs at the Business Manager Host PC using the
Surcharges to Administration module. You must be a manager to perform this operation.

Jobs To add surcharges:

1. Select Parameters | Jobs. The Jobs screen appears.

2. Click on the Surcharges button and the bottom of the screen.
3. Click on and select the job to which you want to add a surcharge.
4

Click on No Surcharge in the “Surcharge type” column and select the
type of surcharge from the drop-down menu.

# Jobs - Surcharges

Surcharge lype Flat Rate| Per piece Unit % Charged back.
-

o =
.~ Job 789 - Job 783

Percentage + per transaction

Per piece + per tranzaction

Percentage + per piece

Percentags + per transaction + per piace

[ Frint I LConfirm | Close

5. Once you select the type of surcharge, click in the appropriate value
field for that surcharge and enter the surcharge amount or percentage.

6. To show the amount of the surcharge on the invoice reports, make sure
there is a check mark in the Charged back check box.

7. When you are done, click on the Confirm button.
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Adding Global

You add global surcharges at the Business Manager Host PC using the Ad-

ministration module. You must be a manager to perform this operation.
Surcharges gertop P
To add a global surcharge:
1. Select Parameters | Configuration | Global surcharges.
2. Click on No Surcharge in the “Surcharge type” column and select the
surcharge from the drop-down menu.
;-iJ Surcharge parameters E|
‘Workstation suicharges parameters
‘wiorkstation surcharges Surcharge type Flat Rate| Per piece Unit 4 Charged back
‘_ Workstation surcharges Mo Surcharge 3 [m]
Global surcharges parameters
Global parameters Surcharge type Flat Rate| Per piece Unit k4 Charged back
-‘ Global parameters ’W;l [m]
Mo Surcharge
Flat Rate
Per piece
H
Percertage + per transaction
Per piece + per ransaction
Percentage + per piece
Percentage + per ranzaction + per piece
| Confirm Cloze
3. Once you select the type of surcharge, click in the appropriate value
field for that surcharge and enter the surcharge amount or percentage.
4. To show the amount of the global surcharge on reports, make sure there
is a check mark in the Charged back check box.
NOTE: You can also add workstation surcharges from the Host PC. Follow steps
2 through 4 above for the “Workstation surcharges parameters” section of the
screen. To add workstation surcharges at a Data Collector PC, see Adding Sur-
charges at the Data Collector PC in this chapter.
8-6
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Adding

Surcharges

at the Data

Collector PC

SV61938 Rev. F

When you run mail at a meter or mailing machine, you can add a surcharge
to the transaction at the Data Collector PC to which the meter/mailing ma-
chine is attached. This is also referred to as a workstation surcharge.

You can also add a workstation surcharge when adding manual transac-
tions.

You can add these surcharges as an operator or manager.

1. To add a workstation surcharge you must be in the Process mail or
Manual input screen.

2. Click on the Surcharges button at the bottom Process mail or Manual
input screen. This opens the Surcharge parameters screen.

) Surcharge parameters
Job surcharges

Surcharge lype Flat rate Per piece Unit % Chargeback

[ | | [ r
Clazs surcharges

Surcharge type Flat rate Per piece Uit % Chargeback.
[ | | [ r
Account surcharges

Surcharge type Flat rate Per piece Uit % Chargeback.
[ | | [ r

Global surcharges
Surcharge type Flat rate Per piece Uit % Chargeback.
[Mo Surcharge [ oo | 0.00 [ om

\Warkstation surcharges

Surcharge parameters

‘Workstation surcharges Surcharge type Flat Rate| Per piece| Unit % Charged back
-’_ ‘workstation surcharges Mo Suchaige O

| Canfirm

3. The upper portion of the Surcharge parameters screen shows the sur-
charges already added to the job, account, or class associated with this
transaction. It also shows any global surcharges added. You cannot
modify any of these surcharges at this screen.

4. To add a workstation surcharge to this transaction, click on No Sur-
charge in the “Surcharge type” column and select the surcharge from
the drop-down menu.

5. Once you select the type of surcharge, click in the appropriate value
field for that surcharge and enter the surcharge amount or percentage.

6. To show the amount of the workstation surcharge on reports, make sure
there is a check mark in the Charged back check box.

7. Click Confirm when done.
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Addin You can add a surcharge to the predefined usual or standard carriers, class-
J

Surcharges to es and fees and to the user defined carriers, classes, and fees.

Classes To assign a surcharge to a carrier class, you need to be logged in as a man-

ager at the Business Manager Host PC and use the Administration module.

in . Select Parameters | Configuration | Carriers, Classes and Fees
Adding 1. SelectP t Confi ti Carri Cl dF
Surcharges Predefine Usual Carriers, Classes and Fees.

to Predefined 2. The Usual Carriers, Classes and Fees screen opens.

Standard *’,‘ Usual Carriers, Classes and Fees

Classes,

Carriers y and & ARBORNE @HomeZD Defaul Destination B eyond COD

Fees i USPS 10Flat Default Destination

Surcharge Other rate category ...

Carrier |AIRBORNE
Class I@H ome2D
Fees IBe_l,lond cao

Current category details

I LCloze

3. If there are no predefined carriers listed in this screen, or if you need to
create a new one, go to step 4.

If the carrier you need is listed here, go to step 11.

4. To create a new carrier/class, click on the Other rate category button.
The Postal category selection screen open. This screen lists the avail-
able carriers.
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4 postal category selection

— CCF Source

' |mported CCF [v037)

7 User Defined

AIRBORME
BURLINGTOM

INTERPOST
LTL_CaR
OtherCar

Carrier selection

Burlington

Carrier Log

DHL

D Modes

Federal Express
International Post

LTL Carrier

ALl OTHER CARRIERS

B3

[

w

Erevious | Mext |

Lonfirm | Cancel

5. Click on the appropriate option button in the "CCF Source" section.
Business Manager comes with the most commonly used carriers and
their standard classes of service. To use these, click on the option for

Imported CCF.

6. Select and highlight the carrier you want, then click Next. A list of avail-

able classes appear.

& postal category selection
— CCF Source

' |mported CCF [+037)

7 User Defined

@Home2D
@Home2DC
@HomeDel
@HomePkg
2D ayltr
2DayPlkg
CarExLtr
CanExFkg
ExpLir

Class selection

@Home Second Day Package

@Home Second D ay Package W/ Del. Conf.
@Home Ground Package W/ Del Conf.

@Home Ground Package
2nd Day Letter

2nd Day Package
Canada Express Letter
Canada Express Package
Express Letter

][

[

v

PBrevious | Mext |

~ Items already

lected

Carrier

Airborne

Lonfirm | Cancel

7. Select and highlight the class you want, then click Next. A list of avail-

able services appears.

* If you are done, click Confirm.

» If you want to select a service, click on the service and then click
Next. You can continue to add services by clicking selecting the ser-
vice and clicking on the Next button. As you add services, they are
displayed in the "ltems already selected" box. Click Confirm when

done.
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8-10

10.

11.

12.

13.

14.

15.

16.

17.

When you are done, click the Confirm button. The Usual Carriers,
Classes and Fees screen reappears.

Click the button at the bottom of the screen to add this as a new

preselected class.

You are prompted to enter a description of the new preselected class.
You can accept the default or enter a new name. Click Confirm.

Click the Surcharge button and the Surcharges screen opens.

Q' Surcharges

ﬂA"DW multi selection
Account hierarchy Surchaige ype Flat Rate| Per piece Unit % | Charged back. ~
I 88 USPS - United States Pastal Service
Z; PkgSPP - Package Services Par.. Mo Suichaige
f;‘l PkgSBPMF - Package Services No Surcharge

Z; Priority - Priciity Single Piece Mo Surchaige
f;‘l 1CSPiece - First Class Single Piec... No Surcharge
Z; Express - Express Mail Mo Surchaige

f;‘l MedMISP - Media Mail Single Piece No Surcharge
Z; PkgSLiSP - Package Services Li... Mo Suichaige
f;‘l StdMMNAMy - Standard Mail Mon No Surcharge
Z; StdMMAZD - Standard MailMon ... Mo Suichaige
f;‘l StdMECr - Standard Mail Enhanc...  No Surcharge
Z; StdMaADC - Standard Mail Auto ... Mo Suichaige
f;‘l StdMa35D - Standard Mail Auta No Surcharge
Z; 1CMAPres - First Hon Auto Presor... Mo Suichaige
f;‘l 1CACRLe - First Auta Carrier Route No Surcharge
Z; PCAMAADC - First Auto Mized A... Mo Surchaige
f;‘l PCA3Dig - First Auta 3 Digit Poste... No Surcharge
Z; MedDisP - Media Mail Discount P... Mo Suichaige
f;‘l Intl Exp - Intemnational Express No Surcharge
Z; PhdIntl - Priority Mall International Mo Suichaige
f;‘l |IE«pFR - Intemnational Express Fla... No Surcharge
Z; MBagSAL - Mbag Surface AirLift ... Mo Suchaige
f;‘l SmPacket - Small Packets Intern... No Surcharge
Z; 15AL - Intemational Surface Air Lift Mo Surchaige

_ 9 MailBaa - Mail Baa Internationsl Wo Surchanoe L)
|

| R Canfirm LClose

NNENRNRENEREEREEREEREEEEEE

|~

To add a workstation surcharge to this class, click on No Surcharge in
the “Surcharge type” column and select the surcharge from the drop-
down menu.

Once you select the type of surcharge, click in the appropriate value
field for that surcharge and enter the surcharge amount or percentage.

To show the amount of the class surcharge on reports, make sure there
is a check mark in the Charged back check box.

Click the Confirm button, then Close.
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Adding 1. Select Parameters | Configuration | Carriers, Classes and Fees |
Surcharges to User Defined Carriers, Classes and Fees.
User Defined 2. The Manage User Defined Carriers, Classes and Fees screen opens.
Carriers, _
Classes and a Manage User Defined Carriers, Classes and Fees |£|
J
FeeS Poztal Syztem Default ;I
Yo Camiers, Classes and Fees
=1 g8#t Carier 123
% Clags 123
g Clazs 234
~ Fee 123

Surcharge I

Export | LCloze

3. Select the Class or Fee you want to add the surcharge to, and then click

on the Surcharge button at the bottom of the screen. The Surcharges
screen opens.
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4. Click on the No Surcharge in the “Surcharge Type” column and select
the surcharge from the drop-down menu.

& Surcharges ‘Xl

-HIA\IDW multi selection

| Bccount hierarchy
(| g8t Carrier 123 - Carrier 123

§ No Suchorge - | NN I [N N
| Class 234 - Class 234 No Surchaige

Flat Rate

Per piece

%

| Surcharge type Flat Rate  Per piecs| Unt | %|  Charged back|

Percentage + per fransaction

Per pigce + per transaction

Percentage + per pisce

Percentage + per lransaction + per pisce

Frrint I Confirm | Close

5. Once you select the type of surcharge, click in the appropriate value
field for that surcharge and type in the amount or percentage.

6. To show the amount of the surcharge on reports, make sure there is a
check mark in the Charged back check box.

7. Click the Confirm button, then Close.
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Viewing and
Printing
Reports

9-2

You can view and print reports from the Business Manager Host PC. Both
managers and report users can view and run reports. For a brief description
of the most common types of reports, see [Types of Reports Availabld in this

chapter.

1. Select Reports | Reports.

2. Click in the Database selection field in the main Reports screen and
choose the appropriate database.

] Reports

S el

D b
’7 “wiorking database

=]

— Report list

Yearly by Month

Account Summary by Carier

Budget Performance

Carrier/Clasz Summary

Job Surmmary

Meter Accounting

Meter Discrepancy

Meter Summary

Operator Performance Profile
Operator Summary

Meter Reconciliation Summary

I Detailedl Formsl Custom Heporll

Carrier Class Fee Summary by Account

DM Weight Break by Account-Carrier-Class
DM w/eight Break by Carrier Class

Last report

%

Custom Report

Scheduler I

Sellings... I PFrint Last report

Cloze

If you want to run reports on all of the databases collected at the master
Host PC, select Consolidated. To run reports from the local Host PC,

select Working.

at the bottom of the screen.

In the “Reports list” section, click on the tab to select the type of report
(Yearly by Month, Summary, etc.).

To run a specific report now, follow the steps here. To run one later, go
to the section [Scheduling a Report.

Click on and highlight the specific report, then click the Settings button
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6. The next screen that appears depends on the type of report you se-
lected. For example, if you select Postage Charged, under the “Yearly

by Month” tab, then click on the Settings button, the Postage Charged
screen opens.

B Postage Chargad rg|
. [ MinorPeriod Date 5electon

* Use predefined period 0140142008 0143142008 Change Period ...

" Select Relative D ate

" Use another Date Range
Start Date End Date
Account 5 election
Accounts Selected : all Change...

System Accounts

* Exclude Spstem Accounts (report totals will reflect transaction adjustrments)
" Include Systerm Accounts [report totals will match meter registers)

Selection Dptions
¥ Shaw disabled accounts

Account Haming

" Show account Hame
{* Show account code
" Show account Description

Show Report | Cancel |

7. To change the period, click on the Change Period button.
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9-4

8. To change the accounts on which you are running the report, click on
the Change button in the “Account Selection” section. The Clients and

11.

Accounts -

Select and sort screen appears.

(v Search ( Advanced search .
Search for: Criteria:

| Any ;J
I:I Clear * Code [~ Ewact match
" Mame
" Description
Select Account; Wiew
= Lewel Code Mame |Global | Locked | Description
= Business Mana...
= 0 Client 3 Acme... Acme Ine.
1 Acct 200003 Acco.. Accounts...
1 Acct 200010 Huma... Human R...

1 Acct 200011 Engin... Engineeri...
= 1 Acct 200013 Softw... Saftware ...
25 Acct 30000 Produ... Software ...
25 dcct 200002 Testing Software ...
1 Acct 200014 Manu... Manufact...

Oooooooono

v Automatically select dependent accounts

» To select all of the accounts, click on check box at the top of the ac-
count list so that a check mark appears.

» To deselect all accounts, click on the check box at the top of the ac-
count list so that the check mark disappears.

* To select individual accounts, click in the box in front of each ac-

count.

NOTE: If you have multi
the account list. Refer to

mation about the account search feature.

ple clients or accounts, you may want to search
earching Accountd in Chapter 3 for more infor-

» To select all of the accounts and sub accounts for a client, make
sure there is a check mark in the box in front of “Automatically select
dependent accounts” at the bottom of the screen. (When you click
on the box in front of the client, all of the accounts and sub accounts
will be selected automatically.)

Click the OK button. The Postage Charged screen reappears.

. To view all of the system accounts, click on the option button in front of

“Include System Accounts (report totals will match meter registers)” in
the “System Accounts” section. Refer to the [System Account Reportd
section in this chapter for more information.

To display the report on the screen, click on Show Report.

You can then review the report, make changes, print, e-mail or export it.

Refer to |E-mailing a Repori section in this chapter or [Exporting Reportd

in Chapter 11 for more information.

To schedule a report to run later, refer to the IScheduling a Repor] sec-
tion in this chapter.
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E-mailing a Enabling the Report E-mail Feature
Report Business Manager provides an option to e-mail standard reports as PDF
files. You must have manager level access rights to enable this feature.

To modify the summary report settings:

1. Select Parameters | Configuration | Environment | Software. You will
be prompted to enter your password.

2. Once you enter password and click Confirm the Software screen ap-
pears.

3. Click on the Options and acquisition tab to display the report settings
for Business Manager.

& Software

Bar code acquisition] M_isc.] Qolorsl glarms]

Database  Options and acquisition l I:icense] Fegional options ﬂetwolk]

-:_ﬂ Budgets
O Enable &ccount Level Budgeting
O Enable Budget Rollover
Rallover Megative Budget Amounts
@ Rollover method
O Auto Rollaver
& Manual
ij Reports
O Honechome Logos on reparts =
Digplay previous report preview in the report screen
Dizplay the reprint statuz when dizplaying and printing an old repart
O Summary reports ¥TD end date zame az user selected end date
O &llow a user to send a repart by e-mail
O Prompt for destination address
O When prompted, changes are saved to the default destination address
T Default destination address (1
O Use Microsoft Outloak to e-mail reports
O Use Lotus Nates to e-mai reparts
O Use M&P to email reports
T Userto declare to MAPI {)
T Password for this MAPI user [)
- Data display
E Default selection for analysis period
& Mo analysis period

QO Transaction date
{7 Phstal date ~

Confirm Cloze

|

4. Click in the Allow a user to send a report by e-mail box so a check
mark appears.

ij Reports
O Monochiome Logos on reports
Diizplay previous report presviess in the report zcreen
Diizplay the reprint status when dizplaying and printing an old report

Click here so O Summary reports YTD end date same as user selected end date
a check mark — > [ &llow a user to end a report by e-mail
appears. O Prompt for destination address

O ‘when prompted, changes are saved to the default destination address
I Default destination address ()
O Twto use Microsoft Dutlook to send thiz e-mail
O Twto use Lotus Motes to send thiz e-mail
O T to use MAP! to send this e-mail
T Userta declare to MAFI ()
I Password far this MAP user ()
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5. You can have Business Manager prompt for a destination address, and

save the address as the default. You can also specify the desired pro-
gram to send the e-mail.

Option

Description

Prompt for
destination address

If checked, the operator must type or validate the desti-
nation address to send a report by e-mail.

When prompted,
changes are saved
to the default
destination address

If checked, the operator is prompted to enter or validate
the destination address. If the operator changes the
destination address, the new address will become the
new default destination address.

Default destination
address

You must have manager level access rights to enter a
default destination address. The system will prompt the
operator to select this address if the “prompt for desti-
nation address” option is checked. If not, the report is
automatically sent to the default destination address.

Try to use
Microsoft ® Outlook
to send this e-mail

If checked, Business Manager will try to send the e-mail
using Microsoft ® Outlook. Microsoft ® Outlook must be
installed and configured on the workstation for this op-
tion to work.

Try to use Lotus
Notes to send this
e-mail

If checked, Business Manager will try to send the e-mail
using Lotus® Notes. Lotus Notes must be installed and
configured on the workstation for this option to work.

Try to use MAPI to
send this e-mail

If checked, Business Manager wiil try to send the e-mail
using the MAPI client.

User to declare to

You must have manager level access rights to enter the

MAPI () user login for the MAPI client.
Password for this You must have manager level access rights to enter the
MAPI user () user password for the MAPI client.

6. Click Confirm when done.
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Sending a Report Via E-mail
1. Follow steps 1-11 in |Viewing and Printing Reportd in this chapter.

[ Postage Charged

By | e |G |40 @ Y HEEIE =) & [ {7 Ewport MasilssPOF Closs

- Postage Charged
1 121012007 to 011772008

2lt pitney Bowes Business
E+E y Manager

Account iece Total Charged

200009 -- 300005
2 15 79.995
A 200009 -300005 Total 15 T9.995
200009 - 300004

2. Click on the Mail as PDF button.

3. If you selected “Prompt for destination address” a dialog box appears
indicating you need to enter a destination e-mail address. Type in the
e-mail address and click Confirm. Otherwise, go to step 4.

Fd Business Manager,

Please enter destination e-mail address

LConfirm I Cloze

4. Business Manager will send the pdf automatically using the specified
e-mail client. The name of the report will appear in the subject line of the
e-mail. The pdf file is sent as an attachment (e.g. PostageCharged.pdf).

NOTE: If Business Manager cannot send the e-mail, a dialog box will appear
indicating that a link to the file to be sent has been put into the clipboard.
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Scheduling a
Report

9-8

Adding a Scheduled Report

Follow the steps below to schedule a standard or custom report to print to

your default printer.

1. From the main menu, select Reports | Reports. The main Reports

screen appears.

2. To schedule a report to run at a later date, click on the Scheduler but-
ton at the bottom of the main Reports screen. The Currently Scheduled

Reports screen opens.

| w Currently Scheduled Reports

 Currently Scheduled Reports

Report Mame Tazk Name

Scheduled Time Last Run Status

Lo AddBepat

Edit report
Bemove report
Rename task.

Close

This lists the reports already scheduled to run. You can edit or remove

those reports, or add a new one.

3. To add a new report, click on the Add Report button and the Add a Re-

port screen opens.

p‘ Add a Report

JJJJJ

' One time only
 Daiy
 Weekly
 Monthiy

~ Scheduled Mode

i Frirk
" Save as Pdi File

" Save as Rif File
" Save as Excel File
" Save as Himl File

" Save as Text File

~ Report

Actual & Charged

Charged

Brotana Charnad

Actual & Charged with Avg Cost & Time |

Mailcenter Performance Profile by Period
Operator Perfarmance Profile by Period
Postage Actual & Charged

Postage &ctual & Charged by Period

Edit Report Parameters I
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4. In the “Scheduled Time” section, click the radio button that corresponds
with the date and time you want to run the report:

One Time Only - This option allows you to schedule the report to
run once, at a specific date and time. Select the date from the "on"
drop-down list. Set the time using the up and down arrow buttons in
the "at" field.

O]

f-.
-~ E;"ym an | 05/17/2006 |
eckly
11:23:08 AM =
= Manthiy al =

Daily - This option allows you to schedule the report to run every
day, at a specific time. Set the time using the up and down arrow
buttons in the "at" field.

" One time only

& [iai

112308 AW =
 wieekly 2 =
 Manthly

Weekly - This option allows you to schedule the report to run once
a week, on a specific day (Monday, Tuesday, Wednesday, etc.) and
time. Select the day of the week from the "day" drop-down list. Set
the time using the up and down arrow buttons in the "at" field.

