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PMTools Getting Started Users Guide

What is PMTools?

PMTools bolts onto PostalMate with awesome time-saving money making tools.

About this Users Guide

PMTools is easy to use, we won’t waste your time with obvious details.

Additional Assistance
PMTools Misc Tab Help Resources

Create Help Ticket opens a web based help portal. Complete the form and we’ll get started.
Remote Support opens a gateway to log into your machines
Upload Backup is a quick secure way to get us your data to analyze.

Getting Support at www.VSoftwareTools.com
Review FAQ's, see known issues and submit Help Tickets.

Training Classes
We are available and teach at many regional and national industry events and are also available

for additional web meetings via SKYPE or webinars. Contact us for availability.

Contacting Customer Support

E-Mail: support@vsoftwaretools.com
Phone: 800-778-4078
Fax: 503-828-9073
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Getting Started

PostalMate 9.9 or higher is required to install PMTools.

Install PMTools
1. Download your PMTools from VSoftwareTools.com and install it, starting with Master.
2. “Allow” PMTools as an exception if prompted by your AntiVirus or Firewall.

A. Repeat the installation steps on all PostalMate workstations.

PMTools
Setup On Misc Tab

(7§ Setup PMTools ==
Get a login, refrieve your password, update Cose Gose
payment and membership information Do Net Save Save Changes
Login Information
PMTools Login | Test Login
PMTools Password = PMTools Passwords
ReenterPassword [ donotmach
Enter and test your Login
Station Settings

[¥' This station uses Broadcast Chat.
¥ This station uses tool tips.
[V This station uses expert mode. {Are You Sure messages are not asked)

Time Clock

t {Tlse PhiTools Time Clock” . . .
. 4_ Adjust Station Settings

UPS / FedEx Balance Tool

¢ UPS / FedEx Balance Tool Visible

" UPS / FedEx Tool Not Visble

Security
Setup On Misc Tab

€5 Security Setup N =mlE=nr=]
** Be very careful in setting up security. ** IZI
** If password is lost a service fee will be required to remove security **

o e m— Enter matching Password to

i e TSI ‘When you check a button on or off it is . H

| e activate security

Daiy
P Simmay . " Check the data/tools you want
- - - “ to protect
] ] r
] ] r
= = r
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—
=_# PIMMS Misc Tab in PIMMS

PIMMS makes it easy to email / text customers about

inbound packages with accurate records and accounta- é
bility. Get more info at VSoftwareTools.com > User

Guides

(¥ Package Inventory & Mail Management Service S ol & ==

Package Check Out | Fackage Check I | Package Management | Mail Notfication | Fackage Reminder | Reports | logs  Setup |

el ot ol E—— s

Eri Coreo o th PosellEns E o, T awet v sood wher ot > C5550 Enter email for customer reply
‘customer clicks reply on the nolification you sent 55 55 55555

Email Subject Line For Mail

[Wail Time ¢ |
Email Subject Line For Package Notifications

|De\ive|y Time | ‘

Adjust subject lines & content

‘il I
H

5

d

F

E}

The Package header prints before the list of packages
[Following temis) are avaiiable for you to pickup

Default Tag Printer for this station

=T 4 Select and test printer

The Package footer prints after the list of packages.

Click any other tab to save

[ Include Package Message on Signature Tag
(Selecting this limits the mumber of lines to 7 pertag)

I” Do not print signature tags during Checic-In process

E Computer

= Rental ezCRT manages computer rental time in your lobby. Get
the User Guide at VSoftwareTools.com > User Guides

Computer / Internet
Rental
Station

20:12
e
Total Print Count ] showcoce
12
1T AAAEE

G

fPowered By VSoftwareT ool Inc.
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% Daily Sales

¥ Daily Sales s =3 EoR ™)
[~ Fiters
From: [Wednesday, May 20.2015 | To° [ Saurday . May 232015 x|
™ Exclude Hash

Collecting a large date range may briefly slow PostalMate down

Copy Selectedto
Cipboard

Date | Total Retail Total Cost Count | AvgReceipts | AvgGP S
43180 196.12 18 272 12.39
5/21/2015 558.12 259.96 321 12.00 962
Totals 989.72 456.08 50 - -
494 86 228.04 25

A/ Fast Accurate Current Sales

Commercial
Invoice

From,

5/18/2015 -]

x| To: | siz1/2018

——— ey,

04PM | 120856

EDIT MODE

101281

CANADA

dEx Ground Intemational Shipment

Lamy Dean

Select shipment from PostalMate

Create/Edit Commercial Invoice
/

| » Complete the form

ttems Details

# |Qty | Description

USA

‘ Country Mg

Value ez
(Us)

_~|j0.00
UsA _~|j0.00 -
UsA _~|loo0 ,;‘:";k
usa ~| 000 B

€ Samples " Merchandise
© Other

Check One
’7(- Gift

¢ Documents ¢ Retums

PO Ref1 [PhkglD: 120856
Ref2 |ShiplD: 101281

Signaturs Line  [Lamy Dean

’*Remarks

& Use "COMMERCIAL"

== Review/Prirt
€ Use"PROFORMA" | Commercisl
I™ Prt Blank Invoice
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Pro Invoice

G

PMTools Professional Invoice

- o

@ Sales (invoice)
€ On Hold (Estimates)

Use refresh if another station
updated sales or onhold

Q

Fiters.

