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WELCOME TO DOCMAIL

Docmail is an established and proven way to create and send your post. By simply logging on to our website you can create

what we call a ‘mailing’ with just a few clicks of the mouse. A mailing is your order to us, and tells us what to print, and who to
send it to. Docmail offers you great flexibility - you control what to print, you control who to send it to; but we do all the work!

Registering and Logging in to Docmaill
First of all you will need to register for a Docmail account on our website
https://www.cfhdocmail.com/live/signup

You will need to complete and submit a sign up form. You will receive an activation code by email to activate the account so
that it is ready to use. You can then log in to Docmail at the website address https://www.cfhdocmail.com/live/login using

the username and password given when you signed up.

If multiple users are required to access the account please see the additional user section of this guide to assign unique
logins per user. CFH advises against the sharing of passwords for data protection purposes.

Navigating around Docmail

When you log in you will be on the Docmail home page and you can then navigate to the different areas of Docmail. There
are three main functional areas which will all be explained in the following pages. The colours used in this guide represent

the colours you will see when navigating around Docmail.

LIBRARY

There are two main sections within the Library — the Document Library and Address Library. The Document
Library contains:

® Documents - You can save your letters and other document types to your Docmail account so that
you can just use them again and again without having to upload them to Docmail each time

® Mail packs - You can save groups of documents that you often use together as a mail pack. Mail
packs must contain at least one document but may have more. All the docs in a mail pack must be
the same size but envelopes can be included

® Backgrounds - These are templates containing, for example, logos or letterheads, which are stored
separately from your documents and used with them. You can store as many different ones as you
like and choose the correct one for each mailing that you create
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@ Envelopes — You can save outer envelopes or reply envelopes of your own design.

® Account merge tags — Merge tags are different field settings that can be used across a document.
They are described in more detail later.

® Import mappings - Import mappings map your data and are explained later in this guide.

CREATE A MAILING

This is where it all starts to come together!

Choose which product group you would like to use. Select some other options (such as whether you want
your mailing in colour, whether you want to get a copy yourself) and then you will see a proof of your mailing
in PDF format.

Once the proof is approved you simply pay by credit or debit card and then relax and leave all the hard work to us.

Take note of the help shown on the left side of the screen. This changes when you click into each box and will
help you complete the screen correctly.

ADMIN

This is the section where you can change and update your Account details and settings.
You can also see previous mailings and invoices and check your account activity to see account tops ups etc.

MY MAILINGS

This is where you can see details of all your previous mailings, both complete and incomplete. The status of
the order will be provided alongside the order reference, address count and cost of the mailing. You can go
back into any incomplete orders at any time simply by clicking on the icon of the order.
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Now we will look at each of the functional areas in turn. Remember, all pages of the document are colour coded, so you can

see which pages relate to different areas of Docmail.
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The documents that you save here are the ones that you want to save to your Docmail account, and mail packs are

collections of one or more documents which you want to send together. If you have set up documents and mail packs
previously you can find them here if you need to amend them.

Documents are created by uploading files that you have created on your computer using Word, Open Office etc. into Docmail.
File formats that are recognised by Docmail are .doc, .docx, .odt, .pdf, rtf, .bmp, .jpg, .png, .tif or .xps format.

Click on these options to manage your different documents. Descriptions of the different options are given below.

‘ LIBRARY
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If this is your first visit to Docmail you probably do not have any documents saved into your library. If you have used Docmail

before documents that you have set up previously will show on this page. If you already have documents set up you would
come here to change them or add new ones if needed.
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You can add documents for:
® A3 Folded Sheets
® A4 Documents
® Greeting Cards
® Text Message
® Postcards
® Mail packs
® Backgrounds
® Outer envelopes
® Reply envelopes

® Account merge tags

Create/edit document

The screen will look similar to the one shown below. You will give it a name, record some details and upload your file.

From the library screen click on the type of document that you want to add and then click the
link at the top of the page to add the new document. For example to add a new A3 folded sheet

click A3 folded sheets and then 'ADD NEW A3 FOLDED SHEET".

T ——

‘ r LIBRARY DOCUMENTS - A3 FOLDED SHEET

_’ ADD NEW A3 FOUDED SHEET
Eu-url:h" |!'-|-1

Additional fields can be found by clicking on ‘Advanced options' which you will see at the bottom of the screen.
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To create A3 folded sheets, A4 documents, greeting cards, postcards and backgrounds you need to complete the fields as
shown below. Not all of the fields are applicable to all of the types of document that you can upload.
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Select new file/Upload file

(all document types)

Click 'Select’ to find the file that you want to upload from
your computer.

If your document is personalised in any way, (i.e. you
want the name and address on it, or to add any data into
it) it must be a Microsoft Word (.doc or .docx), Rich Text
Format (.rtf) or Open Office (.odt) document. You can
upload a PDF document only if it needs printing exactly
as the PDF supplied.

Setting up your document files is explained in Appendix
1. Some of the terms used in the following pages are
explained there in greater detail.

Document type

(A3 folded sheet, A4 document, postcard, background and
A3 insert only)

This is already completed with the option that you clicked
on and cannot be amended.

Address panel position

(postcard only)

You can choose to have the address printed on the right
or left side of your postcard.

Name

(all document types)

Optional. This will help you to help identify the document.

Description

(all document types)

Optional. To help you identify the document.

Background

(A3 folded sheet, A4 document, postcard, greetings cards)

Backgrounds can contain company logos, letterheads
etc. A background is a template which Docmail can apply
behind your document. This can save you having to put
logos or letterheads into each of your documents. Once
set up they are available in the library and can be selected
for use on your documents. They are covered in more
detail in the next section.

11




Can this document begin on the back of
another document?

(A4 documents)

The cheapest option is to allow Docmail to print on
both sides of the paper (duplex printing). If a mail pack
contains more than one document Docmail will print

all the documents in the mail pack 'back-to-back’, for
example, if document 1 in the mail pack is only one side
long, then document 2 starts printing on the back of
document 1.

If you intend to use a document in a mail pack with other
documents and use duplex printing ticking the ‘Can this
begin on the back of another document' option allows
back-to-back printing.

However, you might want to start on a new sheet of paper,
for example for a reply form. If you always want this
document to start on a new sheet of paper, then DO NOT
tick this box.

Remember, this option is only relevant if you intend using
the document in a mail pack with other documents and
you intend to use duplex printing.

Can another document begin on the
back of this document?

(A4 documents)

Similar to the above, if you are happy for all documents in
a mail pack to be printed back-to-back then tick this box
on every document. However, if you do not want another
document to start on the back of this document then DO
NOT tick this box.

Remember, this option is only relevant if you intend to use
this document in a mail pack with other documents and
you also intend to use duplex printing.

Password protected areas

(all document types except backgrounds)

If any part of the document(s) selected are password
protected you can enter the password here so that the
file can be uploaded successfully to Docmail, saving you
needing to remove the password before uploading.

Encryption password

(all document types)

If all the documents that you have selected to upload are
password protected you can enter the password here so
that the file can be uploaded successfully to Docmail, saving
you needing to remove the password before uploading.

Restrict use of the document to the
creator?

(all document types)

You can restrict the use of documents so that any additional
users on your account cannot use them. Tick here if you are
the only person authorised to use the documents that you
have uploaded.

12
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Address pane| font You can choose a font and from the drop down list and

Docmail will use this to print the names and addresses.
(all document types except backgrounds)

File contents Select ‘Document’ if you are creating a document to be
personalised from your data list. If you have selected a
(A3 folded sheet, A4 document, postcard, greeting card) merged file that has already been personalised for more
than one recipient, you need to select ‘Multiple address

stream’ to tell Docmail that the file contains a stream of

letters rather than a pre-merged letter file. Multiple address

streams are explained further in Appendix 3.

Create / edit text message

From the library screen click on text message, then click at the top of the page to add the new text message.

Fome = horary = Leal messages

S —
‘ r TEXT MESSAGES - TEXT MESSAGE

ADD NEW TEXT MEESAGE

The below screen will appear to allow you to enter your message. You may also give your message a name to assist you in
identifying the content. Custom tags may also be added to personalise your message. Once you have finished your message
click next to save.

nome > library > teat messages » add new thet messsge

— =
‘ r ADD NEW TEXT MESSAGE i

- | |

Messzge
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Backgrounds

Backgrounds are PDF files (.pdf), Microsoft Word files (.doc), or Rich Text Format files (.rtf). After adding the files you can

select them to use with documents in your Library or documents that you upload from your computer. If you are new to
Docmail you will not have any set up. They can be created using the instructions above.

When you choose to use a background Docmail will place it underneath your document, for example to look as if it has been
printed on a letterhead. The background that you choose to use must correspond to the document you are creating, for
example, you cannot use an A4 background on a postcard.

Using a background rather than embedding graphics into your document is worthwhile as it can speed up the production on
your on screen proof.

