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1.0 Introduction

This module of the DocketHub system enables a poster to prepare their mailing in a
manner that is compliant with Royal Mail Downstream Access, including zonal sortation
and generation of the appropriate Downstream Access bag label.

The DocketHub system provides online facilities to support this process, including the
following functionality:-

e Facilities for a poster to carry out Zonal Pricing and Sortation to Royal Mails
Downstream Access Requirements.

o Facilities for the generation of the appropriate Downstream Access bag label.

e Facilities for the unique identification of each DSA bag and the generation of an
electronic posting manifest to accompany each mailing.

2.0 Purpose

This document acts as the User Guide for the DocketHub Label Generation Module. It is
designed to detail the functionality provided to a poster by the system in a step-by-step
manner, to enable a user to carry out Zonal sortation and generate Downstream Access
Bag labels.
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If you require more information, or feel this document could be improved, please do not
hesitate to provide any feedback to support@dockethub.com
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3.1 Label Generation Overview

By using the Label Generation Module the poster is able to carry out Zonal sortation
and prepare Downstream Access bag Labels, including the generation of an
electronic manifest to accompany each mailing.

3.2 Label Generation Main screen

When the user selects the “Label generation” icon from the desktop, an initial
‘loading’ screen is displayed while the labeller is initialised (this may take a few
moments), after which the login screen is displayed.

Access a new

DocketHUB : world of mail
: DOptions | Status ’FID

Login

Welcome to the DocketHUB Labeller

Mew Mailing

Pending Jobs Please enter your DocketHub username and password...

Label Printing

User Name]

Passward| Loginto DocketHUB

Collections

DocketHub

Upon entering a username and password, and clicking on the ‘Login’ button, the
user details will be validated by the DocketHUB system, and after successful login
the ‘Pending Jobs’ screen is displayed.

From the ‘Pending Jobs’ screen, the user can view jobs that have been previously
loaded into the DocketHUB system, load a new Job into the system, or print labels
for a particular ‘job’. The Pending Jobs screen is described in more detail in section
34
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When the user selects the “New Mailing” option within the application navigator on
the left hand side of the screen, the” New Mailing” entry screen is displayed...

DocketHUB

Bstet )

te:

o

Access a new
wo f'l'ICfl Df ma HI

Status | Options | Help

New Mailing

Logout

New Mailing

PendingJobs

Label Printing

Collections

DocketHub

The user can select the service

Template |5y baiing List
Service 1120 Letters - Mech

Average Item Weight [g] 1

Profile Mailing
Import Options

=l
=

and format/machineability of the mailing by

highlighting one from the “Service” drop down box on the right hand side of the

screen as below...

]12EI Letters - Mech

120 Letters - Mech
120 Letters - kM anual
120 Letters - OCH
120 Letters - CBC
120 Flatz

120 Pack.ets

00 Letters - CBC
1400 Letters - Mech

The User then enters the Average Item Weight In grams in the box below...

fverage |tem Weight [g) r—
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The user can upload the address list by selecting the CSV Mailing List drop down box
on the right hand side of the screen as below...

|CSW Mailing List |

The user can select the Import options by clicking on the “Import Option” button as
below...

Import Options

The following screen will be displayed

Skip first line in file T

Field Defimeter |Comma defimited v |

| H  Mkep

REWEIRR SR tele BN Py tial Posteaded mail in destination mailbag

Unidentified [tems IUnidentified mail in bag at end of mailing LJ

=

From this screen the user can enter specific import details from the file.

Skip First Line in File -The user puts a tick in this box if the file to be uploaded has
no relevant data in the first line i.e. contains the title of the columns.

Field Delimeter - The user selects the file type from the drop down box as below...

Field Delimeter | Camma delimited -

Comma delimited
T ab delimited
Fipe delirmited

Min Items Per Bag - The minimum number of items per bag is entered this number
will depend on the individual item weight.