From: [ sunday .

Mach 01,2005 >| To | Monday

Jue 01,2005 >

MB $319,

to 6/1/2015

987 Near Street
[BEAVERTON, OR 97005

ReglD Date / Time ‘Amount First Name Last Name Company B
210637 4/20/2015 5:39 PM 346 Lidia Mazun State Fam
210636 4/20/2015 4:56 PM 059 | Lidia Mazun State Fam
210635 4/20/2015 4:54 PM 133

I S
210633 4/20/2015 4:48 PM 059
210632 4/20/2015 444 PM 21.80 | Feodor Pukhalsky S
24 hr Front Door Key 15.00 [Kenneth Foster

Search
 ReglD ( First Name ( LastName ( Compa . .
= : = 44— printss 1/2 x 11 Invoices

Save as Word, PDF or Excel

% Label
Shoppe

(¥ PMTools Labels

These 4x6 labels print best using SeaGull printer driver.
Default label size may need to be setup in the printer drivers.

CAUTION!

LITHIUM 10N BATTERY

s sasarassasrasrns

forrrarsarsrssrsns,

CAUTION!

:Message1 } Message_Zl Address‘ Carriers| Documents‘ Fragile Freight} Glass |'Hur
No F‘eekingl Returns ‘ Side Up ‘ Signatures | We Care ‘ On Time at ‘

prrsrrrsrssrrrrrss,

fola |

(%]

LITHIUM METAL BATTERY
00 NGT LOAD OR TRANSPORT
IF PACTAGE 15 DAMAGES.

esrrssrerrarsarsnt

KNOWN Package Contains gmmil'llmllll LU'L!#:;‘EE:L
CUSTOMER Lithium-ion ONIY FORBIDDEN FOR
MAIL Batlries ABOARD PASSENGER
—_ (no lithium metal)
T0: L.
ExpEDTE TO Package Contains SM&EE. BATTERES T
Lithium-ion TRRN FORBIDDEN FOR
| bt [ ORM-D)
- - (no lithium metal) e
. Surtacs Mal Only, LITHIUM BATTERIES -
Primary Lithium
TARGET | Package Contains s many i Fum::::;;m
MA' L Primary Lithiwm For Transportation
—_—— I o Aboard Passenger ABOARD AIRCRAFT
To: alteries Nircralt AND VESSEL
mﬁﬂlﬂl.ﬁ SurfaceMail Only, | LITHIUM BATTERIES -
oen: - s mary Lichi FORBIDDEN FOR
Batteries- Forbidden
i | | e, LIQUID
oo Batleries Ahoard Passenger
CONTAINER CONTENTS Aircralt AND VESSEL

Select pinter

| uermy [i

k Over 90 assorted 4x6 labels

Customers love Fragile labels

Page 9



PMTools

Getting Started Users Guide

w12 1

.
i

3 Time Clock

4:18:29 PM

Username | Select...

=l

Last Date Time
Chuck Beck 4, 5 1.05 PM

oy e emaneoen

Add/Edit Users in PostalMate Ltilties.

NN

Get more info at VSoftwareTools.com > User Guides

«

Simple for staff and managers

Staff notes for payroll report

Checkin from any workstation

]

Time Clock On Misc Tab

Manager

(S

Employee | Chuck Beck
Date Range

~| Add/Edt Users in PostalMate Utilties.

