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Firm Package

Overview

Firm Padcaging is an option that may be used during mal presorting. The Post Office
offersadiscount for padaging multiple copies going to the same addess (firm). The
discount isthat you only pay the piecerate for the top piece in the padkage.

In the old system of making firm padages (bundles), they were only creaed for records
having a copiescount greater than one. Mail Manager did not hawe a firm package
option, so SMS handled the processing. In the new system, firm padkages can be creatd
by Mail Manager, so al creaion of firm padkages and related documentation is
controlled by Mail Manager, not SMS.

SMS has some firm package options that Mail Manager does not offer. Thes ae:
1. You can control which records are allowed to be firm padaged.
2. Separator labels can be inserted before or after each firm padage to aid in visual
identification and to display the piececount in the padkage.
3. Firm padage labels can be printed where they were presorted or printed first,
before the rest of the labels are printed.

Getting started with firm packaging

Firm padkaging is an option that can be purchased and installed. An option must be
purchased from BCC Software for Mail Manager 201Q and an option must be purchased
from Sonova Systems for SMS. Once the options arestall ed and the applications a&
configured, you are realy to begin setting upfirm padkaging for mail processing.

Setting up firm packaging for mail processing

SMS contains severa options that must be st to automate firm packaging and get the
results you want. Mail Manager is configured to automaticall y receve setup information
from SMS, perform postal processing, and return information badk to SMS for final
processing. Below isadetail ed list of the feaures and optionsrelating to firm padkaging
in SMS.

1. Wherearetheoptionslocated?
All firm padkaging options are locaed in the Pogta Datafile. Thisallows you to
have as many different combinations of settings as necessary.

2. Makefirm packages
This option controls access to the other firm padkage options and signifies that
firm padkaging should be alowed during postal processing. Checkthe check box
to adivate firm padaging, and uncheck the chedk box to deactivatedit.

3. Print first
This option gives you the ability to print firm packagelabels first, before the rest
of the labels print. Chedk the check box to print the labels first, and uncheck the
check box to print them where they were presorted.

4. Include
This option allows you to control which addresses qualify for firm padaging.
Mail Manager does not compare addresslines 1 or 2 to determineif addresss are
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the same. Because of this, you may have threepeople in an apartment building, all
having apartment numbers in their addresses which may be ignored during
addresscomparison. A firm padkage may be creaed which would send all three
copiesto asingle person. This option gives you control thistype of problem.
Seled All possible to let Mail Manager try to create firm packages from any of
your addresses. Seled Only addresses that match exactly to let Mail Manager try
to create firm padkages only for addresses where two or more have address lines 1
and 2 matching exaaly. Selea Only if Copiesis greater than 1 to let Mail
Manager try to crede firm padkages only for addresses where the SM'S copies
field isgreaer than 1.

5. Separator labels
This option allows control over the insertion of separator labels before or after
firm padkages. Separator labels are extravisual identifiers for firm padage labels.
They contain threeimportant pieces of information: the file code, the firm
padkage' ssadk and padk numbers, andthe tota number of mail piecesin the
padkage. Selea Beforefirst piece to insert a separator label before the first piece
in a firm padckage. Select After last piece to insert a separator label after the last
piecein afirm padkage. Select None to not insert separator labels. If you seled
the print first option and include separator labels, the separator labelswill be
printed with the firm padkage labels at the beginning of the list, and acopy of the
separator labelswill print where the firm padkage labels were originall y presorted.
Thisallows you to easily insert completed firm packages badk into the list where
they were.

How doesfirm packaging affect the Current Issue Labd Count Report?

The Current 1ssue Label Count Report isasummary of the mail processing. It includes
the number of labels, copies, and bundles for eat set of labels. When SMS prepares data
for Mail Manager to presort, the exad firm package information is not known. The
numbers listed are based on the copies informationfor eachaddress After Mail Manager
completes the presorting, SM S recalculates the numbersto give you acarate information
based on adual firm packages creaed. Therefore, the final report should be printed after
mail processing iscomplete.

How doesfirm packaging affect the postal processing output?
There are ®verd differencesin the posta processing output when firm packagesare
creaed. They are:
1. Labes
The endorsement line will contain the word FIRM on ewery labd in afirm
padckage.
2. Presort qualification report
The letter F will be displayed immediately after the padkage destination zip code.
Also, the copies number displayed in the Copies column will be thetotal copiesin
the padkage, whil e the copies number displayed in the other columns will be only
1, for the billable copy of the packag.
3. Postage statement (3541)
The AddressPieces column in the PieceRate seaion will be reduced by thenon -
billable copiesin the firm packace.
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