Creating a Shipment within DRC

1) Open Outlook and click on the Key icon, DRC will open

r— User Option:
User ID: JLLEwIS
Full Name JLANI LEwAS
Depatment: — [104  SOFTWARE =l
Email Address ILLewwS@dims com
Extension: IW
Ship ia:
 Printing Option:

Number of Shipping Orders to print for regular shipments: |3
Mumber of Invoices to print for International shipments: [+

¥ Danot prampt for confirmation

 Import Tppe

Choose the default application that you will Import addiesses from :

Outlook

Help

Update & Exit E it |

1% Time Using: fill in blanks
Check off “Do not prompt...”
Click “Update & Exit” to exit

2) Go to Outlook contacts

Click “Ok” to the next two messages

Contact soft Dutlook

Elle Edit Niew Go

SdMew - 3 K | v 4 S -

My Conktacts

Tools

Aclions

4 | Contacts
S| Kathryn P

current Yiew

Address Cards
Detailed Address Cards
Phone List

By Cateqory

By Compary

B Location

By Follow-up Flag

oooQo0e

©pen Shared Contacts...
Customize Current View, .

Help

[l Tvpe a contact ta find

-l @aeinl

Tup

Laak far:

= SearchIn~ Contacts

Find Maw Clear

Rlexander, Nomee ]
165 Crinoca Dr.

Brightwaters , MY

Business: (631) 665-7040
{E-mail:

nalexander@shes. . |

Almeida, Christina

1 willa Way

Holtsville, MY 11742

Business: 1024

Home: (631) 732-3723
E-mail: CAlmeida@4ims. com

Andrews, Debbie

€511 W, Oakton St

Morton Grovs, IL 60053
Business: (847) 663-6275
Home: 847

Businsss Fax:  (847) 967-3610

Anthony Mangiaracina Attorn...
1727 Weks Hury

Suite 208
Islandia, MY 11749
Business: (631) 582-4095

Business Fax:  (631) 582-4140

Apollo
administrator
adrnin

Business: Apallo
Harne: Apallo
Mobile: Apallo
Business Fax: Apolla

<l |

ASUS
ASUS
Business: ASLIS
Homne: ASLIS
Mobile: ASLIS

Business Fax:  ASLIS

B., Jim
50 Wolf Hollow Rd.

Centereach, NY 11720
Business: 1054

Hame: (631) 737-4154

Mobile: (S16) 314-5200
E-mail: JirB@dirns. com
Barbara

570 5, research pl.
central Islip, ny 11722
Business: (631) 851-5182

Beatty
750 Mevs Horizons Bled
Anityille, WY 11701

Business: {631) 225-1100
Business Fax: (631) 225-1115

Beyer, Bruce

225 M, Country Rd,
Miller Place, MY 11784
Business: 102z

Home: (£31) 825-6158
Mobile: (£31) 987-3008
E-mail; BBeyer@4ims.com

Bragle, Kyriel

53 15th Ave.

W, Babylon, Ny 11704

Business: 1001

Hame: (631) 669-0855
E-mail: KEBrogle@4ims. com

Brown, Michelle

267 Rocky Point Landing Rd.

Rocky Point, MY 11778

Business: 1014

(631) 849-3498
MBrown@s-ims . com

Home:
E-mail:

Caggiano, Liz
Business: (631) 586-0400

Business Fax:  (631) 254-0615

Celentano, Rich

42 Hazel Rd.

Rocky Paoint, NY 11775

Busingss: 1042

Hame: (631) B21-6054
E-mail; RCelentano@4ims, .,

Certilman Balin Adler
20 merrick Ave

ath Floor

East Meadow, MY 11554
Business: S16-296-700
Mobile: (516) 296-7089

Business Fax: (516) 296-7111

e Click the key icon, which will open DRC



3) DRC will open with the contact information already filled in

8] Cortacts - Miciosoft Dutiook

© File
BCELT

Edit Miew Go Tooks Actions

My Contacks

DRI DS

Help

| @ Tvpeacontactiofind - | @ (g By By !

