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Introduction to High Density Mail (HDM)

What is High Density Mail?

This feature will allow the WTS users to Receive and Deliver mail from either the Website or
Android mobile device to a Recipients Mail Folder. Email and SMS notifications can also be
configured to alert the Recipient that mail has arrived and needs to be picked up/delivered.
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Enabling High Density Mail for a Customer

High Density Mail (HDM) can only be enabled by a Support User for any Standard or Premium
Package Tracking accounts. Quadient can enable or disable this at any time at no charge.

1. Login to the customer’s account as a Support User and navigate to Admin - Expert -
Advanced System Settings.

e

% Advanced System Sattings

@ Device Sync Databases
El Impaort Field Mapping

9\ Tracking Mumber Format

2. Check Enable High Density Mail and then click Submit to save the setting.

Advanced System Settings

|_| Enable USPZ Parcel Data Exchange

Enable Routing

Require Route Locations

Enable High Density Mail

I_] Enable Customizable Message

Customizable Meisage

This is a test

Submit
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3. When enabled, a new icon will show under the App menu | at the top and will be
available for any user that has the Receive and Deliver user permission or higher.

V@

Assets Packages

=

HDM

4. Clicking this button will take the user to the HDM section of WTS and will be navigated to
the Receive Mail screen. All HDM-related functions will be available via the Toolbar.

Halp Suppert Admin @ Hi @
2 High Density Mail R o

£ Dashiboard | [ Rocoive Mat - [gi]Rieve

() Mg ok ) cients

Research / Report Receive Mail
Select Recipient
O Fina st P

T panding Msi

a
i, Rocsived Mal Today

-] &
<o Retievad M Tosay The lat 20 records wildiplay belom, ¥  fklar or racpind was scannad on accklent  can be ramova by slectivg he data con

Recsiv

Dt +

nn

20926 06am

1712022 0521 37am
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Manage Folders

The Manage Folders screen is used to print Recipient Folder Labels that are used to easily
identify, store, and receive/retrieve mail that is stored in the Recipient Mail Folder. These folders
are then typically placed into Mail Organizers. Recipient Folder Labels will have a barcode that
can be scanned to quickly mark the Recipient Mail Folder as ‘Mail Received’. This page will allow
the user to mass print Recipient Folder Labels using a range of filters and can see when they were
last printed.

=
WTS = Help Suppont Admin @ 3 @ o
by Quadient High Density Mail

£ Dashbaard ‘ Recelve Mall [ Retrieve ‘ |;5\ Manage Foiders 29} Reciplents
Research / Regort Manage Folders
SO Finavisa hars Badge 1D Mados Numbe Recipient Location
B ending e

[ Received Mall Today

) Retrieved Mail Today

L] Recipient Recipient Location Mailbox Number Classification Last Printed Gt
i Hanis, ivory Neapost Field Sales Never a
]} Harris, David Shippng Never a

] Harris, Michael Neapast Field Services Never

What you need:

o WTS User with at least Receive and Deliver privileges

e SubPrint installed and configured

e Workstation with a Label Printer

e Containers (like Manila Folders, Mail Boxes, etc.) that the Recipient Mail Folder Label will
be placed onto and where their Mail will be placed into

e Badge ID is a requirement to print folder labels!
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Printing Recipient Mail Folders

1. Login to WTS, click on HDM under the App Menu L1 and then Manage Folders.

v

Assets Packages

=

HDM

2. Using the filters available, search for the Recipients that need Recipient Folder Labels to
be printed and then click on Find.

WTS = wep supprt some @ i @ @)

by Quadient P High Density Mail

Eavesions | [Troirra @i | [ msoFotrs G ocons

' Manage Folders

&
L]
L]
(1]

3. Select the Recipients to have Recipient Folder Labels printed for. Check All is available at
the bottom of the screen. Optionally, you can click the Label button to the left of the
Recipient to manually print out their Recipient Folder Label.

WTS T vy sugpen aome @ i @ )

by Quodient 2 High Density Mail

Manage Folders

Last Pinisd

P

Hawer
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4. Click on Group Label Print. All the Recipient Folder Labels will then be sent to the Label
Printer via SubPrint.