You can view an existing background, or download it to change it, by selecting it from the library. Backgrounds can only be
deleted if they are not in use on any documents.

Mail Packs

Once your documents are set up you can put them into mail packs. A mail pack is a group of documents that you want to
send out together. Another way to think of a mail pack is as the contents of the envelope. Setting up mail packs means that
you can organise your envelope content in advance, making it easier and quicker to create your mailings. It is particularly
useful where your mail pack contains multiple documents.

Each mail pack must always contain at least one document, but can contain more. All the documents that you add must be
the same type but you can add your own envelopes to the mail pack.

You do not need to have documents set up and stored in order to create a mail pack. You will be able to upload these from
your PC at the time. Once you have set up mail packs each time you create a mailing you can choose to use them.

Create / Edit Malil Pack
If this is your first visit to Docmail you probably will not have any mail packs showing.

To set up mail packs click on the Mail packs option from the Document library and then click the link to ‘ADD NEW MAIL
PACK".

This will take you to the ‘ADD NEW MAIL PACK' page.

| r ADD NEW MAIL PACK
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The mail pack must be given a name. Optionally you can also add a description and tick to ‘Restrict use of the mail pack to
the creator' meaning that if there are multiple users on the account only you will be able to use this document.

The Product type defaults to A4 document. Use the drop down options to select a different product type.

Click 'Next' to add documents to your mail pack.

| r ADD DOCUMENT S
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You can upload a new file to become a document within the pack, add a stored document from the library, add an existing
mail pack, or add from a previous mailing.

Full instructions for uploading documents are given under the section of this guide that covers creating a mailing. Click
‘Upload document' and follow those instructions.

Instructions for designing greetings cards, postcards and envelopes are also covered in the section covering
‘CREATE A MAILING'.
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Account Merge Tags

Merge Tags are different field settings that can be used across a document like field holders, but instead of using data from

your database, they replace fields with data that you set at document level. Settings applied to merge tags are automatically
applied when scanning documents for merge tags.

For example, you might have a document which is the same every time you use it, except that the date and time might need
to be different, for instance if it is an appointment letter.
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You could place field holders in your document for <<date>> and <<time>>. (See Appendix 1 — Document Set Up Guidelines.)
These merge tags are then set on the document when you add it to Docmail.
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Click 'ADD NEW MERGE TAG' from the ‘Account Merge Tags' screen.

r ACCOUNT MERGE TAGS
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Complete the fields with the necessary details to tell Docmail what the fields are and how to use them.
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Import mappings define how your data files relate to Docmail address records; they can be added, edited or deleted
from this screen.
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Click here to add
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17



Docmail will automatically recognise Spreadsheet, Comma Separated Values (.csv) files or tab delimited files (.txt).

Alternatively you can manually select a custom delimiter or a fixed length file.

You must ensure that each line of the file contains at least one address column and ideally the first row should contain
field headings. Alternatively click ‘Download Spreadsheet CSV template' to download a template giving you all the fields

you can use in Docmail.

‘ r ADD MEW IMPORT MAPPING
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You must give your mapping a name.
The description field is optional.

Click here to download an example
address list.

Click here to download a list from your
computer.

Based on the names of the fields in your file, Docmail will determine what the fields are and try to map them to the correct

target field in Docmail.
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If you need to change any field, click on the Target (Map To) field drop down to choose the field you want assigned. Once you

are happy, click ‘Next'.

18



CREATE A MAILING



The first screen asks you to select the product that you would like to use - 3 folded sheet, A4 letter, greetings card, A5
postcard, A6 postcard or text message.
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When you have decided which option you want to use select it by clicking on it and then click Next.

If you are creating an A3 folded sheet mailing, your document must be supplied as individual sheets in the order which you
would like them to appear in the folded sheet, i.e. page 1, page 2, page 3, page 4. Note that Docmail can only produce one A3
folded sheet per pack.

Mailing Options

If you are sending a printed document, the first thing you need to do on this screen is select your delivery service.
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Mailing Name - you can give your mailing a name to identify it. This is optional.
Mailing Description - You can enter a description of a mailing to help you to identify it. This is optional.

DeIivery Services - Tell us how to despatch your letters. Choose ‘Standard delivery' if you want the lowest prices or
‘First class' at additional cost.

Dotpost - Dotpost is a secure online document hub where users can securely view and manage their letters and
documents. If you are registered to use Dotpost you can tick this box and your addressees who have signed up to Dotpost
will either receive their documents electronically via Dotpost or will receive an additional sheet (free of charge) with their
letter inviting them to sign up to receive their future mailings from you electronically. Your other recipients will also receive

(free of charge) a letter inviting them to sign up to Dotpost.
You can select a Dotpost despatch date by going into to the Dotpost system. See the Dotpost guide for details.

If you tick this box and you are not a Dotpost user you will be directed to an online application form and your application will
be considered by the Dotpost team at CFH.

Click '‘Next' to continue.

Add a Document

Now you can tell Docmail which document you want to send. Click the option that you would like to use.

You can upload a new document stored on your computer. Your document will not need to include the recipient's address as
Docmail will do this for you. You can apply any logos or signatures that you want to use on your mailing; either embed them
in your documents or use a ‘Background'.

Backgrounds can be selected under the Edit Document section.
Or

You can use documents that you have stored in your library by selecting an option from the '‘Add from Library' section. You
can select any document, a mail pack or insert that you already have stored in your library.
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Backgrounds

Backgrounds are templates that are stored separately from your documents and used with them. They can hold logos or
letterheads etc. and can be applied behind your documents. Different backgrounds can be stored so that you can choose the
right one for the mailing that you are creating. These can be PDF (.pdf), Microsoft Word (.doc), or Rich Text Format (.rtf) files.
Click on the image to view an existing Background.

Print Margin

‘Shrink to fit' is selected as this is generally the best option to use. This will shrink your document by a 3mm margin and
apply a white border to your finished document. If you do not require a white 3mm border you can tick ‘Keep original size'.
This is most applicable when you are producing a postcard.

You can see advanced options by clicking to expand the section.

Advanced options

VIEW DOCLUMENTS SCREEN

Harme | pocument one POF |
Description [
Acddre=n panel fonl | Arisl 10t o

Aoply address pere| when an
additlonal decumenc?

Fila contants

Clear mernge tags on upload?

Can thie documiant Bagi on tha
back of angthar doournent?
Can another documient begr
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Pamword protected aresss

|:||:||£||1:||:|E|:|
)
=

Encryption password

Name You can give your mailing a name to identify it if you have
not done so previously.

Description You can enter the description of a mailing to help you to
identify it if you have not done so previously.

Address pane| font You can choose a font from the drop down list and

Docmail will use this to print the name and address.
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Apply address panel when an additional
document?

An address panel will be automatically added to the first
page of the output A4 document. If this document is
added as an additional document you can check the box
if you still want an address panel, but note that this will
be overridden if you remove the address panel in the print
and post options.

File contents

Select ‘Document’ if you are creating a document to be
personalised from your data list. If you have selected a
merged file that has already been personalised for more
than one recipient, you need to select ‘Multiple address
stream'’ to tell Docmail that the file contains a stream

of letters rather than a pre-merged letter file. Multiple
address streams are explained further in Appendix 3.

Can this document begin on the back of
another document?

(A4 only)

The cheapest option is to allow Docmail to print on both

sides of the paper (duplex printing). If a mailing contains
more than one document and duplex is selected Docmail
will print all the documents ‘back-to-back’, for example,

if document 1 in the mail pack is only one side long, then
document 2 starts printing on the back of document 1.

If you want to use a document in a mailing with other
documents and use duplex printing tick the ‘Can this
begin on the back of another document?’ option to allow
back-to-back printing.

However you might want to start on a new sheet of paper,
for example for a reply form. If you always want this
document to start on a new sheet of paper, then DO NOT
tick this box.

Remember, this option is only relevant if you intend using
the document in a mail pack with other documents and
you intend to use duplex printing.

Can another document begin on the
back of this document?

(A4 only)

Similar to the above; if you are happy for all documents in
a mail pack to be printed back-to-back then tick this box
on every document, however, if you do not want another
document to start on the back of this document then DO
NOT tick this box.

Remember, this option is only relevant if you intend to use
this document in a mail pack with other documents and
you also intend to use duplex printing.
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Password Protected areas If any part of the document(s) selected are password
protected you can enter the password here so that the
(All document types except backgrounds) file can be uploaded successfully to Docmail, without you

having to remove the password before uploading.

Encryption password If all the documents that you have selected to upload are
encrypted you can enter the password here so that the
(all document types) file can be uploaded successfully to Docmail, without you
having to remove the password before uploading.

When you have completed the fields that you want to use click ‘Add another’ to add another document or ‘Next’ to move to

the next screen.
Creating Greetings Cards, Post cards Envelopes

When you select Greetings Card as your document you will see the options shown below.