Get more info at VSoftwareTools.com > User Guides

x

k3

Fom: 4712015 =] To: ["4/1572015 ] ‘

Notes can only be added. not edited. Each time there is a
clock adjustment or added note it is preceded by an * and

«

Simple for managers

Secure notes on payroll reports

Edits / adjusts are logged

Total Time easy to read

Add/Edit usersin PM Utilities

ending with the ion date. All adj are
R === —
In-Out Date Time V] of 2 ) M |« @ | E A | 100% ~ &
Beck, Chuck ~
out 4/1/2015 | 12:03.00
T —
™ 172015 125136 Date Hours Worke
oUT 41172015 18316 Monday, April 13, 2015
N 845 AM
IN CEEE (L out 12:06 PM
out 4/2/2015 120409 " ot e
IN 4/2/2015 130218 our -
out 4/2/2015 180249 8 Hours 23 Mins
IN 4/3/2015 | 08:55:58 Y Apri 15, 2015
out 4/3/2015 | 120340 N 301 AM
IN 4/3/2015 130129 out 12:14 PU
out 432015 180212 N 1:02PM q
IN 4/6/2015 | 08:56:40 out 6:00 PM
out 4/6/2015 120822 - 8 Hours 11 Mins
Current event notes: (250 characters max) Total Time 82 Hours
53 Mins
PMTools form PRR2010-V1 Copyright 2010 «
< >
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USPS SCAN

dicia "
en |C|a (800) 576-3279 | SIGN OUT !'(D)\ C

Create SCAN from any station

Home Products Store Partners  Developers  Support My Account

Account Summary  Update Profile ¥ Sofware ¥ Tools ¥ Reports ¥ Help

ccount Transactions
Delivery Statistics

Insurance Claim History
4 Insurance Fee History

Other Endicia Fee
de manifesting. To exclude a mailg History at mailpiece.
AN request

The following items will be include:
You can submit up to 200 ransac

Keep track of Postage Resets
DAZzle isrequired for access!

Package Pickup History
Refund Request History
Origination Zip Code: | 98532 - CHEHALIS , WA (3 piece(s))| V| Filter |Clea
" J 4 SCAN Form History
Senvice Fee Histary

| Store Purchase History

1801778467  06/01/15- 9:56:10 AW 58407371 S

1801773168 |06/01/15- 9:55:01 AW 97071-9223  |$5.05

¥ Set Postal Date I =2 = ===
Postal Date | May, 2015 v

change posta | —— Change Postal Date from any station

26 27 28 29 30 1 2 Date to:
3 4 5 6 7 8 9 05/26/15

10 11 12 15 16
17 18 19 20 21 22 @D
24 25 26 27 28 29 30
311 2 3 4 5 6
C Today: 5/23/2015
This will change the POSTMARK for USPS
Postage from 05/23/15 currently set in

PostalMate to 05/26/15 for all PostalMate USPS

shipments after the "Change Date" button is

clicked.

—y
(%)
—y
S

Use this tool from any PostalMate station.

S Fupes Com 5} fo | = s
S el S

s D prcn Couaer e Posmplorss | UsPB m -

Postal

CEmms Quickly Check USPS Commits

d Wit stanee. . Service Commitments

Enter ZIP Codes FromZIP Code [58522 To 2P Code [52210 ZIP Code Lookup  Post Office Locator

Enter Shipping Date Dete [5i1/2015 B tire [strs00am v

MWTOTYY

Priority Meil Express Scheduled Delivery Day
Priorty Meil Expres s - Money Back Guarartes Wied, Jun 3 by 300 P
Pricrity Msil Expres s Hold for Pickup- Money Back Guarantee. Wied, Jun 3 by 300 P

DropOff By Facility Type Address. Guarartee

1 byS00PM POST OFFICE 225 NW GASCADE AVE, CHEHALIS, We 58532 MoneyBack Guarariss

Acditicna| rog-Of Locatiors
Expacted Delivery Day
Priority Msil Thu, Jun &
Priority Meil Held for Figkup Thu, Jun 4
DropOff By Facilty Type Address. Guarartze.

Mon, Jun 1 by5:00 FM PFOST OFFICE 225NV CASCADE AVE, CHEHALIS, WA 58532 Mo Guaranie

Expecied Delivery Day

Package Senices Expected Delivary Day

Packc aoe Senices Won_yun &
E— —
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= ¢ Carrier Bill
N Reconcile

¥ Carrier Bill Reconcile

Invoice to Reconcile

Invoice Mumber  [5-034-38487

Total [11961 Other Chrgs  [0.00

Carrier |FedEx Express

Payment Information

Check Number Amourt |0

Fitters

From: ["4/27/2015 =] To: [ 5/18/2015

Tracking
780572732770
7 9140
780577730172

015 11:37 AM
4/29/2015 12:05 PM

Search by Tracking Number ™ onl

=] I IncBde Voided tems

Phg 1D
120083
p

120082

Ship ID
100539

100568

Service [FedEx Standard Ovemight Envelope

om0 xfp xp

Reconcile Information

Weight [0.02 & Amival [4/30/2015 6:00:00 PM

@

Due Date | 5/18/2015 x

Enter Invoice info

f=lo =

Set Date Range

Invoice Notes

[5r872015  +]
Double Click to Track for Lates

alio Martinez
881577

Package data & Delivery Commits
Commercial Residential Toggle

Enter $ Billed now

Contents [notarized document

Inv Date:
5/9/2015

Invoice

5-027-00196 2560

Amourt

Tracking Nmbr - 0.00
Notes v

Trie Total PM Retail Costin PM Billed Now
[2560 | [5006 | [2560 | fJooo T ——
Update
Tric vs. PM vs.
vs. Inv vs. Inv Invoice Tally ‘0 00 [
0.00
Print Report