" One time arly

Dt day | d
aily — =
.................. po11:23:08 Ak
~ W/eekly 2 I =1
£ Monthly

Monthly - This option allows you to schedule the report to run once
a month, on a specific date (1st, 2nd, 3rd, last day of the month,
etc.) and time. Select the date from the "date" drop-down list. Set
the time using the up and down arrow buttons in the "at" field.

" One time only

. date I R
Craily z

b 111:23:08 AM =
= weekly . I =1
&+ Manthie
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5. In the “Scheduled Mode” section, click the radio button that corresponds
with output method you want for the report. You can print the report or

save it as pdf, Word (rtf), Excel (xIs), html or text (txt) file.

&+ Print

" Save az Pdf File

" Save az Rif File

" Save as Excel File

" Save as Html File

" Save as Text File

6. If you choose to save the report as a file, a field appears.

Browse I

&+ Bave as POF File |

a. Click the Browse button and navigate to the directory where you
want to save the file.

b. Type in the file name and click OK. The path will appear in the field.
7. Select the specific report in the “Report” section.
8. Click on Edit Report Parameters.

The screen that opens depends on the type of report. For example, if
you select Postage Charged, then click on the Settings button, the
Postage Charged screen opens.

B Postage Charged

Minor Period Date S electon

&+ |sze predefined period 01/01,/2002 01 /31 /2008
" Select Relative Date
" Use another Date Range
Start D ate End Date
Account 5 election

Accounts Selected : all

System Accounts
% Exclude Spstem Accounts [report totals will reflect ransaction adiustments)
" Include System Accounts [report tatals will match  meter registers)

Selection Dptions
W Show disabled accounts

Account N aming
™ Show account Mame
(* Show account code
" Show account Description

Change Period ..

Change...

X

Show Report Cancel

9-10
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9. To change the period, click on the Change Period button. If you need
to modify the accounts you want to view, click on the Change button in
the “Account Selection” section. Follow the procedure for modifying ac-
counts as described in [Viewing and Printing Reportd in this chapter.

10. When you are done, click the Save button.

11. Click Confirm. The report now appears in the Currently Scheduled Re-
ports screen.

12. Click Close to exit the Currently Scheduled Reports screen.
13. Click Close to exit the Reports screen.

NOTE: Reports will print automatically to the default printer at the scheduled
time. Ensure that the Business Manager software remains active and the printer
is on and loaded with paper.

Editing a Follow the steps below to edit a scheduled standard or custom report.
Scheduled 1. From the main menu, select Reports | Reports. The main Reports
Report screen appears.

2. Click on the Scheduler button at the bottom of the main Reports
screen. The Currently Scheduled Reports screen opens.

3. Select the report you want to edit from the list and click on the Edit re-
port button.

4. Follow steps 5-11 in V\dding a Scheduled Repon] in this chapter to make
the necessary changes.
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Removing a
Scheduled
Report

Renaming a
Scheduled
Report

9-12

Follow the steps below to remove a scheduled standard or custom report.
1. From the main menu, select Reports | Reports. The main Reports
screen appears.

2. Click on the Scheduler button at the bottom of the main Reports
screen. The Currently Scheduled Reports screen opens.

3. Select the report you want to remove from the list and click on the Re-
move report button.

4. Click Yes to delete the report.
5. Click Close when done.

Follow the steps below to rename the task associated with a scheduled
standard or custom report.

1. From the main menu, select Reports | Reports. The main Reports
screen appears.

2. Click on the Scheduler button at the bottom of the main Reports
screen. The Currently Scheduled Reports screen opens.

3. Select the report you want to rename from the list and click on the Re-
name task button. The Task Name dialog box appears.

4. Type the new report name in the field provided and click Confirm.
5. Click Close when done.

SV61938 Rev. F



Working with Reports * 9

Types of You can view all of the report types available by clicking on each of the four
Reports tabs in the main Reports screen. To get to the main Reports screen, select

) Reports | Reports.
Available : o : : ,
The following sections list the main types of reports and provides brief
descriptions of the main types. To create reports for the special system ac-
counts, refer to the [System Account Reportd section in this chapter.

Yearly by Month  Refer to the table below for a brief description of the Yearly reports.
Reports

B Reports

Database 5electi
’V |vwhorking databass |

~Report list Last report
“¥ealy By Monih | Summary | Detaied | Forms | Custom Repart |

Actual & Charged with Avg Cost & Time
Charged

Mailcenter Performance Profile by Period
Opesator Performance Frofile by Period
Postage Actual & Charged

Postage Actual & Charged by Period

Postage Charged
“Workstation Performance Frofile by Period

Custom Report Scheduler Settings. Print Last iepart
Llose

Description of Yearly by Month Reports
Actual & Charged For all accounts selected, this shows the carrier, class, number of pieces, total

cost, and total charged.
Actual & Charged with For all accounts selected, this shows all charges to those accounts grouped by
Avg Cost & Time account, carrier, class, number of pieces, total amount charged, average cost/

piece, and the total time.
Charged For all accounts selected, this shows all charges to those accounts grouped by

carrier, class, number of pieces, and total amount charged.

Mailcenter Performance | This shows a comparison of mailroom actual versus expected performance
Profile by Period by sub period and includes: the period, meter, meter pieces, total cost, total
charged, average cost/piece, average pieces/hour, standard machine pieces per
hour, and a performance vs. standard index.

Operator Performance This shows a comparison of operator actual versus expected performance
Profile by Period broken down by subperiod and includes: operator, period, meter hours, meter
pieces, average pieces/hour, standard machine pieces/hour, and a performance
vs. standard index.

Postage Actual & For all accounts selected, this shows all charges to those accounts and includes:

Charged the account, pieces, total cost, and total charged.

Postage Actual & For all accounts selected, this shows all charges to those accounts and includes:

Charged by Period the account, pieces, total cost, and total charged for both the date range you
select, and up through the current date from the beginning of the major account-
ing period.

Postage Charged For all accounts selected, this shows the account, pieces, and total charged.

Workstation Performance | This shows a comparison of workstation actual versus expected performance
Profile by Period broken down by sub period and includes: workstation, machine type, period,
meter hours, average pieces/hour, meter pieces, standard machine pieces/hour,
and a performance vs. standard index.
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Summary
Reports

Refer to the table below for a brief description of the Summary reports.

B Reports

Database Selection
\Working database |

Report list
Yealy by Month § 5um

Last report generated

/1| Detailed | Forms | Custom Report |

Acoaunt Summary

Account Summary by Caier
Budget Perfarmance

Cartier Class Fes Summary by Account

Cartier/Class Gummary

DM Wieight Break by Account Canier-Class

DM Wieight Break by Carer Class

Job Gummary

Meter Fieconsiliation Gummary

Meter Accounting

Meter Discrepancy B
Meter Summaty

Operator Performance Profile
Operator Surmmaty

[£3

Last report

Cloze

Scheduler Settings.. Print

Scroll down to see the other reports.

Description of Summary Reports

Account Summary

For all accounts selected, this summarizes all costs for each account and in-
cludes: the account, pieces, the total cost, surcharge amount, total charged, and
the weight for both the date range you select, and up through the current date
from the beginning of the major accounting period.

Account Summary by
Carrier

For all accounts selected, this summarizes all costs for each account and in-
cludes: the carrier, the account, pieces, the total cost, surcharge amount, and the
total charged, for both the date range you select, and up through the current date
from the beginning of the major accounting period.

Budget Performance

For all accounts selected, this provides a summary of all costs accounted summa-
rized by account compared to the budget for that account. It includes: the account
name, budget, total charged, variance and percent of budget spent for both the
date range you select, and up through the current date from the beginning of the
major accounting period.

Carrier Class Fee
Summary by Account

For all accounts selected, this includes: the account name, the carrier and class,
pieces, total cost, surcharge amount, and total charged for both the date range
you select, and up through the current date from the beginning of the major ac-
counting period.

Carrier/Class Summary

For all accounts selected, this includes: the carrier, the class, pieces, total cost,
surcharge amount, and total charged for both the date range you select, and up
through the current date from the beginning of the major accounting period.

DM Weight Break by
Account-Carrier-Class

DM Series™ Mailing Systems Using W-O-W™ and Weigh First Piece Modes Only:
For all accounts selected, this includes: the account, the carrier, the class, the
weight, the pieces and the total cost for both the date range you select, and up
through the current date from the beginning of the major accounting period. It also
includes subtotals for each class and carrier.

DM Weight Break by
Carrier Class

DM Series™ Mailing Systems Using W-O-W™ and Weigh First Piece Modes Only:
For all accounts selected, this includes: the carrier, the class, the weight, the
pieces and the total cost for both the date range you select, and up through the
current date from the beginning of the major accounting period. It also includes
subtotals for each account, class, and carrier.
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Description of Summary Reports

Job Summary

This provides an overview of all costs accounted summarized by job and in-
cludes: the job name, pieces, total cost, surcharge amount, and total charged for
both the date range you select, and up through the current date from the begin-
ning of the major accounting period.

Meter Reconciliation
Summary

This provides a comparison of the amount of funds debited from a meter and all
costs charged to that meter. The amounts should be identical. It includes: the me-
ter serial number, Ascending Register (start, end), pieces (start, end), meter data
(pieces, cost), and accounting data (pieces, cost).

Meter Accounting

This provides an overview of all costs charged on a particular meter, including
adjustments (edits). The report includes: the meter serial number, workstation,
amount adjustments (original amount, additions amount, subtractions amount, net
amount), and pieces adjustments (original pieces, additions pieces, subtractions
pieces, net pieces).

Meter Discrepancy

This lists all meter discrepancies detected by the system. It includes: the meter,
date, time, pieces, Ascending Register amount (old reading, new reading, dis-
crepancy). You can also modify the report to sort by account, operator, or work-
station.

Meter Summary

This provides a summary of all the costs charged to the meters. It includes: the
meter serial number, pieces, total cost, surcharge amount, total charged, and
cost/piece for both the date range you select, and up through the current date
from the beginning of the major accounting period.

Operator Performance
Profile

This shows a comparison of operator actual versus expected performance broken
down by workstation and includes: operator, workstation, machine or system type
(eg., DM500™), meter hours, meter pieces, average pieces/hour, standard ma-
chine pieces/hour, and a performance vs. standard index.

Operator Summary

This provides a summary of all the costs generated for the operators. It includes:
the operator name, pieces, total cost, surcharge amount, total charged for both
the date range you select, and up through the current date from the beginning of
the major accounting period.

Workstation
Performance Profile

This shows a comparison of workstation actual versus expected performance
broken down by workstation and includes: workstation name, machine or system
type (eg., DM500™), meter hours, meter pieces, average pieces/hour, standard
machine pieces/hour, and a performance vs. standard index.

Workstation Setup

This report lists all workstations that defined for Business Manager along with
their properties. It includes: workstation 1D, workstation name, workstation type,
base model, standard throughput, and workstation status (enabled or disabled).

Workstation Summary

This provides a summary of all the costs charged to the workstations. It includes:
workstation name, pieces, total cost, surcharge amount, and total charged, for
both the date range you select, and up through the current date from the begin-
ning of the major accounting period.
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Reporting Modification for Standard Summary Reports

Business Manager provides an option to set the end date that appears on
the report to match the end date filter specified while running the report. You
must have manager level access rights to perform this action.

To modify the summary report settings:

1. Select Parameters | Configuration | Environment | Software. You will
be prompted to enter your password.

2. Once you enter password and click Confirm the Software screen ap-
pears.

3. Click on the Options and acquisition tab to display the report settings
for Business Manager.

E Software

Bar code acquisition] Mjsc.] Qolors] alarmsl
Database Options and acquisition l License] Beaiohal options] Hetwork]

:;j Budgets
O Enable Account Level Budgeting
O Enable Budget Follover
Raollaver Megative Budget Amaunts
@ Rollover method
O Auto Rollover
& Marual
| Reports
O Menachrame Lagos on reports =
Display previous repart preview in the repart screen
Dizplay the reprint status when dizplaying and printing an old repart
O Summary reports YTD end date same as user selected end date
O allow a uzer to send a repart by e-mail
O Prompt far destination address
O when prompted. changes are saved to the default destination address
T Default destination address )
O Usze Micrazoft Outloak ta e-mail reparts
O Usze Latus Nates to e-mail reparts
O Usze MAPI ta e-mail reparts
T Userta declare to MAP []
T Password for thiz MAPI uzer [)
“ Data display
E Default zelection for analysiz period
& No analysis period

O Transaction date
3 Prstal date 2.

I LConfirm Cloze

|>

4. Click in the Summary report year to date same as user selected end
date check box so a check mark appears.

L . Reports

Click in this . O Monochrome Logos on reports

check box until Dizplay previous report preview in the report screen

a check mark Dizplay the reprint ztatus when dizplaying and printing an old report
appears —————>[] Summarny reportz YTD end date same as uzer zelected end date

5. Click Confirm to save your changes.
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Detailed Reports

Refer to the table below for a brief description of the Detail transaction re-
ports.

B Reports

S elect

Datab:
’V IWDrkmg database

E

Last report

~ Repont list
“Yearly by Month | Summary E'D'ét'éW'léa_'E| Foms | Custom Report |

Transaction by Meter

Transaction by Operator
Transaction by Time

Transzaction by \Wark station
Transactions by Account
Transactions by Carrier Class Fees

Transzactions by Job
Transactions Dimensional List

Scheduler Print I

Last repart I

Close

Custorn Repart I Settings...

Description of Summary Reports

Edited Transactions by
Account

For all accounts selected, this summarizes all costs for each account that has
been edited (for example, when the number of pieces for a transaction assigned
to an account are changed). This report includes: the date, workstation name,
operator name, carrier, class, time (start, end, and total), pieces, total cost, sur-
charge amount, and total charged.

Meter Reconciliation
Detail

This provides a detailed comparison of the amount of funds debited from a meter
and all costs charged to that meter. It includes: the meter serial number, Ascend-
ing Register (start, end), pieces (start, end), meter data (pieces, cost), and ac-
counting data (pieces, total cost).

Transactions by Meter

This lists all of the transactions grouped by meters. It includes: the date, meter,
operator, carrier, class, time (start, end, and total time), pieces, total cost, sur-
charge amount, and total charges.

Transactions by Operator

This lists all of the transactions grouped by operator. It includes: the operator, job,
date, workstation, carrier, class, time (start, end, total), pieces, total cost, sur-
charge amount, and total charges.

Transactions by Time

This lists all of the transactions in chronological order, beginning with accounts.
It includes: the account, operator, carrier, class/fee, date, time (start, end, total),
pieces, total cost, and total charges.

Transactions by
Workstation

This lists all of the transactions grouped by workstation. It includes: the work-
station, date, operator, carrier, class, time (start, end, total), pieces, total cost,
surcharge amount, and total charges.

Transactions by Account

This lists all of the transactions grouped by account and by operator. It includes:
the date, the account, workstation, operator, carrier, class of service, time (start,
end, and total time), pieces, total cost, surcharge amount, and total charges.

Transactions by Carrier
Class Fees

This lists all of the transactions grouped by carriers. It includes: the carrier, class
and fee, workstation, operator, date, time (start, end, and total time), pieces, total
cost, surcharge amount, and total charges.

Transactions by Job

This lists all of the transactions grouped by jobs. It includes: the date, job, work-
station, operator, carrier, class, time (start, end, and total time), pieces, total cost,
surcharge amount, and total charges.
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9-17




9 » Working with Reports

Description of Summary Reports

Transactions by You can use this report for those systems that can switch class within a series of
Dimensional List transactions. For example, if your system has W-O-W™ (weigh on the way) and
the class changes due to a change in weight that requires a different class. This
report lists all of the classes for each transaction. The report includes: the trans-
action ID, account, carrier, class/fee, date, time (start, end, total), pieces, total
cost, surcharge amount, and total charges.

Form Reports Refer to the table below for a brief description of the Forms reports.

Geal

Datab:
’7 I\Mmking database j

~ Report list Last report

“Yearly by Mﬂﬂlhl Summary | Detailed |Forms | Custom F!epmll

Operator Settings
System Parameters

Custom Feport Scheduler Settings. I Print Last report

Cloze

Description of Forms Reports

Carrier, Class, Fee List This report lists all carriers, classes, and fees defined in the system along with
their properties. It includes: carrier name, status, class/fee (name, class, fee,
meterable, status, user defined).

Hierarchical Account List | This report lists all accounts defined in the system along with some of their prop-
erties. It includes: account name, account description, budget assigned (yes/no),
and password required (yes/no).

Operator Settings This report lists all users defined in the system along with their properties. It
includes: operator login, operator name, access level, and status.
System Parameters This includes a list of all the system variables and their current values.
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System You can view the special system accounts that Business Manager creates
Account when you void or modify transactions.
Reports This allows you to view all charges made against your meter register includ-

ing those charges that were voided or modified as well as those charged to
specific accounts. If you void a transaction, the charges for each mail piece
are still subtracted from your meter register even though they will not ap-
pear as charges against the account.

To view the system accounts, follow the procedure here.

1.
2.

3.

10.

1.

SV61938 Rev. F

Select Reports | Reports.

Click in the Database selection field in the main Reports screen and
choose the appropriate database.

In the “Reports list” section, click on the tab to select the type of report
(Yearly by Month, Summary, etc.).

Click on and highlight the specific report, then click in the Settings but-
ton at the bottom of the screen.

The next screen that appears depends on the type of report you se-
lected. For example, if you select Postage Charged, under the “Yearly
by Month” tab, then click on the Settings button, the Postage Charged
screen opens.

To change the period, click on the Change Period button.

If you need to modify the accounts you want to view, click on the
Change button in the “Account Selection” section. Follow the procedure
for modifying accounts as described in |Viewing and Printing Reportd in
this chapter.

Click on the option button in front of “Include System Accounts (report
totals will match meter registers)” in the “System Accounts” section.

To display the report on the screen, click on Show Report. You can then
review the report, make changes, or print it.

To run a report later, click on the Scheduler button at the bottom of the
main Reports screen and follow the procedure for scheduling reports as
described in [Scheduling a Report in this chapter.

All voided and/or modified transactions are listed under the system ac-
count name, 00007.
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Matching
AccuTrac™ HT
Mail Accounting
System Reports
to Business
Manager
Reports

9-20

If you have imported your AccuTrac™ HT mail accounting system accounts
into Business Manager and want to print reports similar to those you printed
on AccuTrac™ HT system refer to the table here to see the Business Man-
ager reports that are similar to your old AccuTrac™ HT system reports.

This table lists all of the AccuTrac™ HT system reports grouped by tab and
the corresponding Business Manager reports and their type.

AccuTrac™ HT Mail
Accounting System Report

Business Manager
Report

Business Manager
Report Type

System/Setup Reports:

Account Setup Report

Hierarchical Account List

Forms

Carrier List - AccuTrac™ HT
Defined

Carrier List - User
Defined

Carrier/Class/List - AccuTrac™
HT Defined

Carrier/Class/List - User
Defined

Carrier Special Fee List -
AccuTrac™ HT Defined

Carrier Special Fee List -
User Defined

Carrier Class Fee List

Forms

Host Parameters

System Parameters

Forms

Machine Setup Report

Workstation Setup

Summary

MDS Global Parameters

NA

NA

Operator Setup

Operator Settings

Forms

Sub Account Setup

Hierarchical Account List

Forms

AccuTrac™ HT Mail

Business Manager

Business Manager

Accounting System Report | Report Report Type

Mailroom:

Mailroom Machine Accounting | Meter Accounting Summary

Mailroom Class Charge NA NA

Profile

Mailroom Class Charge Pro- | Carrier Class Summary | Summary

file by Period

Mailroom Performance Profile | Mailcenter Performance | Yearly

by Period by Period

Meter Discrepancy Report Meter Discrepancy Summary

Meter Status Report Meter Reconciliation Summary
Summary

Unverified Transaction Report | NA NA
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AccuTrac™ HT Mail

Business Manager

Business Manager

Accounting System Report | Report Report Type
Machines:
Machine Performance Profile | Workstation Perfor- Yearly
by Period with Machine Totals | mance
Profile by Period
Machine Performance Profile | Workstation Perfor- Summary
with Machine Totals mance Profile
Terminal Transaction Report | Transactions by Work- Detailed

station

AccuTrac™ HT Mail

Business Manager

Business Manager

Accounting System Report | Report Report Type
Invoices:

Account Class Charge Profile | Actual & Charged with Yearly
Invoice Average Cost and Time

Account Class Total Charge Charged Yearly
Profile Invoices

Postage Expense Chargeback | Postage Actual & Yearly
Invoice Charged

Total Postage Expense Postage Charged Yearly

Chargeback Invoice

AccuTrac™ HT Mail

Business Manager

Business Manager

Accounting System Report | Report Report Type
Operators:

Operator Performance Profile | Operator Performance Yearly

by Period with Operator Total | Profile by Period

Operator Performance Profile | Operator Performance Summary
with Operator Total Profile

Operator Transaction Report | Transactions by Operator | Detailed

AccuTrac™ HT Mail

Business Manager

Business Manager

Accounting System Report | Report Report Type
Jobs:
Job ID Account Transaction Transactions by Job Detailed

Report

Job ID Transaction Report

Transaction Report
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AccuTrac™ HT Mail

Business Manager

Business Manager

Accounting System Report | Report Report Type
Accounts:

Account Class Charge Profile | NA

Account Class Charge Profile | Carrier Class Fee Sum- | Summary
by Period mary by Account

Account Transaction Report Transactions by Account | Detailed
Edited Account Transaction Edited Transactions by Detailed
Report by Transaction Code Account

Performance vs. Budget Budget Performance Summary
Analysis Report

Postage Expense Chargeback | Postage Actual & Yearly
Report Charged

Postage Expense Chargeback | Postage Actual & Yearly
Report by Period Charged by Period

Total Postage Expense Postage Charged Yearly

Chargeback Report
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About Custom
Reports

Creating a
Custom Report

10-2

You can design your own report formats using the Business Manager cus-
tom reports tool. This tool allows you to select the type of report you want to
create (detail, summary, system administration) as well as select the fields
of information you want to appear in the report.

