
Why MailOne? 
mailOne is designed to work with your FP postage meters to help you to track and optimize your mail and postage
costs. In addition mailOne allows you to take advantage of discounts offered with various commercial postage
products, and conveniently use the mail tracking facilities provided by the US Post. 

Optimizing Mail Costs 
The problem with mail transactions is that you are dealing with a high volume of very small transactions; the individual
costs are small but, because of their volume, they can add up to a considerable amount over a period.  

  

In a large office, this high volume of postage makes tracking these costs difficult, yet it can be crucial to do this.
mailOne allows you to easily track the amounts, and account for these costs from different perspectives. For example: 

· You may want to know when a particular item of mail was sent.  

· Or whether a special piece of mail has arrived.  

· The accounts department may want to be able to be able to allocate the costs according who sent the mail.  

· They will be related to projects, departments etc. - you might therefore want a categorized summary list.  

· You may want to bill a client for the postage costs plus handling charges.  

In all these cases, you need the breakdowns of the postage used across different categories, as illustrated below for the
example above. 

 

mailOne simplifies the gathering and generation of this information. It can also display it in convenient and easily
readable formats, such as in tables or in graphs and charts. 
 
By being linked to your Francotyp Postalia postage 
meters, mailOne ensures that the source 
information is caught at the most effective point 
– the point at which the mail is being sent. mailOne 
supplements the facilities already offered by the 
postage meter, and ensures that you can reconcile 
postage used with that of the postage meter. It 
enables reports to be generated at the click of a 
button. 

Advantageous pricing for commercial products 
mailOne can offer you the ability to use a number of USPS products with commercially-based pricing. These offer you
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various advantages such as a discount over retail prices for these products, with delivery confirmation/tracking included
(subject to prevailing USPS conditions).  

 

Note that one of the conditions of using commercial-based pricing is the regular upload of product usage statistics to the
USPS. The data is initially collected by a server operated by FP Mailing Solutions.  

Mail tracking 
mailOne can help you to use the USPS Confirmation Services. You can use it, together with your FP postage meter, to
print the postage labels, the delivery labels (using a separate label printer), to send the manifest to the USPS, and then
to produce an at-a-glance report of your post's whereabouts, through USPS Delivery Confirmation™. 
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Some Concepts 
This section explains mailOne's use of Accounts, Transactions, Confirmation/Tracking and
Handling Charges  

What is an Account? 
Accounts are used to help you keep track of the postage you spend. Each time you mail an item,
you can allocate it according to (up to) three account categories. You can give any name you like to
these categories, to best match to the nature of your business.  

So, you might allocate one category for the person or department in your organization that sends
the mail, another according for recipients, and the third to list the subject or project involved. There
is no limit on the number of accounts you can allocate within any category, and the program offers
facilities to simplify the handling of a large number of accounts.  

Once you have set up the accounts, you can easily track the number and costs of mailings
associated with any of them. However the system doesn’t just track the direct costs – such as the
postage and costs of extra services. You can set up handling charges either generally or with
associated an account (see below). In this way you can track the handling costs associated with your
mailings. 

 

Transactions 
With mailOne you can track all the postage transactions made on your postage meter. A
transaction is recorded every time you frank an item using your postal meter under the control of
mailOne. 

For each piece of mail, instead of entering the postage amount into the postage meter, you enter
the details - postage product, weight, extra services etc - directly into mailOne. You can assign the
mail to the relevant accounts and also add a reference and/or a note.  

When you are complete, you click a button to setup the meter. Your postage meter will be
configured with the required postage.  
 

Once configured, each time you meter one or more pieces of mail, the postage meter sends a sort of
'electronic receipt' back to mailOne, confirming that the mail item was franked, and how much
postage was deducted. These are known as transactions and the amount of each transaction should
normally match the amount set in mailOne.  

You might want to use your postage meter independently of mailOne. In this case, the next time
you use MailOne, it will detect that you have used the meter for offline postage, and how many
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pieces of mail have been sent. The program will then allow you, if you wish, to account for how the
offline postage was used. 

To help you administer your postage even further, mailOne gives you facilities to examine the
individual transactions you have made. You may find, in certain cases you want to ignore certain
transactions when creating your reports. In this case you can void them or even delete them. If
you void a transaction, it will not show up in the reports, but it remains in the system, so you can
possibly recover it (unvoid) it later. If you delete a transaction it will permanently disappear from
the system, and you will not be able to recover it. 

If, for any reason, mailOne finds that the amount of postage used did not match the amount set up
on your meter, then it will register a mismatching imprint, and will allow you to adjust the details
for the transaction (matching imprints are those where the amount matches.) 

 

Tracking mail sent with Signature or Delivery Confirmation 
For mail services allowing USPS Confirmation Services (Delivery Confirmation or Signature
Confirmation), you can use mailOne to gain the benefit of reduced prices though the Electronic
Pricing option.  

See the USPS web site for details. 

Once you have set up this option, you proceed as follows: 

· For every letter using 
confirmation services, you 
meter the letter using 
the postage meter.  

· Additionally you print a 
delivery confirmation 
label using a label printer 
or normal printer.  

· Before this mail is collected 
by or delivered to the 
USPS you must send a 
pre-shipment 
notification to the USPS 
as an electronic manifest 
file, so that they are aware 
of the mail pieces to come.  

· You then tender the 
mail/packets to the 
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USPS.  

· Once the mail has entered the USPS system, then you can track the progress of your mail 
through the postage system using mailOne’s tracking facility. You can see all mail that has 
been successfully delivered through mailOne.  

Tracking Indirect Costs ‐ Account and Handling Charges 
In addition to tracking the direct postal costs for the mail you send, including the costs for extra
services (delivery confirmation etc), mailOne gives you flexible options to track your own, indirect
handling costs associated with your mail. You can:  

· Apply a general, fixed handling charge to every piece of mail you send.  

· Apply a fixed or percentage account charge to every piece of mail associated with a 
certain account.  

· Both of the above.  

Note that these 'handling' and 'account' charges are simply notional amounts for your internal use - 
they have nothing to do with the amount paid to the postage carrier. However they will tracked with 
each transaction and detailed on the reports produced by mailOne. Using this mechanism, you can 
simply track the costs of handling your mail. 
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Getting started with mailOne 
Before you do anything, you should read Installing MailOne. This describes how to connect your
postage meter to the PC, and how to configure your postage meter to work with mailOne and
how to configure a label printer. 

To use mailOne, first of all you must set up the postage meter into the “PC Accounting Mode” (for
Ultimail) or “Karat Mode” (for Centormail). If you later want to use your postage meter stand-
alone, without mailOne, then you must switch this mode off. Additionally, if you are using an
Ultimail, you must also switch this into “MailOne” mode. See Setting the mode of the postage
meter. 

In this section the following steps are described:  

· Information Needed  

· Activate the Program  

· Auto-Detection of the connected devices  

· Other necessary settings for basic operation  

· Setting up for USPS Confirmation Services and tracking  

 

Information Needed 
To get started you will need to configure various settings in mailOne. For this you will need at
least the following information:  

· Your FP Customer Account Number  

· An Activation Code for the program that you will have received from FP following 
purchase. (You will still be able to run mailOne if you do not have this, however only for a 
limited, 30-day demonstration period.)  

· Your Originating Zip Code (that from where the mail will be sent)  

If you will be using the tracking facility for mail sent with Delivery or Signature Confirmation
Services, then you will also need to enter:  

· Your USPS Mailer Identifier (you should have received this from the USPS)  

· The Zip Code of the USPS facility receiving the mail, and normal time at which mail is 
tendered there  

· The login user name, password for accessing the USPS server to receive the daily mail 
manifest (this should have been received from the USPS)  

· If appropriate, the details (IP address, user name, password) of any FTP proxy server 
used by your organization to access the Internet (this can be obtained from your 
organization’s network administrator)  

Activate the Program 
When you buy mailOne you should receive an Activation Code for it. You may still run it as a
demonstration version for up to 30 days without activation. However you must you must activate
the program before the end of this period or it will cease working. Before you have activated
mailOne, it will prompt you regularly for activation. 
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To activate mailOne simply enter your FP account number and the activation code you have
received from FP into the dialog shown here, and press the "Activate" button. Otherwise press the
"Continue Demo" button.  

 
You can activate the 
program later using the 
"Activate" function on the 
Applications Settings
dialog.  

 
Once you have activated the 
program, this dialog will not 
appear again. 

 

 

Auto‐Detection of the connected devices 
We recommend that you connect your meter and external scales (if used) to your PC before you
first run mailOne, because the program will automatically try to detect these the first time it is
run. This will simplify later configuration of the program. The meter settings should be set as
described above for mailOne. 

On first running the program, an Auto-Detect feature runs. This will try to detect a postage
meter connected to the serial ports of the computer and, if connected, the external scale. The
Auto-Detect will continue to run each time you start mailOne until these settings have been
configured. 

 
 
For Auto-Detect to complete, you will need to
manually generate an imprint with the postage
meter having value $0 with the PC connected.  

 

If you can't connect your postage meter at this point, use the "Skip" button to enter the program 
without detecting the meter. You can re-run Auto-Detect at any time from within the program, or
manually enter the port configuration, by using the Device Settings dialog.  