Click here to design your
own greetings card using

the instructions below.

&

o
1|

D e UMERTS

| Hailing opfom | m | e N | | R ] Click here to upload a
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: instructions given below.
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Click here to find a
Add from presiaus maling previous greeting card

[ fomé i mailing.
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When you select postcard you will see a similar screen but with no options for envelopes.

25



Designing a Postcard / Greeting card / Envelope

Greetings Card

When you click to ‘Design a greeting card' the following screen is displayed where you will choose your layout - landscape or

portrait; with or without a border.

Desigresr lryaut

Lewnhc pes Lengecapes sith border

Pyt Payitrast math boether

Layout predew

Dbl click bo chonea or upkoad IAGE
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Click on the option that you want to use to see the next screen as shown below.

Click through the pages here to see

all the images available on Docmail.

[Ce=sigreer =2

e

Cocer e’ 711 Topr bsierra (000000

You can use the search box to

i B i s Bl

find a particular image.

This shows which page of the
card you are working on.

Esdan g (3-8
Ll

HET pa

B g vt pimem
Click here to change the

dropdown to border and see

available borders. i

Aot Ra !
e

¥ =T
Tire mwrli

=] E

You can rotate and crop your
image here.

Docmail will show you a preview
of the image here.

Click one of these links to upload
your own image.

You can experiment as much as you like until you are completely happy with your design.

e el 135

(b g o

1|y

Lolgr olprps

Encigwamidphas 7|

You can click on EIH £t
‘Discard’ and start ir o

again as many times as
you like.
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When you are satisfied click ‘Next'. You will be taken to page 3 where you will see the text.

Fease dick an bem b0 s
or chck hese far more help

.

Talact papa [L-4)
2]

Skt dement

Progerties

Fark size
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Align
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Colpar

i
n
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e MRSt v
T ST Ll
To <=FirstHame==,
LS 1 ceFullNamess,
o To << Tilas> <=Sumama=:=, [
Cdwar o == Firstleamas=

Bold =<Surnameass,
Ttadic

Feok

== Happy
~ | Birthday
- Happy

Christmas

I—Iﬂl"\.ﬁlj ?Hﬂﬂﬂ-

[Te =<Firstames==,

Merry Christmas and a

Happy New Year

Frem Linda Homaer

You can make changes here by clicking on to the text or using the drop
down lists. Click on the area where ‘To First Name' is shown and the
options in the dropdown list use the fields from address data.

You can choose one of the options or enter your own text.
You can use the other boxes to change the appearance of your text.

Click on to the greeting area and you will be able to delete what is there
and type your own text, or you could select a suitable message from
the drop down list given. You can use the other boxes to change the

appearance of your text.

You can click on the ‘From' and use an option from the drop down list
which uses the data from your account or you can enter your own text.

You can use the other boxes to change the appearance of your text.

Please note that if the font selected is not installed on your computer
you will only be able to see the correct text format in the preview

images.

You need to make sure that all text that you type is shown on the
screen. If you cannot see it on the screen then there is not enough
room for the text and you will need to reduce the font size or shorten
your message.
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Page element You can use the next and back and discard buttons to change your document, or you

can go to the pages and elements using the navigation panel in the top left corner of the

Salack page {1-4) designer.
[ &=
3 -

Eeled: dament

Note that pages 2 and 4 cannot be amended here, except for the address font.

| T b Once you have made your changes click ‘Next' and you will see the document preview

screen. You can then use this document on your mailing or if you want to you can
download it in Word format to make further changes.

Click 'VIEW DOCUMENT' or ‘'DOWNLOAD PDF PREVIEW' to see your design. You can then amend pages 1 or 3 if you wish by
clicking the ‘Back’ button and making the changes.

Here you can download your card as Click here to upload a modified
a Microsoft Word file (.doc, .docx). version of your document onto the
mailing.

WIEN
o1 L

Here you can view a proof of your

S el Lo e i b b deS|gn.

S, I b Frep orgesl e

Click here to save the document

and proceed with the mailing.

Click here to go back and amend the

Click here to discard the document
design completely.

card.

Clicking on 'DOWNLOAD WORD DOCUMENT' will let you open the document in Word on your computer where you can make

additional changes.

When you have amended and saved your document in Word on your computer you can click on 'UPLOAD MODIFIED
DOCUMENT'. Note that once you have downloaded, amended and re-uploaded you will not be able to use the Docmail

designer to edit the document again.

When you are satisfied with your document click ‘Save document’ and you will be taken on to the ‘Edit greeting card’ screen
which allows you to make some further changes.
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Click ‘Next' to go to the Add addresses screen.

Select new postcard screen:

The screens for creating a postcard mailing are similar to those for a greetings card.

These links will take you back to

the document to make changes.

Keep original size: If you have a
3mm margin on your uploaded
document you can choose 'Keep
original size'. If you have data
within the 3mm margin it will be
cropped. This option a voids any
scaling on your document. Use it
on documents with barcodes;
that will be scanned optically etc.

Shrink to fit: Use this to ensure

that your image prints to the
edge of the card.

Merge tags can be edited here.
Click to see the tags and make
amendments as required.

To clear edited mappings when
uploading a new file check ‘Clear
merge tags on upload?'

If the document has a password
check the box and enter the
password. If the password is not
supplied you may get an error
during the proofing process.

You can use your own image from your computer or use the images available on Docmail.

Please note that Docmail does not require crop marks on your artwork and these should be removed from your artwork

before you upload it to Docmail.

Tags for field names can be included in the document so that we can merge fields for you. For PDF documents tags must be

in a form field. Details of this are given in Appendix 1.

Postcard

When you click to Design a postcard the following screen is displayed where you will choose the layout of your address - on

the left or right hand side.
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Select the layout by clicking on it and then click Next.

Then double click on the layout preview to see the screen shown below.

Fenrdn e G el
or pioe M ipt o e

This shows which page of the

card you are working on.

Eonp T T G g
i
et == L i
DrmEtpp -1 L 1 | %
Ty
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Click through the pages here to e
see all the images available on
Docmail.

Click one of these links to upload
your own image.

Docmail will show you a preview
of the image here.
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When you have chosen your image click ‘Upload image' and you will be taken to the next screen as shown below.

[ Y ]

Click here to go to the next
screen to write your text.

You can rotate and crop your
image here.

Click here to discard the order
completely.

You can experiment as much as you like until you are completely happy with your design.

You can click on ‘Discard’ and start again as many times as you like. When you are happy with your image click ‘Next' to
write your text.

s et Corler ref 347200 oo up b ESANENE
EIC TS L LT LT

& | | | Click here to change
m Ceamgner s = the layout (address

SalMc page |L-0) position).

Ewiwnl nie—-]

: ' s VET Delete this text and
m < type in your message.

ool Vo -

You can change the
font here. See note
below.

Click here to discard

the order completely.
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Please note that if the font selected is not installed on your computer you will only be able to see the correct text format in

the preview images.

You need to make sure that all text that you type is shown on the screen. If you cannot see it on the screen then there is not

enough room for the text so you will need to reduce the font size or shorten your message.

Click ‘Next' to go to the screen shown below.

Here you can download your card as
a Microsoft Word file (.doc, .docx).

Click here to upload a modified
version of your document onto the
mailing.

Here you can view a proof of your

Dorarent nams | Fosxard A% it sddress

=E @

0 rink I3 ATam EeeT HOORTIE S N O

Click here to discard Click here to go back Click here to proceed

the order completely. and amend the card. with the order.
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design.

Use 'Shrink for 3mm margin' and
your document will be shrunk by
3mm and a white border applied to
the finished document. If you do not
require a white 3mm border around

the edge of your postcard, tick to

use 'borderless 3mm cut'. This will
ensure that your postcard image is
printed to the edge of the card.




When you have clicked ‘Save document’ you will be taken to the screen shown below.
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Failirsa apbcns | I A dox iaTH pbe | | fedd sckdrainas | | Friwl ard pasi

These links will take you back to
the document to make changes.

EDHT DESDON | CEpeEsa nan FoLE

Merge tags can be edited here.

. Click to see the tags and make
ddrraa parc! pow e Lot addem amendments as required.
— Y To clear edited mappings when

CPARGE BACHGR0HD uploading a new file check ‘Clear
merge tags on upload?’

dvancosd oitins

W UOLET S ST

[EEe rptiand 25 el pddvess |

dedean puesl o [ara o ]

s paEnedy [ w If the document has a password
O g B k! 0 < check the box and enter the

sim e oedecied arean m| password.

s g o <

If the password is not supplied

you may get an error during the

“ proofing process.

When you are satisfied with your document click ‘Save' and you will be taken on to the ‘Add Addresses' screen.
Designing Envelopes

You can design your own outer envelope for use on your mailings. You can also upload a reply envelope from your computer
to be enclosed in your mailing. Currently reply envelopes can only be added to A4 mailings. Envelopes can also be stored in
the library and added from there.