Before you begin creating a custom report, it's a good idea to sit down and
sketch out your report design on a piece of paper. Creating this “draft” gives
you the opportunity to:

Create a list of fields that you want to appear in the report and ensure
you have included all of the fields you will need.

Decide what order you want the fields to appear on the page.
Decide if you want any groupings in your report.
Decide what, if any, totals you want to print in your report.

Custom reports are accessible from the Reports screen. It is important to
follow the steps listed in the sections below in the order they appear in this
guide.

Selecting the Database]

Selecting the Report Type.

Selecting the Fieldsd.

Selecting Filterd.

Selecting the Date Range].

Selecting Report Optionsl.

Advanced Filtering Optiond.

Selecting Grouping and Sort Ordet.

FFormatting the Repori.

Naming, Printing and Saving the Repori.
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Selecting the The first step in creating a custom report is to select the database.
Database 1. Select Reports | Reports.

2. Click in the Database selection field in the main Reports screen and
select the appropriate database.

Selech

Datab.
’V IW’Urklng database LI

~ Repoit hist Last report
Yearly by Munlhl Summaryl Delal\edl Foms  Custom Report |

Add Report
Edit Report
Delete Repart

Export Repart Template Scheduler I Settings... Print Last repart
Import Report Template
Export All Report Templates Close

Impart Multiple Templates

3. Click the Custom Report button and select Add Report. The

Report Typd screen opens.

Selecting the Business Manager allows you to choose from one of three major report
Report Type types: Detail, Summary, and System administration report.

1. Select the report type by clicking the appropriate radio button.

B Custom Wizard - Select Report Type

s | Select Report Type
,{/'-' '."I'\I
I}
\5( /,//'-‘ ‘What type of report should this be?
.=
A
%’Vé ¥ Transaction Detail repart
./f\ =~
\y " Maipiece Detaled report
(o]
" Transaction Summary report
N

" Mailpiece Summary report

" Gystem administration repart

Cancel | <F'revmus| Mext » I Firish |

If you select System administration report, a drop-down list appears.
Choose the appropriate report type from the list.

2. Click Next > to continue. The [Select Field screen opens.
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Selecting the
Fields

The Select Fields screen allows you to select data fields you want to include
in your custom report.

FIELD SELECTION NOTES:

The list of available fields will vary, depending upon the report type you se-
lect.

Click the Common Fields radio button to select from a list of the most com-
monly used available fields.

Click the All Fields radio button to select from the entire list of available
fields.

TIP: If you use the
Transaction Elapsed
Time field in your
custom reports, the
time appears in the
standard HH:MM:SS
format.

10-4

1.

Select the fields by clicking on each appropriate field name. (A check
mark will appear next to the field name once it has been selected.)

Wi Custom Wizard - Select Field El
Available Fields Selected Fields
{* CommonFields " All Fields

[ Account Name ”~
[~ Average Cost per Fiece
[~ Carrier Mame [long)

[ Carrier Name [short]

[~ Class Name [long]

[~ Class Name [short]

[~ Client Mame

[ EndDate

[~ Fee_1 Amount

[~ Fee_1 Mame(long)
[~ Fee_1 Namelshart] Add
[~ Fee_10Amount

[~ Fee_10Mamelong] -
[~ Fee_10 Mame(shart] Remove
[ Fee_11 Amount

[~ Fee_11 Name(long)

[~ Fee_11 Mame(short]

[ Fes_12 &mount

[ Fes_12 Mame(long)

[~ Fee_12 Name(short]

[~ Fee_13 Amount

[T Fee_13 Mame{lonag)

[~ Fee_13 Name(short]

[ Fee_14 Amount v

Cancel ‘ <P|ewous| et > ‘ |

Click the Add button. The fields you selected will be moved from the
Available Fields list to the Selected Fields list.

To remove a field from the Selected Fields list, click on the field name
and click the Remove button. The field you selected will reappear in the
Available Fields list.

Click Next > once you have finished making your field selections. The
[Select the fields to filtef screen opens.
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Selecting Filters Afilter is a set of rules used to select a group of records from your database
to be displayed or printed on a report.

There are many examples of why you might want to use a filter. For ex-
ample, you might want to create a report showing all transactions that were
entered during a specific date range (e.g., between April 1 and April 15)
that does not exactly match a standard week, month or other period. Or you
might want to create a report that shows you all the transactions that were
entered for a group of Accounts during the current month.

Business Manager allows you to select account, operator, job, workstation,
meter, carrier, transaction mode, and/or numeric filters.
FILTER SELECTION NOTES:

*  You do not need to select a filter in order to create a custom report. Simply
click the Next > button and continue on to the next section in this guide.

* The list of available filters will vary, depending upon the report type and fields
you select.

1. Select the field(s) to filter by clicking on the appropriate check box(es).

| Custom Wizard - Specify Filter ﬁl

Select the fields to filter{optonal)

Ancounts
Nurmneric: filber

Cancel | <F'|ewnus‘ Mext > | ‘

2. Once you finished making your filter selections, click Next >. The
*

Date Rangd screen opens.
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Selecting the There are three methods you can use to select a date range: Use a pre-
Date Range defined period, Select Relative Date, and Use another Date Range. Refer to
the appropriate section for specific date range selection information.

B Custom Wizard - Select Date E‘

SelectDate Range

Date Selection

% Use predsfined peniod 10400 /2007 12/31 /2007 Change Period ...

" Select Relative Date

2l

" Use ancther Date Range
Start Date End Date

=] ]

Cancel < Previous Mext >

Use a predefined period
This option allows you to select from a list of date ranges based upon the
accounting periods you have set up on your system.

1.
2.

10-6

Click the Use predefined period radio button.

Click the Change Period button. The Period Selection dialog box ap-
pears.

Select the appropriate date range X
from the drop-down list. _
Period type:  Sub 1
Click Close. _
Once you have made your date s
range selection, click Next >. The -

[Select Options for Report|screen
opens.
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Select Relative Date
This option allows you to select a date based on its relationship to the cur-

rent date. For example, you can select today, this week, this month, etc.
1.
2.
3.

Click the Select Relative Date radio button.
Select the appropriate option from the drop-down list.

Once you have made your date
range selection, click Next >.
The [Select Options for Report|
screen opens.

Use another Date Range

This option allows you to select a unique date range, one that is not pre-

% Select Relative Date

 Use anat

This sub-period
Last sub-peniod
This week

Last week

This 4-week period

Last 4-week period

Today j
Yesterday =

defined by the system, or relative to the current date.

1.

Click the Use another Date Range radio button. The Start Date and

End Date drop-down lists appear.

Select the appropriate date from
the Start Date drop-down cal-
endar. You can use the left and
right arrow buttons to scroll from
month to month.

Click on the End Date drop-
down list and select the ap-
propriate date. Use the left and
right arrow buttons to scroll
through the calendar.

Once you have made your date range selection, click Next >. The

% Use another Date Range

Start Date

II]BH 4,/2006 'l
June, 2006
Sun Mon Tue Wed Thu

End Date

06/14/2006

28 29 30 3 1
4 5 & 7 8
11 12 13 §E® 15
18 19 20 21 22
25 26 27 28 29
2 3 4 5 B
— Today: 06/14/2006

-

[Select Options for Report screen opens.
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Selecting Report The Select Options screen allows you to choose which transactions and/or
Options accounts are displayed in your report.

NOTE: The list of available options will vary, depending upon the report type you
select.

| Custom Wizard)- Select Option
Select Options for Report

E9)

SystemAccount Options
* Exclude System Accounts [report totals will reflect tansaction adjustments)

" Include System &ccounts [report totals will match  meter registers]

Cancel | < Previous ‘ Mext » | |

1. You can select any single option or all of the options listed under Se-
lection Options, when the Selection Options section is present on the
screen.

2. You can include or exclude system reports by clicking on the appropri-
ate radio button.

* Including system reports will result in report totals that match the
meter registries.

*  Excluding system reports will result in report totals that reflect any
transaction adjustments you may have made.

3. Click Next >. If you are using filters, the appropriate filter screen will
appear. Refer to {Advanced Filtering Optiond in this chapter for more
information. Otherwise, go to [Selecting Grouping and Sort Orderl|in this
chapter.
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Advanced
Filtering Options

NOTE: This section
applies only if you

are using filters (see
ntis
chapter). The screens
that appear will de-

pend upon the filters
you selected.

If you are not using
filters, continue to
Selecting Grouping|

and Sort Ordej in this

chapter.

SV61938 Rev. F

Filtering Accounts

The Select Accounts screen allows you to select the accounts on which
you are running the report. The first time you open this screen all of the ac-
counts are selected. The box in front of “Automatically select dependent
accounts” is checked by default. This ensures that when you select an ac-
count, all of its sub accounts and sub sub accounts are selected.

Select Accounts

(¢ Search  Advanced search

Search far: Criteria:
| Ay =l
Clear @* Code [ Exact match
" Mame
" Description
Select Account: Wiew
H Level Code Mame Global Locked |Description =
= Business Manager

] 0 Client 3 3 <new client:

= 1 Acct 200008 200008 <NEw Accou)

25 Acct 300001 300001 <new sfacco

1 Acct 200009 200009 LREW accou.j

ft
Iv Automatically select dependent accounts

Selection Opbon

¥ Show dizabled accounts

1. Select the accounts to filter:
» To select all of the accounts, click on check box at the top of the ac-
count list so that a check mark appears.
» To deselect all accounts, click on the check box at the top of the ac-
count list so that the check mark disappears.
e To select individual accounts, click in the box in front of each ac-
count.

NOTE: If you have multiple clients or accounts, you may want to search
the account list. Refer to [Searching Accounts in Chapter 3 for more infor-
mation about the account search feature.

* To select all of the accounts and sub accounts for a client, make
sure there is a check mark in the box in front of “Automatically select
dependent accounts” at the bottom of the screen. (When you click
on the box in front of the client, all of the accounts and sub accounts
will be selected automatically.)

2. Click Next>. If you are using any additional filters, the appropriate filter
screen opens. Otherwise, continue to the [Selecting Grouping and Sort|

[Order]section in this chapter.
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Filtering Operators
The first time you open this screen, none of the operators are selected, as
indicated by the empty check boxes in front of each operator name.

The box in front of “Show disabled operators” is checked by default. This
ensures that all operators on the system appear in the list.

—SelectOp

[ Default Pitmey Bowes service
[] Drefault administratar
[ dawid
[C] First Shift Operator
1 Bil
Advanced Selection .. |
—Selection O ption

¥ Show disabled operatars

1. To select individual operators, click in the check box in front of each of
the operator names to create a check mark.

2. To deselect all operators, click on the [O] button at the top of the screen.

3. To select all operators, click on the [E button at the top of the screen.

4. The Advanced Selection feature allows you to search for and select op-
erators from your operator list. Refer to {Advanced Filter Selectior] in this
chapter for more information.

5. Click Next>. If you are using any additional filters, the appropriate filter
screen opens. Otherwise, continue to the [Selecting Grouping and Sort|
section in this chapter.
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Filtering Jobs
The first time you open this screen, none of the jobs are selected, as indi-
cated by the empty check boxes in front of each job name.

—SelectJobs

[] Sample Job &
[] Sample Job B
[] Sample Job C

Advanced Selection ... |

1. To select individual job, click in the check box in front of each of the job
names to create a check mark.

2. To deselect all jobs, click on the @I button at the top of the screen.

3. To select all jobs, click on the | button at the top of the screen.

4. The Advanced Selection feature allows you to search for and select jobs
from your job list. Refer to |JAdvanced Filter Selectior] in this chapter for
more information.

5. Click Next>. If you are using any additional filters, the appropriate filter
screen opens. Otherwise, continue to the [Selecting Grouping and Sort|
section in this chapter.

SV61938 Rev. F 10-11



10 * Creating Custom Reports

Filtering Workstations
The first time you open this screen, none of the workstations are selected,
as indicated by the empty check boxes in front of each workstation name.

The box in front of “Show disabled workstations” is checked by default. This
ensures that all workstations on the system appear in the list.

5 electwork station
[]
] BM-ERIKA
11239
Advanced Selection ... |
—Selection Dpbon
[V Show disabled workstations

1. To select individual workstations, click in the check box in front of each
of the operator names to create a check mark.

2. To deselect all workstations, click on the @I button at the top of the
screen.

3. To select all workstations, click on the [ button at the top of the screen.

4. The Advanced Selection feature allows you to search for and select
workstations from your workstation list. Refer to Advanced Filter Selec]
in this chapter for more information.

5. Click Next>. If you are using any additional filters, the appropriate filter
screen opens. Otherwise, continue to the [Selecting Grouping and Sort|
section in this chapter.
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Filtering Meters
The first time you open this screen, none of the meters are selected, as in-
dicated by the empty check boxes in front of each meter name.

The box in front of “Show disabled meters” is checked by default. This en-
sures that all meters on the system appear in the list.

—Select Meters

[[] 500
[C] 10000595

Advanced Selection ... |

—Selection Opbon

[V Show disabled meters

1. To select individual meters, click in the check box in front of each of the
operator names to create a check mark.

2. To deselect all meters, click on the @I button at the top of the screen.

3. To select all meters, click on the [ button at the top of the screen.

4. The Advanced Selection feature allows you to search for and select me-
ters from your meter list. Refer to fAdvanced Filter Selectior in this chap-
ter for more information.

5. Click Next>. If you are using any additional filters, the appropriate filter

screen opens. Otherwise, continue to the [Selecting Grouping and Sort|
section in this chapter.
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Filtering Carriers
The first time you open this screen, none of the carriers are selected, as
indicated by the empty check boxes in front of each carrier name.

The box in front of “Show disabled user-defined carriers” is checked by de-
fault. This ensures that all user-defined carriers on the system appear in the
list.

—Select Carriers

[] AIRBORNE
[] BURLINGTON
[ C&R_LOG
[ DHL

] DM

[] FEDEX

[J INTERPOST
[ LTL_CAR
[] OtherCar

[] PROG_CAR
[] RPS

[] SPEE DEE
[ uPs

[ usps

[] USPSHP

Advanced Selection ... |

P

DO phon

¥ Show disabled user-defined cariers

1. To select individual carriers, click in the check box in front of each of the
operator names to create a check mark.

2. To deselect all carriers, click on the [O] button at the top of the screen.

3. To select all carriers, click on the [E button at the top of the screen.

4. The Advanced Selection feature allows you to search for and select
carriers from your carrier list. Refer to fAdvanced Filter Selectior] in this
chapter for more information.

5. Click Next>. If you are using any additional filters, the appropriate filter
screen opens. Otherwise, continue to the [Selecting Grouping and Sort|
section in this chapter.
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Filtering Transaction Modes

The first time you open this screen, none of the transaction modes are se-
lected, as indicated by the empty check boxes in front of each transaction
mode name.

—Select T Bon Mode

[ KeylnPostage

[ weightO i ay

[ weightFirstpiece
[ SealOrly

[ Pt

[ DateTimeStamp
[ MaruahsteightE rtn
[] ExtemalScale

[] PostageCorrection
[ DateCanection
[[] Cancellation

[ Diffweighttdade
[] Non_teterable
[ Manual

[] Meter_Pated

[[1 Man_Meter_Rated

1. To select individual modes, click in the check box in front of each of the
transaction modes to create a check mark.

2. To deselect all modes, click on the IEI button at the top of the screen.
To select all modes, click on the [E] button at the top of the screen.

4. Click Next>. If you are using any additional filters, the appropriate filter
screen opens. Otherwise, continue to the [Selecting Grouping and Sort|

section in this chapter.

w
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Filtering Numeric Fields

—Select Numeric fields to filter on [opt

r—Mumeric Filter
Fields Comparizon Walue
[~ | |
AMD T
| | Il
AND T
| Wl [l

1. Select a field to filter from the Fields drop-down list.

NOTE: Only the numeric fields you selected will appear in this drop-down
list.

2. Select the appropriate options from the Comparison drop-down list. The
options are: Equals, Is Greater Than, Is Less Than, or Does Not Equal.

3. Type the appropriate value in the Value field.

4. If you will be adding additional filter parameters, select either AND or
OR from the drop-down list.

5. Repeat steps 1-4 until you have finished entering the numeric filter infor-

mation.
6. Click Next>. The LSelecting Grouping and Sort Ordell screen opens.

Filtering Digital Meters, Refill Types, or Refill Status

The Digital Meter, Refill Type and Refill Status filters are available only
when:

» the Funds Manager license has been activated,

» the System administration report type has been selected, and

» the Funds Managment report has been selected.

Refer to [Creating a Custom Funds Management Report in Chapter 13 of
this guide for more information about Funds Management filters.
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Advanced Fitler Selection
Follow the steps below to filter operators, jobs, workstations, meters, or car-
riers.

1. Click the Advanced Selection button. The Select Filter Criteria screen
appears.

2. Select a search parameter from the Comparison drop-down list.

Carmparizon D ata

Account Name | Equals j I

3. Type the appropriate information in the Data field.

4. Click the More check box to enter additional criteria. Otherwise, go to
step 8.

5. Select And or Or from the drop-down list.

6. Repeat steps 2-5 until you have finished selecting your search criteria.

7. Click the Search button. A dialog box will appear indicating the number
of matches found on the system.

8. Click OK.

9. Click the Close button. The information that corresponded with your
search criteria will be selected.

Advanced Account Selection

If you have multiple clients or accounts, you may want to search the ac-
count list. Refer to [Searching Accountd in Chapter 3 for more information
about the account search feature.
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Selecting
Grouping and
Sort Order

10-18

The Grouping and Sort Order screen allows you to specify how the informa-
tion in the report will be sorted. You can select the field(s) you want to group
by, and the order you want the groupings to appear. (For example, first
group by account, then by subaccount, then by subsubaccount.)

If you do not want to specify a field for grouping, click Next >.

GROUPING AND SORT ORDER NOTES:

The list of available options in the drop-down lists will vary, depending upon
the fields you select.

This is an optional selection.

B Custom Wizard - Grouping And Sorting &

S pecify grouping and sort order [opbonal)

Firstgroup by...

j &+ Agzcending sort order
" Descending sort order

Thenby_ -

Thenby...

Thenby._-

Thenby_ -

Select a field from the drop-down list.

Select the sort order by clicking the appropriate radio button.

* Ascending order means smallest to largest (1 to 9, Ato Z).

+ Descending order means largest to smallest (9 to 1, Z to A).

Click Next > once you have finished selecting the grouping and sort op-
tions. The screen opens.
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The Report Layout screen allows you to create a customized layout for your
report. You can:

+ Belect your page settings (height, width, and margins),

+  Bpecify where the fields appear on the page, |

+ |Add labels and column headings)

* [Insert graphics,
+ |Add summary information (e.g. totals, subtotals))
* Draw lines)and

+ |nsert page breaks.

Formatting the
Report

I CustomWizard - Report Layout
Add Feport ltems
Add Selected Field
o
2:2 ‘Tr:;e J O ReportHeader
Add Line: HEEE
Add Summary Fisld
Add PageBreak

Align To Grid

[avial i el o B A & Ede

EaRERE R BT
CRNE SR B E-]

' s ' P R T o S I S

= & PageHsader

= E AccounttameGroupHeadss

= E SubkceountlameGroupHeadsr

=| [ SubSubhcoountilameGioupHe ader

ﬂEDE[aﬂ

ﬂ O SubSubAccountNameRioupFooter

= & SubhccounameboupFaoter

= E AccounttameGroupFactsr

= E PageFonter

=/ [ RepotFoater

< | 3

[ i) pesigner

SV61938 Rev. F

r
PageSettings Preview

Caneel

< Previous |

Next »

Firish

NOTE: You can preview your report at any time by clicking the Preview button.
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Selecting the Page Settings
The first thing you want to do when creating a report is select the page set-

tings.

1. To access the page settings, click the Page Settings button on the Re-
port Layout screen. The Page Settings dialog box opens.

&

B Page Settings

Page Settings
Orientation

Frint *idth

Top karain

Bottom b argin
Left Margin

Right b argin

* |andscape

" Partrait

1.0

1.0

1.0

1.0

1.0

T T

)4

2. Select the paper orientation by clicking either the Landscape or Por-

trait radio button.

3. Use the up and down arrows to adjust the print width and margins.
4. Click OK once you have selected the page settings.

10-20

SV61938 Rev. F



Creating Custom Reports * 10

Using Header and Footer Rows

The Report Layout screen is divided up into a series of header and footer
rows. You will place the information you want to appear in your report in
these rows.

You can adjust the height of each row to fit the information you place in it.