 

Necessary settings for basic operation 
Apart from configuring the postage meter/scale, for basic operation of mailOne you will need to
configure a number of settings in the program itself. These are documented below. These are all
located under the Settings page, which is described in general here. There are further settings to
configure Confirmation Services, which are described later. 
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Setting up USPS Confirmation Services and Tracking 
You don't need to set up Confirmation Services and Tracking immediately - you can use mailOne
without these. However if you are going to use them you need to enter a few other settings first: 

Key Application Settings 
You must enter: 

· Your FP Customer Account Number  

· Your Originating Zip Code (that from which you send your 
mail).  

Set these in the  
Application 
Settings 
dialog.  

Names for the Account Levels 
Each piece of mail can categorized according to between one and 
three separate Account Levels (i.e. categories). You can then 
produce reports based on these. For example, one of these might 
refer to the sender or sending department in your organization. A 
second might be for recipients or receiving organizations. And the 
third might be for the project, matter or issue which the mail 
concerns. The program comes with the account levels called 
"Account 1", "Account 2" and "Account 3" as default. 

Set these in the  
Account Settings 
dialog. 

Add more Accounts 
mailOne comes with three accounts, called 'Account One', 
"Account Ten" and "Account Hundred" configured under levels 
1,2,3. You can use the program straight away using just these 
accounts. But you may want to rename them and add other 
accounts.  

Set these in the  
Account 
Administration 
page. 

Set up your printers 
You must configure the printer (or printers, if you have a separate 
label printer) that you wish to use with mailOne for printing 
reports or to print delivery labels. (If you don't set up a printer, 
you may experience problems in the Print or Print-Preview 
functions.) 

Note: we recommend that in the mailOne Settings - Print dialog 
you initially leave the setting Always show printer selection 
dialog ticked until you are certain that the printed labels are 
correct.  

Set these in the  
Print Settings 
dialog. 

Application Settings for Tracking 
In the application settings you must enter: 

· Your USPS Mailer Id you receive from the USPS after you 
apply for Confirmation Services.  

· The Tender Time at which you tender your mail to the USPS  

· The Entry Facility Zip Code of the office where you tender 
your mail to the USPS  

Set these in the  
Application 
Settings 
dialog.  
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Package Id Starting Value 
This setting is only relevant if you intend to run mailOne on more 
than one PC in your organization.  

The Package Id Starting Value defines the range of values used for 
the Package Id, the number used for tracking each individual mail 
package sent using Confirmation Services. All Package Ids must be 
unique for a particular organization within a defined period. The 
mailOne program keeps track of an incrementing value for this. 
However, if there is more than one instance of mailOne installed in 
your organization, each instance must be configured to use a 
separate range of Package Ids.  

Set this in the  
Application 
Settings 
dialog.  

Data Transfer Settings 
On the Settings Dialog under Transfer you need to enter: 

· Your Login Id and Password for the USPS Server to which 
the electronic manifest file will be sent as the pre-shipment 
notification. These will have been sent to you by the USPS.  

· If your organization uses an FTP proxy server for Internet 
access and this needs special settings, then these details 
(server address, user name, password) also need to be 
entered here. The details can be obtained from your PC or 
network administrator.  
 
Most medium or larger organizations will use a proxy server, 
however note that this is the proxy server used for FTP 
transfers, which may be different from that for HTTP Internet 
services.  

Set these in the  
Transfer 
Settings 
dialog.  
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Installing mailOne 
This section explains how to install mailOne, including the connections to your postage meter. The following steps 
are described:  

· Pre-requisites  

· Connecting the PC to the postage meter  

· Setting the mode of the postage meter  

· Install the mailOne software on your PC  

· Using mailOne on more than one PC  

· Connections to Ultimail  

· Connections to Centor  

· Configuring a Zebra label printer  

 

Pre‐requisites 
mailOne can be used with ultimail or centormail postage meters from FP Mailing Solutions. If you wish, you can 
also attach a Flexiscale to the PC to give you automatic weighing capabilities. The program runs on a PC running
Windows® XP, Windows® Vista or Windows® 7. The latest service packs should have been applied: for XP and 
Vista, at least Service Pack 2 is necessary. 

In addition Version 3.5 of the "Microsoft .Net Framework" is necessary - this can be obtained from the 
Microsoft Download Center. 

If you wish to print confirmation shipping labels from mailOne you will need a suitable printer. Both standard 
Windows® compatible printers and Eltron (Zebra) label printers are supported. 

Connecting the PC to the postage meter 
 

The connection between mailOne and the postage meter uses two serial cables. These may have been supplied as
part of the installation package. The exact connections are shown below for an ultimail or a centormail. 

The serial cables between PC and postage meter can be connected either directly, or through a converter such as a
USB to serial converter. You may have received a suitable converter as part of the installation package. In the 
event that both connections must be made through an adapter, then note that certain adapters have been seen to
give errors when used for the ‘Imprint’ connection. In this case either try a different make of adapter, or use an 
additional serial interface card in the PC.  

Setting the mode of the postage meter
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Whilst you are using mailOne, the postage meter must be switched into a special mode. This is known as PC 
Accounting mode on the ultimail or Karat mode on the centormail. Whilst the meter is in this mode you will not 
be able to use it as normal; you have to turn the PC Accounting/Karat mode off to be able to use the postage meter
stand-alone. In addition, the ultimail must have its MailOne mode turned on. 

Centormail 
Press the Menu button, and then choose the “System Settings” option on the menu. The option for Karat mode is 
available in the System Settings menu. Here you can switch it on or off. When using mailOne, this must be “ON”. 

Ultimail 
Press the Setup button, and then choose the “Account Administration” option on the menu. The option for PC 
Accounting mode is available in the Account Administration menu. Here you can switch it on or off. When using 
mailOne, this must be ‘ON’. Additionally, press the Setup button, and then choose the “System Settings” option on 
the menu. Scroll right four times using the “More” option. The option for MAILONE mode is then available and can 
be toggled on or off. Switch it ‘ON’.  

Note: On the ultimail, MAILONE mode can normally be left ‘ON’. However, if Differential-Weighing mode was 
enabled, this will automatically be turned ‘OFF’ when MAILONE mode is turned ‘ON’. If you wish to use Differential-
Weighing mode, then you must first turn MAILONE mode ‘OFF’, and then explicitly turn Differential-Weighing mode 
back ‘ON’.  

Note: On the ultimail, if you switch the postage meter ‘ON’ whilst mailOne is running, you may occasionally see a 
message on the meter as it initializes to say that it could not communicate with the PC. You can safely ignore this 
message by pressing ‘Enter’ on the meter. 

Install the mailOne software on your PC 
To install mailOne you will need administrator privileges on the PC; you may need to talk to your computer system 
administrators for this. We recommend that you configure your postage meter and attach it to the PC before first 
running mailOne. 

If you have received the program on a CD, place it in the reader of your PC. The installation program should run 
automatically. Otherwise, for a downloaded version, download it to a suitable directory or your desktop, and double 
click it to run it. 

Note: The program needs the new database driver associated with Microsoft Access for Office 2007. If you do not 
have Office 2007 installed, a copy of this driver is included with the installation package and you can choose to 
install this on the last page of the installation. If this prompt appears, you should normally leave it checked to 
install the package. 

You can also choose on the last page of the installation dialog, whether you wish mailOne to open its 'Getting 
Started’ help page in your Internet browser.  

After installing mailOne, on first running the program, it will automatically attempt to detect an attached postage
meter (and scale) and configure itself for these. You can, however, skip this detection stage and configure these 
later manually in the device tab of the settings dialog. 

The auto-detection process will determine the internal meter scale and/or the Flexiscale connection automatically. 
As the final configuration step you will be prompted to create a zero-value imprint.  

Installing the Access 2007 Runtime Driver at a later date 
You can install the Access run time driver at a later date as follows: 
Using Windows Explorer, open the directory where mailOne is installed (normally c:\Program Files\FP\mailone).
Here, you will find a sub-directory called 'Runtime'. In this directory there is a single file called
"AccessRuntime.exe". Double click on this file (mailOne should not be running and you will need Administrator
permissions) to install the Access database driver. 

Using mailOne on more than one PC 
If you need to have mailOne installed on more than one PC and will be using mailOne to send mail with USPS 
Confirmation Services, then each instance of mailOne must be set to use a separate range of USPS ‘Package 
Ids’ (the number used to trace packages), since these must be unique to any organization for a period of 6 months. 
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To do this, you must set the “Package Id Start Value” in mailOne to a different value on each PC (see the ‘Getting 
Started’ section of the program help for details on how to do this). 

mailOne to Ultimail 

 

mailOne to Centormail 
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Configuring a Flexiscale 
If you install a Flexiscale to you PC, using a serial connection, it will betdetected by mailOne's Auto-Detect
process.Alternatively you can set the port manually in the Settings Devices dialog. 

Configuring a Zebra label printer 
If you intend to use USPS Confirmation Services, then you can print out correctly formatted labels from mailOne. 
You can either use a Windows® compatible printer (and then crop the labels to size as necessary) or you can use a 
specific label printer. In the latter case the Zebra LP 2844 or TLP 2844 printer should be used. 

To use the Zebra LP 2844/TLP 2844 label printer the Zebra driver must be installed. If in doubt you can obtain the 
latest driver versions from the Zebra website. Once you have installed the driver, configure it as described below
(mailOne should not be running). Note that there are two different driver versions (the Universal Driver and the 
Designer Driver); separate instructions are given for each. 

It is important that the driver is configured as described below - otherwise the printed labels may not 
be readable or conform to USPS specifications. 