Type = question fer help

SE

Lok for: - Searchln~ Contacts

8] Zontacts
&3] <athryn P,

Current ¥isw

@ dddress Cards
&3 Jetailed Address Cards
O >hone Lisk

& 3y Category

& 3y Company

& 3y Location

O 3y Follow-up Flag

Open Shared Contacts. .,
Cusomize Current View. .

(SR E e RN R R

85 Ttems

Alexander, Nomee AsUS

165 Orinaca Dr. asUs

Brightaaters , NV Business: ASUS

Business: (631) 565-7040 oo ASUS

E-mail nalexender@shes... Mabile: ASUS
Business Fax:  ASUS

Almeida, Christina

iy Request Center

le Package Settings Tools Help

2I

sl 8| 7|

Find Mew Clear

Oplians =

Brogle, Kyriel Chitty, Lionel

53 15th Ave & Floyd Rd. North [
W, Babylon, MY 11704 Shirley, N¥ 11367
Busiress: 1001 Business: 1
Home: (6311 669-0858 Hame: [¢
E-mail: KErogle@ims. com Mabile: ¢

- — E-mail: L

wwww dims com

* You can Change any field you see

4)

In the "Ship Via" area:
You can use the drop down menu to select a different carrier class

- GhipT
e [ =NEw=" =] e [INONE =] | | User Mame [LENTLEWIS (LLEWIS) Exk 1055
umber :
PO/Rett [
Atteniion [NOMEE ALEXANDER il
Meme [SHEEHAN & COMPANY
Stest 1 [165 ORINCCO DR Biling Optian
Stieat 2 ’V @ Bl Sender ¢ Bil Recipient ¢ Bill Consignes ‘
City |BRIGHTWATERS
State [NY  ZipCode ﬂl ~Special
I Certied I Signature Conf [~ £OD
Phene [[631) BE5-7340 it
™ Retun Recsipt I~ Delivery Corf [ |ngwance Amt
E-Mail [nalexandei@sheshancpa.com | Ebdail I~ Signature Requied [ Saturday Delivery
Departnent[ 104 SOFTWARE =] [Petsonal I Residential Delivery
Shipyia [UPS GROUND - UPS GROUND SERVICE T e
| Package Contents
r
vV Ans = Ship Order Cancel Exit
Dutlook.

5) The “Comments” fields should be used like so:

Comment 2:

Comment 3:




6) Under "Billing Options", the only service you might use besides the default is Bill
Consignee

e B

NOMEE ALEXA|

SHEEHAN & C
65 ORINOCD D

BRIGHTWATE

£31] 665-7040

104 SOFT
FS GROUND -

7) Under "Special Services", the only options you would use are:
a) Residential Delivery

" No signature required
b) Saturday Delivery
" Specify the date you want the package to be sent out (IE:
Fri., Sat.)

Include the specified day/date within “Comment 3” field

Fesz Deliv. Mo Sig. Sat.D 3531

.- 1 N S



8) Click “Ship Order”:

=T
File Package Settings Toolz Help
&l [
— ShipTo

Order [ == Ey | Customner WOME
Numherl[ ) J D I[ )

Attention |MOMEE ALEXANDER
Mame |SHEEHAM & COMPANY
Street 1 |165 ORINOCO DR. Brightwaters . My, 11718
Street 2
City [BRIGHTWATERS

State INY Zip Code I e

Phone [(631) 6657040

)| == City State Zip V¥alidation

Zip Code

Existing - BRIGHTWATERS MY .
Carrier Accepted Matches by City/State :

E-Mail |nalexandenEsheehancpa. com r
Department|104  SOFTWARE | Pers
Ship Yia IUPS GROUMD - UPS GROUND SERVICE

‘r Package Contents I ‘

Zip code katches Found | D City/State Combinations Found :1

Keep Existing | Accept New |
1

o Frm A&~
E><iiis
A4 ¥ ins i H Bl Bl Eaas Bt |
Outlook,

vy, dims. cam

e Click “Keep Existing”
e Make corrections to Outlook contact
e Re-import using the Key icon