00001283 John Tyler

Gamma East

5. Place the Recipient Folder Label onto your desired Container that will house this
Recipients mail.

6. Finally, store the Recipient Mail Folders how you see fit. These will be used for Receiving
and Retrieving Recipient Mail.
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Receiving HDM Mail

The Receive Mail screen is used to receive all mail against Recipients inside of WTS by using
Recipient Mail Folders. These folders are then typically placed into a Mail Organizer for storage.
Mail Organizers can be anything from a filing cabinet, a shelf, etc. where these Recipient Mail
Folders will easily be found for Receiving and Retrieving Recipient mail.

Mail is received by sorting mail into their respective Recipients Mail Folders (These labels are
printed and managed under Manage Folders) and scanning the Recipient Folder Label that has
been placed onto them or entering and selecting the Recipient from the list.

Once selected, the Recipient, Date/Time, and the Mail Storage Location will display in the grid
below and the next Recipient Mail Folder can be scanned in. If an incorrect folder was scanned by
accident, then the user can click the Delete button to remove that status event from occurring.

WTS=

by Quadient

Help Support Admin @ i @
@ High Density Mail - °

vswons | [Drecavoviar s | (3 nsgeFodrs 8 racions

Receive Mail
Select Recipient

Q

The last 20 records willdisplay below, i a foldor of recipient was scanned on accident it can ba removed by safecting the delste icon

Received Date «
1111772022 09 26 06am
111772022 0921 3Tam
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The Recipient, Badge ID, Username, Mail Storage Location, and the Date/Time will be recorded
upon scanning the Recipients Mail Folder and the status will be set to ‘Mail Received’. Email

and/or Text Messages will be sent out if a Communication Rule has been set up for the ‘Mail
Received’ status.

What you need:

o WTS User with at least Receive and Deliver privileges

e Recipient Mail Folders printed and stored/organized. See Manage Folders in the previous
section

e Workstation with a Barcode Scanner

Receive Mail Workflow

1. WTS User sorts mail into their respective Recipient Mail Folders and brings them to a
workstation.

2. Login to WTS and click on HDM under the App Menu L

v o

Assets Packages

=

HDM
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3. Scan the Folder Label found on the Recipient Mail Folder using a connected Barcode

Scanner. This marks the folder as ‘Mail Received’. Repeat until all folders have been
scanned.

WTS =

Help Support Adnin @ Hi
by Quadient $'High Density Mail e @i 0@

[ Receive s [@5] Retseve | [(35] Manage Folders R} Rcigints
Reseasch | Report Receive Mail
0 Frnin Salect Rediplent
> pending Mai

i Recaived Mall Ty o W o 3t S P B 3 e

o) Retieved Vil Today Thelst Eaphey o o ke

2Mail Records
Raciplert Received Date + Mail Starags Locatian
Hars, Dustin 11772022 09.26.06am Hariis, Dustin Foldse
Hars, Dustin 1772022 0921:3Tam

Haris, Dustin Faldse

Finally, return the Recipient Mail Folders to their proper filing bin/cabinet/location so they
can be easily found in the future.
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Retrieving HDM Mail

The Retrieve screen is used to look up a Recipient by scanning their Badge ID or using the
Recipient Field to display all packages that are to be delivered and/or if they have any pending
mail in their Mail Folder. The WTS user will then scan their Mail Folder and any packages that are
being Retrieved by the Recipient. This will the Recipient Mail Folder as ‘Mail Retrieved’ and the
status for each package as ‘Retrieved’. The Signature, Signed By, Location, and User are all saved
against the Mail Folder for future reference.