Select the correct option from the ‘New document’ section.
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Mew docurment

INSERT
F, S

~y (T -‘g

Upload &3 folded shest Upload prided insert Cresign oubsr ervelops Upload reply envelope

The 'Design outer envelope' screen is shown below with the areas of the template labelled.

Designer edit

Return Address Top Image

Top Strapline

Address Panel Right Image

Bottom Strapline
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Select the fields that you want to
complete here and follow the
instructions given below.

Comegr =g
L
[ -

B rpmnr

Pl W TR -

Address panel

i aGE Click on select or Reset to change

mm the appearance of the address

Aoidress penel fonk

| i SRS, panel on the envelope.

g You will be offered 3 options as

shown below.

Auddrime - Border ooly Addrass - o background | Addrass - windom effact

Click the option that you wish to use. Click on the
dropdown to select an ‘Address panel font'.

Bottom strapline

EECEE Type your own text into the box and

[ use the options in the properties
Sl =

ik ln ' box to change the appearance of

'j‘ > your text as you wish.

L#l Ll
Cabus
-
Bakd m]
Jul [m]

P u |

Return address

Leave the return address blank if you don't want to
manage your own returns or if you wish to use a return
address defined for each account user or a return address
defined in the account details. The return address will

be picked up automatically if they are included in your
account details. If you wish to process your own returns a
valid UK address is required.
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Right image Double click in the area for the image or click on ‘Upload’
from the panel on the left of the screen. Find the image
that you want to upload from your computer and click on
the 'Upload' button.

Top image Double click in the area for the image or click on ‘Upload’
from the panel on the left of the screen. Find the image
that you want to upload from your computer and click on
the ‘Upload’ button.

Top strapline = Select a strapline from the
e — drop down or type your own

o vy ]

text into the box. Use the

IMPORTANT DCCUMENTS ERCLOSED . . .

- - options in the properties box
= o to change the appearance of
.- your text as you wish.
ma o
Tk a

dnline a

If you have not added documents to go into your outer envelope you will be taken back to the ‘Add documents' screen when
you have input your 'Print and post’ options.

Creating a Text Message

If you are sending a text message simply type the message into the message box as illustrated below, or select a text
message from your library. You can personalise your message using custom tags or alternatively you can use the custom
tag <<message>> to add unique messages for each recipient from your address upload.

@ =T

S1ANDARL DELIVLREY 0 OUCUMLNT S O ALDRLS AL SET QUTPUT OPTIONS

[ HMailing apticnc | [ Add addrecses | I Print and poct |

ame= Tact T

Mezsags = Message ==

37



Data intelligence

The data intelligence feature lets you to target different sets of customers on the same mailing by adding a control field
into the Address list to let you choose the right copy for each. The Data Intelligence option will appear at the bottom of the
screen whenever it is available as an option. See the Data Intelligence Tutorial for further information.

STANDASD DELIVERY 2 DOCUMENTS

| HMathing oplionws | | Add dorumants | | Add addressas | | Print and powt |

I | sewcn | [Tt (51 ]

p——
My
Flugmee

=

1 page

REMDWVE

Documant Tea POF
REMOVE

Add Addresses

Once you have added your documents you can upload your addresses and mobile numbers. The upload process for mobile
numbers follows the same flow as the address process detailed below.

® upload them from your computer

® enter them manually

® add yourself as an addressee
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New address
Upload addresses

Docmail will automatically recognise Spreadsheets (Spreadsheet, Open Documents and XML Spreadsheets), Comma

Separated Values (.csv) or Tab Delimited (.txt) files. You can also use a custom delimiter or fixed length file.

When you click 'Upload addresses’ you will be taken to the screen shown below.

@ &

W can apbonal by dosnbied an examoks iemplabe sith the sisndard oolumn hesdens in Spresdshest G5 farmal

]|

Click here and find the
Print s poest ] address list on your
computer.

Remove the tick here
COWRACAL SPREADSHEET C54 TEMPLATE l if your file has only

Seled 3 Spreadshest, G5 o Tt fike (0 upload contaning vour sdoness la data and no headers.

acdress e ' | Sded | Owr

Fim centaine column headars? 7| < Leave at automatic

Film format [[autzmatic from fis bypa) = € unless you need
Marging

additional options
such as a custom

format.

Select a mapping from your library or leave at automatic

and Docmail will apply the last one used or bring up the

mapping screen as shown below.

Click ‘Next' to assign fields.

Fields are assigned to define how your data files relate to Docmail address records. The mapping applied by Docmail is
shown but you should check that the fields are mapped correctly and amend them if necessary.

Tags can be included in your documents where you want us to merge fields. For PDF documents the tags must be in a form
field. See Appendix 1.

Based on the names of the fields in your file, Docmail will map them to the correct target field. If you need to change any
field, click on the target field (Map To) drop down on the ‘Assign fields screen' to choose the field that you want assigned. If
you have fields in your letter that are not standard Docmail fields, you will need to select a Custom Field for the required field
by using the drop down options.
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Fils uplosded Copy of Address scenarice (2 Your file will show as

CHEHEE TIE < uploaded. If you want
to change it click here.
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Frairama [ [Firat Parren )
BLTea e Cupiperst | Bamame | Click the drop down to
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rdrags 3 5t Paiery Park [ cruees Lira 2 |
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Click ‘Next' to select the address name format as shown on the next page.
Enter addresses manually

Click ‘Enter addresses' to complete the addresses manually. You will be taken to the screen shown below to complete the
address fields; other fields are optional and can be used if you have any other personalised information that you want to use
in your letter. Click the options ‘Add custom field’ and ‘Add standard fields' as necessary.
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® B RLE =

L e ot = P

Enter atdress

Complete all the

Tia || I rall nama * I .
= details of the name
R BT ER oSl TeliThes L} 4— .
I I : | and address in these
TurneEma | | Job bim I

boxes.

DNTICH 10 LINE-EY-L PR ALEOess mewms

COngsy By N [ |
A ram | « Tick this box if you
would like to see a
proof using this
address.

Liza thin adcrass for preof?  ge | <

Thes ".rfmimmﬂml LT ENE e g, an addreas in o ey oo red. options shown below

to add fields not

address.

This box allows you to add a custom field. Put the field name in the first box and your corresponding data into the second.

All the standard options are displayed when you click on ‘Add standard fields'. Click the field that you want to add and the
box for you to use will show. Alternatively you can click ‘Add all standard fields'.

Email |

Add custom field Add standard fields

=]
Add all standard fields

" eiphone | oirectie | Mobwe | focsimie | bt
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Click 'Next' to select the address name format as shown on the next page.

Add self

Click this option to receive a copy of your mailing at the address that is recorded on your Docmail account.
Select the address name format

You will then need to select the address name format for Docmail to use by clicking on the format on the screen shown
below.

@ E

e I R
R

Use this box to add a prefix

sk s g | | Fare B to the address e.g. ‘To the
Fall pame Tiilg ol mprrm Pememe Teim i=fiia] perraen parent/guardian of.
M LETRE Tl el LOiTd BN ML L Tl
oF oFH F
PR o PE PeE SR PR P
ik [Erpr Pk
Bah, Eati tiaa
BE] UF R e nE e
Click into the box showing
| i your preferred name and
Firsl maree pemase Tille sz address format to select it.
Larun Sl e St
= 1] e
St Futera Fark M Palam Fark
LS =) LF, R
Bath Eminy
WA UF il 1L

Click 'Next' to import and validate the addresses.
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Import and validate addresses
When the addresses are added Docmail will mark each one with a ‘Validation type' -a v a ? ora .

Mobile numbers are also validated to ensure they are a valid UK mobile number.

.

| Hailing ophiz=ns | | Hdd documesis | | Hdd addressas | | Print el posk |
I | ssarcn || A ddresses [4 Z

piedal gircharpe sl soply”

siFTharge wil 3pok

M5 LTy Smath, CFH, St Peiers Pamk, Resdsinok, Bath, BAZ LUP ? EDIT  REMONE
Srmingham Higpadrome, Srmnghsm Hiopdrome, Hunst Sresst,

E:Ltlui:I_. Errgnm.rl o ? EQIT REHCHE
S Smith, Désresy Lard Pans, 77777 Marme-lo-vallad, Frenoe -il EDIT  REMOAE
CFH, CFH, 58 Pebers Perk, Wells Aoed, Resdsiock, BA3 JUP ' EDIT  REMOANE

Showng L-4 of 4 1
ADORESS OPTIOHS

v/ means the address is good and qualifies for the best postage price.

7 means there is something not quite right with the address. The postcode or some other part of the address may be
incorrect or incomplete. We will still mail it for you but cannot offer the best price.

You can check the addresses at www.royalmail.com, by clicking on ‘Find Postcode'. The site allows you to check 15
postcodes/addresses a day at no cost, and will also give you the recommended address format to use for any UK
address. We recommend that you update your database to use the addresses as given here.