EEE Mosaic Online Systems Ltd.
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Partially Postcoded Items - The zone cannot be identified due to incomplete
postcodes but the mail centre can be identified. (Mail will be classed as Zone Z) The
poster has the option of placing the mail in either:-

e A Bag at the end of the mailing so they can be processed separately to the
rest of the mailing.

e In areject file so the mail is not printed by the mailing house .The Poster can
then check the addresses in the reject file and correct the badly postcoded
items.

¢ In a destination mailbag to the Mail centre so they are handled along with all
other items for that Mail Centre and charged at Zone Z rates.

The user can select these options from the ‘Partially Postcoded items’ drop down
box as below...

Fartially Fostcoded ltems | Partial Pastcoded mail in destination mailbag R

Fartial Postzoded mail in bag at end of mailing
Fartial Fostcoded mail in reject file
Fartial Fostzoded mail in deztination mailbag

Unidentified Items - This Mail cannot be put into zonal sortataion due to incorrect
postcodes the user has the option of placing them in either:-

o A Reject file so the mail is not printed by the mailing house .The Poster can
then check the addresses in the reject file and correct the badly postcoded
items.

e A bag at the end of the mailing so they can be processed separately to the
rest of the mailing.

The user can select these options from the ‘Unidentified Items’ drop down box as
below...

Unidentified [kems JLlnidentified mail in bag at end of mailing -]

nidentified mail in reject file

Ltrudentified mail in bag at end of mailing

The user can then profile the mail by clicking the” Profile Mailing” as below...

Profile M ailing

1 Mosaic Online Systems Ltd.
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This will display a file browser window that enables the user to find the file to be
uploaded from a directory on his/her local machine. When the user selects the file
to be uploaded, the labeller will start to examine the file contents. In the case of a
CSV file it will then ask the user to identify the field within the file that contains the

address Postcode.

Access a new
world of mail

DocketHUB : ' ,

i A 1 . New Mailing Status | Dptions | Help
Templats 220 1 4iing L E

[ Field D : Compary Semvics. [120 Letters - Mech |

i || Field 1 = MriMe
NewMailing | Field 2 - First Name Average Iter weight (o) [0

[ Field 3 - Last Name = ;
_| Field 4 : Initial ancel

Logout Please select the Field containing walid Postcodes

(] Field 5 : Pasition
PendingJobs [ Fieldl B Adchess Line 1
| Fiehd 7 - Addhess Line 2
[ Field 8 Town
[ Field 3 Post Code
[ Field 10:

Label Piinting

Collections

“Waiting on Selection,
DocketHub

At this point the user is still able to go into the ‘Import options’ screen and make any
amendments.

Once the user identifies the field containing the Postcode, scanning will start
automatically...

""" ' Access a new
DO cket H UB ' world of mail

[T New Mailing Options | Status | Help

Logout Pleasze select the Field containing valid Postoodes jCSV M ailing List _:]
1120 Letters - Mech _L]

New Mailing

PendingJobs

Label Printing

Collections

Scan Pending

| . .
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The Dockethub labeller will scan the mailing file, to identify the postal zones for any
addresses in the file, and the associated SSC codes. (The scanning process may
take several minutes depending on the size of the file involved). A progress bar on
the bottom of the screen will display current status of the scan process.

At the end of the scan process, the following screen will be displayed...

world of mail

EfHUB r Access a new

et j New Mailing | Status | Dplions| Help

Logout

Template 1 S Mg Lz _]
Service 1 2 Letters Mach _]
New Mailing Average Item Weight [g) i
Save Prafile
PendingJabs Planned Mailing Date .. ]
Clignt
]Test Client lJ

Job Refersnce
Label Printing ]

Job Description

Collections ‘ -
Clignt Cost Code

_ Wiew CPR Wiew Sorted Wiew Invald Wiew Maling ] ﬂ
Report Addiess List Lines Profile
4138 Rows Processed

DocketHub

The user can now specify the client that this mailing relates to and the planned
mailing date. The user can also complete the free text fields on the right hand side
of the screen, which are associated with the information extracted from the file
scan. This includes a poster job reference and description, and a client cost code (if
the client has specified one should be recorded).