 
 
From the Windows START menu,
open the Printers and Faxes
option. In the list, select the 
Zebra printer you have just 
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installed. Check that it has not 
taken the role as the default printer (the default printer is always shown with a tick by it). If so, reset the correct 
printer as default. Click on the Select Printing Preferences option.  

 
Next the following settings below must be entered. See below for details on entering these in the two driver 
versions.  

· Paper size must be 4 inches high by 2 inches wide with left & right margins (unprintable area) set to 0  

· Bar code contrast must be adequate (Print Speed set to 2.5 IPS & Print Darkness to 13)  

· Media settings to match the labels being used (Label with gaps, Top of Form Backup Enabled )  

After the driver has been installed and configured, you will also need to configure the printer in mailOne. This is 
described under Getting Started. 

Zebra Universal Driver 
Configure the following for the Universal driver: 

Paper Size 
 
 

Print Contrast / Media Type 
 

Zebra Designer Driver 
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For the Designer driver, the settings should first be made under the general print settings as described above.
However the first time you print a label you should additionally configure the same settings in the 
Printer Selection dialog that appears after you have pressed SetMeter. Otherwise the settings may not be 
saved correctly. 

Paper Size / Print Contrast 

In the Options tab of the printing preferences dialog:  
 
Check that the paper size is set to 
4" high by 2" wide and the left 
and right margins (Unprintable
Area) are set to 0. 

 

Media Type 

Under the Advanced Settings tab:  
Check "Labels with gaps is set." 
 
There is no "Top of Form Backup"
setting for this driver.  
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Example Label 
A correctly printed delivery confirmation label should look as shown below. Also shown are two incorrect labels, 
showing possible printing problems with incorrect margin settings(labels not shown full size).  
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Troubleshooting 
This section gives answers to questions that might arise in unusual circumstances. 

Problem 
Area:

First Run / No Accounts

Problem: When the program is started no accounts at all are shown in the Mailing page and
flashing red "!" appears next to the Account 1 selection box. On exiting the progra
the error message: 
The 'Microsoft ACE.OLEDB.12.0' provider is not registered on the local 
machine 
is displayed. 

Rectification: The Microsoft Access 2007 database driver is probably not installed. Try installing 
the driver supplied with mailOne. This is described in Install the mailOne software
on your PC. 

 

Problem 
Area:

Set Meter

Problem: Pressing Set Meter produces one of the following messages in mailOne: 
Error: An error has occurred during communication with the meter. Check
the meter's display for errors or warnings. Also check the serial connectio
 
or  
Error: The postage meter was not found; please check the serial connectio

Rectification: Probably a cable error, in particular the SCALE connection. Check cables and retry

 

Problem 
Area:

Set Meter (on ultimail)

Problem: You get the following message on the postage meter: 
Metering is only possible if the PC Accounting system is correctly set up! 
Please check the status of the PC Accounting system! ERROR CODE C160

Rectification: Probably a cable error, in particular the IMPRINT connection to the ultimail is brok
Check cables and retry.

 

Problem 
Area:

Set Meter (on centormail)

Problem: The status line on the postage meter gives the message: 
Not enabled from KARAT

Rectification: Probably a cable error, in particular the IMPRINT connection to the ultimail is brok
Check cables and retry.

 

Problem 
Area:

Set Meter

Problem: Pressing Set Meter, when using an ultimail, produces the following message in 
mailOne: 
The postage exceeds the maximum postage allowed. 

Rectification: This can have two possible causes: 
(i) Trying to Set Meter to a value greater than $99.999. This is not allowed; chang
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the value for Set Meter. 
(ii) On ultimail (only), it could be that the setting 'MAILONE' is set to 'OFF' AND th
setting 'INFOPRINT' is set to 'ENABLE'. To rectify, change the 'MAILONE' setting in
the ultimail to 'ON'. 

 

Problem 
Area:

Set Meter

Problem: Pressing Set Meter, when using an ultimail produces the following message in 
mailOne: 
Error: Set Meter failed. Karat is currently disabled in the meter. 

Rectification: PC Accounting mode must be enabled in the ultimail. 

 

Problem 
Area:

Set Meter

Problem: Pressing Set Meter produces the following message in mailOne: 
Error: Set Meter failed. The METER TYPE setting of the postage meter mus
be 0.000. 

Rectification: There is a setting in the postage meter, METER TYPE, that determines whether the
postage is recorded to 1/10 cent. For some postal products this is mandatory. If t
METER TYPE is set to 0.00, then the Set Meter will fail. To rectify, set METER TYPE
0.000

 

Problem 
Area:

Reboot Meter (ultimail)

Problem: On restarting an ultimail, with mailOne running, it displays the message: 
Data cannot be sent. Procedure aborted. 

Rectification: Simply acknowledge the message by pressing Enter on the meter, and continue.

 

Problem 
Area:

After metering mail

Problem: Every time you feed a piece of mail through the meter, you get a green entry in 
the Imprints area of mailOne. 

Rectification: Firstly you need to record the entries that are in the Imprints area. See Mail in the
Imprints Area. 
Secondly you need to turn on "Record matching imprints automatically" in Setting
Imprints.

 

Problem 
Area:

After metering mail

Problem: You make a manual imprint on the ultimail, using the product lookup, and then it 
appears as yellow in the Imprints area, and the following message appears in 
mailOne: 
Error: The rate tables used inside the meter and those used in mailone do
not match. 

Rectification: The problem is that mailOne has its own Rate Table, which is calculating a differe
value for this mail item to the one in the postage meter - i.e. The Rate Tables are 
probably out of step.  
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Click on ‘M’ in the status area of mailOne (see Status Line). A dialog will appear 
which includes details on the Rate Tables being used in both mailOne and in the 
postage meter. Update the Rate Tables as necessary. 

 

Problem 
Area:

Shut down

Problem: Shutting down mailOne, you get the following message:  
Pending confirmation records exist, that need to be sent to the USPS by 
Tracking / Send File. Do you want to cancel the shutdown process?

Rectification: Press "Yes". Go into Tracking and use Send File to send the confirmation records t
the USPS.  
If you press "No" mailOne will shut down, but the confirmation messages will not
have been sent.  
mailOne will try to send these automatically the next time you run it. 

 

Problem 
Area:

Tracking

Problem: You are in Tracking and you press the Send File button. You get the message: 
An error occurred connecting to USPS Server. Check servername, usernam
and password. 

Rectification: The server, username and/or password details for the USPS server may be incorre
Check the entries in the Settings - Transfer dialog box. Also check your connection
to the Internet. 

 

Problem 
Area:

Tracking

Problem: Mail is sent with a Delivery Confirmation label using Confirmation Services. In the 
Tracking page the mail consistently stays at state New/Uploaded or shows 
Delivery Problem. 

Rectification: Check the quality of the label (especially the bar code) being printed. Ensure that 
the bar code contrast is good. If you are using a dedicated Zebra Label Printer, m
sure that the correct driver is being used (see Configuring a Zebra label printer). 

 

Problem 
Area:

Tracking

Problem: In Tracking and you press the Send File Update buttons. You get the message: 
Unexpected file length discovered parsing confirmation file. Expected 260
bytes, received {xxx} bytes. 

Rectification: This depends on the format of the data transfer with the USPS. mailOne uses "CS
format for all transfers. The USPS additionally supports other formats, and your 
account is probably configured to use a different format. You should call USPS 
Technical Support at 877-264-9693 and ensure that your account is configured fo
CSV file formats. 

 

Problem 
Area:

Reports/Printing

Problem: When trying to preview a report you get the message: 
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Error: Could not create printer output 

Rectification: Check that you have configured an existing Report Printer in Settings - Printer. Als
check that the default printer on your system is a report printer (not a label printe

 

Problem 
Area:

Status Line

Problem: In the status line at the bottom of the program, the following message appears: 
Error: The product profile upload failed; please ensure proper Internet 
connectivity. 

Rectification: mailOne needs to send statistical information to the USPS. It cannot do this, 
probably because the Internet connection is missing or broken. Check your 
connection to the Internet. In the mean time, the program will continue to functio
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Using MailOne 

The Main Mailing Page 
 

On starting the mailOne program, you will see the Mailing page, as shown above. 

This page contains all you need for day-to-day mailing. The screen is separated into the main areas shown 
above. These are: 

1. Menu – here you will find buttons to open the other pages in the program, for example to set up accounts, to 
open reports or to change the program settings. There may be further buttons in the Secondary Menu area 
specific to each main menu item.  

2. Mail Settings – contains the main things you will have to enter when you want to send a piece of mail.  

3. Accounts – the postage can be allocated according to (up to) three account levels.  

4. Favorites – you can save the most frequent settings you use for sending mail here for quick access.  

5. Imprints – this lists any imprints made on the meter whose details could not be determined automatically by 
mailOne.  

6. Status Line – contains various symbols showing you the current status of the program.  

Each of these areas is described in the next pages. 

Shortcuts to speed your mailing 
mailOne is optimized with a number of other shortcuts to help speed your frequent mailing operations:  

· Rate Shopping to help you find the optimum postal rate for your mail;  
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· Favorites to let you quickly call up the most frequently used product/weight/account combinations;  

· Default Settings so that mailOne always returns to the most frequently wanted mail setting (it can be 
set to revert to this automatically after a period of non-use, if you want).  