= means we have identified the address as being overseas. Again, we can still mail it, but there will be a surcharge to
cover the extra postage costs for sending overseas.

Correcting Addresses

Postal surcharge addresses may sometimes have a greyed out tick next to the symbol. This means that Docmail can provide
the correct address from the Royal Mail website.
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Clicking on 'Edit’ next to the address will display this screen.

.
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Edi sddress
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CORRECT ALL | SET PROOCF ADDRESSES

Comect addres

| SET ADDRESS MAME FORMAT | DOWHNLOAD

Clicking 'CORRECT ADDRESSES' brings up your correction options, as explained on the screen.

Click here to find out about

enabling autocorrect.

Tick here to use the
corrected address. The
corrected address is shown
here greyed out.

Click here to use this
address when a proof is
shown

Click here to check the next
addresses.

Alternatively you can open the 'ADDRESS OPTIONS' by clicking on the link at the bottom of the screen.

| REMOVE ALL ADDPESSES

Mease selach a cOmecmon opton

USE CORRECTIONS | USE GRIGIMAL

Use carrectians - Use address correctians to increass sddness acouracy and reduce the cost of the mailing.

Use origingl - Use the ariginally uploaded address and igndre any comection available

Flease note: Addresses must be validated before they can be comrected and you should chec al automabcally

comrected adonesses bo =nsere that the correcton IS acourate.

44



Need help? Call: 01761 409701

The other options available on the 'ADDRESS OPTIONS' are —

The ‘SET PROOF ADDRESSES' allows you to choose which addresses to use on the proofs that are shown before you
complete your mailing.

'SET ADDRESS NAME FORMAT' takes you to the screen where you choose the name format to use for your recipients' names
on your printed document.

‘DOWNLOAD ADDRESSES' allows you to download the address list that you have downloaded as a spreadsheet. You may
want to use this option if you have made address changes.

'REMOVE ALL ADDRESSES' will remove every address that has been uploaded, leaving your address list empty. You will see
'REMOVE THESE ADDRESSES' if you have selected/filtered addresses from the list uploaded.

When you have changed all the addresses that you want to, click ‘Finish’ to go to the ‘Print and Post' screen.
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Print and Post
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*When selecting a future despatch date please consider whether your date will still be accurate on the despatch date.

Envelope Preference

Clicking on the Envelope preference will expand the box and offer various options.
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Tick here to choose
whether your letter is
printed in black and white
or colour, and on one or
both sides of the paper.

Tell us when to despatch
your letters. (The earliest
date is shown). Choose a
date® or leave the date as
shown so that the despatch
will take place as soon as
possible.

Click on the envelope to see
options for envelopes and
returns. These are

explained below.

Outer envelopes

You can select your outer envelope type using the drop down options. The options are:
® Standard envelopes
® Custom design envelopes

® Window envelopes only
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If you choose standard envelopes Docmail will produce your documents at the most suitable location for your output -
for example, Scottish output will be produced in Scotland. We will use either standard Docmail window or non-window
envelopes as available at that location.

If you would like to use a window envelope you can specify this. If you would prefer your document not to be folded you
can select a C4 window envelope. (The option of a C4 envelope is not currently available for non-window envelopes.) These
options will incur an additional cost. Please see our price lists.

You can also choose to use a custom design envelope. These can be designed and uploaded on your mailing or chosen from
your library. Instructions for creation of custom envelopes are given under ‘Designing envelopes’ in the ‘Add a Document'.

Returns

You can also use this section to say how any of your mail that is undeliverable is dealt with. The options are:
® Not managed
® Managed
® Use own return address

If you have chosen standard or custom design envelopes you can select ‘Use own return address' from the drop down
options. This means that a non-window envelope will be used. A box displaying the return address will be shown. This
will show the return address that is recorded against your account or log in; you can overwrite this with another address if
required.

If ‘Not managed’ or ‘Managed' is selected any mail that is undeliverable by Royal Mail is returned to our site.
‘Not managed' returns are disposed of securely at our site. You have the option of having these returns managed.

‘Managed' returns are recorded against your Docmail account with Royal Mail's reason for their return before they are
disposed of securely. This allows you to see which addresses have mail that has come back and the reason so that you can
update your data lists accordingly.

Additional charges are incurred for dealing with returns. Please see our price list.
Address panels

You can choose not to have an address panel added to your output document, if you are using a custom design envelope or
a standard envelope and using your own return address. Other options will add an address panel to your document. If you
are using a custom design envelope or using your own address for returns the options are:

® Add to output document
® No address panels

If you select ‘Add to output document' your document will have the address showing. If you select ‘No address panels' no
address will be shown. If ‘Add to output document' is selected a panel with the address will be applied on your document. An
example is shown below.
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fauglat 1 aligquet pede non pede spandizse dagibu
In protium Intager nulla. Donec b dic Ceoglat ligu
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F sapien. Donec ut st lectus consequat .
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Froim nec awgue. Quisque aliquan tempor m
tristique senectus et netus et malesuada

Click ‘Next' when you have chosen the settings that you want to use and you will be taken to the next screen where you can
check your proof and go back to make any changes if necessary.

View proof

At this stage you can see a proof showing how your letter will look when printed by clicking on 'View Proof', and you may
also want to download the PDF proof for you records. The proof may take a few moments to generate. You will need Adobe
reader to look at your proof. If you do not already have Adobe reader installed there will be a link which you can follow to

install it.

If you are using non-standard fonts you must ensure that they are embedded in your document. See Appendix 1 for

instructions.

You must check the proof, including the address and barcode position, before approving the mailing. If you are not happy
with how your letter looks then you can make changes by amending your original document and using the links to go back

into your order.

@ ﬂ =2 e Sz

You can click on the icons to return to
any stage of your mailing.

iy prpad

] o] |l B K e

You can view your proof by clicking
here. There will be an option to
download the proof once you have
viewed it.

Prisigd gl oonted Beed cem
s o Bresrs vea chack e prood cen by Beng pa e FEn i sk maelog e e kdroms
Crrreed el lhi @ whrin o by e you v ke @ e bt i neough reome, merma ! vour doousmet: mar b

by

Click here if you would like a summary
of your mailing.

If you are happy with the proof click
here and you will be taken to the
payment options.
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Payment

Your order can be paid for directly by credit /debit card, or you can pay from your account if there is sufficient credit balance.

. P,“YMENT Ewvinch o smndard mode
<

If you g Tor this mading by card you will be transferred to our Secure payment provider SecureTrading.oom.
Wou will ba chirgad £2.27, this includes & 35p surcharge tn covar B dabitfcredit card paymant chargas,
Fiease nobe that we do not store any cand details curselves and will never ask you ko provide them,

IF you gy Tor this mading freen tep-up credit it will cost £1.92.
¥our top-up bafance is £1.00. Thare is not enough cred® in your sccount bs pay for this mailing, plesse select an
amount to top-up. If you top-up enough o cover this mailieg & will be aubomaticaly submitted.

o enber other amount £ 000 | TOR-UP MY ACCOUNT

Piease nobe that a 35p surchange will be applied to a0 top-ups 1o cover the debit or credit card payment charges.

If you choose 'Pay from account' the cost of the mailing will be removed from your Docmail top-up credit. Once the
transaction has been completed you will go back to the Docmail home page.

If you choose to pay by credit card or top up, you will be directed to our payment partner SecureTrading.com to complete the
debit/credit card transaction. SecureTrading is the UK's leading independent internet Payment Service Provider and you can
be assured that your payment will be processed on secure servers, using the most up to date encryption software.

secure trading EﬁdﬂtMﬂ il it

Clck e oy i ke e e | . Your Crder
Ei”inﬂ Details Misuid Gasm [ Da weidd L1
Haling Bawani: [0 .
Click here to change your payment
Tilp Py} g Lirid riprma
. method.
Hiealil Yl L ity
EITEE FEal
— Tplnpleor This information needs to be the
< address that is registered to the card
Cramiy Tl m g
r holder.
BpEroais

Card rmreliniy ¥

oy i s
L

Sty cede *

Once you have completed the form,
click here to complete the transaction.

where s piy woE oy aoaa

¥ | arequres M
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As with any online payment service you will need to enter name and address details as well as credit/debit card details.

All fields that have an asterisk (*) are mandatory fields. Complete all the required information and then click on ‘Submit
Transaction'. Once your payment has been processed you should see the below payment result.

% MAILING COMPLETE

Thank you for yoeur order

Your order referance s 1845681

You have now completed your Docmail mailing.

If you wish, a copy of your invoice can be downloaded from the Admin > My Invoices section of your Docmail account where
your invoices are always available.

A confirmation message from Docmail detailing the mailing will be sent to the email address set up on your account.