The button to the right of the Mailing Date field when clicked allows the user to pick
a date from the calendar

b ailing D ate

] =
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n November 2005 “

Mon Tue'wWed Thu Fri Sat Sun
1 2 3 4 5 B
o8 9 10 11 12 13
14 15 16 17 18 19 20
i I E 24 X/ B O
28 29 30 1 /

T Today: 23/11/2005

The user can select to view the mailing reports detailing the output of the address
list scan process.

The user can click on “View CPR Reports” button as below...

¥iew CPR Heport

This report details the total number of items to be delivered to each Royal Mail
Centre with a breakdown of this into zonal areas.

I Targel Customers Sage - amended.csv.CPR.1xt - Notepad

Fle Edt Formab View Help

Filemname: customers sage - amended.csv
Rows Processedel00% (4440 of 4440)

Rows Failed=0

SsC codes =18

Total Items with valid postcodes20

Total Items without a valid postcode=4420
Postcode Penetration=0.

pelivery zones

Zone A (Central) = 15.0% (3 items
zone B Curban) = 20.0% (4 items)
zone C (suburban) = 55.0% (11 items)
iZzone D (Rural) = 10.0% (2 jtems)
zone £ (Deep Rural) = 0.0% (0 dtems)

[Zone Z (unknown/STL) = 0.0% (0 items)

i
Delivery Ereakdown
BIRMINGHAM
185 - 2 items ( Zone A=l Bl C=0 DaQ E=0 Z=0)
BRADFORD
o

174 - 1 items ( Zone A=0 B=0 C=1 D=0 E=0 Z=0)
BRISTOL
319 — 2 frems ( Zone A=l B=0 C=1 D=0 E=0 2=0]

CARDIFF
328 - 1 items ¢ Zone A=0 B=0 C=1 D=0 E=0 Z=0)
CREWE

141 - 1 items ( Zone A=Q B=0 Cel D=0 E=~0 Z«0)
DARLINGTON

145 - 1 {tems ( Zone A=0 B=0 C=1 D=0 E=0 2=0)
GLAS:

105 - 1 items ( Zone A=0 B=0 C=1 D=0 E=0 Z=0)
GLOUCESTER

316 - 1 items ( Zone A=Q0 B0 Cel De0 E=0 Z=0)
HEMEL N
228 - 1 items  Zone A=0 B=0 C=1 D=0 E=0 Z=0)
IPSWICH

188 - 1 ftems ( Zone A=0 B=0 C=0 D=1 E=0 2=0)
JUBILEE

201 - 1 items ( Zone a=0 B=0 C=1 D=0 E=0 Z=0)
LIVERPOOL

138 - 1 items ( Zone A= B=l Ce0 D=0 E=0 Z=0)

LON
239 - 1 ftems ( Zone A=0 B=1 C=0 D=0 E=0 Z=0)
o

195 — 1 items ( Zone A=0 B=O C=0 D=1 E=0 2=0)
SHEFFIELD

177 - 1 items ( Zone As=0 B0 Cel De0 Es=0 Z=0)
SWANSEA <
350 - 1 {tems ¢ Zone A=0 B=0 C=1 D=0 E=0 Z=0)

=E= Mosaic Online Systems Ltd.
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The user can click on “View Sorted address list” button as below...

This report gives details on the full address list.

The user can click on “View Invalid Lines” button as below...