Status Line 
At the bottom of the page is a status line. This includes elements and symbols that show you the current working
state of mailOne. Clicking on some of them open up additional dialogs, others indicate the status or progress of
an action that you have started. 

 

Starting on the right-hand side the following details are shown: 
 

The Notification Area displays information, warning and error messages. These messages are visible for 30 
seconds, then they are cleared.  

The Progress Indicator is shown during operations that take several seconds to complete. 

The Envelope icon holds information about the last captured imprint; just move the mouse pointer over the
envelope and the details are displayed in the tooltip by the mouse pointer. 

The Preset Default symbol indicates whether the Mailing page has reverted to the default state. A clock symbol
indicates a timer is running. When the timer elapses, the mailing settings will revert to the defaults and this 
symbol will change to checkmark to show that the defaults were restored. If this mode has been disabled in the
settings dialog, a cross is shown here. 

 

The internal scale indicator 'I' will change its color every two seconds. It shows mailOne is requesting the 
current weight on the postage meter internal scale. If the weight has changed, the weight in the Mailing page is

If you double-click the left-most icon, the Error Display
dialog is opened. This shows any application errors including 
timestamp and type information. Normally you will only need
to open this if the application crashes and you are asked for
details by FP. 

If you double-click the capital letter 'M', the postage meter
dialog is opened up showing all relevant information of the
connected postage meter and the rate tables that are
installed in mailOne.
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updated.  

The external scale indicator 'E' will change its color to white when a weight is transferred from the Flexiscale to 
mailOne.  

Changing size of window elements 
 

You can resize some of the window areas – hold the mouse 
over the border between the areas for a second or so and, if 
resizing is allowed, it will change form to the border-drag 
function. Then click on the mouse and drag the border to the 
position you want. 
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Sending Mail 

The Steps 

 
Sending a piece of mail with mailOne is easy. Just follow the steps below. 

(If you haven’t already entered any accounts into mailOne you might want to do this first –see here). 

1 ‐ Select Product 

 
 

2 ‐ Set Weight 
 
 

3 ‐ Add Zip Code and Details 
 

First select the product including any extra services. All
available products are listed in the drop-down box at the top 
left. Click at the right hand side of the products box to open 
up the list, and click on the postal product you want.  
 
If you need to send mail to an international destination, 
use the "Select Country" button, at the top in the secondary
menu. 
 
Some products also have Overweight and/or Balloon rate 
options. If these exist, then the corresponding buttons will be 
available below the product.

Tip: Make sure you use Commercial Based 
pricing to get the discounts available on this 
service. You can switch this on in the 
Applications Settings dialog.

As soon as you have given mailOne enough information to
calculate a postage charge, this will be shown in the Charges
area. How much information is needed for this will vary from
product to product.

Tip: Click on the symbol  to get details and 
options on the product you have selected.

You must enter the weight of the mail item in lb and oz. You

can either enter these using the input box  or using the
slider . 
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4 ‐ Select Extra Services 
 
 

5 ‐ Assign to Accounts 

 
 

6 ‐ Set Meter 

 
 

7 ‐ Printing Confirmation Labels 
 
 

8 ‐ What happens next? 

Some products need you to give the Zip Code for the 
destination before the price can be calculated. In this case,
you must enter the Zip Code in this area. The zone will be 
calculated automatically. If the Zip Codes do not need to be
entered for this product, then this box will be grayed out.

The list to the right of the product box will show any extra
services available for that product, together with any
additional charge. Click on the boxes for the extra services 
you want. In some cases you might have to enter some
additional information; for example if insurance is required, a
pop-up box will appear to ask you for the insurance value. 
The total amount of all extra services selected is shown in the 
“Extra Services” total area.

You can assign any mail item to up to three accounts in the 
categories (or ‘levels’) as shown here. Click on the drop-down 
box to see a list of all accounts applicable to that category.
Whilst the list is open, you can scroll through the entries, or
type the initial characters on your keyboard to jump through
the list.

One account must always be present. However, even if you
have configured mailOne to use three accounts, you can
turn the last two on and off using the check-boxes in the 
area here: .

The number and titles of the categories shown must be 
configured in the Accounts tab in the Settings page – the 
names set there will be the headings shown here on the 
mailing form. You can also choose to list the account number
then name or vice versa. See Settings - Accounts.

Note: If you have a very large number of 
accounts, then clicking on the  symbol will 
open the Account Search pop-up dialog. 
This helps you find the account you want. 

The final thing you have to do is click on the Set Meter
button. Assuming the postage meter has been correctly
connected to the PC, then on pressing this button, the
amount of postage, and other details will be sent to the 
postage meter; the meter will be ready to make the postage
imprints. You can then meter as many items as you wish
using this setting - mailOne will track them all. 

Note: If, after having set the meter, you
change the entries for Accounts, Notes, or 
Reference fields in the form whilst you are 
feeding mail, mailOne will use the current 
values of these when recording the data in its 
database (i.e. the current value).

If you have set mailOne to use USPS Confirmation Services
(e.g. Delivery Confirmation), you can print the package
tracking label too. In this case, each time you press Set
Meter, a confirmation label will be printed on the label 
printer. The label contains the unique Package Id for USPS 
tracking; however, it does not contain any postage
information. That is, you must still meter the letter or 
package as normal and then attach the confirmation label. 
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Tips: Using Defaults and Favorites 
You probably have certain postal settings that you use much more regularly than others. mailOne simplifies
the choosing of these: 

Firstly, you can set up the Default values which will be shown in the mailing page. You can also set the page to
revert to these settings after a certain period of time. See Settings - Defaults. 

Secondly, you can set up particular combinations of products/weights/accounts as Favorites. See Using
Favorites.  

 
Using your meter stand‐alone 
You can still use your meter on its own ('offline') without using mailOne. However if you do this, the next time
you start mailOne it will detect this and prompt you to record any imprints you have made offline. See here. 

Note that to use the meter offline, you will need to reset the "PC Accounting Mode" or "Karat Mode" on the
meter. 

 

Once the meter has been set up, each time you meter a
piece of mail a 'receipt' will be sent from the meter to 
mailOne. Normally this will then be recorded automatically 
as a transaction in the database.

Note: If you wish, you can choose to see each 
mail transaction before it is recorded in the
database. In this case it will first appear in 
the Imprints area. You must then manually 
record it. For more details, see Mail in the 
Imprints List.That's it!
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International Mail 

Which country is currently selected? 
 
The currently selected country for mailing is 
always shown above the choice of product on the 
main mailing page.  

Changing Destination Country 
If you want to send international mail, click the Select Country button on the main mailing 
page, and the 
Destination Country Selection dialog will appear.  

 

Here you can easily choose the country you wish: 

Directly in the selected country box. Click in the top, right-hand selection box, and either 
scroll to the selected country or type the first letters on the country name. Click on the country 
name to choose it. 

By region/country. Click on the appropriate region number on the main map. Just moving the 
mouse over the number will highlight the countries belonging to the region. When you click on a 
region number, the list on the right will show all countries in that region, from which you can 
select one by Clicking on it. 

From the favorites list. On opening the dialog, the ten most selected countries are shown in
the right-hand list. Click the country you want to select it.  

When you have selected a country (so it shows correctly in the selected country box), click
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Select to select it on the mailing page. Alternatively double click on a country name to select it 
directly into the mailing page.  

Returning to US Mailings 
The choice of country will remain until you reopen the Destination Country Selection dialog using 
the  
Select Country button, and then click on the Domestic button.  
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Rate Shopping 

Principles 
If you click on the Shop Rates button on the main mailing page, the Rate Shopping dialog will 
appear. This enables you to easily select the optimum mailing product by comparing postage and 
delivery times exactly for your mail items.  

 

Fill in the destination zip code and the weight of your mail item. The Rate Shopping dialog will 
update the available product list showing both the Postage and Estimated Delivery Time. You 
can also use the Country button for international rate shopping. 

For non-standard size mail you may specify the item's Dimensions (height, width and 
thickness); the Rate Shopping dialog derives the corresponding girth/length value and updates 
the postage calculation. 

If you want to transfer your product choice to the Mailing page for metering, select it in the list 
and click the Select button. 
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Using Favorites 

What is a favorite? 
There will be some postal rates, weights or combinations of accounts that you use very
frequently – perhaps for mail-outs for marketing or similar. To speed up setting this up, you can 
enter the details in the favorites area. 

A favorite can be:  

1. A product/weight combination – including product type (e.g. Priority Mail), any options for 
the product (e.g. overweight), and any extra services including the additional value. Examples 
could be First Class mail 1oz (no extra services) or Priority Mail for 3oz, registered for $100.  

2. Just a weight e.g. 1lb 5oz.  

3. A frequently used combination of account settings (any combination of up to three 
accounts).  

Setting up a favorite 
 
You can create
a favorite by 
setting up the 
value you want 
for the
respective area 
– for example, 
set up a 
product 
selection and 
weight, or a
combination of 
accounts – and 
then press the 

 button.  

 

Deleting a favorite 
To delete a favorite, select it by clicking on it, and then press the  button.  
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Producing Reports 
mailOne includes a large number of reports to allow you to effectively manage your mail. The
reports are accessed by clicking on the Reports button on the left-hand menu. The reports page
will then be opened, where you can select the report you wish, as shown below. 

Types of reports available 
The reports can be roughly categorized into three types:  

· Account Reports - Showing you the details on the Accounts you have set up in mailOne  

· Transaction Reports - Showing you summary or detailed information about all the mail 
transactions in a certain period, including the handling charges involved.  