Wil CustomWizard - Report Layout

Atial v J8 =l [—10p  +| I SnapControlsto Gid
Add Selected Field ‘ =l | [l ’

Add Tedt I R S R 2 R IR R SR I S R A B R R - SR S NI SRR SR RSN SRR S SRR |
[] ReportHeader

Add Image
Add Line

Add Summary Field
Add PageBreak

:- (] PageHeader

=| & AccountNameGroupHeader

= B SubhccountamebioupHeader
=- [ SubSubdccauntNamebiroupHeadsr

= [ Detail

; [£] SubSubdceounthameEroupFooter
=| B SubhscountamebioupFocter
= & AccountlameGroupFooter

= & PageFocter

=| O Reparfadter

A8 | &
| i Designer |
PageSettings Preview Cancel \ < Previous \ Hext> \ \

* Report Header—Information in this row will appear once at the top of
the first page of the report.

* Page Header—Information in this row will appear at the top of each
page of the report.

* Group Header(s)—Information in this row will appear at the beginning
of each subset of information in the report. The name, number and or-
der of Group Header rows is determined by the fields you select on the
Grouping and Sort Order screen.

e Detail—Information in this row will appear in the body of the report.

e Group Footer(s)—Information placed in this row will appear at the end
of each subset of information in the report. The name, number and order
of the Group Footer rows is determined by the fields you select on the
Grouping and Sort Order screen.

* Page Footer—Information in this row will appear at the bottom of each
page of the report.

* Report Footer—Information in this row will appear once at the bottom
of the last page of the report.
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NOTE: You can adjust
the size of the text
box and reposition it
within the row. You
can also apply at-
tributes (such as font,
size, color, etc.) using
the tool bar at the top
of the screen.

NOTE: You can adjust
the size of the text
box and reposition it
within the row. You
can also apply at-
tributes (such as font,
size, color, etc.) using
the tool bar at the top
of the screen.
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Adding and Editing Report Items

The options featured under Add Report Items allow you to add and edit
fields, text, images, lines, summary information and page breaks to your re-
port. When you finish laying out your report, click Next >. The Report Name
screen opens.

Adding Selected Fields
1. Click Add Selected Field to add fields to your report.

2. Click and drag in the row where you want the field to appear. The Add
Selected Field dialog box appears.

B Add Selected Field

Select Field

3. Select the appropriate field name from the drop-down list.
4. Click Ok. The name of the field you selected will appear in the row.

Editing Selected Fields
1. Click on the field you want to edit.

2. Click the Change Selected Field button. The Add Selected Fields dia-
log box appears.

3. Make the appropriate changes and click Ok.

Adding Text
1. Click Add Text to add labels and column headings to your report.

2. Click and drag in row where you want the text to appear. The Add Text
dialog box appears.

B Add Text

Text Mame

Ok

3. Type the text you want to add in the field provided.
4. Click Ok. The text you typed will appear in the row.

Editing Text

1. Click on the text you want to edit.

2. Click the Change Text button. The Add Text dialog box appears.
3. Make the appropriate changes and click Ok.
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Adding Images
1. Click Add Image to add graphics to your report.

2. Click and drag in the row where you want the image to appear. The Add
Image dialog box appears.

B Add Image

Select Image | Browse. . . |
oK

3. Click the Browse button. The Open dialog box appears.
4. Navigate to and select the appropriate image file.
5. Click Open. The image you selected will appear in the row.

NOTE: Depending upon the size of the image, you may need to adjust the size
of the frame around the image and adjust the height of the row to display the im-
age properly.

Editing Images

1. Click on the image you want to edit.

2. Click the Change Image button. The Add Image dialog box appears.
3. Follow steps 3-5 in Adding Images, above, to change the image.

Adding Summary Fields

1. Click Add Summary Field to add summary information (totals) to your
report.

2. Click and drag in the row where you want the summary field to appear.
The Add Summary Field dialog box appears.

B AddSummaryField X]

Field to be Summarized

Type of Summary | Sum{SubTotal) a

Summary Group [This group
would be uzed to rezet summary
value when calculating
summary]

|.-’-‘«ccount Hame j

3. Select the appropriate field from the Field to be Summarized drop-down
list.

4. Select the appropriate summary type from the Type of Summary drop-
down list. You can choose from: Sum (Subtotal), Sum (Grand Total),
Average, Count, Minimum and Maximum.

5. Select the appropriate summary group from the Summary Group drop-
down list.

6. Click Ok. The name of the field you selected will appear in the row.
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Editing Summary Fields

1. Click on the text you want to edit.

2. Click the Change Summary Field button. The Add Summary Fields
dialog box appears.

3. Follow steps 3-6 in JAdding Summary Fieldd to edit the summary fields.

Adding Lines
1. Click Add Line to add horizontal and vertical lines to your report.
2. Click and drag to draw the line.

Editing Lines
Click on the line you wish to edit and resize or reposition as necessary.

Adding Page Breaks
1. Click Add PageBreak to a page break to your report.
2. Click and drag in the location where you want the page break to occur.

Editing Page Breaks

Click on the page break you wish to edit and resize or reposition as neces-
sary.

Deleting Report Items
To delete a selected or summary field, text, image, line or page break from
the report layout, simply click on the item and press Delete.

10-24 SV61938 Rev. F



Creating Custom Reports * 10

Naming,
Printing, and
Saving the
Report

SV61938 Rev. F

The Report Name screen allows you to name, print and save your custom
report.

1. By default, Business Manager names your custom report. You can either
accept the default name, or click in the Enter Report Name field and type
in a unique report name.

B Custom Wizard - Name and Print Report

Print Report

Enter Report Mame R epoit created on 011742008 1:50:54 Ph|

Print Report

Cancel | <F‘revious| Finish

2. Click the Print Report button to print the report.
3. Click Finish to save the report. The Custom Report Wizard will close.

The Reports screen will open. The name of the report you created will appear
in the list on the Custom Report tab.
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Editing a You can edit a custom report once it has been created.
Custom Report  eporT EDITING NOTES:

*  You can quit editing a report at any time by clicking on the Cancel button.
However, your changes will not be recorded in the report.

+ To save changes to your report, you must click the Finish button on the Re-
port Name screen.

1. Select Reports | Reports.
2. Click on the Custom Reports tab.
3. Click on the name of the report you want to edit.

4. Click the Custom Report button and select Edit Report. The Select
Field screen opens.

Follow the steps in the previous sections, beginning with [Selecting the
to edit the report.
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Deleting a You can delete a custom report once it has been created.
Custom Report 1. Select Reports | Reports.

2. Click on the Custom Reports tab.

3. Click on the name of the report you want to delete.

Database Select
’V IWorking database ;I

- Report list Last report
Yearly by Monthl Summawl Detai\edl Forms  Custom Report |

Add Report
Edit Repart
Delete Report
Export Report Template Scheduler Settings. Print I Last report I
Import Report Template
Export All Report Templates Close

Import Multiple Templates

4. Click the Custom Report button and select Delete Report. A dialog box
appears.

Fd Business Manager,

This action will delete the current selected report.

Are you sure you want to proceed ?

5. Click Yes. The report will be deleted from the custom report list.
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Exporting You can export the following information from the Business Manager data-
Business base:
Accounts

Manager Data
 Jobs

» Operators

e Carriers, Classes and Fees
» Transactions

* Reports

» Custom Report Templates

Supported export data formats:
You can export this information in one of the following file formats:
» A comma separated file where the data fields for each record are quote-

enclosed and separated by a comma. This file has a .csv extension on
the end of the exported file name, for example, accounts.csv.

For example, when exporting accounts, a typical record in this file will be
in the following format:

“Account name”,”Sub account name”,”Sub sub account name”,”Label”,” Active”

The names of the data fields are enclosed in quotes, while the data
fields are each separated by a comma.

* Auser defined character delimited file where you can define the charac-
ter that encloses each record field and the character that separates the
record data fields. This file also has a .csv extension on the end of the
exported file name.

+ Afixed length export file where you can set the length of each of the re-
cord data fields. This file has a .txt extension on the end of the exported
file name.

View/edit exported files:
You can open and edit the .csv and .ixt files using Notepad.
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Exporting
Accounts

in Business
Manager Format

11-4

You export accounts at the Business Manager Host PC using the Admin-
istration module. When exporting accounts in Business Manager format, a
typical record will appear in the following format:

“Client Name”, “Account name”, ”Sub account name”,
”Code Sub sub account secondary”, "Label”, ”Active”

Follow the steps below to export accounts into Business Manager.

1.

2.

Select Parameters | Accounts and Clients from the main menu. The
Client and Account Management window appears.

Click the Export and Import button and select Export to Business
Manager. The Business Manager Account Export window appears.

w| Business Manager Account Export

Filter

’V Filter Column IEhenthde | IAH | | Prewiew I

Client name Account na... Sub accou... Sub sub ac...|Active

Expart directary | . I
Export file name: | Jcsv =l
Export Account Passwords [~

Inchuds Header Row o

I Prink | Export | Close |

Select the appropriate filter from the drop-down list. You can filter by

Client code or Account code.

Select the criteria for the accounts you want to export:

« Select All from the drop-down list to export all accounts.

+ Select Partial from the drop-down and type a part of an account
code or client code into the field provided. All accounts that match
your entry will be exported.

» Select = from the drop-down list and type an account code or client
code into the field provided. Only the account you have entered will
be exported.

Click the Preview button to view the list of accounts that will be export-

ed.

Click the ... button and navigate to the directory where you want to save

the exported file.

Click in the “Export file name” field and type in the name you want to

assign to the exported file. Select the appropriate file type from the drop-

down list.
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Exporting
Accounts in
AccuTrac™
Format
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10.

11.

Click the Export Account Passwords check box if you want account
passwords to be included in the export file.

Click the Include header row check box if you want a header row in-
cluded in the export file.

Click the Export button. A dialog appears indicating the account export
completed successfully.

Click OK.

You export accounts at the Business Manager Host PC using the Admin-
istration module. When exporting accounts in AccuTrac™ format, a typical
record will appear in the following format:

“Account name”, ”Sub account name”,
”Code Sub sub account secondary”, "Label”, ”Active”

Follow the steps below to import accounts into Business Manager.

1.

2.

Select Parameters | Accounts and Clients from the main menu. The
Client and Account Management window appears.

Click the Export and Import button and select Export in AccuTrac for-
mat. The Account Export window appears.

Bl Account export

Filter

’V Code Mame Im =1 | Preview I

Client narne Account narne Sub account name Code sub sub account s...

Print | Erpart Cloze I
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Select the accounts you want to export:

Select All from the drop-down list to export all accounts.

Select Partial from the drop-down and type a part of an account
code or name into the field provided. All accounts that match your
entry will be exported.

Select = from the drop-down list and type an account code or name
into the field provided. Only the account you have entered will be
exported.

Click the Preview button to view the list of accounts that will be export-

ed.

Click the Export button. The Account export screen opens.
Click on Browse and the Select Export File dialog opens.

a.
b.

Navigate to the directory where you want to save the exported file.
Click in the “File name” field and type in the name you want to as-
sign to the exported file.

Click Open. The name and directory location appears in the field
next to the Browse button.

To export to a delimited text file click on the Delimited Text (ASCII) ra-
dio button.

To change the character separating the data fields, click in the
“Character delimiting fields” box and enter the new character value.
To change the character enclosing the data fields, click in the “Char-
acter surrounding text” box and enter the new character value.

Browse to the desired folder.

Browse...

Export file type ASCI
Yalue

Character defimiting fields |— 44

" Fixed length text [ASCII) Character surrounding test |T ,T

Iv Include field names as the first row of the export file

Export | | LCloze
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8. To export to a fixed length file click on the Fixed Length Text (ASCII)

radio button.
To change the length of any of the data fields, click in the “Size” box
next to the name of the data field and type in the new numeric value.

NOTE: The size settings also apply to the field names, if you choose to
include them as the first row of the export file. If the length of the field name
exceeds the size setting, the field name will be truncated.

Browse to the desired folder.
Browse...
Export file type - FigldM ame Size
Login 9
- Complete Mame 9
™ Delimited Text [ASCI] ERe——— 3
& Fiued length test [A5C1] fichi !
Active 1
[v Include figld names as the first row of the export file
[v &dd CRALF to the end of each record
Expart | | LClaze I

9. Click on the Export button and the message “The file was exported
properly” is displayed.
10. Click OK to return to the Clients and Accounts screen.
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Exporting Jobs

11-8

You export jobs at the Business Manager Host PC using the Administration
module. When exporting jobs, a typical record will appear in the following
format:

“Code”, "Name”, "Closed”, ”Surcharges”, “Flat Rate”, “Per Piece”,
“Percentage”, “Charge back”

To export jobs:

1. Select Parameters | Jobs.

2. Click on the Export and Import button at the bottom of the screen and
select Export from the drop-down menu. The Job export screen opens.

& Job export

- Filker

" Single date Operator = vI Date |D1/17JZDDB hd
 Multiple date Statdate | 01/17/2008 =] Enddate [01/17/2008 - Preview

& &lljobs

Code Mame Closed Surcharges |Flat rate Fer piece

Erport directory

[ .

Export file name

I -

Frint Expart Cloze

w

. Select the appropriate filtering options. You can filter by:

* Single date - select this option to export jobs used when processing
mail during a specific day. Select the appropriate date from the Date
drop-down list.

* Multiple date - select this option to export jobs used when process-
ing mail during a specific date range. Select the appropriate dates
from the Start date and End date drop-down lists.

* All jobs - select this option to export all jobs.

Click the Preview button to view the list of jobs that will be exported.
Click and navigate to the desired export directory.

Click OK.

Type a name for the export file into the Export File name field.

Click Export.

A dialog box appears indicating the export was completed successfully.
Click OK.

© 0N K
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Exporting You export operators at the Business Manager Host PC using the Adminis-
Operators tration module. When exporting operators, a typical record will appear in the
following format:

“Login”, "Complete Name”, ”Rights”, ”Active”

To export operators:

1. Select Parameters | Configuration | Environment | Users. You are
prompted to enter your password. Once you enter your password, the
Users screen appears and lists all of the current operator login names.

2. Click on the Export and Import button at the bottom of the screen
and select Export from the drop-down menu. The User Export screen
opens.

i| User export

Filter
{ I Ramolaeivessesn 0 Preview

Lagin Complete Mame Rights Active

I Print ‘ Expart Close

3. To export only active users, click in the box in front of “Export active us-
ers only”.

4. Click the Preview button to view the list of operators that will be export-
ed.

5. Click the Export button. The User export screen opens.
6. Click on Browse and the Select Export File dialog opens.
a. Navigate to the directory where you want to save the exported file.

b. Click in the “File name” field and type in the name you want to as-
sign to the exported file.

c. Click Open. The name and directory location appears in the field
next to the Browse button.
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7. To export to a delimited text file click on the Delimited Text (ASCII) ra-
dio button.
» To change the character separating the data fields, click in the
“Character delimiting fields” box and enter the new character value.
» To change the character enclosing the data fields, click in the “Char-
acter surrounding text” box and enter the new character value.

Browse to the desired folder.
Browse...
Export file type ASCI
Walue
Character defimiting fields |— 44
" Fixed length test [A5CII) Character surrounding text |T 34
v Include field names az the first row of the export file
Export | | LCloze I

8. To export to a fixed length file click on the Fixed Length Text (ASCII)
radio button.
To change the length of any of the data fields, click in the “Size” box
next to the name of the data field and type in the new numeric value.

NOTE: The size settings also apply to the field names, if you choose to
include them as the first row of the export file. If the length of the field name
exceeds the size setting, the field name will be truncated.

Browse ta the desired folder.
Browse...
Evport file type Lo Fieldt ame Size
Login 9
. Complete Mame 9
-
Dielimited Text [ASCI] ER— 1
& Fised length text [ASCI) fiichis !
Aclive 1
v Include field names as the first row of the export file
v Add CR/LF to the end of each record
Ew=port | | LCloze I

9. Click on the Export button and the message “The file was exported
properly” is displayed. Click Ok and the Users screen reappears.

11-10 SV61938 Rev. F



Exporting and Importing Data * 11

EXpOI‘ting You export transactions at the Business Manager Host PC using the Admin-

Transactions istration module.
To export transactions:

1. Select Transactions | Export Transactions. The Transaction Export
screen opens.

B Export Transactions
Database used for the selection
| B working database |

Columns to Export
Transaction number
teter zenal number
Wrkstation name
‘workgroup code
‘warkgroup name
User name
Indicia date

]
R

(B

emary
Fecall
Default

|

Select Filter Criteria
|tsnalysis Perind |

Analysiz Period

& Select Date Range
¥ Include anly tranzaction from this analysis period
Stat [12/m/2007 =] 120000 aM == by date of ransaction
End  [12/31/2007 =|[11:5959 PM — " byindicia date

Other selection of dates |

" Select Relative Date

[~ |

Hext | LCloze

2. In the “Displayed columns” section, you can view all of the transaction
items available for display (meter serial number, single piece weight
etc.) by scrolling through the list box.

— Databasze uzed for the selection

| Working database |
— Columns to Export

Tranzaction number ﬂ ilil
heter zenial number i | I |
Workstation name
|zer name b oy
Indicia date Fiocal
Mumber of proceszsed mail pieces s

. . . Default
Single piece weight LI —_—
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3. You can add or remove transactions items you want to view by clicking
on the corresponding check boxes in front of the items. You can also
change the order in which the items appear and save your selections for
recall later by using the column selection buttons next to the “Displayed
column” section:

Click on this button to select all transaction items for display.

Click on this button to deselect all transaction items.

it Select a transaction item so that the entire line is highlighted
and click on this button to move it up in the display list.
Select a transaction item so that the entire line is highlighted
and click on this button to move it down in the display list.
Memory Click to save the current selections.
Recall Click to restore the previous selections.
Default Click to restore the default selections.

4. You can filter the transaction data you selected using the options in the
“Select Filter Criteria” drop-down list. Refer to Managing Transactiond in
Chapter 7 of this guide for more information.

5. Click the Next button at the bottom of the screen. A second Transaction
Export screen opens.

6. Click on Browse and the Select Export screen opens.
a. Navigate to the directory where you want to save the exported file.
b. Click in the “File name” field and type in the name you want to as-
sign to the exported file.
c. Click Open. The name and directory location appears in the field
next to the Browse button.
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7. To export to a delimited text file click on the Delimited Text (ASCII) ra-

dio button.

» To change the character separating the data fields, click in the
“Character delimiting fields” box and enter the new character value.

» To change the character enclosing the data fields, click in the “Char-
acter surrounding text” box and enter the new character value.

Browse to the desired folder.

Browse...

ASCI
Walue

B
NES

Expaort file type

Character delimiting fields

Character surrounding test

™ Fined length text [ASCI)

[v Include figld names as the first row of the export file

| LCloze I

Expart

8. To export to a fixed length file click on the Fixed Length Text (ASCII)
radio button.
To change the length of any of the data fields, click in the “Size” box
next to the name of the data field and type in the new numeric value.

NOTE: The size settings also apply to the field names, if you choose to
include them as the first row of the export file. If the length of the field name
exceeds the size setting, the field name will be truncated.

Browse to the desired folder.
Browse...
Export file type Lo FieldM arie Size
Login 9
. Complete Name 9
~
Drelimited Text [ASCH) E— 3
& Fined lergth test [ASCI) fiohts !
Active 1
[v Include field names az the first row of the expart file
Iv &dd CRALF to the end of each record
Export | LCloze I

9. Click on the Finish button and the message “The file was exported
properly” is displayed.

10. Click Ok and the Transaction Display screen reappears.

11. Click Close, then Close again.
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Exporting

You export user defined carriers, classes and fees at the Business Manager

Carriers, Classes Host PC using the Administration module.

and Fees

11-14

To export carriers, classes and fees:
1.

Select Parameters | Configuration | Carriers, Classes and Fees |
User Defined Carriers, Classes and Fees. The Manage User Defined
Carrier, Classes and Fees screen opens.

sl Manage User, Defined Carriers, Classes and Fees |z|

Drefault ]

Poztal Syztem

Y= Carmiers, Clazzes and Fees
[=g8ll Carrier 123

% Class 123

% Class 234

~ Fee 123

Surcharge |

I Export | LCloze
—

Click Export on the bottom of the screen and select either Export Car-
rier, Export Class, or Export Fees from the drop-down menu. The
example shown here is for exporting carriers but the procedure is the
same for classes and fees.

Preview |

CarrierTo... |ParagonT... |ParagonT... |CarrierCo...|CarrierMa... |Carrierfctive |
525 UCC525 User Carri.., True
&00 UCCenn User Carri... True

To export only active carriers, click in the box in front of “Export active
carriers only”.

Click Preview, then click Export at the bottom of the screen. The User
Defined Carrier Export screen opens.

Click on Browse and the Select Export File screen opens.
a. Navigate to the directory where you want to save the exported file.

b. Click in the “File name” field and type in the name you want to as-
sign to the exported file.

c. Click Open. The name and directory location appears in the field
next to the Browse button.
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6. To export to a delimited text file click on the Delimited Text (ASCII) ra-
dio button.
» To change the character separating the data fields, click in the
“Character delimiting fields” box and enter the new character value.
» To change the character enclosing the data fields, click in the “Char-
acter surrounding text” box and enter the new character value.

Browese to the desired folder.

Browese...

ASCI
Walue

Bk
HE

Export file type

Character delimiting fields

Character surrounding text

™ Fixed length text [ASCI)

v Include field names as the first row of the export file

| LCloze I

Export

7. To export to a fixed length file click on the Fixed Length Text (ASCII)
radio button.
To change the length of any of the data fields, click in the “Size” box
next to the name of the data field and type in the new numeric value.