WT = Heo support Aamn @ 3 @ @)

& High Density Mail
Ervuttons | [Freconeraa Balrovove | [Fuinagorators R recions

by Quadient

Research / Report Retrieve gy
Select Recipient

Q

After selecting a Recipient, their packages wil be displayed below along with their Storage Location and Recaived Date/Time

What you need:

o  WTS User with at least Receive and Deliver privileges
e Workstation with a Barcoded Scanner and a Signature Pad

Retrieve Mail Workflow

1. Login to WTS, click on HDM under the App Menu, and then on Retrieve.
(Retrieve is also available on the Package Tracking Toolbar if enabled)

—
WTS oy Holp Suppert Acmin @ I @ 0
by Quadient Packages
o 52 Ackon | Dt D Recpirss
- )
Research / Reposl Dashboard g
Packags
1 . ' . . ckin
JE) Find Package [l Package Statistics c lal, Delivery Activity ] [, Receipt Activity [«] -
() Current Undemvered
(6D, Pendiag Pickups “ Includes statuses where the Package was released 2022 2022 2022 2022 202 2022 022 2022 2022 2022 22 02 Damage fiepod
2 3 v
By Routs Manifests e e B " Jun dut Aug sep Oct Maw Jun Jul Aug S4p et N
p Fon ! Py L h 1
. sckages Received This Mo " 138 20 1% 2 " 1 150 ® 2 e "
57 Route Notes Patkages Deiverad This Month 15 Visk Deitn Report
[ Recorved Today Avorags Tima To Dalvor This Yaar 210uys - - [[ILll
8, Devarad Today Dalvenes by User
B Pickup Repon m N
(38 storage Report Transaciion Count
Search i,
1} Carrier Analysis c [l Weekly Carrier Analysis o]
Veur Usar Events
R Q L
...... 3 " ot Sep Carrler x i * . =)
Recened O
Canada Post o 1 L] o DHL a o 0 L}
F a
usPs ] [} 1 0 FedE 0 0 0 0 it
[5]
e ] 10 2 2 L o o 0 0 Debvered 06
a uPs 0 " 0 0 .
High Density
usPS 0 4 0 W Mail
User Event Repor
st Ee Other 10 o 10 15
All Events
Al Users "
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2. Scan the Recipients Badge ID or manually search and select Recipient

WTS E’E:i" @packages Help Support Admin @ 3 @ o

by Quadient

£ Dashboard oD Recsive () Muti-Receive  §47 Vel @a]Revieve < P Deiver 53 Action Laens Q8 Recpiens

Retrieve Detaut

Select Recipient

Research | Report

D) Fint Package "“
() Cument Undaivered EREy .
() Fending Picups o T S ——

EMail: dustin harnis@quadient com

[y Route Manifests
. Call:

3 Route Notes

@ Received Today Hanis, Dustin has maill Please ask the Recipient if they would like 1o pick it up_ If so, you can scan the barcode on their Mail Folder to mark as Retrieved.
=8, Deivered Taday
5y Pickup Repor g
o Plekup Report Select ltems to Retrieve
(&) Storaga Report

Search

Recipient Q

Received Date Status Storage Location

Oe

WTS0000008000 11072022 10-50:58am Received

3. If the Recipient has mail available for pickup, a message will be shown on the screen and
their Mail Folder can be seen with its Storage Location.

WTS s ©Packages Holp Spor aie @ 3 @ @)

by Quadient

£ Dashbosrd ag Receive & Muki-Receive 57 Verity (58] Reieve - g Deiver 2 Acton Diens Q8 Recipients

Retrieve
Select Recipient

Research / Report

JO Find Package

(&) Current Undelivered Harrs, Dustin Q
) Rcipient Location: Product Engineering(Shipping)
EMai: dustin harris@quadient com

Celt:

) Rous

[53 Received Today

B

Harris, Dustin has mall Please ask e Racipient If thay would s 10 pick 1t up. If 30, you can scan the barcode on their Mal Folder to mark as Retrieved.

ered Today

Select ltems to Retrieve

Print Pick List

Received Date Status Steagelocston  Groy P

1171072022 10.50 56am Received

4. Scan the Recipient Folder Label on the container to check the box or manually check it
and do the same for any Packages to also be retrieved. Click on Group Retrieve.