· USPS Reports - Showing you information covering all the mail using particular USPS ´ 
products or extra services over a certain period.  

Account Reports 
The Account List shows you a list of all the accounts you have set up in each level, together with
any account charges you have set up for them. 

Transaction Reports 
In the Transaction Reports you can find the details of all the mail sent in a period classified by
account. These reports are designed to help you to track and allocate your postage costs.
You can select the period and a particular account or all accounts. The summary reports will give
you an overall picture. The detail reports will list all transactions individually, including notes etc. 

You can also choose to include or exclude voided transactions in the reports, and whether you
want the handling and account charges included. 

USPS Reports 
The USPS reports present information for a certain period for all postage associated with the USPS
postal products, across all reports. These reports will give you a picture of which postage products
you are using, and will help you in optimizing your postage usage. 

Generating Reports 
The reports are available under the Reports menu option under the main, left-hand menu: 
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Criteria for Reports 
For most reports you will need to give additional criteria, for example the timeframe the report
should cover. These details are entered in the options area, and may vary according to the report
you select. A typical example is shown below. 

 
 

Finally click Preview to see the report or Print to print it out.  

Note that on clicking Print you may first be presented a printer dialog box, however you can turn
this off in the Print Settings.  
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Using Confirmation Services 
If you use mailOne with USPS Confirmation Services (Delivery Confirmation or Signature
Confirmation), and have chosen the Electronic Pricing Option in the Application Settings, then
you can use the mailOne tracking facilities.  

This means that you can:  

· Print confirmation labels directly from mailOne;  

· Track your mail deliveries from mailOne.  

See concepts for general details on these services.  

The following description assumes you have set this option, and you have to be registered for
these on-line services with the USPS. Your USPS login id and password must have been entered
into the Transfer settings dialog. See also Getting Started for details. 

You administer the confirmation services on the Tracking page. 
 
 

Printing Confirmation Labels 
If you are using Confirmation Services and have selected a product with such a service then, in
addition, to Set Meter being used to prepare the postage meter for metering, a bar-coded label
is printed on the label printer each time you press Set Meter. This bar-code label includes a
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Package Id that can be used for tracking the mail item. The Package Ids generated each day are
collected by mailOne into an Electronic Manifest which must then be sent to the USPS.  

If, for some reason a particular label does not print correctly, for example your printer jams, you
can reprint a label by selecting it on the form below, and then pressing the Reprint button. 

Sending the Electronic Manifest 
Before tendering the mail to the USPS you must send the electronic manifest file to the
USPS. (You must be connected to the Internet for this.) Do this by pressing the Send File button.
This sends the details of all mail processed since the last time data was submitted, irrespective of
whether the mail is displayed on the screen or not. Whilst the data is being sent, the Transfer
Progress panel will show the progress of the transfer.  

Tracking your mail 
On the Tracking Page you can check the status of all the mail you have sent with confirmation
extra services.  

When the Update button is pressed the status information from the USPS is re-queried so that
the program shows the latest delivery status.  

The operation of this page is similar to administration of Accounts or Transactions. On the left-
hand side of the main panel you can enter criteria to find the mail whose delivery status you want. 

You can choose: 

Mailings between a certain range of dates 

 

Mailings within a certain period 
 

Mailings using another criteria 

 

Click on the Use Date in Search box, and enter the
starting and ending dates of the period. 

A calendar control is provided. 

Use the Quick Date selection, and select a period.  

(Note: you must use either a date range or a Quick Date – 
you cannot use both together.) 

You can choose the text for an account name or number
etc. Type the desired text in the box “Expression”. 
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Mailings for a specific account 

 

If you then click on Search or Select, then the last delivery status of the relevant mail will be
displayed. Note that if you press Update, the state will be updated to the latest given by the
USPS servers. 

Delivery Status 
 

 

The results list shows the status of all mail where a confirmation label has been printed.  

The status is graphically shown by one of the following symbols: 

Example Label 
A correctly printed delivery confirmation label should look as shown below (not full size).  

 

Using the Account select button you can select a specific
account. 

NEW: A label has been printed for this Package Id. 

PENDING: The mail has been shipped to the USPS. 

DELIVERED: The mail has been delivered by the USPS. 

REQUIRES CARE/ERROR: Some sort of error or discrepancy has arisen, that 
needs further investigation. 
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Managing your Accounts 
When mailing you can allocate mail to accounts, so as to enable you to keep track of your mailing. To add, delete or edit these 
accounts, click on “Accounts” in the left-hand menu. This brings up the Account Administration page. 

 
 

The sub menu at the top allows you to choose between: 

· Adding a new account - see below.  

· Searching for an account - when you press “Search” a pop-up dialog box will appear allowing you to search for an 
account. For details, see Searching.  

· Saving - this is enabled when you have entered data in the data fields. The new or changed entry is saved.  

· Import - this allows you to read in a list of accounts from a file. This might be, for example, from a list you have 
exported from Outlook. See Importing.  

Adding a new Account 
To enter a new account, first press New. Then enter the new data into the data entry fields above the results.  

Note: If you don't press 'New' first, you may overwrite the data of another selected entry.  

 

The Number is mandatory. It does not have to be a number – it can be any reference identifier you wish. 

The Name can be any text you wish. 

The Charge is an amount which is logged every time an item is mailed to this account – it can be a fixed amount or a 
percentage of the total postage. It’s an amount for your internal use, that isn’t shown in the “Total Charges” on the Mailing 
page, but is shown in the transaction details and on some reports. 

The names of the Levels (here Client, Lawyer and Matter) correspond to those set in the settings (Settings - Accounts) –
there will be as many levels shown here as you set in the settings.  
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The Account active box, if checked, means that you can select this account in the Mailing page. If it is not set, then it will not 
appear at all in the corresponding drop-down box in the Mailing page. 

When you have finished entering the data, you must press Save, to save the entries you have just made. It will then appear 
in the results area. To enter another, new entry, you must first press New. 

Editing existing data 
To edit existing data, first find the account - see Searching for an Account. 

Then simply click on the row and you will be able to change the data in the editing area. When you have finished making 
changes, press Save. 
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Searching for an Account 
To load accounts into the Account Administration page you need to use the Search function. The button for
this is on the top menu. Clicking the button brings up the Search and Select Accounts pop-up dialog.  

This offers you two alternatives to find an account: 
 

The Directory Buttons at the top of the box allow you to select those accounts starting with the respective
letters or numbers. The All button shows all accounts in the system.  

Alternatively use the Advanced Search Options for a finer search. This is described below. 

When you have found the accounts you are searching for, click Select and the results will be transferred to 
the Account Administration window, where you can edit the data. If you press Cancel, then no results will 
be transferred. 

Using the Advanced Search Option 
To search for one or more specific accounts, you can use the Advanced Search Options. This allows you to
find the accounts meeting specific criteria: 
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· Type the name or part of the name or account number into the Look For box.  

· In the Search By box, you can select which column you want to search in 
– the Account name or Account number.  

· The Match On criterion allows you to decide how the search should be made. It has choices: 
- Begins With (the name or number must begin with the text,  

- Contains (the text must occur somewhere in the name or number),  

- Matches (the name or number must exactly match the text)  

· Only active allows you to restrict the search to just the active accounts or, if not checked, then all 
accounts are searched. Active accounts are those you can currently use for mailing. Inactive accounts 
are those that exist, but which you cannot currently use.  

· Then click Search to find the account(s).  

So, if you want to find an account containing the name “David”, enter “David” into the “Look for” box, and 
select “Name” in the Search By box, and “Contains” in the Match box. Click active to restrict the search to 
currently active accounts. 
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Importing Accounts 
In many businesses, you won't want to enter all the accounts by hand; instead it is easier to load
them from the data in another computer system, for example an accounting system. mailOne
supports this by allowing you to import data from a text file which defines the accounts. The text
file would be 'exported' from the other system, or prepared in a spreadsheet. To do this, proceed
as follows: 

Firstly, the data you want must be exported into a data file in CSV format. This is a simple
format, consisting of rows of data, where each row holds the various fields of data needed to
define an account. Details on the file format are given in the section "Format of the csv file" below. 

To import a CSV file, choose the Import button on the Accounts page. You will now be guided
through the import process through a series of forms. 

Import Wizard Page 1 
 

 
On this first 
page, you enter 
the name of the 
data file, and the 
character used 
to separate the 
data fields. 

If your file has a 
heading line, 
click Ignore 
first line. (In 
this case this 
header row will 
be completely 
ignored.) 

Then press 
Next. 

Import Wizard Page 2 
 
On the next 
page, you 
identify the 
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order in which 
the fields in your file occur. mailOne can accept the fields shown (the name and number fields are
mandatory). 

Move the fields in the box on the left up or down using the  keys to match the order of the
data in your file. If a particular field does not exist in you file, uncheck the tick box. The display
will show how the data will be interpreted. 

If this is correct, press Next. 

 
The data will then be imported. If there are any records in your system with the same account
number, then that line of the file will not be imported, and you will get an error message. 

Format of the CSV file 
CSV stands for "Comma Separated Values". This is a simple format, where the file consists of rows
of data in which each row holds the data needed to define an account. The individual pieces of
data (account number, account name etc.) in a row are separated by a particular character. The
name CSV implies that a comma is used, but in practice other characters may be used, for
example a semi-colon. Sometimes the file has a first row (a "header" row) that defines the names
of the following data fields, in the order they appear in the text. 