Yiew Invalid Lines

o GO Fovel Sew e

0 VTSION TECAWOLOGY LINITED . ONIT 7 SEYMOUR COURT o MAWIE PARK
U DISPLAYE LINITED o UNIT -5 WORTH GUAt I WORTH HREWT IMDUSTRIAL GSTATE . FAvERSH
31 PLC REN LLO: Py AB TRINITY PARK
£ . FeD RO BUFTON 74003010008 HUDS3H B3AD
M (7IET0R/EI4IIA]) + MATLPOOM TRAFFIC PO
1L KAREN LLOYD ACCOUNTS RAYABLE TRINITY PARK
IMFRINT LIMITE o UNIT 11 PaRE 17
& 3 ENTERPRIZES ©_THE OLD RAILWAY STATION - _LOWG MELFRD
& L TREKSPORT @ 22 10, BELLE VilE s o
azmn LTo TTURIT B PIRCWELL pOAD . IMDUSTRAIL LTD
SMERT T/A GOLDEN O 0B 472 0LD BEDFORD ROAD o LuTaw
B nizk LTo o ouwrr s wEST TRD EaT
B ELECTRONICS LT T COLVERM WOUSE
HRAINNECHAET 1 ERCIAL STREET
c € . APRLETREE RD
£F
EER:

INDUSTRIAL EST 5000
FOAD TNDUSTRIGL ESTATE .
T

TTrTIETERERERERE R R

iy ;
- DOCK MEADOW THD.EETATE . LONESFIELD DRI
WESTON-SURERMARE SOMERSET
5 BARKING
ENT
an STANTAON HILL
Ei_FORD ROAD ETANTAN HILL
- BIEMINGH
- LONGRIRT - STOKE QW TRENT
- GLAZERURY - WARRT
HERRERT whLKER why WESTERW DOCKS

This report gives details of the mailings that could not be sorted for Downstream
Access Mailing, and which have been saved in a file marked ‘.ERR’

The user can click on “View Mailing profile” button as below...

Yiew M ailing Profile

This will display to the user a DSA Line Listing giving the zonal breakdown by SSC
for the mailing.

=== Mosaic Online Systems Ltd.
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Sortation Output Files

The scan process will generate the following files, which by default will be created
alongside the original address file. (Using Testfile.csv as an example).

Testfile.csv original address file for the mailing.
Testfile.csv.OUT address file sorted to DSA Zones ready for printing.
Testfile.csv.ERR.txt file containing any address records that could not be

processed for Downstream Access.
Testfile.csv.CPR.txt text file containing the CPR report for the mailing.

Testfile.csv.LST.txt text file containing the Line Listing for the mailing.

When the fields to the right have been completed and the user is happy the profile
can then be saved by clicking on the” Save profile” button as shown below...

Save Profile

If Saving the Profile was successful, a message will display ‘Mailing Profile has been
replicated to the DocketHub server’ to confirm that it has been saved.

Mailing Profile has been replicated to the DocketHub server.

If for some reason the user does not wish to save the Profile, clicking on the cross
on the top right hand corner of the New Mailing screen will cause the profile to be
discarded.

| . .
1 Mosaic Online Systems Ltd.
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3.4 Pending Jobs
When the user selects the “Pending Jobs” option within the application navigator on
the left hand side of the screen, the “Pending Jobs” screen is displayed...

L ol

Access a new
world of mail

Docl-<éfﬁ UB

Pending Jobs

Logout
Mew Mailing
™ Enable print for all jobs
I~ Orly display jobs for today
PendingJobs
RefreshList
Label Printing | Mallln_g Date | Client Job Ref Job Code | Description Total ltems | SSC count | Est Eggs
¥ 13A2/2005 Client 1 123 TEST A 4462 ] 1]
Collections
DocketHub
< | 2

This screen allows the user to view any jobs that are currently pending (i.e. waiting
for labels to be produced).

The user has the option to restrict the view of pending jobs to only display jobs for
the current day by clicking in “only display jobs for today” box on the right hand side
of the screen and then clicking Refresh Screen, as below...