NOTE: The size settings also apply to the field names, if you choose to
include them as the first row of the export file. If the length of the field name
exceeds the size setting, the field name will be truncated.

Browse to the desired folder.
Browse...
Expart file type Lo FieldM ame Size
iLogin 9
- Complete Mame 9
~
Drelimited Text [ASCH) E— 3
@ Ficed length text [ASCI) ot !
Active 1
Iv Include field names as the first row of the export file
Iv Add CR/LF to the end of each record
Export | | LCloze I

8. Click on the Export button and the message “The file was exported
properly” is displayed. Click Ok, then click Close.
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Exporting
Reports

11-16

You export standard and custom reports at the Business Manager Host PC
using the Administration module.

To export reports:

1.
2.

© ® NS

Select Reports | Reports.

Click on and highlight the specific report, then click in the Settings but-
ton at the bottom of the screen. For detailed information on this opera-
tion, refer to [Viewing and Printing Reports in Chapter 10 of this guide.

Make any modifications required, then click Show Report. This displays
the report on the screen.

Click here to export the report to a file.

Transactions by Account
G |Eein B &2 E | S o M EEIE |® @ | &7 Epor Cioss
BN b E o B B -

dllle:
:=|||,-':_P|tney Bowes

Transactions by Account
1 01/01/2007 to 12/112007

Time
Date Workstation Operator carrier Class | Fee ©

Start End Total Pieces Total Cost

Click on the Export button.

The Export Report dialog box appears. Select the appropriate file type

from the drop-down list. You can export the report as a pdf, Word (rtf),
Excel (xIs), html or text (txt) file.

Type the file name in the “File Name” field.
Click Save.

A dialog box appears indicating the export was successful. Click OK.
Click Close.

SV61938 Rev. F



Exporting and Importing Data * 11

Exporting Once you have created a custom report, you can export the template for
Custom Report use on other Business Manager PCs. You have the option of exporting a
Templates single report template, or all report templates at once.

Exporting a Single Report Template
To export a single report template:

1. Select Reports | Reports.

2. Click in the Custom Report tab.

3. Select the appropriate custom report.
4. Click the Custom Report button

] Reports

Sel

Datab:
’V IWUrking database ;I

~ Report list Last report
Yearly by Monlhl Summary' Detailed' Formg  Custom Report |

ary with Refil Data

Add Report
Edit Report
Delete Report
Export Report Template Scheduler I Seltings... Print &I
Impart Report Template
Export All Report Templates
Impart Multiple Templates

Close

5. Select Export Report Template. A dialog box appears.

6. Type in a name and select a location to save the report template. Click
OK.

NOTE: The template is saved as a *.bmr file.

7. Adialog box appears indicating the template has been exported suc-
cessfully. Click OK.
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Exporting All Report Templates
To export all report templates:
1. Select Reports | Reports.
2. Click in the Custom Report tab.
3. Click the Custom Report button.

S el

D b.
’7 IW’olkimg database LI

- Report list Last report
“Yearly by Mnnthl Summaryl Dalai\edl Forms  Custom Report I

Add Report
Edit Report

Delete Report
Export Report Template Scheduler Settings.. Frint Last report I

Import Report Template

Expott All Report Templates Cloze

Import Multiple Templates

4. Select Export All Report Templates. A dialog box appears.
5. Type in a name and select a location to save the report templates. Click
Save.

NOTE: The templates are saved as *.bmr files. By default, report templates
are named “Report Template Created on MM-DD-YY HHMMSS_#.bmr”.

6. Adialog box appears indicating the templates have been exported suc-
cessfully. Click OK.
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Importing You can import the following information from the Business Manager data-
Business base:
Manager Data  ° /ccounts

+ Jobs

*  Operators
* Transactions
*  Custom Report Templates

Importing You import accounts at the Business Manager Host PC using the Adminis-
Business tration module. When importing accounts, a typical record will appear in the
Manager following format:

“Client Name”, ”Account Name”, “Sub account name”,

Accounts ”Sub sub account name”, "Active”

Follow the steps below to import accounts into Business Manager.
1. Select Parameters | Accounts and Clients from the main menu. The
Client and Account Management window appears.

2. Click the Export and Import button and select Import from Business
Manager. The Account Import window appears.

= Business Manager Account Import

Select File I

Client narne Account name Sub account name  Sub sub account n...  Active

W Include the first row during the import

I~ Imported blank passwords overwite existing

import
’7 Impart I

I Pririt | Close |

3. Click the Select File button.
a. Navigate to and select the appropriate file.
b. Click Open.

4. The Include the first row during the import check box is selected by
default. Click this check box if you do not want to import the header row.
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Importing
AccuTrac™,
SendSuite™
Shipping,
SendSuite™
Xpress or
Ascent®
Accounts

11-20

5. Click the Imported blank passwords overwrite existing check box to
overwrite existing passwords.

6. Click the Import button. Business Manager imports the account files.
When the import process is complete, the following message will appear
in the Account Import Process Log pane: "Account import completed
successfully".

7. Click Close. A new client, with the imported accounts listed beneath it,
now appears on the Client and Account Management window.

You import accounts at the Business Manager Host PC using the Adminis-
tration module. When importing accounts, a typical record will appear in the
following format:

“Account name”, ”Sub account name”, ”Sub sub account name”,
”Account description”, ”Active”

Follow the steps below to import accounts into Business Manager.

1. Select Parameters | Accounts and Clients from the main menu. The
Client and Account Management window appears.

2. Click the Export and Import button and select Import AccuTrac for-
mat or Import SendSuite™/Ascent format. The Account Import window
appears.

E\ Accutrac Account import

Account Mame Sub Accou... Sub Sub A... |Account Description

™ Include the first row during the import

™ Make imported accounts avalsble at &l sites

A import
’V Import

I Print I Cloze

3. Click the Select File button.
a. Navigate to and select the appropriate file.
b. Click Open.

4. The Include the first row during the import check box is selected by
default. Click this check box if you do not want to import the header row.
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Importing Jobs
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5. Click the Import button. Business Manager imports the account files.
When the import process is complete, the following message will appear
in the Account Import Process Log pane: "Account import completed
successfully".

6. Click Close. A new client, with the imported accounts listed beneath it,
now appears on the Client and Account Management window.

You import jobs at the Business Manager Host PC using the Administration
module. When importing jobs, a typical record will appear in the following
format:

“Code”, “Name”, “Job ID”, “Closed”, “End Date”, “Start Date”, “Surcharges”,
“Flat Rate”, “Per Piece”, “Percentage”, ”Chargeback”

Follow the steps below to import jobs into Business Manager:
1. Select Parameters | Jobs.

2. Click on the Export and Import button at the bottom of the screen and
select Import from the drop-down menu. The Job import screen opens.

# Jobs import

Select File |
Code Job ID Closed End date Start date

Surcharges

~Job import log

Frint I LCloze

3. Click the Select File button.

a. Navigate to and select the appropriate file.
b. Click Open.

5. Click the Import button. If the import is successful, the following mes-

sage will appear: "Job import succeeded".

6. Click Close. The list of imported jobs now appears in the Jobs screen.
7. Click Close
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Importing
Operators

11-22

You import operators at the Business Manager Host PC using the Adminis-
tration module. When importing operators, a typical record will appear in the
following format:

“Login”, “Complete Name”, “Rights”, “Active”

Follow the steps below to import operators into Business Manager.

1.

2.

Select Parameters | Configuration | Environment | Users from the
main menu. A dialog box appears.

Enter the your password and click Confirm. The Users window ap-
pears.

Click the Export and Import button and select Import. The User Import
screen appears.

¥ User Import

Select Fils

Complete Name Active

Import

" User Impork

Fiint

Click the Select File button.
a. Navigate to and select the appropriate file.
b. Click Open.

The Include the first row during the import check box is selected by
default. Click this check box if you do not want to import the header row.

Click the Import button. If the import is successful, the following mes-
sage will appear: "User import completed successfully".

Click Close. The list of imported users now appears in the Users
screen.

Click Close.
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Importing You import accounts at the Business Manager Host PC using the Adminis-

Transactions tration module. When importing transactions, a typical record will appear in
the following format:

“Transactions”, “Terminal ID”, “Duration”, “Hour of Day”, “Minute of Day”,
“Second of Day”, “Date”, “Account ID”, “Sub Account ID”,
“Sub Sub Account ID”, “Carrier ID”, “Class ID”, “Operator ID”, “Job ID”,

“Actual Postage”, “Total Postage”

Follow the steps below to import transactions into Business Manager.

1. Select Transactions | Import Transactons | Import AccuTrac Trans-
actions from the main menu. The Transaction AccuTrac Import window
appears.

(;"(-J Transaction Accutrac import

Select File

Minute of ... Account ID

Transactio... | Terminal ID |Duration

Hour of Day |Minute of ...

T ion A import
I an imported account does not exist in the Business Manager database.. Irnport
& Creats a new account
" Make the transaction an unwverified transaction
Print Close

NOTE: To import files in SendSuite™ Shipping and SendSuite™
Xpress/Ascent format, refer to §mporting SendSuite™ Shipping and |
SendSuite™ Xpress/Ascent® Transactions into Business Managef in
this chapter.
2. Click the Select File button.
a. Navigate to and select the appropriate file.
b. Click Open.

3. If the account associated with the imported transaction does not exist in
the Business Manager database, you can:

SV61938 Rev. F 11-23



11 « Exporting and Importing Data

» Click the Create a new account radio button. Business Manager
will create an account for the imported transaction.

* Click the Make the transaction an unverified transaction radio
button. Business Manager will record the imported transaction as an
unverified transaction.

4. Click the Import button. If the import is successful, the following mes-
sage will appear: "Transaction import completed successfully".

5. Click Close to exit the Transaction AccuTrac Import window.
6. Click Close.

Importing You can import custom report templates that have been exported success-

Custom Report fully from other Business Manager PCs or databases. You have the option

Templates of importing a single report template, or multiple report templates at one
time.

Importing a Single Custom Report Template
To import a single report template:

1. Select Reports | Reports.

2. Click in the Custom Report tab.

3. Click the Custom Report button

Sal

D b.
’7 IW’mking database LI

- Repont list Last report
Yeatly by Mnnthl Summaryl Delailedl Forms  Custom Report I

with Refill Data

Add Repart
Edit Report
Delete Report
Export Report Template Scheduler Settings. Print I %I
Impott Report Template
Expott All Report Templates Close
Import Multiple Templates

4. Select Import Report Template. A dialog box appears.
5. Navigate to and select the template file you wish to import. Click OK.

NOTE: Template files must be in *.BMR format.

6. Adialog box appears indicating the template has been imported suc-
cessfully. Click OK.

The imported report template will appear in the Custom Report list.
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Importing Multiple Custom Report Templates
To import a single report template:

1.

2
3

o

8.

Select Reports | Reports.
. Click in the Custom Report tab.
. Click the Custom Report button.

[ Reports

el

Datab.
’V IWlemg database ;I

~ Repont list Last report
Yearly by Munlhl Summaryl Dalailedl Forms  Custom Report I

Add Repart
Edit Report
Delete Report

Export Repart Template Scheduler Settings. Prink I

Last report I

Import Report Template
Export All Report Templates

Close

Import Multiple: Templates

Select Import Multiple Templates. A dialog box appears.
Navigate to the directory where the templates are located.

Press the <Ctrl> key and select the template file you wish to import.

NOTE: Template files must be in *.BMR format.

ported.

cessfully. Click OK.

Click Open. A progress bar appears indicating the files are being im-

A dialog box appears indicating the template has been imported suc-

The imported report template will appear in the Custom Report list.
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If you have purchased the optional SendSuite™ Shipping or SendSuite™
Xpress/Ascent® interface, you can manage the accounts and operators on
your carrier management and shipping system by creating accounts and
operators at the Business Manager Host PC and then exporting them to
SendSuite™ Shipping or SendSuite™ Xpress/Ascent®.

At the beginning of each day on SendSuite™ Shipping or SendSuite™
Xpress/Ascent®, you open a new manifest for each carrier you use. At the
end of the day, you close all of your manifests and export the transaction in-
formation for all carriers to Business Manager. In this way, you can manage
all of your SendSuite™ Shipping or SendSuite™ Xpress/Ascent® accounts
and their corresponding transactions using Business Manager.

The procedures for managing your SendSuite™ Shipping and SendSuite™
Xpress/Ascent® accounts and operators are described in the following sec-
tions:

«  Exporting accounts from Business Manager to SendSuite™ Shipping or
SendSuite™ Xpress/Ascent®
« Importing accounts into Ascent®

« Exporting operators from Business Manager to SendSuite™ Shipping
and SendSuite™ Xpress/Ascent®

* Importing operator Ascent®

* Importing SendSuite™ Shipping and SendSuite™ Xpress/Ascent® trans-
actions into Business Manager
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You export accounts at the Business Manager Host PC using the Adminis-
tration module. When exporting accounts, a typical record will appear in the
following format:

1.

M

“Cliient Name”,“Account Name”,”Sub Account Name”,
“Sub Sub Account Name”,“Active”

Select Parameters | Accounts and clients. The Clients and Accounts
screen appears.

Click on the Export and Import button at the bottom of the screen and
select Export to SendSuite/Ascent from the drop-down menu.

The SendSuite/Ascent Account export screen opens.

E\ SendSuitefAscent Account export
Filter
’V Filter Column

LI IA" j I Presview
Aooount code | d

Client name

Account name Sub account name Sub sub account name

Expart directony | _I

Esport file name | JEaT =

I PFrint | Export I Close

Click in the “Filter column” field select the appropriate filter from the
drop-down menu (the default is All).

Click on the Preview button and all of the accounts appear in the list
box within the SendSuite/Ascent Account export screen.

Click on the EI button next to the “Export directory” field and select the
destination directory where you want to save the exported file and click
Ok.

Click on in the “File name” field and enter the name, Acntexp.

Click on the Export button. The message “Account export completed
successfully” appears. Click OK.

Using Windows Explorer, locate the file you just exported and verify that
it is named Acntexp.eqt.

NOTE: All SendSuite/Ascent account names are exported as UPPER case
names.

10. You can set up your system to automatically export accounts to Send-

Suite™ Shipping or SendSuite™ Xpress/Ascent®. Refer to Schedule Au-
tomatic SendSuite™ Shipping or SendSuite™ Xpress/Ascent® Exports/
Imports in this chapter.
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. At the Ascent PC, open the Ascent® folder.

Double click on the Ascent Setup icon. This starts the Ascent® pro-
gram.

From the Main menu, click on File and choose Import DB Data from
the drop-down menu.

Verify that the entry ACCU-ACNT appears in the “Import Code” field.
The name appearing in the “Import File Name” field is acntexp.eqt. This
is also the name of the account export file you create on Business Man-
ager when you export the accounts.

Browse to the folder or drive containing the acntexp.eqt file.

Click in the “Import Mode” field and select Keep Existing from the drop-
down menu.

IMPORTANT: Do not choose Overwrite Existing.

Click Ok to import the accounts from actntexp.eqt.

You export operators at the Business Manager Host PC using the Adminis-
tration module. You must be a manager to perform this operation.

1.
2.

3.

Select Parameters | Configuration | Environment | Users.

You are prompted to enter your password. Enter the password and click
Confirm.

Click on the Export and Import button at the bottom of the screen and
select Export in SendSuite/Ascent Format from the drop-down menu.

To export only active users, click in the box in front of “Export active us-
ers only”.

Click the Preview button to view the list of operators that will be export-
ed.

Click on the Export button at the bottom of the screen. The Select Ex-
port File screen appears.

a. Select a directory from the “Save in” drop-down list.

b. Type in the name, Userexp. Make sure EQT appears in the “Save
as type” field.

c. Click Save and the message “Export Succeeded” appears.

Using Windows Explorer, locate the file you just exported and verify that
it is named Userexp.eqt.

NOTE: Operator names are exported as UPPER case names.

You can set up your system to automatically export operators to Send-
Suite™ Shipping, SendSuite™ Xpress, and Ascent®. Refer to chedule
Automatic SendSuite™ Shipping or SendSuite™ Xpress/Ascent® Exports/
Imports in this chapter.
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1. At the Ascent® PC, open the Ascent® folder.

2. Double click on the Ascent Setup icon. This starts the Ascent® pro-
gram.

3. From the Main menu, click on File and choose Import DB Data from
the drop-down menu.

4. Click in the “Import Code” field and select ACCU-OP from the drop-
down menu.

5. The name appearing in the “Import File Name” field changes to user-
exp.eqt. This is also the name of the operator export file you create on
Business Manager when you export the operators.

6. Browse to the folder or drive containing the acntexp.eqt file.

7. Click in the “Import Mode” field and choose the Keep Existing option
from the drop-down menu.

IMPORTANT! Do not choose Overwrite Existing!

®

Click Ok to import the operators from userexp.eqt.

You import transactions at the Business Manager Host PC using the Ad-
ministration module. When importing SendSuite™ Shipping and SendSuite™
Xpress/Ascent® transactions, a typical record will appear in the following
format:

“Account”,”Sub account”,”Sub sub account”,”Job ID”,”Carrier”,
”Category”,”Date”,”Start Time”,”End Time”,”Weight”,”Base Charge”,
”Surcharge”,”Pieces”,”Total Charges”,”Operator ID”,
”"Transaction Code”,”Site ID”,”Terminal ID”,”Meter Serial”,”Meter
ascending”,”Meter descending”,”Fee 1”,”Charge Fee 1”,”Fee 2”,
”Charge Fee 2”,”Fee 3”,”Charge Fee 3”,”Fee 4”,”Charge Fee 4”,
”Fee 5”,”Charge Fee 5”,”Fee 6”,”Charge Fee 6”,”Fee 7”,”Charge Fee 7”,
”Fee 8”,”Charge Fee 8”,”Fee 9”,”Charge Fee 9”,”Fee 10”,
”Charge Fee 10”,”Fee 11”,”Charge Fee 11”,”Fee 12”,”Charge Fee 12”,
”Fee 13”,”Charge Fee 13”,”Fee 14”,”Charge Fee 14”,”Fee 15”,
”Charge Fee 15”,”Fee 16”,”Charge Fee 16”,”intIDFleesDatBase”

NOTE: You can set up your system to automatically import SendSuite™ Shieeing and
SendSuite™ Xpress Shipping andSendSuite™ Shipping and SendSuite™ Xpress Xpress/Ascent® transactions into

Business Manager. Refer to {Using the Task Schedulefin Chapter 13.

1. Locate the SendSuite™ Shipping or SendSuite™ Xpress/Ascent® ato
transaction file on the SendSuite™ Shipping or SendSuite™ Xpress/As-
cent® PC. This file is created on the SendSuite™ Shipping or SendSuite™
Xpress/Ascent® PC whenever you open a carrier manifest. The location
of the directory containing the ato files depends on how your Send-
Suite™ Shipping or SendSuite™ Xpress/Ascent® system is set up.
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Copy the appropriate ato file to a floppy disk or to an appropriate net-
work drive.

Log onto the Business Manager Host PC or on to a Data Collector PC.
If the ato file is on a floppy disk or CD, insert the media into the appro-

f;'-l Transaction import

Select file |

Sub Account Sub-sub A... Job ID Categary Start time

T ion import
Import
It an imported account does not exist in the Business Manager database

&' Create a new account

" Make the ransaction an unverified transaction

Frint

priate drive on the Host or Data Collector PC.

Select Transactions | Import Transactions | Import SendSuite™/As-
cent Transactions. The Transaction import screen appears.

Click on the Select file button.

a. Browse to the floppy disk or the network directory containing the ato
file.

b. Select the file and click Open.

A list of the transactions in the ato file appears in the Transaction import
screen display area.

If the account associated with the imported transaction does not exist in
the Business Manager database, you can:

* Click the Create a new account radio button. Business Manager
will create an account for the imported transaction.

e Click the Make the transaction an unverified transaction radio
button. Business Manager will record the imported transaction as an
unverified transaction.

Click the Import button. If the import is successful, the following mes-
sage will appear: "Transaction import completed successfully".

Click Close to exit the Transaction Import window.
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By default, SendSuite™ Shipping and SendSuite™ Xpress/Ascent® Job IDs
are sent to the Job ID 2 (User-Defined Text) field for newly imported trans-
actions. You also have the option of mapping SendSuite™ Shipping and
SendSuite™ Xpress/Ascent® Job IDs to the Job ID 1 field.

NOTE: This feature does not change field assignments for existing transactions.

This feature is accessed via the Options and acquisitions tab on the Soft-

ware screen. You must have manager level access rights to activate this

feature.

1. Select Parameters | Configuration | Environment | Software. You will
be prompted to enter your password.

2. Once you enter password and click Confirm the Software screen ap-
pears.

3. Click on the Options and acquisition tab to display the budget settings
for Business Manager.

4. Click the radio button that corresponds with the desired Job ID field as-

" Import Transactions
{*} Imported job iz azzigned to User Defined field
) Imported job iz azsigned to JoblD field

signment:

» Select Import job is assigned to User Defined field if you want
the SendSuite™ Shipeing and SendSuite™ Xpress/Agcent® Job IDs sent to the
User-Defined Text (Job ID 2) field.

» Select Import job is assigned to Job ID field if you want the
SendSuite™ Shieping and SendSuite™ Xpress/ Agcent® Job IDs sent to the Job ID
field.