Tip: Where possible, choose a separator character that will not occur in any of the actual data
values. 

Possible fields and format 
Account Name This field must be present. It can be a string of any usual characters. If it includes
a space, or could include the separator character, then it is advisable to enclose the string within
single or double quotation marks (the same type of quote must be used to begin and end the
string).  

Account Number This field must be present. It can be a string of any usual characters. If it
includes a space, or could include the separator character, then it is advisable to enclose the string
within single or double quotation marks (the same type of quote must be used to begin and end
the string).  

Account Active Flag This field is optional; if not present then the account is assumed to be
active. It can take the values TRUE or ACTIVE and FALSE or INACTIVE. (The values can be written
in upper or lower case letters.) 

Account Level This field is optional; if not present then the value 1 is assumed. It can take the
values 1, 2 or 3.  

Charge Type This field is optional; if not present then the value 0 is assumed. It can take the
values 0 (no charge is applied) % (use a percentile charge) or $ (use a fixed amount in dollars).  

Charge Value This field is optional; if not present then the value 0 is assumed. It can take any
numeric value. If Charge Type has been given as 0 then the value 0 must be given for Charge
Value too. Otherwise it represents a percentile or absolute value of charge, which is to be applied
to every transaction for this account.  

Example 
The lines below illustrate a possible file format, showing various possibilities. It includes a header
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line (in bold). 

Number; Name; Active; Level;
"Charge 
Type";

"Charge 
Value"

1; Account1; ACTIVE; 1; 0; 0 

2; "Second Account"; active; 2; %; 1 

3; "Third's Account"; TRUE; 3; $; 0.25

4; 'Inactive Account 1'; Inactive; '2'; %; "3.333"

5; 
'Account "Inactive 
2"'; 

False; "2"; 0; 0 
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Managing Transactions 
Every time you meter a piece of mail, a transaction will be logged by mailOne. The transactions
therefore give you a full picture of all your mailing activity. They could be used, for example, to
check when any particular piece of mail was sent. All transactions are stored in the mailOne
database and are used to generate the reports. 

In some cases you might want to view or edit the transactions. For example, you might want to
exclude certain transactions from appearing in the reports or you might want to exclude the costs
associated with certain offline postage from appearing on the reports. You might even want to
delete some transactions completely from the system. 

To do this, you can void or delete those transactions through the Transaction Administration
page, which is similar to the Accounts Administration page. However bear in mind that, even in a
small system, there will probably be many thousands of transactions, and so the search facility is
crucial here.  

Note that transactions do not appear on this page or in the reports until they have been recorded -
see Recording Mail Sent 

 
 
Click on 
Transactions in 
the left-hand 
menu to bring 
up the 
Transaction 
Administration 
page. 

 
Initially no
transactions are 
shown on the 
page. Clicking 
on Search in 
the top menu 
will open the 
Transaction 
Search pop-up
dialog where you 
can choose 
which 
transactions to 

display. See Searching for Transactions.  

Once you have chosen the transactions you can modify as necessary them in the Transaction
Administration page. 

Viewing Transactions 
Double clicking a transaction row in the administration page, brings up a Transaction Details
pop up. 
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This shows all the information about this transaction. 

Editing Transactions 
You can also edit the allocation of accounts to a transaction, or its associated notes or reference.
You can't edit the amount or product selection for a transaction once it has been
recorded in the database. 

Select the transactions that you wish to edit in the transactions list. Click on 'Edit'. The editor
dialog will pop-up. 
 
To change the 
allocation of 
Accounts, tick 
the box Include 
accounts into 
updated 
transactions. 

If this box is not 
ticked, the 
accounts will be 
left unaltered. 

Then you can 
change the 
accounts or, by 
adding or 
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removing the 
tick from the 2nd or 3rd account, include or remove a second or third account. The transaction
must always have a first, main account.  

To change the Options (i.e. Reference or Note), simply change the text in the corresponding box.
If you remove the tick by the boxes here then the existing value will be retained.  

Voiding, Unvoiding and Deleting Transactions 
To remove a transaction from reports, you can: 

· Void or Unvoid any transaction. This allows you to exclude transactions in the reports 
(voided transactions are not included in the reports).  

· Delete a transaction, so that it is lost from the system completely.  

It is strongly recommended that you use voiding rather than deleting, since you can later recover
voided transactions by unvoiding. 
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Searching for Transactions 
Click on Search in the Transactions page in order to select the transactions you wish to see. 

 
The Search pop-
up dialog will
appear. You can
use this pop up to
find transactions
according to
certain criteria
and/or within a
date range. 

 

 
1. To select those transactions occurring between a range of dates, use the calendars, or the

period selector. Tick the left hand box to activate the date range in the search.  

 

2. To choose another criterion, for example one where the mail product or the reference
information starts with specific text, or where the account name or number includes some
particular text, use the lower criteria. 
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Note you can also include or exclude any voided transactions, by using the "Only unvoided"
tick box.  

 
3. You can also combine these, to search for a particular criterion within a specific period 

Search Results 
At the end of the search, the results will be shown in the table. You can choose all or just some of
the rows. 

 
 

Lastly click Select to transfer them back to the Transaction Administration page. 
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Exporting Transactions 
You may want to examine the transactions in other formats than given in the mailOne reports or, for example, perform 
calculations on them in a spreadsheet program. To do this, you can use the Transaction Export function. This allows 
you to extract data out of the mailOne database and store it in a file in a format - (CSV format) - that can then be read 
by many other programs, including most spreadsheet or database programs. 

To do this, proceed as follows: 

On the main left-hand menu click on Transactions and then on the top menu click on Export. The export dialog will 
pop-up. Here you define how the export file should be formatted and where it should be stored. If you have regular 
exports to produce, e.g. weekly or monthly reports, you can save the formats and properties of each type under a profile
name. 

 

Export File Name 
Firstly, at the top of the form, you specify the name and location of the export file. You can also let mailOne do this for
you by ticking the box at the left. In this case, the file will be stored in the desktop under the name "Transactions_{Date}
_{Time}.csv", where {Date} and {Time} are the current date and time. 

Using a Profile 
You might want to produce export data on a regular basis - for example once per week, once per month or annually. 
Once you have determined how the data has to be exported for a certain task, mailOne allows you to save this under a
profile name, so that you can repeat the export. (However you do not have to enter a profile name if you are just 
producing an ad-hoc report.) Clicking on a profile name will restore the settings you previously saved for that profile. In
the profile is retained: all the information about delimiters; whether voided transactions are exported; the column order; 
the time filter details. These are explained below. 

Delimiters 
In the delimiters section you specify how the data for the various columns of data in the file should be separated. The file 
is saved in CSV or “Comma Separated Value” format, however often a different separator e.g. semi-colon is used. The 
best separator is a character which will never occur in the data itself. The system reading the exported file must also be 
able to accept this separator (most modern programs are flexible here).  

You can also choose whether an initial heading line should be output (which can be useful, if people will ever need to look
directly at the file itself). Lastly you can choose whether the data should be enclosed in quotes. This is recommended if 
you have textual data that includes spaces. 

Including Voided Transactions 
Tick this box if you want voided transaction also to be included in the export file. 
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Details Tab 
Selecting the upper tab, "Details" allows you to select: which data should be included in the exported file, in which order 
these columns of data should appear, and over what period of time. 

 

Adapt Column Order 
In the column order section you select which data fields - columns - you want in your output file by ticking the relevant 
ones. Selecting any of these and then clicking on the up or down arrows allows you to change its column order in the
export file. 

Time Filter 
This lets you select for what time span the data should cover. The upper boy allows you to select a relative span, for 
example, a week, the current month or last month. Otherwise you can choose specific dates in the lower boxes. 
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Mail in the Imprints Area 

Principles 
After you click Set Meter, the postage meter will be set up and you can feed mail through it to be metered. Each time you 
meter a piece of mail, the meter sends mailOne an electronic 'receipt' of the transaction, confirming the product and 
amount metered. However these details must still be recorded in mailOne's database - only then will they appear in the list 
of transactions and in reports. 

Normally this happens automatically. However in rare cases mailOne may not have all the details it needs to record the 
transaction. In this case the mail will be added to the table in the Imprints Area and you must manually record it.
Additionally you can choose to record all mail manually, in which case all metered mail is first listed in the Imprints Area. 
Note that mail listed in the Imprints Area will not yet appear in the Transactions List or in Reports. 

 

The Imprints Area 
The Imprints Area shows any imprints that have to be manually recorded for any reason. This could be because:  

· You have chosen to record mail manually - here ALL mail pieces will be shown in the list.  

· Some sort of error has occurred and the details must be entered or confirmed.  

The entries in the Imprints Area are shown in different colors according to their type as shown below. In all cases you must
confirm and record these entries in the database by pressing the Record button.  
(The colors of the different entries can be adjusted in the Settings - Imprints dialog.)  

 
 

The types are:  

· A Matching Imprint is shown for those imprints made during the current session of mailOne (i.e. before you exit the 
program), and when the details in the confirmation message sent back from the meter match the details set in 
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mailOne. These will only occur if you have chosen to record imprints manually (described below).  

· A Mismatching Imprint is shown for imprints when there is a discrepancy between the details in the confirmation 
receipt from the meter and the details set in mailOne. Example cases are described below.  