Edit Tracking

Tracking

e asemea
Ted

Fiters
From: [Wednesday, May 20,2005 v| 1o [ Thumday , May 21,2005 v Iz|
Ship From List
Company First Name Last Name Address 1 Address 2 Giy EY Zp &
st Totten 3324 JACKSON CHEHALIS
Robert Stroumbaugh 103 Pier Rd CHEHALIS

= Select shipment

120933
120984
120995
1209%
120997

5/21/2015 3:28 PM
5/21/2015 3:29 PM
5/21/2015 3:30 PM
5/21/2015 3:31 PM
5/21/2015 3:33 PM

PO BOX 1001

8644 PACIFIC AVE
475 NW CHEHA.
10817 26TH AV.
PO BOX 1347
11095 SW INDU.

Stegeman 1731 SW KELLY. CHEHALIS
Lynette Aabutick 1673 5 MARKET. CHEHALIS =
< | f
Ship To List Package Infomation
PiglD | Date First Name Last Name Address 1 Package ID [120992

Carier |United States Postal Service
Priority Mail
[5/21/20153:27 PM

Type/scan new tracking

0id Tracking

9405510200881619017605

Change te

DHL Intl.
Guide

Fast access to International commodity restrictions by country.
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PMTools
Stamp Finder Expertly find values for non-denominated USPS stamps
ﬂ s T Quickly check the time around the world
‘ Copy
Customer

5 Con Cotomer . =
[ Cear Search | [marsha [ [
LASTNANE FIRSTNANE PHONE COMPANYNAME | EMALL
Marshal Carolyn
Marshal Derise
IMarshall @marshall.com
Copy & Close
Orginal Copy
Name (First, Last) [James Marshall Name (First, Last) [Jamie
Company | Company |

Address 1 [1234 Fineview Drive Address 1 [1234 Fineview Drive

Address 2 | Address 2 |
Ciy [CHEHALIS Ciy [CHEHALIS
State, Zp [WA  [d@s32 State, Zp WA [o8532
Phone 1 [243-546-4567 Phone 1 [243-5464567
Phore2 [ Fhene2 [
Fac [ Fx [

E-Mail [IMarshal @marshall.com E-Mail - [Jmepiarshall @marshal com

Locate existing customer

Update info for new customer

Copy and close

RS News Feed at your fingertips

DG News Feed

&)

':; RS Assocciates News Feeds

s

RSS News Feed Courtesy of RS Associates. [
NOTE: Double Click Headline to Open to RSCentral.org

=

&
W="ASSOCIATES

(o]l =]

X

Title

| Date -

MNew Jersey man pleads guilty in Memphis in FedEx fraud case

FedEx works to determine whether anthrax shipments came through Memphis

Postal Service loses business with less than satisfactory’ customer service

DHL Is Investing $108 Million in s Americas Hub at the Cincinnati/Morthem Kentucky Aimport
NBC MNews: Govemment shipped anthrax through FedEx

FAA proposes 558600 fine against FedEx

UPE" Wordport facility featured on Gizmodo
] 1

Betail Shipping Associates RS News
FedEx works to determine whether anthrex shipments came through Memphis

Feed :
Title :

Sun, 31 May 2015 05:55:49 GMT
Fri, 29 May 2015 02:11:22 GMT
Fri, 29 May 2015 02:06:36 GMT
Thu, 28 May 2015 10:15:36 GMT
Thu, 28 May 2015 04:37:37 GMT
Wed, 27 May 2015 10:05:59 GMT
Wed, 27 May 2015 09:21:24 GMT S
2

m

Page 13



PMTools

Getting Started Users Guide

Q Email Setup

On Misc Tab

Email Setup is optional. It does not affect messages from
PIMMS Package Management.

(¥ eMail Setup i o e
Save Changes
o Enter your email & server info
Al fields are required
email address |
i | Contact your local computer
person for assistance
Password |
Mail server domain |
- — Test and Save Changes
ssL || -
Test Successful test required to save settings
tion .
@ Suggestio On Misc Tab
=f Box

PMTaols Login:
Phone:

Email Address:

‘Your name:

Your
Suggestion

k‘i’ Suggestion Box

N fo o s

We LOVE Tool Ideas!

Send Suggestion
to PMToals
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