NOTE: Business Manager allows a maximum of 100 Job IDs.

5. Click Confirm when done.

You can use the Business Manager Task Scheduler to have your system
automatically perform an import of transactions from SendSuite™ Shipping
and SendSuite™ Xpress/Ascent®, and an export of accounts and/or op-
erators from Business Manager to SendSuite™ Shipping and SendSuite™
Xpress/Ascent®.

For more information about the Task Scheduler, refer to [Chapter 13.
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Manually
Backing Up
Your Data

12-2

You manually backup your Business Manager databases at the Business
Manager Host PC using the Administration module. You must be a manager
to perform this operation.

NOTE: Refer to Using the Task Schedulef in this chapter for information about

scheduling automatic backups.

1.

Business Manager uses a default backup directory on the master Host
PC. It is recommended that you use this default directory. You can how-
ever use Windows Explorer to create a different backup directory.
Select Parameters | Configuration | Environment | Software. You are
prompted to enter your password.

Once you enter password and click Confirm the Software screen ap-
pears. Click on the Database tab to display the main databases for
Business Manager.

Click on the Backup settings button. In the Database backup settings
screen, click on the check boxes for the databases you want to back up.

i Database backup settings

Database backup settings

Databases to backup (Y =]
™ Consolidation database [HO)
[ Archive database [SV)]

™ Host to Host archive database [SH)

Backup folder
|E:\Program Filez'Fitney BoweshBusiness Manager'Backupsh

Check path

s

tic backup
[ Dizplay a reminder icon in the Administrative Task to perform

Remind me to save my databases every | 10 j days

Last backup dates

Databasze Last success Last try
Wworking database [TR) 1042972007 1142042007

Conszolidation database [HO) 10/29/2007 10/29/2007
Archive databaze [SY) 10/29/2007 10/29/2007
|_ Host to Host archive database [SH] 10/28/2007 10/28/2007

I Canfirm Cloze

Enter the location of the backup directory in the Backup folder path.
This is the directory you created in step 1.

IMPORTANT: You must put the “\” after the name of the folder as shown in
the example screen in the link above.
Click on the Check path button and the system verifies that this is a
valid path.
Click on the Confirm button when done, then click Confirm once again
to return to the main screen.

SV61938 Rev. F



Using Business Manager Utilities * 12

8. To run the backup, select Utilities | Maintenance | Backup databases.
The Database backup screen opens.

i. Database backup E|

Backup status
Click the checkbox nest to each databasze that you want to backup.

Last success Database

“Working databaze [TR]
Consolidation databaze [HO]
Archive databaze [5V]

Host to Host archive database [SH)

Backup

Backup databazes

Lloze

9. Click on the Backup databases button to begin the backup.

10. You can check the backup directory using Windows Explorer to verify
that the backed up files are in the directory. If you backup all database
files, you should see files similar to the samples here:

+ HO_20041121144741.dmp
+ SV_20041121144741.dmp
+ TR_20041121144739.dmp
+  SH_20041121144739.dmp

The name after the underscore corresponds to the year, month, date,
hour, minutes, seconds.

System If any of the four databases (Working, Archiving, Consolidation, and Host to

Message Host Archive) reach 85% of the 4GB SQL Server 2005 Express size limit, a
) - system message that requires your attention will appear in the "Administra-

Indicating tion tasks to perform section" at the top of the Main menu.

Database is Contact your Customer Service Representative if this system message ap-

85% Full pears. The Customer Service Representative can review options to archive

transactions, shrink the database, or upgrade to the SQL edition.

Restoring Your Contact your Pitney Bowes® service representative to restore your backed
Data up databases.

SV61938 Rev. F 12-3



12 - Using Business Manager Utilities

Using the Task  The Task Scheduler allows you to:
Scheduler + Schedule automatic backups,
» Schedule export of transactions,
* Import transactions from SendSuite™/Ascent® format,
* Export accounts and operators to SendSuite™/Ascent® format, and
* Import accounts from SendSuite™/Ascent® or AccuTrac™ formats.

—_—

Select Parameters | Configuration | Task Scheduler. The Task
Scheduler screen opens.

2. Click in the “Select a Task” drop-down list and choose the appropriate
option.

Adding a Task

i%% Task Scheduler

1. Select a task

| El

2. Select path

3. Select repetitions
© Daily

7 ekl
 Manthly

4. Add task to schedule Add Task I

—Scheduled tasks

Scheduled Task Mame Scheduled Time Last Run Status

Fiemove Task |_

LConfirm Close |

3. Inthe “Select Path” section of the screen, select the backup directory
where you want to save the file. The appearance of this section varies,
depending upon the task you have chosen.

NOTE: Once you have selected the backup directory, you can click the
Check button to verify the directory is valid. If your settings are correct, a
dialog box will appear. Click OK to continue.
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If you’ve chosen to Import Transactions from SendSuite/Ascent®
format, the “Select Path” section will look like this:
—2. Select path |

Impaort Directom

| Browse... I Check |

If an imported account does not exist in the Business Manager database...
(* Create a new account

= Make the tansaction as an unverified tansaction

a. Click on the Browse button next to the “Import Directory” field
and browse to the directory that contains the SendSuite/As-
cent® ato transaction file.

b. If the account associated with the imported transaction does
not exist in the Business Manager database, you can:

* Click the Create a new account radio button. Business
Manager will create an account for the imported transac-
tion.

« Click the Make the transaction an unverified transaction
radio button. Business Manager will record the imported
transaction as an unverified transaction.

If you’ve chosen to Export Accounts and Operators to SendSuite/
Ascent® format, the “Select Path” section will look like this:

2. Select path

Import Directory

Accounts | Browse... I Check I
Operators | Browse... I Check I

a. To export accounts click on the Browse button next to the “Ac-
counts” field and browse to the directory where you want to
save your exported accounts file.

b. Click Open and verify that the name Acntexp appears in the
“File name” field and click Save.

c. To export operators click on the Browse button next to the
“Operators” field and browse to the directory where you want
to save your exported operator file.

d. Click Open and verify that the name Userexp appears in the
“File name” field and click Save.
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If you’ve chosen to Schedule Backup for Working database,
Schedule Backup for Consolidation database, Schedule Backup
for Archiving database, or Schedule Backup for Host to Host Ar-
chive database, the “Select Path” section will look like this:

— 2. Select path
Backup Directaory

| Browse... I Check I

Click on the Browse button next to the "Backup Directory" field
and browse to the directory you want to file to backup to.

IMPORTANT: You must schedule a backup for each of the four da-
tabase to ensure full database recovery. The two host databases not
needed if running a single host.

If you’ve chosen to Import Accounts from SendSuite/Ascent®
format or to Import Accounts from AccuTrac™ format, the “Select
Path” section will look like this:

2. Select path
Import Directary

| Browsze... | Check I

v Include the first row during the impart

[T Make imported accounts avaiable at al sites

Click on the Browse button next to the “Import Directory” field and
browse to the directory that contains the eqt account file.

If you’ve chosen to Schedule Export of Transactions, the “Select
Path” section will look like this:

— 2. Select path and export parameters

{ Mo Parameters Selectad } Select Export Parameters |

a. Click the Select Export Parameters button.

b. The “Transaction Export” screen appears. Refer to
in Chapter 11 for more information.
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4. In the “Select repetitions” section, click on the appropriate options button
for daily, weekly or monthly.
» Daily - This option allows you to schedule the task to run every day,
at a specific time. Set the time using the up and down arrow buttons

in the "at" field.
&+ Dailyg
 wieekly at [12:00.00 M —
" Manthly

*  Weekly - This option allows you to schedule the task to run once a
week, on a specific day (Monday, Tuesday, Wednesday, etc.) and
time. Select the day of the week from the "day" drop-down list. Set
the time using the up and down arrow buttons in the "at" field.

" Daly day | ]
" fafeekly at [12:00:00 &M =
= Monthly

* Monthly - This option allows you to schedule the task to run once a
month, on a specific date (1st, 2nd, 3rd, last day of the month, etc.)
and time. Select the date from the "date" drop-down list. Set the time
using the up and down arrow buttons in the "at" field.

= Daily datel ;l
™ Waskly at |12:nn:nn Ahd ==
& fanthiv
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5. Click on the Add Task button and the task appears in the “Scheduled
tasks” list.

% Task Scheduler,

1. Select a task
IScheduIe Backup for Working database LI
2. Select path
Backup Directony
IC:\F‘mgram Files'Pitney Bowes\Business Manager', Browse... | Check
3. Select repetitions
™ Daily date [1st Jd|
" \weekly at [12:00:00 &M —
£ Manthiy

4. Add task to schedule

I Scheduled Task Name | Scheduled Time |Last Riun Status
Schedule Backup for Warkin... Monthly on the Tst at 12:00:..

- eroetas ||

LConfirm Close |

6. Repeat steps 2 through 5 for each additional task.
7. Click Confirm when done.

NOTES ABOUT DATABASE BACKUP:

»  Backups to external media or a network drive are recommended at least
daily. Periodic purging of old backup files is also recommended to minimize
storage usage.

» Always schedule backups during off-peak hours.

*  More than one backup can be scheduled for a given database, as long as the
schedule settings are not the same

*  The name of the backup file will appear with the database abbreviation (HO,
SV, TR, or SH) followed by an underscore, then the year, month, date, hour,
minutes, seconds.

HO_YYYYMMDDHHMMSS.dmp
SV_YYYYMMDDHHMMSS.dmp
TR_YYYYMMDDHHMMSS.dmp
SH_YYYYMMDDHHMMSS.dmp

Removing a Task 1. Select Parameters | Configuration | Task Scheduler. The Task
Scheduler screen opens.

2. Select the task you want to removed from the “Scheduled Tasks” list.

3. Click the Remove Task button. The selected task will be deleted from
the list.

4. Click Confirm when done.
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Overview NOTE: In order to use this feature, the Funds Management license must be
added to your system. To purchase a new license, contact your Pitney Bowes®
Sales Representative.

The Funds Management feature that allows you to centrally control, moni-
tor and report on fund refills performed on the DM Series™ and DM Infinity™
mailing systems.

NOTE: The Funds Management feature is available for DM Infinity™ units with an
existing direct IntelliLink® software interface. To upgrade a DM Infinity™ PC Data
Collector, contact your Pitney Bowes® Service Representative.

Funds Management will allow a manager to set refill parameters to auto-
matically refill a meter or meters, to refill meters on demand, and to view
and report on refill history and meter activity in real time. It also provides
access to all IntelliLink® functions through multiple connection alternatives.

» Tracking Services (Delivery and Signature Confirmation, E Certified),

« Postage by Phone® (refills, exclusive payment options),

» USPS and Carrier Rate Updates (instant access to updated rates, ZIP
Code changes, new Classes),

* Instant System Updates (Annual or Semi-Annual Version Changes),

» E-Return Receipt (Electronic record of delivery),

» Turning on Features Remotely, and

« IntelliLink® Information and Electronic Inspection.

The Funds Management feature utilizes one of the following connection

types to perform meter fund refills and connect to the Pitney Bowes® infra-
structure:

* Dial up using a PC Pass-Through Server - The Host PC, DM Series™
and/or DM Infinity™ meters are on a private or corporate network. The
Business Manager Host PC is connected to Postage By Phone® through
a dial up modem. The Business Manager Host becomes the single ac-
cess point to Postage By Phone®.

« LAN with a PC Pass-Through Server - The Host PC, DM Series™ and/or
DM Infinity™ meters are on a private or corporate network. The Business
Manager Host becomes the single access point to Postage By Phone®.

« LAN without a PC Pass-Through Server - The Host PC, DM Series™
and/or DM Infinity™ meters are on a private or corporate network. Any of
these can access Postage By Phone® independently.
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The Refill Management screen is the main screen from which all Funds
Management operations are performed. You can:

« Set refill parameters to add funds automatically at a preset threshold;
* Manually refill a meter or meters;

* View refill history; and

» Refresh meters to view the latest meter activity..

You can set a default refill amount, maximum refill amount, or a minimum
refill amount for one or multiple meters. These settings will dictate the
amounts you can enter when performing manual refills.

In addition, you can enable automatic refills, which will refill meter(s) for a
specific amount when the meter reaches a low funds threshold. In the event
Business Manager cannot perform the refill on the first try, you can specify
the number of times and frequency the system will try to perform the refill.

Follow the steps below to set the refill parameters for your DM Series™ or
DM Infinity™ digital meter. You must be a manager to perform this operation.

1. Select Transactions | Funds Management | Refill Management
screen. The Funds Management Refill Management screen appears.

:. Funds Management Refill Management. E‘
Meter Details
B0
Select Meters | Meter GerialNo | Meter Alias Name | Funds Remaining Funds Used | Refill Stalus Last Refil Amount Last Refil Date | Reill Type
r 4293924 i} i} i}
r 1000114 i} 0 i}
r 1000235 17.14 7154.985 467.015 Succee: ded 100.000 07/18/2007 11:53:124 OnMeter
o S
Refresh Refil Parameters Refil History
Cose |
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2. Select a meter to configure:
a. To select all meters, click on the [| button.

b. To select a meter, or multiple meters, click on the box next to the
meter so that a check mark appears.

c. To deselect a meter, or multiple meters, click on the check box next
to the meter so that the check mark disappears.

d. To deselect all meters, click on the Q| button.

3. Click the Refill Parameters button. The Refill Parameters dialog box
appears.

‘ Funds Management Refill Parameters E'

Refill Parameters

Default Refil Amaunt $
M aximum Refil Amaunt $ 93993
Minimum Fefill Amaunt $ 1
Auto Refill Parameters
Enable Auto Refil r
Auto Refill Armount $
Low Fund Threshald $
Auta Refill Interyval [min)
Auto Refill Retry Count
Save | Cloze |

4. Specify the default manual refill parameters.

NOTES:
e All refill amounts must be entered in whole dollars.
e The maximum refill amount is $99,999.

e The minimum refill amount is $1.

a. Enter the default refill amount in the Default Refill Amount field.

b. Enter the maximum refill amount in the Maximum Refill Amount
field.

c. Enter the minimum refill amount in the Minimum Refill Amount
field.
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5. If you want the meter to refill automatically, click in the Enable Auto
Refill check box so that a check mark appears.

Auto Refill Parameters
Enable &uto Refil I3
Auta Refill Amount $ |2—
Laws Fund Threshald $ 500
Auto Refill Interval [min] [5
Auto Refill Retry Count I‘I a

a. Enter the auto refill amount in the Auto Refill Amount field. The
amount will be added automatically to the selected meter(s) once
the low fund threshold is reached.

b. Enter the low fund threshold amount in the Low Fund Threshold
field. When the meter reaches the low fund threshold, an automatic
refill will be performed.

c. Enter how frequently you want the system to attempt the refill (in
minutes) in the Auto Refill Interval (min) field.

d. Enter the number of times you want to system to retry the refill in the
Auto Refill Retry Count field.

6. Click Save. The meter must be logged in and idle (not processing mail)
to save your changes.

Manually Follow the steps below to manually refill your DM Series™ or DM Infinity™

Refilling Meters  digital meter.
1. Select Transactions | Funds Management | Refill Management
screen. The Funds Management Refill Management screen appears.

# Funds Management Refill Management E‘
Meter Details
=0
Select Meters Meter Senal No Meter Alias Name Funds Remaining Funds Used Refill Status Last Refil Amount Last Refill Date: Refill Type
I~ 4293924 i} i} i}
[ 1000114 i} 0 i}
r 1000235 17.14 7154985 467.015 Succeeded 100.000 07/18/2007 11:53:12.4 OnMeter
< \ 2
Riclieshn Refil Parameters Refil History
Close
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2.

o

Select a meter to configure:
a. To select all meters, click on the button.

b. To select a meter, or multiple meters, click on the box next to the
meter so that a check mark appears.

c. To deselect a meter, or multiple meters, click on the check box next
to the meter so that the check mark disappears.

d. To deselect all meters, click on the O button.

Click the Refill button. The Funds Management Manual Refill dialog box
appears.

" Funds Management Manual Refill

Refill &maurt E

Lser Mates

Refil | Close |

Enter the refill amount in the Refill Amount provided.

If desired, enter notes about the refill in the User Notes field.

Click Refill. The meter must be logged in and idle (not processing mail)
to perform the refill.

The Refill Status field on the Funds Management Refill Management
screen indicates the status of the refill. “Refilling” appears while the refill
is in process. Once the refill has been completed successfully, “Suc-
ceeded” will appear in the field.

A Funds Management Refill Management E‘
Meter Details
j]u]
Select Meters Meter Serial No Meter Alias Name | Funds Remaining Funds Used Refill Status Last Refill Amount Last Refill Date Refill Type
r 4293924 0 1} 0
r 1000114 0 0 0
r 1000235 17.14 7154.985 467.015 Succee! ded 100.000 07/18/2007 11:53:124 OnMeter
< \ 2
Fiefill Refresh Fiefill Parameters Refill Histary
Cose |

8. Click Close to exit the Funds Management Refill Management screen.

13-6
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Viewing Refill Follow the steps below to view the refill history for your DM Series™ or
History DM Infinity™ digital meter.

1. Select Transactions | Funds Management | Refill Management
screen. The Funds Management Refill Management screen appears.

# Funds Management Refill Management g\
Meter Detaile
=20
Select Meters Meter Serisl No Meter Alias Name  Funds Remaining Funds Us=d Refill Status Last Refill Amount Last Refill Date Refill Type
r 4293924 o o o
r 1000114 o o o
r 1000235 1714 7154985 467.015 Succeeded 100,000 07/18/2007 11:6312 A OrMeter
al 2l
Refill Refresh Refill Parameters Refill History
Cose |

2. Select a meter to configure:
a. To select all meters, click on the button.
b. To select a meter, or multiple meters, click on the box next to the
meter so that a check mark appears.
c. To deselect a meter, or multiple meters, click on the check box next
to the meter so that the check mark disappears.
d. To deselect all meters, click on the _| button.
3. Click the Refill History button. The Funds Management Refill History
screen appears.

Funds Management Refill History

Filter Criteria
Sl Bty 12052007 = || 13m22PM = G T ] -
End Date: 121272007 || 13822 PM —= Refil Status: al -
Meter History
Meter Serial Na Meter Alias Name Funds Remairing FundsUsed  Refil Status Frefil Amaunt Refl Date Refil Type
. 3
show | Closs

4. Select the appropriate Start Date from the drop-down list, then select
the start time.

5. Select the appropriate End Date from the drop-down list, then select the
end time.
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6. Select the appropriate Refill Type:
« Select All to view all meter refills.

e Select Manual to view all manual meter refills initiated at the Host
PC.

e Select Auto to view all automatic meter refills.

e Select On Meter to view all meter refills that were initiated at the
IntelliLink® Control Center on the meter.

7. Select the appropriate Refill Status:
» Select All to view all meter refills.

» Select Succeeded to view only the meter refills that were performed
successfully.

» Select Failed to view only the meter refills that failed.
» Select Cancelled to view only the meter refills that were cancelled.

8. Click Show. The refills that meet the criteria you have selected appear
in the Meter History pane.

Funds Management Refill History, 3]
Filter Criteria
Sliziilklz 12/05/2007 ¥ || 1:38:22 PM —= Gl g Al -
i Bt 121272007 ~ || 1:3822 P = =l S &l -
Meter Histors
Meter Serial Na Meler Aias Name Funds Remairing FundsUsed  Riefil Stalus Fiefil Amaunt Fiefil Dale Rl Type
1000114 Db1000 18057.0840 5095160 Succseded 1.0000 124112007 020040 P Marwal
1000114 Dh1000 18056.0840 5095160 Succesded 1.0000 12112007 015322 P Marwal
1000114 Db1000 190550840 65099160 Faied i 1241172007 0151:00 P Marwal
. 5
show | Closs

9. Click Close to exit the Funds Management Refill History screen.
10. Click Close to exit the Funds Management Refill Management screen.
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Refreshing
the Funds
Management
Refill
Management
Screen
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The Refresh button on the Funds Management Refill Management screen
allows Business Manager to poll selected meters and return the register
information on the screen.

“# Funds Management Refill Management E‘
Meter Details
]
Select Meters Meter Serial No Meter Alias Name | Funds Remaining Funds Used Refill Status Last Refill Amount Last Refill Date: Refill Type
r 4293924 0 1} 0
r 1000114 0 0
r 1000235 17.14 7154985 4E7.015 Succeeded 100,000 07/18/2007 115312 &4 OnMeter
< \ 2
Richizdlh Refil Parameters Refil History
Cose |

1. Select a meter to configure:
a. To select all meters, click on the button.

b. To select a meter, or multiple meters, click on the box next to the
meter so that a check mark appears.

c. To deselect a meter, or multiple meters, click on the check box next
to the meter so that the check mark disappears.

d. To deselect all meters, click on the Ql button.

2. Click the Refresh button. The screen is updated with the latest register

information for the selected meter(s).
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Funds
Management
Reports

Creating a
Custom Funds
Management
Report

13-10

Two custom report templates have been created to provide Funds Manage-
ment information.

Description of Custom Funds Management Report Templates

Funds Status Refill status summary by meter based on the date
criteria selected.

Funds History Refill history by meter based on date criteria selected.

Refer to |Viewing and Printing Reportd in Chapter 10 of this guide for gen-
eral information on viewing or printing reports.

You can create a custom Funds Management report to meet your specific
reporting needs.