Now sit back, relax and let Docmail do all the hard work. Your mailing will be printed, posted and delivered to your intended
recipients without you having to lift a finger.
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The Account Admin screens allow you to do everything that you need to manage your account successfully; you can see

your invoices, see previous mailings, add additional users to your account and set up your account defaults.
home > admin

@ ADMIN

Account nurmber: Z0DM001737

Malling Lige

-
- MY HAILINGS M¥ LOGIN DETAILS
[-TE ? MY INVOICES MY ADCRESS
iz | MY ACCOUNT ACTIVITY

RETURNS

= REPORTS

Acoount Corporate

docmail ACTOURNT DETALLS DREANLEATION STRUCTURL
ACTOLNT ADDRESS MATLIMG FILTERS
i INVOLOL ADORLES DATA NILLDS
ADDITIONAL USERS APPROVAL AND DATA ADCESS
DEFAULT MAILING CPFTIONZ BUDGETS

ADDITIONAL SECURITY ITEMS
ACCOUNT MOLES

This section is broken down into four sub sections; Mailing, User, Account, and Corporate. Each is explained below.
MAILING
The Mailing section has six selections:

® My Mailings

® My Invoices

® My Account Activity

® Top-up account

@® Returns

My Mailings

Clicking here will show all the mailings at any stage of the process, you can use the filter options at the top of the screen to
filter by product, select a date range or enter search text to look for a specific order reference or mailing name.
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wnmeE > admin > my mailings

ﬂ MY MAILINGS

'

Showing malings 1-12 of 19

Frocact | {all) w | Subrmibed balamsen m anc | E
| [ oo
Shaow mailings from other acoount users
* oroar 44363 Oreder 24367 *
£0.05 | 0.6
_— 1 addre=s = = I andross e
=0 - S =n
Approend
* Oirgar 44860 Drdes 443509 *
ED.55 £0LED —
= . 1 eddress 1 address ——
Susmittad - swaiting... Submitted - awaiting
[ il il
* Circar 449857 Order 44356 *
.55 I1.3a
1 gddrecs 2 mcdresses =
-4 Suomitted - awaiting Canecllnd H
el el el
- Uircar 43300 B Urder 23153
1 addres=s Z andrasses
Ldit docurents —— = Ldit acdresses
1z

Order 24851
0.2

1 addrass
sample
Anprewed

Orider 44858

E0.GL

1 addraes

=ubmitted - awaiting...

Order 44855
0 addrasses
Mailing opbors

Urder 34100
1 addrass
Laniting aporowal

Click on the mailing icon to continue editing an order or to view details of a mailing that has already been submitted.

The details you can see for each order are:

Order - this is the unique Docmail reference for your order. This is what you will need to quote to the Docmail Customer

Service Team f you have a query about an order.

Price - this is the overall price of the mailing including VAT.

Address count - this is the number of recipients within the mailing.

Mailing Name - this is the name you gave to the mailing. If you did not give your mailing a name it will default to the

order reference.

Status - this tells you what the current status is for each of your mailings. A list of status codes and symbols are detailed

below.
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u A green tick indicates an order that requires no further action. The order has been submitted and will be categorised

using one of the following statuses:

Submitted awaiting production - Paid for and awaiting production
Mailing in production - Mailing processed and in production
Completed - Produced and despatched

ﬂ This icon is to alert you that further action is required to complete an order. The status will reflect the last stage of the
order you were working on. Please note that further steps may have been completed however the status will reflect the

last screen viewed.

Mailing options - Product type selected but no further steps have been completed

Edit documents - Document selected or uploaded but addresses not yet added

Edit addresses - Addresses have not yet been added

Merge data entry - Account merge tags are not yet set

Edit data intelligence - Data intelligence rules have been input but the addresses have not been added or have gone
back to this step

Print and Post - Print and post options have been input. Proofs have not been viewed

Awaiting Approval - Uploaded and awaiting approval

Approved - Approved but not yet paid

E This icon indicates that the order has not been processed. This could be due to a user cancelling an order or due to an

error.

You can filter orders based on their status using the drop-down list on the top right hand side of the page or enter a
merge mode to cancel, delete or submit mailings using a single click.

My Invoices

In ‘My Invoices' you can see all your invoices for payments made to your Docmail account. Invoices are generated
automatically by Docmail when a payment is made to your account. Clicking on the link will let you view the invoice as a PDF,
which you could download or print if required. You will only see invoices for orders that have been paid.

Click here to refine your search Click here to view the invoice

‘ f MY INVOICES

Invoice dai= betwesn | B aw | B
|

Search |E£FlFCH | DHOPWHLOAD ALL

Inwnace o

L7138 [rrecape 2 1200 ENp OO0 Yes WIEW 4_
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My Account Activity

This section shows you all payment transactions that have taken place on your Docmail account. You can see your Account
balance and click to top up your account if you wish. You can input dates to refine your search to see activity for a particular

Click here to top up your account Here's your account balance

period.

% MY ACCOUNT ACTIVITY

Tobtsl top-up semed; ED,O0
Currant Eop-un balanca: C50,000.00 <
——P TOR-UR ASSOUNT

Search ransachons
—F Results per page

Date batvaan | BE and| B =EsRcH

Qrder Ret Amaunt Aymilabe spersd after

EFLL/2045 3t 11137 L7133 Top-up £50,000.00 ES0,000.00

Click here to refine your search “

Top-up Account

You can add credit to your Docmail account here. Choose one of standard amounts by clicking on the stamp symbols or
enter your own amount and click the ‘Top-up my account' link. Please note that it is not possible to refund top up monies
once added and top ups must be used within 24 months of the top up date. There is a 35p charge for using a card to top up.

% TOP-UP ACCOUNT

Once you've entered
the amount you wish to
top-up, click on

TOP-UP MY ACCOUNT

£20 !

T e I BL0a| TOR-LE HY ACEOUNT

Please note Hhat & 350 surcharge will be applied o 2l bop-ups bo oover the debit o oredik cand payaeent charges.
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Postal Returns

If you use standard envelopes, or if your mailing is a postcard, you can choose to have your own return address shown on
your mailing. Any mail that is undeliverable by Royal Mail, and has not got your return address on it, is returned to our site.

You can choose to have these returns managed by us at an additional cost. Managed returns are recorded against your
Docmail account with the reason for their return so that you can see which addresses have mail returned. When returned
mail is recorded against your account you will receive a notification email.

This screen shows you any postal returns, undeliverable text messages and electronic Dotpost documents against your
mailings.

ﬁ‘ RETURNS

[C] showy returra from other accmunt soees

Reesspent Poearidiad

CFH Darcmnadl Lid

St Patarn Park

Well= Fosd 1723519 Sore sy 20072018 CiELETE
Resino:

Bl JUP

CFH Doomed Lid

5t Paters Park

ells Road 16800553 SO sy 20T I0E DELETE
Eadsteck

BAT JUP

OFH Docmail Led

o Putars Fark

Walls Pioad 1783 PR Leoren meeap pLetiefw i} DELETE
Rademck

B53 aue

COFH Cocmadl Lid
S Paters Park
Walla Rowd
Radntock

TFH Dingmail Lbd

Et.rgl. m:“ 17023630 Lo it ity OIS E DELETE

Radstock

Showeeg i-5 ol 5 i

15780378 Leorm aweuyp IOTI0E DELETE
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Reports

This section can be used to view reports on your use of Docmail. Any reports that you have run will show as history on this

m' REPORTS
=

Resubs per pags |10
Seschtext | | sEARCH

screen.
P —

There are no reports for the search criteria.

To see a new report you can click on ‘Run new report’ and then use the drop down options to determine the information to be

displayed.

‘ ﬂ RUN NEW REPORT

Report options

Plusgecit Eﬁlq:'l'l:hld rl'-i-Bl 4 B

Summarise Liser daly tamis H

Aagort rama

Aun repark LIS ] n 4
Choose when to run your
report

Diescabch dste —» rrem |

Lisar 1all Click on the drop-downs

to choose the content of
your report

Click here to set users

Click here to set a date range Click here to generate your report
-
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You can also schedule a report to run on a regular basis which will be stored in the reports section of your account.

You will also receive a secure link via email to access the report directly and you can invite others to receive the report as

well.

When adding additional email recipients please be sure to separate each new email address with a semi colon. For example

adam.brown@cfh.com; charlotte.davies@cfh.com

@ RUN NEW REPORT

Report opbans

Regeait

Bumiiman e
Resgaait raimes
RN Pt —p

Addibioral emsil nechpd arbs

Despatch dare

g

Click here to determine the

frequency of the report

Deapatzhed maiirze %)
Uisar daiy ictaks 5]

| schedue B ovory 1 B oms [ fom vomzorr ([ 0 oo B

a] B

Enter the email address of any

additional recipients here
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User

The User section has just two selections:
® My Log In Details

® My Address

My login details

You can input a return address to be used Select these options if you want to change

on relevant m ailings your user login or password

“l MY LOGIN DETAILS

CHANGE LOMGIN USER [0 | CHARGE PAassWoRD <

Leogin uper 10 linds.horner

Ordar cenhr ion amail Im“

Flezca nota: Ovdar confirmation emails ara ales configurabla for the aooount on the acoount details pEga.

