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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:-

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

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

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 
3.4
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3.3 Creating a New Mailing

When the user selects the “New Mailing”option within the application navigator on
the left hand side of the screen,the” NewMailing” entry screen is displayed…

The user can select the service 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…

The User then enters the Average ItemWeight In grams in the box below… 
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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… 

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

The following screen will be displayed

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…

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

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

 In 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.

 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 canselect these options from the ‘Partially Postcoded items’drop down
box as below…  

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

 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.

 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…

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

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…
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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…

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



DocketHub User Guide
DSA Label Printing Module V1.01 last updated 07/03/2006

Page 9 of 20

Mosaic Online Systems Ltd.
Registered Office: 23A Hailsham Road, Worthing, West Sussex BN11 5PA

Registered in England No. 5248631

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…

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

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…

This will display to the user a DSA Line Listing giving the zonal breakdown by SSC
for the mailing.
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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” buttonas shown below…

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.

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.
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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…

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 RefreshScreen, as below…

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

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

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.

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 onthe”Reschedule Job”button…
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The user will then be able to select a new date from the calendar.

A message will display ‘Are you sure you want to re-schedule thismailing’.

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

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.
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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.

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.

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



DocketHub User Guide
DSA Label Printing Module V1.01 last updated 07/03/2006

Page 17 of 20

Mosaic Online Systems Ltd.
Registered Office: 23A Hailsham Road, Worthing, West Sussex BN11 5PA

Registered in England No. 5248631

If required the user canenter 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.

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. 

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.
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The user will be asked to confirm that the consignment is to be closed…

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.
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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… 

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…

The user can click on “Cancel Label “as below to cancel this Label.

Or

T0 Re- Print the 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…  

‘Clear cache’ and ‘Transmit log’ buttonsare 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

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…

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.