NOTE: The Funds Management custom report options are available only on
systems that have the Funds Management license activated.

The sections here describe features unique to the custom Funds Man-

agement report creation process. Refer to [Chapter 11, Creating Custom|
in this guide for information on complete instructions on creating

custom reports.
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Selecting the Report Type

To access the Funds Management administration report data fields, click
the System administration report radio button, then select Funds Man-
agement from the drop-down list that appears on the Select Report Type
screen.

B Custom Wizard)- Select Report Type [g‘

Select Report Type

‘what type of report should this be?

" Transaction Detail report

" Mailpiece Detailed report

" Transaction Summary report
" Mailpiece Surmmary report

%" Spstem administration repaort

Cancel Mest >

Selecting Filters
Business Manager allows you to select Digital Meter, Refill Type, and/or Re-
fill Status filters for Funds Management reports.

B Custom Wizard - Specify Filter [‘5_(

Select the fields to filter[opbonal)

Digital Meter
Fiefill Type
Fiefill Statuz

Cancel <F‘revious| Mext > |
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Filtering By Digital Meter
The first time you open this screen, none of the digital meters are selected,
as indicated by the empty check boxes in front of each meter name.

B Custom Wizard - Select Digital Meter(s) El

Select Digital Meters
O

4293924 -17 46.01

Cancel | <Previuus| Nexst » | |

1. To select individual meters, click in the check box in front of each of the
meter names to create a check mark.

2. To deselect all meters, click on the [O| button at the top of the screen.
To select all meters, click on the [E button at the top of the screen.

4. Click Next>. If you are using any additional filters, the appropriate filter
screen opens. Otherwise, continue to the [Selecting Grouping and Sort|
section in Chapter 11.

w
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Filtering By Refill Type
The first time you open this screen, none of the refill types are selected, as
indicated by the empty check boxes in front of each refill name.

B Custom Wizard - Select Refill Type fg\

Select Refill Type
O

b arual
Auto
OrMeter

Cancel | <F'|evinus| Mest > | |

1. To select individual refill types, click in the check box in front of each of
the refill names to create a check mark.

2. To deselect all refill types, click on the [ button at the top of the screen.
To select all refill types, click on the [E button at the top of the screen.

4. Click Next>. If you are using any additional filters, the appropriate filter
screen opens. Otherwise, continue to the [Selecting Grouping and Sort|
section in Chapter 11.

w
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Filtering By Refill Status
The first time you open this screen, none of the status options are selected,
as indicated by the empty check boxes in front of each status option name.

B Custom Wizard - Select Refill Status El

Select Refill 5tatus
m|

Succeeded
Failed
Canceled

Cancel | <F‘revious| Mext » | |

NOTE: If the meter refill is performed at the meter, and the refill fails, Business
Manager will not record the history.

1. To select individual status options, click in the check box in front of each
status name to create a check mark.

2. To deselect all status options, click on the [O] button at the top of the
screen.

3. To select all status options, click on the |E button at the top of the
screen.

4. Click Next>. If you are using any additional filters, the appropriate filter
screen opens. Otherwise, continue to the [Selecting Grouping and Sort|

section in Chapter 11.
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14  Total Meter Reporting

Overview Total Meter Reporting is an application in the INVIEW™ Mailstream Manage-
ment Suite. INVIEW™ is an online postage meter reporting website that al-
lows you to access information about where and how postage is used within
your organization. The website allows you to view and analyze your post-
age meter activity for one meter, one location, or across your entire enter-
prise. The activity for each meter is transferred whenever you connect your
meter to the Pitney Bowes Data Center to refill postage, check on available
funds in your Postage By Phone account, or during other inspection or

maintenance processes.

14-2

WELCOME CUSTOMER SUPPORT | MY ACCOUNT | SIGN 0UT [
2k b
2k PitneyBowes | Total Meter Reporting Search o
[Nl Meter Reports | AccountReports | MyReports | Preferences > Total Postade Manaaement| Sunport
Choose Report: Choose Meters: Al Meters () Choose Time Period:
Postage Summary |~ selected edit/view Custom =] [Apr =][2007 =] to[Apr =
#bout this report =
2009
Save Seting
. . 2
Postage Summary Report £ Meter data incomplete for 6 Meter(s) Eix this [hewotto. 5 rint 2tz
Mail by Class Usage by Month
@ FieChart (% Bar Chart (" Table
Monthly Avetage Dollars § 68.86 Total Dollars 1721 52
4100000
$900.00
J_EI $600.00
ernatena e coge_— 8 40000
$200.00
5000
SEP2007 NOV2007 NOV2008 AN 2008
ocr2007 octa0s DEGZ008
o
» View Report Criteria

IMPORTANT: To assure your report data is up to date, perform balance
inquiries on a regular schedule that conforms to the reporting periods

you set up in the application.
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Configuring
Business
Manager

SV61938 Rev. F

Verifying Your INVIEW™ License

Use the instructions below to verify you have a valid Mailstream Web Visibil-
ity Licence. Without this license, you cannot upload transaction data to the
Total Meter Reporting server.

1. Click Parameters > Configuration > Enviornment > See the installed
licences.

2. Ensure your Mailstream Web Visibility License is enabled.
x|

—Licenses installed on this Business Manager workstation
Paragon Business Manager license Expires end of April 2010
B300 Business Manager license Expires end of May 2010
A%00 Business Manager license Expires end of June 2010
6500 Business Manager license Expires end of July 2010
DM Infinity {TM) Business Manager license Expires end of July 2010
Galaxy Busi Manager i Expires end of May 2010
Hostto Host license Expires end of July 2010
Manage Transactions license Expires end of July 2010
Statistics license Expires end of Hovember 2010
Surcharge license Expires end of March 2010
Export and Report license Expires end of March 2010
Funils Management license Expires end of Hovember 2010
Mailstream Web Visibility License Expires end of September 2010

>

Addali

Erter the new license key and press Add.

| Cloze I
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Up|oading Data Before you can view any reports, you must first upload your transaction
data. Transaction data can be uploaded manually or via the task scheduler.

Use the instructions below to manually upload your transaction data.
1. Click Transactions > INVIEW.

2. Click Upload Meter Transaction(s). This will upload data for all meters
listed under Meter List.

x
—hdeter Lizt

8025184 | Regizter Meter(z) I
8025198

1000114 Upload Meter Tranzaction(s) |
1000179

‘View Log File |

Cloze |

3. A message displays when the upload is complete.

x
—heter List
8025184 Reqizter Meter(s) |
8025198
1000114 Upload keter Transaction(s) I
1000179
View Log File |
Cloze |
heter upload completed. Wiew log for more details. ;I
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Viewing the Log
The upload log displays a detailed account of the upload process. This may
be useful for troubleshooting. To view the upload log, click View Log File.

Manual Uploads x
—hdeter Lizt
8025184 Regizter Meter(z) |
8025198
1000114 Upload Meter Tranzaction(s) |
1000179
View Log File |
Cloze |
= 2400ul09 * 52631 P *webvizU pload ¥ OnLoad : Loads all the meters for regigtration and upload ﬂ
= 2400109 * 52802 P *wWebVizlpload * Onlpload @ Initiating all meters for upload operation

= 2400ul/09 * 52302 P * BMTranzUploader  * Uploaddll; Started upload at07 /2442009 52302 P

* 242001409 7 52802 Ph * BMTranzsUploader ™ Uploadall: [nitiating registration for Metertlo: 8025184

= 24000109 * B 2320 P *wiebvizU pload ¥ Onl)pload ; Meter upload failed -» Object reference not set to an
inztance of an object.

ATt 2344 A *wWebvizl pload ¥ OnLoad : Loads all the meters for regigtration and upload

=27 Al09 7 22357 AM T wWebVizlpload * Onlpload @ Initiating all meters for upload operation

AT 22357 AM * BMTranzUploader  * Uploaddll; Started upload at07 /2742009 92367 AM j
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Scheduled Use the instructions below to upload transaction data through the Business
Uploads Manager Task Scheduler.

1. Click Parameters > Configuration > Task Scheduler.

2. Select the Mailstream Web Visibility Upload task.

% Task Scheduler x|

1. Select atask

IMalIs‘tream Wieh Wisibilty Upload _vI

2. Select path

[ 3. Selectr
' Daily

 Wieekly at |12:un:un =

= Monthly

4. Add task to schedule Acd Task |
—Scheduled tasks

Scheduled Task Mame Scheduled Time Last Run Status

Remave Tash I_

Canfirm Close |

3. Select how frequently you want the task to run. For example, Daily at 12
AM.
4. Click Add Task.

% Task Scheduler X

1. Select a task
[Mailstream sk Visibilty Upload ~

2. Select path

3. Select repetitions

& Daily
 ieekly at [12:00:00 A =
" Morthly
4. Add task to schedule [ stk |
r tasks

Scheduled Task Marme |Scheduled Titne: |Las‘t Fun Status

wieh Visibilty upload transa...  Daily ot 12:00:00 &k

Remove Task I_

Confirm Cloze |

5. Click Confirm.
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Once you have uploaded transaction data, you can begin to view reports
from the Total Meter Reporting web site.

Using Total
Meter Reporting

Logging In

1. Open Internet Explorer and go to www.pb.com.

2. Click the My Account tab.

3. Type your user name and password. Click Log In.

HiE PitneyBowes

Search

T accot |

REGISTERED USERS

MY BILLS
View bills, schedule auto payments, track payment history IUSBmamB
MY PRODUCTS I

Find product FAQs, troubleshoot problems, contact support

POSTAGE BY PHONE

Monitor meter activity, redeem reward points, choose payment options Forgot Your Usamame or Rassuord?
SUPPLIES

Browse the store, place an order, check order status

NOT REGISTERED?

new and
improved,

MyBills!

see it now

Contact Us | Qur Company | Investar Relations | Mewsroom | Careers | Site Map | Privacy Statement | Legal

4. Under Mailstream Reporting Services, click Total Meter Reporting.

My Account

Welcome to My Account, Customer

Is your email acdress stil mark cLilen@pb som?

SV61938 Rev. F

Mailstream Reporting Services

@ MyBills

User Forum »

Total Meter Reporting
USPS Tracking and s-Retur Receipts
Totsl Postage Menagemert

My Products, Support & Service

“iew and Pay Bils
Make & One-Time Payment
Understand by Inveices and Stetements

(3 Postage By Phone®

Ask Questions, Get Answers.

Current Hot Topics

Centified Ieter  sionature
fles and E-Refurn Receipt

View Vour Proucts.
Feeciaest Product Support
Gheck Support Status
Fate Changs Updates:

Supplies and Parts Order Status

A Postage to Your Meter
“View Your Accourt Balance(s)

View Your Meter Activty

Schecle Resarve Accourt Payments

() My Profile

Pitney Bowes Custom
siness Merchandise
S powered by

Check Supplies Order Status
Check Replacemert Parts Orcler Status

Update Your Profie
Change Vour Password

Ect Email Preferences

Wiew ValushAX® Protection Plan

USPS® announces
new First-Class Mail
rates effective

May 11, 2009

Learn more >>

ContactUs | Our Gompany |Investor Relations | Newsroom | Gareers | Site Map | Privacy Statement | Legal
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Generating Total Meter Reporting groups its reports into three report categories: Post-
Reports age Reports, Meter Reports, and Account Reports. Each report category
offers a number of specific reports, such as the Account Summary Report
and the Meter Balance Report. For more information on specific reports of-
fered by Total Meter Reporting, click the Help link located on the right side
of the web page.
To run a specific report, do the following:
1. Click the desired report tab. For example, Postage Reports.
2. Click the Choose Report drop-down and select the report you wish to
see.
3. If necessary, modify any of your report criteria in the control panel.
4. Click Run.
WELCOME CUSTOMER SUPPORT \ MY ACCOUNT \ SIGN OUT ;I
2 PitneyBowes | Total Meter Reporting Search (~]
Postage Reports Meter Reports Account Reports My Reports Preferences > Total Postage Management | Supnort
Py B e [ S] o Sl Sl E] @0
Aboutthis report 2003«
Save Setting
Postage Summary Report £ Meter data incomplete for 6 Meter(s) Fix this v et v & Brint ?Helo
o “i’;’:"ﬁ:ﬂ:‘;‘:@g r;:simns\zxpuﬁﬂs” FEE’C;:‘M;\;TAE:I:EQE Dollars $68.66  Total Dollars $1,721.52
B " o e
s g - £ $60000
ermatona sl e e <o Lirary 8 s40000
} View Report Criteria
=
5. Once the report displays, you have the option to either print the report
or to export the report (to a Excel, PDF, or CSV (comma separated vari-
able)). Click the Help link for more information on exporting reports in
Total Meter Reporting.
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A ¢ Setting the Accounting Period

Setting the
Accounting
Period

A-2

You can set the beginning and ending date for your major accounting period
(typically yearly) and then define the following minor periods within the ma-
jor period:

¢ Quarterly

*  Monthly

* Per 4-week period
*  Weekly

You set or modify the accounting period at the Business Manager master or
local Host PC using the Administration module. You must be a manager to
perform this operation.

1. To set or change the accounting period, select Parameters |
Configuration | Environment | Accounting period. You are prompted
to select the database.

B Accounting period

Database used for the sel

I ajor accounting period b

a. If this is an enterprise site with multiple hosts and this is the master
host, select the Consolidation database. This allows you to gener-
ate reports on all of the consolidated local host databases

b. If you are also using this master host to collect transactions from
local meters, mailing machines and DM Series™ Digital Mailing Sys-
tems, you also need to set a period for the Working database.

c. Ifthis is a local host that is collect transactions from local meters,

mailing machines and DM Series™ Digital Mailing Systems, select
Working database.
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2. Click on the button at the bottom of the screen. Another Account-
ing period screen opens.

E Accounting period

-~ Major period

Majar accounting period label ||

ajor accounting period supported

* ‘Yearly Start date 1212/2007 = I

" User defined Start date 12/12/2007 ~| Enddate |12.-"12.-"2DD? =4

—Action at the end of the period

Action at the end of the period " Create new

& MNone
~ Minor period
Minar accounting period supparted
@ Quarterly " Four'week period  None
" Maonth  Wweekly

LConfirm | Cloze

3. Define the name of the period, the dates, and the minor period.
4. Click on the Confirm button when finished.
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Checking or Adding Software Licenses...........c.cccceeiiieiieeieennnn. B-2
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Checking
or Adding
Software
Licenses

B-2

You can view all of the software licenses installed on your Business Man-
ager Host PC. These show the types of meters and mail processors you
can use to process mail as well as any additional features you may have

purchased with your system.

If for any reason your licenses are not activated you need to contact your

Pitney Bowes® representative.

1. You view the licenses at the Business Manager Host PC using the Ad-
ministration module. You must be a manager to perform this operation.

2. Select Parameters | Configuration | Environment | See the installed

licenses. The License information screen opens.

3 License Information

Li installed on this Busi

M anager workstation

Paragon Business Manager licenze

BA00 Business Manager license

AS00 Buzsiness Manager licenze

B0 Business Manager license

DK Infirity [TM] Buginezs Manager license
Galaxy Business Manager license

Hast ta Host licenze Expires end of August 2031
Dizplay tranzaction licenze Expires end of August 2031
Statistics license Expires end of August 2031
Surcharge license Expires end of August 2031
Export and Report license Expires end of August 2031
Funds Management licenze Expires end of August 2031

Expires end of August 2031
Expires end of August 2031
Expires end of August 2031
Expires end of August 2031
Expires end of August 2031
Expires end of August 2031

Add a license

Enter the new license key and press Add.

Lloze

To add a new license, contact your Pithey Bowes® Sales Representative.
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C * Creating a Sample Custom Report

Sample
Custom Report
Overview

Creating the
Sample Custom
Report

C-2

This section will take you through the steps necessary to create a sample
Postage Charged report with the Custom Reports wizard. This section is
only intended for use as an exercise to familiarize you with the custom re-
port features.

NOTE: You must have set the accounting period, set up accounts and have run
mail to perform this exercise.

The objective is to create a sample Postage Charged report that lists each
account, sub account and sub-sub account by name, along with the total
number of mail pieces and the total postage charged.

Review [Chapter 10, Custom Reportd in this guide to familiarize yourself with
the Custom Reports wizard and the decisions you’ll need to make to create
the report.

Selecting the Database
The first step in creating a custom report is to select the database.

1. Select Reports | Reports.
2. Click in the Database selection field in the main Reports screen and
select Working.

B Reports

<l

D atab.
’V Warking database LI

~ Report list Last report
“early by Mo maryl DEIal\edl Foms  Custom Report I

with Refill Data

Add Report
Edit Report

Delete Report
Export Report Template Scheduler Settings Print Last repart

Import Report Template
Expott Al Report Templates
Impott Multiple Templates

Close

3. Click the Custom Report button and select Add Report. The

Report Typd screen opens.
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Selecting the
Report Type

SV61938 Rev. F

Follow the steps below to select the report type. The sample Postage

Charged report is a summary report. The report will group similar informa-

tion together, instead of creating a separate line for each individual transac-

tion.

1. Select Transaction Summary Report by clicking the appropriate radio
button.

Bi| Custom Wizard - Select Report Type

Select Report Type

What type of report should thiz be?

" Transaction Detall report

" Mailpiece Detailed report

% Transaction Summary report
I Mailpiece Summary report

" System administration report

Cancel | | Mext > |

2. Click Next > to continue. The [Select Field screen opens.
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Selecting the
Fields

Selecting Filters

Selecting the
Date Range

Selecting Report
Options

c-4

Follow the steps below to select the fields of information that will appear in
the sample Postage Charged report.

1. Select the following fields from the Available Available Fiekds
. . . @ Common Fields " Al Figlds
Flelds IISt' v Account Narme ~
» Account Name bt
[~ Carier Name (long]
«  SubAccount Name  Cana Name“[shu?u
ass Mame [long)
*  SubSubAccount Name e e eherd
. [~ EndDate
*  Number of Pieces I Fude vt
« Total Charged (with all surcharges) Bt
B Nevie o Pices
[~ Page Mo
[ Page Total
[ Refill Amount
[ StartDate
¥ Subdccount Mame
v SubSubdcoount Mame
[ Spstemn Dater/Time
[ Total Base P
Il Total Charged|w

2. Click the Add button. The fields you selected SelcctedFicks
will be moved from the Available Fields list to S—
the Selected Fields list. I Nurber of Fiecss

[ Subsccount Name
[~ SubSubbocount Mame

3. Click Next > once you have finished making [ Tord Chargedvith azive surcharges)
your field selections. The Select the Fields to
filter screen opens.

You do not need to select a filter for the sample Postage Charged report.
Click Next > to continue. The [Select a Date Range screen opens.

For the purpose of this report, accept the default predefined period. Click
Next >. The [Select Report Optiong window opens.

NOTE: The list of predefined periods are the accounting periods you have set up
on your system. The default predefined period is the current accounting period.

Accept the default report option settings for the purpose of this sample re-
port. Click Next >. The lSpecify Grouping and Sort Ordell screen opens.
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Selecting For the purpose of this sample report you'll first group by account, then by
Grouping and subaccount, then by subsubaccount.

Sort Order

fy grouping and sort order (optionall

1. Select Account Name from i
First Group By... the drop-
down list.

(
2. Select SubAccount Name (
from the first Then By drop-
down list. F""“" — Y ‘
(
(

First group by.
El & pscending sort order ‘

ccount Name
I € Descending soit order

[Subbcount Name =] & Ascending sort order

Thenby.
£ Descanding soit oder ‘

3. Select SubSubAccount oy
Name from the second Then
By drop-down list.

4. Ensure the Ascending sort
order radio button is selected
for each group.

| E & fscending sort order

Thenby.
£ Descanding soit order ‘

| =] & fscending sort order

Thenby. -
€ Descending soft order ‘

5. Click Next >. The |Report Layout|screen opens.

Formatting the Follow the steps in this section to format the layout of the sample Postage
Report Charged report.

NOTE: You can click the Preview button at any to view what the report output
will look like.

I CustomWizard - Report Layout

[aial ~l s - |_10pt j I~ Snap Controls to Grid

Add Selected Field

Ced .. R 4 ag

Add Text L

s ] RepatHeadsr
Add Line

Add Summany Fiekd | =) =) PegeHesder

Add PageBreak.
=| [& AccountlameGroupHeadsr

= [ SubaccountNamelroupHeader
=[] SubSuh&ccounthameGoupHeader

= & Detai

= B SubSubbecountiameGiaupFacter
=| & SubAccauntilameGioupFodter

=| [ AccountNameGroupFooter

=| B PageFoter
=| B RepotFooter
< | 2
H0) esigner [

PageSeltings Preview Cancel < Previous Hext>
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C * Creating a Sample Custom Report

C-6

The SubAccount and SubSubAccount Name Group Header and
Footer Rows

For the purpose of this report, you will not need to use the SubAccount and
SubSubAccount Name Group Header and Footer rows.

1.

3.

4.

Minimize the SubAccount Name Group Header row by clicking the [=]
button.

Minimize the SubSubAccount Name Group Header row by clicking the
[=] button.

Minimize the SubSubAccount Name Group Footer row by clicking the [=]
button.

Minimize the SubSubAccount Name Group Footer row by clicking the [=]
button.

Your report layout should appear similar to the figure shown below.