Foztuimmes email Errenils cannot be reosived as order links are not sbered for rebums.

Flesse note: Return emails are alko corfigurabls for the scoount on the scoownt details page.

e R | : :

> !E1 Pters Fark This option

|Radgiock allows you to
|BA3 AUP

.=

LAl e b Lt e choose when you
A walid UK addreess must e entared for returne ko be processed.

receive your
Bl ciioww b mervine mepess? (a0 Dooreil Frice Drieer] confirmation

[ tida variabia anbry ressagae?

[t oo WOT wane bo recehe srmels shot 6Mers snd promoes

You can click the links and follow the instructions on the screen if you want to change your User Login or Password. You can
also change other settings including some returns information which you can also update from the Account Details screen.

The box to allow web service access must be ticked if you are using the Print Driver option. See the Print Driver User Guide
for information on this option.

My Address

Personal address details added here will be used for the Add Self option on mailings.
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My a ddre

Tithn .""‘ W | Full nesme
First narne |Linda | address nsma pref
Surname |Hormar | 3o title

EWITCH T LINE-BY-LINE AMMRERS BOKES
Company name |

Ackirpms *
5t Pabers Park

walle 2id

Fadstock

BaA3 1UPF

? Lis address - ot confirmed s0 cheok accuracy

You can click here to
add any additional

fields that you require

on your mailings

Emai |IM=J"mrh:ﬂ1.n:m

Talechone (01225212505

el oo tnend] 4

Tha * Indeaioe Cais uead in b curmant maiing, an address & aleayvs raquined.

Account

The Account section has four selections:
® Account Details
® Account Address
@ Additional Users

® Default Mailing Options

Account Details

On this screen you can change your account name and preferences and set default options to suit your needs.
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These options allow you to set default

options for your mailings

409701

This option is for orders that have been created using Data Intelligence.
You can choose the payment option depending on the price

Apcount name
Apcount numbar
Cede ool Fmatan email

Referral crecit amai
Copry pravious msilings
Cafuulk product

Dl ault addrass font

aytn correct sddresses?

l'i ACCOUNT DETAILS

[LH |
ZDM001732

Flaass nchat Qrder confrmabion amails are also corfigurabls for each user on the my logn debeils pege

II:np-:r documants anky

A3 Folded ahest
|Mi| IE '|-l'|
O

|

Flapss nobe You should check all astomatically corrected addressss to ensure st the address is correct.

Promet P proof not vissed?

Cefault artimated oroer suicmatic
pesrpmreEnt ophioe

Advanced princing optons:
Shaw prirt margin?

Default pont margn to shenk to it
for 2mm margin?

Siore crdar Iinks on rebuma?

Returns sl
Return address

Availabla spend waming
Erreail If availsie spend falls beios

Email addressss

Last uscsbed 15709/2018 mt 18:17

7]

| <

Always bold for marual payment

You can input some returns

5 management information here
H
0O < You can input your own return
[Hane) b address to be used on relevant
| mailings
+—

A walid U address must be entered for returne 1o be procesnd,

e[|
I

[Lise sami-colons bo separate muligle smel addresses)

Note that the selections that are available may vary if different account features have been enabled against your account by

Docmail Admin Support.

Account address

This screen is the same as the screen for My Address in the User section, but the details input here are the details that will

appear on Docmail invoices and this can be different to the detail in the My Address section.

If there are additional users on your account only the primary account holder can edit these.
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Additional users

If you are the primary account holder (i.e. the person who set up the account) you can add additional users to your account.
These users will be able to see the same documents and address lists as you can and will be able to place orders for
mailings on your account. Permissions for the additional user can be set to give the primary user control over how their
account is used.

Details can also be edited and deleted as necessary.

To add additional users to the account, click on ADD NEW USER from the screen below:

ﬁ ADDITIONAL USERS
Rtz serpage 10 B

Uy & Fugl rogren Con pdF: fpnY  Car pppersw?  Can ppad ool Timblped?

dormuiten: J15mith Ha -] Ton o EOIT DELETE

This will bring up the screen below for you to complete. Click Next to save the details.

I m ADD NEW ADDITIONAL USER

Login Ue=r I [ | < =
Erker immge isxi |

The primary account
| c holder creates login
details but once set
up additional users
can edit them

REGEMERATE [MAGE
g | | r

Confirm pasmord | | d

Firat nams

Emaid addrusa

You can set up

Can ndt deim®

< permissions for the

additional user

Can spprorea?

Can usa wab sarvice?

D MOT send emaiks about affers
and proricticns?

Cmsble Lowr?

OO0 8®M&E

* = Reguired fiskds
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Default mailing options

You can create default settings against each product type from this screen. This is particularly useful if you want to control

the type of mailings that can be created by your or by additional users.

Click on a product type and complete the screen to select or hide the options that will show when you are creating a mailing.

i > aclirun > defaull reanhng apdeas

{ﬁ DEFAULT MAILING OPTIONS

Select product Cype

ﬁ — = o
= A5 [T

A docurment A3 Folded shasl SAE posteard A6 poteard Garmeling card

Text masssgs
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You can then select the default mailing options required for this type of document from the next screen.

——

% A4 DOCUMENT DEFAULT MAILING OPTIONS

Mailing oplicns

Cemlimny sanipas r :_':_!a - _,.-'"‘HHH
L] é =2 5= x\},

Srndand delwvery Fosl ol g Capipet

Ackirasces

Fiddrees nama pratoe I Il:-|;|.T: tha parent ot

ks rame farmat

Prink and post
S E . E
[ ] L
EHack & Whits Smples Colowr Simples
{Brg e mdodi {5 b ko
o EAR B A
Bdeck & whits Duples by Dl
 Cosibd i mid aad ]  Doaibda. pidad]
DCramzehch o T
f iy s | _
& e g (18 == You can hide these
A peaan Bl bk il et At options if you do not
Ervioon profeonce want them to be used
S on your account
Shandard - o rabum. aod rees
HI"_|-E‘ '-.'.-"[‘tll:l'l’E DH:'-! descnphon :ll-l“- delivary sareom Dl'ldv aartpat
DH:l-ll black pnd sehia :lHlnl [=-L-Th 4
DHW mmplee :IHlllr dugdee
I:'Hr.ir depaich :lHlllr emvelps prefereme

Additional features are available for Corporate users, such as the facility to incorporate organisational structures and set
devolved budgets.

This is a feature that can only be enabled by Docmail Support Admin.
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APPENDIX 1 - DOCUMENT SET UP GUIDELINES

It is recommended that before adding documents into Docmail you read through the following guidelines to help you to set
them up correctly.

Documents can be added into Docmail as Microsoft Word (.doc or .docx), Rich Text Format (.rtf), Open Office (.odt) or
Portable Document Format (.pdf). You can only use PDF files if the document is to be printed exactly as supplied, with any
personalised fields in it being set up as Form Fields.

Personalised means that Docmail will put the name and address on the document (if it is marked as an addressed letter and
used as the first document in a mailing) and wherever you have used a merge field in a document Docmail will replace that
field with a piece of data. Any document that is personalised or is to be an addressed letter must be in Microsoft Word (.doc
or .docx), Open Office (.odt) or Rich Text format (.rtf).

Documents
The document should be size A4 (29.7cm x 21.0 cm).
Margins

Docmail will apply a barcode to the left hand margin on the front of each sheet of paper for all documents so that we can
put them into an envelope. We therefore recommend that your documents have a left hand margin of at least a 1.5 cm; using
a margin less than this may mean that some of your content gets overprinted with a barcode. You will be able to see the

barcodes on your final proof.

For any addressed letter, Docmail will apply the mailing name and address in the required position. The left margin that
Docmail uses when it applies the name and address will be 2.54 cm. We recommend you use a margin of 2.54 cm on all
documents which you intend to use as addressed letters to ensure that your text lines up with the name and addresses. This
makes your finished letter look much better and more professional. We also recommend that you start your letter at least 9

cm down from the top of the page to allow room for the name and address to be printed.

If you do not want the address to be printed on your document you can select the option ‘No address panels' at the Print
and Post stage of your input. (This is only available with standard envelopes where you use your own return address or with
custom design envelopes).

To set the margins in Microsoft Word (2007 and later versions), open the document in Microsoft Word, and go to the Page
Layout tab, click on margins and adjust the margins as required using a setting that has a 2.54 cm margin or using the
Custom Margins settings. Use the help section in Microsoft Word for more help on how to set margins.