· An Uncommitted Imprint is for a mail which appeared in the Imprints Area in a previous session but which wasn’t 
recorded at that time - i.e. the program has been closed and restarted in the interim.  

Manually Recording Imprints 
Manually Recording imprints involves recording the entries in the Imprints Area in mailOne's transaction database. They 
will then appear in reports. To do this: 

· Select the entries in the Imprints list of the Mailing page you wish to record. Then click the Record button at the top.  

· The Imprint Assignment dialog box will pop up, holding the entries you have selected.  

 
 

· Select the desired imprint you want to store and assign the new parameters.  

· All parameters (Product, Accounts, Notes and References) may be altered independently. To do this, just enable 
the respective checkbox for that which you want to include.  

· Finally click the Selected button to complete the assignment.  

Should you want to assign all imprint entries in one step, just select the parameters in the same manner as described above,
then click the All button. All entries will be saved at once. 

Manual Settings 
By default mailOne will automatically record all correct imprints. However you can change this setting. The options available
are to: 

· Record all transactions automatically - in this case only certain cases will appear in the Imprints Area;  

· See all transactions first, which you must then record manually;  

· See just the transactions from the current session, which you must confirm before they are recorded. 
Note that in this case, any which you don't record in this session will be shown as Uncommitted Imprints the next 
time you start the program.  

To set the mode you want, open the Settings - Imprints. 

If you choose to record transactions automatically, you will normally not see any entries in the Imprints Area - you can 
simply carry on mailing. In the last two cases, the mailings are first be logged in the Imprints Area. 

Possible causes for Mismatching Imprints 
A mismatching imprint occurs when the details received from the postage meter do not match the details in mailOne. This 
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could possibly occur for the following reasons:  

· On first running the program you have to make a $0 imprint on the meter. At this point however no product details 
have been entered for this mailing.  

· If you manually set the meter itself to a particular postage value, but without selecting any postal products.  

· If the postage amount in the rate table in mailOne for the product selected differs from the postage amount in the 
rate table in the postage meter. (This should not occur if you keep the rate tables up to date.)  
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Using your postage meter stand‐alone (Offline Postage) 

If you use the postage meter to meter mail independently of mailOne (known as offline posting), then 
the next time you start mailOne and meter an imprint, the program will detect that the meter has been 
in use since the last time mailOne was used (since the registers on the meter will have changed). 

mailOne will detect how many mail items have been metered and how much postage was used,
however it will not know the individual details. Therefore it will prompt you to record this offline
postage. A popup dialog will appear for Offline Postage Assignment. Here you can choose whether 
you wish to record this postage and, if so, how to divide it up across products, and allocate accounts
etc.  

Note that mailOne still will allow the current imprint/job to run, however you must have 
completed/closed the offline postage dialog before you can perform another 'Set Meter'.  

 
 

The product and accounts fields on this dialog act in the same way as they do on the Mailing page. If 
you want, you can assign a default offline product name that will be used for offline postage in the 
Imprints Settings. This can be any name you wish - it doesn't have to be an official product - thereafter 
any offline the postage will be assigned to this product name by default - unless you manually specify 
another product name in the Offline Postage Assignment dialog. 

If you press the Ignore button on the Offline Postage Assignment dialog, then this offline postage will 
be ignored – that is it will NOT be recorded in mailOne at all. The Ignore may be set to visible in the 
Settings dialog (it is not shown here). 
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Note: Ignoring Offline postage may make it difficult to reconcile between the postage used in 
the postage meter, and that recorded in the mailOne reports. 

Example 
In the example above, mailOne detects $15.73 offline postage used across 5 items. 

You know that 3 of these mailings were Priority Mail letters at $4.95 each ($14.85), 2 of them were 
First Class Letters at $00.44 ($00.88).  

· Select Priority Mail as the product (make sure the use offline product name checkbox is 
turned off) and the desired accounts.  

· Reduce the number of Imprints to save down to 3.  

· Fill in the postage of the selected product (here: $4.95 for Priority Mail).  

· Click the Save button to store the transactions.  

 
 

The Remaining Imprints and Remaining Postage will now show the updated values (2 imprints with 
a total of $0.88) 

 
 

Page 2 of 3mailOne Help - Administration : Offline Postage

4/21/2010file://C:\Program Files\FP\mailone\Manual\027_Mail_Offline_Postage.htm



· Repeat the selection for the product and accounts and alter the Imprints and Postage per 
Imprint values (in this example: 2 First Class Letters with $0.44 each).  

· Click the Save button to store the transactions.  

If the full postage amount is assigned and saved, the dialog will close automatically. 

Rounding 
The Offline Postage Assignment follows a set of rules: 

· All offline postage MUST be assigned (no left over postage is permitted).  

· Assignments with $0.00 are permitted.  

· The calculated postage values are rounded to 1/10th cents.  

· If the calculated postage cannot be divided fairly, the remainder is added to the last transaction.  
 
Example: For an offline postage sum of $0.010 (one cent) assigned to 3 imprints, two 
transactions hold $0.003 and the last one $0.004.  
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Changing the Program Settings 
For mailOne to work effectively there are some basic settings to be configured. These include mandatory things such
things as which serial ports the postage meter is attached to, and other user preferences such as which colors are
used for different types of transactions in the 'Imprints' table. You can change these settings through the Settings
dialog. 

Click on the Settings button to open the Settings dialog box where you can adjust the configuration of the program. 
 
 

The different settings are grouped under a number of tabs: 
 
 

 
· Application – Basic settings for the application.  

· Imprints – Configures how transactions are recorded in the Imprints table.  

· Defaults – Enter default settings for the Mailing page.  

· Accounts – Sets the names of the account categories.  

· Print – Configures the printers to be used.  

· Devices – Sets how the postage meter or external scale is connected to the PC.  

· Transfer – Configures the connection to the USPS server for tracking.  

 

Mandatory Settings 
The following settings are mandatory: 

· The FP Customer Number and Originating Zip Code number (see Application).  

· The PC Port Definitions for the two cables that attach the PC to the postage meter (see Devices).  

If you are going to use USPS Confirmation Services, the following settings are also mandatory: 

· The USPS Mailer Id and Zip Code of the USPS facility where mail is tendered (see Application)  

· The Login Id and Password for USPS Internet FTP site where the mail manifests are sent (see Transfer).  
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Application Settings 
  

 

Application Section 
These settings must be entered under all circumstances. 

Account Number 
Here you must enter your customer account number with FP. 

Activate 
If you did not activate mailOne when you initially ran it, you can activate now it by pressing this
button. For details see Getting Started. 

Originating Zip Code 
Here you must enter the Zip Code of the place of postage. This code is used for calculating the
postage and must be entered. 

Use commercial‐based pricing and electronic confirmation services 
If you wish to take advantage of the discounts available for commercial-based pricing, or use
mailOne for printing labels for USPS confirmation services, then tick this box. The commercial
products will then be shown on the mailing form, and commercial rates used. 

If you leave this box unchecked, then retail pricing rates will be used, the commercial products will
not be available, and you will have to use manual means for USPS delivery confirmation (track
and trace will not be available through mailOne.  

To use this, your PC must be connected to the Internet, and you must be registered with the USPS
and have received a Mailer Id.  

USPS Section 
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The following settings need only be given if you intend to use Confirmation Services and
print Confirmation Service labels. In this case the entries in the Transfer tab must also
entered. 

Mailer Id 
This is the Mailer Id you have received from the USPS for Confirmation Services. 

Mail Tender Time 
This is the estimated time the Confirmation Services post is normally tendered by you with the
USPS. 

Entry Facility Zip Code 
This is the Zip Code of the USPS office at which this mail is tendered. 

Customer Reference 
This is a reference that will be included on the mail tracking data sent to, and received from the
USPS. However it is not used by the USPS - the field may be left blank. 

Package Id Start Value 
If you have more than one instance of the program installed, each installation must
have the Package Id Start Value set to a different version. 

This value is used in determining a package identification number which is used for every package
sent using Confirmation Services. These numbers must be unique within any single organization
for a period of six months. This uniqueness can only be guaranteed by setting each installed
instance of mailOne with a different starting number. Clicking on the increment button will
increment the value by 2,000,000.  
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Imprints Settings 
This tab is used to adjust the way that the 'Imprints' table in the Mailing page and associated functions operate.
These settings configure:  

· How imprints are recorded.  

· How offline postage is handled.  

· Whether a handling charge is applied generally.  

· The displayed colors in the Imprints Table.  

  
 

How Imprints are recorded 
Here you can select how you wish to record imprints as they are received from the postage meter. You can
choose:  

· Only to record them manually (i.e. no tick). This means you must manually record all entries in the 
Imprints table.  

· To have them recorded automatically when you exit mailOne. This means they will be shown in the 
Imprints table until you exit the current session of mailOne (unless you record them manually). However 
the next time you open the program they will no longer appear in the table.  

· To have them recorded automatically. This means they will never be shown in the Imprints table.  

In the unlikely event that a mismatching imprint occurs then this must be manually recorded (see Mail in the
Imprints Area for details).  

Offline Postage 
This sets the product name used for any offline postage. This is the default product given for all such postage
- you can use another when you actually record any offline postage. See Offline Postage for details about offline
postage.  

Handling Charge 
Under the section Handling Charges you can choose to enter a fixed amount which is applied to every mail
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item processed by mailOne. This charge is then shown both on the individual transactions, and on the level-by-
level transaction reports.  