9) You will get a print out (Birth Certificate) which you will prepare with your
package the normal way you have been doing it.
e Make sure to keep a copy for your self
e The “Order Number”; is your Package ID #, and Internal Tracking #



Search on a Shipment through DRC

1) From DRC click on the binoculars

Innovative Mailing and Shippirg Systems
Desktop Viewier

Version 1.2.0

Please wait while initializing application co  petion ta database

2) In*“Search By” drop down menu, leave at “Package ID”

File Options Help

Search By IPACKAGE 1) vl Search For | | | Search |

Limit By HING MUMBER: =1 [iewis
AGE |0 i

STOMER 1D |
o Toda ~ ~
AT " | B | I Limit ta Company [00 1

IIP
FPHORE

Packags Details | Package Report | Track |

Contents |
I

3) The “Limited By” drop down menu defaults to “Current User””; will search on
only your packages

22 Desktop Viewer

File Options Help

Search By IPACKAGEID =] | SeachFor | | Search
=] [iewis

| EE | ™ Limit to Company |00 v”

Package Details Package Report Track

Contents |




4) In “Search From” field:

Facracep ] | Ssahror|
[Coonter o]

Sun_bon Tue Wed Thu
26 27 28 1 2
5} B 7 a8 =l
12 13 14 45 16
19 20 21 22 23
26 Xy 28 23 30
2 =} 4 = B
3 Today: 3272006

5) Click the “Search” button
o Farright

nfo on the package

6) Click the “Package Details” button for more i
=lolx]

T
I —

|— N Package Details
_ ]
3/27/2006 02:47:39

|nnovative Mailing & Shipping

415 Oser Ave

4156 0SER AVE STE K

Hauppauge NY, 11788

UNITED STATES
DRCHON03077 HAUPPAUGE, NY
DRCHOO03077
DRCMO005253
DR 11788

UNITED STATES
0-631-435-9100




e Click the "Miscellaneous™ button; when viewing all users’ packages

proeco o] li_l—‘
=

|— N Package Details
[ ]
’7 ,7 ’7 342772006 08:47:39

3r037
37038
37046

|nnovative Mailing & Shipping Spstems

DRCHODOZ077
DRCHODOZ077
DRCMO005253
DRCHOD0S254

T Click the “Track” Butto

7) Click the “Track” Button to go to the carrier website and track the package



Ship a Shipment through MCMG?2

o

ﬁ'l

1) Click on IS icon on your desktop

2) Make sure you are being prompted for the package ID

Sender: INNOVATIVE MAILING _SHIPPING
Ship Too

Mo Address Selected

Enter Package ID Number

e If not click on the “Package ID” button

3) Scan in the Package ID, from DRC; Birth Certificate

Sendar: INNOVATIVE MAILING _SHIPPING FedbEx Grounde

Ship lo: er Fackage

MNa Address Selzcted R—— rrercial

ARCLR COWMNLOAD WARNING

s
! 1 } package IDE: [drctddnd3es] does HOT exlst
\._ - in thc Ordcor Dovmlood +5ilc!

i

Enter Package |D Number
drct0000398

Are ¥Du gure ¥olu want to Ccontinuet

e Package ID must be capitalized in order to work
e Check to make sure “Caps Lock” is not on, on the keyboard

wicos oo

Fackages:




4) On the Special Service screen, verify that the special services match the Birth
Certificate from DRC

e Look at comments area on the DRC Birth Certificate, for special services

e Look at the bottom of the DRC Birth Certificate for the checked off
"Special Service"

Customer Packaging ~|
Customer Packaging
FedEx® Envelope
FedEx® Box
imensional Weight FedEx® Tube

FedEx® Pak
Insurance )

C.O.D.

ickup
Dangerous Goods :

ropoff
Regular Pickup -
Saturday Delivery

— Jold At Location
EE TR No Locations Available || Add New
Saturday Pickup

No Brokers Available || Add New

Area Surcharge
Fuel Surcharge

Handling Charge

e Saturday Delivery

Dimensional Weight
Insurance
C.0.D.
Dangerous Goods
Saturday Delivery
Courier Pickup
Saturday Pickup
Area Surcharge