Logos

Logos can be applied in two ways. You can either embed any logos and signatures you require in your individual document
or you can use a '‘Background'. Backgrounds are templates set up and held in your Library which can be applied to
documents as required. You could, for example, have a PDF background of your company logo and use this with each

document requiring the logo. See the section ‘Backgrounds' under Library for further information.
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Using merge fields in your documents

You can tell Docmail to add items of data from your name and address data into your document by using ‘merge fields'.
Merge fields tell Docmail where to add particular pieces of data. As well as the name and address fields that are applied by
Docmail for the mailing, you can use any of the fields from your data in your documents. Wherever you want to use a field
from your database in your document use the format <<fieldname>> in the document, where fieldname is the name of the
database field you want Docmail to use. The opening and closing bracket characters are also important. “<" is usually found
on the same key as the comma, and “>" is usually found on the same key as the full stop.

For example, in your letter you might want to say “Dear Fred”, where Fred is someone's first name, and you have this field
in your Docmail database under the field “firstname". If you put “Dear <<firstname>>" in your document Docmail knows you
want the first name to be put there and will automatically print it for you using the content of the field “firstname" from your

name and address data. This is called "merging". These “merge fields" can be used anywhere in your documents to tell us
where to merge a field from your database into your document. The full list of standard Docmail merge fields you can use is
shown in the table below. Using one of these merge fields will tell Docmail to merge the data from that field in your database
into your document.

Docmail Field Tag to use Docmail Field Tag to use
Name Name

Title <<Title>> email <<email>>
Firstname <<Firstname>> extrainfo <<extrainfo>>
Surname <<Surname>> notes <<notes>>
fullname <<fullname>> Custom1 <<Custom1>>
companyname <<companyname>> Custom?2 <<Custom2>>
Telephone <<Telephone>> Custom3 <<Custom3>>
mobile <<mobile>> Custom4 <<Custom4>>
Facsimile <<Facsimile>> Customb <<Custom5b>>
Address 1 <<Address1>> Custom6 <<Custom6>>
Address 2 <<Address2>> Custom7 <<Custom7>>
Address 3 <<Address3>> Custom8 <<Custom8>>
Address 4 <<Address4>> Custom9 <<Custom9>>
Address 5 <<Addressb5>> Custom10 <<Custom10>>

If you have merge fields in your document that are not standard Docmail fields then, as long as the column headers in your

data match the merge fields, these can be used by Docmail by using the Custom fields.
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Creating Form Fields within a pdf file
To put Form Fields into an existing PDF:
® Select 'Forms' from the menu bar

@ Select 'Add or Edit Fields' from the menu. (Choose ‘No' when asked if the programme should detect
the fields for you.)

® Select'Add New Field'

® Select 'Text Field' from the list shown

® Draw the text box where you want it to go
@ Give it a unique name (e.g. Field1)

® Click the ‘Show All Properties' link

® Go to the ‘Options’ tab and enter text with a tag exactly as you would in Word (e.g. <<Date>>) in the
‘Default Value' box. You can change the alignment and any other properties within the dialogue box if
require
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The text in the default value is what gets processed for replacement tags. Add other fields as required and save the PDF.

Upload it to Docmail and everything else is the same as for a Word file - Docmail will extract the form fields from the

document as merge tags.

Using the date in your documents

Docmail can automatically insert the date into your documents. This will be the date we print your mailing. If you want the

date put into your letter, using the following field holders depending on the format of date you want.

Format of date Description of format Field to use
23/06/16 dd/mm/yy <<datel>>
Thursday 23rd June 2016 full day and date <<date2>>
(including correct date suffix st, th, nd or rd)
23 Jun 2016 no suffix, three letter month <<date3>>
23rd June 2016 full date (including suffix) <<date4>>
Example

If you were creating a letter to check you hold the right contact details for someone, the document might look something like

this:

“=dated==

Bember ID: <<Member D=

Daear <=firsinama>=>

Wie are currently updaling our records and would like to check the delails we
hiold for

you afe correct:

¥ OUr AAMme; =<fulinames>

Y our job tile: <<jobtitia:>

Your phone Aumber: <<tplephane=>

four email address: gl
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Docmail will then apply the name and address in the correct position and merge all the right details from your database
into the field holders that you have used in your document. The printed letter would look as shown below, with all the field
holders replaced by the correct data.

16h Oxdobser 7116
Miambsr I 1238567 4RC

Deer Jodwn

W e oumently updaiing our seooeds mnd woukd o io check the detals we
kel b

L D ST
Yo nars Join Sareth
Yoar o bk Sl ww Nlarsces

Vor plhame rigmbes 0TG4S
Your pmed sddeens: docmal o com

L]

Account Merge Tags

Account merge tags work like merge fields, but instead of using data from your database, they are replaced with data that
you set at document level. For example, you might have a document which is the same every time you use it, except you
need to change one or two things, like the location and time if it was an appointment letter.

You can place merge fields in your document for <<location>> and <<time>> in exactly the same way as described above.
These merge tags are then set on the document when you add it to Docmail.

See 'Add new account merge tag' under the Library section for instructions on input. Every time you use that document in a
mailing, you will be prompted to enter the value you want for ‘location’ and ‘time' as shown below.

Embedding Fonts within a Microsoft Word file Word 2007 & later versions

First click on the Microsoft Office button or on the ‘File' tab in the upper left hand corner and choose Word options. Select
the 'Save' tab on the left. Tick 'Embed fonts in the file'.
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On your tool bar, click on ‘Tools' and then select ‘Options’. Select the ‘Save' tab (shown below) and tick the box where it says

‘Embed True Type Fonts'. Click ‘OK' and then save the file to save the changes.
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APPENDIX 2 - MULTIPLE ADDRESS STREAMS

A multiple address stream means a group of documents that already have the name and address of the recipients on them.
Each recipient could have a letter with a different number of pages, for example, Mr Smith's letter may be one page whereas
Mr Jones' letter may have three pages. These can all be on the same file.

Although the address is already on the letter Docmail still needs an address file to validate addresses against the Royal Mail
database for postage. On the address file you will need your standard columns of information, such as the recipient’s name

and full address, but you will also need an additional column in the spreadsheet called 'StreamPages1’ where you must put

the number of pages that each person has on their letter. This will ensure that each recipient receives the correct number of
pages to their letter. All the addresses must to be in the same order as they are on your multiple address stream.

& I B ] [ | 1] ] E | r ]

1 |Fu||un-.| Addrass 1 Addnins ] Addnia 3 Addnsa 4 Seeas Pagis
2 Davik Grigory 15 Mandale Read  Garferth  LSI5 1B 1

T4 DR Faimer 13 Devenshioe Clase  Klopax 1535 GRS 3

"4 lohe Chambarain 12, Wintheap Hil Cagtleferd  WF10 LA 3

T Geod walings 12 Archibiald R Cullos=pton  EXLS ETR |

(& Emiy Beows The Oid i, Corwe il Bampton  EXLEBEE 3
Kl

Multiple address stream - Add documents

When uploading a merged file (multiple address stream) to Docmail you will need to access the advanced options by clicking
to expand these.

Advanced aptons S

The multiple address stream document is uploaded as normal on the ‘Add documents' screen and you must select the File
contents as ‘Multiple address stream’'.

Click Select to find the document from
your computer

s

STANDARD DELIWERY

L] MLt e B ==F QUTFUT OF TN

Mailire aiplizns

Add addiresses Prird and posk

Lipload A4 document

Salact nam fila epp— ﬂl-nDEan' | et ] Clear |
Emchegroasrsd Mo background selecked i T
Prirt margin [3rmm} % \ z!
Ed i |
Shnnk b= Kasp onginsl sizm

Advanced options

71



Once you have uploaded your multiple address stream click on ‘Next'. This will take you through to '‘Add addresses' where

the address file can be uploaded.
Multiple address stream - Add Addresses

Click on 'Upload addresses' to browse for the address file on your computer. Once you have selected the file click on ‘Next’;
you will be taken to the ‘Assign fields' screen where Docmail will show you how it has mapped the fields in Docmail.

Your 'StreamPages' column should automatically map to StreamPages1 as below.

Dasign fialds SET TO DEFAULT MaPPING

Ciokimn Header Bample ety

Tiths 253 | Titke |
Firmt 5 | riret Hema w|
5Ty s IR | ST |
Addransl 5t Patern Park addrass Line L [
Gdresss wels Road | Skirazs Ling 3 |
Addrans Fadrioc: Iﬁ.ﬂr-u Lna 3 '\I-I'I
Agkdrasse B&Z JUR | Address Ling 4 |
eamoay Mzredary I-Ar.l:l Cumbam Fiaid - 'u-|
Siramm Pagess z | Siremm Pagess 1 |

Check the mapping and make any necessary amendments. If you need to change any field, click on the Target (Map To) field
drop down to choose the field you want assigned.

Docmail will apply the address from your file onto your document unless you choose ‘No address panels' from the ‘Envelope
preference’ on the Print and Post screen.

You can choose ‘No address panels' only if you are using a custom design envelope or a standard envelope with your own
return address. Other options will add an address panel to your document.
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