Note that charges can also be tracked by applying an Account charge to individual accounts - these are detailed in
Managing your Accounts. 

Display Colors 
Here you can set the colors used to indicate the states of the rows in the Imprints table. These colors may be
changed by clicking on them; a color chooses will pop-up as shown. See The Imprints Area for further details.  
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Defaults Tab 
Under the 'Defaults' tab in the Settings menu, you can adjust the default values that appear in 
the Mailing page when you first open it. You can also configure mailOne so that the Mailing page 
will revert to these defaults after a certain period of non-use. 

 
These 
settings 

configure the defaults for: 

Product.  

Country (usually USA).  

Reference Text/Notes.  

Weight (useful if you do not have scale connected).  

Accounts.  

Destination Zip Code.  

The values are set in exactly the same way as described in the Sending Mail page. Note that 
these are simply the defaults and you will be able to change any of them before you actually 
meter a piece of mail. You can leave the Reference, Notes and Destination Zip Codes field blank if 
you wish - these must then be entered, as desired or necessary, for each piece of mail. You must
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enter the first account, however entry of the second/third accounts is optional.  

Automatic Reset 
If, in this dialog, you tick the top checkbox for automatic resetting then, whenever mailOne is 
not used for the period selected in the minutes setting, it will revert to the settings entered in 
the Defaults dialog.  

You might want to enter the settings for the most frequently sent mail here or, if that is a
relatively expensive product, you might choose to use a low cost basic product, such as normal, 
first class mail.  
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Accounts Settings 
The Accounts tab is used to give names to the three levels or categories used for tracking the mailing. These are 
the titles of the account selection boxes accounts in the Mailing page.  

 
 

Number of Account Levels 
You can choose to allocate mails to between one and three accounts. Note that the Level 1 account is always 
present. The next two are optional (See Mailing).  

Titles for Account Levels 
You might use general titles such as “Addressee”, “Sender”, “Subject” or, as shown in the example for an 
attorney’s office, you might use specific titles such as “Client”, “Lawyer” and “Matter”. An architect’s office 
might use titles such as: “Division”, “Client”, “Project”. 

Display Format 
Accounts have both numbers and names. You can choose in this dialog whether the number or name part is
displayed first. 

So, for example, it may be convenient to have the number first, so that you can quickly select accounts by 
typing the relevant number into the input box on the mailing page. In other organizations, you might find it
easiest to have the name listed before the number. 
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Print Settings 
The print tab allows you to configure the printers you will use with mailOne. The program can
support up to two printers: 

· If you are going to print Delivery or Signature Confirmation labels, then you need to 
configure the Label Printer field with the appropriate settings for this printer.  

· The Report Printer setting is for the printer to be used for the various account or USPS 
reports (see Producing Reports)  

You can type the name directly into the field, or use the “Select” button to open up a dialog box 
to choose the printer. The report printer can be used to print both reports and labels. 

 
 

Notes 

1. It is recommended that you always configure printers for both label and (especially) 
report printing.  

2. For printing labels, either a special "Zebra compatible" label printer may be used or a 
standard, Windows compatible printer (see below).  

3. By default, the Windows printer dialog box will be shown for each print out. However you can 
choose to bypass this, and send the printout directly to the currently selected printer using its 
current settings. For this, clear the tick from the 'Always show printer selection dialog' 
box (however see the note below concerning Zebra printers). 

Using a standard printer as a label printer 
When labels are printed on a standard printer, the normal Letter sized paper should be used. One 
label will be printed per page, with a border for cutting. This mode is not intended for printing
pre-formatted labels on letter-sized paper. 
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Notes on using a Zebra Label printer 
Configuration details for the Zebra printer driver are given in the installation details under 
Configuring a Zebra label printer.  

Rolls of 4" x 2" labels should be used 

In this case, there is the option to use the Zebra 'EPL' protocol. For this tick the box 'Use EPL 
printing'. However, the printer should still function with this mode off, and it is recommended
you only try this if you are having problems with the printout (e.g. the bar codes).  

When use a Zebra label printer, the first time you print a label with mailOne you should always 
check and, if necessary, re-enter the correct label size and margin settings in the Printer
Selection dialog (see Configuring a Zebra label printer). We recommend that you leave the 
'Always show printer selection dialog' box ticked until you have confirmed that the labels are 
being printed correctly. 
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Devices Settings 
This tab is used to configure the connections to the postage meter and, if used, the external scale
(Flexiscale). You can also use the Auto-Detect feature to simplify this. 

  
 

Postage Meter Connection 
The connection between the postage meter and the computer running mailOne needs two standard
ports on the computer. These are usually known as “COM1”, “COM2”, etc. One of these ports must
be connected to the “Scale” interface of the postage meter (e.g. on the ultimail shown by the sign

 ), and the other to the other 9-pin serial port of the meter. See the separate Getting Started
document for details.  

In the upper two boxes you can manually set the appropriate ports (or use the Auto-Detect feature -
see below). 

Internal Scale Setting 
If you want to use the internal scale of your postage meter, click here. 

External Scale Connection 
If you are using an external scale, this must also be connected to a serial port of the PC (the
connection of this is also explained in the Getting Started document). In the 'Scale Port' field you
can set which serial port is being used (e.g. “COM3”). 

If you click for both internal and external scales, then mailOne will use the most recent weight
change it detects on either scale. 

Auto‐Detect 
mailOne also includes an Auto-Detect feature to simplify making these settings. Simply press
Auto-detect, and the program will automatically determine which external devices are
attached to which ports, and fill the boxes for you.  

Page 1 of 1mailOne Help - Settings : Devices

4/21/2010file://C:\Program Files\FP\mailone\Manual\046_Settings_Devices.htm



Transfer Settings 
In the Transfer settings tab, you can configure the Internet connection in order to be able to use the USPS 
Confirmation Services and track the mail you have sent using them. In this case the program will connect
to the USPS server over the Internet. 

 
 

USPS Log In 
To use these services you will have received an account with the USPS (contact the USPS or your dealer for 
help on this if you need it). This account will include a USPS Login-In identifier and a Password. These 
should be entered in the first two boxes here. 

Proxy Settings 
mailOne uses an 'FTP' connection to send the manifest of mail being sent to the USPS. If your
organization uses a 'proxy server' to control FTP access to the Internet, then you may need a User 
Identifier and Password to access this proxy server. You should obtain these from your organization's 
network administrator. Note that this may not be the same as the proxy server used for Internet browser
(http) connections. 

If you are unsure about which settings to enter here, then contact the network administrator of 
your organization. 

1. If you can connect directly to the Internet and don't have a proxy server, then leave the tick in the box 
"Use system proxy settings".  

2. If your organization has a proxy server, but doesn't require any special settings for an FTP connection, 
then leave the tick in the box "Use system proxy settings". mailOne will attempt to use the same 
settings being used for your Internet browser.  

3. If you don't have regular access to the Internet in your organization, and have to use special access 
permissions, then remove the tick from "Use system proxy settings", and complete the following boxes: 

· Enter the address of the proxy server. This can be in any valid form - for example 
"192.168.100.10:8080" or "proxy@organization.com:8080". You will usually need to include 
the port number for 'FTP' access.  

· You may need to enter the User Identifier and Password you will have been given by your 
network administrator.  

Page 1 of 1mailOne Help - Settings : Transfer

4/21/2010file://C:\Program Files\FP\mailone\Manual\047_Settings_Transfer.htm


	C__Program Files_FP_mailone_Manual_011_Introduction_1.pdf
	C__Program Files_FP_mailone_Manual_012_Introduction_2
	C__Program Files_FP_mailone_Manual_013_Introduction_3
	C__Program Files_FP_mailone_Manual_015_Introduction_4
	C__Program Files_FP_mailone_Manual_014_Troubleshooting_5
	C__Program Files_FP_mailone_Manual_021_Mailing_6
	C__Program Files_FP_mailone_Manual_022_Mailing_7
	C__Program Files_FP_mailone_Manual_024_International_8
	C__Program Files_FP_mailone_Manual_029_Rateshopping_9
	C__Program Files_FP_mailone_Manual_025_Favorites_10
	C__Program Files_FP_mailone_Manual_026_Reports_11
	C__Program Files_FP_mailone_Manual_038_Confirmations_12
	C__Program Files_FP_mailone_Manual_031_AccountAdmin_13
	C__Program Files_FP_mailone_Manual_031_AccountSearch_14
	C__Program Files_FP_mailone_Manual_031_AccountImport_15
	C__Program Files_FP_mailone_Manual_035_TransManage_16
	C__Program Files_FP_mailone_Manual_035_TransSearch_17
	C__Program Files_FP_mailone_Manual_035_TransExport_18
	C__Program Files_FP_mailone_Manual_023_Imprints_19
	C__Program Files_FP_mailone_Manual_027_OfflinePostage_20
	C__Program Files_FP_mailone_Manual_041_Settings_21
	C__Program Files_FP_mailone_Manual_041_SettingsApp_22
	C__Program Files_FP_mailone_Manual_043_SettingsImprint_23
	C__Program Files_FP_mailone_Manual_048_SettingsDefault_24
	C__Program Files_FP_mailone_Manual_044_SettingsAccount_25
	C__Program Files_FP_mailone_Manual_045_SettingsPrint_26
	C__Program Files_FP_mailone_Manual_046_SettingsDevice_27
	C__Program Files_FP_mailone_Manual_047_SettingsTransfer_28