SubAccount and SubSubAccount
Name Group Header rows minimized
(“~” button becomes “+” button)

SubAccountMameGroupHeader
SubsubsccountiameGroupHeader
=] Detail
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The Report Header Row
In this section, you will add text to the Report Header row. The text will ap-
pear once at the top of the first page of the sample Postage Charged report.

1. Resize the Report Header row by clicking and dragging the ﬂ button
beneath the row downward.

J =l ReportHeader

I
Click here and drag down to resize the Report Header row

2. Click Add Text to add labels and column headings to your report.

3. Click and drag in row where you want the text to appear. The Add Text
dialog box appears.

4. Type Sample Custom Report - Postage Charged in the field provided.
5. Click Ok. The text you typed will appear in Report Header row.

Text Mame Sample Custom Report - Postage

O

NOTE: If necessary, you can adjust the size of the text box and reposition it
within the row.

6. Select 18 from the font size drop-down list on the menu bar at the top of
the screen.

7. Click the button and select a font color for the text.
8. Click the | B|and |Z ] buttons to bold and italicize the text.
Your Report Header should appear similar to the figure shown below.

Font size drop-down list Bold button Italic button Font color button

|Anal j |TU j ‘—1DPt J I Snap Contraks b Grid |B II u

A & Change Selected Field Align Ta Grid ||

Vv e 2 e e a3 g 40 a5 - T L ST SR SRR 1

[=] ReportHeader )

- Sample Custom Report - Postage Charged

=| [F] PageHeader

Report Header
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The Page Header Row

In this section, you will add column headings to the Page Header row so
they appear at the top of each page of the report. The sample Postage
Charged report has three column headings: Account Name, Total Pieces,
and Total Charged.

1.

No ok

8.
9.

If necessary, resize the Page Header row by clicking and dragging the
=| button beneath the row downward.
Click the Text button.

Click and drag in the Page Header row where you want the text to ap-
pear. The Add Text dialog box appears.

B Add Text

Tert Mame

O

Type Account Name in the field provided.
Click Ok. The text you typed will appear in the Page Header row.
Click the | B | button to bold the text.

Repeat steps 2-6 to add the Total Pieces and Total Charged column
headings to the report.

Click the Line button.
Click and drag below the text in the Page Header row to draw the line.

Your Page Header row should appear similar to the figure shown below.

NOTE: You can adjust the size of each text box and reposition within the row as
necessary.

Page Header row

J E ReportHeader

C-8

Column headings
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The Account Group Name Header Row

In this section, you will add the Account Name field to the Account Group

Name Header row to sort the report by account name.

1. If necessary, resize the Account Name Group Header row by clicking
and dragging the =| button beneath the row downward.

2. Click the Add Selected Fields button.

3. Click and drag in the row where you want the field to appear. The Add
Selected Fields dialog box appears.

4. Select Account Name from the drop-down list.

B Add Selected Field

Select Field

Account Mame

5. Click Ok. The name of the field will appear in the Account Name Group
Header row.
6. Click the | B | button to bold the selected field.

Your Account Name Group Header row should appear similar to the figure
shown below.

NOTE: You can adjust the size of each text box and reposition within the row as
necessary.

Account Name Group Header row

N
Account name field

SV61938 Rev. F C-9



C * Creating a Sample Custom Report

The Details Row

In this section, you will add text in the Details row will appear in the body of

the report. For this sample report you will need to add the following fields

to the Details row: Account Name, SubAccount Name, SubSubAccount

Name, Number of Pieces, and Total Charged.

1. If necessary, resize the account name group header row by clicking and
dragging the fg button beneath the row downward.

2. Click the Add Selected Fields button.

3. Click and drag in the row where you want the field to appear. The Add
Selected Fields dialog box appears.
4. Select Account Name from the drop-down list.

B Add Selecied Field %]

Select Field

Account Mame

5. Click Ok. The name of the field will appear in the account group header
row.

6. Repeat steps 2-5 until the SubAccount Name, SubSubAccount
Name, Number of Pieces, and Total Charged fields have been added
to the report.

Your Detail row should appear similar to the figure shown below.

NOTE: You can adjust the size of each text box and reposition within the row as
necessary.

J =] ReportHeader

Details
row

ﬂ =] PageHeader

=| [ subSub&ccountMameGroupHeader
=| [ Detail

j Sub&ccountMameGraupHeader

Account SubAccount SubSubAccount Number of Totzh',harged
Name field Name field Name field Pieces field (with all
surcharges) field
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The Account Name Group Footer Row

In this section, you will add summary fields that show the total number of

pieces and total postage charged for each account to the Account Name

Group Footer row.

1. If necessary, resize the account name group footer row by clicking and
dragging the =| button beneath the row downward.

2. Click the Add Text button.

3. Click and drag in the page header row where you want the text to ap-
pear. The Add Text dialog box appears.

B Add Text

Test Hame

Ok |

4. Type Total in the field provided.

Click Ok. The text you typed will appear in the Account Group Name
Footer row.

Click the | B | button to bold the text.
Click the button and select a color to highlight the text.
Click the Add Summary Fields button.

Click and drag in the row where you want the field to appear. The Add
Summary Fields dialog box appears.

a. Select Number of Pieces from the Field to be Summarized drop-
down list.

b. Select Sum(SubTotal) from the Type of Summary drop-down list.
c. Select Account Name from the Summary Group drop-down list.

o

© N

B AddSummaryField X

Field to be Summarized

Mumber of Pieces

Type of Summary | Sum{SubT otal]

Surrnary Graup [Thiz group
would be uzed to rezet summarny
walue when calculating
summary)

|.-'-‘u:u:uunt M arne

d. Click OK.
Click the | B | button to bold the summary field.

f. Click the button and select a color to highlight the summary
field.
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» Creating a Sample Custom Report

10. Click and drag in the row where you want the field to appear. The Add
Summary Fields dialog box appears.

a. Select Total Charged from the Field to be Summarized drop-down
list.

b. Select Sum(SubTotal) from the Type of Summary drop-down list.
c. Select Account Name from the Summary Group drop-down list.

B AddSummaryField X
Field to be Summarized Total Charged
Type of Summary [ Sum{SUbT atal] ~|
Summary Group [This group |ﬂccounl MName j

wiolld be used to reset summary
wvalue when calculating
surnmany)

d. Click OK.
Click the El button to bold the summary field.

f. Click the E button and select a color to highlight the summary
field.

Your Account Name Group Header row should appear similar to the figure
shown below.

NOTE: You can adjust the size of each text box and reposition within the row as
necessary.

Account Name Group Footer row

J E ReportHeader

ﬂ Bl PageHeader

= SubsubaccountMameGroupHeader
=| = Detail

i SubdccountiamecroupHeader

..... - SubAccount Na

............... rch

s | Total Chargedfwith - -
ol B

= SubSubAccountMameGroupFooker
=| [ subccountMameisraupFooter

Number of Pieces Total Charged{with

| all surcharges) |
Text describes information Total Charged (with
contained in summary fields Number of Pieces all surcharges)
summary field summary field
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The Page Footer Row
In this section, you will add a footer to the Page Footer row..

1. If necessary, resize the Page Footer row by clicking and dragging the ﬂ
button beneath the row downward.
2. Click the Add Text button.

3. Click and drag in the Page Footer row where you want the text to ap-
pear. The Add Text dialog box appears.

B Add Text

Text Mame

]9

Type Business Manager - Sample Custom Report in the field pro-
vided.

Click Ok. The text you typed will appear in the Page Footer row.
Click the |&s| button and select a font color for the text.

Click the Line button.

Click and drag above the text in the Page Footer row to draw the line.
Your Page Footer row should appear similar to the figure shown below.

s

© NS o

NOTE: You can adjust the size of each text box and reposition within the row as
necessary.

Page Footer row

J E ReportHeader

J El PageHeader
: ACCOUnt Narme::

. SubAccountMameGroupHeader
SubSubAccountMameGroupHeader
[ Detail

| C SubAccount Mame 0 SubSubsccount: Name: Mumbier:of Pieces ©: Total Chargediwith -

. SubSubnccountNameGroupFooter

[ SubfccountMameGroupFooter

B AccountMameGroupFooter

Number of Pieces Total Chargediwith
all surcharges)

J El PageFocter

= 0 -

Line separates text in Page Footer from

P Footer text
age Footer tex subtotals in Account Name Group Footer
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The Report Footer Row
In this section, you will add text to the Report Footer row. The text will ap-
pear once at the end of the sample Postage Charged report.

1. Resize the Report Footer row by clicking and dragging the J button
beneath the row downward.

2. Click Add Text.

3. Click and drag in row where you want the text to appear. The Add Text
dialog box appears.

B Add Text

Text Hame

Ok

Type ***End of Report*** the field provided.
Click Ok. The text you typed will appear in Report Footer row.

Click the %I button to center the text.

Click the §| button and select a font color for the text.

Click the [B] to bold the text.

Click the :| button and select a color to highlight the summary field.
Your Report Footer should appear similar to the figure shown below.

© XN oA

Report Footer row

J E ReportHeader

- Total Pieces - Total Charged - -

. SubfccountMameGroupHeader
SubsubAccountMamesroupHeader

Bl Detail

coount Name s SubAccnum Name © SubSubAccount: I\Jame © 1 Mombar: of Pmtes Total Chargediwith -

. SubSubaccountMameGroupFooter

H subfccountMarneGroupFooter

B AccountMameGroupFooter

Number of Pieces Total Chargediwith
all surcharges)

“=END OF REPORT=

Report Footer text (bold and highlighted)
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Previewing the Once you have finished formatting the sample Postage Charged Report
Report layout, click the Preview button. A preview of the report will appear in a
separate screen.

Your report should appear similar to the figure shown below.

Sample Custom Report - Postage Charged
Account Hame Total Pieces  Total dhargad
ActPay :
PetPay 0 i 56,600
Tatal 20 i 36,600
AtReo :
ActRec 2 E 9.000
Tetal 2 g0
Enginesrirg :
Enginesring A Al 4 7430
Engineering B Bl 2 18.150
Tatal 25 i 25630
Graphics H
Graphics 1 113350
Tetal 1 $ 13850
HR E
HR 124 i 69.080
Tetal 124 i £9.080
Manuactuing '
Manufachiring 1 i 10.000
Tatal 1 i 10.000
Software :
Settware Production Testing 3 10.220
Tatal & i 10.220
Bushess Marager-Sanpk Ciebom Report

Sample Custom Report - Page 1

Account Name Total Pieces  Total Charged

*#END OF REPORT=

Brshiess Mavage - Sanpk Casom Feport

Sample Custom Report - Page 2

Click the Close button once you have finished previewing the report.
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Naming, Printing, Once you have finished previewing the sample Postage Charged Report,
and Saving the click Next > button. The Report Name screen opens.

Report

2.

3.
4.

W| Custom Wizard - Name and Print Report

s —Print Repoit
@)
|
Y
~r
N
S\
./ﬁ\\ >
N
& LI e ot created on 01/17/2008 15054 PH
N
Print Repart
- e\ S
Cancel ¢ Previous Hext > Finish

Click in the Enter Report Name field.

Type in Sample Custom Report - Postage Charged as the report
name.

If necessary, click the Print Report button to print the report.

Click Finish to save the report. The Custom Report Wizard will close.

The Reports screen will open. The name of the report you created will ap-
pear in the list on the Custom Report tab.

C-16

Database Select
’V IWorking database ;I

- Report list Last report
Yearly by Month I Sumnmary | Detailed | Forms CUSWFHHEDW['

Custom Report Scheduler Settings. Print I Last report I

LClozse
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D - Interfacing with Connect+™ Series Systems

Overview The Business Manager Host PC can interface with any Connect+™ Series
system. The Connect+™ Interface Application facilitates the transfer of ac-
counting and transactional data between the Connect+™ Series system and
the Host PC.

NOTE: The Business Manager Host PC must be networked and have Internet
access to accept data transfers.

While the functionality of Connect+™ with Business Manager is similar to a
DM Series™ system, the actual interfacing of the two systems is different.
(The Connect+™ system is not connected directly to the Business Manager
Host PC.) The Connect+™ transfers its account data through the Internet to
the Host PC.

The Connect+™ system uploads postal and transactional information to
Pitney Bowes each time you select the Manage Accounts button on the
home screen, manually upload from within the Funds application, or search
for Rates and Updates.

The Connect+™ Interface Application on the Business Manager Host PC fa-
cilitates the download of transaction information from Pitney Bowes and the
synchronization of accounts. This can be done manually or as a scheduled
task using the application.

Accounts

*  You set up the accounts for your Connect+™ system at the Business
Manager Host PC in the same way you set up accounts for all other me
ters and mail processors. Refer to |Adding Accountd in Chapter 3 in this
guide.

NOTE: When interfaced with Business Manager, the normal account man-
agement functions (create, edit, delete) are not available on the Connect+™
system..

* You must synchronize accounts using the Connect+™ Interface applica-
tion to update the account list on the Connect+™ system. The updates
will not be available on the Connect+™ system until the synchronization
occurs.

+ Connect+™ systems can handle up to 3000 Business Manager ac-
counts.

NOTE: The maximum number of accounts handled depends upon the ac-
counting level purchased for the Connect+™ system.
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Surcharges

Surcharges are set up for each job at the Connect+™ system. Refer to the
Connect+™ help system for more information about setting up job-level
(batch) surcharges.

Job IDs
Job IDs are selected for each job at the Connect+™ system.

IMPORTANT: Job IDs must be selected at the Connect+™ system and at the
Business Manager Host PC to ensure seamless transfer of data. If the Job ID
being sent from the Connect+™ system is not present on the Business Manager
Host PC, then an unverified transaction will occur.

Refer to the Connect+™ help system for more information about selecting
Job IDs.

Operators
You set up all operators at Connect+™ Series system and at the Business
Manager Host PC.

IMPORTANT: Operators must be created at the Connect+™ system and at the
Business Manager Host PC to ensure seamless transfer of data. If the operator
being sent from the Connect+™ system is not present on the Business Manager
Host PC, then an unverified transaction will occur.

Refer to the Connect+™ help system for more information about setting up
operators.

NOTE: Operators are called users on the Connect+™ system.
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Synchronizing When you synchronize accounts using the Connect+™ Interface application,

Accounts you are sending the 3000 most active Business Manager accounts from the
Host PC to the Pitney Bowes infrastructure. The accounts are then available
for use by Connect+ systems.

Account data can be synchronized manually, or automatically using the task
scheduler. To manually synchronize accounts:

1. Double-click on the Business Manager Connect+™ icon on the desk-
top. The Connect+™ Interface Application appears.

Connect+™

Registered Cannect+™ Meters

= T
[ Register |
| Download Transaction |
[ View log file |
[ Scheduiing |
[ Close |
[ Clear lag |

2. Select the appropriate Connect+™ system from the list on the left side
of the screen. A check mark appears in the check box when a system
is selected.

Connect+™

Reqistered Connect+™ Meters

2025171 l
] 1359701

Sunc Accounts ]

l Regizter I

3. Click the Sync Accounts button.
4. Click the Close button to exit the application.

Once you have synchronized accounts, select the Manage Accounts but-
ton on the Connect+™ Home screen to ensure the latest account information
is available.

To schedule automatic account synchronization, refer to Echeduling |
{Account Synchronization and Transaction Data Downloads in this appendix.
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Running

Mail Using a
Connect+™
Series System

SV61938 Rev. F

Use the Run Mail screen to select your job or review current job settings.
This screen also keeps a running count of the processed mail and displays
any warnings or errors that may occur during the mail run. Refer to the help
system supplied with your Connect+™ system for more information.

1.
2.

3.

Select the Run Mail button from the Home screen.

Select an available job tab (or jobs) or open another job using the Open
a Job tab along the top of the screen.

Select the Accounts button in the Job Properties list box. The Select
Account screen displays. All of the available accounts are listed on this
screen.

a. Select the appropriate account and then select OK.

NOTES:

* You may also select an account name or account code using an
optional handheld barcode scanner.

» Apadlock icon indicates that an account is locked. If you select a
locked account, you will be prompted to enter the account password.

b. The system returns to the Run Mail screen. You are now ready to
process mail against the selected account.

Verify the current job settings displayed in the Job Properties list box on

the left side of the Run Mail screen. To change any of the settings, sim-

ply select the item and follow the prompts.

Load envelopes and press the Start button, or if printing to tape, press

the Tape button.

To save any changes you have made to the job, select Save or Save as

on the top of the Run Mail screen.

Transferring Connect+™ Transaction Data to Pitney Bowes

Periodically, return to the Connect+™ Home screen and select Manage Ac-
counts to upload your transaction data to Pitney Bowes. Transaction data
is also sent to Pitney Bowes each time you upload postal information from
the Connect+™ system and during system sleep.

NOTE: You must upload your data to Pitney Bowes in order for it to become
available for download by the Business Manager Host PC.
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Downloading
Transaction
Data to the
Business
Manager Host
PC

D-6

Use the Connect+™ Interface application to download Connect+ transaction
data from Pitney Bowes. Transaction data can be downloaded manually, or

automatically using the task scheduler.

To manually download transaction data:

1.

2.

3.
4.
To schedule automatic transaction downloads, refer to [Scheduling Account|

Double-click on the Business Manager Connect+™ icon on the desk-

top. The Connect+™ Interface Application appears.

= BEG
Fiegistered Cannects™ Meters
Qe T
[ Fiegister |
| Download Transaction |
[ View Ing file |
[ S cheduling |
[ Close |
[ Clear log |

Select the appropriate Connect+™ system from the list on the left side
of the screen. A check mark appears in the check box when a system

is selected.

Connect+™

Fegistered Connect+™ Meters

2028171 [
[] 13897 M

Sync Accounts ]

[ Reqister I

[ Download Trangzaction l

Click the Download Transaction button.
Click the Close button to exit the application.

[Synchronization and Transaction Data Downloads in this appendix.
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Scheduling You can schedule an account synchronization task and/or a transaction
Account download task using the Connect+™ Interface task scheduler.

Synchronlzat!on Creating a Scheduled Task
and Transaction 1. Double-click on the Business Manager Connect+™ icon on the desk-

Downloads top. The Connect+™ Interface Application appears.
Connect+™

Fegistered Connect+™ Meters

E ?gég;;:} ’ Sync Accounts ]
’ Fieqizter l
’ Download Transaction l
[ View log file |
’ Scheduling ]
l Cloze I
l Clear log ]

2. Click the Scheduling button. The Task Scheduler dialog appears.

Task Scheduler,

Select Task
! v
Selact repetitionz
) Minutes
) Hourly

( Aidd Task |

Scheduled Task

T aszk Mame Task Description | Task duration in

[ Cloge ]
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3. Select the appropriate task from the drop-down list.

Task Scheduler

Select Task

Account Syncronization
Transaction download

) Minutes w
© Horp
Scheduled Task

Tazk Mame Task Descrption | Task duration in

Add Tazk

Remove Tazk [ Cloge

4. Select the desired repetition.

Select the Minutes radio button to sync or download every x num-

ber of minutes. The minimum setting is 20 minutes. The maximum
setting is 59 minutes.

Select repetitions

&) Minutes | »
Hoaurl 20 s
2 Hourly 5 &
22
23
Scheduled T azk 54
Tazk Mame : Description | Task duration in

Select the Hourly radio button to sync or download every x number
of hours. The minimum setting is once every 24 hours.

Select repetitions

) Minutes

) Hourly ¢
1 s

Schedued Task |5 |=

Task Mame é Description | Task duration in

B
7
o)
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5. Click the Add Task button. The task will appear n the scheduled task

list.
Task Scheduler
Select Tazk
|.-’-'«ccuunt Syncronization L |

Select repehitions

) Minutes
%) Hourly 4 o
Scheduled Tazk

Tazk Mame Task Description | Task duration in

| Account Syncron... Essal eyl ts s o [ 240

[ Add Taszk ] [ Femaove Task l [ Cloge

6. Repeat steps 1-5 to schedule an additional task.

NOTE: You can schedule one account synchronization task and/or one
transaction download task.

7. Click the Close button to exit the task scheduler.
8. Click the Close button to exit the application.

If you have scheduled account synchronization, be sure to periodically se-
lect the Manage Accounts button on the Connect+™ Home screen to en-
sure the latest account list is available.
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D - Interfacing with Connect+™ Series Systems

Removing a
Scheduled Task

INVIEW™ Total
Meter Reporting
and Connect+"
Accounting
Reports

D-10

1. Double-click on the Business Manager Connect+™ icon on the desk-
top. The Connect+™ Interface Application appears.

Click the Scheduling button. The Task Scheduler dialog appears.
Select the appropriate task from the drop-down list.

Task Scheduler

Select Task

| A coount Syncronization

vl

Select repetitions

Ancount SUnCTon... sy @i ete faly o,

Transaction dow... | Transachion dow. ..

) Minutes | " |
3 Hourly | v |
Scheduled T azk
Task Mame Tazk Degcription | Task duration in

240
=)

| addTek | [

Femaove Task

| | Close |

4. Click the Remove Task button. The task is removed from the Sched-

uled Task list.

5. Click the Close button to exit the task scheduler.
6. Click the Close button to exit the application.

If you use Total Meter Reporting, you have the option of viewing and print-
ing accounting reports at your Connect™ systems once the transaction data

has been uploaded to the web.

Refer to [Chapter 14, Total Meter Reportind in this guide for more informa-

tion about uploading data.

NOTE: Total Meter Reporting is required to view or print accounting reports on

Connect+™ systems.

Refer to the help system supplied with your Connect+™ system for more
information about viewing and printing accounting reports.
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