Fuel Surcharge

Handling Charge

e Click "Accept" to exit this screen when finished



5) If you need the special services list
e Click on the displayed special service next to the double dollar sign, on the

carrier screen

FedEx Priority Owvernighte

Customer Package
Commercial

[ Bill Freight To: Third Party

Base Rate
Special Services

Number of Packages: 1 of 1

6) On the Carrier Screen verify with the DRC Birth Certificate that:
e The address is the same
a.) If you need to edit the address
* Click on the pencil icon next to the address

m WESTERN TELECOM
14 JOHNTOWN STREET

MOONACHIE NJ 07074

UNITED STATES

e - Sender: INNOVATIVE MAILING SHIPPING
T e
£9 & | shio To: KATHY SMITH

=* Commercial Address ==

* Edit the address in the following screen

Country Code [TERTE S-S Fe ]
Number (ODL11
Name STERAN TELECOM
Address 1 14 JOHNTOWN STREET
Address 2 |
Address 3 |
Zip Code (07074
City MOONACHIE
Statle FN"

B

===

==

=

[ e ]

| Addressinto

“orenerme

o mEmE -

Fase | TaxID |
Al [KATHY SMITH |
Prel Service [None E|

~ COD Only ~ COD Money Order © Residential Addrass

Address Not Validated



* Click on "Save"

Cancel

* Click "Exit" to exit

Delete

* Make a note of the correction
* Have the person correct their Outlook contact so that this doesn't
occur again
The carrier displayed in the top right corner is the same, as your DRC
Birth Certificate

FedEx Priority Overnight®

Customer Package
Commercial

Empress

FedEx Priority Overnight®

g

E,Vﬁ FedEx® Envelope

Commercial

The special services for that package are correct

' Bill Freight To: Third Party |

Base Rate

Special Services




7) Place item on scale
. Welght Over 30Ibs: Click on the dlsplayed weight area

| $17.00 |

| | &0 Y o .gH 21z2rm
e Typein"lbs.", then "0z.", and press enter after each entry
a.) Displayed weight is “BLW”
* Make sure nothing is on or touching the scale
* Click F key “Zero Scale”

Other
System
Functions

FedEx Priority Overnight®

Customer Package
Commercial

e Remember that the total charge displayed on this screen is incorrect

8) To get your packaging label:
e Click on F12 “Send This Package”

9) When finished using the system:

e Hold these three keys down together; on you key board
a.) "Ctrl", "Alt", "Delete"

e Click on "Lock Computer"

e To unlock the system
a.) Hold these three keys down together; on you key board

*“Ctrl", "Alt", "Delete"

b.) The password is above the question

10) On Friday completely shut down the system



To Search on a Package through MCMG?2

1) To Search on packages that were shipped:
a) Click on F key “Inquiry Void”

o If you do not see th F key “Inquiry Vid"
¢ Click the “Ctrl” key on keyboard, to change the F keys
Use tuttns on the left, to narrow your search down

s
F2 l— Fs3 F4

b

3

WideFoi

User ID
Station ID

Carrier

c) Click the F key "Search"
d) Find the package you want to void, in the following screen, and
click on it



‘Account Number
227 OFF-LINE POSTAGE
222 OFF-LINE POSTAGE

Selected Transaction Detail

Ship Date:  03/23/2006
Ship Time:  16:13
User ID:

Shipped\ia:

Weight: 0 1b D oz

e) Click the F key "Zoom" to get a print report on this specific
package

' ackage Detai Report

T O S = e [ ™ B S ']

Inquiry Transaction Detail (Zoom)
415 OSER AVE INNOVATIVE MAILING & SHIPPING.
SUITEK