Refresh List

Cancelling a mailing

A mailing can be cancelled by highlighting the mailing in the list by clicking on the
left hand side of the table row as below...

| Description | Total ltems | S5C count | Est. Bags

{rodll) [rall)

EEE . .
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The user can then click on the “Cancel Job”, button...

arEe] oy

A message will display ‘Are you sure you want to discard this mailing profile?’

Discard Profile

@ Are you sure you want to discard this mailing profile?

Cancel I

If you decide to cancel the mailing, it will be removed from the Pending Jobs list and
a confirmation message will be displayed to the user.

Cancel Pending Mailing. @

"
1 ) Mailing has been Cancelled,

Rescheduling a Mailing

The “Reschedule job” button will allow the user to alter the Planned Mailing Date for
any pending jobs. (The planned mailing date is used by the system for the purposes
of forecast generation to your carrier).

In order to reschedule a job, highlight the table row containing the job to be
rescheduled as described above and click on the” Reschedule Job” button...

;ﬁg Mosaic Online Systems Ltd.
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The user will then be able to select a new date from the calendar.

L Dockettub Label Generator.

....... . Access a new

DocketHUB : rd of mail

Tairg = : Jobs Pending |Uplions Status | Help

Logout,
| JobReeference: TpsT

Plarned Maling Date:  25/11/2005
NewMailing Client
Desc: TESTA

Reschedule Job
. I il sl el ot
PendingJobs Total liems :
Lancetint) Est. Bags Average tem Weight HElftibnt

Label Printing
Collections
DocketHub

Mon Tue wsd Thu Fi_Sat Sun
1 z 3 4 5 B
78 3 10 11 12 13
1415 16 17 18 19 20
A RTHU E K 7
2 23 30 3 4

T Today: 23/11/2005

A message will display ‘Are you sure you want to re-schedule this mailing'.

Reschedule Pending Mailing

L ] E Are wou sure that wou wank to re-schedule this Mailing bo 28/11/20057
.

If you answer yes to this question, the mailing will be rescheduled...

Reschedule Mailing E

L.d
1 ) Mailing has been re-scheduled successfully,

=== Mosaic Online Systems Ltd.
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3.5 Label Printing

The user is able to gain access to the Label Printing screen by selecting a job that
has a planned mailing date set to the current day.

F Access a new

world of mail

Docl-{éf'l‘-blUB

et [ Tary Jobs Pending ! Options | Slalus| Help

Logout

| Job Reference:
Planned Mailing Diate:  24/11/2005 Print Bag Labels
Mew Mailing Cliet:
Desc: TEST A
Heschedule.Job
_ ™ Orly display jobs for boday
Pending Jobs Total ltems: :
Cancel Job Est. Bags: Average Item Weight: Refresh List
Label Printing Mailing D ate | Client |Job Ref | JobCode | Description Total ltems | 55C count | Est. Bags
== [ [TEST 3
2401142008 ) » iob 32 ] el {rul)

Collections

DocketHub

By default, labels cannot be printed for jobs that are not due to be printed today.
However the user can enable printing of labels in advance of the planned mailing
date by clicking on “Enable Print For All Jobs” and reselecting the job that the user
wants to print.

| Enable print for all jobs

=== Mosaic Online Systems Ltd.
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To Print Labels for a particular job, click on the “Print Bag Labels” button in the jobs
Pending Screen...

This will display the Label Printing for the selected job.

“““ - k. ad Access a new
D (0] Cl’\' & tHUB oy world of mail
te: er3) " Label Printing Options | Status | Help

Logout

Print Labels For |{EEe e

Nestaiing Client Reference ]: =
Job Reference 1 ] aiget Express _J
Section 1 SEMCE1' Letters - Mech J
PendingJobs
A\.l'gIlem\ul.‘eighl[g]i25 Collection|/ st Collection {1471 222005 he: 1
] (0 of 9EE)
SelEree L1421 ZDneAi ZoneBi= Zoned:
Label Printing Totalltems f‘f— ZnneDF— ZnneEi:— ZnnEZF—
. First
Bagltem Count | |temﬁsn1 Bag Destination-
Collections: Bag Weight g 1 Last1 S5C: 10421 Seqg
Iisohi MC: GLASEOW MC

D0: IRVINE
Last Bag Plars
DocketHub Print Label :
Frint labels individually Lj Codes: KATT-RATZ

This screen will be pre-populated from the details already held in the mailing profile.