Please Confirm Group Status Change

Recipient Tracking No. Date Received
Harris, Dustin WTS0000007999 111012022 10:44:40am

Harris, Dustin WTS0000008000 1111012022 1050 56am

Delivery Status =
Seect Delvery Stas

Retrieved v

Seiect Delivery Locsian
Product Engineering(Shipping) Q or enter details here

e
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5. Collect a Proof of Delivery via one of the following methods:
Click Capture Signature and have the Recipient sign for the package(s)/mail via a

Signature Pad

0
2 Multi-Receive V Verify ‘ (@ =) Retrieve ﬁ%D»}\ivur 5: Action ‘ ufdeﬂs 88 Recipients

f“ry\ Dashboard ‘ g Receive o

Research / Report Please Confirm Group Status Change

,@ Find Package Reciplent Tracking No Date Received

(@) Curent Undeliversd Harris, Dustin WTS0000007599 11/10/2022 10:44:408m

() Pending Pickups Harris, Dustin WTS0000008000 111102022 10:50 56am

¥l Route Manifests

2y :

€5 Roue Notss Delivery Status (=
['B3 Received Today EelaslDau K

Retrieved ~

B Deiivered Today

Ph Pickup Report Salact Dalivary Locafion

o) Pk Repo Product Engineering(Shipping) Q or enter details here

@ Storage Report

s

Click Capture Signature and have the Recipient scan their Badge ID in place of the
signature and their name will gray out and a physical signature will not be required
or release without signature and input reason for no signature

Please Sign for this package using the Signature Pad

Signed By * %g

Clear Cancel

OK

e Click Release without Signature and provide the reason
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HDM on the Handheld

HDM on the handheld is very similar to the site instructions.

Receive Mail

1. Click Action

o X

ORLIMGE NWii®o 11043AM

Retrieve Mail

1. Click Action

o X

oEIMGE 0 10:43AM

© 2022 Quadient, Inc.

2. Select Receive Mail

& X
8 1211PM

ORLIMGE Nii®:
€ Action
~ Next Action
Next Action Schedule
Picked
Portal User Claim Package”

Reminder 1

Retrieve Package

Store Package

Tdel

Contactless Delivery
Second Notification

Lockers to Office

Receive Mail

2. Select Retrieve

Package
X
OB LIMGE Fii® B1213PM
€ Action <“,‘~*
© Next Action N

Next Action Schedule
Picked
Portal User Claim Package”

Reminder 1

Retrieve Package II

0?000’3

Store Package

o

Tdel

= Contactless Delivery

© Second Notification

(]

Lockers to Office

Receive Mail

B| 4« o O

3. Scan Folder label

quadient

Harris, Dustin Folder

Pl MGE FWi:i®.o 11044AM
0 . o,
< Receive Mail 4L->
4
Scan
l',; e to see option
Harris, Dustin X

3. Scan Student badge

or type recipient name

4. Select Packages

oQ1HMGE
€ Retrieve Package

Scan Badge or begin typing Re

Recipient  Harris, Dusti

Mailbox

sification

Email dustin harris@quadient cor

4 X

OB LIMGE F3iwo K1044AM
€ Retrieve Package “
Scan Badge or begin typing Recipient Name
Recipient
Location
Mailbox
Classification
Email
Ph

Recipient Packages

(O] <O EI —

cipient Name

Location Product Engineering(Shipping

4 X

3w B 1214PM

7
<»
1

L
>
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6. Select Retrieve

5. Select Folder

X

OELIHMGE F3:®o D1046AM

quadient

7. Select Submit

o X
N3 B1215PM

oBLIMGE

.
& Retrieve Package
A

Tracking number

OB 1MGE [3:W: 01215PM
; = & Retrieve Package
€ Retrieve Package =
>~
Scan Package Tracking Number Scan Package Tracking Number
Retrieve selected packages (1) | Retrieve selected packages (1) |
Mail 5
Mail
s—
Folder2400075
2400075 Folder2400075
2400075
'WTS0000007996
Other
WTS0000007997 WTS0000007996
Other
'WTS0000007998 WTS0000007997
Other O!h;rr” o
WTS0000007999 WTS0000007998
Other Other
'WTS0000008000 WTS0000007999
Other Other
WTS0000008000
Other
Recipient Packages
Recipient Packages

der2400075

8. Deliver like a normal package

oRIMGE

You are signing for 1 package

Signed by

Location: Product Engineering(Shipping)I

No Sign Signature
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