3282006

HAUPPAUGE IY 11788 CN G2 Licensed tor INNOVATIVE MAILING & SHIPPIIG

Reri Dl Fesourtstkh

pasizge 101 ccount  ZZOFF-LNE FOSTAGE.
Canir: USPS EZOFF-UNE FOSTAGE
s Oesib) 2P o Aezount 2

Opecabe Spaten fey: 200170
Weker SK:DMHIE0000E  EndAvo. Rep. 5289150 Account 3
Pachege Type

b b ber:

Crarges Datal

[ED Te
[sandar

23008 1357 M

RO 41347 P [ il oties & TaxaaTa
[senaar

f) Click the printer icon to print this report
g) Click the "X" box in the top right corner to exit this screen
h) Click the F key "New Search™ to change your search



To Void a Package through MCMG?2

1) If you need to void a package:
¢ Click on “Inquiry Void”

a) If yo do not see the F ky “Inquiry Void” |
* Click the “Ctrl” key on keyboard, to change the F keys
Use the tons on the left, to narrow your search down

Home | Search || New
b d m
ol ea oy

WideFoi

Ship To
User ID
Station ID

Carrier

o Click the F key “Search”
¢ Find the package you want to void, in the following screen, and click on it



|22z oFF-
ZZZI OFF-LINE POSTAGE

Selected Transaction Detail

Ship Date:  n3/z3/2006
Ship Time:  16:13

User ID:

Shipped Via:

Weight: 0 1b D oz

Selected Transaction Detail
ShipDate:  03/23/2008

User ID:
‘Shipped Via:

e Fill in the prompt on why you are voiding out that package
¢ Next to the package you should now see “VOID” in red



End of day procedure for MCMG?2

1) Close the carriers:
e Click on F key "Other System Functions"

2

Select System Function

Reports

=== | Close Carrier — -
FedEx Ground®
CANCEL
Customer Packag

Commercial

Account / Job Adjustments

z
g
||Z B

Comments

Data Manager
Differential Weight
Enter Manual Weight

Help

Home Page

Log Off

RePrint Labels
Request To Send
Ship Batch File

Ship Shop

System Setup

Void Last Transaction

ZIP / Intl Code “

a.) If you do not see the F key “Other System Functions”
* Click the “Ctrl” key on keyboard, to change the F keys
e Click on "Closer Carrier"

Please select the carrier to close.

e Click on the Carrier icon you want to close
a.) You are not closing for FedEx; checking that their was a good
connection through out the day to their server:



oK

Close Today's

View Packages Packges

b.) You closing for USPS, if used for the day:

Wednesda 03/29/2006 7.5999999046325

Close Today's

Packges —

View Packages

* Close Today’s Packages, you will connect to USPS FTP site

Disconnecting From USPS...

* Click “OK” when finished



2) Run accounting end of day report:
e Click on F key "Other System Functions™
a.) If F key "Reports” is visible click on that
b.) Or if you do not see Reports, click the F key “Other System Functions”
* Click the “Ctrl” key on keyboard, to change the F keys
e Click on "Reports"

FedEx Acct Com Report Type: Account Audit
— Date Selected: 3/29/2006 to 3/253/2006
n

Account Reporis I
' Sub-Account Reno_rls ' USPS Acct Com e ; :ll’l;l:c:ll; 3/29/2006
. _Carrier Reporis | = =

Achivity Reports |

Advisor Reporis

Misc. Reporis

| SavedReports |
.iDeIele éa\red Heportswi

e Click on the carrier report you want (FedEx, USPS

Account Reporls |
“Sub-Account Repoﬂs. | |
' Carrier Reporls | __________
Aclivily Reports |
Advisor Reporls

Misc. Reporis

Saved Reporis |

Delete Saved Reports i

ul i :
¢ Change the date range, to the date you are running the report
e Click F key "Print Report"



3) When finished using the system:

e Hold these three keys down together; on you key board
a.) "Ctrl", "Alt", "Delete"

e Click on "Lock Computer"

e To unlock the system
a.) Hold these three keys down together; on you key board

* “Ctrl", "Alt", "Delete"

b.) The password is above the question

4) On Friday completely shut down the system