The right hand side of the screen displays the Service/collection details, the zonal
breakdown of the selected SSC, and the details for the next label to be printed. The
left hand side of the screen provides details of the Bag details including the Average
item weight, and number of items per bag and total bag weight.

The user has the choice to either print labels individually or as a batch by selecting
the appropriate print mode in the drop-down list.

Print labels individually -

Frivit labelz individually
Frint all labels for S5C
Frirt et 10 labels

Pririt all labels for Mailing

To print the label(s) click on the “Print Label” button

Print Label

=== Mosaic Online Systems Ltd.
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If required the user can enter details for individual ‘one-off’ labels using the ‘Ad-Hoc’
label entry screen. This will enable several entry fields, including the average item
weight; SSC and item count fields, in order that the user can produce individual

labels.
Print Labels Far |Ad-hac Mailing -
W
3.6 Collection

When all labels for a particular day have been printed, and the poster wishes to
declare all these bags to the carrier, then the collection can be closed using the
‘Collection’ screen.

""" e r Access a new
DocketHUB ’ ' world of mail
Tare ) : _99'_'?0ﬁ0n ‘ Options | Status | Help

Logout

Hew Mailing

Get Current
Collection Yohumes
Current Mail Due For Collection

Carrier:
Pending Jobs ltems: 1199 Declare Collection
Bags: 142

Label Printing

Collections

DocketHub

The collection screen displays the total volume of mail including the number of bags
to be sent to the carrier. At the end of each day the poster must declare the
collection to the Carrier by clicking on the “Declare Collection” Button.

Declare Collechon

=== Mosaic Online Systems Ltd.
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The user will be asked to confirm that the consignment is to be closed...

Close Collection

@ Are wou absolutely sure that yvou want to declare the current collection For this carrier?

Confirm Close Collection

@ Closing Collection For this Carrier - click QK Eo confirm

Cancel J

After the user has confirmed that the collection is to be closed, the system will
confirm back to the user that the collection has been closed and all bags on that
collection declared to the carrier.

Zollection Closed - all bag wolumes will now be declared ko the carrier

mEER . .
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3.7 Status Screen

In The top right hand corner of the screen the user can select the “Status” button
the following screen appears...

""" : v Access a new
DocketHUB : ' world of mail
e et | LabelTester ] ! Current Status | Status | Dptions | Help

Displalelsulay Recent Bag Labels _—J
Bag Identifiell ;] Re-Print Label
0 Labels in Print ueue eaceiate]

ogout

New Mailing

Pending Jobs
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On this screen the user can either cancel or Re Print an individual label from a
printed Mailing. When a label is cancelled this ensures the discarded bag Label
details are not sent through with the collection details to the carrier.

The user can select the individual bag label by highlighting the bag from the “Bag
Identifier” drop down box as below...
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The user can click on “Cancel Label “as below to cancel this Label.
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The user can print a test label on the label printer to confirm the printer is working
by clicking on “Print Test Label” as below...

Print Test Label

‘Clear cache’ and ‘Transmit log’ buttons are support tools for DocketHub.

3.8 Options Screen

In The top right hand corner of the screen the user can select the “Options” button the
following screen appears
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From this screen the user can select the label Printer required to start printing. The user
selects the “Label Printer” drop down box as below...
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When the printer has been selected the users clicks on “Save as default Settings” this
printer will automatically be selected for each printing unless changed by the user.
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